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DECREE

Updating Diocesan School Policy Manual

To the Presidents and Principals of our Catholic Schools:

As part of my ongoing efforts to provide the best possible Catholic education for our students,
and in response to our ever-changing world, several of the policies found in the Policy and
Regulation Manual for Schools need to be updated. These updates are the work of the
Superintendent, the Diocesan School Advisory Council, and the administrators of our schools. I
believe these updates will further the mission of Catholic education in the Diocese of Jefferson
City and provide for better governance of our schools.

I therefore

Decree

that the updated School Policy Manual shall be promulgated by being published on the Diocesan
website, and that it will take effect 1 July 2025, all things to the contrary notwithstanding.

I would like to reinforce the fact that these policies and regulations are particular law for our
Diocese and are therefore obligatory for all who work with and attend Catholic schools.
Additionally, the Policy Manual serves to assist the practice of co-responsibility between pastors,
school advisory councils, administrators, teachers and parents in the development of local school
policies and regulations. Each policy and regulation developed at the local school level must be
consistent with these policies.

Given at the Chancery in Jefferson City on the 25™ day of March in the Jubilee Year of Our Lord
2025.

y 2/ Sy [} A

The Most Reverend W. Shawn McKnight, S.T.D.
Bishop of Jefferson City

L A

Mr. Benjan{in Roodhouse, J.D., J.C.L.
Chancellor

2207 WEST MAIN STREET, JEFFERSON CITY, Missourt 65109-0914 | 573-635-9127 | BisHor@DI10JErrCITY.ORG
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FOR DIOCESAN CATHOLIC SCHOOLS Diocese of Jefferson City

ADMINISTRATION: Administrative Issues

DSR 2350
HANDBOOKS

At a minimum, the following policies from this manual shall be included in the local diocesan Catholic school’s per-
sonnel handbook or linked directly to it:
DSR 1901  Administrative Recourse
DSP1902  Penalty Status During Administrative Recourse
DSP 2220  Teacher-in-Charge
DSP 2310 Catholic Identity — Physical Atmosphere
DSP 3140  Tax Exemption
DSP 3910  Copyright Law
DSR 3910  Copyright Law (This regulation does not have to be reprinted in each handbook, but a copy shall be
made and placed where it is easily accessible to teachers. There shall be a statement in the handbook
indicating where the copyright law summary can be found and referenced.)
DSP 4104  Equal Employment Opportunity
DSP 4112 Religious Education Certification (delete appendix reference)
DSR 4112 Religious Education Certification
DSP 4125  Renewal/Non-Renewal
DSR 4125  Renewal/Non-Renewal
DSP 4127 Reduction in Force
DSR 4130  Contract Modifications
DSP 4301  Supervision of Students
DSP 4310  Accident Reporting
DSP 4320  Supervision and Evaluation of Teachers
DSR 4402  Personnel Records
DSP 4515 Jury Duty
DSP 4520 Health Insurance — Teachers
DSP 4530  Annual Leave Allowance
DSR 4530  Annual Leave Allowance
DSP 4532  Accumulation of Paid Time Off (PTO) Leave
DSR 4532 Accumulation of Paid Time Off (PTO) Leave
DSP 4534 Prolonged Absenteeism — Teachers
DSP 4536  Family and Medical Leave
DSP 4537  Special Paid Leave for Biological Birth and Adoption When the Employee is the Primary Caregiver
DSP 4540 Retirement Benefits — Teachers
DSP 4545  Workers’ Compensation
DSP 4550  Life Insurance — Teachers
DSP 4560 Other Benefits — Teachers
DSP 4605 Mentor
DSP 4610  Personal Appearance
DSP 4620 Outside Professional Service

Jefferson City
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DSP 4650
DSR 4650

DSP 4660

DSR 4660
DSP 4801
DSP 482]
DSP 4831
DSP 4901
DSP 5260
DSP 5305
DSP 5310
DSP 5315
DSP 5325
DSR 5325
DSP 5370
DSP 5380
DSR 5380
DSP 5405
DSP 5410
DSP 5520
DSP 5585
DSP 5810
DSP 5820
DSP 5825
DSP 6235
DSP 6301
DSR 6301
DSP 6305
DSP 6410
DSP 6425
DSP 6480

