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I. FUNDAMENTAL CONCEPTS 

A. MISSION STATEMENT: 

The mission of Catholic Schools is to evangelize and to catechize by fulfilling the four 

apostolic goals: 

 

  Spreading the Gospel message, 

   Building a faith community, 

    Celebrating the faith and 

     Performing service to others. 

 

B. STATEMENT OF PHILOSOPHY:  Formation of a Roman Catholic Faith 

Community 

The Schools of the Diocese of Monterey Education and Welfare Corporation (hereinafter 

referred to as the Diocese or Diocese of Monterey) strive to recognize you as an 

individual employee who is a uniquely gifted steward of God’s grace and has been called 

to shared ministry.  The School and all its employees shall make every effort to integrate 

pastoral, legal and management needs within the context of the ministry of the Gospel. 

 

Each employee understands and agrees that he or she is an apostolic worker of the 

Roman Catholic Church.  The mission of the School is to develop and promote a Roman 

Catholic School Faith Community as determined by the Bishop of Monterey in 

accordance with the teachings of the Roman Catholic Church. Each employee’s 

employment is contingent on his/her commitment to support the teachings of the Roman 

Catholic Church as determined by the Bishop of Monterey and to assist in the 

development and promotion of a Roman Catholic School Faith Community.  Principals, 

Administrators and teachers of religion (all those who teach in a self-contained classroom 

or who teach any aspect of religious formation, belief, practice, history or any related 

subject) understand and agree that they must be Catholics in good standing with the 

Roman Catholic Church and must follow, in all aspects of their lives, the moral teachings 

of the Roman Catholic Church.  Each employee understands that if at any time during his 

or her employment, the School determines, in its sole discretion, that any aspect of the 

employee’s behavior, teaching or statements are contrary to the teachings of the Roman 

Catholic Church or in any way interfere with its mission, it may terminate the Teacher's 

employment without notice.   
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C. LIMITATION ON THESE GUIDELINES: 

These Personnel Guidelines represent current policies and procedures of the Department 

of Catholic Schools of the Diocese of Monterey.  These Guidelines are not meant to 

explain every employment situation; however, they are designed to acquaint you, the 

employee, with the School as employer and to help you effectively and efficiently 

minister within established policies.   

 

The Handbook is for informative purposes only and does not constitute a contract with 

the exception of the At-Will policy set forth below which is intended to be contractually 

binding on both you and the Department of Catholic Schools. 

 

II. SECTION I:  EMPLOYMENT PRACTICES: 

A. RIGHTS AND OBLIGATIONS UNDER LAW: 

The term “law” used within this document generally refers to the laws of the United 

States, the State of California and other applicable civil laws.  The Diocese of Monterey 

also operates under the Canon Law of the Roman Catholic Church.  In the case of 

conflicting laws, Canon Law shall prevail in all matters within the competency of such 

Canon Law.   

 

Personnel employed by the Diocese are required to obey all applicable laws, statutes and 

regulations.  When varying interpretations of law or regulation occur, the employee must 

seek the advice of an appropriate diocesan official. 

 

B. CODE OF PROFESSIONAL PRACTICES: 

Employees must always obey all applicable laws and conduct their employment related 

activities in an ethical manner consistent with Roman Catholic teachings and the 

principles of professionalism, loyalty, morality and confidentiality.  The purpose of the 

Code of Professional Practices is to help employees understand the philosophical 

viewpoints of the School. 

 

Building a Roman Catholic faith community is central to the life of the Roman Catholic 

Schools in the Diocese of Monterey.  The Diocese of Monterey recognizes and respects 

each employee’s right to privacy and to engage in personal activities outside the scope of 

his/her employment with the School which does not interfere with his/her employment.  

However, principals, administrators, religion teachers and others who are responsible for 

teaching Catholic doctrine are expected to model moral behavior consistent with Roman 

Catholic teachings in their personal lives. All personnel shall be expected, in their 

personal and professional lives to model, support and actively participate in the formation 

of the Roman Catholic faith community in the School and are required to act, at all times, 

in the best interests of the Church in the Diocese of Monterey.  The best interests of the 

Church always lie in obeying the law, following Church rules and policies, and following 

generally accepted ethical standards of conduct and behavior.  While representing the 
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School, all employees, as a condition of employment, shall conduct themselves in a 

manner that is compatible with the teachings and mission of the Church and shall uphold 

the official teachings of the Roman Catholic Church. 

 

The Diocese of Monterey will determine when an activity conflicts with the interests of 

the Church and when to take the necessary action to resolve the conflict. 

 

C. EQUAL EMPLOYMENT/NONDISCRIMINATION: 

The School does not unlawfully discriminate against employees or applicants for 

employment and follows all state and federal laws regulating nondiscrimination.  The 

School will be the sole judge of merit, competence and qualifications, and can favor 

Catholic applicants and co-workers in all employment decisions, especially in those 

positions that have direct bearing upon the activity of the Church. 

 

D. EMPLOYMENT AGREEMENT: 

Employees may be employed under an employment agreement.  Such agreements may 

contain exceptions to the policies outlined in these Guidelines.  An employee who is 

engaged on an agreement basis with the School must still follow all the remaining, non-

conflicting policies contained herein.  All such agreements must be in writing and signed 

by the Principal (or when applicable, the Pastor or Superintendent). 

 

E. AT-WILL EMPLOYMENT: 

Employment with the School is at-will.  At-will employment means that your 

employment may be terminated either by you or by the School, with or without cause, 

and with or without notice, at any time – except during the first 30 days if you are 

employed under an Employment Agreement.  There is no promise that employment will 

continue for any specified period of time. Nothing in these Guidelines confers any 

contrary contractual right, either expressed or implied, to remain in the Diocese’s employ 

for any specific time period. The relationship between you and the Parish implies no 

guaranteed contractual obligation.   

 

F. RESERVATION OF RIGHT TO AMEND GUIDELINES: 

Because the Diocese of Monterey is a growing and changing organization, it reserves the 

right to add, modify, or delete provisions of these Guidelines and the policies, procedures 

and/or benefits described herein at any time without notice.  

 

The Bishop and the Superintendent of Schools are the only individuals who have the 

authority to make exceptions inconsistent with the Personnel Guidelines contained 

herein.  These Guidelines supersede all written and oral representations that are in any 

way inconsistent with them, and replace all previous Guidelines. 
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G. SPECIFIC HIRING REQUIREMENTS FOR ALL PERSONNEL: 

All employees are required to: 

1. Submit a current TB test according to the state guidelines:  All personnel are 

required to submit evidence of freedom from active TB, based on an approved 

intradermal negative tuberculin test.  The initial examination shall be taken 

within the 60 days before commencement of employment.  The repeat 

examination, for personnel with negative tests, shall be taken every four years 

thereafter.  For employees with documented positive skin tests that were 

followed with an X-ray, a referral to the County Health Officer shall be made 

within 30 days to determine the need for follow-up care.  The employee must 

provide a certificate from his/her physician that the employee was examined 

and found to be free from active TB.  Evidence from freedom of active TB is 

a condition of employment. (CA Health & Safety Code 121525) 

 

2. Prove identity and right to work in the United States:  In compliance with 

federal immigration laws, the School only hires employees who are and 

continue to be eligible to work in the United States.  All employees hired after 

November 6, 1986 are required, as a condition of their employment, to 

document this by completing the Employment Eligibility Verification Form 

(I-9). The Principal, or his/her designate, is responsible for completing the 

Employment Eligibility Verification form within three days of the person’s 

hire date. 

 

3. Read, sign and submit a Child Abuse Reporting Acknowledgement Form 

annually.  Section 11166 of the California Penal Code requires, among others, 

any child care custodian or clergy member who has knowledge of or observes 

a child in his or her professional capacity or within the scope of his or her 

employment whom he or she knows or reasonably suspects has been the 

victim of child abuse to report the known or suspected instance of child abuse 

to a child protective agency, the police or child abuse reporting agency 

immediately or as soon as practically possible by telephone and to prepare and 

send a written report thereof within 36 hours of receiving the information 

concerning the incident.  There is an exception for communications during a 

penitential communication. The written report that mandated reporters must 

submit within 36 hours is a Department of Justice form (SS8572).  If the 

report involves a Diocese of Monterey employee or volunteer, a copy of this 

report is to be forwarded to the Superintendent of Catholic Schools.   

 

4. Complete the fingerprinting process:  By law (Section 44237 of the California 

Education Code) and diocesan policies, all PS-12 applicants for employment 

in a position requiring contact with minor students, are required to submit 

fingerprints for the purpose of obtaining criminal record summary information 

from the Department of Justice (D.O.J.) and the Federal Bureau of 

Investigation (F.B.I.).  The Diocese of Monterey shall be the Contributing 

Agency for this fingerprinting process.  Preschool applicants for employment 
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shall additionally obtain fingerprint clearance through the Community Care 

Licensing Division of the California Department of Social Services. No 

employee may begin work until the School has received written notice from 

the Department of Human Resources and the Department of Social Services 

(if a PS applicant) that the applicant has successfully completed the 

fingerprinting requirements. (Refer to “Fingerprint Requirement” in Section 

IV) 

All Catholic Schools (PS-12) require each applicant for employment to 

comply with the fingerprinting requirements of the State of California and the 

Diocese of Monterey. 

