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MISSION STATEMENT
Bishop Brady is a Roman Catholic, college preparatory, coeducational high school, founded upon values of
Faith, Learning and Service.
In partnership with families and the greater
community, Bishop Brady instills a desire in
students to engage in service to others and
challenges them to rise above the expected in the
pursuit of excellence.

VISION
Bishop Brady High School was established in 1963 and is conducted under the
auspices of the Diocese of Manchester. The teachings of Jesus Christ serve as a
foundation and model for policies, programs and relationships at Bishop Brady High
School. Although the majority of students are Roman Catholic, students of all religious
backgrounds are welcomed and challenged to reflect on Gospel values in order to
assess their own lives and the world in which they live. Bishop Brady High School holds
high expectations for students, faculty and administrators, all of whom strive to develop
an environment which fosters the growth of the whole person through quality
interpersonal relationships.
Bishop Brady is a center for the pursuit of excellence and for the development of the
total person. It is a caring community, where each person is invited to build quality
interpersonal relationships and to exert a positive influence on the climate of the school.
It is a Catholic school where students learn in a nurturing, creative atmosphere; where
educators teach in a dedicated, professional manner; where administrators know that
caring is as important to the heart as knowledge is to the mind.
As a Catholic school and a caring community, we are committed:


To introduce and reinforce Christian values by providing intellectual instruction and
opportunities for religious experiences



To offer programs which stimulate intellectual, creative, emotional, spiritual, and
physical growth in each individual



To offer students college preparatory courses in a safe and supportive school environment



To encourage students to develop a healthy respect for self, school, family, and society
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Bishop Brady High School
Catholic Philosophy of Education
Bishop Brady High School is a diocesan Catholic secondary school that nurtures students by
engaging them in a rigorous academic program, encouraging them to deepen their faith, and
inviting them to extend their commitment to serving others. As a Catholic school, we are rooted
in the love of Jesus Christ, God's gift of grace to the world. We are called to care for each other,
to be responsible to and for our community, to be respectful, and to seek the truth
courageously. Students, faculty, parents and alumni all agree to these principles as the pillars
for our learning community.
1. Care
Above all else, Bishop Brady High School is a caring and nurturing Christian community. We
promote the dignity of the whole person—body, mind and soul. Our high standards reflect that
all students and community members are called to grow beyond their present limits; we are
called to excellence in all that we do. Participation in the Brady experience is a journey toward
making the right decisions and growing closer to God.
2. Responsibility
All members of our community are responsible to live with integrity, to care for their neighbor
and to promote the common good. We call on each other to engage with the community, to find
God in everything that is around us, and to help transform the world.
3. Respect
We are called to respect ourselves and our community both at and beyond Bishop Brady High
School. We are particularly committed to instilling a sense of accountability to those who are
the least in society: the poor, the weak, and the disenfranchised. Our faith-filled environment
nurtures social consciousness and prepares students to become responsible global citizens
capable of changing the world.
4. Truth
We are called to seek truth courageously. Our academic curriculum is infused with occasion for
active engagement in real world experiences to stimulate and shape critical thinking and
positive action. Truth is also gained through personal reflection and collaboration with others.
Our teaching and learning encourages individual passions and creates opportunities for
deepening our understanding of ourselves, our peers, the world, and God.
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Vision of a Bishop Brady Graduate at Graduation
Students at Bishop Brady are immersed in a community that cultivates individual growth in faith, learning
and service. This growth starts in an environment that nurtures talents and supports struggle. Growth is also shown
in each Brady student's pursuit of excellence in the classroom, on the athletic field, and in his or her faith and family.
The vision of the Bishop Brady Graduate at Graduation identifies the specific skills and habits of mind our
community fosters in our students. These are not skills to measure but rather habits and virtues that students will
deepen throughout their lives. Upon graduation, young men and women receiving diplomas from Bishop Brady
High School will have demonstrated personal GROWTH through Deepening Faith, Engagement in Learning,
and Commitment to Service.

Deepening Faith— A Bishop Brady graduate will experience growth in his or her faith and will be able to








integrate Gospel values into the decision making process.
respect the rich ritual traditions of the Catholic Religion.
recognize one's religious faith as a lifelong journey.
celebrate the diversity found in other religions.
recognize that everyone is made in the image and likeness of God.
develop a habit of reflection on experiences.
show a growth in maturity and a willingness to take responsibility for his or her own actions.

Engagement in Learning—A Bishop Brady graduate will experience growth in one's learning and will
be able to
 carefully observe, critically question, intelligently explore and respectfully accept a variety of possibilities.
 analyze and synthesize information and draw meaningful conclusions from various sources.
 communicate effectively through written, oral, technological, and collaborative means.
 be an active, informed and influential citizen.
 demonstrate initiative, adaptability and moral fortitude in the technology driven future.
 be creative, curious and imaginative.
 develop the initiative to seek new challenges, even those that may involve risk or failure.

Commitment to Service—A Bishop Brady graduate will experience growth in his or her service to others
and will be able to
 identify the many needs of local and wider communities.
 live as a person in service to others.
 reflect on the communal nature of humans and the broader demands of community
building.
 engage in social justice issues and the pressing needs of society through acts of charity and justice.
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THE FACULTY AT BRADY
The faculty is a major ingredient in a Brady education. How we approach our duties and
responsibilities coupled with the manner in which we interact with students and each other
significantly determines the climate, mood and tone of the school. To be a member of the
faculty at Brady requires a high level of energy and commitment. The goal of the school to
educate the whole person often requires long hours for both students and teachers. The school’s
ability to be successful will require a commitment from all faculty to undertake their share of the
tasks and responsibilities, and to invest the necessary time both in and out of the classroom.
It is expected that faculty support all rules and policies in the Faculty and Student/Parent
Handbooks as well as administrative requests. If there is evidence that a faculty member is not
supporting policies and requests, the faculty member should expect to have written warnings by
their curriculum facilitator or an Administrator placed in their personnel file. If documented
behaviors go unchanged, the faculty member should expect to be placed on a personal
improvement plan (PIP), place on unpaid leave, dismissed, or non-renewed.

PROFESSIONAL ETHICS
We are role models wherever and whenever we interact with students. We teach more by
what we do and how we do it than by what we say. We will not ask students to do what we
ourselves are unwilling to do. If we expect students to be punctual to class, to dress properly,
to submit assignments on time, to attend assemblies and to care about the physical
appearance of the building and grounds, then we must set the same standard for ourselves.
Mutual support and loyalty are fundamental to a good faculty. Caring for the rights of
others, as well as encouraging and enforcing courteous and respectful behavior throughout our
community, are responsibilities of every staff member.
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RESPONSIBILITIES
STUDENTS/CLASSROOM
Attendance: Teachers are required to keep accurate records for both absences and
tardiness.
Classroom -Teachers must take attendance at the beginning of every class and
submit to the office via the attendance software. If a teacher is in an area where it
is not possible via computer, attendance should be called into the office (Ext. 221)
and then noted manually in the teacher attendance book. The office will call a
classroom if attendance is not submitted. Attendance should also be taken in
advisory and missing students reported to the office.
General school absences can be checked on line. After the 1st period, if a student
is not in class and is not noted online, the teachers must call the main office to
report that student missing. A teacher should not take the word of another student
as where the student in question might be.
Tardiness - Students who are tardy to first period class should not be allowed
into class without a pass from the main office. Classes begin with the bell each
period. Teachers will take attendance at the bell and begin their teaching
immediately. For classes following 1st period, teachers will handle tardiness
discipline on their own. If a student is frequently tardy, the teachers should
inform the Dean of Students.
Note: Teachers will make every effort not to detain students from getting to their
next class. If a student needs time to finish a test, no more than 5
minutes should be given. A plan for additional time can be devised if
needed. If it is necessary to delay a student,the teacher will write a pass
to admit the student to the next class.
Tardiness - Faculty MUST be on time for all classes. Students must never be
left unsupervised in a classroom at any time.
Assessment Scheduling
To avoid student overload and encourage good performance, tests and larger
assessments will be scheduled only on Monday, Thursday or Friday. These must
be planned ahead and also logged on the wall calendar in the faculty room.
Specific policies for various other assessments and testing days are posted on the
wall next to the calendar.
Cheating

(See HONESTY AND THE BBHS Honor Code in the Additions section of
this handbook)

Classes

The learning environment is a top priority at Bishop Brady High School. The
following are expectations of the faculty:
 Teachers should begin class with a short prayer or reflective meditation.
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Teaching will be bell to bell.
Classrooms MUST NOT be left unsupervised at any time. If a teacher needs
to leave the classroom for an emergency, he/she should ask a teacher in an
adjoining room to watch the class or call the office for someone to provide
coverage.
Unless there is a great need, students will not leave the classroom to go to
their lockers, restrooms, etc.
Students need to view class time as important work sessions they cannot
afford to miss and ones for which they come with all necessary materials—
books, pen, pencil paper, homework, etc.
Outdoor classes—Classes may be outside if it is conducive to the lesson. If
teachers are going outside they MUST notify the office.

Classrooms
Each teacher is responsible for the appearance and neatness of classrooms they
use. Room décor including appropriate teaching materials and student work must
be respectful and organized. The classrooms will be left neat and in good order
every day.
 Classrooms should be locked when the room is unoccupied.
 Rooms will be kept orderly and clear of clutter. Desks/tables will be managed
in a manner that allows for easy evacuation if needed.
 Teachers who share rooms will cooperate in the arrangement of furniture.
 Students will not be in any classroom, especially during lunch or study,
without permission and supervision of a teacher.
 Please make students aware that the teacher’s desk is off limits.
Computers
Teachers must adhere to the School Technology Policy. All teachers issued a
school laptop must sign and adhere to the “Laptop Issued Agreement Form”.
Both of these can be found in the Policies section of this handbook. Teachers
must use school technology professionally and appropriately. In conjunction with
“Shield the Vulnerable”, sexually-oriented or morally inappropriate use of email,
web sites, social networks etc. is grounds for dismissal. No software will be
installed or downloaded on any computer without specific permission from the
Technology Coordinator. Computers in the classrooms are to be used only for
school related purposes. The teacher’s computer is also off limits to students
unless specifically monitored by the teacher and only for use on course specific
information.
Computer Labs
The library Media Lab is available to all teachers. Use of this lab must be
arranged in advance using the on-line sign up, “Sign-up Genius”. The classroom
computer lab may be available a few periods a day. Arrangements must be made
with the Technology teacher. Faculty bringing a class to any lab, MUST remain
with the students at all times. A COW (computers on wheels) with ten older mac
computers will be available for classroom use.
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Course Work
BBHS believes that clarity in teaching is key to the success of all students.
Teachers are expected to guide and “frame” student learning as they work toward
mastery. Clarity and Mastery are important fundamentals in planning. BBHS
requires all teachers become familiar with and/or review “Clarity” and “Mastery
Objectives” in the book “The Skillful Teacher” by Saphier, Haley-Speca and
Grower. This book is available to all teachers.
Teachers will review the required books and materials, course expectations and
grading, their policies regarding homework, projects, quizzes and tests at the
beginning of the course. A course syllabus, approved by the Curriculum
Facilitator and containing an outline and expectations, will be made available
on each class Portal page by the first week of classes.
Scope and Sequence/Curriculum Maps: All teachers will have current scope and
sequence/curriculum maps for each course being taught each year. These are to
be revised and updated at the end of each school year, reviewed with other
members of the department and approved by the Curriculum Facilitator. Updated
scope and sequence/curriculum map must be available online to Curriculum
Facilitators and Administration before leaving for the summer so that they are
available for any new teachers. Changes from these sequence/maps during the
school year must be reviewed by the Curriculum Facilitator.
Note: Courses that are taught by more than one teacher (ex: more than one
teacher teaching Honors Algebra 1) must follow the same scope and
sequence/mapping, common assessments, projects, expectations and grading
procedures. If a student’s schedule needs to be changed during the year, that
student will be able to enter another class of the same subject and level with
limited adjustments.
Teachers who are designing new courses, may take that semester or year to
finalize the formal Scope and Sequence as they go. However, a preliminary
outline of the scope and sequence and map will be presented at the beginning of
the course to the Curriculum Facilitator and Assistant Principal of Academics.
RUBRICS provide students with expectations about assessment standards. They
help develop consistency in grading across departments, courses, and instructors.
They are a valuable tool to help show parents what is and is not being
accomplished by their child. All teachers will use a RUBRIC for all projects,
papers and labs. RUBRICS for other activities (ie: class participation, notebooks,
homework assignments, etc.) are highly encouraged by the Administration.
Teachers are encouraged to contribute and share RUBRICS within their
departments as well as with other departments.
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Discipline
The initial responsibility for support and enforcement of the school’s standards
and procedures rests with each member of the faculty. Discipline is the basic
caring for the rights of others. The responsibility of every staff member is to
encourage and enforce the courteous and respectful behavior outlined in the
discipline policies of Bishop Brady High School in the Student/Parent Handbook.
Teachers are expected to handle minor incidents and rule violations at their
discretion. Discipline should be graduated – reminders, teacher detention, parent
notification, office detention, parent conferences. Discipline forms are available
for teachers to document discipline issues. Administrators are available to discuss
problems with teachers and students. Teachers are encouraged to document all
minor disciplinary actions that do not warrant a referral to the Dean of Students.
Homework detentions may be given to students who attend a class without
assigned homework completed. The length of the homework detention is the
decision of the teacher. If the student skips the homework detention, parents and
the office should be notified and further disciplinary action may be taken.
Teachers should contact the parents of any student who fails to do homework
more than once.
Teacher detentions can be given to handle minor infractions of discipline or noncompliance to class rules. Teacher detentions should start at 2:45. The length of
the teacher detention is the decision of the teacher but teachers should give 24
hour notice so students can secure transportation. For more serious or chronic
infractions, the Dean of Students should be notified. Teachers should document
all minor disciplinary actions that are not referred to the Dean of Student.
Central Detention (7:00 – 7:45 or 2:45 - 3:30)
After school detentions are assigned by the Principal, Assistant Principal or Dean
of Students with 24 hour notice.
Removal from a class—If a situation occurs that warrants the removal of a
student from class (possibility of endangering someone, uncontrolled anger,
blatant disrespect, stated intent to disregard classroom rules), teachers will take
these steps:
 Instruct the student to go directly to the Main Office and use the classroom
phone to notify the office (Dial 0)that the student will be arriving.
 If the situation requires an Administrator to go to the classroom, call the Main
Office (Dial 0) and ask for an administrator to come to the room.
 If it is necessary for the teacher to accompany the student to the office, the
teacher will notify the office they are leaving their classroom and request a
teacher in an adjoining classroom to cover the class.
 Any time a student is asked to leave a class, the student must meet with an
Administrator and the teacher must inform the parent and advisor.
 School counselors should be informed of patterns of infractions or lack of
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performance.
Always follow up the situation by filling out a Disciplinary Form. This form
will be given to the Dean of Students as soon as possible.

