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MISSION AND VISION STATEMENT
Archdiocese of Agana Catholic School Office

Archdiocesan Catholic Schools Vision
The Catholic Schools of the Archdiocese of Agaña are a vital part of the church’s
mission to teach as Jesus did.
Archdiocesan Catholic Schools Mission Statement
The Catholic Schools of the Archdiocese of Agaña will:
 Educate the whole child through Gospel values and traditions of the Catholic
Church.
 Foster a personal relationship with Jesus Christ
 Guide its members to encounter the living God through service
Goals
1. Create and implement a strategic Archdiocesan Marketing and Development
Plan. (Includes enrollment plan, support team for federal grants)
2. Create and implement a structured faith formation program for all faculty
and staff in the Archdiocesan Schools. (Which could be shared with FF Office)
3. Create an Archdiocesan Employee Incentive Plan. (Not necessarily money
oriented)
4. Create a structured service learning component for all schools
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ADMINISTRATION
The Archbishop
The Archbishop, as center and source of the pastoral life of the Church of Guam,
is responsible for the total educational mission of the Church. The Archbishop is
the chief pastor and catechist of the Archdiocese. He shares the responsibility of
maintaining orthodoxy and authenticity of the doctrines of the faith with the
pastors, the Catholic schools, the professional educators employed in the
Archdiocese, the volunteers, the parents of the students, and all the people of the
Church of Guam. As administrator of the Archdiocese, his role is to exercise
canonical authority in determining the general policies and practices of all
catholic school education programs in the Archdiocese, in consultation with the
Catholic School Superintendent. See Appendix A the Catholic Identity of the
School.

Canon 803
Paragraph 1
A Catholic school is understood to be one which is under the control of the
competent ecclesiastical authority or of a public ecclesiastical juridical person, or
one which in a written document is acknowledged as catholic by the
ecclesiastical authority.

Paragraph 2
Formation and education in a Catholic school must be based on the principles of
Catholic doctrine, and the teachers must be outstanding in true doctrine and
uprightness of life.

Paragraph 3
No school, even if it is in fact Catholic, may bear the title “Catholic school” except
by the consent of the competent ecclesiastical authority.

Canon 805
In his own diocese, the local Ordinary has the right to appoint or to approve
teachers of religion and, if religious or moral considerations require it, the right to
remove them or to demand that they be removed.
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Canon 806
Paragraph 1
The diocesan Bishop has the right to watch over and inspect the Catholic schools
situated in his territory, even those established or directed by members of
religious institutes. He also has the right to issue directives concerning the
general regulation of Catholic schools; these directives apply also to schools
conducted by members of a religious institute, although they retain their
autonomy in the internal management of their schools.

Paragraph 2
Those who are in charge of Catholic schools are to ensure, under the supervision
of the local Ordinary, that the formation given in them is, in its academic
standards, at least as outstanding as that in other schools in the area.

The Vicar General
The Archbishop appoints a Vicar General to assist him in the governance of the
Archdiocese of Agana. This person serves as the primary agent of the
Archbishop’s teaching office toward parishes, schools, and other institutions in
the Archdiocese. He reviews and approves operational budgets for the Catholic
Schools Office, supervises the Superintendent of Catholic Schools, and
implements effective personnel policies and procedures.

The Superintendent
The Superintendent of Catholic Schools is recommended by the Vicar General
and appointed by the Archbishop. The Superintendent is responsible for the
implementation of educational policies of the Archdiocese throughout the
Catholic schools, and provides an account of their effectiveness to the Vicar
General and the Archbishop. The superintendent is the chief advisor to the
Bishop in all matters pertaining to Catholic Schools. The Superintendent works
cooperatively with principals and presidents of schools to provide support for
quality Catholic education.
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The Pastor
The pastor is the spiritual leader of the Christian community and administrator of
the parish. By virtue of his office, he is responsible for those matters within the
parish school that affect the worship and the spiritual welfare of the school
community. His faith visibility in the school is an important factor in building a
strong faith community among administration, staff, and students. The pastor is
kept informed by the appropriate school authority of all important matters
concerning the school.

The President
The President is ordinarily appointed by the religious congregation and approved
by the Archbishop. The President is the Chief Executive Officer of the school,
and has both the authority and the responsibility to ensure its efficient operation.
The responsibilities of the President include, but are not limited to, the following
areas: appointment of the Principal, and all administrative personnel, the
school’s mission and philosophy, public relations, development and marketing,
student recruitment, finance, long range planning, facility maintenance and
development and grounds utilization. The President must ensure that the
decisions; directives and policies established by the Archdiocesan Catholic
School Office are implemented at the school level. The President shares the
spiritual leadership of the school with the Principal.