DSP 8000

DSP 8001

Digital, Online and Social Media Communications

Digital, Online and Social Media Communications

Personal Device Use

Personal Device Use

Anti-Harassment and Reporting

Training for Safe Environment

Code of Pastoral Conduct

Grievances

Confidentiality

Catholic Faith and Moral Standard

Prohibition of Corporal Punishment

Weapons and Dangerous Instruments

Violence

Violence

Release of Individual Students from School

Search and Seizure

Search and Seizure

Parent/Guardian/Teacher/Student Conferences

Promotion and Retention

Drug/Medication Administration

Referral Limitations

Child Abuse and Neglect

Harassment/Bullying

Safe Environment Requirements

Non-Catholic Student Participation

Educational Outings, Field Trips, Eighth Grade Trips and Senior Trips
Educational Outings, Field Trips, Eighth Grade Trips and Senior Trips
Chaperones and Drivers for Field Trips, Athletic Events and Other Off-Campus School Activities
Speakers, Outside Programs, AV Materials (Including Movies and Videos) and Literature
Student Internet, Email and Other Technology Use

Research and Observation

Communicable Diseases

Administration Notification

At a minimum, the following policies from this manual shall be included in the local school’s parent/guardian/student
handbook or linked directly to it:

DSP 1305
DSP 1430
DSP 1810
DSP 1901
DSR 1901

Educational Authority in the Parish

Home and School Associations
Parent/Guardian Communication Agreement
Grievances

Administrative Recourse

Jefferson City
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DSP 1902  Penalty Status During Administrative Recourse

DSP 5101 Non-Discrimination

DSP 5107 High School Admission Priority

DSP 5201 Proof of Guardianship

DSP 5210  Absence and Tardiness

DSP 5211 Written Excuses

DSP 5220  Requests for Family Reasons

DSP 5260 Confidentiality

DSP 5305 Catholic Faith and Moral Standard

DSP 5310 Prohibition of Corporal Punishment

DSP 5315  Weapons and Dangerous Instruments

DSP 5325  Violence

DSR 5325  Violence

DSP 5335  Smart Devices

DSR 5335  Smart Devices

DSP 5360 Expulsion

DSR 5360  Expulsion

DSP 5370  Release of Individual Students from School

DSP 5405 Parent/Guardian/Teacher/Student Conferences

DSP 5410  Promotion and Retention

DSP 5520  Drug/Medication Administration

DSP 5545  Alcohol Use at School-Related Events

DSP 5550  Student Abortion

DSP 5552  Student Pregnancy

DSP 5701  Students with Special Needs

DSP 5820 Harassment/Bullying

DSP 5825  Safe Environment Requirements

DSP 6235 Non-Catholic Student Participation

DSR 6301  Educational Outings, Field Trips, Eighth Grade Trips and Senior Trips

DSP 6305 Chaperones and Drivers for Field Trips, Athletic Events and Other Off-Campus School Activities

DSP 6425  Student Internet, Email and Other Technology Use

DSP 6610  Athletics

DSR 6610  Athletics
Revised July 1, 2025
Revised July 1, 2023
Revised July 1, 2021

Revised June 15, 2016

Jefferson City
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PERSONNEL: Compensation and Benefits
DSP 4530

ANNUAL LEAVE ALLOWANCE
Diocesan Catholic schools shall allow full-time employees up to 10 days of paid time off (PTO) with pay each year.
These 10 days will be allotted at the beginning of each contract period or fiscal year.

If an employee is hired after the start of the current contract or fiscal year, a pro-rated amount of PTO will be available
to the employee upon their hire date.

The school shall pay for any needed substitute to replace a teacher or employee.

Schools shall implement a bereavement policy, which, at a minimum shall include the following:
» up tofive days paid leave immediately following the death of a spouse, parent, child, grandchild or sibling
» up to three days paid leave immediately following the death of a grandparent, in-law or other relatives
living in the employee’s home (e.g., aunt, uncle, niece, nephew, in-law)
» one day paid leave for the funeral of an aunt, uncle, niece, nephew, great-grandparent or former spouse

Revised July 1, 2025
Revised July 1, 2023
Revised April 12, 2022
Revised July 1, 2021
May 7, 2004
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PERSONNEL: Professional Issues
DSP 4660

PERSONAL DEVICE USE

Diocesan Catholic school personnel are not to use personal devices (tablets, smart watches, cell phones, etc.) during
instructional time and supervision. An exception would be made in the case of an emergency or while communicating
with the school or parent/guardians during a class trip off campus.