Note: If the teacher cannot reach the main office, they are to dial an administrator
directly (222 Dean of Students, 227 Assistant Principal, 226 Principal,).
Social Probation is assigned to restrict a student’s involvement in school
activities due to specific misconduct or misbehaviors. This may involve limiting
attendance at field trips or events on or off campus; requiring student to leave
school grounds once the school day ends unless approved to work with a teacher,
and limiting participation in co-curricular activities.
In-School Suspensions involve restrictions on attending classes and may include
removal from open study, removal from a class for one or more days, or removal
from all classes for one or more days.
Out-Of-School Suspensions are given for serious or repeated disciplinary
infractions. Students may not be on Brady property or attend Brady functions
while suspended. A suspended student is responsible for all class material c and
assignments. Arrangements will be made to send work home and collect work
completed. If an out-of-school suspension is more than 2 weeks, private tutoring
may be necessary in order to continue with courses. Note: Faculty are expected
to provide work for suspended students for the duration of their suspension.
Emergencies in Class
In the event a student has an accident while under your supervision, it is essential
that at least the following steps are taken:
 Immediately report any injury to the main office or an administrator.
 Do not move a student who has been injured unless absolutely necessary to
prevent further harm.
 Do what you can to protect the dignity of the victim by removing other
students who are in proximity.
 Unless absolutely necessary, contact with outside Emergency Services should
be done through the main office (Dial 0).
 Only administration will inform parents/guardians of any emergency issues.
 If a student is ill or has a slight injury, and is mobile, the teacher will notify
the office using the classroom phone that the student is being sent to the
office, or is being escorted to the office by another student or by the teacher.
(If ever a teacher has to leave the room, that teacher will notify the office
using the classroom phone and notify the teacher in the next room they are
leaving. A class will never be left unattended.)
 Complete an accident form and submit it to administration by the end of the
day
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Emergency Evacuation
All teachers MUST be up-to-date with emergency procedures and have reviewed
the school “Emergency Action Plan” several times throughout the year. The
Dean of Students will review Emergency Procedures at the beginning of each
school year.
Exams
Exams are given at the end of each semester. January exams are considered
midterm exams for full year courses and final exams for semester courses. June
exams are considered final exams for both year and 2nd semester courses. Exam
schedules will be post. Exams are two hours in length and students must remain
in the testing room for at last 90 minutes. Mid-term/final exams count as a
percentage of each semester grade. (See Grading below)
Food
No food or drink, with the exception of water, should be allowed in the
classrooms. An exception to this rule would be classes that wish to study the
foods and customs of another culture, etc. Note: Faculty room refrigerator is for
faculty and staff only.
Grading
Proper, timely and constructive feedback to students on tests, quizzes, and
projects is important for consistent learning. Quizzes and tests should be
corrected and back to the students within one week. Research papers and projects
should be corrected and back to the students within 2 weeks of due date.
All teachers must use “TeacherPlus Gradebook”, on the Portal, to formally
record grades and print progress reports. Teachers new at using “TeacherPlus
Gradebook” need to start the learning process of this software as soon as possible
at the beginning of the school year. Curriculum Facilitators will train new faculty
members on this software. The Technology Coordinator/Business Manager is
also available for questions. Entering grades and making them available to
students and parents quickly and consistently is key to good communication.
The grading system at Bishop Brady is numerical. Any use of letter grades for a
specific assignment, project or report must be "translated" into comparable
numerical grades for the student.
A 60% final average is the lowest grade a student can receive in order to achieve
credit. Attention should be given to extremely low scores that could
mathematically prevent a student from passing over the course of the year. No
quarter grade below 50 should be given without consultation with the Curriculum
Facilitator and Assistant Principal. A parent meeting should be scheduled for any
student performing at an extremely low level. No student should receive a grade
of over 100% for quarter grades, mid-term and final exams.
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Figuring Semester and Final Course Grades



Sophomore, Juniors and Seniors
 Each academic quarter grade counts for 40 percent of the semester grade.
 Mid-term and final exams are counted as 20 percent of semester grade.
 Grading for a semester course is the average of each quarter (40 percent and
40 percent) and the exam (20 percent)
 The average grade for a full year course is determined by averaging the first
semester and the second semester grades.
Note: Teachers only need to enter daily grades and midterm/final exam grades. Our
school database calculates semester and final averages.

Freshmen
 1st semester mid-term exams for Freshmen count 10%. This policy is to help
ease the Freshmen into the formal exam process.
 Freshmen grading for the 1st semester is 45% quarter 1, 45% quarter 2 and
10% exam.
 2nd semester grading is the same as Sophomore, Junior and Senior above (40%
quarter 3, 40% quarter 4 and 20% exam)
 The average grade for a full year course is determined by averaging the first
semester and the second semester grades.
See Following pages for samples of grading:
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NUMBER GRADE AND LETTER EQUIVILENT

A

Numeric
Grade
100
99
98
97
96
95
94
93
92
91
90

79
78
77
76
75
74
73
72
71
70

Letter
Grade
A+
A+
A+
A+
A
A
A
A
AAA-

Numeric
Grade

C+
C+
C+
C
C
C
C
CCC-
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Letter
Grade

89
88
87
86
85
84
83
82
81
80

B+
B+
B+
B
B
B
B
BBB-

69
68
67
66
65
64
63
62
61
60

D+
D+
D+
D
D
D
D
DDD-

59

F

EXAMPLES OF COL. PREP & HONORS COURSES WITH WEIGHTED SCALE
Example of College Prep Grades

Courses
Theo. 11, Col. Prep
Eng. 11, Col. Prep
Alg. 2, Col. Prep
French 2, Col. Prep
Chem., Col. Prep
US, Col. Pr
AVERAGE

Report
Grade
90
80
85
79
86
84
84*

Letter
Grade
ABB
C+
B
B
B

Non
Weighted
90
80
85
79
86
84
84

Example of Honors Weighted Grades

Courses
Theo. 11, Col. Prep
Eng. 11, Honors
Alg. 2, Honors
French 2, Col. Prep
Chem., Honors
AP US

A AVERAGE

Report
Grade

Letter
Grade

90
80
85
79
86
84
84*

ABB
C+
B
B
B

Honors
Points
Added
10
10
10
15

Weighted
Grade
90
90
95
79
96
99
91.5

*Grades that show on Report Cards and Transcripts

INCOMPLETES for quarterly grades are only used with expressed permission
of the Assistant Principal for those students who have had a serious illness or for
some extenuating circumstance.
Homework Assignments
It is expected that teachers will regularly assign meaningful homework.
Assignments will be commensurate with the level of the class. A student must be
fully aware of homework assignments when they leave the classroom on a daily
basis either because they have been previously listed on the class Portal or
because the teacher has assigned work during that class. No assignments due the
next day should be posted after the class has ended.
Honor Code
Honesty is a basic expectation for our community. Bishop Brady High School
has an HONOR CODE and teachers are expected to know and follow the
procedures in the code. The code is printed in full in the Additions section of this
Faculty Handbook along with teacher responsibilities and suggestions. Review
“General Rules for Testing” and “Suspected Violations” under Responsibilities
for Faculty. Teachers of all subjects need to place consistent emphasis on

15

instructing and expecting students to cite properly and give proper credit where
due in their writing, projects and presentations.
Library
The library provides volumes of classic and contemporary works, current online
reference resources and print magazine subscriptions.
The library is designated for quiet study, collaboration, research and reading. All
school rules, procedures and prohibitions apply. No Food or Drink (other than
water) in the library.
During the school day, the library is used by study hall students and VLACS
students, as well as for NHS tutoring. The scheduled librarian or study teachers
are responsible for those students. Students should not be sent from classes to the
library to work independently. If a teacher is absent, a class may be sent to the
library with an assignment. The Assistant Principal or Dean of students will
notify the scheduled librarian and/or study teacher. Students should not be sent
from classes to the library to take tests.
No teacher will bring a class to the Media Lab without previously scheduling on
Signup Genius. Faculty bringing a class to the Lab, MUST remain in the
library and supervise that class.
All teachers will be aware of the school rules regarding computers and computer
use. (See School Technology Use Policy in the “Policies” section of this
handbook.)
Make-up Work
Teachers will be consistent in make-up work expectations and will explicitly
communicate the policy for make up work to students at the beginning of the
school year. This policy can be found in the Student/Parent Handbook. The
student has primary responsibility to ascertain what material and work he/she has
missed and to consult with the teacher on due dates. Any inconsistency with the
policy, except in rare circumstances, is unfair to all.
Following any absence from class, the student is required to determine what work
was missed including assignments, tests, and quizzes. Arrangements to make up
work missed must be done immediately upon the student’s return to school. The
teacher sets the make-up time, which should not be more than 3 days after return.
Any make-up work not completed on time may result in grade penalty, including
zeroes if necessary. Parents should be notified as soon as possible of work not
made up by due dates. If a student is considered unexcused, the policy for
making up work is different. (See ACADEMIC INFORMATION AND
POLICIES, Makeup, in the Student/Parent Handbook).
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Students missing a class because of a scheduled school sporting event, field trip or
other excused school sponsored activity must notify the teacher(s) of classes
missed to make arrangements for any class work/tests/quizzes to be completed.
NOTE: To deal with Makeup Work properly, it is important for each
teacher to read thoroughly and carefully in the Student/Parent Handbook all
the information under : “Makeup” (Academic Information & Policies
section)“Attendance Policy” (General Information section) “Honesty”
(Behavioral Expectations and Policies section).
If a teachers receives a request for class work from a parent because the
student will be out for an early or extended vacation, the teacher is to notify
the parent that no arrangements can be made without permission from the
Assistant Principal of Academics or the Dean of Students. The teachers will
notify these Administrators immediately that a request has been made.
COLLEGE VISITS (4 for Seniors and 2 for Juniors) are excused. These visits
MUST be excused through the Counseling and Guidance Office several days in
advance. (See ACADEMIC INFORMATION AND POLICIES, Counseling and
Guidance, College Visits in the Student/Parent Handbook).
PlusPortal
PlusPortal is a secure web portal for parents, students and teachers respectively
named ParentPlus, StudentPlus and TeacherPlus. PlusPortal seamlessly integrates
with Bishop Brady’s student information system, Administrations Plus, and
teacher gradebook. Grades, attendance, discipline, schedules and much more will
be uploaded to the StudentPlus Portal. Other PlusPortals features include
personalized combined calendars, class pages, school announcements and alerts,
email and messaging capability, electronic portfolios, online course requests, a
school directory, school surveys, homework assignments and homework
submittal.
Parents and Students will receive an email and password to login before school
starts. Additional information on how to use the Portals will be published on the
Portal.
The first few weeks of the school year are needed for the teachers to set up their
Plus Portal pages (and new teachers to be trained on its use) so we ask parents to
be patient during this initial time at the beginning of the year.
Progress Reports
All teachers must use “TeacherPlus Gradebook” to formally record grades and
progress reports. Teachers new at using “ TeacherPlus Gradebook” need to start
the learning process of this software as soon as possible at the beginning of the
school year.
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Every student receives an official Quarterly “Progress report” mid-way through
each quarter. The teacher will conscientiously make this report informative for
parents. Teachers will plan to have a variety of grades with which to report
progress. These progress reports will contain information on tests, quizzes,
projects, as well as participation in class and homework. Personal, informative,
and prescriptive comments about each student must be given. New teachers
will work with their Curriculum Facilitator to prepare for these deadlines.
Parent/Teacher Conferences
Quarterly - Parent Teacher Conferences are scheduled by the school after the
first, second and third progress reports are emailed home. Teachers are expected
to be present for these conferences unless excused by the administration.
Conferences scheduled within the quarter - The school encourages
communication with parents by email, phone or in person. Incoming messages
are taken by the office and forwarded to teacher voicemail or teacher mailboxes.
Teachers have an obligation to return calls within 24 hours (unless the call is
received on a Friday).
The Administration and the student's advisor will be informed of both phone and
person-to-person conferences concerning discipline problems. There will always
be written documentation regarding any conferences with parents. Curriculum
Facilitators, school counselors, and advisors will be informed of correspondence
dealing with academic concerns.
NOTE: A summary of parents meeting, outside of regular parent/teacher
conferences, will be documented and emailed to the Curriculum
Facilitator.
Visitors
ONLY BRADY TEACHERS, STUDENTS AND STAFF ARE ALLOWED
IN THE BUILDING DURING THE SCHOOL DAY. ALL VISITORS
MUST CHECK INTO THE OFFICE AND BE GIVEN A VISITOR'S PASS.
The office will decide where in the building they may be allowed.
The office will always be notified of any guest speakers for classes. Guest
speakers will always sign in at the office and a student or teacher from that class
will be in the office to greet them and take them to the appropriate classroom.
No visitors, including parents, can be in the academic wing at any time of the
school day without a visitor's pass. Parents coming for teacher meetings (other
than the scheduled quarterly parent conferences) must be checked into the office
and have a visitor's pass.
Teachers are always encouraged to approach any visitor in the building and ask
if assistance is needed. Teachers are also encouraged to contact the office to
check that the visitor has been authorized to be in the building.
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Visitor Shadowing—Students from other schools who have an interest in
attending Brady may attend classes with a Brady student for a day. The
Admissions office always notifies beforehand.
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GENERAL
RESPONSIBILITIES
Advising (Class Advisors and Faculty Advisors)
Class Advisor—Each member of the faculty is assigned to a specific grade level.
In most cases, the class advisors follow through with that class through
graduation. Class advisors work to nurture and shape the identity of the class,
identify and develop student leadership within the class, help plan and carry out
fundraising activities and chaperone all events sponsored by the class.
Head Class Advisor—This advisor coordinates the group of class advisors in
planning activities for the year. Responsibilities are: 1) Oversee the organization
and scheduling of class activities and be sure that all advisors are participating in
the process. 2) Meet with class advisors and class officers at least once a month
to discuss class issues and plan class events. 3) Work with the Dean of Students
regarding activities, class concerns and fundraising ideas and implementation.
Advisory Program
All full-time faculty and many staff participate in the Advisory program. Early in
the new school year, students select an individual faculty advisor. Returning
students may choose to remain with their advisor from the previous year or may
choose a new advisor. Every effort will be made to honor student choice. A
faculty advisor is normally assigned 8-12 student advisees. The faculty advisor
will follow the student's academic, extracurricular and personal progress and
participation in school life. He/she will review interim reports, grades and other
matters of mutual concern as the year progresses. The advisor will be kept
informed by the Administration of any issues, positive or negative regarding the
advisee. The advisor will want to know the student as a person and do all he/she
can to make the year valuable. The student will be able to turn to his/her
individual faculty advisor as the need arises.
Advisors assist their advisees in adjusting to all aspects of school life. To this
end, advisors need to be familiar with their advisees' interests, abilities, activities
and background. The advisor is a central person in dealing with concerns or
communication about a student and will not be bypassed. When an advisor needs
assistance in working with an advisee, he or she will seek input from school
counselors, Campus Minister, or Administrators.
Specific responsibilities include:
 Serve as a contact between school and parents.
 Notify parents that they have been selected as advisor.
 Review advisee's past record. Academic records are available in the guidance
office.
 Use advisory resources and follow schedule of Advisory activities throughout
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the year.
Be thoroughly familiar with graduation requirements and the curriculum and
be alert to the advisee's particular interests, strengths and weaknesses.

