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of Holy Cross Catholic School, it is not intended to be exhaustive. It may be amended at any time by
the principal/local superintendent.
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ABSENCE PROCEDURE – FACULTY AND STAFF
In the event of illness, staff members are asked to call the secretary on her home phone as soon as
possible, preferably before 6:30 a.m. It is the teacher’s responsibility that lesson plans are available for
a substitute teacher. Substitutes will be contacted by the administration. Teachers should not just
leave a message on the school voice mail of the Principal.

Each teacher should have a SUB FOLDER kept in the office with the class roster, daily schedule,
attendance slip, lunch count slip. An emergency lesson plan should also be included in the event that
the teacher is unable or delayed in providing a usual lesson plan. If possible, the teacher should let the
secretary know the afternoon or evening before if he/she knows in advance he/she will be absent. The
employee is responsible to see the school secretary to sign an absentee form upon his/her return.

ACCIDENT/INJURY
In the event of an injury to any person in the school– student, employee, parent, visitor, or volunteer–
the office and Principal should be notified immediately. A detailed incident report must be filled out in
the office by the end of the school day. A copy of the accident report is kept on file in the office.
Employees must follow the workman's compensation guidelines. Employees are responsible to
complete an updated emergency contact form at the beginning of each scholastic year.

ACCREDITATION
Holy Cross School is accredited through the Ohio Catholic School Accrediting Association and is a
chartered non-public school recognized by the Ohio Department of Education.

ADMINISTRATIVE COST REIMBURSEMENT PROGRAM
According to the provisions of Section 33127.063 of the Ohio Revised Code,
each chartered non-public school shall be reimbursed for the actual administrative and clerical costs
incurred during the preceding school year. Copies of the forms to be completed quarterly and a list of
suggested services for which reimbursement can be claimed will be provided at the beginning of the
school year. Faculty and staff members employed by Holy Cross Catholic School are required to
complete the forms at the end of each quarter.

ANNOUNCEMENTS
Announcements are made daily from the office at 9:00 a.m. During all announcements, teachers, staff
members, and students stop what they are doing, be silent and fully attentive. The adults in the
building should model for the students as much as possible how to be attentive to all announcements
from the office.

ATTENDANCE RECORD OF STUDENTS
Before the school year begins, the teacher will receive a class roster. Teachers are responsible for
taking attendance for their classes. Homeroom teachers will mark attendance in Option C and send a
daily attendance slip to the office by 9:30 a.m. All written statements regarding absences should be
sent to the office.

Students who do not arrive in the classroom by 9:00 a.m. are considered tardy with the exception of a
late bus. Teachers are responsible to keep an accurate record of absences and tardiness of students.
The grade book/attendance roster should be with the teacher at all drills.

CELL PHONE CALLS
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Personal phone calls should be limited at school, but when circumstances make it necessary to use the
phone, it is to be done during planning periods, lunch, before, or after school. At no time when teachers
are in the presence of students should they be involved in texting, talking on their cell phone or updating
social media. Personal cell phones should be moved to the “off” or “silent” position during the school
day, Faculty meetings, and staff development. In special circumstances, an employee may dialog with
the principal if an urgent need necessitates a teacher/aide have a cell phone on during the day.

CHILD ABUSE
All school employees must take the “Protecting Youth and Those Who Serve Them” course; those who
have taken the initial face-to-face course can then take the online version of the course to fulfill the
diocesan requirement of renewal every five years.

Any staff member who has reason to believe that a student has suffered any injury or condition, which
reasonably indicates the student’s abuse or neglect, must immediately report the information to the
appropriate agency.

Section 2121.421 of the Ohio Revised Code states:

In case of suspected abuse, the teacher who observes the student’s condition should contact
the principal immediately; the teacher or principal must contact the appropriate agency. A
written report describing factually and objectively the reason for the referral should be prepared.

The teacher or principal must contact the appropriate agency.

DRESS CODE
It is the classroom teacher's responsibility to see that the children in his/her class observe the uniform
regulations. Dress code violation forms should be issued if students do not adhere to the dress code
policies.

EMERGENCY CLOSINGS
When school will be delayed or closed due to weather or other emergency conditions, faculty and staff
members should listen to the local radio, watch the television, or check local media online sources. A
text message will be delivered as soon as HCCS office staff confirms the delay or closure, but it is
suggested to continue referring to other sources. When Defiance Public Schools are delayed or closed
due to inclement weather, Holy Cross Catholic School will be delayed or closed as well.

CO-CURRICULAR/EXTRACURRICULAR ACTIVITIES
All teachers are expected to assume some non-teaching responsibilities. Examples of such activities
include presiding during lunch or recess, carpool duty, moderating various school activities or events
which occur on an occasional basis.

In the course of the year, school activities will require the presence of staff outside school hours. These
events include, but are not limited to: Open Houses/Orientations (before/during school year), Parent
Conferences, Christmas program, Spring Concert, Catholic Schools week activities, Reverse Raffle (the
one fundraiser for the year), end of year picnic. Teachers may also be asked to serve on committees
as necessary.

CONFIDENTIALITY
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Teachers and support personnel have access only to the records of those students currently in their
charge. Staff members who review records are asked to indicate the fact that they looked at the
records on a form found at the beginning of each student’s file. Mindful of the dignity and worth of each
child, each staff member at Holy Cross Catholic School should speak professionally and respectfully
about each student in all situations and circumstances. Faculty and staff will not share or discuss
student record information including grades, learning needs, disabilities, etc., with others unless
necessary for professional or academic purposes.

If a student has the expectation of confidentiality whether verbal or written, the adult must inform the
student that if he/she discloses any danger to himself/herself or to others, this information must be
reported to the proper authorities.

