Guidelines For Planning

For Catholic Schools

Possible outcomes:

· Maintain current viable status

· Expansion of existing facilities

· Identify and target issues to achieve viability

· Consolidation

· Closure

Process:

1.
Each school will conduct an internal study, following the guidelines and worksheets, to determine the school’s future.

2.
Once this is completed, the school will establish a focus group and use the information to develop a plan to take to the Vicariate.

3.
If more than one school is involved, a Vicariate Collaboration Phase begins.   Pastors will select a Planning Committee, which will develop the Vicariate Plan for schools.

Document developed by Archdiocesan Advisory Board of Catholic Education;

presented to Council of Vicars, September, 2003. (Revised 2004)

Fact Finding: Each parish with a school is expected to submit complete and accurate data for the following areas
Enrollment: (SEE WORKSHEETS)

· Enrollment trends for last five years and projections for next 5 years

· Total enrollment, by zip code, for last 5 years and projections for next 5 years

· Catholic/Non-Catholic enrollment for last 5 years and projections for next 5 years

· Baptism trends for the last five years

· Parish enrollment trends for the last five years and projections for the next five years

· Demographic projections regarding number of school age children anticipated in the next 3-5 years ( SEMCOG)

· Projections regarding recent/anticipated building of new homes over the next 5-10 year period in the area served by the school (SEMCOG)
Staffing: (SEE WORKSHEET FOR TURNOVER RATE)

· Annual teacher turnover rate for the last five years

Financial: (SEE WORKSHEETS)

· Tuition rates for last 5 years and projections for next 3-5 years

· Per pupil cost for last 5 years and projections for the next 3-5 years

· Total operating expenses for last 5 years and projections for the next 3-5 years

· Total salaries/benefits for last 5 years and projections for the next 3-5 years

· Total revenue for last 5 years and projections for the next 3-5 years

· Revenue from tuition for last 5 years and projections for the next 3-5 years

· Revenue from fundraising for last 5 years and projections for the next 3-5 years

· Parish subsidies for last 5 years and projections for the next 3-5 years

· Diocesan subsidy/assistance for last 5 years and projections for the next 3-5 years

· Other revenue for last 5 years and projections for the next 3-5 years

· Total tuition assistance for last 5 years and projections for the next 3-5 years

Facility:

· Asbestos compliance

· Conditions of current building

	· Roof
	· Windows

	· Plumbing
	· Lavatories

	· Painting Interior/Exterior
	· Entry/Exit Areas

	· Grounds
	· Play area


· Future building needs/ capital improvement

	Catholic Identity Criteria:
	1
	2
	3

	Teachers of Religion are all certified
	
	
	

	Instructional time for Religion meets AOD requirement
	
	
	

	Prayer and worship offered on regular basis
	
	
	

	Students involved in service opportunities in school & larger community
	
	
	

	Staff attends annual professional development in Theology
	
	
	

	Catholic student enrollment is greater than 75%
	
	
	


Criteria List:  The Criteria must be assessed according to a scale of 1-3. 

                             Check the appropriate box and include all documentation.


KEY FOR RATINGS

  
 1 - full implementation; documentation available on request
   
 2 - partial progress toward implementation; documentation available on request 
  
 3 - little or no progress toward implementation; explanation available on request

	Enrollment Criteria:
	1
	2
	3

	Enroll a minimum of 20 students per grade level (preK-8)
	
	
	

	Maintain a teacher student ratio of no less than 1:20 (K-8) and 1:15 (9-12)
	
	
	

	Operate consistently at 75-85% of building capacity
	
	
	

	Demonstrate   potential of enrolling school age children in neighborhood in the future (school has potential to maintain or increase enrollment)
	
	
	

	Document efforts to retain students in school
	
	
	

	Document efforts to attract new students to school
	
	
	

	Provide evidence that gap between enrollment and capacity is closing
	
	
	


	Administration Criteria
	1
	2
	3

	Administrator(s) are qualified as per criteria 1-5 in AOD Policy 2211.11
	
	
	

	Annual goals established with pastor and on file 
	
	
	

	Faculty Handbook in place and updated regularly
	
	
	