Principal with a President
The Principal works in collaboration with the President and is responsible for the
day-to-day operations in accordance with the mission and philosophy of the
school. The responsibilities of the Principal include, but are not limited to, the
following areas: instructional personnel (supervision, pedagogy, and evaluation),
curriculum, spiritual development activities, extracurricular implementations,
supervision and evaluation of student activities, home and school relations, and
school functions. The Principal works in conjunction with the Superintendent of
Catholic Schools in implementing Archdiocesan school policies and works
together with the Catholic School Office in the areas of educational research,
curriculum studies and development programs. The Principal is accountable to
the President and assists in representing the school at civic community functions.
The Principal shares the spiritual leadership of the school with the President. The
Principal is appointed by the President of the school and affirmed by the
Archbishop
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Principal
The Principal’s duties shall be internal in emphasis, focusing on the
implementation of the school’s overall mission and philosophy as a Catholic
school. The Principal is charged with the overall responsibilities for the day-today operations, administration, and supervision of all aspects of the school
program. The responsibilities of the Principal include, but are not limited to, the
following areas: instructional personnel (supervision, pedagogy, and evaluation),
curriculum, spiritual development activities, extracurricular implementations,
supervision and evaluation of student activities, home and school relations, and
school functions. The Principal works in conjunction with the Superintendent of
Catholic Schools in implementing archdiocesan school policies and works
together with the Catholic School Office in the areas of educational research,
curriculum studies and development programs. The Principal represents the
school at community functions. The Principal is the spiritual leader of the school.
Principals are appointed by the administration of the congregations that staff the
archdiocesan school or by the Archbishop of Agana, in consultation with the
pastor (if applicable), the Vicar General and the Superintendent of Catholic
Schools.

Assistant Principal
When it is deemed advisable, Assistant Principals may be appointed. The
Assistant Principal is responsible to the Principal and assists in the daily
operation of the school in accordance with the mission and philosophy of the
school. The responsibilities of the Assistant Principal include, but are not limited
to, student discipline, faculty and parent relations and other school activities. The
Assistant Principal assumes the appropriate decision- making functions in the
absence of the Principal. The Assistant Principal shares the spiritual leadership
of the school with the Principal.
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FACULTY/STAFF
Certification
The Archdiocese of Agana has adopted new certification standards as of
September 2008. See Appendix B.

Employment Agreements
All full and part-time faculty shall enter annually into a written employment
agreement with the school. However, it is highly encouraged that all employees
have a contract.

Full-time Teachers
The Archdiocese recognizes the need for two types of teachers in every school:
classroom teachers and teacher specialists (e.g., library/media specialists and
guidance counselors). It is recommended that one (1) FTE classroom teacher be
budgeted for every 28 students; one (1) FTE library/media specialist for every
500 students; and one (1) FTE guidance counselor for every 500 students.

Part-time Teachers
Part-time teachers may be employed and shall be paid a pro-rated amount of the
regular salary based on their preparation and experience.

Nondiscrimination
Personnel shall be employed without regard to age, race, color, sex and national
origin. The Archdiocese does not discriminate on the basis of disability, if, with
reasonable accommodation, the person can meet the bona-fide occupational
qualifications of the position. Belief in the Catholic educational system and
policies is given strong consideration for employment.

Outside School Employment
All full-time teachers and other employees are expected to consider their position
with the school as their primary employment. Any other employment shall not
interfere with their primary employment.
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Professional Growth
Both the school administrators and the Catholic Schools Office shall implement a
professional growth program (academic and spiritual) for faculty members.
Attendance at such programs shall be mandatory for teachers who are not
certified. It is highly encouraged that all other teachers attend the training.
School administrators are responsible for scheduling teachers based on their
certification needs.

Recruitment and Selection
The responsibility for recruiting, interviewing and selecting all teachers and other
school employees lies with the administrators of individual schools

Religious Standards
It is the unique responsibility of a Catholic school to provide means and
opportunity for the religious education and development of students. For this
reason, primacy in hiring shall be given to teachers who are not only Catholic but
who also have an understanding of the Catholic faith and who are modeling and
witnessing that faith. (Appendix C Pastoral Directive on good standing).

Responsibilities, Duties, Code of Ethics
All employees shall be knowledgeable of their responsibilities and duties as
found in their faculty handbook and the Archdiocesan Handbook of School
Policies. All teachers shall be familiar with and subscribe to the Code of Ethics
for Teachers in Catholic Schools, which is found in Appendix D of this
handbook.
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STUDENTS
Accidents
The supervising personnel shall do only what is necessary for the health and
safety of students until parental or guardian authorization is obtained. The
student should then be safely placed in the hands of the parents.
Notwithstanding the previous statements, medical aid should be summoned in
any situation in which there is any doubt as to the adequacy and/or advisability of
first aid treatment for the injury. First-aid materials should be available for simple
playground mishaps. No medicine is to be dispensed without the permission of
parents or guardians. A written report of every accident should be kept on file. A
copy should be submitted to the Superintendent of Catholic Schools and a copy
sent to parents whenever a government claim is involved.

Admission
Catholic schools will admit students of any race, religion, color, national or ethnic
origin to all programs and activities available to all students of the Catholic school
system. The Archdiocese does not discriminate in admission on the basis of
disability, if with reasonable accommodation the child can meet the school’s
program requirements.
A child must be five years of age by December 31 of the current school year for
kindergarten. All students must meet entry requirements as established by
individual schools. Required physical examinations and inoculations must
comply with the local policies of the territorial health department.

Attendance
Daily attendance during the school year is mandatory. Each school keeps
attendance for each student. Written excuses from parents, guardians, or
physicians for a student’s absence is required and filed in the school office.
Unless special circumstances exist under the full cognizance of the principal, no
more than ten (10) days per semester of absences are allowed; no credit will be
given when the maximum limit is exceeded.