No School (PS-12) may allow an employee to begin working until receiving 

written notice from the Department of Catholic Schools that the applicant has 

successfully completed the fingerprinting requirements. 

 

In addition, all licensed preschool/child care programs shall require all staff to 

obtain fingerprint clearance through Community Care Licensing prior to being 

present at the facility or to having contact with children in the program 

 

5. Read, sign and submit annually, an Acknowledgment Form regarding 

unlawful harassment and sexual misconduct. 

 

5. Read, sign and submit an Acknowledgment Form for the employee’s School’s 

Internet and e-mail use policy. 

 

6. Read, sign and submit an Acknowledgment form for the Diocesan Safe 

Environment Program policy. 

 

7. Read, sign and submit an Acknowledgment form for the Diocesan Schools 

Personnel Guidelines. 

 

8. Read, sign and submit an Acknowledgment form for the Administrative 

Handbook.  (if applicable) 

 

9. Read, sign and submit an Acknowledgment form for the local School 

handbook. (if applicable) 

H. EMPLOYMENT OF RELATIVES: 

For purposes of this policy, a “relative” includes spouse, parent, grandparent, child, 

sibling, in-law and step-relationships.  Applications for employment from those with 

relatives at the same school are discouraged.  Relatives working at the same location 

often cause morale issues.  It is never appropriate to employ relatives where potential 

problems of supervision, safety, security, morale, or where potential conflicts of interest 

exist.  It is never appropriate for the Principal to employee his/her relative and it is never 

appropriate for another employee to supervise his/her relative. 
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I. POLICY AGAINST SEXUAL MISCONDUCT: 

 

The Diocese of Monterey recognizes that sexual abuse constitutes one of the most serious 

breaches of trust in human relationships, and that it can have devastating consequences 

for the victim and his/her family, for the church community at large, and for the 

individuals involved.   

 

All diocesan employees should read and acknowledge they have read and understand the 

“Policy Against Sexual Misconduct” by signing the acknowledgement form at the end of 

the policy.  Please contact your Pastor or the Department of Human Resources if you 

need a copy of this policy. 

 

J. HARASSMENT: 

In accordance with the Church’s respect for the dignity of each individual, the Diocese of 

Monterey is committed to providing a work environment free of unlawful harassment.  In 

keeping with this commitment, it is the Diocese's policy to seek to provide a work 

environment free of discrimination, sexual harassment and any other form of unlawful 

harassment. Discrimination or harassment based on sex, race, color, age, religion or 

religious creed, sexual orientation, national origin, citizenship, ancestry, mental or 

physical disability, medical condition, marital status, pregnancy, childbirth, or related 

medical condition, or any other characteristic protected by law is unlawful and will not be 

tolerated by the Diocese.  This policy applies to all employees of the Diocese, including 

supervisors and non-supervisory employees.  Furthermore, it prohibits unlawful 

harassment in any form, including verbal, physical and visual harassment.  It also 

prohibits retaliation of any kind against individuals who file valid complaints or who 

assist in a Diocese investigation. 

Harassment can take many forms and includes, but is not limited to: 

• Verbal conduct, such as epithets, derogatory jokes or comments, slurs or 

unwanted sexual advances, invitations or comments; 

• Visual conduct, such as derogatory or sexually-oriented posters, photographs, 

cartoons, drawings or gestures; 

• Physical conduct, including sexual assault, unwanted touching, blocking 

normal movement or interfering with work; 

• Threats and demands to submit to sexual requests as a condition of continued 

employment, or to avoid some other loss, and offers of employment benefits 

in return for sexual favors; and 

• Retaliation for having reported unlawful harassment. 

Sexual harassment includes, but is not limited to, making unwanted sexual advances and 

requests for favors when either submission to such conduct is made an explicit or implicit 

term or condition of employment, or such conduct has the purpose or effect of 

substantially interfering with an individual's work performance or creating an 

intimidating, hostile or offensive work environment. 
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If you feel you have been subjected to any kind of harassment, coercion or intimidation 

by anyone, whether by one of your co-employees, a supervisor, a client or vendor, or a 

member of management, we encourage you to bring your concern to the attention of your 

supervisor immediately.  If you are uncomfortable bringing your complaint to your 

supervisor, then you should report your complaint to the Diocese of Monterey’s, Director 

of Human Resources, to the Superintendent of Schools, to the Chancellor or any member 

of the Diocese's management.  You may also report to EthicsPoint which is an online 

reporting method at ethicspoint.com.  The Diocese will investigate your complaint.  It is 

the responsibility of each employee to report immediately any violation or suspected 

violation of this policy to one or more of the individuals identified above.  Employees 

who believe they have been unlawfully harassed may also file a complaint with the 

California Department of Fair Employment and Housing ("DFEH").  The address and 

telephone number of the DFEH can be located in the State Government section of your 

local telephone directory or on-line at www.dfeh.ca.gov. 

If the Diocese determines that unlawful harassment has occurred, the Diocese will take 

remedial action appropriate to the circumstances involved.  Any employee determined by 

the Diocese to have engaged in or contributing to any unlawful harassment will be 

subject to appropriate disciplinary action, up to and including termination. 

Please be assured that the Diocese will not retaliate against you for making a complaint 

and will not tolerate any retaliation by management, employees or co-workers. The 

Diocese encourages all employees to report any incidents of harassment prohibited by 

this policy immediately so that complaints may be quickly and fairly resolved. 

 

III. CLASSIFICATION OF EMPLOYEES: 

All employees are classified as either exempt or non-exempt based upon criteria set forth 

in the federal Fair Labor Standards Act (FLSA) and applicable California Industrial 

Welfare Commission Wage Orders. 

The School shall determine which employees are exempt or non-exempt based upon the 

provisions of the Federal Fair Labor Standards Act and the California law with the 

guidance of the Director of Human Resources of the Diocese of Monterey.   

 

A. EXEMPT EMPLOYEES: 

Exempt status refers to employees who are in professional, managerial, or administrative 

positions that are not eligible for overtime premium pay and whose compensation level 

exceeds two times the state minimum wage over a forty hour workweek. The 

determination is made upon examination of the employee’s job duties including but not 

limited to, number of employees supervised, educational background, the amount of 

discretion within the position, duties, and responsibilities.  Determination of exempt 

status is based on the employee’s duties and responsibilities as defined by the employer.  

Employees classified as exempt are not entitled to overtime premium pay for hours 

worked in excess of forty hours in a workweek or eight hours in a workday. 
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B. NON EXEMPT EMPLOYEES: 

Employees who do not meet the requirements to be considered exempt, are non-exempt.  

Non-exempt employees are required to complete and sign a timesheet which must be 

signed and approved by his or her supervisor.  Non-exempt employees are covered by the 

overtime provisions of the FLSA and the Industrial Welfare Commission Wage Orders.  

Employees in this category are entitled to premium pay for work in excess of forty hours 

in a workweek or eight hours in a workday.  However, overtime hours must be 

specifically approved by the employee’s supervisor prior to working any overtime hours. 

 

C. INSTRUCTIONAL STAFF:/NON-INSTRUCTIONAL STAFF: 

DEFINITIONS: 

1.  Instructional Staff:  

All employees who work directly with children in the educational setting are 

considered instructional staff.  These employees include, but are not limited 

to, all teachers, teacher aides, coaches, resource specialists and similar 

employees.   

 

2. Non-instructional staff  

All other employees such as business managers, secretaries, maintenance 

employees, housekeeping employees, kitchen workers and extended care 

workers. 

 

D. SUBSTITUTE TEACHERS AND TEMPORARY EMPLOYEES: 

1. Temporary employees are those employees normally hired to work for a 

limited length of time for such reasons as filling in for absent employees, 

assisting in heavy work load situations or performing a specific short term 

task.   

2. Substitute teachers are normally hired to fill in for an absent teacher for a 

limited length of time.  

 

 

IV. EMPLOYEE BENEFITS: 

 

Introduction:  

 

The Diocese of Monterey is pleased to offer benefits packages to all qualified employees.  

These benefits are briefly outlined in the paragraphs below.  Details of certain benefit 

plans (cafeteria, tax-sheltered annuity, pension, medical/dental and life) are published in 

the “Employee Benefit Guide” provided by the Diocese of Monterey. You should review 

this booklet and contact your Principal or the Director of Human Resources, if you have 

any questions. 
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Because of the unique relationship of clergy and religious personnel to the Church as an 

employer, the benefits outlined below may not apply to them in some cases. 

 

A. EMPLOYEES ELIGIBLE FOR BENEFITS: 

30-35+ Employees hired to work regularly and customarily at least 30 hours per 

week are eligible for medical insurance, enrollment in the pension plan 

and in the life insurance plan.  You are entitled to paid sick leave and may 

be entitled to other benefits outlined below. 