If a teacher encourages journal writing, he/she has a responsibility to be diligent in reading the journals.
Teachers must inform students participating in journal writing that confidences will be kept as long as no
one’s life, health, safety or criminal activity is involved, and that the student must be accountable for
what is said or written. If a teacher has access to such information, he/she is required to notify the
principal.

CONTRACTUAL RESPONSIBILITIES:
An Ohio Department of Education teaching credential is required for all teachers. It is the professional
responsibility of each teacher to maintain a current license/certification according to State standards for
the area that he/she is teaching and have a copy of his/her valid certificate / license on file both in the
teacher’s personnel file in the school office and at the Diocesan Catholic Youth and School Services
office. Teachers are responsible to be aware of renewal requirements and participate in professional
growth opportunities required for renewal of his/her license. Professional growth certificates, etc.
should be kept for one’s personal records and a copy provided to the principal to be placed in the
teacher’s personnel file. This renewed teaching license/certification must be submitted to the Principal
before the first day of the contract year. Certified teacher-ministers are issued one-year contracts.

All teachers are to complete the correct catechetical certification based on their teaching responsibility
within three years of employment. This may also include the Catholic School Orientation (CSO) process
for new teacher-ministers.

All employees must complete a diocesan specific background check prior to the first day of
employment.

Holy Cross Catholic School is a Roman Catholic Institution and the faculty represent this institution. The
life choices of faculty members must be consistent with the expectations of a Catholic in good standing
in the Catholic Church. Faculty are expected to support the teachings of the Catholic Church.
Non-Catholic faculty members should publicly support the teachings of the Church and should live their
lives in a manner that would be reflective of a Catholic in good standing. For further clarification of this
policy, faculty members are encouraged to consult with the principal.

Academic and personal student issues must be discussed only with the immediate staff on
professional terms. When a problem arises, the Principal must be advised immediately and the
situation resolved.

The actions or teaching abilities of faculty members shall be discussed only in a professional manner.
All faculty members should be considered as equally important members of the team. Interactions with

4



colleagues should be honest and when differences occur, both parties should work toward a mutually
satisfactory resolution.

Mutual respect, loyalty, and support between the administration and the faculty are required for a good
working relationship. Communication must be honest and direct. The faculty must support the decisions
of the administration and refrain from discussing professional differences with students or parents or
posting commentary regarding the administration through social media. Any breach of professional
confidence may be cause for dismissal.

When speaking with parents, on or off campus, in person or online, there should be no criticism of
administrators, faculty members, parents, or students. Discussions with parents must focus only on
their child. Discussions regarding the behavior and attitude of every child should be objective and
framed in positive language.

Copy Machine No copyrighted material will be duplicated or copied. Please limit the number of copies.
When using paper, use both sides if possible. Make sure that reproduced work has real teaching value;
avoid busy work. Teachers should not attempt to repair the copy machine,
but should call the office for assistance. Refrain from using printers/copiers for personal use or uses
other than those related directly to your position at Holy Cross Catholic School.

COPYRIGHT GUIDELINES
Copyright law prohibits reproduction of protected, printed, photographic, sound, or computer materials
for commercial purposes without the owner’s permission.

DISCIPLINE of STUDENTS
Recognizing the worth of each individual child, we respect each and every individual and show concern
for his/her integrity, security, and safety. Holy Cross Catholic School prohibits employees to allow or
cause harm to a child physically, mentally, or psychologically. Corporal punishment is never allowed.
All conduct situations should be recorded in Option C for documentation.

E-MAIL
Faculty and staff members are expected to check their email on a daily basis. Emails from the Principal
may be sent on the weekends when necessary . Teachers and support staff members are given a
school e-mail account. Personal e-mail should never be read or sent by employees when students are
present in the room. Personal e-mail addresses should not be given to students or parents.
Employees must use caution and common sense when using e-mail and strictly adhere to the
procedures outlined in the Acceptable Use Policy for Holy Cross Catholic School employees.

E-Mail should never be considered “private.” The administration of Holy Cross School reserves the
right to read any e-mails generated from the school e-mail account without prior notice to the employee.
Teachers should only use the school domain when communicating with parents or students via email.
Teachers need to CC the principal on all email communication with parents. At no time should a
teacher use his or her personal email account. Teachers assume personal liability for any ramifications
that are the result of a communication on a personal email account.

FACULTY/DIOCESE MEETINGS
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The opening faculty meeting is held before school begins. During the school year, faculty meetings will
be held regularly on the first Tuesday of the month. Since attendance is mandatory for all faculty, every
effort should be made to avoid scheduling other appointments on faculty meeting days. Topics include
programs, evaluation, planning events, staff in-service, or other topics recommended by the staff.
Attendance at faculty meetings is mandatory. Promptness and active participation are appreciated.
Teachers will be expected to attend Diocese conferences unless informed otherwise by the Principal.

FACULTY EVALUATION OF STAFF

The faculty evaluation program at HCCS has the following features:
1. The development of an Individual Professional Development Plan (IPDP) and Annual Action

plan in the fall by the teachers.
2. A minimum of two class visits each year; the teacher-minister must willingly accept classroom

visits by the principal and others as designated with permission by the principal. The principal
reserves the right to observe classes at unscheduled times since supervision is a continuous,
formative process that should not be viewed as threatening.

3. Report of professional activities in Annual Action Plan in the spring and IPDP upon renewal of
license.

4. Formal evaluations will be conducted according to the most recent process developed by the
Diocese.

5. A formal observation will be discussed with the teacher in the spring, and the teacher will have
input into the evaluation. The teacher’s response will be noted on the evaluation.