Bus Conduct
Conduct on school buses should be in accordance with the regulations drawn up
by the School Bus Superintendent. Administrators should provide students and
parents with copies of these regulations.
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Discipline/Punishment
The Catholic school, as a community of faith, encourages the proper atmosphere
conducive to learning not only academic skills, but Christian virtues as well.
Each school should develop and publish those regulations which are necessary
for the proper order of the school. These should be enforced equitably and
lovingly among the school community. The classroom teacher is responsible for
proper order and behavior in the classroom. Infraction of regulations and
subsequent consequences must be clearly delineated in the parent-student
handbook. For serious behavior problems, the principal must discuss disciplinary
procedures with parents or guardians and encourage parental or guardian
involvement.

Deadly Weapons and Graffiti Paraphernalia
Deadly weapons of any nature and graffiti paraphernalia are prohibited on school
grounds, facilities, and school buses and at school sponsored activities, and
possession or use of such may be grounds for expulsion.

Dress Code
Uniforms will be worn in all schools. The uniform to be worn by the students
shall be determined by the administration and faculty in conjunction with the
parents. Each school in the Archdiocese shall formulate its local dress policy.

Drugs, Tobacco, and Alcohol
Use of illegal drugs, controlled substances such as prescription drugs which have
not been prescribed for the user and drug paraphernalia, tobacco, and alcohol
are prohibited on school grounds, facilities, and school buses and at school
sponsored activities. Schools must take a positive action through education,
counseling, parental involvement, medical referral and police notification of
incidents in the school involving the possession, sale, or use of illicit drugs.
Random drug testing is an option for each school.

Graduation
Commencement exercises shall be scheduled in accordance with directions
noted on the approved Archdiocesan School Calendar. For graduation from the
senior high school the following requirements are to be met:
*

The student must have successfully completed all the required
courses.
* The student must have met the minimum requirement of twenty –
seven credit hours in senior high, grades 9-12.
* The student’s account must be paid in full.
* The student must meet other obligations as stipulated by the school.
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Health
It shall be the responsibility of all school administrators to provide appropriate
information on communicable diseases. The personal medical history of each
student should be kept on the office file for emergency purposes. Student health
records are to be kept confidential. Immunization records are to be maintained
and kept current as prescribed by the Department of Public Health.

Interscholastic and Academic Activities
Students are encouraged to participate in school-sponsored interscholastic
athletic and academic programs and other organized activities. Off-island trips
for such purposes are allowed in so far as they are fiscally self-sustaining. It
should be clearly understood that all participants, as Catholic school students,
are expected to meet their obligations in the following areas: academics,
attendance, personal behavior, conduct, appearance and other school
regulations.

Leaving the Premises
The school is legally responsible for the student from the time a student arrives at
school until departure when classes have terminated. Subsequently, no student
may leave the school grounds during school hours without the permission of the
school administrator and parent/guardian.

Married Students
Guam Catholic schools do not accept married students.

Pregnant Students
Should a student become pregnant, every effort will be made to protect her
human dignity and to preserve human life. The individual schools shall develop a
policy concerning pregnant students which includes accommodations that allow
students to stay in school as long as they remain in good standing and have the
doctor’s permission to stay in school.

Report Cards
Marking periods for all Catholic schools are quarterly as indicated in the official
Archdiocesan School Calendar. Grading scale: A = 93 to100; B = 85 to 92;
C = 78 to 84; D = 70 to 77; F = 69 and below.

Retention
It is preferable that any retention of a student in a grade should be made in the
first six years of the students schooling. Nonetheless, the schools have the right
to retain a student who has not mastered the minimum content for promotion,
regardless of his or her grade level. A student should not be retained in a
particular grade for more than one year.
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Sex Discrimination
In compliance with Title IX prohibiting discrimination on the basis of sex, the
Catholic schools in the Archdiocese of Agana attest that they do not discriminate
on the basis of sex in their admission policies (single sex schools exempted), in
their treatment of students, or in their employment practices. If anyone has a
complaint in this regard, the Superintendent of Catholic Schools, who has been
designated as Compliance Coordinator, should be notified.

Spiritual and Religious Participation
School administrators schedule religious programs designed to foster and
exemplify the faith. Student attendance is required.

Student Organizations and Activities
Student organizations and their activities shall be regarded as a vital part of the
total educational environment in the Catholic school system. The school
administrator shall consider it his or her responsibility to require a written
constitution and by-laws for each organization in order to give direction and
guidance to the student members. The school administration shall be charged
with the responsibility for regulations and procedures for the conduct, the
maintenance of accounts of extra-curricular activities and school-related
organizations and for the accountability of all moneys received and dispersed.

Student Records
The Catholic Schools Office requires that each school maintain records for each
student that will reflect the academic, physical, emotional and social development
of the student. Such records are confidential. Therefore, their contents are
available only to parents or guardians of students, students 18 years of age or
older or school staff who have legitimate educational interest. These records
shall be available to others only on written authorization of the parent, guardian
or adult student except in cases where appropriate demands are made for such
records by courts or other legal agencies.

Students’ Responsibilities and Expectations
Each school should have a section on responsibilities and expectations in the
parent-student handbook.
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Suspension and Expulsion
The school administrator has the right to suspend those students whose
presence in the school has become a serious impediment to the school’s
operation. The Superintendent of Catholic Schools must be informed by the
school administrator of the action taken when it may form the basis for possible
expulsion. Expulsion is the most serious disciplinary measure. The
Superintendent of Catholic Schools must be informed as soon as possible
whenever this measure is used. Each individual school must provide a due
process procedure published in the parent-student handbook.