 

20-29 Employees hired to work regularly and customarily at least 20 hours per 

week but fewer than 30 hours per week are entitled to enrollment in the 

pension plan and in the life insurance plan. You are entitled to PRO-

RATED paid sick leave. You are not entitled to vacation or holiday pay. 

 

Fewer than 20 Employees hired to work fewer than 20 hours per week are not 

eligible for benefits except as required by law (such as Worker’s 

Compensation) 

 

B. EMPLOYEES INELIGIBLE FOR BENEFITS: 

If you are a temporary employee or a substitute teacher, you are not eligible for benefits 

except as required by law (such as Worker’s Compensation). 

 

If you are a temporary employee who is contracted by the School through an agency, the 

agency bears full responsibility for all your benefits, including those required by law. 

 

 If you are a temporary employee or substitute teacher who is subsequently hired on a 

regular basis, your hire date will be the date you actually begin continuous work as a 

regular employee. 

 

C. BENEFIT PLANS: 

The benefit plans are as follows: 

 

1. MEDICAL/DENTAL/VISION INSURANCE:  The Diocese currently 

offers qualified employees a choice of comprehensive health plans.  Please 

see the Employee Benefit Guide for more information.   

 

Dental and Vision plans are automatically included when the employee enrolls in any 

of the health plans. 

 

Dental Only:  Dental insurance may be purchased separately if you decline the health 

care plans. 

 

Vision Only:  Vision insurance may be purchased separately if you decline the health 

care plans. 
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Health Care Waiver: If you are eligible for medical/dental/ vision/mental health 

coverage, but you do not wish to participate in the plans offered by the Diocese, you 

must sign a waiver statement to that effect which will be kept on file at the Finance 

Office. 

 

New employees are eligible for health care the first of the month following ninety 

(90) days of continuous employment.  However, we ask that your enrollment form be 

submitted within sixty (60) days.  This is to ensure that you are enrolled in the plan of 

your choice in a timely manner. 

 

There are NO exceptions to the sixty (60) day waiting period. 

 

Employees may only change health plans during open enrollment (November 15 

through November 30th of each year). 

 

ANY EMPLOYEE WHO IS AWAY FROM WORK FOR ANY REASON FOR A 

PERIOD OF SIX (6) MONTHS WILL BE REMOVED FROM THE HEALTH CARE 

PLAN.  IF THIS OCCURS, YOU WILL BE ELIGIBLE TO CONTINUE YOUR 

HEALTHCARE THROUGH PARTICIPATION IN THE COBRA PLAN. 

 

2. PENSION PLAN:  The Diocese of Monterey provides a defined 

contribution pension plan for all qualified employees.  This plan is 

completely funded by the Diocese of Monterey and employees do not 

contribute.  A contribution equal to 5% of the annual earnings is made to 

the Plan (Fidelity Investments) on behalf of eligible employees.  An 

employee is fully vested after seven (7) years.  For a complete Summary 

Plan Description please go to the Diocese of Monterey website or contact 

the Human Resources Department for a copy. 

 

3. LIFE INSURANCE AND ACCIDENTAL DEATH AND 

DISMEMBERMENT INSURANCE:  The School provides a life and 

accidental death and dismemberment insurance plan for all qualified 

employees.  The premiums for this benefit are borne entirely by the 

School and Diocese.  Employees have the option of procuring additional 

coverage under this plan at their own expense.  

 

4. TAX SHELTERED ANNUITY/403(b):  The Diocese offers all qualified 

employees the opportunity to participate in the voluntary Tax-Sheltered 

Annuity/403(b) program.  Full details on the Tax Sheltered 

Annuity/403(b) program may be obtained through the Department of 

Human Resources. 
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5. FLEXIBLE SPENDING PLAN: The Diocese offers all qualified 

employees the opportunity to participate in the voluntary “Cafeteria Plan” 

(Section 125).  (i.e. Dependent Care Reimbursement and/or Unreimbursed 

medical expenses)  Full details on the “Cafeteria Plan” are available 

through the Department of Human Resources. 

 

6. LEGISLATED BENEFITS:  All employees are covered as required by 

law for legislated benefit programs, including Worker’s Compensation, 

Federal Social Security, California State Disability Benefits Insurance and 

Unemployment Insurance.  The actual benefits provided are those 

specified by the applicable legislation and/or policies of insurance carried 

by the Diocese.  Legislated benefits may be changed from time to time by 

the state or federal governments. 

 

7. AUTOMATIC CHECK DEPOSIT SERVICE:  Contact the Finance 

Office to request automatic check deposit. 

 

8. VACATIONS: 

 

Non-Instructional Staff:  Only non-instructional staff members are eligible 

for vacation.  To qualify for vacation time, non-instructional staff must be 

required by the School to work year-round on a full time basis (i.e. at least 

35 hours per week).  Those non-instructional staff members who work less 

than full-time and for less than a full calendar year are not eligible for 

vacation.  

 

Because of the needs of the School, most vacation-eligible employees will 

be required to take their vacation time during Christmas, Easter or summer 

vacation.  Employees who are required to work when the School is closed 

for Christmas, Easter and summer vacation, may take their vacation time 

during any time of the year with the approval of the Principal. 

 

The length of vacation time is determined by length of employment.  Paid 

vacation is accrued as follows: 

 

 

   Number of Years    Annual Total 

 

   0 – 5th Anniversary    10 Days 

   6 – 10th Anniversary    15 Days 

   Beyond 11th Anniversary   20 Days 

 

Employees who were hired to work at least 35 hours per week on a year 

round (12 month) basis are eligible for vacation pay.  
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You may accrue a maximum of 20 days of unused vacation; beyond that, 

no further time will be accrued until your vacation balance is brought to 

less than 20 days of unused vacation.    

 

Employees may not take vacation before it is accrued.  An employee may 

not receive pay instead of vacation except when terminating employment 

with the School. 

 

Holidays that are observed by the School and that occur during any 

employee’s vacation shall not count as vacation days.  Please see the 

policy on Holidays for specific information about whether a particular 

holiday will be paid by the School. 

 

9. HOLIDAYS: 

 

Holiday schedules for all School employees shall be determined by the 

Principal.  The Principal may, in his or her discretion, determine the 

holidays that will be paid at each school.  Neither California nor federal 

law requires that employees be paid for holidays.  Only non-instructional 

staff members are eligible for paid holidays.  If the Principal designates a 

holiday, the non-instructional staff member must be required by the 

School to work year round on a fulltime basis (i.e. at least 35 hours per 

week) to qualify for holiday pay.  In each case where the Principal has 

designated a holiday, employees will be paid for that holiday as follows: 

 

Employees otherwise scheduled to work on the holiday (designated by the 

Principal) will be paid for the number of hours they normally would work 

on that day.  If the employee is not normally scheduled to work on the day 

on which the holiday falls, he/she will not be paid for that holiday.  For 

example, if an employee normally would work six hours on the Monday 

on which Presidents’ Day is observed, he or she will be paid for six hours.  

If another employee would otherwise work eight hours, he or she is paid 

for eight hours.  By contrast, if an employee is not ordinarily and 

customarily scheduled to work on Mondays, he or she would not be paid 

for any Monday holidays. 

 

10. SICK LEAVE: 

 

The Diocese provides up to 10 accrued days of paid sick leave per year to 

assist employees when employees are absent because of illness or injury 

or when a child, spouse or parent is sick or injured and requires care.  The 

employee may use all or a portion of such paid leave at any time during 

the school year for bona fide personal illness or injury. 

 

Employees who were hired to work at least 20 but fewer than 35 hours per 

week receive a pro-rated leave for illness or injury.  Employees who were 
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hired to work fewer than 20 hours per week and temporary employees are 

not entitled to paid sick leave. 

 

Unused sick leave may be accumulated; however, no employee may 

accumulate more than 30 days sick leave and additional sick leave will not 

be accumulated until the employee’s sick leave balance is brought to less 

than 30 days.  Employees will not be paid for unused sick leave. 

 

Full and part-time employees who are absent due to illness or injury for 

five (5) or more consecutive days shall submit a statement from a 

physician to the Principal verifying the fact of the illness/injury.  The 

Principal may request a doctor’s note to document an employee’s absence 

for illness.  

 

11. EXEMPT EMPLOYEES SICK AND VACATION RULES: 

 

Exempt employees are responsible for keeping track of the time they have 

taken for vacation and sick and reporting it at the beginning of the month 

for the previous month to payroll.  This rule requires that all sick and 

vacation hours taken be submitted to payroll in a timely manner. 

If an exempt employee is absent for more than four (4) hours in a day, 

his/her sick or vacation bank will be reduced according to whether the 

absence is because of sickness or vacation.  While the employee will 

receive a full-day’s pay for that day worked, he or she will have a 

reduction in the number of hours in his or her accrued sick or vacation 

bank. 

12. PERSONAL DAYS: 

 

Employees may use two (2) of their accrued sick leave days each year for 

personal matters.  Employees must receive advance approval of the 

Principal/Director before designating the sick days as personal days. 

 

13. TUITION ASSISTANCE: 

 

The Diocese does not provide for tuition assistance for employees with 

children in our schools.  However, the employee may apply for financial 

aid through the school for which he or she works. 