If the principal feels that there is a concern in any area, the teacher will be: told what the concern is,
given suggestions for improvement, and given time to address the concern. Intensive supervision by
the Principal will be at the discretion of the administration for any teacher who has been placed on a
Performance Improvement Plan.

HANDBOOK RESPONSIBILITIES
Because the faculty substantially determines whether or not our school is successful, you are vitally
important to Holy Cross School. To ensure that you can live your vocation in faith, a positive spirit of
hope should pervade our school. Staff, students, and parents alike should be appreciated, respected,
and should feel “at home”.

To enable us to work together, all staff members are responsible for:
1. Implementing the Holy Cross School philosophy and Catholic culture.
2. Knowing the material in the parent/student handbook and presenting it to the

students, enforcing the policies in it, and
3. Following this faculty handbook.

HARASSMENT
Holy Cross Catholic School promotes and maintains a work environment that is free from all forms of
harassment. Allegations of harassment must be treated seriously and appropriately. Our relationships
must reflect our teachings. Holy Cross Catholic School will not permit or condone any conduct such as
unwelcome, vulgar, or offensive racial or sexual innuendo; suggestive speech or conduct (visual,
verbal, or physical) on the part of teachers, staff, employees, students, or anyone on the school
premises.
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Anyone who has a claim regarding harassment, discrimination, or disrespect may file a complaint to the
principal. The complaint will be investigated thoroughly and promptly and necessary steps will be taken
to correct the problem.

HOURS OF WORK
Teachers are to be at school from 8:15 AM to 3:45 PM, Monday through Friday. Homeroom teachers
are to be in their classrooms by 8:30 AM when students arrive. Part-time staff members should be in
their classrooms at least fifteen minutes before students are scheduled to arrive, unless given other
directives. Repeated tardiness and leaving early may result in the time being accrued toward the
use of a personal day.

Teachers are expected to attend all faculty meetings and teacher planning meetings. General faculty
meetings usually will be held the first Tuesday of each month. Please avoid scheduling appointments
on any Tuesdays. Meetings will end by 4:30 PM. Regardless of teaching schedule, full-time employees
are to remain in the building for the entire workday. In the absence of teachers, other faculty members
may be asked to substitute during any non-teaching periods. This practice will be used only when other
alternatives have been exhausted.

HOMEWORK
Homework should be posted on the website as assigned. Student grades should be updated weekly
for parents to view each Monday morning.

The purpose of homework is to help the student master concepts that have been presented in class.
Students who have achieved a routine habit of completing homework have a much better chance of
academic success. Individual homework policies should be explained to students and parents and sent
home at the beginning of the school year.

It is expected that students will have some assigned daily homework Monday through Thursday;
generally homework assignments are not given on Wednesday and Fridays. Generally, the guideline
for homework is the student’s grade level times 10 minutes, always keeping in mind that some students
work at faster and slower paces than others. Assignments and tests should be posted on Option C
when they are assigned.

Students who have excused absences will have the same number of days they were absent to make
up missing work. Students who are out of school due to a personal convenience leave may be given
homework by a teacher if advance notice is given, at the teacher’s discretion; otherwise, homework is
given to make up upon returning to school.

INSERVICE/PROFESSIONAL DEVELOPMENT OPPORTUNITIES

Teachers may be granted up to 2 days of professional leave within a school year, dependent upon
available funds and substitute teachers. Professional leave days are to be taken for educational
opportunities that have been approved by the principal. Requests for professional leave shall be made
to the principal at least one week in advance. A copy of the completed registration form and any
certificate of attendance/accomplishment should be given to the principal for the teacher’s personnel
file.
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Teachers who wish to attend in-services of outside organizations and funded by the Holy Cross School
must submit an application and may be required to share the experiences of their in-service with the
faculty. The number of teachers who will be allowed to attend in-services on the same day will be
limited due to the difficulty of contracting substitute teachers. Teachers who attend one-day in-services
are expected to attend the entire day. Professional Development funds do not cover parking, room
service or alcoholic beverages. Faculty Meeting insights gained from the conference.

*Itemized receipts should be submitted along with a check request to the Administrative
Assistant for reimbursement within ten days of returning from a conference.

PROFESSIONAL DEVELOPMENT REQUIREMENTS
Every certified employee in the Diocese of Toledo schools network must participate in professional
development as outlined by the State of Ohio and the Diocese of Toledo. Annually teachers will be
given the necessary forms and information at the beginning of the year staff meeting; questions may be
directed to the school’s Local Professional Development Coordinator.
All CEUs issued by the Diocese must be approved by a Local or Diocesan Professional Development
Committee. All certificate renewals must be approved by a LPDC or the DPDC.

Holders of non-tax certificates must use the LPDC or DPDC to show compliance with diocesan
guidelines for professional development: continuing education units or graduate credit comparable to
state requirements for renewal of a four-year provisional certificate (every four years).

Beginning teachers are required to follow all diocesan requirements for the Entry Year Program.

LANGUAGE
Faculty and staff are to be role models for the students and as such are expected to use proper
grammar in all communication, both oral and written. Inappropriate language is not permitted at any
time, including unwelcome, vulgar, or offensive racial or sexual innuendoes.

LEAVING THE BUILDING
Teachers should consult with the Principal before leaving the building to run an errand, for an
emergency, etc. Teachers should complete an absence form for any time that they are away from the
building. Teachers are paid for an eight-hour work day which includes lunch and planning periods.
Extended or frequent absence during the day may be considered a portion of a personal day.