Assemblies/School Meetings
Assemblies are held periodically during the school year. School meetings are
held every Monday morning. It is mandatory that all teachers be in attendance,
and seated among their grade class advisor group.
Attendance/Absence/Sick Leave/Personal and Professional Days
ATTENDANCE (general policies): All faculty members are required to be in
school no later than 7:30 am and remain in school until 3:30 pm. Teachers will be
in their classroom at 7:45 am ready to take attendance. Teachers sign in and sign
out when entering and leaving the building. For safety concerns, the school must
know who is and is not in the building at all times. Leaving during the school day
for personal reasons must be approved by an Administrator and the teacher must
sign in and out when doing so.
In the case of anticipated absences, teachers will prepare meaningful assignments
to be left with the Assistant Principal and their Curriculum Facilitator.
When a sudden illness or emergency occurs, and teachers are unable to report to
school, they will call the Assistant Principal by 6:00 am Tuesday through
Thursday and provide assignments for their classes. On Mondays and Fridays,
teachers call the Dean of Students. Assignments left for students will be
meaningful and pertinent to the subject. Teachers will hold students
academically accountable for any work done while a substitute is in charge.
Sub Folders -Teachers are given a substitute folder by the Assistant Principal.
This folder will contain class lists, school schedule and substitute comment
sheets. This folder must be easily accessible in the teacher’s desk. Any work
completed by students during the teacher’s absence will be placed in this folder.
It is the teacher’s responsibility to update the class lists and note any important
things that will assist the substitute.
For emergency purposes, contingency plans, packaged with updated attendance,
seating charts, etc. will be kept with the Curriculum Facilitator and used if lesson
plans cannot be given provided.
School personnel who are absent from work due to illness for three (3)
consecutive work days may be required to obtain certification from their
physicians that they are able to return to work. School personnel who fail to
report to work or call in for three (3) consecutive workdays will be considered to
have voluntarily resigned from their employment. Unused sick days are not
compensated at the end of the school year.
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BEREAVEMENT LEAVE: School personnel will be granted time off from
work without loss of pay in accordance with the following policy: The school
provides three (3) days paid time off, usually the day before the funeral and a day
after for immediate family members. “Immediate family” includes spouse,
children, stepchildren, parents, brothers, sisters, stepparents, stepbrothers,
stepsisters, mother-in-law, father-in-law, grandparents and grandchildren.
Additional unpaid time off due to bereavement may be granted for a specified and
limited period of time with the approval of the Principal and Superintendent.
JURY DUTY LEAVE: The school considers serving on a jury to be a civic duty
if summoned and will grant you leave in order to serve on a jury. School
personnel summoned for jury duty will be paid the difference between their
regular rate of pay and the pay provided by the government for jury service. A
jury summons must be presented to the appropriate supervisor (Superintendent or
Principal) as soon as notice is received. Copies of checks received for jury duty
pay must be furnished in order to receive jury duty pay.
PERSONAL DAYS: The school will provide two (2) personal days to all school
personnel each school year. All personal days must be approved ten (10) days in
advance by the Principal or Assistant Principal. Personal days will not be
granted on the days immediately preceding or following school holidays or
vacations. Faculty and staff are not compensated for unused personal days.
Teachers must notify their Curriculum Facilitators of upcoming approved
personal days.
PROFESSIONAL DAYS: Teachers may be granted up to three paid
professional days per year for conferences or course work. These may not be
accumulated over multiple years. Faculty and staff are not compensated for
unused professional days A request for a professional day must be made two
weeks in advance and approved by the Curriculum Facilitator and Assistant
Principal.
SICK LEAVE: The school provides paid sick days to all school personnel. Sick
days may be used as needed, but may not exceed ten (10) in any school year,
without direct authorization of the Superintendent or Principal. Sick days are to
be used only for absences due to personal or family illness. Sick days cannot be
accumulated and faculty and staff are not compensated for unused sick days
VACATION: Administrators and Faculty Members are not entitled to take
vacation time when school is open. In all other instances, Administrators and
Faculty Members will follow the provisions of their respective contracts.
Cafeteria
All faculty are encouraged to eat in the cafeteria. All faculty are needed to help
ensure appropriate conduct and maintain an orderly and clean cafeteria. Some
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teachers will be assigned to proctor the lunch periods to (1) ensure that students
conduct themselves in an appropriate manner and (2) encourage the students to
start the clean up process before the lunch period ends. All faculty are
encouraged to assist. Faculty specifically assigned to lunch periods must eat in
the cafeteria.
Clubs and Organizations
Clubs, organizations and athletic programs are vital to the school and faculty are
encouraged to be active members. All professional staff are asked to cooperate
and support advisors and student representatives, especially with the request for
chaperoning events. Club meetings can be scheduled during daily Activity
Periods in effort to foster faculty and student participation. The Dean of Students
will assist club advisors in the scheduling of these meetings to avoid conflicts
with other clubs. If a faculty member wishes to start a club or organization or be
active with another teacher in one, see the Dean of Students.
Co-curricular—Many faculty members serve as advisors to various clubs and
activities at the school. The extracurricular program is monitored bythe Dean of
Students who will outline specific responsibilities of the advisors. While a goal of
extracurricular programs is to promote student leadership, it is important that we
provide guidance and impetus. The vitality of the extracurricular program rests
heavily on our involvement, leadership and support of the club advisor.
Coaching—Many faculty members coach in the athletic program. They are
responsible to the Athletic Director who assigns specific duties and expectations.
The school expects all coaches to establish and maintain high standards of
sportsmanship. Coaches who need to leave early for athletic contests must
communicate with the Dean of Students and Assistant Principal to assure class
coverage.
Duties
All faculty members assume some non-academic duties and responsibilities. In
which we get to know students in a different light and on different turf. We also
become familiar with students who are not in our classes. Often, the relationships
established while working in non-academic areas are deep and long lasting and
certainly important in the student’s development.
1. Study Hall Monitoring—Full-time faculty (unless teaching a 6th course or a
Curriculum Facilitator) are assigned to help monitor a study hall in the
cafeteria or library during one of their free periods. Responsibilities include
taking attendance, maintaining good order, being sure tables are left clean and
orderly, and monitoring the sign-out sheet. Study hall teachers will stay in
their assigned areas, unless approved by an administrator. If students are not
respectful of the library rules, library study teachers should send them back to
the cafeteria and/or report to the Dean of Students. Study teachers assigned to
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the library are responsible for students assigned to mandatory study, students
completing online programs for students signing into the library.
2. Substituting—Though every effort is made to hire a substitute for faculty
who will be out for an entire day, often faculty become ill, or have an
emergency and coverage is needed. Teachers may be called on to provide
coverage for such emergencies.
3. Monitoring Lunch—All faculty will be assigned lunch duty coverage. Only
seniors have the privilege of open lunch (outside in the front patio or in the
back courtyard). All other students are expected to eat in the cafeteria and
stay in the cafeteria until lunch is dismissed.(See Cafeteria in this section)
4. Monitoring Mandatory Study—Mandatory study must be quiet and
academically useful. The mandatory study is assigned in the library. The
teacher assigned to the library should see they are kept on task. (Mandatory
study students should only use library computers for course work.)
E-Mail
All teachers are assigned an E-mail address. All teachers will check their E-mail
at least once a day. E-mail messages from parents will be responded to within
24 hours.
Faculty Attire
The faculty at Bishop Brady are asked to dress in a professional manner when
teaching. Dress shirts with or without ties, polo shirts or turtlenecks and sweaters
are suggested for men and dresses, skirts, dress slacks or dress shorts are
suggested for women. Faculty are encouraged to dress in theme when special
days are made available for the students. Faculty may purchase and wear BB
polo shirts. Faculty will be in formal dress code on any Wednesday or special
event day as are the students.
Faculty Meetings
Short faculty meetings are held on Mondays beginning at 7:35 a.m in the Art
Room on days when afterschool faculty or department meetings are NOT held.
Teachers are responsible for being in attendance. Longer faculty meetings and
Department meetings are scheduled after school throughout the year. All
teachers must attend each meeting, unless excused by the Principal. Refer to the
schedule distributed on opening day.
Field Trips
Field trips must be class/academic in nature and students will be held
accountable for knowledge gained on the trip. Students who are unable to
attend a field trip because of absence, will be held accountable in some way for
similar information. All field trips require the approval of the Assistant Principal.
The teacher must completed and submitted the appropriate field trip form at least
two weeks in advance of the intended date. Evidence of complete planning must
be given and the purpose of the trip will be of educational value to that specific
class. Students may be charged an additional fee to cover transportation.
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Teachers in charge of field trips that will take students out of other classes must
post a list of students attending the trip to notify teachers and the office at least a
week before the trip.
Liturgy
Teachers serve in a supervisory capacity at liturgies, as they do at school
assemblies. Class advisors MUST sit with their class. They will place
themselves strategically among the student body. Suggestions for further spiritual
enrichment for students, faculty, and staff are warmly encouraged and should be
discussed with the Campus Minister.
Mailboxes
Faculty will check their mailboxes before school in the morning, at lunchtime
and before leaving school in the afternoon. Teachers must pick up their mail
personally and never to send a student to do so.
Phones (Cell and Class Phones)
No faculty or staff should use their personal cell phones for calls or texts during
class time. Communication with students and parents should be limited to school
purposes only. Students should NOT be allowed use of the classroom phones. If
an emergency call comes to the office for a teacher, someone from the office will
go to the teacher’s classroom and supervise that class so the teacher can handle
that call.
Professional Boundaries
As a Bishop Brady employee, you are responsible for the safety and well-being of
the students. You should be supportive, caring, and interested in what the students
are doing. At the same time, you must always maintain a professional distance
between yourself and the students. So that there is no misunderstanding, below
are some specific expectations for maintaining appropriate boundaries in your
interactions with students. These guidelines are written for all Bishop Brady staff
members, and apply to your interactions with students both during and after the
school year.
Never engage in relationships with students that could be characterized as
personal, and take care to avoid even the appearance of doing so. You should not
be seen as having a "special" relationship with any student. Remember that
students may test boundaries. They may desire your friendship. It is not the
students' place to be your confidante, and even the most innocent bit of
information you give about yourself may be misconstrued or be turned into an
unpleasant rumor. It is your responsibility to set the limits.
If you are ever unsure about what is appropriate, seek advice from your
Curriculum Facilitator or the administration. In addition, if you observe or hear
of any interactions between students and staff members that are counter to
these expectations or that otherwise concern you, speak to administration.
Because you are responsible for the students' safety, you have a duty to do so.
• Uphold the guidelines as written in the Code of Ministerial Conduct provided
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by the Diocese of Manchester.
Seek help from a supervisor if this is an issue.
Do not engage in pranks on or with the students.
Only members of the administrative staff may pull a student from a class or
activity.
Avoid situations where you are alone with students. If you need to speak to a
student privately, find a place where you can be seen by others or have
another staff member present.
You may take students off campus only as part of official program activities
and you must have approval of the administration to do so.
Do not tell students off-color jokes. Do not ask students questions of a
personal nature.
Do not text or call students from a personal cell phone or friend students on
Facebook or any other social media site from your personal account. You can,
however, use approved professional lines of communication with students.
Refer students to the administration if they confide in you a situation or
emotional state that might disrupt their learning.