 

V.  LEAVES AND ABSENCES: 

 

A. INTRODUCTION:  STATUTORY LEAVES: 

 

The School provides time off for approved, valid reasons, including family and 

medical reasons, personal reasons, pregnancy, jury duty, bereavement, education 

and military duty.  A request for a leave of absence is to be submitted in writing to 

your Principal as far in advance as possible. 
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The Diocese of Monterey provides (A) family care and medical leave for up to 12 

weeks per year in accordance with the California Family Rights Act and the 

federal Family and Medical Leave Act of 1993; (B) pregnancy leave for up to 

four months in accordance with the California Fair Employment and Housing 

Act; (C) disability leave as required to reasonably accommodate employees with a 

qualified disability under the Americans with Disabilities Act ("ADA") or with a 

workplace injury; and (D) leave for other legally required absences as set forth 

below.  Employees having any questions regarding this policy should contact the 

Human Resources Director. 

 

B. FAMILY CARE AND MEDICAL LEAVE: 

1 Eligibility 

To be eligible for family care and medical leave, an employee must (1) have 

worked for the Diocese for at least twelve months prior to the date on which the 

leave is to commence; and (2) have worked at least 1,250 hours in the twelve (12) 

months preceding the leave.   

2 Permissible Uses of Family Care and Medical Leave 

"Family care leave" may be requested for (1) the birth or adoption of an 

employee's child; (2) the placement of a foster child with the employee; or (c) the 

serious health condition of an employee's  dependent child, spouse, or parent.  

"Medical leave" may be requested for an employee's own serious health 

condition.   

3. Substitution of Paid Leave for Family Care and Medical Leave 

The Diocese requires that employees use accrued sick time during the leave of 

absence and recommends that vacation and paid personal leave be used for all 

family care and medical leaves.  Employees are required to substitute sick leave to 

care for self, child, spouse or employee’s own parents’ serious health condition. 

4. Amount of Leave 

Provided all the conditions of this policy are met, an employee may take a 

maximum of 12 weeks of family care and/or medical leave in a 12-month period 

measured forward from the date the employee's leave commences.  Parents who 

are both employed by the Diocese may take a maximum combined total of 12 

weeks of family care leave in a 12-month period for the birth, adoption, or foster 

care of their child.  The 12 weeks is determined on a “rolling” basis. 

The substitution of paid leave for family care or medical leave does not extend the 

total duration of family care and medical leave to which an employee is entitled to 

beyond 12 weeks in a 12-month period.  (For example, if an employee has 

accrued four weeks of unused paid sick time at the time of the request for family 

care or medical leave, that paid sick time will be substituted for the first four 

weeks of family care or medical leave, leaving up to eight additional weeks of 

unpaid leave). 
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Family care leave taken for the birth, adoption, or foster care placement of a child 

generally must be taken in blocks of at least two weeks' duration; however, the 

Diocese will provide employees with family care leave for birth, adoption, or 

foster care placement for less than two weeks' duration on any two (2) occasions. 

Family care leaves for the birth, adoption or foster care placement of a child must 

be concluded within one year of the birth, adoption or placement. 

Family care or medical leave for the employee's own serious health condition, or 

for the serious health condition of the employee's spouse, parent, or child, may be 

taken intermittently or on a reduced schedule where medically necessary.  If leave 

is taken intermittently or on a reduced schedule, the Diocese retains the discretion 

to transfer the employee temporarily to an alternative position with equivalent pay 

and benefits which better accommodates the employee's leave schedule. 

5. Leave's Effect on Pay 

Except to the extent that other paid leave is substituted for family care or medical 

leave, family care and medical leave are unpaid. 

6. Leave's Effect on Benefits 

During an employee's family care or medical leave, for up to a maximum of 12 

weeks in a 12-month period, the Diocese shall continue to pay for the employee's 

participation in the group health plan to the same extent and under the same terms 

and conditions as would apply had the employee not taken leave. 

If the employee fails to return from the leave for a reason other than the 

recurrence or continuation of the health condition that brought about the leave or 

other circumstances beyond the employee's control, the Diocese may recover any 

health premiums paid by the Diocese on the employee's behalf during any unpaid 

periods of the leave. 

Employees on family care and medical leave will not accrue sick and vacation 

benefits during the leave. 

ANY EMPLOYEE WHO IS AWAY FROM WORK FOR ANY REASON FOR A 

PERIOD OF SIX (6) MONTHS WILL BE REMOVED FROM THE HEALTH 

CARE PLAN.  IF THIS OCCURS, YOU WILL BE ELIGIBLE TO CONTINUE 

YOUR HEALTHCARE THROUGH PARTICIPATION IN THE COBRA PLAN. 

7. Procedure for Requesting Family Care and Medical Leave 

a. Notice Requirements. 

Employees should notify their Principal of their request for family care or 

medical leave as soon as they are aware of the need for such leave.  For 

foreseeable events, if possible, the employee must provide 30 calendar 

days' advance notice to his/her Principal of the need for family care or 

medical leave.  For events that are unforeseeable 30 days in advance, but 

are not emergencies, the employee must notify his/her Principal as soon as 

he or she learns of the need for the leave, ordinarily no later than 1 to 2 

working days after the employee learns of the need for the leave.  If the 

leave is requested in connection with a planned, non-emergency medical 
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treatment, the employee may be requested to reschedule the treatment so 

as to minimize disruption of Diocesan school business. 

If an employee fails to provide the requisite 30-day advance notice for 

foreseeable events without any reasonable excuse for the delay, the 

Diocese reserves the right to delay the taking of the leave until at least 30 

days after the date the employee provides notice of the need for family 

care or medical leave. 

All requests for family care or medical leave should include the 

anticipated date(s) and duration of the leave.  Any requests for extensions 

of a family care or medical leave must be received at least five (5) 

working days before the date on which the employee was originally 

scheduled to return to work and must include the revised anticipated 

date(s) and duration of the family care or medical leave. 

b. Medical Certification. 

Any request for medical leave for an employee's own serious health 

condition or for family care leave to care for a child, spouse, or parent 

with a serious health condition must be supported by medical certification 

from a health care provider.  For foreseeable leaves, an employee must 

provide the required medical certification before the leave begins.  When 

this is not possible, the employee must provide the required certification 

within 15 calendar days after the Diocese’s request for certification, unless 

it is not practicable under the circumstances to do so, despite the 

employee’s good faith efforts.  Failure to provide the required medical 

certification may result in the denial of foreseeable leaves until such 

certification is provided.  In the case of unforeseeable leaves, failure to 

provide the required medical certification within 15 days of being 

requested to do so may result in a denial of the employee's continued 

leave.  Any request for an extension of the leave also must be supported 

by an updated medical certification. 

The medical certification for a child, spouse, or parent with a serious 

health condition shall include (a) the date on which the serious health 

condition commenced; (b) the probable duration of the condition; (c) the 

health care provider's estimate of the amount of time needed for family 

care; (d) the health care provider's assurance that the health care condition 

warrants the participation of the employee to provide family care; and (e) 

in the case of intermittent or reduced schedule leave where medically 

necessary, the probable duration of such a schedule. 

The medical certification for leave for the employee's own serious health 

condition shall include (a) the date on which the serious health condition 

commenced; (b) the probable duration of the condition; (c) a statement 

that, due to the serious health condition, the employee is unable to perform 

the functions of his or her position; and (d) in the case of intermittent leave 

or reduced schedule leave where medically necessary, the probable 

duration of such a schedule.  If the Diocese has reason to doubt the 

validity of the certification provided by the employee, the Diocese may 
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require the employee to obtain a second opinion from a doctor of the 

Diocese’s  choosing at the Diocese’s  expense.  If the employee's health 

care provider and the doctor providing the second opinion do not agree, 

the Diocese may require a third opinion, also at the Diocese’s expense, 

performed by a mutually agreeable doctor who will make a final 

determination.  Before the employee may return to work, the Diocese may 

require the employee to provide medical certification that he or she is able 

to return to work. 

8. Leave's Effect on Reinstatement 

Employees returning from family care or medical leave are entitled to 

reinstatement to the same or comparable position consistent with applicable 

law.  The Diocese retains the right to deny reinstatement to employees who 

are among the highest paid ten percent (10%) of the Diocese employees and 

whose reinstatement would cause substantial and grievous economic injury to 

the Diocese's operations. 

 

C. PREGNANCY-RELATED DISABILITY RIGHTS: 

The Diocese strives to treat all employees with disabilities the same.  Under 

California law, however, there are special rules governing medical leaves because of 

pregnancy.  This section is intended to inform you of the special rules that apply to 

pregnancy disability leaves in addition to what is described above regarding family 

medical leave in general.   

1. Leaves of Absence and Transfers 

Any employee who is disabled because of pregnancy, childbirth, or related 

conditions may take a pregnancy-related disability leave for the period of 

actual disability of up to four months.  Leave because of pregnancy related 

conditions may run concurrently with family medical leave or be in addition 

to family medical leave outlined above in Section II of this policy (Family 

Care and Medical Leaves).  If you have any questions concerning the amount 

of leave available to you under these policies, contact Human Resources.  