Transfers and Withdrawals
Students transferring into Catholic schools will be admitted, only when required
official school records are received by the administration. Students transferring
from one school to another must present a report card for correct grade
placement. Students transferring from one Catholic school to another must meet
the same requirements. The sending school must secure final clearance (i.e.,
tuition obligations must have been met) before transfer is finalized. When
students transfer from a Catholic school to any school, the official transcript or
record shall be forwarded directly to the receiving school upon request.

COMMUNITY RELATIONS
Complaints Concerning School Personnel
Although the archdiocesan school administration places trust and confidence in
its staff, and desires to support their actions, evaluation does play an important
role in the quality of education and provides feedback regarding the success and
failure of programs, policies, and regulations. Complaints concerning teachers
and other staff members should be directed to the principal’s office. It is the
responsibility of the principal to provide a formal response as appropriate to the
circumstance. Local resolution of the problem is encouraged. If it cannot be
resolved at the school level, then the problem should be referred to the
Superintendent of Catholic Schools. A clearly defined grievance procedure for
parents shall be included in the school’s parent-student handbook.
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Fundraising Activities
All fundraising activities involving students will be carefully screened by the
school administration. A number of issues including use of school time, pressure
on the students, and personal safety should be addressed and clarified prior to
approval of such activities. The administration is responsible for the inclusion of
fundraising activities within the school setting. All revenue from fundraising
activities must be included in the monthly report of finances sent to the Catholic
Schools Office. See Appendix E on fundraising activities.

Grievance Procedures
Students, parents/guardians, teachers and other school employees who feel that
they have a legitimate grievance resulting from an alleged violation of either
archdiocesan or school policy and procedure is to secure, at the lowest possible
administrative level, equitable solutions to grievances in a spirit of justice and
charity. See Appendix F.

Parents
The administration and staff of the Catholic schools in the Archdiocese recognize
and respect the primary role of the parents in the education of their children.
Close collaboration with parents in the education of their children should be a
priority in the schools. Groups like the Parent-Teacher Organization should be
encouraged and fostered among the Catholic schools.

INSTRUCTION
Accreditation
The Archdiocese of Agana recognizes regional accreditation as a valued means
of assessing its schools. Presently the Archdiocese of Agana schools receive a
dual accreditation from the Western Catholic Education Association (WCEA) and
Western Association of Schools and Colleges (WASC). The Superintendent of
Catholic Schools is the designated accreditation liaison officer for the
Archdiocese and shall be an ex-officio member of all self-study steering
committees. Each elementary and secondary school shall seek and/or maintain
accreditation in a timely fashion.

Bomb Threats
In the event of a bomb threat, evacuation of buildings using the procedures and
plans for a fire drill should be carried out immediately by the administration. The
administration should then notify the Fire and/or Police Department immediately.
14
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Class Size
It is recognized that class size has an effect on student achievement. Efforts will
be made to keep class sizes to optimal levels with recommended maximums of
28 for kindergarten and 30 for elementary and secondary classrooms.

Curriculum Development
The supervision of school curricula is the responsibility of the Catholic Schools
Office staff. Committees established for purposes of curricular changes,
revisions, etc., should operate under the direction of the archdiocesan
Superintendent of Catholic Schools.

Emergency Closing
Catholic schools will close in each community whenever public schools close due
to inclement weather. When Typhoon Condition of Readiness 2 (COR 2) is
declared by the Governor of Guam, classes will be suspended and students sent
home. Protocols for securing buildings will be followed according to guidelines
established by individual schools.

Fire Drills
Fire drills shall be held in every elementary and secondary school in compliance
with Guam law at least once a month. Such fire drills shall include the actual and
complete removal of pupils, teachers, and staff in an expeditious and orderly
manner, from the building(s) to places of safety at least 100 feet away from the
buildings. Pupils shall remain outside until the all-clear signal is given.

Individual and Remedial Services
Schools shall establish remedial programs for students as needed. It is
encouraged that schools with assistance from Department of Education, Special
Education Division, service special needs children by following the
recommendations to meet each child’s individual needs.

School Calendar
The Archdiocesan School Calendar, as developed by the Superintendent of
Catholic Schools and approved by the Archbishop of the Archdiocese of Agana,
shall consist of at least 180 instructional days and is to be followed by all schools.
The 180 days may include 2 staff development days and 2 parent teacher
conference days.
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School Curriculum
All schools may adopt their own programs and books in accordance with the
approved archdiocesan standards. School administrators are responsible for
implementing the Archdiocesan Curriculum Standards. Schools deviating from
the established curriculum must obtain prior approval from the Catholic Schools
Superintendent.

School Day
Five hours of actual instructional school work is defined as a school day for
grades K-5. All grades from 6-12 should be in session for five and one half
hours of instructional time

Suspension of Classes
The administration may prudently suspend classes in the following cases: water
outage, power failures or plant facility disruption. The administration will inform
the Catholic Schools Office of the events leading to suspension of classes.
.

FINANCE
Purpose
The financial goals of the Guam Catholic School System are to:
1. Establish and maintain a cost effective system of financial
management and accountability within each school and throughout the
school system.
2. Use each school’s and the school system’s limited financial resources
as efficiently and effectively as possible.
3. Obtain economics of scale, where possible, by coordinating common
school operations such as administration, payroll, and purchasing.
4. To ensure there is a Finance Committee for each school.