July 1, 2025
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PERSONNEL: Professional Issues

DSR 4660
PERSONAL DEVICE USE
Communication during the school day for all diocesan Catholic school personnel should be limited to school-related
items; exceptions may be made in emergencies or during planning/break time. If possible, school-related communica-
tion should be done using school communication devices (school-issued computers, radios, classroom phones, etc.)
If such communication devices are not available, personal devices may be used at the discretion of the administrator/
principal. Personal communication should only take place outside of instructional/supervision/performance of job
duties (during planning periods, before school or after school), unless in an emergency situation, or with specific per-
mission from the administrator/principal.

July 1, 2025
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STUDENTS: Discipline
DSR 5315

WEAPONS AND DANGEROUS INSTRUMENTS

Each diocesan Catholic school is required to create specific policies regarding reporting weapons and dangerous in-
struments to law enforcement. All school personnel should be trained regularly in the policies and procedures regard-
ing such a situation.

Upon contacting law enforcement, and as soon as safely possible, the administrator/principal shall notify the Catholic
Schools Office regarding the situation.

July 1, 2025
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STUDENTS: Discipline

DSP 5335
SMART DEVICES
For all diocesan Catholic school students in pre-kindergarten through eighth grade, personal “smart” devices or any
electronic device other than a school-issued device are not to be used during the school day either on campus or
during school events (i.e., field trips). A smart device is any device that can be connected to the internet, including but
not limited to cell phones, tablets, computers, watches, glasses, earbuds, etc..

High school students must adhere to local school policies regarding the use/possession of “smart” devices as estab-
lished by the school’s parent/student handbook.

July 1, 2025
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STUDENTS: Discipline

DSR 5335
SMART DEVICES
Phones, tablets, computers, watches, earbuds, etc. used by diocesan Catholic school students on campus or during
a school event on a school day will be confiscated by school personnel and held in the school office. Return of the
device and student consequences will be established by local school policy.

The school is not responsible for personal devices. While school administration does strive to keep confiscated items
secure, it is the responsibility of the student to follow policies and to refrain from bringing the device to school, if pos-

sible.

In the event that a parent/guardian needs to get a message to a student during the school day, such messages can be
left with the school office, who will in turn communicate with the student.

For students who need their phones immediately after the school day, phones are not banned from the property, but
must stay turned off and in a backpack, locker, etc. for the entirety of the school day.

Students shall be held accountable for information shared using electronic devices while on school property and
during school sponsored events.

July 1, 2025
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STUDENTS: Progress and Reporting
DSP 5401

PROGRESS AND REPORTING
Diocesan Catholic school students’ academic progress and social development shall be communicated to parents/
guardians using diocesan-approved report forms.

Progress reports on each student shall be issued at least quarterly. These reports provide pertinent factual information
about the student’s performance. To the extent possible, the report shall include not only cognitive learning, but also
the student’s growth in social, affective and physical areas.

Schools shall use the diocesan-approved report cards and follow guidelines so that all diocesan report cards are com-
pleted in a consistent manner; teachers shall use the code exactly as printed on the level of report card appropriate to
their students. Teachers’ written comments shall be specific, and verifiable.

Schools shall use the diocesan grading scale in DSR 5401 for all report cards in grades three through 12. School admin-
istrators/principals shall ensure teachers’ individual gradebooks also match this grading scale.

At the discretion of the administrator/principal, teachers may use a weighted grading scale for grades 3 through 8. The
use of weighted grades must be approved by the administrator/principal, and communicated to parents/guardians
prior to the start of the school year.

Revised July 1, 2025
Revised July 1, 2023
Revised July 1, 2021

Revised June 1, 2015
May 7, 2004
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STUDENTS: Health and Safety
DSP 5520

DRUG/MEDICATION ADMINISTRATION

Any drug which may lawfully be sold over-the-counter without a prescription may be administered in a diocesan Cath-
olic school in compliance with the written instructions and consent of the student’s parent/guardian. Administration
of a prescription drug requires written instructions from a physician, dentist or podiatrist and written consent from

the student’s parent or guardian. All drugs, whether over-the-counter or prescribed, must be kept in the school office/
nurse’s office, and NOT in the possession of a student.