Pregnancy-related disability leaves may be taken intermittently, or on a 

reduced-hours schedule, as medically necessary. 

Moreover, an employee is entitled to a reasonable accommodation for 

pregnancy, childbirth, or related medical conditions if she so requests and 

provides the Diocese with medical certification from her healthcare provider.  

In addition to other forms of reasonable accommodation, a pregnant employee 

is entitled to transfer temporarily to a less strenuous or hazardous position or 

to less hazardous or strenuous duties if she so requests.  The transfer request 

must be supported by proper medical certification, and if the transfer can be 

reasonably accommodated. 

2. Using Paid Leave Time During Pregnancy-Related Leave 

An employee taking pregnancy-related disability leave must substitute any 

available sick pay for her leave and may, at her option, substitute any accrued 
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vacation time for her leave.  The use of paid leave for pregnancy-related 

disability leave does not extend the total duration of the leave to which an 

employee is entitled. 

3. Other Terms and Conditions of Leave 

The provisions of the Diocese of Monterey’s Family Care and Medical Leave 

policy regarding the leave's effect on pay (Section II(E)), notice requirements 

(Section II(G)(1)), medical certification requirements (Section II(G)(2)); and 

reinstatement (Section II(H)) also apply to all pregnancy-related disability 

leaves.  However, for pregnancy-related disabilities, there is no process for 

obtaining more than one medical opinion, and there is no reinstatement 

exception for key employees.  For the purpose of applying those provisions, 

an employee's pregnancy-related disability is considered to be a serious health 

condition. 

 

D. DISABILITY DUE TO INJURY ON THE JOB: 

 

For more information on job related injuries please see the Injury on the 

Job section of these guidelines. 

E. OTHER DISABILITY LEAVES: 

 

In addition to medical or pregnancy-related disability leaves described in 

Section C. above, employees may take a temporary disability leave of 

absence if necessary to reasonably accommodate a workplace injury or an 

ADA-qualified disability.  Any disability leave under this section may run 

concurrently with any medical leave to which the employee is entitled 

under Section C. of this policy.  Disability leaves under this section will be 

unpaid.  However, the employee is permitted to use sick or vacation time.  

Employees taking disability leave must comply with the Family Care and 

Medical Leave provisions regarding substitution of paid leaves.  For the 

purpose of applying these provisions, a disability leave will be considered 

to be a medical leave. 

If a disability leave under this section extends beyond 12 weeks in a 12-

month period, the employee will not be entitled to any continued employer 

paid contributions towards any employee benefit plan.  With the exception 

of health insurance an employee, however, may elect to continue 

participating in such benefit plans, at the employee's own expense, to the 

extent permitted by such plans. 

The duration of a leave under this section shall be consistent with 

applicable law, but in no event shall the leave extend past the date on 

which an employee becomes capable of performing the essential functions 

of his or her position, with or without reasonable accommodation.  For a 

full explanation of leave duration and reinstatement rights, employees 

should contact the Department of Human Resources. 
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F. COMPASSIONATE/BEREAVEMENT LEAVE: 

In the event of the death of a member of an employee’s immediate family 

(parent, stepparent, sibling, spouse, child, stepchild, grandparent or 

grandchild), an employee is granted a leave with pay of up to five (5) working 

days.  In the event of the death of an in-law, aunt or uncle, niece or nephew, 

an employee is granted one (1) day of leave with pay.  When attending a 

funeral or burial for a family member which takes place further than 150 miles 

from an employee’s residence, an additional one (1) day leave with pay is 

granted. 

 

G. GENERAL LEAVES OF ABSENCE: 

At the request of the employee or at the direction of the Principal, leaves 

without pay (based upon individual situations) are occasionally granted at the 

sole discretion of the Principal in consultation with the Pastor (if applicable) 

and the Superintendent. 

 

A personal leave requested by the employee shall be submitted to the 

Principal in writing.  Any personal leave request shall not be granted without 

the approval of the Principal and Superintendent. 

 

During this type of leave, the employee does not continue to accrue any 

benefits and the time away from work is not counted as time worked for the 

purposes of pension eligibility.  The employee is not guaranteed 

reinstatement. 

 

H. MILITARY LEAVE: 

The School provides leaves of absence without pay for employees who 

regularly work 30 hours a week or more and who enter military service for 

active duty.  For all employees (except temporary) fulfilling a six-year 

Reserve obligation, the School pays the difference between the military base 

pay and the employee’s base pay for two weeks per year. 

 

I. JURY DUTY LEAVE: 

The Diocese considers participation in the judicial system a civic 

responsibility and encourages employees to perform jury duty when called.  

Temporary employees are not eligible to be paid while on jury duty; however 

all other employees who regularly work 20 hours or more per week will 

receive full pay for up to ten consecutive work days when performing jury 

duty, but must reimburse the Diocese for any jury duty fees they receive 

during that time.  To receive jury duty pay an employee must submit the 

Certification of Jury Duty form to the School.  Employees are responsible for 

notifying their supervisor of work availability when not actually serving on a 
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jury and reporting to work whenever the available work time exceeds two 

hours. 

 

J. TIME OFF FOR VOTING: 

The Diocese adheres to Section 14350 of the California Election Code which 

provides: 

 

If a worker does not have sufficient time outside of working hours to vote at a 

state-wide election, the voter may, without loss of pay, take off enough 

working time which when added to the voting time available outside of 

working hours will enable the voter to vote.  However, since the polls are 

open from 7:00 a.m. to 8:00 p.m., this leave will rarely be granted as it should 

not be necessary to leave work to vote. 

 

If the employee must leave work to vote, the employee may take off up to two 

hours for voting without loss of pay.  The time off for voting shall be only at 

the beginning or end of the regular working shift, whichever allows the most 

free time for voting and the least time off from the regular working shift, 

unless otherwise mutually agreed. 

 

If the employee on the third working day prior to the day of election, knows or 

has reason to believe that time off will be necessary to be able to vote on 

election day, the employee shall give the employer at least two working days’ 

notice that time off for voting is desired, in accordance with the provisions of 

this section. 

 

K. PARENTS’ LEAVE FOR CHILDREN IN SCHOOL: 

The State of California requires employers to allow employees time off from 

work each year to visit their children’s school, or to attend a school 

conference regarding a child’s suspension from school. 

4. School Attendance Leave 

An employee who is the parent or guardian of a child in kindergarten 

through twelfth grade, inclusive, or licensed child day care, may take up to 

forty (40) hours each school year, per child, to visit the school.  However, 

no employee may take more than eight (8) hours in a calendar month to 

visit his/her child’s school/licensed child day care center.  Such time off 

will be without pay unless vacation or personal days are used. 

The purpose of school attendance leave is to allow the parent or guardian 

of a child to attend meetings and other events at his or her child’s school 

and to be involved in the child’s education.  An employee does not have to 

attend any particular type of school function in order to be entitled to 

leave. 
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5. School Discipline Leave 

An employee who is the parent or guardian of a child in kindergarten 

through twelfth grade, inclusive, may take time off if he or she is 

requested to meet with the Principal/Director of the school because of 

discipline reasons.  Such time off will be without pay unless vacation or 

personal days are used. 

To be eligible for a school-discipline leave, an employee must be the 

parent or guardian of the child, be actually living with the child, and must 

have received a written notice from the Principal of the school requesting 

his or her attendance at a conference to discuss the child’s suspension 

from school.  Such time off will be without pay unless vacation or 

personal days are used. 

An employee is only granted a right to take school-discipline leave if the 

employee’s attendance has been requested by the Principal/Director.  The 

school-discipline leave is not available to employees who voluntarily 

consult with school administrators regarding a child’s performance in 

School/Center.   

 

VI.  WORK PRACTICES: 

A. ATTENDANCE: 

Good attendance and punctuality are important to your fellow employees and to 

the School.  Thus, it is Diocesan policy to encourage good attendance and 

punctuality.  The Diocese recognizes that sometimes there are legitimate reasons 

for absences or for being late.  However, poor attendance results in services being 

denied or delayed and places undue hardship upon fellow employees.  Therefore, 

frequent or excessive absence or lateness for work, with or without compelling 

reasons, may lead to discipline up to and including dismissal.  To the extent 

permitted by law, an employee's absenteeism and tardiness will be factored into 

decisions regarding advancement and continued employment. 

 

If, on a day that you are scheduled to work, you or someone in your family is sick 

or there is another reason why you cannot be at work that day or you will be late, 

you are to notify your supervisor within the first working hour of the day.  If your 

supervisor is unavailable, you are to notify the appropriate designate.  You are 

expected to explain the reasons for any absence or tardiness and to estimate the 

length of time you expect to be absent from work.  During an absence, you will be 

required to call your supervisor (or designate) every day you are absent unless 

other arrangements are approved by your supervisor.  If the absence is because of 

medical reasons, you may be required to obtain a medical certification form from 

your attending physician and present it to your supervisor. 
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If you fail to report for your normally scheduled assignment and you have not 

“called in,” you may be subject to disciplinary action, up to and including 

dismissal.  If you fail to report for work or notify your supervisor about an 

absence for a period of two (2) working days, the Diocese will assume that you 

have abandoned your job and resigned your position. 