	Parent/Student Handbook in place and updated regularly
	
	
	

	Federal monies used annually 
	
	
	

	Access appropriate services from LEA for students
	
	
	

	
	
	
	

	Staffing Criteria
	1
	2
	3

	All teachers have state certification for grade/subject they are teaching
	
	
	

	Teachers’ salaries are at AOD scale
	
	
	

	Adequate number of staff to provide a complete educational program
	
	
	

	Staff has professional plan in place
	
	
	


	Instructional Program Criteria
	1
	2
	3

	School is accredited
	
	
	

	Day/Hour/Time allocation requirements met
	
	
	

	Plan for school improvement and growth is in place
	
	
	

	Standardized tests given annually
	
	
	

	Grade Average Scores on Standardized test, over the last 5 years, have shown annual improvement 
	
	
	

	Complete educational program (all subject areas are part of the instructional program) is offered
	
	
	

	School-wide curriculum developed and used in each subject area
	
	
	

	Operative technology plan in place
	
	
	


	Finance Criteria – The School:
	1
	2
	3

	Maintains a balanced budget
	
	
	

	Generates and collects sufficient revenue
	
	
	

	Receives a consistent parish subsidy that falls within AOD guidelines
	
	
	

	Carries out successful development/fundraising efforts
	
	
	

	Demonstrates efforts to move toward more financial independence (minimal reliance on archdiocesan subsidy)
	
	
	

	80-85% of income goes toward salaries/benefits
	
	
	


	Facility Criteria – The School can:
	1
	2
	3

	Accommodates an increased number of students if need exists
	
	
	

	Provides sufficient space for quality program (Check all that apply)

	
	
	SCIENCE LAB
	
	MUSIC ROOM
	
	ART ROOM
	
	COMPUTER ROOM

	
	
	CHAPEL
	
	LIBRARY
	
	GYM
	
	CAFETERIA

	
	
	PLAYGROUND
	
	SPECIAL EDUCATION
	
	
	
	

	Has a written plan to maintain an efficient and safe physical plant
	
	
	

	Complies with asbestos regulations
	
	
	


	Parent Community Criteria – The School:
	1
	2
	3

	Offers parent volunteer opportunities
	
	
	

	Offers an Open House for parents
	
	
	

	Offers Conferences for parents
	
	
	

	Has an active parent organization
	
	
	

	Has an active School Committee
	
	
	

	Works with neighborhood organizations
	
	
	


Committee Worksheets: Check all indicators that have surfaced through fact-finding phase, these red flags may indicate the existence of a situation which requires attention.

	School:
	
	City:
	


Catholic Identity Concerns:

	
	Teachers of Religion are not all certified

	
	Little evidence of Catholic environment in school

	
	Minimal participation in Prayer/Eucharist/Sacraments


Enrollment and Demographic Concerns:

	
	Pattern of declining parish enrollment

	
	Pattern of declining school enrollment within last 5 years

	
	Major changes in neighborhood structure

	
	Pattern of declining birth rates and or income levels


Administrative Concerns:

	
	School is not accredited

	
	Lack of appropriate qualifications of administrator(s)

	
	Administrator covering classrooms due to lack of personnel

	
	Average class size is less than 20 students per room


Staffing Concerns:

	
	Teachers lack State certification for grade/subject they are teaching

	
	Average turnover rate for the last three years exceeds 40%

	
	Annual professional development lacking


Instructional Program Concerns:

	
	School-wide written curriculum is not consistently used

	
	Standardized test score building averages consistently fall below the 30th percentile, and/or show no improvement

	
	Time allotments for subject areas do not meet standard

	
	Calendar days/hours do not meet required standard


Finance Concerns:

	
	Increasing operating costs not offset by projected revenue

	
	
	Salaries related to school

	
	
	Building/maintenance costs

	
	
	Capital repairs

	
	
	Lack of evidence of financial planning

	
	Insufficient or non-existent development efforts

	
	Excessive delinquent tuition

	
	Increasing parish subsidy

	
	Pattern of dependency on Archdiocese of Detroit for financial assistance

	
	
	SOF 

	
	
	Additional money to cover shortfall


Facility Concerns:

	
	Increasing need for unmet capital improvements

	
	Little or no evidence of routine scheduled maintenance

	
	Inability to maintain attractive, clean facilities and grounds

	
	Inability of facility to support and enhance learning, e.g. media center, etc. 