Please be sure to review the entire School Technology Use Policy in the Policies
Section of this Handbook.
Shielding the Vulnerable
Upon initial employment, all faculty must complete the Diocesan sponsored
program “Shielding the Vulnerable”. This on-line workshop is mandatory for all
employees of the Diocese who come into contact with children in schools as well
as parish clubs and organizations. The person in the school who is assigned to be
“Safety Coordinator” helps registers new faculty. In our school, the coordinator
for this program is the Business Manager.
Child sexual abuse is a crime in the State of New Hampshire and in the Church.
New Hampshire law requires that anyone who has reason to suspect that a minor
child (a person under the age of 18) is being or has been abused or neglected
must make a report to the Division for children, Youth & Families (DCYF) of the
State of New Hampshire, 1-800-894-5533. Any person who suspects or alleges
child abuse on the part of a priest, deacon, employee or volunteer of a parish,
school, or institution of the diocese of Manchester is also encouraged to make a
report to the Office for Ministerial Conduct, 603-669-3100.
Church personnel (clergy, employees, and volunteers) have additional report
requirements if they believe that Church personnel have sexually abused a child.
If you suspect that a minor is being sexually abused by Church personnel, in
addition to making a report to DCYF, you must also report it to local law
enforcement and the Office for Ministerial Conduct at 603-669-3100 if the abuse
involves a current minor; or the Office for Ministerial Conduct if the abuse
involves a person who is no longer a minor.
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If you have concerns with issues as stated above, please see any Administrator at
Bishop Brady for assistance.
Supervision
Teachers are on duty throughout the school day. Teacher supervision is not
limited to the classroom. Teachers are responsible for the supervision of student
behavior and for the care of school property and equipment. All students will be
visually supervised during the entire time they are on the school premises, in
classrooms, halls, gym, etc. No students will be in a classroom during non-class
time without specific permission of that classroom teacher. Supervision of these
students is mandatory.
Hallway Supervision - Faculty members will make every effort to step into the
hallway between classes during passing time. Students will not be allowed to
loiter at lockers or in bathrooms. Only one student at a time will leave the
classroom to use the lavatory or water fountain. Faculty will also be present in
the hallways during any breaks or activity periods.
Voice Mail
All teachers are assigned a voice mail number. All teachers will check their voice
mail at least morning and afternoon and responded to within 24 hours.
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GENERAL INFORMATION
Admissions
As a college-preparatory school, Brady administers a selective admissions
program. Students may apply for admissions to grades 9-12. The admissions
process includes an application form, a thorough review of a candidate's academic
record, letters of recommendations from previous teachers and administrators,
analysis of admissions tests, and a personal interview with the Director of
Admissions. Usually the interview takes place during an all-day visit to the
school in which the applicant visits classes with a student guide and may interact
informally with students and faculty.
Bishop Brady does not discriminate on the basis of race, handicap, religion, sex,
ethnic or national origin, academic and other educational programs.
Diversity—Bishop Brady has a diverse population comprised of students from
many different communities, backgrounds, or countries. Recognizing,
understanding and respecting each person’s different perspectives and experiences
are an important part of the school’s culture and practices. The development of a
sense of informed, active citizenship for effective participation in the Brady
community is expected.
The attendance of International students at Brady creates other opportunities to
understand the complexities of student differences, have the ability to think
critically about issues related to differences, and appreciate the overlap of
cultures. International students are encouraged to participate in Brady activities
and engage in all aspects of student life. They are responsible to meet the
demands of the English-based college-prep curriculum, and expected to converse
and learn using the English language.
Advisory Board
The Bishop Brady High School Advisory Board, established by the
Superintendent of Schools in conjunction with the Bishop of Manchester, is a
consultative body assisting the Principal in the governance of the school. (See
list of Advisory Board Members at the end of this section.)
Alcohol Tobacco and Drugs
Possession and/or consumption of alcohol, tobacco and/or drugs while in a
teaching and/or advisory capacity, is a serious offense. Anyone found guilty of
such an offense would be subject to immediate dismissal. Faculty presence when
students are using alcohol or illegal substances is prohibited. No use of alcohol
by faculty is permitted in the school building or on the school campus, or while
chaperoning school trips and functions, performing coaching duties or performing
extracurricular responsibilities
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Announcements
Daily announcements will be made via the intercom at the beginning of the first
period. Items to be included in the daily announcements must be submitted in
writing to the office administrative assistant the day before. Any announcement
for a team, club or organization must be signed by the appropriate faculty
member. Daily reminders of club meeting times should be noted on the
whiteboard outside the Cafeteria not on the intercom daily announcements. When
using the white board note the date and time.
Building Leadership Team
The Building Leadership Team is a group of administrators who work with the
Principal contributing their particular areas of expertise. Through their workings
with teachers, staff, students and parents, they assist the principal in policy and
decision making as well as setting long and short-term goals for the school.
Members of the team are Dean of Students, Assistant Principal, Campus Minister,
Admissions Director, Athletic Director, Business Manager and Development
Director.
Course Tuition and Reimbursement
All Bishop Brady faculty members are strongly encouraged to grow in ways that
will help them with their academic responsibilities. Such growth may include
graduate studies, course work in one’s respective field, workshops and
conferences approved by the Staff Development Committee in conjunction with
department heads. Teachers may apply for up to $2000 per fiscal year to use for
Professional Development. (See the “Professional Development Policy” in
Policy section of this handbook)
Copy Machines
Each teacher is given a code number for using the photocopy machines. Teachers
are encouraged to keep their photocopy use to a minimum. NO STUDENTS will
use the copy machines. Particular polices of use and training will be provided by
the Business Manager.
Faculty Room
The faculty room is always off limits to students. No student help or meetings
will take place in the faculty room. Teachers are expected to keep this area clean,
wash personal dishes and clear old food from the refrigerator.
Fingerprinting
All teachers, coaches, and staff hired after August 1, 1998 must be fingerprinted
and have a Criminal Record Release Authorization Form completed in order to be
employed.
Fund Raising
All fund raising efforts within and out of the building must be approved by the
Dean of Students and the Business Manager. All personnel in charge of
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fund raisers that draw from outside the building, MUST also inform the Director
of Development and Athletic Director.
Personnel File
A confidential file on every member of the faculty is kept in the Business Office.
This file contains professional background and performance information which
will be used by the Administration in re-hiring teachers and/or recommending
teachers for new positions. A teacher may ask to inspect his/her file at any time.
A teacher’s personnel file can never be taken from the Business office.
Purchase Orders/Bills
All faculty members must receive the permission of the Business Manager to
expend any school and student funds. Failure to do so may result in the teacher
assuming responsibility for payment. Nothing can be purchased without a
purchase order number available through the Business Manager.
Smoking
In accordance with New Hampshire State Law, no smoking is permitted in the
school building or on the school campus, or while chaperoning school functions,
performing coaching duties or performing extracurricular responsibilities. This
also includes the use of smokeless tobacco.
Teacher/Class Observation
Throughout the year, teachers will be observed by Curriculum Facilitators and
Administrators. Observations will be done in several ways: Informal walk
throughs of 10-20 minute durations (unannounced or announced ) or Formal,
announced, full class period evaluations. Information and expectations of the
new observations practice will be given to all teachers at the beginning of the
school year. Teacher performance is evaluated using class observations, course
evaluations by students, teacher reflection, review of communications from
parents, and completion of teacher responsibilities and expectations.

30

ADMINISTRATIVE STAFF
Principal
Assistant Principal
Dean of Students
Business Manager/Technology Coordinator
Campus Minister
Administrative Assistant
Athletic Director/Social Media Coordinator
Alumni/Events Coordinator

Andrea Isaak Elliot, x226
Joy Degnan, x227
Keith Bergeron x222
Suzanne Walsh, x228
Linda Fairbanks, x282
Alana Barchey, x221
Anne Alosa x277
Paula Dill-Scrivens 249

Main phone line – (603)224-7418; dial extension when prompted

COUNSELING AND GUIDANCE OFFICE
School Counselor
School Counselor
Registrar
Academic Coach

Jeff Dailey, x285
Patricia Kernstock x283
Paula Cheney, x225
Alice Giarruso x284

ADMISSIONS/ENROLLMENT
Admissions/Enrollment Director
Admissions/Enrollment Coordinator

Lonna Abbott, x224
Jennifer Saucier, x292

CURRICULUM FACILITATORS
HUMANITIES
(English, ELL, History, Theology)

Michael Ling

STEM
(Math, Science, Technology, Wellness)

Jim Miller

ARTS and CULTURE
(Fine Arts, Drama, World Language)

Ben Greene

Email contact for all Administration and staff – first initial and last name, followed by
@ bishopbrady.edu (i.e. aelliot@bishopbrady.edu)
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Bishop Brady High School Advisor Board
2016-2017
Mike Vermette, Chairmain
14 Oakmont Dr.
Concord, NH 03301
H 223-0654; W 224-9119; C 493-1542
mikevortho@aol.com

Mr. William Luti
PO Box 297
Hebron, NH 03241
C 481-2168
williamluti@berizon.net

MaryBeth Hardiman Kula, Vice Chair.
291 Robert Rogers Rd.
Dunbarton, NH 03046
493-1595
marybkula@gmail.com

Mr. Tom MacMullin, Past Chairman
32 Thackery Road
Concord, NH 03301
H 228-2329; W 223-4900; F 435-8901
tmacmullin@kenteklaserstore.com

Gina DiGregorio Aubin
2 Palomino Ct.
Concord, NH 03301
540-9204
Gaubin2015@gmail.com

Michelle Radie-Coffin
6-2 Cabernet Drive
Concord, NH 03303
H 226-8685; W 225-7654; C 731-7291
michelle@radie-coffin.com

Fr. Ray Ball
Immaculate Heart of Mary Parish
180 Loudon Road
Concord, NH 03301
H-224-4393
Frray3@gmail.com

Jill Stagner
320 Church Rd.
Pembroke, NH 03275
738-2711
jill@stagner.net

Steve Destefano, ‘74
7 Sharon Dr.
Bow, NH 03304
H 224-2641; W 224-3377; C 496-3674
sdestefano@aol.com

Dan Will
7157 Pleasant St.
Loudon, NH 03307
H 435-5534
dwill@devinemillemet.com

Bill Hickey, ‘83
12 Poor Richards Dr.
Bow, NH 03304
W228-1122; C 340-0178
bhickey@hlturner.com
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FACULTY
David Afflick
Kristen Amato
Thomas Bates
Ryan Bilodeau
Edward Cannon
Lori Christerson
Blithe Damour
Elizabeth Daschbach
Benjamin Greene
Maureen Goulson
Karl Hubner
Maria Hunt
Felicia Jean
Jeffrey Kaplan
Rich Kleinschmidt
Susan Lee
Michael Ling
Rose Marie Marinace
Tracy Meadows
James Miller
Sarah Miller
Azure Neveln
Kelly Owen
Christopher Parent
Christopher Paul
Suzanne Schott
Susan Seagroves
Dan Shagena
Margaret Sica
Melanie Smith
Cherie Snow
Jill Stone
Cara Tommasino
Dee Treybig

English
History
Theology
Theology
Math
Science
English
ESL
Music/Arts and Culture Curr. Facilitator
Latin
History
Spanish
Math
Science/Math
Math
English
Social Studies/Humanities Curr. Facilitator
Computers
Science
Science/STEM Curr. Facilitator
ESL
Math
Art
Theology
Theology
Spanish
Science
Math
English
French
Wellness
English
Spanish
History

E-mail contact for all teachers/staff – first initial then last name, followed by
@bishopbrady.edu (ex: dafflick@bishopbrady.edu)
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POLICIES