Each school must have a written policy in regarding to oral drug administration. The policy shall include procedures
for obtaining and filing (in the school or other appropriate facility) the written instructions and consent required. There
must be procedures for periodic review of the instructions, storing of the drugs, record keeping and appropriate
instruction of persons who may be authorized to administer the drugs. (For the proper protection of students and
faculty, schools are required to keep drugs in a locked cabinet.)

Students or personnel using cannibidiol (CBD) products or medical marijuana shall be doing so under a physician’s
care. Documentation from a licensed physician of such use shall be on file at the school. This documentation shall be
taken into consideration when performing any school-related drug testing. Any dosage of these types of treatments
during school hours must be delivered by a parent/guardian.

As some schools do not have a designated nurse, it is not guaranteed that a particular student may have all their med-
ical needs met. In such instances, decisions regarding the continuing enrollment of the student will come after consul-
tation with the Catholic Schools Office.

Revised July 1, 2025
Revised January 26, 2022
Revised July 1, 2021
Revised June 1, 2015

May 7, 2004
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INSTRUCTION: Schedules and Plans
DSR 6101

SCHOOL CALENDAR
All diocesan Catholic schools shall compile a local school calendar that includes dates from the Catholic Schools
Office.

In determining hours of academic instruction, the general assessment for a 5-day week (K-8) is 7 hours per full-day and
4 hours per half-day.

A copy of the local school calendar, in approved format, shall be sent to the Catholic Schools Office prior to publica-
tion.

The hours described in DSP 6101 are the minimum required. The expectation is the school year should roughly span
August through May, with the number of days being the following (at a minimum):

» 165 days of student attendance;

» 175 days of teacher attendance; and

» 5days of make-up time for weather or other approved event.

Revised July 1, 2025
Revised July 1, 2021
May 7, 2004
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INSTRUCTION: Schedules and Plans
DSP 6101
SCHOOL CALENDAR
The annual academic term for a diocesan Catholic school consists of at least the following:
» aminimum of 1,044 hours of instruction;
» 36 weather make-up hours for possible loss of attendance due to inclement weather or other approved
event; and
» aminimum of 48 in-service hours, including diocesan-sponsored days (the number of hours may exceed
48 as determined at the local level).

Instructional time shall be defined as those activities over which the teacher has direct control of the content and
instructional methods, ensuring the activities are specifically designed to meet curricular objectives.

In-service time shall be defined as administration-approved activities that typically involve collaboration and which
support building or diocesan goals. Such activities may include curriculum alignment, retreats or conferences, and
professional development to further knowledge, competence, skills and effectiveness.

Local public school calendars can be a guide for determining days a school is in session, but they are not binding
upon final determinations.

Revised July 1, 2025
Revised May 15, 2020
Revised June 1, 2015
May 7, 2004
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APPENDIX #4701

Letter of Employment for Non-Contract Employees
2025 revised form, all previous forms invalid

[DATE]

[NAME]
[ADDRESS]
[CITY, STATE, ZIP]

Dear [SALUTATION],

This letter confirms that you will be employed by [EMPLOYER-PARISH OR MULTI-PARISH INSTITUTION] commencing on [FIRST
DATE OF SERVICE] as [TITLE]. Your duties have been discussed with you, but they are more completely described in the attached job
description.

For your services, you will be paid an hourly wage of ${DOLLAR AMOUNT] (or) a salary based upon a pro-rated annualized basis of
$[SALARY]. The employer issues paychecks every two weeks.

O you are a 10-month school employee, you will receive 10 days Paid Time Off (PTO) or a pro-rated amount if part-time.

O you are a 12-month employee, you will receive vacation and sick time as defined in the parish handbook.

As an employee, you will be allowed to participate in the Diocese of Jefferson City’s hospital/medical, dental and retirement programs

if you meet the eligibility requirements of these programs. A separate written application or waiver is required for hospital/medical and

dental programs. Only the diocesan Benefits Administrator can determine your eligibility, coverage and effective date of participation

in the diocesan-administered benefits program. Following is the list of additional benefits currently provided by employer:
[ADDITIONAL BENEFITS]

As an employee, you are subject to the rules, regulations and policies of the parish and the diocese. Also, you agree that as a condi-
tion of employment, you will support and exemplify in expression, teaching and conduct, Catholic doctrine and morality, and must
be consistent in expression and example with the teaching and practice of the Catholic faith. Further, you shall not teach, advocate,
encourage or counsel beliefs or practices contrary to the Catholic faith. The determination as to whether you meet this condition of
employment shall be resolved at the sole discretion of the pastor, after consultation with the superintendent.