LETTER OF INTENT
Certified teachers and staff wishing to be considered for employment for the following year shall
complete the “Letter of Intent” form to the principal by the time indicated on the form. If a teacher does
not wish to be considered for renewal of contract for the following year, he/she shall submit to the
principal a letter expressing this intent.

LIBRARY
Students and teachers are permitted to check out materials from the school library; students should not
take material from the library unless signed out. Students must be supervised when using the library
for any reason.

MAINTENANCE OF CLASS SPACE, EQUIPMENT, AND MATERIALS
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Classrooms: Each teacher takes personal responsibility for the physical condition and appearance
of the classroom. This includes marking on desktops; sitting with chairs against walls or in a tilted
position; putting feet on the desks or walls; chewing gum; or scratching floors by dragging furniture.
Stickers should not be adhered to desks. Repair requests should be submitted to the Maintenance
Department by means of a Work Order. Teachers are responsible for closing blinds and locking doors
and windows before leaving for the day.

No stickers, nametags, or tape should be placed on class, painted or wooden surfaces. No tape or
ticky-tack on painted hallway windows, walls, or doors. Classrooms should remain free of clutter. Please
do not stack materials in classrooms. Consider the learning styles of all students when considering the
physical set-up of a classroom.

No candles of any type should be lit in a classroom at any time. No space heaters, portable air
conditioners in classrooms.

Teachers should be aware that the use of aromatic diffusers or electronic scents may be an irritant to
students with allergies.

Halls Halls should be free of tables, chairs, trash or any other objects that would interfere with
emergency procedures. Holy Cross school adheres to local safety standards. Hall displays should
showcase students’ work, achievements, and learning. They also serve as an important vehicle of public
relations for our school. The Fire Marshall requires a 3-foot hallway clearance at all times.

BooksTeachers are required to assign rented texts to students by number. A record of the book
numbers should be kept. An inventory and evaluation of the condition of these books is made by the
teacher at the end of the school year.

Damaged or lost books require replacement or a fee to be paid by the student. Teachers are
responsible for collecting the books for their classes.

Inventory Teachers will prepare a Master Inventory of the permanent items in their classrooms.
The list will include: desks, chairs, computers, computer tables, work tables, audio-visual equipment,
rugs, and/or sacramentals, etc.

Faculty Lounge/Workroom Room is set aside for faculty use. Students should not be sent into
the Lounge on errands. Please keep the faculty rooms, table, sink, refrigerator, and any other equipment
clean.

Computers Students using wireless computers or desktop computers should be monitored
continuously for appropriate use of all sites. Teacher computers are property of Holy Cross.

Purchase Procedures All items purchased for use in the school must be approved in advance
by the Principal.

MAILBOXES:
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Check mailboxes and email at the beginning and end of the school day, more frequently whenever
possible. Phone messages will be sent to a teacher’s voice mailboxes. Emergency messages will be
delivered immediately.

NON-SMOKING POLICY
It is the policy of Holy Cross Catholic School, in compliance with state law, that smoking is prohibited in
the school building and on school property.

OUTSIDE EMPLOYMENT
Teachers must not engage in gainful employment which interferes with school duties. The school
reserves the right to judge whether outside employment is compatible with schoolwork and with the
teachings of the Catholic Church.

PROFESSIONAL BOUNDARIES
Teachers should not share their personal phone number with students. In addition, Teachers should not
“friend” their students or the parents of their students on social networking sites.

All school employees are bound by the directives in the Diocesan Policy on Response to Child Abuse
and Adult Sexual Misconduct. It is mandatory that each employee participates in the educational
sessions sponsored by the Diocese on this policy. What a faculty member does, both in and outside
the school setting, impacts the quality and integrity of ministry within the school setting.

Adults must use prudence and be alert to their behavior in relating to children, which could be open to
misinterpretation by others. Situations that may lend themselves to opportunities for abuse, or even to
the perception of the opportunity for abuse, should be avoided, such as: spending a night with a child,
having a child as a sole companion on a trip, or continually seeking out the companionship of a
particular child.

The relationship between employee and youth must always be one of adult to child, governed by the
moral standards of the Church, the legal standards of the state of Ohio and common sense. As such,
this policy prohibits fraternization not only during school hours and on school grounds, but also at any
time or any place.

PROFESSIONAL DRESS
Teachers represent Holy Cross Catholic School and are expected to dress in an appropriate manner
since we are models for our students. Business casual is appropriate for men and women staff
members. Jeans, shorts, leggings/jeggings worn as pants, yoga pants, flip flops, sweat shirts/pants,
low cut shirts, tee shirts are not considered appropriate professional attire. The Gym teacher is exempt
from this on gym days. On Dress Down day, teachers may depart from this dress code. Teachers and
staff will be provided with an identification card that shall be with them at all times during the school day.
They should also have their keys with them at all times. Teachers who choose to not follow the dress
code will be sent home from school and the day will be considered an unpaid absence.

PROFESSIONAL DEVELOPMENT DAYS AND LATE OPENING MEETINGS
Professional Development Days are used for the purpose of professional meetings, or other
professional development opportunities. ALL STAFF MEMBERS ARE EXPECTED TO BE IN
ATTENDANCE FOR THESE MEETINGS. Absence requires permission from the Principal. Teachers
not in attendance for Professional Development Days must claim this day as a personal day. If personal
days have been exhausted, then this will be an unpaid day.
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SICK AND PERSONAL DAYS:
One sick leave day is awarded for each month of service [10 per year] -- 90 days maximum may be
accumulated during the term of employment. Part-time employees are awarded 3 days per year. Sick
leave is a benefit that is to be used for absence due to illness, personal injury or serious illness/injury to
immediate family members. Sick leave may not be used as personal leave days. Sick leave days are
not reimbursed if unused nor are they reimbursed upon termination of employment.