 Faculty Professional Development Policy
 School Technology Use Policy
o Students and Parents (Personal Electronic
Devices, Internet Acceptable Use, Social Media
Guidelines
o BBHS Faculty Social Media Policy
o Diocesan Personnel Electronic Communication
Policy
 School Laptop Issued Agreement Policy/Form
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BISHOP BRADY HIGH SCHOOL
Professional Development Policy
All Bishop Brady teaching faculty members are strongly encouraged to grow in ways that will help them
with their academic responsibilities. Such growth may include graduate studies, course work in one’s
respective field, workshops and conferences approved by the Staff Development Committee in
conjunction with department heads. Teachers may apply for up to $2000 per fiscal year, as determined by
the Administration, for Professional Development. All requests must be submitted on the school
“Professional Development Request For Funding” form and be approved by the Administration BEFORE
a course is applied for. Requests must be based upon the yearly approved individual Professional Goals of
the teacher and the School Goals. Reimbursement in full will be made by the faculty member for any
course grade of less than C or failure to attend a paid conference.
If a faculty member is registered for a summer course or conference that has been paid by the school and
leaves the school’s employment before the following school year begins, the faculty member is obligated
to refund to the school all fees paid for that course/conference.
Official transcript of grade or certificate of completion from conference must be submitted after the
activity has been completed along with completed required staff development credit forms. Faculty
should be prepared to present what they gained from the course/conference to their Dept. members and the
faculty.
DEGREE
Faculty member pursuing a graduate degree must petition for approval of up-front fund allotment and for
renewal each fiscal year.
The proposal must:
 Be related to one’s current or anticipated teaching responsibilities
 Include scholarship possibilities when applicable
 Target on-line work only when required by the approved graduate program
 Recognize that a less than C grade will require reimbursement to the school’s Staff Development
fund.
ADVANCED STUDIES (NON DEGREE)
Anyone pursuing further studies can, through their respective departments, petition for funds to apply to
proposed studies. Sharing the pertinent information within their departments is an expectation. If this
advance study is a college course, it would be held to the same financial agreement as mentioned above
under “DEGREE”.
WORKSHOPS AND CONFERENCES
Individuals may petition for all or part of workshop/conference costs. Recipients of development funding
are expected to share with members of their discipline and/or the faculty as a whole the pertinent
information received.
FURTHER DEVELOPMENT OPPORTUNITIES
Beyond courses, workshops and conferences, Bishop Brady High School is committed to offering its
faculty opportunities to share in a developmentally focused retreat, to network with other Catholic school
staff and to participate in-house in workshops and exchanges based on pre-determined themes. These
would provide an increased integrative potential and insure greater consistency throughout the school.
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School Policy On TECHNOLOGY USE
(Gmail Accounts, Personal Electronic Devices, Internet Acceptable
Use, Social Media Guidelines)
Personal Electronic Devices (Use in the School)
Bishop Brady affirms the legitimate educational use of electronic devices, including tablets and laptops.
The following guidelines manage the use of electronic devices to promote learning and increase
computer literacy, while maintaining the interpersonal relationships that form our community without
undue distraction.

●

Students may use electronic devices (laptops and tablets) with the following restrictions:
○ Students may not under any circumstance use educational technology in hallways, during activity
or lunch, or while taking an assessment, except with the explicit approval of the teacher.
○ In classrooms, students may use electronic devices only with the explicit permission of the
teacher.
○ Students may use electronic devices for educational use during study halls, and in the library.
○ At no time is a student allowed to wear headphones with any approved electronic device, unless
approved by a teacher for educational purposes.
○ At no time is a student allowed to record anyone or anything, either visually and/or by audio, on
Bishop Brady property or while using school-provided transportation.

The use of electronic devices that fall outside the school’s acceptable use policy or Honor Code will result
in suspension of technology privileges, confiscation of the electronic device, disciplinary action, and/or
parental notification. After school hours, electronic devices may be used for other uses, including
entertainment, but the school’s acceptable use policy and Honor code still applies.
Responsibility for Personal Electronic Devices
Personal Electronic Devices can contain sensitive and personal data that, if revealed, could cause
significant embarrassment as well as financial loss. BBHS does not accept responsibility for personal
property, including Personal Electronic Devices, brought to school by students. This responsibility is
assumed by students and their parents. To help prevent issues, students should:
● Take all reasonable steps to protect against loss or damage.
● Devices should NEVER be left unattended, serial numbers should be recorded and, when not in use,
devices should be kept in the student locker (lockers should always be kept locked combinations
never shared).
● Devices should be “locked” with personal passwords.
● Consideration should be given to purchasing theft recovery software and kept updated with antivirus
software for all PC’s and MAC laptops.
● Devices should not be left visible inside a vehicle parked in the BBHS parking lot.
● In agreement with the BBHS Honor Code, an unattended device should be picked up and turned into
the office by students and teachers.
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BISHOP BRADY HIGH SCHOOL INTERNET ACCEPTABLE USE POLICY
The use of computer-related technology (except those devices primarily used for voice
transmission/messaging, listening to music and/or viewing videos) at Bishop Brady is highly encouraged.
Access to computers, software applications, online databases, and the Internet enhances the educational
experience by allowing students to complete class work, conduct research, and communicate with others.
The computer network at Bishop Brady and its use is not a right, but a privilege. Services provided by
Bishop Brady require students to act in a considerate and ethical manner, and to accept responsibilities
and obligations in regard to school policy, as well as State and Federal laws.
All student communication and student work performed or stored on the Bishop Brady network is the
property of Bishop Brady. Network administrators can monitor communications, review files and
transactions, and perform other system checks to ensure integrity of the network and to acknowledge
student responsibility. System users should not have any expectation of privacy regarding any of their
activity, online or otherwise. Students and their parents/guardians will assume financial responsibility for
costs borne by the school to:
repair or replace equipment that is damaged by other than by accidental causes
recover or replace data files, applications, or information lost or corrupted
pay any legal or financial liabilities incurred.
Students are asked to report security risks or violations immediately to a teacher, or technology
coordinator, including, but not limited to, receiving messages that are inappropriate or that make one feel
uncomfortable.
In order to gain access to the school’s network, an Acceptable Use Policy form, signed by the
parents/guardians and student, must be on file.
Bishop Brady High School has taken precautions to restrict access to prohibited internet sites using
internet filtering software. This is to help protect students from harmful content on the Internet, and
regulate student use of the internet so they do not harm other students, or interfere with the school’s
instructional program. It is impossible to filter all Internet access, and students may find ways to access
controversial materials. It is the responsibility of the individual student to use the school’s network, or
other access to the internet during the school day, in a legal, ethical, responsible and considerate
manner.
Actions that are NOT permitted when using the computer network and related technology, that may also
be applicable to off-campus behavior that materially and substantially disrupts order in the school
(interferes with class work, involves substantial disorder, or interferes with the rights of other students):
• Accessing, using or copying non-legal versions of copyrighted software
• Plagiarizing the work of others
• Accessing files and data which are not your own, which are not publicly available, or which you have
no usage rights
• Intentionally accessing, transmitting, receiving, copying, creating offensive messages, pictures or
other work (e.g. firearms, drugs, alcohol, pornographic material, threatening, rude, harassing,
advocating illegal or dangerous acts). An exception will be made if such material is to be used for
educational purposes, with permission from a teacher and parent/guardian. In the case of inadvertent
access, the site/image/writings should be deleted immediately, and notification made to the network
administrator.
• Any unauthorized [TB1] personal or interpersonal communication using email, IM, chartrooms, blogs,
etc.
• Computer piracy
• Vandalizing or tampering with hardware and software programs or other resources, including terminal
settings
• Interference with or disruption of computer systems and networks and related services, including, but
not limited to, the propagation of worms, viruses and Trojan horses
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•

Game playing, other entertainment, access to social media, and other personal entertainment during
the school day
• Viewing, copying, using, modifying another’s password, data, files, networks or trespassing by other
means to gain access or use. You may only use your assigned account
• Providing one’s password to another student, either intentionally or negligently
• Perform actions that deny other students access or use of a computer or the network
• Download software, internet sites, or copyright protected programs onto Bishop Brady
computers/terminals
• Use of proxy sites to gain unauthorized access to unauthorized websites, in an attempt to circumvent
security software
• Distributing private information or photographs about themselves or others, without prior written
parental/guardian consent from the parent of the student whose information is being posted
• Using resources to further acts that are criminal or violate the school’s code of conduct
• Use for commercial purposes – buying, selling, advertising or otherwise conduct business – unless
approved by a teacher as a school project
• Blogging or other behaviors displayed over the Internet that are illegal, offensive, or otherwise
deemed inappropriate
• Changing the settings on a computer without prior authorization
• Refusing to allow authorized school personnel from examining electronic devices and the use of
same, to ensure adherence to this policy
• Encrypting communications or files to avoid system security review
Consequences for Violation – Students who fail to abide by this policy may lose their privilege to use
the network and related technology for a defined period of time. A student found to be in violation will be
reported to the Network coordinator and Assistant Principal of Students to determine appropriate
disciplinary, legal, and/or financial actions to be taken. Disciplinary action will depend upon the severity
of the offense.
Supervision and Monitoring – School administrators, network administrators, or other authorized
employees may monitor the use of information technology resources to help ensure that uses are secure
and in conformity with this policy. Said staff members reserve the right to examine, use and disclose any
data found on the school’s networks in order to further the health, safety, discipline or security of any
student or other person, or to protect property. They may also use this information in disciplinary actions,
and may furnish evidence of a crime to law enforcement. Refusal to cooperate in such supervision and
monitoring may result in disciplinary action.
Use of electronic devices via a cellular network, or WIFI hotspot – Nothing in this policy shall be
interpreted to give permission to a student to operate outside of this policy if such student accesses the
cellular network, or a WIFI hotspot other than the school’s network. All actions that students are
prohibited from doing on the school’s network shall be prohibited on a cellular network or non-school
WIFI hotspot, with the exception of those actions that are directly linked to the school’s network.
Limitation of Liability – The Roman Catholic Bishop of Manchester (hereinafter referred to as
“Diocese”), a Corporation Sole d/b/a Bishop Brady High School, makes no warranties of any kind, either
express or implied, that the functions or the services provided by or through the school’s network will be
error-free or without defect. The Diocese will not be responsible for any damage users may suffer,
including but not limited to, loss of data or interruptions of service. The Diocese is not responsible for the
accuracy or quality of the information obtained through or stored on the system. The Diocese will not be
responsible for financial obligations arising from a user’s unauthorized use of the system. Users will
indemnify and hold the Diocese and Bishop Brady High School harmless from any losses sustained by
the Diocese as a result of intentional misuse of the system by the user.
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SOCIAL MEDIA GUIDELINES FOR STUDENTS AND PARENTS
Bishop Brady High School (“BBHS”) understands the importance of teachers, students and parents
engaging, collaborating, learning, and sharing using electronic communications and social media. In order
to protect our students and educate them on the use of social media, BBHS has developed the following
social media guidelines to provide direction for the school community when participating in online social
media.
To the extent that students, parents and other members of the school community represent BBHS to
each other and to the wider community, participation in such social media should be done responsibly
with a mind toward how both the location where one chooses to participate and the content one posts
reflect on that person individually and on BBHS. Moreover, issues concerning the proper respect for the
privacy of our students, confidentiality of sensitive information and respect for copyrights and trademarks
are all important to understand before participating in an online social environment.
BBHS encourages employees and students to participate in social media after familiarizing themselves
with these guidelines. If you have any doubts or concerns about how these guidelines apply to you or
your situation, or how they might apply to some new form of social media in the future, please err on the
side of caution and direct your questions and concerns to the Principal of the School before you make
use of such media.
General Social Media Guidelines
Consult the Parent/Student Handbook (in particular the Internet Acceptable Use Policy). Students and
parents should be aware that the rules and school discipline extend to a student’s use of social media
both on and off school campus. Any student online behavior, even if off school grounds, that has a clear
nexus to the disruption of order in the school (interferes with class work, involves substantial disorder, or
interferes with the rights of other students), may result in school discipline, as determined by school
administration.
Use good judgment – Think about the type of image that you want to convey on behalf of the
BBHS when you are posting to social networks and social media sites. Remember that what you
post will be viewed and archived permanently online.
Copyright and Fair Use – Remember to respect copyright and fair use guidelines. Ignorance of
the law is not a defense. Hyperlinking to outside sources is recommended. Be sure not to
plagiarize and give credit where it is due. When hyperlinking to other sites and media, be sure
that the content to which you are hyperlinking is appropriate and consistent with this policy. Be
aware that photographs taken by professional photographers cannot be scanned and used on the
internet without the photographer’s permission – even if they are photos of you and for which you
paid.
Profiles and Identity – Remember your association with BBHS in online social environments. If
you identify yourself as a BBHS student, ensure your profile and related content is consistent with
how you wish to present yourself to friends, parents, colleges and future employers, and
consistent with the image, purpose and Mission of BBHS. Remember how you represent yourself
online should be comparable to how you represent yourself in person.
Protect yourself by eliminating identifying personal information, such as full names, addresses,
birthdates, pictures or phone numbers, from blogs, wikis or other social media. Be cautious how
you setup your profile, bio, avatar, etc. The same guidelines apply to this information as well as
the substantive content you post. When uploading digital pictures or avatars that represent
yourself make sure you select a school-appropriate image.
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Students or parents may not initiate or administrate any social media site (blog, photo, video gallery, or
other internet site) that takes Bishop Brady High School as its primary subject matter without written
consent from the Principal of Bishop Brady High School.
Faculty are not permitted to “friend” current students on their personal social media accounts, or to
communicate with current students’ parents in a capacity outside of official channels (email, phones).
BBHS encourages parents to participate in online and/or social media projects when appropriate, but
requests that parents act responsibly and respectfully at all times, understanding that their conduct not
only reflects on the BBHS community, but will be a model for our students as well.
Parents should expect communication from teachers prior to their child’s involvement in any project using
online social media applications, i.e., blogs, wikis, podcast, discussion forums, etc. Parents will be asked
to sign a release form for students when teachers set up social media activities for classroom use.
Parents are highly encouraged to read and/or participate in social media projects, but shall not attempt to
destroy or harm any information online or use classroom social media sites for any illegal activity,
including violation of data privacy laws.
Parents should not upload or include any information that does not also meet the student guidelines or
code of conduct, and should not distribute any information that might be deemed personal about other
students participating in the social media project.
Parents are asked to not use social media as a channel of communication to a teacher for issues that are
sensitive or confidential, such as progress of their child, behavior concerns, etc.
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BBHS Faculty Social Media Policy
Faculty members are encouraged to find creative and productive was to integrate social media into their
curriculum, but must be mindful that they are personally liable for the content they post online. Your
online behavior should reflect the same standards of professionalism, honesty, respect, consideration and
privacy that you use face-to-face and should be carried out consistent with the standards applied on
school premises and in furtherance of the Mission of BBHS. Faculty must have clear educational
objectives and outcomes for its use, and provide notice to school administration of the activity. Our
behavior, even “off-duty,” will reflect positively or negatively upon ourselves, our colleagues, or our
school. We are expected to be role models for our students, in the eyes of the Bishop Brady community.
Faculty members must use BBHS authorized communication tools and social media when acting in their
official capacity as a representative of BBHS. This includes communications with students and parents.
For example, faculty members shall not use personal email accounts or personal social media pages or
messaging services to communicate with students, nor shall faculty “friend” current students on their
personal social media accounts.
If a faculty member wishes to create a BBHS social media page or account for use with a particular class
or activity, he or she should obtain prior approval from department head and document the privacy
settings, account tools and other measures to ensure the personal information, photographs and
communications of the participants are not accessible.
BBHS employees must include disclaimers within their personal blogs and other media in which they
either identify themselves or are likely to be identified as affiliated with BBHS that the views are their own
and do not reflect on BBHS. For example, "The postings on this site are my own and don't necessarily
represent BBHS positions, strategies, or opinions. However, this standard disclaimer does not by itself
exempt BBHS employees from a professional, special or personal responsibility when posting online.
Your online behavior must reflect the same standards of professionalism, honesty, respect, consideration
and privacy that you use face-to-face.
Faculty may not initiate or administrate any social media site (blog, photo, video gallery, or other internet
site) that takes Bishop Brady High School as its primary subject matter without written consent from the
Principal of Bishop Brady High School.
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DIOCESAN ELECTRONIC COMMUNICATIONS POLICY
Introduction
The parishes, schools, and administration of the Diocese of Manchester provide and use a variety
of forms of communication and information technologies. The goals in the use of electronic
communications media are to spread the Gospel message; to provide information to the faithful
so that they may gain a deeper understanding of their faith; to improve communication among
diocesan personnel; and to allow access to the wealth of information available on the internet to
parish, school, and diocesan personnel. The use of electronic communications media should be
viewed as a tool to enhance productivity and further the purposes and goals of the Roman
Catholic Church. It is therefore imperative that Church personnel conduct themselves in a
responsible, ethical, and professional manner while using electronic communications media. All
communication is subject to the boundaries established by our faith tradition, the Serving Christ,
Serving Others Code of Ministerial Conduct, as well as canon and civil law.
Applicability
This policy applies to all Church personnel. “Church personnel” means all clergy, members of
religious institutes, lay employees, and lay volunteers who minister or otherwise provide services
to the Diocese of Manchester, its parishes, schools, or institutions.
The policy applies to all “electronic communications media” including, but not limited to,
telephone, facsimile, voice mail, computers, tablets, internet and internet access, and electronic
mail. The term also includes data storage equipment, digital information devices, personal
computers, “smart phones” and similar devices, either owned or reserved for use by the Diocese
and its parishes and schools, located on or off diocesan, parish, or school premises.
The term “Church” refers to the Diocese of Manchester and its parishes, schools, institutions,
and agencies.
Ownership/No Expectation of Privacy
Electronic communications media purchased or provided by the Church is Church property and
subject to inspection. All information created in the course of Church business or ministry
and/or produced or carried on Church electronic communications media is likewise Church
property and subject to inspection. Church personnel should have no expectation of privacy in
the use of electronic communications media when using Church equipment or when conducting
Church-related business or ministry. Electronic communications media and any information
communicated, received, or stored using such media is the exclusive property of the Church, and
although the Church does not regularly monitor electronic communications, they may be
monitored, reviewed, retrieved, and stored at any time by Church representatives.
Church personnel must provide their supervisors and/or the network administrator with their
passwords for all Church-owned electronic communication media. Church personnel may not
share passwords for electronic communications media or secured websites owned or operated by
the Church with anyone other than their supervisors and/or the network administrator.
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Acceptable Use of Electronic Communications Media
No list of rules for the appropriate use of electronic communications media can be all-inclusive,
and this policy does not attempt to articulate all required or proscribed behavior by Church
personnel. All communications originating at the Church or using Church-owned equipment
must be consistent with the teachings of the Roman Catholic Church, the letter and spirit of the
Serving Christ, Serving Others Code of Ministerial Conduct, civil and canon law, and the
Diocese of Manchester Public Policy Directives.