Applicable Statutes
Section 164: Monthly Financial Reports
Financial reports are due on the 20th of each month for the
preceding month, and on the form supplied by the Archdiocese
Finance Office.
16
FINAL November 6, 2015

Section 165: Insurance
Each school is responsible for making its own insurance payments.
Section 166: Spending Limitations
1. The rules of the Archdiocese permit the… administrator to spend
prudently, without seeking permission. Approval from the
Archdiocese
Finance Council must be obtained, in each
instance for extraordinary expenditures that exceed 25,000.00.
(Appendix G & H) Regular painting or repairing a leaking roof, etc.,
are considered an ordinary expense. Replacing building walls,
demolishing a structure, or replacing an entire roof or all the
windows, etc. is considered an extraordinary expenditure.
2. The purchase of… major furnishings is an extraordinary
expenditure. If in doubt, it is always safer to ask than proceed. All
requests for permission to spend more than $25,000.00 must be in
writing and are to be submitted promptly before any money is to be
disbursed.
3. All alienation of property or extraordinary administration
expenditures exceeding one million dollars must be approved by
the Apostolic See vis-à-vis the Apostolic Delegate. The total
amount must include all phases of the project (cf. Canons 12911295).

Section 167: Building Code
1. The current building code of the Archdiocese should be read when
contemplating the demolition, erection and/or renovation of a
building.
The school administrator should:
a. Secure the Archbishop’s permission to consult an
architect.
b. Consult with the Archdiocesan Liturgical Commission
concerning compliance with norms for liturgical
environment and worship space.
c. Have plans made and submit them for approval.
d. Make no alterations in the plans as approved without
seeking new approval for each and every such
change.
e. Government requirements must be followed.
f. Permission to erect a school or hall also includes
permission to secure ordinary furnishings – anything
extraordinary requires special permission.
g. It is understood that when the place is dedicated,
furnishings will be on hand or on order.
17
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h. The purchase or acceptance of donations for new
furnishings involving expenditures of more than
$25,000.00, requires new permission.
Section 177:
All schools must follow all labor laws regarding the employment of hourly
and salary employees.
Section 179:
Special donations should be used according to the benefactor’s intention.
A written record must be made of the benefactor’s name, his intention and
the actual disposition of the funds. Effective January 1, 1994, receipts for
donations exceeding $225.00 must be given to the donor at his/her
request. There can be no “quid pro quo” for donation.
Section 182:
1. All employees should be covered by workman’s compensation
insurance through the underwriter approved by the Chancery
Office. In case of an accident, the insurance carriers should be
notified immediately.
2. Children attending schools that are held in the name of the
Archdiocese should be covered by general liability insurance. In
case of an accident, the insurance carriers should be notified
immediately.

Finance Policies
The Archbishop of Agana, from time to time and with the advice of the
Superintendent of Catholic Schools will adopt such other financial policies and
procedures as he determines necessary to implement these policies and to
provide sound financial management for the Catholic School System. Due to the
complexity and variety of the Guam Catholic schools and their financial systems,
the Superintendent of Catholic Schools will work with the Archdiocesan Finance
Officer to provide financial training, advice, and analysis to the schools. Each
Archdiocesan school shall have an active Finance Committee as part of its
normal operating process. The specific financial policies adopted for use by the
Guam Catholic School System follow:
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Budgets
1. The Superintendent of Catholic Schools shall issue the “budget call” no
later than January 15, of each year; the superintendent will meet with
each school’s business manager to discuss the protocols for budget
development.
2. Each school principal shall prepare the annual budget for the next
school year in compliance with the format and guidance provided in the
budget call and shall submit the school’s proposed annual budget, as
approved by its local board if appropriate, to the Superintendent of
Catholic School by April 15th.
3. The Superintendent will discuss any questions or concerns with the
school principal. The Superintendent shall submit a budget package,
including each school’s proposed budget, related comments from
concerned parties, and the school system budget with
recommendations to the Finance Officer for review by May 31 st.
4. No later than July 1st, the Archdiocese Finance Officer shall present
the proposed school system budget including the budgets of each
school to the Archbishop for his review and approval/disapproval.
5. If the Archbishop or his designee takes no action by July 31 st, the
budgets are considered approved as submitted.

Tuition
1. To the extent possible, each student’s tuition should match the cost of
providing that student’s education. Additional fees may be levied for
auxiliary services such as application processing, intramural sports,
and capital improvement projects.
2. Each school should consider encouraging advance payment of tuition
either
by the semester or for the entire year by developing an advance
payment discount. Before any discount payment system is adopted,
the Superintendent of Catholic Schools must evaluate and report to the
principal on the plan’s feasibility in conjunction with the school’s budget
and financial projections.
3. Each parent is expected to pay the tuition agreed upon when the
student is enrolled. The enrollment agreement shall specify the
procedures for tuition payment and for appropriate actions by the
school in case of non-payment of tuition.
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Financial Controls, Records and Reports
1. Each school administrator shall ensure that approved financial controls
and procedures are implemented.
2. The Superintendent will provide guidance and assistance, as needed,
to the schools to implement the approved financial controls and
procedures.
3. Controls:
a. Employees who routinely handle money are held accountable
for funds entrusted into the employee’s care.
b. All school revenues shall be deposited daily.
c. All cash, including interest and petty cash funds, and checks on
hand at the school at the end of each day shall be placed in a
locked box and secured in a safe location, if possible, a safe.
d. Separate bank accounts shall be opened and maintained for the
sole use of the school and may include one account for
operations and one account for payroll. Additional savings or
other accounts may be opened, if necessary, for auxiliary
services
e. Prior to committing the school or the school system to repaying
any loan or making any purchase in excess of $25,000 the
school administrator must notify the Archdiocese Finance
Officer, through the Superintendent of the purpose of the loan or
purchase, the cost of the loan or purchase, and the method of
repayment or source of funding. The Archdiocese Finance
Officer shall then refer the financial action, with any
recommendation, to the Archdiocese Finance Council and the
Archbishop for approval or disapproval.
f. Any check disbursement of school and school system funds
shall require the signatures of two authorized individuals.
g. All school financial records shall be audited or reviewed by
qualified individuals or companies independent of the school as
needed.
4. Records: Each school shall establish and maintain a complete system
of accounting records in the format and manner established by the
Superintendent, which shall include but not be limited to the following:
a. Canceled checks, bank statements, and copies of all budget
and financial reports.
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b. Cash receipt journal, the cash disbursement journal, the payroll
journal and a general ledger.
c. All school and school system financial records shall be retained
for at least 7 years following the close of the school year.