Full time faculty or staff may take two paid personal leave days per year. The principal should be given
a written request form at least one week in advance of the desired personal leave day. Personal leaves
shall not be used on the day before or after any holiday weekend or vacation period, during the first 30
days or last 30 days of the school year. Personal days do not accumulate from year to year.

Planned personal days are to be approved by the Principal and communicated one week prior to the
date of absence. This facilitates the hiring of substitutes. Absence in excess of days accumulated will
result in the loss of one day’s salary for each day over paid leave.

SOCIAL NETWORKING SITES
Any photographs or statements made on a faculty member’s Social Networking Site may be cause for
dismissal. This includes defamatory comments made about the school administration, other teachers,
students, or the parish.

SUPERVISORY DUTIES
Teachers have the professional responsibility of supervision of all students at all times both physically
and mentally. If a teacher must be absent from the classroom, a neighboring teacher should be asked
to supervise the class temporarily. Teachers will accompany their classes to specials, lunch, and
recess before reporting for their assigned duty. A schedule of lunch/recess duties and a review of rules
will be established at the beginning of each school year and modified as appropriate. When an
emergency or unusual situation arises that makes it difficult or impossible to perform these duties, each
teacher shall be responsible for securing a substitute. All changes must be reported to the principal.

Children must never be left unsupervised in the classrooms, cafeteria or play areas. Students have a
right to safety and the need to be informed of the behavioral expectations of the school. Children
should never go out of the fenced in area during recess to retrieve toys or balls. The
supervising teacher should retrieve the item.

Teachers have a duty to provide reasonable supervision of students. Teachers must be mentally and
physically present in the supervisory act. Because of the danger for injury, an even greater standard of
care should exist on the playground. Teachers should be actively supervising, foreseeing and
eliminating any potential hazards to student safety.

Teachers who provide services to students after school must make sure that students have been picked
up before leaving the building. The office closes at 4 PM and office staff cannot be responsible for
students whose scheduled activity ends at 4 PM or later. Students should never be left in the building
after school without supervision.

Teachers are responsible for supervision of students as they arrive at school beginning at 8:30 a.m.
Teachers are responsible for supervision of their classes as they walk to and from special area classes,
lunch, recess, etc.
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Supervision of students at lunch, recess, and dismissal is shared among the teachers and staff.
Schedules for are provided at the beginning of the school year; promptness is expected. Homeroom
teachers should periodically review lunch, recess, dismissal rules and expectations with their own
classes. If an employee is absent from school on scheduled supervision day, he/she is responsible for
obtaining a substitute.

TUTORING:
Teachers may tutor students that they are not presently teaching and may charge the universal fee for
this service. Teachers who are interested in tutoring Holy Cross School students during the school year
or during the summer should inform the Principal of their intent.

Teachers who tutor students at school must receive permission from the Principal to provide this
service at school. A universal fee for tutoring will be set. All expenses for tutoring are the responsibility
of the tutor. Teachers who tutor at Holy Cross School are a reflection of the professionalism of its
teachers. Tutors should wear appropriate attire while tutoring.

VALUABLES/MONEY IN THE CLASSROOM
Students should not bring valuables to school. If teachers collect money or any personal items, they
should be sent daily to the school secretary in a marked envelope.

As a precaution against theft, teachers should keep all money locked in a safe place. Money should
not be kept in a classroom overnight; money collected for special events, etc. should be kept in the
main office.

TEACHER PROCEDURES

CHILDREN OF FACULTY AND STAFF
The presence of children of faculty members (who are not students of HCCS) on regular
school days or professional development days will be determined at the discretion of the
Principal.

CLASS SCHEDULE
The principal and secretary will be given a copy of a class schedule. Any major changes in the
schedule the principal and secretary should be notified.

Holy Cross Catholic School requires religion to be taught daily at all grade levels, except on days
students participate in Liturgy.

CLASSROOM CONDUCT
Within the classroom, all ordinary discipline matters are the responsibility of the teacher. The
following procedures help set an atmosphere necessary for learning:

a. At the beginning of the school year, outline expectations for student conduct and
academic work.

b. Set classroom rules, post, and insist that they be followed from the first day.
c. Well-planned lessons that keep students on task decrease the time available for

misconduct.
b. Be firm, fair, and consistent.
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c. A formal Substitute Teacher Folder should be submitted to the Principal

Practices which are not conducive to good discipline include:
Repeated loud voice usage by a teacher - yelling is professionally inappropriate.
Threats of unrealistic punishments.
Repeated warnings with no follow-up. - Do what you said you were going to do.
Inconsistent adherence to rules.

If misconduct occurs, any or all of the following may be helpful. (Punishment should be for
behavior, not for lack of scholastic performance.)

a. Talk with the student.
b. Withhold privileges.
c. Conduct that interferes with the teaching and learning process should be reflected on the

report card.
d. Assign time out in an isolated area of the room. Do not place students in the hall for time

out. Students should be sent to the office for disciplinary matters only after the teacher
has exhausted all possible means of dealing with the situation. Teachers may need to
set up a conference with the parents to alert them and discuss possible ways of
improvement.

e. Avoid punishments that involve the entire class. Rather, target individual student
misbehavior.

CLASS/TEACHER WEBPAGES:
Teachers should regularly update their classroom web pages so that information is accurate and
current; web pages should be double-checked to be certain that the content is free of typographical,
spelling, and grammar errors. Safety policies regarding protecting student identity should be followed
such as not identifying a student in a photo. The teacher webpage is an effective method for
communication with parents.