General e-mail and internet use: During office hours, church personnel are expected to
use electronic communications media only for work purposes, except for limited use
during break times. Limited personal use of communications is permitted on the express
understanding that the Church reserves the right (for its business purposes or as may be
required by law) to review Church personnel use and to inspect all material created by or
stored on the electronic communications media. Use of the electronic communications
media constitutes permission for the Church to monitor communications and to access
files that are made on or with these communications tools.



Mass Mailings: Church personnel must obtain prior permission from their supervisor
(the pastor, principal, or for diocesan personnel, the Cabinet Secretary), to send mass
electronic mailings.



Social Networks, Blogs, Wikis, Chat Rooms, Message Boards, Online Comment Sections:
Church personnel are expected to comply with the Serving Christ, Serving Others Code
of Ministerial Conduct with respect to all electronic communications and use of social
networks, blogs, wikis, chat rooms, message boards, twitter, and online comment
sections, whether or not employees are using personal or diocesan equipment or are on
personal or work time. Church personnel who seek to establish a blog or a social
network site (e.g., a Facebook page) for ministry must obtain prior permission from their
supervisor (the pastor, principal, or for diocesan employees, the Cabinet Secretary and
the Director of Communications) and must comply with the Diocese of Manchester
Guidelines for the Use of Social Networking Sites in Parish Programs set forth below.
Church personnel should not provide information to a “wiki” (a web page, such as
Wikipedia or Masstimes.org, that allows visitors to edit content) or online comment
sections of newspaper articles, blogs, YouTube video pages, and other forums without
prior permission from their supervisor.



Linking to Other Websites: Church websites, including the websites of the Diocese of
Manchester and its parishes, schools, and institutions, may provide links only to noncommercial sites that are not in conflict with the teaching of the Roman Catholic Church.
All links to other websites must be approved in advance by the pastor, principal, or
Director of Communications. Examples of websites to which Church websites may link,
include: (1) official Church sites, the Vatican, USCCB, dioceses, and archdioceses; (2)
the sites of other parishes, schools, and ministries of or associated with the Diocese of
Manchester; and (3) organizations under the oversight of a bishop or religious
congregation or that are listed in the Official Catholic Directory.
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Downloads: Church personnel must obtain the prior permission of their supervisors or
the network administrator before downloading any programs or installing any software
on Church equipment. In order to prevent computer viruses from threatening the
network, Church personnel should not open attachments or download content of
unknown origin.



Electronic Mail:


The use of personal e-mail accounts for communication with minors for ministry or
Church-related business is discouraged. Whenever possible, official diocesan, parish,
or school email accounts should be used.



Any use of electronic communication media through Church accounts for illegal
purposes or in support of illegal activities is prohibited.



Any use of Church electronic communication media for commercial purposes is
prohibited.



Any use of Church electronic communication media for partisan political lobbying is
prohibited.



Church e-mail accounts should be used only by the authorized user(s) of the account
for the authorized purpose.



Posting Photos, Videos, and Recordings: Church personnel shall not post online
(including on social networking sites) photographs, videos, or recordings without
obtaining prior permission for their use. If identifying information about persons depicted
in photographs or videos is to be posted, prior written authorization from such persons (or
in the case of a minor, the parent or guardian) is required. Such written authorization
may, for example, be included in an application or release for a Church-related event or
program.



Copyright Infringement: Church personnel must always respect copyrights and
trademarks of third parties and their ownership claims in images, text, video and audio
material, software, information, and intentions. Church personnel may not copy, use, or
transfer materials of others without appropriate authorization.

Guidelines for the Use of Social Networking Sites
“Social Networking Sites” are online websites that are used by groups with a common interest
for communication purposes. Social networking sites should be used as a means of effective
communication for ministry and education rather than for befriending people or socializing.
Every effort must be made to provide a safe and secure environment and to avoid even the
appearance of impropriety when using the internet as a ministry tool. Thus, the following
guidelines should be kept in mind when considering the use of social networking sites for
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programs that involve youth under the age of 18. Note: The use of social networking sites is not
recommended for groups that include students younger than high school age.















The permission of the pastor, principal, or administrator must be obtained before using a
social networking site for a program or ministry.
Parents must be informed in writing about the use of the social networking site.
Accounts should be established for the ministry or program; personal accounts should not
be used.
Minors should not be invited to be a “friend.” The minor must make the request.
The site/group administrator must be an adult. Preferably, there should be two site
administrators. The site administrators are considered to work with minors and thus
should have completed all safe environment requirements in accordance with diocesan
policy.
Privacy settings may be used in order to protect group members’ privacy, but
communication must be transparent and ministry-oriented. Private messaging is strongly
discouraged.
The administrator should pre-approve or regularly monitor all comments and postings.
Any inappropriate content should be deleted, and the person who posted it should be
contacted and reminded that improper content is not acceptable.
Rules of conduct should be posted on the site.
The main purpose of the site should be for general communication about group events
rather than for chatting or socializing.
All information displayed on the site should reflect the Catholic faith.
Postings should be written as though others will read them. Communications can easily
be shared with others for whom they are not intended.
Whenever possible, copies of communications sent to youth should be maintained.
Parents should be copied on communications when possible.
Photographs may not be “tagged” on social networking sites, such as Facebook.

Further Information
Additional information about the Electronic Communications Policy may be obtained by
contacting the Director of Communications for the Diocese of Manchester.
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Laptop Issued/Agreement Form
Name:
Department

______________________________
______________________________

Date:

I have received the following Laptop Computer:
Laptop Mfg: ____________
Model: _______________

__________________

Serial #___________________

I understand that I am being issued a laptop computer to facilitate student instruction and enhance student
achievement; it will be in my possession for use at and away from school.
I understand that I am responsible for the laptop computer issued to me and that I will care for the equipment in such
a manner as to prevent loss or damage. I further understand that:
o The laptop is an instructional tool and should be brought to school each day.
o The laptop should be transported in its case and stored carefully so it is not susceptible to damage. I may
not make any permanent personally identifying marks on the laptop computer including adhesive
labels/stickers.
o The laptop should not be left unattended in any unlocked area; i.e. classroom, instructional area, office,
vehicle, or common area. Acceptable storage of laptop during school hours included locked desks, cabinets
or other secured spaces not visible when the laptop is not in the user’s possession.
o The laptop should not be left inside a vehicle where temperature extremes can permanently damage the unit
and/or its components or could be visible resulting in theft.
o In the case of any damages or abuse of the laptop, or because of my failure to follow school’s technology
acceptable use policies, including this agreement, I understand I will be held responsible for payment of
repairs or replacement.
o In the event of damage, loss or theft of the laptop, I am responsible to obtain an incident specific police
report immediately. In the event of damage, loss or theft of the laptop, I will immediately notify my
principal or the Technology Department for repair or replacement matters.
o The laptop computer and any other accessories/components will be returned to the Bishop Brady Highs
School immediately upon termination of my employment, or at any other time as specifically directed by
Bishop Brady High School.
o Any data corruption or configuration errors caused by the installation of unauthorized or illegal software
may result in a loss of all data on the laptop and/or system due to the need for a complete reload.
o I am responsible for backing-up all data on the laptop. Bishop Brady High School is not liable for lost data.
o There can be no expectation of privacy with respect to an employee’s use of Information Technology
Resources.
o Antivirus software has been installed and configured for the laptop and will automatically download from
an internet connection. No user interaction is required. Windows Automatic Updates will automatically
download from an internet connection and may require a restart.
o Every 30 days during the first week of each month, the laptop will need periodic upgrades, service and
maintenance mandated for security reasons by technology department. The Technology Department
reserves the right to collect laptops at any other times deemed necessary.
o I am responsible for the confidentiality and security of identifiable student information and other sensitive
data on the laptop.
o I am permitted to use the laptop on a wireless network outside Bishop Brady High School as long as it does
not require me to install any additional firewall software or change any of my network configurations.
o I understand that loaning this laptop to adults, students, or other unauthorized persons, or placing it where
the same might gain unauthorized access to it is prohibited.
I agree to the above terms and conditions as such, agree to fully cooperate with property loss reporting requirements
and with property loss incident investigations.
My signature below indicates I have thoroughly read and understand the above information.
Employee Signature: _______________________________________

Date:___________________

Technology Coordinator____________________________________

Date:___________________
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ADDITIONS

 PROFESSIONAL GROWTH
 Honesty and the BBHS Honor Code
 Honor Code Pledge
 Honor Code Faculty Suggestions
 Honor Code Faculty Responsibilities
 Job Descriptions
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PROFESSIONAL GROWTH
All faculty are expected to be lifelong learners and continue to expand their knowledge and
pedagogy. Faculty have some choice in the path of professional growth that fits their own
individual strengths and needs and is consistent with the goals of the school. The
administration facilitates that growth through opportunities for collaboration, professional
development and evaluation.