B. CONFIDENTIALITY: 

During the course of employment with the Diocese, you may gain knowledge of 

information which is confidential in nature.  You are not to disclose any 

confidential information, nor use it for personal gain or for purposes detrimental 

to the interest of the Diocese and/or its employees.  Improper disclosure of 

confidential information may lead to disciplinary action, up to and including 

termination. 

 

C. OVERTIME AND COMPENSATORY TIME: 

Employees shall be paid for their hours worked in accordance with all legal 

requirements.   

  

As a matter of policy, overtime work is strongly discouraged.  However, when on 

occasion, it is necessary to work additional hours; it is allowed only on the 

following basis:  all provisions for overtime must be approved in advance by the 

Principal.  While overtime is discouraged, every employee’s timesheet is to be 

completed accurately showing all hours actually worked.  The failure to abide by 

this policy may subject an employee to disciplinary action up to and including 

termination. 

 

Non-exempt employees are compensated for time worked in excess of their 

regular schedule.  This time will be compensated at the employee’s regular rate of 

pay unless you work over eight (8) hours in one day or forty (40) hours in a week.  

Overtime pay is calculated at one and one-half times the employee’s regular rate 

for all hours over eight hours in one workday or over forty hours in one 

workweek.  Overtime is computed on the basis of a non-exempt employee’s total 

hours worked in a workday and workweek.  The Diocese of Monterey’s 

workweek begins on Sunday and ends on Saturday.  Hours paid for days that are 

not worked (holidays, sick days and vacations) do not count as hours worked for 

overtime purposes.  Overtime hours in excess of twelve in one workday are paid 

at double time.  Weekend work does not automatically qualify for compensation 

at an overtime rate of pay.  Hours worked on Saturdays and/or Sundays qualify 

for overtime pay only if they qualify as overtime hours under the standards noted 

above.  

 

Federal and state laws require the Diocese to adhere strictly to certain procedures 

in monitoring overtime.  Therefore, if Principals have any questions they should 

contact the Director of Human Resources before approving overtime. 
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Under Federal law, the Diocese of Monterey and other private employers are not 

permitted to offer compensatory time off (CTO) to non-exempt employees in lieu 

of paying overtime.  Therefore, the Diocese of Monterey is prohibited from 

offering employees CTO in lieu of overtime. California law permits, however, a 

non-exempt employee to use "make-up" time under some circumstances.  See the 

Make-Up Time Policy set forth below. 

 

D. MEAL AND REST PERIODS: 

 

All non-exempt employees are provided a ten (10) minute rest break for every 

four (4) hours worked.  Insofar as practicable, you should endeavor to take a rest 

break in the middle of the first half of your shift and the middle of the second half 

of your shift in accordance with the following schedule: 

 Hours of Work Required Rest Break 

0 to 3.5 hours 0 

3.5 to 6 hours 1 

6 to 10 hours 2 

10 to 14 hours  3 

 

You may deviate from the above schedule at your discretion if you would prefer 

for your own personal reasons.  For example, if you are working an eight hour 

shift and want to take a rest break around the end of the first hour, rather than wait 

until the middle of the first half of your shift, you are free to do so.  However, if 

you wish to take your break during the middle of the first half or second half of 

your shift, but you cannot because of work demands, you should contact your 

supervisor for assistance in covering your duties so you may take a rest break in 

accordance with the above schedule. 

 

In addition, all non-exempt employees are provided a half-hour meal break for 

every five (5) hours worked.   

 

  

Hours of Work Required Meal Break 

By the end of 5th hour worked 30 minutes 

By the end of 10th hour worked 30 minutes 

 

You are free to take your meal break any time within the time frames set forth 

above.  Thus, meal breaks may be taken any time before or during the 5th hour of 

work, but must be taken before the end of the 5th hour.  (For longer shifts, a 

second meal period must be taken before the end of the 10th hour of work.)  For 

example, if you work an eight (8) hour shift that starts at 8:00 a.m., you can take a 
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meal break any time during the first five (5) hours of your shift, so long as you 

take your meal break by 12:59 p.m. 

 

Meal breaks are unpaid, and the actual time taken for a meal break must be 

recorded on an employee's timecard.  Employees on a meal break are free to leave 

the premises and are encouraged to do so.   

 

Missed Breaks 

The Company encourages you to take your authorized rest and meal breaks in 

accordance with this policy in order to remain refreshed and alert.  There may be 

occasions, however, when you elect to skip a rest or meal break for your own 

personal reasons.  There may also be occasions when you have to work through a 

rest or meal break due to unexpected business demands.  If the Company's 

business demands cause you to miss a rest or meal break, you must notify your 

supervisor as soon as possible.  You must also complete a Missed Break Form at 

the end of your workday.  The Company will pay any overtime or premium pay 

required by law if a meal or rest period cannot be taken due to business reasons.  

If you elect to work through a break for your own personal reasons, the time you 

actually work will be paid, but you will not be paid any premium pay for a missed 

break.  If you do not notify your supervisor and complete a Missed Break form, 

we will presume that you have elected not to take a rest or meal break for your 

own personal reasons. 

 

If an employee only works a total of six (6) hours a day, the employee may 

request to waive the meal break, but such request must be submitted in advance 

and in writing. 

 

E. TIME SHEETS: 

Each non-exempt staff member, must accurately record regular and overtime 

hours worked, and vacation (if applicable), sick leave and personal time taken.  

Each time sheet must include the start and end time of each work period, meal 

periods, split shifts (if applicable), total hours worked for each shift, overtime or 

extra hours worked and all vacation, holiday and sick designations.   

 

Exempt employees must complete an administrative time record which records 

their vacation (if applicable), sick and personal time. 

 

All time records are the property of the Diocese.  Accordingly, unauthorized 

alteration, removal, destruction or falsification of time records is strictly 

prohibited.  Employees are prohibited from using or recording information on 

another employee’s timesheet or time record.  Failure to comply with this policy 

will subject the employee to discipline, including but not limited to termination. 
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F. PAY PERIODS: 

You will be paid for work done through the specified payroll cutoff date.  Payday 

is on the 15
th

 and on the last calendar day of the month.  When paydays fall on 

weekends or holidays, pay will be issued on the immediately preceding work day.  

If you are absent on payday, your check(s) will be held for your return unless 

arrangements are made for the check to be mailed.  (As an employee, it is your 

responsibility to keep a current address on file in the School and Finance Office.)  

All payroll checks are accompanied by a statement of current earnings and 

deductions.   

 

Direct deposit is available (see “Automatic Check Deposit Service”).  Contact the 

Finance Office at (831) 373-4346 for further information. 

 

G. DEDUCTIONS: 

Certain compulsory and voluntary deductions are made from your paycheck each 

period and are itemized on the paycheck stub.  The compulsory deductions are 

Federal Income Tax, Social Security, Medicare, State Income Tax and State 

Disability Insurance. 

 

Voluntary deductions are made from your paycheck with your permission.  

Voluntary deductions may include health insurance premiums, life insurance, 

cafeteria plan deductions, 403b deductions or direct deposits to banks, credit 

unions or savings and loan institutions. 

 

H. WAGE GARNISHMENTS: 

By law, when wage garnishments are submitted, the Diocese must withhold funds 

from an employee’s paycheck according to an established formula.  This 

information is to be treated in a confidential manner.  Withholding will cease only 

upon notification from the submitting organization. 

 

I. PERSONAL APPEARANCE: 

Our public image is directly dependent on our staff, individually and collectively.  

People are inclined to judge organizations by the people who represent them.  The 

personal appearance, quality of service and positive attitude of all our employees 

are essential to creating and maintaining a favorable public image. 

 

Attire should be conservative, in good taste and promote a business-like 

professional attitude and image in keeping with your specific job and the fact that 

you represent the Bishop.  The best “rule of thumb” is to dress for the position 

you fill and the people you serve.  In the school setting, blue jeans and athletic 

type shoes are not generally permitted. 
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If you have a piercing on your face other than in the ear, jewelry may not be worn 

in any facial piercing.   

 

Tattoos may not be visible while working.  You may cover tattoos with make-up, 

clothing or a bandage.   

 

J. CELL PHONES: 

Cell phones may not be used during school hours when students are present 

except in an emergency situation or with the Principal’s permission.  

 

K. COMMUNICATION DEVICES AND SOCIAL MEDIA: 

1. E-MAIL, INTERNET AND COMPUTER SYSTEMS 

 

Employee privacy does not extend to the employee’s work-related conduct or 

to the use of Diocesan-provided equipment or supplies.  The Diocese reserves 

the right to review employees’ email and computer system in its sole 

discretion. 