COMMUNICATION WITH FELLOW WORKERS/PARENTS/LEGAL GUARDIAN
Contact should be frequent to foster and encourage parental involvement. Use of phone, written notes,
progress reports, and/or newsletters are encouraged. When a parent notifies a teacher, the teacher
should try to respond to the parent within 24 hours. Efforts to affirm a student's progress or
achievement will strengthen open communication between parents and teachers.

Achievement and improvement, in addition to negative behavior and failing grades, are good
reasons for contact with parents. The administration and secretary (as needed) need to be informed
when all communication is sent home to parents, and it is important that the principal and secretary
receive sufficient information regarding an activity so all are “in the loop” when questions about details
of an event arise to more easily facilitate communication with parents, scheduling of other events, etc.

All activities should be marked on the wall calendar in the office and communicated with fellow
teachers, as soon as possible, that may be affected by a class absence. The Principal or Technology
Coordinator should be informed of any class time activities so they can be posted on PlanBook.com for
all teachers to see.

Communications (letters/phone calls/emails) with parents regarding a student’s academic performance,
health, or behavior should be shared or Cc: to the principal.
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No parent is to come into the classroom or engage the teacher in conversation at any place during the
time school is in session without the permission of the principal. Staff members are asked to
encourage parents to schedule appointments before or after school hours at a time when he/she is not
responsible for supervising students.

Classroom teachers are asked to keep an anecdotal record of all contacts made with individual parents
throughout the school year when particular situations warrant such records; teachers should also keep
the principal informed of such contacts.

Each Monday the oldest child in each family will receive an envelope containing any communications.
Parents will sign and return the envelope by the following day.

DRILLS
Fire Drills (held monthly)

a. Close classroom doors, outside doors, and any fire doors that may be open.
b. Do not close any windows that may be open.
c. Students walk silently in an orderly single line.
d. Exit following directions posted in the classroom.
e. Once outside, students join their homeroom teacher who checks the roll.
f. Stay in designated spot in silence until signaled to return to building.

Tornado/Disaster Drill
a. Students walk silently in an orderly single line to their designated area.
b.. Students take a position of sitting with hands covering head until signal is given for
release. Students should not sit in front of a door or window containing glass.
c. The teacher supervising the class checks role.
d. Return to classroom quietly.

Intruder in the Building (Lockdown/stay in place)
a. Coded announcement will be given.
b. Close and lock all classroom doors.
c. Remain in the classroom until otherwise notified.
d. Do not let any student leave the room.

Fire and tornado drill regulations should be clearly posted in each room. Proper directions should be
given the first week of school so that the students can exit from their classroom in a quiet and orderly
manner. Fire, tornado and lockdown drills will be conducted periodically as required by the state of
Ohio; students should be familiar with the drill procedures so they are able to act with confidence
should an emergency situation arise. Doors should be locked and blinds pulled in lockdown and stay in
place instances.

FIELD TRIPS
All field trips must have an educational purpose and correlate with the curriculum of the class taking the
field trip. Usually, field trips should not exceed one per quarter. Field trips must receive prior approval
from the principal; information about the trip including the date, time, means of transportation, expected
costs, appropriate dress, etc. should be provided 17 days before informing parents or students.
Parents should be informed 15 days prior to the field trip. Parents are expected to cover the cost of
field trips for their children. Each teacher is responsible for recording the field trip on the office calendar
and informing exchange teachers, that would be effected by the field trip, at least 15 days in advance.
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Grade 5 will attend Camp Mohican for three days and will be accompanied by the teacher.

Classroom teachers or the teachers who prepare the students usually accompany their class on a field
trip. Teachers, at their discretion, may invite parents (usually homeroom parents) to accompany the
class on the trip. Siblings of children are not allowed to accompany a class on a field trip even if the
parent is a chaperone. Only “official” chaperones should be in attendance for a field trip. Field trips are
a privilege, not a right. Students not attending the field trip will remain at home and will be marked
absent.

Each student must have the school’s field trip permission slip signed by the child’s parent/legal
guardian. Teachers should check signatures carefully. In an emergency, if a student does not have the
signed permission slip, the parent may fax school’s field trip form with the parent permission.
Permission by phone or via email or note is NOT acceptable. Field trip permission forms must be kept
on file at the school for one year.

JURY DUTY AND SUBPOENAED COURT APPEARANCE
Employees are excused from work for jury duty; teachers should prepare adequate plans for a
substitute. Employees are required to submit the court summons verifying jury duty. Days missed from
work due to a day of jury duty are not charged against the teacher’s personal or sick leave days and
teachers are paid their regular salary for a day of work missed due to jury duty. If jury duty extends to a
longer time than one day, the principal/local superintendent will determine compensation.

Subpoenaed Court appearances to testify or to be a witness is covered under the same guidelines as
above with the exception of an employee who is a defendant in a civil or criminal action.
LITURGY
Liturgies are celebrated at 9:30 a.m., each Wednesday and on the Holy Days that fall on school days.
Each religion class plans the weekly liturgy according to the schedule given at the beginning of the
school year. Each religion teacher is responsible for planning masses for the religion class they teach.
The celebrant(s) of the liturgy, music minister, music teacher, and principal should receive the liturgy
plan form the Friday before the liturgy.

LESSON PLANS AND CLASS PREPARATION/CLOSING
Classrooms are ready in August for teachers to begin setting up the physical space for the new year.
Teachers are welcome to work in their classrooms during the summer. The exception would be if
maintenance is waxing the floors or doing other jobs. Following the last day of school, teachers should
make sure rooms are prepared for the summer.