This letter is to detail for you some of the terms and conditions of your employment. NOTHING CONTAINED IN THIS LETTER EITHER
EXPRESSED OR IMPLIED IS INTENDED TO CREATE AN EMPLOYMENT CONTRACT. THEREFORE, YOU ARE AT ALL TIMES CONSIDERED TO
BE AN AT-WILL EMPLOYEE. THIS MEANS THAT YOU OR THE EMPLOYER CAN TERMINATE THIS AGREEMENT AND EMPLOYMENT FOR ANY
OR NO REASON. AS A CATHOLIC EMPLOYER, WE ARE EXEMPT AND DO NOT PARTICIPATE IN MISSOURI'S UNEMPLOYMENT INSURANCE
PROGRAM.

If you have any questions regarding your employment at any time, please do not hesitate to inquire.

Very truly yours,

[SIGNATURE OF PASTOR] [DATE] [SIGNATURE OF SUPERVISOR] [DATE]
[NAME OF PASTOR] [NAME OF SUPERVISOR]
Pastor, INAME OF PARISH] [TITLE]

EIIF Jefferson City
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APPENDIX #5105

2025-2026 MISSOURI SCHOOL IMMUNIZATION REQUIREMENTS

e All students must present documentation of up-to-date immunization status, including month, day, and year
of each immunization before attending school.

e The Advisory Committee on Immunization Practices (ACIP) allows a 4-day grace period. Students in all grade
levels may receive immunizations up to four days before the due date.

e Missouri-required immunizations should be administered according to the current ACIP schedule, including
all spacing, (CDC.Gov/vaccines/schedules).

e Toremain in school, students “in progress” must have an Immunizations In Progress form (Imm.P.14) on file.
In progress means that a child has begun the vaccine series and has an appointment for the next dose. This
appointment must be kept and an updated record provided to the school. If the appointment is not kept,
the child is no longer in progress and is noncompliant. (i.e., Hep B vaccine series was started but the child is
not yet eligible to receive the next dose in the series.)

e Religious (Imm.P.11A) and Medical (Imm.P.12) exemptions are allowed. The appropriate exemption form must

be on file. Unimmunized children are subject to exclusion from school when outbreaks of vaccine
preventable diseases occur.

Dose Required by Grade

Vaccines
DTaP/DTP/DT' 4t 4t 4t 4+ 4+ 4t 4t 4t 4+ 4t 4+ 4t 4+
Tdap? 1 1 1 1 1
Mcvs
(Meningococcal 1 1 1 1 2

Conjugate)

IPV (Polio)* 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+
MMR® 2 2 2 2 2 2 2 2 2 2 2 2 2

Hepatitis B® 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+ 3+

Varicella” 2 2 2 2 2 2 2 2 2 2 2 2 7

1. Last dose on or after the fourth birthday and the last dose of pediatric pertussis before the seventh birthday.
Maximum needed: six doses.

2. 8-12 Grades: Tdap, which contains pertussis vaccine, is required.
3. Grade 8-11: One dose of MCV is required. Dose must be given after 10 years of age.

Grade 12: Two doses of MCV are required unless the first dose was administered to a student who was 16
years of age or older, in which case only one dose is required. At least one dose must be given after 16 years
of age.

4. Kindergarten-12 Grade: Last dose must be administered on or after the fourth birthday. The interval between
the next-to-last and last dose should be at least six months.

5. First dose must be given on or after twelve months of age. If MMR and Varicella are not administered on the
same day, they must be at least 28 days apart. The 4-day grace period does not apply to live vaccines.

6. There must be at least four weeks between dose one and two; at least 8 weeks between dose two and three;
at least 16 weeks between doses one and three and final dose must be given no earlier than 24 weeks of age.

7. First dose must be given on or after twelve months of age. If Varicella and MMR are not administered on the
same day, they must be at least 28 days apart. The 4-day grace period does not apply to live vaccines.

Kindergarten-12 Grade: As satisfactory evidence of disease, a licensed health care provider may sign and
place on file with the school a written statement documenting the month and year of previous varicella

(chickenpox) disease.
MISSOURI DEPARTMENT OF
HEALTH &
SENIOR SERVICES Rev. 12-24

Bureau of Immunizations
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