5. Reports: Each school shall prepare specified financial reports in the
established formats and submit the completed reports at the
designated dates to the Superintendent, who in turn shall provide the
reports to the Archdiocese Finance Officer. The required monthly and
year-to-date financial reports include, but may not be limited to the
following:
a. Balance Sheet.
b. Income Statement.

Other Financial Policies
1. Relations with vendors of goods and services.
a. Schools are authorized and encouraged to contract the services
of commercial vendors for non-instructional programs whenever
such services are more cost effective than doing them in-house.

The Archbishop has the right to amend or interpret any section of this
handbook as he deems necessary.
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Appendix A

Factor 1 The Catholic Identity of the School
The school is Catholic, approved by the Local Ordinary (Canon 803), providing
authentic Catholic teaching, opportunities for community worship and participation in
the Sacraments, and promoting evangelization and service to the community.
The Standards are:


A Mission Statement and a Philosophy Statement which indicate the integration
of the Roman Catholic Faith into all aspects of school life. (Documents)



Provision of regular opportunities for the school community to experience
prayer and the Sacraments.
(Observation, Interviews)



A Religion curriculum and instruction that is faithful to Roman Catholic
Church teachings and meets the requirements set forth by the USCCB.
(Documents, Observation, Interviews)



The local Ordinary approves those who teach the Catholic Faith (Canon 805,)
and their formation for catechetical and instructional competence is ongoing.
(Records, Interviews)



Maintenance of an active partnership with parents whose fundamental concern
is the spiritual and academic education of their children. (Interviews,
Observation, Constitutions/By-Laws, Canon 796)



A service-oriented outreach to Church and the civic community after the
example of Jesus Christ who said, “I have given you an example so that you
may copy what I have done to you.”(John 13:15) (Programs, Observation)



The use of signs, sacramentals, traditions, and rituals of the Roman Catholic
Church. (Observation)



All school personnel are actively engaged in bringing the Good News of Jesus
into the total educational experience. ( Interviews, Observation)
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Appendix B

Certification
The Archdiocese of Agana recognizes that whether teachers specifically teach religion or
not, all teachers in Catholic schools share the responsibility of the faith formation of their
students. We also maintain that all classroom and resource teachers should be fully
qualified and certified. To that end, the Archdiocese will honor teaching certificates
issued by the Territory of Guam and the National Board for Professional Teaching
Standards as well as those issued by the Catholic Schools Office and the Office of Faith
Formation. All teachers must be certified in accordance with the policy of the Office of
Faith Formation, i.e. Initial Catechist, Advanced Catechist, and Master Catechist for
those teaching religion. Certificates issued by the Catholic Schools Office are as follows:
1.

PROVISIONAL: The minimum requirement for provisional teacher
certification is an A.A. degree or its equivalent (60 credit hours). Upon
presentation of official transcripts, the applicant will be issued a renewable
certificate which is valid for a period of two years. Renewal of
Provisional Certification requires the applicant obtain the initial catechist
certification.

2.

PROFESSIONAL I: The minimum requirement for professional I
teacher certification is an earned bachelor’s degree and the initial catechist
certificate. Upon presentation of official transcripts, the teacher applicant
will be issued a certificate which is valid for a period of three years.

3.

PROFESSIONAL II: The minimum requirement for professional II
Teacher Certification:
a. An earned bachelor’s degree in education from a
college/university program and the initial catechist
certification.
b. An earned bachelor’s degree with (a) either fifteen
semester credit hours or twenty-two continuing education units
in education (or any equivalent combination thereof); and (b)
either one semester of student teaching or one year of
supervised teaching experience and (c) met the initial catechist
certification.
c. An earned Associate Degree in Early Childhood and the initial
catechist certification for those teaching in Pre-K to Third
Grade.
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d. Upon presentation of official transcripts, the applicant will be
issued a certificate which is valid for a period of six years.
Professional teaching certificates may be renewed with
documentation of continued professional growth in one’s
certified area, i.e., either six (6) semester credit hours or nine
(9) continuing education units (or any equivalent combination
thereof). Initial Catechist certificate must be renewed.

4.