Teachers are expected to be fully prepared for class with lesson plans and all materials needed for
instruction prior to the beginning of class. Lesson plans should have clear objectives, show adherence
to the Course of Study, use of a variety of methods of instruction/procedures/materials, including
technology, and homework assignments are required to be written/typed prior to instruction. Standards
for each lesson should be included.

Planbook.com, the online plan book, will be used for lesson plans and will be available to the principal
for review each Monday.

MEDICATION TO STUDENTS
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Medicine is dispensed to students in the office. Students who require the administration of medication
during school hours must present a physician's/parent's authorization and medication in the original
container with dosage instructions. No medicine is to be left in the classroom or in the possession of the
child. Students requiring an asthma inhaler may obtain permission through the office to have an inhaler
in his/her possession according to health department guidelines. A teacher cannot provide or
administer medication of any kind (this includes over the counter medication) to a student. Medication
must be sent to the office in the original container with a note from the parent.

If a staff member needs to bring medicines to school, the medicine must be kept in a locked place so
children do not have access to it.

PARENT-TEACHER CONFERENCES
Teachers are encouraged to schedule a parent-teacher conference whenever the academic or
discipline for a child warrants it. Formal, mandatory parent-teacher conferences are held after the first
quarter; all parents are scheduled for a conference time. At any other time throughout the year, a
conference may be called by either the teacher or parent. It is important to be in regular
communication with a parent whose child is struggling and may need either retention or remediation.

PRAYERS
Classroom teachers are asked to instruct the students in the meaning of the traditional prayers of the
Church. In addition, teachers are encouraged to lead the students in more spontaneous forms of
prayer. Prayers are said at morning announcements, before lunch, and before the end of school.
Teachers are to check the Course of Studies to see which prayers are required for the grade that they
teach.

PUPIL RETENTION
The teacher is responsible for notifying the principal in writing when he/she believes a child would
benefit from retention or placement in a grade level. After consultation between the teacher and
principal, the parent will be notified and consulted in a reasonable time prior to the decision to retain a
child. This conversation should occur between teacher and principal in early January so the parents
can be apprised. Parents need to be notified in writing. During the third quarter if retention is
considered.

The teacher should notify the principal by the end of the first semester if there is a reason to believe
that retention might be necessary. Normally, the principal, not the parents, will make the final decision
regarding retention.

If a parent does not agree with the retention, a written note to that effect from the parent must be filed in
the child’s cumulative folder in the office.

RELIGION INSTRUCTION
The primary purpose of a Catholic School is faith formation; therefore, sufficient preparation and class
time is necessary for religious instruction. Religion is expected to be taught daily, unless students will
be attending Mass or participating in the Sacrament of Reconciliation, Stations of the Cross, etc.
Teachers should be mindful of the Church’s liturgical seasons (Advent, Lent, etc.), Holy Days, Feasts of
special Saints, and promote devotion to Mary.
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Personal example of the teacher is essential, especially in his/her respectful interactions with students,
colleagues, parents, etc., participating fully in Eucharistic celebrations, and helping to build a faith
community at Holy Cross Catholic School.

Teachers at Holy Cross Catholic School must be in compliance with the requirements of the Diocese of
Toledo regarding catechetical certification. Teachers are responsible to work toward acquiring
catechetical certification according to the guidelines and within the time-frame allotted by the Diocese of
Toledo. Catechetical certificates as well as documentation of workshops attended, etc. should be
maintained by the individual teacher and a copy provided to the principal to be placed in the teacher’s
personnel file.

Staff Bulletins/Monday Morning (M&M) Newsletter
Staff bulletins are published on a regular basis via e-mail, usually on Fridays. Teachers are expected to
read the teacher/staff bulletins, as well as the Monday Morning (M&M) Newsletter published each week
for parents/guardians.

SEARCH AND SEIZURE
For the safety and protection of all students within their care and custody, certified staff members, under
the direction of the principal, have the right to search for and seize weapons or other dangerous or
illegal objects, if they have any reasonable suspicion to believe that such are in the possession of the
pupil, especially where the pupil has no reasonable expectation of privacy; e.g. lockers, desks, coats,
books, book bags, etc.

STUDENT PROGRESS
Each teacher is responsible to keep an accurate account of each student’s academic progress.
Grades should be updated in Option C weekly. Quarterly report cards should reflect a variety of
grades including tests, quizzes, homework, class work, projects, etc.

STUDENT RECORDS
No records will be given to parents to transport to the new school. Students requesting
records/transcripts/recommendations must make a request to the School Office. All forms should be
submitted to Holy Cross School Office for distribution. Completed forms will be sent via the U.S. Mail.
No records will be sent to transferring schools of students whose financial commitment is in
arrears.

In the absence of a court order to the contrary, non-custodial parents have the right to receive
records about their child’s academic progress or lack thereof. The school reserves the right to
charge a shipping and processing fee for extra records sent to more than one home address.

Classroom teachers are responsible for maintaining accurate records relative to each student's
academic progress. All teachers are expected to be familiar with any special needs of their students -
including, but not limited to, medical needs, an IEP and any special modifications that should be in
place for a student. This should be communicated from the teacher of the previous year.

SUPPLIES
At the end of each year, teachers are asked to list any supplies needed for the following year. Other
needs during the year may be addressed to the principal.

TESTING
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Students take the Diocesan MAP and Religious Knowledge test. The schedule is created by the
technology coordinator.

The teacher of each respective curriculum does other testing on a regular basis. Accurate reporting of
student grades should be kept at all times. The principal may review a teacher’s grade book via Option
C at any time.