1. Professional Development Goals will be established in conjunction with
re-certification efforts and school wide goals.
2. Throughout the year, faculty members will collaborate with colleagues and
Curriculum Facilitators on teaching and learning. Common planning and common
assessment are expected when multiple professionals teach the same course.
All full-time faculty are expected to complete four Project InterTeach observations
each year – one in their direct teaching area, one in a related department area,
one outside of the department, and one in theology.

3. Course evaluations will be completed by students in January and June.
Teachers will have the opportunity to review these and are required to complete
a reflection.

4. Informal and formal evaluations will be completed by Curriculum Facilitators and
Administrators according to a schedule established each year.
Two formal evaluations will be conducted for all first and second year teachers.
The Curriculum Facilitator will complete the first evaluation by October 30th and
the assigned administrator will conduct the second by March 31st. Formal
evaluations will be announced and will include a pre-conference, full period
observation, written summary including recommendations and commendations,
and a post-conference discussion. Informal, unannounced mini observations will
also be conducted.
All other teachers will participate in the new mini-observation process using the
modified Marshall rubric. (This will be reviewed at the beginning of the school
year). For teachers in their re-certification year, facilitators and administrators
will strive to be in your classes about 8 times per year varying the visits in
different classes. For all other teachers, the goal is to visit 3-4 times per year.
Each visit will be followed by a short followup either in person or through email.
NOTE: At any point, a teacher may be moved into a formal observation process
by the Principal. Struggling teachers may be placed on a Professional
Improvement Plan at any time during the year.

5. All teachers will self-assess each spring and engage in discussion with their
Curriculum Facilitator and assigned administrator.
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HONESTY & BBHS HONOR CODE

HONESTY
Social Honesty on the part of all members of the Bishop Brady community is basic to creating
an atmosphere of growth, support, safety and comfort. Cooperative working with others in the
classroom, in clubs, on teams, on school trips, etc. assumes this support and honesty. Lying is
a major form of Social Dishonesty. False representation and/or distortion of facts are some
examples of Lying. All behavioral expectations have their basis in honesty. One leads to the
other.
Every person has the responsibility and obligation to assist in protecting the whole school
environment. It is important that teachers, students, coaches and volunteers work together to
achieve a total school environment of support, safety and comfort; thus, it is essential that a
student report any occurrence of the breaking of any “major” school rule.
Social dishonesty will be handled as a disciplinary issue and sanctions will be determined
accordingly. Knowledge of the school’s disciplinary policy and expectations is vital to
conducting oneself in a socially honest manner. (See Behavioral Expectations in the
Student Parent Handbook.)

Intellectual Honesty on the part of all members of the Bishop Brady community and faculty is
basic to the individual growth and development throughout one’s academic career. When
academic dishonesty occurs, the teaching and learning environment is seriously undermined
and student growth and development is impeded. For these reasons, any form of intellectual
dishonesty is prohibited and will not be tolerated. Bishop Brady faculty and students must
report all instances of academic dishonesty to a teacher or Administrator. Intellectual
dishonesty can take many forms. It can include making up or falsifying data, using another
student’s work as your own, etc. It may also take the form of intellectual carelessness, which,
while not intentionally deceptive, has the same outcome and may be treated as academic
dishonesty.
Cheating:
Cheating occurs when a student presents as one’s own the work of another.
Some examples of cheating include, but are by no means limited to, the
following:
1. Improper conduct during or related to a test or quiz.
a. Talking during a test or quiz.
b. Looking at someone else’s paper during a test or quiz.
c. Use of cheat sheets or any other non-approved outside materials
during a test or quiz.
d. Providing or receiving answers or questions to a test previously taken
by other students.
e. Accessing a cell phone or other unauthorized device during a test or
quiz. (ex: using texts, photos etc.)
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2. Copying homework or other work to be submitted for evaluation and/or
grading by the teacher (whether word for word or altering just a few
words). Doing another student’s homework or other work to be submitted
for evaluation and/or grading by the teacher.
3. Using a paper in more than one class without written permission from all
instructors involved.
4. Submitting an assignment under dishonest circumstances.
5. In all Foreign Language classes, use of a computer translator is strictly
forbidden for all writing assignments. (For further explanation, see the
course descriptions for the language courses.)
Plagiarism:
Another form of intellectual dishonesty is plagiarism (i.e., the representation
of another’s words, thoughts, or ideas as one’s own). While it is expected
that a student who is engaged in writing will utilize information from sources
other than personal experience, appropriate acknowledgment of such
sources is required. Plagiarism includes the following:
1. Implementing within a paper a direct quotation, graph, table etc. without
citing the source.
2. Paraphrasing the ideas, interpretation, and expressions of another
without giving credit to the source.
3. Failing to acknowledge or document sources, a student is guilty of
representing the thought of others as the student’s own.
Students MUST assume that any paper, project, report, etc., they are passing
in should always give credit to the original source. Thus, all sources of
information should be credited or cited according to the Modern Language
Association Style Sheet (MLA). Students are always encouraged to seek
assistance if confused in any way regarding sources and citations.
Intellectual Dishonesty Sanctions
First Infraction:
1. Those students who choose to admit their infractions within the
designated grace period (24 hours for self-reporting from time assignment
is handed in) will not face any disciplinary action. However, the
aforementioned students will receive a grade of 0% for the assignment. A
letter will be placed in the student’s file.
2. Students not admitting an infraction, but found guilty after an investigation
will, in addition to the above:
a. Submit a letter of apology to the teacher of the class in which the
infraction occurred, and any other party they may have violated.
b. Receive (1) day in-school suspension for violating the honor code,
with a letter placed in the student’s file.
Second Infraction:
Upon a second admitted or proven infraction of the honor code, the guilty
party will:
a. Repeat step 2a above.
b. Receive up to 3 days in-school suspension, with a letter placed in
the student’s file.

51

Third Infraction:
Upon a third admitted or proven infraction of the honor code, the guilty party
will:
a. Repeat step 2a above.
b. Receive up to 3 days of out-of school suspension and a letter
placed in the student’s file.
Fourth Infraction:
Upon a 4th admitted or proven infraction of the honor code, the guilty party
will face further disciplinary action which could include expulsion.

Student Responsibilities
Every student has the responsibility and obligation to assist in protecting
the integrity of the learning process and the diplomas which this school
grants by (1) not participating, either directly or indirectly, in cheating or
plagiarism, (2) actively discouraging cheating or plagiarism by others, and
(3) and reporting all instances of which a student has knowledge.
It is important that students and instructors work together to achieve an
academic environment that is fair to all students; thus, it is essential that a
student report to the course instructor in a timely manner any known
incidents of cheating/plagiarism. A person who knowingly assists another
person in cheating or plagiarism is as guilty as the person receiving help.
Every student also has the responsibility and obligation to assist in
protecting the non-academic environment. It is important that teachers,
students, coaches and volunteers work together to achieve a total school
environment of support, safety and comfort; thus, it is essential that a
student report any occurrence of the breaking of any “major” school rule.

52

BISHOP BRADY HIGH SCHOOL
HONOR CODE PLEDGE

When participating in any activity, we at Bishop Brady feel it is helpful for the students to
ask themselves the following questions:
Have I practiced truth and honesty?
Can I be proud of my performance?
Have I contributed to the basic goodwill of the community or added to its friendships?
Am I being fair to all concerned?
Are the decisions I have made benefiting not only my peers, and elders, but also myself?
Am I applying justice, respect, and above all else honor in my everyday work?

PARENTS AND STUDENTS

By signing this statement, I agree that I have read the Honor Code Policy as stated in the
Student/Parent handbook, understand it, and will abide by its provisions. As a student, I agree to
write the following statement on all academic activities requested by faculty. I agree that if the
statement is not requested, I still will abide by the Honor Code Policy.
Bishop Brady Honor Code Statement
During this activity I have not participated in or been witness to a violation of the Bishop
Brady Honor Code.

Student Signature: ____________________________ Date: ____________
Parent Signature:

____________________________ Date:__________
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FACULTY SUGGESTIONS FOR REDUCING VIOLATION OPPORTUNITIES
A. Papers/Reports/Projects
 Set up assignment in stages and approve each stage at assigned dates.
 Be specific about sources that you will accept or not accept especially when using the
internet and clearly state your expectations for documentation of sources. Teachers of all
subjects need to place consistent emphasis on instructing and expecting students to cite
properly and give proper credit where due to all parts of their writing, their projects
and their presentations.
 Accept work only on pre-approved topics.
 Be specific if you are accepting a paper or project that will be used from or in conjunction
with another class.
B. Testing
 When possible, prepare different or varied versions of tests when teaching multiple sections
of the same course.
 Do not allow books and materials on the student desks unless they are being used with your
permission. (It is a good idea to spot check the materials being allowed for use.)
 Do not allow students to correct their own or other student’s test/quizzes at any time.
 Provide a good testing environment. Some suggestions:
1. Sit in back of room while proctoring, move around the room while proctoring, or
change your proctoring seating position in different tests.
2. Don’t use the same tests or standardized tests year after year.
3. Have good testing seating arrangements for students.
MAKE-UP TESTS/QUIZZES
 Follow the guidelines in the Faculty and Student/Parent handbook for procedure and
timetable for making up work.
 Avoid allowing students to take make-up tests/quizzes without supervision.
 If a student is to take a make-up test/quiz in another area with another teacher’s supervision,
be sure that teacher knows your instructions and test atmosphere requirements and handdeliver the test/quiz to the supervising teacher.
HOMEWORK/CLASS NOTES



Clear rules for homework should be given.
Students should be told when and if working together on homework is acceptable in their
class. Students should be told when and if they can share class notes.

54

BISHOP BRADY HIGH SCHOOL HONOR CODE
RESPONSIBILITIES OF FACULTY
1. CLARITY OF EXPECTATIONS
Teachers must give explicit written instructions in each course outline about how the Honor
Code works in their individual classes. (See Faculty Suggestions for Reducing Violation
Opportunities.) Oral reinforcement of instructions should be given as often as possible
especially when beginning each new activity.
2. GENERAL RULES FOR TESTING
 For all tests, it is suggested the “Honor Code Statement” should be pre-printed at the
beginning or end of the test. Students should sign the statement on a line provided. (This
signature should be separate from the student’s name that identifies the test as his/hers.)
 For quizzes, teachers should either read the Honor Code Statement before the quiz begins
and have the students sign their name and the words “I agree” or have the students hand
write the Honor Code Statement and sign their name at the top or end of the quiz.
 For projects/labs etc. it is suggested that students hand write the Honor Code Statement
and sign it at a place previously instructed by the teacher.
Faculty must be sure to provide an atmosphere and classroom setting that is proper for testing
or quizzing.
3. PROJECTS/PAPERS/LABS
As stated in the Faculty Handbook, RUBRICS must be written and given to each student for
every project, paper or lab.
4. SUSPECTED VIOLATION
 The teacher should speak with a student as soon as possible if there is a suspicion of code
violation. At that time the teacher can determine if he/she feels that a violation has
occurred or there has been a misunderstanding. If the teacher chooses to carry on with the
situation:
o Privately, the teacher reviews the HC rules with the student and notifies the Dean
of Students. (Teachers must be knowledgeable of the handbook rules)
o Teacher calls parent(s). (It is important that the teacher communicates with the
Dean of Students regarding any previous HC issues and/or the appropriate
sanctions of discipline before talking to the parents.)
o Teacher notifies Dean of Students once the parent conversation has taken place.
o Dean of Students sends a follow-up-letter to the parent, a copy is put in the
student’s file, a copy is given to the Advisor and the situation is documented in
the Discipline file of the database.
If a student denies a violation and the teacher still feels there was one, the student should still
have a 24 hour period from the time of the suspected violation in which to turn him/herself
in. At that point, the student can choose to bring their case to the Administration.
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JOB DESCRIPTIONS
PRINCIPAL
Administrative Team
Building Leadership Team
Student Response Team