MASTER: The minimum requirement for master teacher certification is
meeting the requirement for the professional teacher certificate and an
earned master’s or doctorate degree and the initial catechist certification.
Upon presentation of official transcripts, the applicant will be
issued a certificate which is valid for a period of ten (10) years.
Master teaching certificates may be renewed with
documentation of continued professional growth in one’s
certified area, i.e., either six (6) semester credit hours or nine
(9) continuing education units (or any equivalent combination
thereof). Initial Catechist certification must be renewed.

It shall be the responsibility of the teacher to seek certification.

This Certification was recommended and approved by the Certification Committee and
Principals in September 2007. This policy when approved will go into effect on January
1. 2008.

Approved by:
Cynthia S. Agbulos
Catholic School Superintendent

Date

Approved by:

Archbishop Anthony Sablan Apuron, OFM Cap, D.D.
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Date

Appendix D

CODE OF ETHICS FOR THE
CATHOLIC SCHOOL TEACHER
Preamble
“GO, TEACH!” Christ charged His first disciples. Since the beginning of Christianity,
education has been one of the most important missions of the Church. Its success depends upon
the professional competence, quality, and above all, the commitment of the teacher to Christ.
This Code of Ethics for the Catholic School Teacher is a concise description of the person who is
growing in faith, hope, and love of Christ. It specifies the attitude and the practice of the
Catholic school teacher in relation to the student, the parent, the community, and to the
profession. This code offers a guide by which to live, a goal toward to which to strive and a
promise of lasting success.

Commitment to the Student
As Catholic school educators we believe that students, like ourselves, are pilgrim people, making
their journey through this life with a constant focus on the next. As Christian Catholic educators,
we have a special responsibility to encourage each student to achieve his/her maximum potential.
We work to stimulate the spirit of student to achieve his/her maximum potential. We work to
stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the
thoughtful formulation of worthy goals. In fulfilling our obligation to the student, we are called
to:
1. Help students see the relevance of a Christian value system in their daily lives.
2. Help students learn to relate human culture and problems of each student.
3. Show Christian concern about the joys and problems of each student.
4. Speak with charity and justice about students even when called upon to discuss
sensitive matters.
5. Work with students in preparing liturgies, paraliturgies and other religious programs.
6. Respect confidential information concerning students and their homes.
7. Plan appropriate service projects for students that will develop their sense of
responsibility to the community.
8. Enable students to grow in a sense of self-worth and accountability by
selecting activities which promote the positive self-concept as becomes a
maturing Christian.
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9. Develop the student’s knowledge and understanding of the subject(s) for
which we are responsible, without suppression or distortion.
10. Refuse remuneration for tutoring students assigned to our classes and reject
any other use of our students for personal financial gain.

Commitment to Parents
As Catholic school educators we believe children are influenced by home, community, and a
society in which attitudes toward Christian values are often challenged. Parents, the source from
whom children and youth derive their values, entrust their children to the Catholic school to
instruct, complement and intensify the education and formation begun in the home. We are
called to assist these parents in fulfilling their obligation for the Christian formation and
education of their child; therefore, we will:
1. Respect parents’ fundamental human right to know, to understand, and to
share in decisions that affect the education of their child by
* Assuring parents of a commitment to ongoing education as a
professional educator and informing them, upon request, of education
qualifications.
* Keeping parents apprised of the curriculum and method of instruction.
* Providing opportunities for parents to help shape classroom and school
policies and keeping them well informed regarding all current policies.
2. Develop educational programs and activities to enhance family life as well as
the home-school relationship.
3. Respect any confidential information which parents share.
4. Report to parents their child’s progress regularly and as needed, in a spirit of
charity, with professional accuracy and honesty.

Commitment to the Community
As Catholic school educators, we believe the school community is both an agent of appropriate
change and a preserver of basic tradition. We consider the school community an integral part of
the parish whose people it serves, and a vital force for preparing future civic and Church leaders.
In fulfilling our obligation to our
1. Promote the peace of Christ in the world by
* Modeling peaceful solutions to community conflicts.
* Encouraging a spirit of cooperation and avoiding the extreme in
competition.
* Developing skills which will enable students to interact with society for
a better world.
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2. Cooperate wholeheartedly in the continued building of parish life and spirit by
* Emphasizing the integral nature of the Catholic school within the
parish and community.
* Assisting communication concerning parish needs, and events.
* Modeling active participation in one’s own parish.
3. Develop student potential for constructive Christian leadership within the
American democracy by
* Ensuring an adequate understanding of history and its lessons.
* Providing opportunities for taking responsible moral positions on
current issues.
* Offering instruction and practice in leadership skills.
4. Contribute to the well-being of the area in which the school is located by
* Reflecting the philosophy of the school in one’s attitudes and actions.
* Manifesting respect and appreciation for the work of educators in other
schools and systems.
* Encouraging in students a respect for the person and property of their
neighbors.
* Avoiding inappropriate school activities that disturb the peace and
order of the community.