	
	Facility does not provide a safe and secure environment


Parent/Community Concerns:

	
	Little evidence of parent participation

	
	Lack of functional School Committee


Enrollment Worksheets
  SCHOOL: ____________________  CITY:__________
ELEMENTARY SCHOOL ENROLLMENT TREND BY GRADE

	YEAR
	PK
	K
	1
	2
	3
	4
	5
	6
	7
	8
	Total

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


HIGH SCHOOL ENROLLMENT TREND BY GRADE

	YEAR
	9
	10
	11
	12
	Total

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Catholic/Non-Catholic Enrollment Trend

	
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR

	
	
	
	
	
	
	
	
	
	
	

	Catholic
	
	
	
	
	
	
	
	
	
	

	Non-Cath.
	
	
	
	
	
	
	
	
	
	


Parish trends (Last 5-years)

	Year
	
	
	
	
	

	Parish enrollment
	
	
	
	
	

	# Baptized
	
	
	
	
	


ENROLLMENT BY ZIP CODES (make copies as needed)

	School:
	
	City:
	


	ZIP CODE
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


SEMCOG data

Demographic projections regarding number of school age children anticipated in the next 3-5 years: 

	YEAR
	
	
	
	
	

	Children

ages 5-13
	
	
	
	
	

	Children ages 14-18
	
	
	
	
	


Statement on projections regarding recent/anticipated building of new homes over the next 5-10 years: 

	


Staffing Worksheet

Annual Teacher turnover rate for the last six years

	Year
	
	
	
	
	
	

	Total #

Teachers
	
	
	
	
	
	

	# Teachers  who were replaced
	
	
	
	
	
	


What is the average turnover rate for each three-year period?

	Years:
	
	Percent turnover:
	

	Years:
	
	Percent turnover:
	


FINANCIAL DATA WORKSHEET

	School:
	
	City:
	








ACTUALS





PROJECTIONS
	CATEGORIES
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR
	YEAR

	Tuition – Parishioners
	
	
	
	
	
	
	
	
	
	

	Tuition – Non-Parishioners
	
	
	
	
	
	
	
	
	
	

	Per Pupil Cost

 (See Below)
	
	
	
	
	
	
	
	
	
	

	Total Tuition Assistance
	
	
	
	
	
	
	
	
	
	

	Total Operating Expenses
	
	
	
	
	
	
	
	
	
	

	Total Salaries/Benefits
	
	
	
	
	
	
	
	
	
	

	Total Revenue Tuition
	
	
	
	
	
	
	
	
	
	

	Total Revenue: Parish Subsidy
	
	
	
	
	
	
	
	
	
	

	Total Revenue: Fundraising 
	
	
	
	
	
	
	
	
	
	

	Other Revenue:
	
	
	
	
	
	
	
	
	
	

	Diocesan subsidy/assistance
	
	
	
	
	
	
	
	
	
	

	Other (Specify)
	
	
	
	
	
	
	
	
	
	


Per Pupil Cost Computation:

Step 1:  (Total Expenditures) – (Auxiliary Services & Activities Revenue) = Net Expenditures

Step 2:  Net Expenditures  = Per Pupil Cost

                  Enrollment

Note:  In effect, except for the difference between revenues and expenses, Auxiliary Services and Activities are excluded 

           from the computation.  (Some samples of Auxiliary Services and Activities are: Transportation, bookstore, cafeteria, 

           athletics, activities, clubs, organizations.)

Strategic Planning Summary Template

	School:
	


	City:
	
	Date:
	


1. Describe the decision made about the school after using this 

    planning document.

	


2. What criteria and facts influenced this decision?

	


3. Describe the Vicariate’s involvement in the decision to expand, 

    consolidate, or close.

	


4. If the decision is to identify and target issues to achieve viability, do 

    the issues have implications for the vicariate?  Explain the issues and 

    the implications.
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