General Administration Duties
 Promotes the mission and maintains the school’s Catholic identity
 Responsible for building safety and security
 Oversees hiring, supervision and dismissal of all employees
 Assures the completion of all diocesan and state reports
 Assists in planning orientation for new teachers
 Assists in assigning staff to extracurricular activities
 Oversees faculty meetings, administrative team meetings, building leadership meetings and
student response team meetings
 Collaborates with the Dean of Students, Assistant Principal and/or Athletic Director on serious
disciplinary problems
 Oversees enrollment, marketing and development goal setting and protocols with associated staff
 Meets regularly with the School Counselors and Campus Minister
 Addresses the media or, when necessary, local law enforcement officers
 Collaborates with the Athletic Director in communications with the NHIAA
 Responsible for dealing with issues in the outside community that have an impact on the school
community
 Assists in counseling of students/families in crises
 Maintains a visible presence at school related events and activities
 Establishes accessible and open communication with families
 Updates the Catholic Schools office and the Bishop Brady Advisory Board on all matters
pertaining to the administration of the school
Curriculum
 Oversees the instructional program of the school with the Assistant Principal and Curriculum
Facilitators
 Researches new courses and programs to benefit students
 Collaborates with Dean of Students, Athletic Director and co-curricular advisors to assure
comprehensive co-curricular programs.
Finances
 Stewards the resources of the school
 Collaborates regularly with the Business Manager
 Prepares and monitors the annual budget with the Business Manager and Finance Committee
Advancement
 Participates in long range planning
 Oversees enrollment, marketing and development goal setting and protocols with associated staff
 Meets regularly with the Development and Enrollment Offices
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DEAN OF STUDENTS
Administrative Team
Building Leadership Team
Student Response Team
Administrative
 Coordinate and oversee student attendance
 Manage student attendance records
 Oversee school-wide parking system
 Coordinate, with the Assistant Principal, fire and safety drills and protocols
 Annually review the Safety and Emergency Management Program and Crisis Response Plan with
the Principal, Assistant Principal and maintenance staff
 Provide professional development on safety awareness for all new staff
 Collaborate with the Assistant Principal to assign faculty supervisory duties in the building
 Coordinate transportation with athletics and admissions
 Coordinate/supervise locker assignments and protocols
Behavioral Management
 Inspire students to develop positive relationships with peers and adults
 Encourage students to reach their full potential through active participation in their learning and
involvement in co-curricular activities
 Create programs to promote positive behavioral changes
 Enforce adherence to school policies, procedures, and behavioral expectations through a variety of
intervention strategies
 Support teachers in the area of classroom management
 Oversees the Honor Code rules and policies and communicates with teachers, students and parents
regarding the outcome of Honor Code issues
 Mediate disputes and problem solve with students, teachers, counselors, staff, and parents
 Works in conjunction with the principal and/or assistant principal on all major behavioral
infractions
 With the Assistant Principal, collaborate with staff on issues of academic dishonestly
 Manage student discipline records
 Coordination/supervision of school activities
 Oversee completion of Extracurricular Participation Agreement for all students
 Collaborate with Athletic Director regarding student eligibility
 Coordinate the implementation of the Advisory Program with the Campus Minister
 Oversee school clubs and assist in the development/supervision of school activities
 Coordinate Cookie Tuesday
Other





Collaborate on the review of handbooks and school-wide documents
Collaborate with the Admissions office for new student orientation
Assist in the evaluation of faculty/staff
Other duties as assigned
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ASSISTANT PRINCIPAL
Administrative Team
Building Leadership Team
Student Response Team

Faculty
 Coordinates orientation for new faculty
 Procures substitutes for teachers who are absent, receives assignments for those teachers and
organizes coverage for teacher coaches being dismissed for athletic events
 Coordinates study hall and other faculty duties with Dean of Students
 Sets deadlines for updates/progress reports and report cards and, in coordination with the Tech
Coordinator, helps train and update teachers on proper procedures in the grading update process
 Assists the Campus Minister with the retreat for faculty

Academic
 In conjunction with Curriculum Facilitators and the Principal, revises the Program of Studies
 Oversees progress report and report card procedures with the Technology Coordinator
 Monitors the Fine Arts Credit Option
 Coordinates the Advanced Placement testing
 Coordinates parent back-to-school-night and parent conferences
 Coordinates end-of-year Awards Ceremonies with Counseling and Guidance Department and
Principal
 Compiles lists of academic probation and mandatory study students

Administrative
 Prepares the daily schedule/dismissals on the white board and develops schedules for special
schedule days
 Coordinates yearly, monthly and weekly calendars
 Assists in finalizing the master schedule, room assignments and teacher assignments
 Plans Baccalaureate banquet, organizes senior rehearsals, organizes graduation ceremonies and
needs, orders diplomas and caps and gowns
 Coordinates all forms, calendars, handbooks, flyers, etc. to be mailed to all parents in August
 Collaborates on the review of the Student/Parent Handbook and Faculty Handbook; organizes
edits and prints the handbook.
 Prepares annual State Attendance Report
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DIRECTOR OF ADMISSIONS AND ENROLLMENT
Building Leadership Team

Marketing
 Coordination of Open Houses, School Presentations, and other promotional events
 Updating, organizing and collating promotional materials for use in Application Packets
 Coordinating updates for the Website with the Communications Specialist
Acceptance Process
 Collecting the necessary data on each applicant in order to build a student file
 Following up with prospective students to complete their files
 Interviewing, screening, and/or conferring with the Principal regarding all applicants
 Scheduling shadow visits for prospective students
 Working closely with the Principal and school counselors regarding admission of students
 Evaluating application files for acceptance
 Providing orientation programs for all new students
 Insuring that all enrollment documents are received before new student begins
 Coordinating the International Student program
 With Curriculum Facilitators, provide follow up information to feeder schools regarding their
students at Bishop Brady
Additional Responsibilities
 Serve on Financial Aid Committee
 Planning, coordinating, and conducting a Transfer Orientation in the Fall for transfer students
 Acting as the Contact Person for the dress code suppliers

ADMISSIONS/ENROLLMENT COORDINATOR
Marketing
 Supporting and attending Open Houses, School Presentations, and other promotional events
 Updating, organizing and collating promotional materials for use in Application Packets
 Putting together press releases
 Updates on Website
Acceptance Process
 Collecting the necessary data on each applicant in order to build a student file
 Following up with prospective students to complete their files
 Scheduling shadow visits for prospective students
 Evaluating application files for acceptance
 Answering telephone inquiries and mailing packets to prospective families
 Data Entry of applicant information
 Working with new students to obtain dress code items and books
 Insuring that all enrollment documents are received before new student begins
 Coordinating the summer mailings to new students
Additional Responsibilities
 Assisting with large projects throughout the school
 Ordering of supplies for the Admissions Office
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BUSINESS MANAGER
Member of Building Leadership Team
Financial
 Processes Accounts Payable assisted by the office administrative assistant
 Implements the Student Billing transactions with the office administrative assistant
 Oversees purchasing of equipment and supplies
 Maintain all insurance correspondence with school and personnel
 Update Diocese Reports – Vehicles, Salaries and Insurance Reports
 Completes quarterly financial reports
 Handles all necessary information and communication with payroll company
 Implements and prepares budget for new school year for finance committee
 Works with Curriculum Facilitators on department budgets and purchasing
 Records all money that comes into the school in the office, departments, clubs
 Prepare for financial audits
 Acquires and processes data for financial aid with the office administrative assistant
 Implements the Virtual Textbook Store with the Curriculum Facilitators
Human Resources
 Maintains all personnel records
 Inform, update and manage the school benefit plans for all personnel
Safe Environment Coordination
 Assures compliance with diocesan training requirements
 Distributes the Policy and Code of Conduct to employees and volunteers who regularly work with
minors
 Assures that all new employees and volunteers have completed all applicable background
screening and training requirements
 Update database and submits compliance information to the Office for Ministerial Conduct
SCHEDULING COORDINATOR


Coordinates the construction of the Master Schedule with the Principal, Assistant Principal,
School Counselors, and Curriculum Facilitators

TECHNOLOGY COORDINATOR
Website administration
 Manages the functionality and content on the site as well as delegate the editing responsibilities to
other departments.
 Assures server backups are completed regularly
 Upgrades technology and software throughout the building
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CAMPUS MINISTER
Member of Building Leadership Team
Member of Student Response Team
Theology Department and Service Programs
 Coordinates prayer at all meetings, assemblies and special programs
 Facilitate integration of classroom knowledge with spiritual life of community
 Facilitate all student sessions of “Circles Of Care”
 Organize Liturgies throughout the school year (mass or prayers service monthly)
 Coordinate and oversee all activities related to “Catholic Schools Week”
 Coordinate and oversee all student and faculty retreats
 Care and maintain the Chapel throughout the school year
 Coordinate Advisor/Advisee program with Dean of Students and Asst. Principal of Academics
 Consult with Individuals/classes/school groups & organizations for private prayer services
 Coordinate the Baccalaureate Liturgy for graduating seniors
Community Support
 Coordinate emergency relief efforts
 Coordinate and oversee all aspects of “Thanksgiving Food Drive”
 Coordinate and oversee all aspects of “Operation Santa”
Counseling
 Work in conjunction with the Principal, school counselors, Dean of Students and other
Administrative staff for crisis intervention and support
 In conjunction with school counselors, serve as a referral resource to area counselors for student
long term counseling
 Provide guidance and spiritual support for school community
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SCHOOL COUNSELORS
Members of Student Response Team
School counselors are responsible for delivering a comprehensive school counseling and guidance
program following the frameworks of the American School Counselor Association.

Curriulum
 Provide individual and group guidance designed to help students develop personal goals and
future plans
 Creates working four-year plans with every student
 Assists students in determining their strengths and challenges
 Works with students and parents on appropriate course selections
 Educate students and parents on the college planning and financial aid processes
 Facilitates workshops for students and parents on the use of Naviance
 Coordinates the student internship and job shadowing program
 Encourages students to expand their horizons and become self-advocates
Counseling
 Help students gain an understanding of self and other as well as understanding appropriate
behaviors and boundaries
 Assists students with social skills and peer relationships
 In conjunction with the Principal, Dean of Students, Campus Minister and other administrative
staff, provide responsive services and crisis intervention for students or families with personal,
social, medical or psychological issues
Communication/Consultation
 Consults with classroom teachers on developmental needs of students
 Refer students for support services with the Academic Coach
 Communicates regularly with students and parents
 Maintains collaborative relationships with outside counseling agencies for referral purposes
 Facilitates the understanding and use of test data with students, parents, and staff
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ATHLETIC DIRECTOR
Member of Building Leadership Team











Liaison between Bishop Brady and the NHIAA and complete all paperwork needed by the
NHIAA—rosters, schedules, affidavits
Administering all policies and procedures of athletics and consequences that are a result of noncompliance with these policies
Oversee student academic/sports eligibility
Order and maintain all sports equipment and uniforms
Coordinate all travel for sports teams for practices and games, arrange for other school groups
travel using school vehicles
Co-coordinate with Head of Building and Grounds the use and maintenance of all vehicles
Line and maintain fields
Procure officials for contests and oversee payment of officials
Oversee home game management—clock timers, medical personnel, ticket takers etc.
In conjunction with Business Manager, coordinate all HR forms and training for Safe
Environment for all new employees and volunteers

DIRECTOR OF DEVELOPMENT
Member of Building Leadership Team












Maintains database of alumni and donations
Coordinates the Annual Appeal
Cultivates, solicits and stewards gifts from donors
Works with the Principal on major gift solicitations in addition to maintaining a pool of major gift
prospects for personal cultivation, solicitation and stewardship
Serves as a resource to educate the school community and Advisory Board on the advantage of
development activities and the proper methods of soliciting external financial support
Provides oversight and direction of the fundraising and sponsored program activities of the school
including the development and implementation of prospect cultivation, events, communication
and marketing strategies, donor stewardship and recognition, and capital campaigns
Represents the Principal at meetings with various school constituents and external groups and
associations for the purposes of building strong external relationships and promotion of the school
and its education programs
Works with the Alumni/Event coordinator on school events and activities.
Works with the Advancement Committee of the Advisory Board
With the Alumni/Event coordinator, meets with the Alumni Association
Arranges for publication of the Alumni magazine
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REGISTRAR
Management of Student Records
 Supervise and monitor accessibility of all student records
 Request, receive and file records of all incoming 8 grade students and transfers
 Maintain school registry of students (admissions/withdrawals)
 Transpose grades from former school grading system to Brady grading system and distribute
grades to date of entry (new students) to scheduled teachers.
 Collect grades and finalize records of withdrawn students, route them to proper new school of
enrollment
 Update credit checks
 Record summer school grades/credits
 Route appropriate records to nurse, special education, principal and others as needed
 Maintain graduates’ permanent records and update as necessary
Grade Reporting
 Track teacher grade reports
 Enter grading data by quarterly reports
 Check documents for accuracy
 Enter incompletes as submitted and monitor incomplete lists teachers and staff
Miscellaneous duties
 Coordinate and publish Scholarships on Edline in addition to making scholarships available to
students
 Set up Counselor/student/parent meetings
 Organize college application packets for seniors
 Manage Web page for Guidance Department
 Coordinate College Fair, Career Day, and Awards Day

CURRICULUM FACILITATORS

















Collaborate with principal and assistant principal on curricular revisions, instructional practices,
and assessment strategies
Collaborate with sending schools and post-secondary schools regarding curricular objectives and
content (books read, etc.
Plan interdisciplinary coursework/activities
Identify at least one new strategy for every teacher to try (they can all try different things!)
Formalize connection between STEM, Humanities and Arts/Culture strands and “Grad at Grad”
Review assessment data and work with teachers to determine needs
Update curriculum documents and program of studies
Observe faculty
Recommendations for budget
With the assistant principal, oversee use of portal by teachers
Inventory of equipment/books/supplies
Meet monthly with curricular areas and post minutes (scheduled meeting dates)
Mentor new staff
Work with admissions and school counseling offices on appropriate placement for all students
Serve as curriculum representatives at all school functions as identified by the administration.
Serve as professional development committee to identify needs and coordinate professional
development opportunities.
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