Commitment to the Profession
As Catholic school educators we believe that professional excellence in Catholic schools directly
influences our Church, country and world. We strive to create a Christian environment which
promotes sound moral and professional judgment. Through our spirit of joy and enthusiasm, we
encourage others to join us in our apostolate of teaching in a Catholic school. In fulfilling our
responsibilities as professional educators we are called to:
1. Maintain professional standard by
* Preserving the reputations of colleagues, administrators and students.
* Safeguarding the exchange of confidential information.
* Refusing to use the classroom to further personal ends through the sale
any good, products or publications.
* Refraining from using the school as a platform for one’s own beliefs
which are not in accord with the school philosophy or Church teaching.
* Overseeing the duties of non-professionals, making sure they assume
only those responsibilities appropriate to their role.
* Assisting in the orientation of educators new to a position and/or
school.
* Considering the obligations of the teaching contract as binding in a
most serious manner, conscientiously fulfilling the contract.
* Terminating unexpired contracts only because of serious reasons, with
the consent of both parties, and after sufficient notice.
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* Upholding the authority of the school when communicating with
parents, students, and civic community.
* Presenting honest, accurate professional qualifications of self and
colleagues when required for professional reasons.
2. Seek and encourage persons who live a life consonant with Gospel values and
Catholic Church teachings to pursue the apostolate of teaching by:
* Modeling the faith life and witnessing to the Faith Community on the
parish, diocesan, national and world levels.
* Exemplifying the teachings of Jesus Christ by dealing with children
and adults in true love and justice.
* Exhibiting knowledge of the Church documents, especially “To Teach
as Jesus Did,” “Sharing the Light of Faith,” and “The Catholic School”.
(This code was published by the NCEA in 1982 and adopted by the Archdiocese of Agana.)
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Appendix F

Grievance Procedures
Students, parents/guardian(s), teachers and other school employees who feel that they
have a legitimate grievance resulting from an alleged violation of either archdiocesan or
school policy and procedures shall be expected to adhere to the following process. The
purpose of this procedure is to succor, at the lowest possible administrative level,
equitable solutions to grievances in a spirit of justice and charity.

1.

Discussion with concerned parties. Discuss the grievance or complaint with
the parties concerned at an informal meeting as soon as possible after the
incident.

2.

Joint Meetings. If the matter cannot be settled informally by the parties
concerned, they must request a joint meeting with the Principal.

3.

Appeal to the Superintendent of Catholic Schools. If after this meeting, the
aggrieved feels the matter is not resolved, he/she shall submit the grievance in
writing (within 5 days) to the Superintendent of Catholic Schools whose
decision is final. The Superintendent shall have five (5) work days after the
receipt of the written grievance in which to reconsider the matter to render a
decision in writing.

.

Appendix I

Norms for Finance Committee of
Archdiocesan Catholic Schools
Policy Statement
The Norms for Finance Committee of Archdiocesan Schools have been developed for the
Archdiocese of Agana School Finance Committee. Each Archdiocesan School shall have an
active Finance Committee as part of its normal operating processes.

Important Policy Information
Members of the Finance Committee are to exercise prudent judgment with regard to the
confidentiality of any school financial records to which they access. Failure to observe this
requirement, in the opinion of the Principal/President would result in immediate termination of
membership on the Finance Committee.
Finance Committee members must be free from any conflicts of interest including but not limited
to the following: arising from their occupation, relationship to the Principal/President; or any
condition in which membership in the Finance Committee might be perceived to bring an
inappropriate benefit to the individual of their family and/or business. Paid staff may not serve as
members of the Finance Committee.

Role of Finance Committee
The Finance Committee is advisory to the Principal/President. The Finance Committee shall
have at least three members and the Chairperson may be a member of the School Advisory
Board. Finance Committee members should have an accounting, finance, legal or business
background.
The Principal/President is not considered a member of the Committee and does not have a vote.
The Principal/President must be present at all meeting. The Principal has discretion and may
choose not to accept the advice or recommendation of the Finance Committee. If this is the case,
the reasoning for the position taken must be explained to the Committee and reflected in the
meeting minutes.
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Finance Committee Meetings
The Finance Committee must meet as needed, ordinarily monthly, but at least quarterly. The
Finance Committee Chair is responsible for developing an agenda with the Principal/President
and facilitating the meeting. These meeting must include a detailed review of all items listed in
the “Responsibility of Finance Committee”. Each meeting will be documented by an agenda and
set of published written minutes which will be approved with any corrections at the next
meeting. The minutes will include attendees, agenda items reviewed (major discussion,
conclusion, recommendation, and approvals) and date of the next meeting.

Responsibility of Finance Committee
The following matters are generally the purview of the Finance Committee
1. Development of annual budget for submission by April 15
2. Tuition Rates
3. Financial Statement Review (Income and Expenditures/Actual to budget variances)
4. Timely and Appropriate Communication to the School Community
5. Debt Repayment/Tuition Arrears update
6. Cash Flows and Accounts Payable
7. Enrollment
8. Internal Controls
9. Capital Campaign
10. Construction Projects
11. Long Term Planning
12. Other related matter deemed appropriate

Approvals
Budget expenses and capital expenditures in the normal course of School operations are
approved by the Principal/President or School Board during the annual budgeting process.
Project and capital expenditures meeting certain thresholds require additional approval prior to
expenditures as defined next. Each project/capital expenditures/lease/contract greater than
$25,000 requires approval from the Archdiocesan Finance Council. Major capital expenditures,
contracts, construction projects, real estate and property lease issues, and fundraising efforts,
must follow the processes outlined by the Archdiocesan Handbook of School Policies.

Diocesan Policies and Procedures
All member of the Finance Committee, as well as the Principal/President, are obliged to
familiarize themselves with all Archdiocesan financial policies and best practices. Finance
Committee member are encouraged to attend Archdiocesan training if provided. The
Principal/President in collaboration with the Finance Committee has the responsibility to ensure
that these Norms and other Finance Policies are implemented.
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