 

It is the responsibility of all diocesan employees who have use of e-mail, 

internet and/or computer systems to read and acknowledge they have read and 

understand the “Diocesan Policy Regarding Access To and the Use of 

Diocesan Data and Computer Hardware/Software and the Use of the Internet 

and E-mail By Diocesan Employees, Clergy, Religious and Seminarians” by 

signing the acknowledgement at the end of the guidelines.  Please contact 

your Principal or the Department of Human Resources if you need a copy of 

the guidelines. 

 

Diocesan e-mail and the internet must be available during work hours to 

communicate with the public and to conduct Diocesan business.  Therefore, 

employees are given access to the Diocese's e-mail system and internet 

connection for business purposes.  The Diocese, however, retains the right and 

the ability to access any of its computers and any information temporarily or 

permanently stored or transmitted by its computers, and will from time to time 

monitor computer usage in order to ensure compliance with this policy.  

Employees should not store, receive or transmit any information on a Diocese 

computer or consider the Diocese computers or information stored thereon to 

be private even if an access password is assigned to an employee.  Any 

employee who uses the Diocese's computers for improper purposes will be 

subject to discipline, up to and including termination.  Improper purposes 

shall include but not be limited to accessing pornography, making derogatory 

or harassing communications, engaging in or facilitating activities that 

constitute a tort or violate the rights of the Diocese, a co-worker, a supervisor 

or any other person or entity.   
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2. SOCIAL MEDIA: 

 

a. Personal Websites, Social Media, email accounts  and similar modes 

of social interaction: 

Access:  The Diocese permits an employee to use diocesan computers to 

access personal websites and social networks during breaks and lunch periods. 

If such access becomes a disruption to the School, the principal may, in 

his/her sole discretion, further limit or eliminate permission to access personal 

website, email accounts and social media sites.   

 

Content:  Nonetheless, employees utilizing social media sites must be careful 

to communicate as one whose employment associates him/her with the Roman 

Catholic Church.  Whether using diocesan computer resources or otherwise, 

employees must adhere to the following rules regarding use of these media: 

1. Any social media site or mode of communication may not be accessible by 

a student in any way associated with your School or parish.  You may not 

allow a minor associated with your School or parish to be your “friend” on 

a social media website or to otherwise associate him/herself with your 

social media page (there may be an exception if the relationship with the 

minor is primarily a family or non-school relationship – see the Safe 

Environment Program for details).  To allow this relationship is a violation 

of the Code of Conduct contained in the Safe Environment Policy and may 

subject you to disciplinary action up to and including termination of your 

employment. 

2. You may not reveal information that is confidential or proprietary to the 

School or the Diocese. 

3. Your social media presence must not violate the Diocese’s Philosophy or 

Code of Conduct listed above.  If your social media presence is at odds 

with the Philosophy and/or Code of Content, you may be subject to 

discipline up to and including termination of your employment. 

 

b. School-related Social Media: 

 

Access:  A School, teacher or class may have a social media presence on 

the world wide web, but such access must be monitored by the Principal.  

Diocesan-policy requires that the website be monitored by two people 

(staff or volunteers) and that the Principal have the password to gain 

access to the page.  It is a best practice that the information used to 

establish the account is that of the principal. 

 

Content.  The content of any such site must, at all times, reflect the 

professional character of the website and must not be confused with any 

personal website.  Only School-related information may be contained on it 

and it must be monitored to ensure that no unauthorized or inappropriate 

postings are made to the account.   
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1.  The site must not reveal personal information about a student that 

would put that student at risk.   

2.  The site must adhere to the Diocese’s policies regarding photograph 

releases from parents for students. 

3.  The site must not reveal any confidential or proprietary information 

about the School or the Diocese.  

 

3. OPEN DESK POLICY: 

 

It is necessary for the School to have access to all possible storage spaces at all 

times.  These storage spaces include file cabinets, desks, credenzas and any other 

office areas.  Employees are on notice that there is no right to privacy in their 

files, desks, credenzas and any other office areas.  You should not keep personal 

or private items in these areas. 

 

Any use of a School owned computer or other device to access personal social 

media websites, email accounts and similar modes of communication may be 

viewed at any time by the School. 

 

L. SUPERVISION/EVALUATION: 

All personnel may be evaluated by the Principal annually.  The evaluation process 

may include consultation, observation and documentation pursuant to Diocesan 

Department of Catholic Schools procedures. 

The supervision and evaluation of personnel is a major responsibility of the 

Principal/Director.  The essential purposes of supervision and evaluation are to 

assist the employee in his/her professional growth and to provide a record of 

successful experiences.  The format for evaluation may vary but it will generally 

contain the essential components of ongoing dialogue with the employee, a 

number of observations with follow up activities that include discussion, goal 

setting and final yearly evaluation.   

 

M. PERSONNEL RECORDS: 

Both State and Federal laws require employers to keep current and accurate 

personnel records. Personnel files will be maintained for each employee at the 

employee’s respective school.  Files are maintained in a confidential manner and 

are subject to review only by the individual employee, his or her Principal, the 

Principal’s superiors, and as required by law.   

Employees are welcome to review the materials in their files at reasonable 

intervals and within a reasonable time following a written request to the Principal 

or the Director of Human Resources at the Pastoral office.  The principal or 

his/her designee or the Director of Human Resources or his/her designee may 

monitor the review.   
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N. REFERENCES: 

It is the policy of the Diocese of Monterey that responses to outside requests for 

employee information include only the name, employment dates, position, title, 

and whether the employee is eligible for rehire unless otherwise required by law.  

Employees wishing other information released for the purposes of securing loans, 

proceeding with business transactions or securing employment must submit 

written authorization for the release of information to the Director of Human 

Resources.  All requests for reference or credit checks, employment and salary 

histories, home addresses and telephone numbers, locations of employees not at 

work, or any other confidential matters must be referred to the Director of Human 

Resources.  Accordingly, if any employee or representative of the Diocese is 

asked for information of any kind, such as a job reference, regarding a current or 

former employee, the individual seeking the information should be directed 

immediately to the Director of Human Resources, without any “on or off the 

record" statement.  Any violation of this policy may result in disciplinary action 

up to and including termination. 

 

Employees are responsible for informing the Finance Office of any changes in 

name, address, or telephone number. Written requests for information from the 

Social Security Administration, Employment Development Department, District 

Attorney Family Support Division and agents who administer Unemployment 

Compensation as well as legal subpoenas may be answered without the written 

permission of the employee.  Principal should contact the Director of Human 

Resources upon receipt of these requests. 

 

O. SAFETY AND HEALTH: 

The safety and health of all employees are of vital concern to the School and 

Diocese.  You are not required to work at jobs known to be unsafe, unhealthy or 

possibly hazardous.  You are expected to share the responsibility for a safe, secure 

and healthy working and learning environment.  Accordingly, if you suspect, 

know of or become aware of any unsafe or hazardous equipment, conditions, or 

acts, you are required to notify your Principal promptly so that steps can be taken 

to correct the situation. 

 

P. SMOKE FREE SCHOOLS: 

The Catholic Schools of the Diocese of Monterey are dedicated to providing a 

healthful, smoke-free environment for the total School community.  Therefore, 

smoking within buildings or on the grounds of the Catholic Schools of the 

Diocese of Monterey is strictly prohibited.  Employees who violate this policy 

may be subject to disciplinary action, up to and including dismissal. 
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Furthermore, this policy is extended to include volunteers, parents, contractors, 

visitors, and all others who enter the School, regardless of whether they are on the 

premises for the purposes of the School, parish, any lessee or outside 

organization, etc. 

 

Q. INJURY ON THE JOB: 

Employees who sustain an on-the-job injury or illness may be entitled to benefits 

under the State of California’s Workers’ Compensation Laws.  The Human 

Resources Department can assist employees in securing additional information 

about Workers’ Compensation benefits or information from the insurance carrier. 

If you suffer an on-the-job injury or illness, you must immediately report the 

injury or illness and its cause to your principal, even if the injury does not appear 

to be serious or require immediate medical treatment.   

If the injury results in time off work, you may be required to present a release to 

your principal signed by a physician verifying your ability to return to work.  The 

Diocese reserves the right to prohibit an employee from returning to work until a 

full medical release without limitations is provided and to require an employee to 

submit to an examination by a physician of the Diocese’s choice to verify an 

employee’s ability to return to work. 

Additionally, if the injury results in the employee needing time off for continuing 

doctor appointments and treatments, the Diocese may require that the employee 

use any accrued sick leave hours to cover such appointments. 

Please refer to the Leave of Absence section in these guidelines for how other 

benefits may be affected. 

 

R. SUBSTANCE/ALCOHOL ABUSE: 

The Diocese of Monterey absolutely prohibits any use, sale, purchase, transfer, or 

possession of any illegal or non-prescribed drug (including drugs prescribed to 

someone other than the employee) by its employees at any time.  In addition, it 

strictly prohibits employees from being under the influence of alcohol and/or any 

drug while on duty or performing Diocesan business, including driving Diocesan 

owned or leased vehicles or equipment.  Legally prescribed medications are only 

excluded from this rule to the extent that the use of such medications does not 

adversely affect the employee’s work ability, job performance, or safety of that 

individual or others. 