VISITORS/GUEST SPEAKERS
Although welcomed at any time, visitors are asked to report to the office upon arrival to sign-in and
receive a visitor’s badge. Although every effort will be made to inform the staff when visitors are in the
building, teachers should be prepared for and expect visitors at any time. Unless the principal stops the
class and introduces the visitor, students should continue their work without interruption whenever
anyone enters or leaves the classroom.

To provide enrichment opportunities for the students, teachers are asked to make use of community
resource people. Before making final arrangements for scheduling a speaker, teachers are asked to
consult with the principal.

EMPLOYMENT
· Affirmation of Employment:

Since the school is a Roman Catholic institution, all who desire to obtain or continue employment in
it are expected to uphold, by word and example, the teachings of the Roman Catholic Church. A
judgment in this regard shall be made by the principal/local superintendent. Each teacher-minister
must sign the “Affirmations of Employment” form along with his/her contract. Holy Cross Catholic
School reserves the right to require that our employees conform to the religious tenets of the
Roman Catholic Church. Employees must support the teachings of the Catholic Church and live a
life consistent with those teachings.

· Bereavement:
In the case of a death in the immediate family, an employee is entitled to a paid absence of 5 days.
The immediate family is defined as: spouse, children, parents, grandparents, brothers and sisters,
and parents of a spouse.

· Compensation and Benefits:
The School Advisory Council, Parish Finance Committees, Pastor, Local Superintendent and
Principal determine the salary schedule and benefits for the professional personnel of Holy Cross
Catholic School. Salaries will be paid every other week and on a 12-month basis unless other
arrangements are agreed upon.

A full-time employee of Holy Cross Catholic School receives the following benefits: Social Security,
single coverage Health Insurance, participation in the Diocesan Retirement Plan, Workers
Compensation, and insurance for personal injury incurred on the job.

· Early Retirement:
When a staff member reaches the age of 62 and has 20 or more years of continuous service, and
retires prior to the age of 65, he/she may continue in the Catholic Diocese of Toledo Employee
Health Care Plan and pay the entire cost of coverage at the group rate until eligible for Medicare
benefits (age 65).
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· Family and Medical Leave Act:
In the event of a birth, adoption, or an extended illness of the employee or of an immediate family
member of the employee, leave may be granted for up to 12 work weeks during any 12-month
period. In order to be eligible for this leave, an employee has to have been employed for at least 12
months prior to requested leave. The employee requesting such
leave must provide notice to the principal who will forward it to the local superintendent for review
not less than 30 days before the leave if the need is foreseeable.

The employee will use accrued sick leave days and vacation days. In the event of sick days being
used up, leave may be granted without pay. The employee may return at the end of the leave to
his/her job or an equivalent job. If the leave would end within the last 2 weeks of a semester, the
school can require the teacher to wait until the next semester to return.

Health coverage will be continued during a leave time. The employee will be required to provide
certification from a health care provider stating that a leave is required, and the employee will also
need to provide certification from a health care provider that he/she is fit to resume work.

· Investment Plan:
Employees are invited to participate in the 403b employee investment plan.

· Leave of Absence:
A leave of absence may be granted for a serious reason. The request for such leave of absence
must be presented to and approved by both the principal and local superintendent. A position may
or may not be held during this time.

· Non-Renewal of Contract and employment:
Contracts and employment may not be renewed for any number of legitimate reasons including, but
not limited to: incapacity, incompetence, insubordination, unprofessional conduct, immorality, failure
to abide by handbook regulations and failure to follow church teachings. Contract employees will
be notified of non-renewal at least 30 days prior to the end of the current contract

· Pension Plan:
The Diocesan Pension Plan covers lay employees who work at least 25 hours per week and at least
5 months per year.

· Staff Reduction:
When it is necessary to be involved in a staff reduction plan, factors such as seniority, Catholic faith,
job performance, student needs, individual ability, and aptitudes are considered. The ultimate
decision on staff reduction rests with the principal/local superintendent.

· Termination:
Failure to follow the "Affirmations of Employment” could result in termination. Illegal activity of any
kind could also result in termination. In the event of suspected illegal activity, the employee will be
placed on leave.

TECHNOLOGY
· Acceptable Use Policies:

Holy Cross Catholic School has Acceptable Use Policies for employees as well as students. All
employees are required to sign and adhere to the School’s Acceptable Use Policy. In the case that
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the Acceptable Use Policy paper has not been signed for students, teachers may not permit
students to use the Internet.

• Laptop Policy:
Each teacher and the cafeteria will be issued a laptop and all teachers will sign a Laptop
Agreement. Laptops are the property of Holy Cross and teachers will use them for school-related
purposes. The laptops are not intended for use by family members.

· Audio/Visual Media Policy:
Material obtained from the Internet, audio/video clips, DVD’s, educational television, etc. that
support the teaching of the Course of Study can be an excellent resource for instruction, however,
these should be previewed for appropriate content by the teacher prior to showing them to the
class. Use of videos, DVDs, television shows that are produced primarily for entertainment value
are discouraged. The school day is expected to be used in a manner that is carefully planned in
order to ensure the greatest educational benefit to the students. Any relinquishment of the school
day to non-academic pursuits is not acceptable. Programs will not be used for entertainment value,
unless the use has been discussed with the principal and received prior approval. All video material
should be G rated and clearly stated in lesson plans. Extreme caution should be exercised in
allowing students to watch any sensitive material that could be upsetting or unsettling to students,
e.g. news broadcasts of tragic events, etc. Again, in this case, teachers must consult with the
principal prior to showing any material of a sensitive nature and may be asked to procure a written
permission from parents.

.
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