The Diocese of Monterey recognizes the importance of maintaining a drug and 

alcohol-free work place.  Being under the influence of any drug and/or alcoholic 

beverage on the job poses serious risks for employee health and safety and for the 

health and safety of other employees or visitors with whom the employee comes 

in contact.  Any employee under the influence of any drug and/or alcohol will be 

subject to disciplinary action up to and including immediate termination. 
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S. WORKPLACE PROTECTION: 

The Diocese of Monterey recognizes the importance of maintaining a safe 

workplace with employees who are nonviolent and do not present a risk of serious 

harm to their co-employees or others.  The Diocese is committed to providing a 

safe and healthful place of employment.  Therefore, acts of violence, including 

but not limited to physical attacks, harassment, threats and verbal abuse shall not 

be tolerated.  Employees who engage in such behavior shall be subject to 

disciplinary action up to and including immediate termination. 

 

The following types of incidents must be communicated immediately to either 

your principal or Human Resources Department.  If the incident is reported to a 

principal, the principal is responsible for reporting the incident to the Human 

Resources Department: 

  

• Threats to persons or facilities.  ACTUAL THREAT TO LIFE IS TO BE 

IMMEDIATELY REPORTED USING THE “911” TELEPHONE 

EMERGENCY SYSTEM. 

 

• Incidents of potentially threatening, harmful or criminal behavior of co-

employees, supervisors, customers, clients or visitors that may negatively affect 

the safety, security, productivity or financial interests of the Diocese, its 

employees or its workplace. 

 

• Loss, theft, or vandalism of personal or Diocesan property. 

  

• Loiterers or trespassers on Diocesan property. 

 

• Accidents on Diocesan property involving employees and/or non-

employees. 

 

• Fire, explosions, electrical power blackouts or similar situations involving 

adjoining properties which may represent an immediate threat to Diocesan 

employees and/or property. 

 

For purposes of furthering the concerns and interests of a safe workplace, before 

hiring an individual, the Diocese reserves the right to investigate the individual’s 

prior employment history, personal references and educational background, as 

well as other relevant information that is reasonably available to the Diocese. 

 

The Diocese requires employees to report all incidents of workplace violence.  

You should immediately report the facts of the incident to the Principal, or, in the 

alternative, to the Director of Human Resources so that appropriate action can be 

taken.  The report or complaint should include the details of the incident or 

incidents, the names of the individuals involved, and the names of any witnesses.  

Principals should refer all such complaints to the Director of Human Resources.  

The Diocese will undertake a prompt investigation of the allegations and after the 
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investigation is completed, a determination regarding the allegations will be 

made. 

 

Where behavior or other relevant circumstances raise legitimate questions 

concerning potential threat to the safety of co-employees or others, the Diocese 

may find it necessary to investigate a current employee’s behavior.  Employees 

subject to such investigations are required to cooperate reasonably with the 

Diocese’s lawful efforts to obtain relevant information and may be disciplined up 

to and including termination for failure to do so. 

 

T. TRANSFER WITHIN THE DIOCESE: 

Any employee in good standing wishing to transfer from one institution to another 

may do so upon the recommendation and approval of the existing Principal and a 

bona fide offer of employment from the new diocesan employer. 

 

Individuals who transfer from one diocesan location to another retain their years 

of service for purposes of vacation and sick leave accrual.  Any accrued but 

unused vacation will be paid to the employee by the original location at the time 

of separation.  Accrued but unused sick time may be carried with the employee to 

the new location. 

 

U. DISCIPLINE/DISMISSAL: 

As the At-Will Policy above states, your employment may be terminated at the 

will of either you (the employee) or the Diocese (the employer) at any time with 

or without reason.  No one other than the Bishop of the Diocese of Monterey has 

the authority to make any oral or written representations inconsistent with this 

policy. 

In most instances, the Diocese will terminate an employee only after the 

employee has received an oral or written warning from the Principal and has been 

given an opportunity to improve performance or conduct which in the Diocese’s 

judgment has been unsatisfactory.  

If a problem continues after informal counseling or if the nature of the problem is 

severe, the Principal may prepare a written memorandum specifying the problem, 

performance or conduct and the necessary measures to correct it, if possible.  A 

copy of the memorandum should be placed in the employee’s personnel file. 

There are occasions, however, where the Diocese may terminate an employee 

without prior warning.  Examples of acts that may lead to immediate termination 

include but are not limited to the following:  

• Unsatisfactory work performance; 

• Having unexcused or excessive absences, including but not limited to: 

1) Absence from work for one (1) day without notice to the Principal 

or designee. 
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2) Absence from work for one (1) day without a doctor’s note 

verifying the medical reason for the absence if requested by the employer. 

3) Failure to return to work upon expiration of a leave of absence. 

4) Absence without notice or failure to return to work upon expiration 

of a leave of absence will be deemed a voluntary resignation on the part of 

the employee. 

• Habitual or excessive tardiness;  

• Conduct contrary to the religious or professional character of Diocesan 

offices (including but not limited to accepting bribes for services rendered, failure 

to respect confidentiality, falsification of records, or misrepresentation); 

• Flagrant misconduct (such as embezzlement, fraud, theft, sexual 

misconduct, working under the impairment of intoxicants or illegal drugs); 

• Criminal conduct; 

• Engaging in insubordination, including refusal to perform work requested 

by a supervisor; 

• Using unprofessional or abusive or threatening language toward fellow 

employees, guests, supervisors or other individuals related to your employment; 

• Violence towards, threats to or harassment of a co-employee or others; 

• Convictions of certain crimes, which are an automatic bar to working with 

children and young people as stated in the criminal background check policy.  

 

The Diocese expressly reserves the right and has sole discretion to determine 

employee performance and related conduct which warrants immediate termination 

without resort to the written or verbal counseling procedures set forth above. 

Progressive discipline is illustrative only and does not change the at will status of 

your employment. 

 

V. GRIEVANCE PROCEDURE: 

These Personnel Guidelines are intended to promote fair treatment of all 

employees.  In the event that a difficulty cannot be resolved to the mutual 

satisfaction of an employee and supervisor, a procedure for resolution of the 

grievance may be initiated.  The purpose of this process is to promote timely, 

orderly resolution of any work-related problem. 

 

If you believe that an employment action taken against you violates the law or 

Diocesan personnel policies or procedures, you are required to make these views 

known to the Principal.  If the problem cannot be resolved to your satisfaction and 

that of the Principal, the dissatisfied party should forward written statements to 

the Director of Human Resources.  The Director of Human Resources will 

investigate the matter and inform/advise the Bishop or his designate.  The Bishop 
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or his designate or the Director of Human Resources will then decide the matter 

and inform the employee and the Principal of the decision. 

 

If the grievance involves the Director of Human Resources, your written 

statements should be forwarded to the Bishop, who may discuss the matter with 

the employee and any other appropriate persons.  The Bishop or his designate will 

then decide the matter and inform you of his decision. 

 

W. PUBLIC STATEMENTS: 

All staff members of the Diocese should realize the danger of confusing personal 

viewpoints with an official position of the Parish or Diocese.  Only those persons 

with direct authorization of the Bishop may speak on behalf of the Parish or 

Diocese.  Accordingly, staff members are not to speak to the press without first 

contacting the Director of Communications. 

 

VII. CONCLUSION: 

We are pleased to have you with us and hope you enjoy your position with the 

Department of Catholic Schools for the Diocese of Monterey.  The information 

provided in these guidelines is a brief explanation of the policies and benefits 

provided for school employees. 

 

Your questions or comments concerning any policy, benefit, rule or regulation in this 

manual, are to be referred to your immediate supervisor, the Principal/Director, the 

Pastor, the Superintendent or the Director of Human Resources at the Pastoral Office. 



 

These Personnel Guidelines do not create an expressed or implied contract of employment or a promise of continued employment.                   2013 

38 

 

 

ACKNOWLEDGMENT OF RECEIPT OF THE 

SCHOOL PERSONNEL GUIDELINES 

 

 

I have received a copy of the Diocese of Monterey School Personnel Guidelines specifying 

policies, practices and regulations.  

 

I have read, understand and agree to follow the Personnel Guidelines during my employment 

with the School.  I have had the opportunity to ask questions about the Guidelines. 

 

I understand and agree that the Personnel Guidelines do not create an expressed or implied 

agreement of employment or a promise of continued employment.  I further understand that the 

Diocese does not recognize actual or assumed tenure. 

 

I understand and agree that my employment is terminable at my will or that of the school.  There 

is no promise that employment will continue for any specific period of time.  Nor is there any 

promise that my employment will be terminated only under particular circumstances. 

 

No one, except the Bishop and the Superintendent of Schools has authority to make any written 

representations inconsistent with the policies, practices and regulations contained in these 

Guidelines.  It is understood there will be no verbal representations made that contradict or 

substitute for the provisions included in these Guidelines.  The statements in these Guidelines 

supersede all former guidelines and policies, as well as all written and oral representations that 

are in any way inconsistent with them. 

 

Dated:  ____________________ 

 

      _____________________________ 

(Signature of Employee) 

 

 

      __________________________________ 

       (Employee’s Name Printed) 
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