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BY-LAWS FOR EPIPHANY CATHOLIC SCHOOL 

ADVISORY BOARD 

Normal, IL 

 

INTRODUCTION AND RATIONALE 
In the Declaration on Christian Education, promulgated by the Second Vatican Council, the 

distinguishing characteristic of a Catholic school is described in this way: 

 

“The Catholic school pursues cultural goals and the natural development of youth to the 

same degree as any other school. What makes the Catholic school distinctive is its attempt 

to generate a community climate in the school that is permeated by the Gospel spirit of 

freedom and love.”
1
 

 

Thus, the Catholic school should be able to offer young people the means to acquire the 

knowledge they need in order to find a place in society which is strongly characterized by 

technical and scientific skill. But at the same time, it should be able, above all, to impact a solid 

Christian formation.
2
  The Role of the School Advisory Board takes its inspiration here. 

ARTICLE I – NAME 
 

The name of this body shall be the Epiphany School Advisory Board, hereinafter referred to as 

the “board.” 
 

ARTICLE II – MEMBERSHIP 
 

Section 1 
 

General Eligibility: Each member of the board shall be at least 21 years of age and demonstrate 

the following: 
 

A. Interest in and commitment to Catholic education in general, and a specific commitment 

to the mission and philosophy of Epiphany School. 

B. Availability to attend meetings and periodic in-service programs and to participate in 

committee work. 

C. Ability to maintain high levels of integrity and confidentiality. 

 

                                                      
1
 “The Religious Dimension of Education in a Catholic School,” Congregation for Catholic Education, Rome, April 7, 

1988, paragraph 1. 
2
 “The Catholic School on the Threshold of the Third Millennium,” Congregation for Catholic Education, Rome, 

December 28, 1997, paragraph 8. 
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D. Ability to deal with situations as they relate to the good of the educational ministry of 

Epiphany Catholic School. 

E. Capacity to give witness to Christian and moral values within the school and parish 

communities; a member of a parish; or if non-Catholic, not be opposed to the tenets of 

the Catholic faith. 

F. Willingness to maintain confidentiality and high level of integrity 

G. Commitment to living a professional and personal life that is reflective of the teachings 

of the Catholic Church. 

H. Willingness to participate in and provide leadership for resource development programs 

for the school. It is the expectation that all board members will financially support the 

school to the best of their ability, consistent with the board’s goal as presented in the 

annual development plan. 

I. Not be a member of the school staff or a spouse, child, sibling, in-law or parent of a 

school staff member. 
 

Section 2 
 

Pastor’s and Principal’s Role: The pastor, by virtue of his role as the pastoral and spiritual leader 

of the parish, is an ex‐officio, non-voting member of the board. All board votes are subject to the 

pastor’s approval. 
 

The principal is an ex‐officio, non-voting member. 
 

Section 3 
 

Number of Members and Representation: The board shall consist of no fewer than twelve (12) 

members and no more than twenty-one (21) members. No more than half (50%) of the 

members shall be parents of students currently enrolled in the school. 
 

Section 4 
 

Procedure for Selecting Board Members 
 

The nominating committee, working with the knowledge and support of the pastor, will 

recommend parents, parishioners at-large, alumni, parents of alumni and community members 

to the board for membership. 
 

The board will recommend and submit nominees to the pastor once a consensus is reached. The 

pastor will approve and invite nominees to serve on the board. 
 

Section 5 
 

Appointment 
 

Each board member, other than a board member who serves ex‐officio, shall be appointed by 
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the pastor for a three-year term. Each ex‐officio board member shall serve only during the time 

he or she serves in the designated position for which they were appointed to the board.  

 

In order to provide for staggered terms, the initial board members shall be divided into three 

groups of as nearly equal size as possible with the terms for one group of Board members 

expiring each year during a three-year period. 
 

Board members may be reappointed; however, no board member shall serve more than two 

terms consecutively regardless of whether any such term shall be less than three years. Board 

members shall be eligible for reappointment after not serving on the Board for one year. 
 

Section 6 
 

Resignation or Removal of Board Members 
 

Any board member who is absent from three (3) successive regular board meetings or a total of 

three (3) Board meetings in a year shall be deemed to have resigned as a board member unless 

reinstated with written approval of the pastor. 
 

Any board member may resign at any time by giving written notice to the chair of the board. 

Such resignation shall take effect at the time specified therein. 
 

The pastor may remove an individual board member for just and sufficient cause after having 

notified the board of his reasons for this action. Some reasons a member may be removed from 

the board include: violating the confidentiality of executive sessions; acting contrary to 

parish/school mission; impeding the board’s defined responsibilities. 
 

Section 7 
 

Vacancy 
 

Any vacancy on the board may be filled by the pastor upon recommendation of the board chair 

and principal for the unexpired portion of the term in the same manner as provided for in the 

original appointment. 
 

ARTICLE III – OFFICERS 
 

Section 1 
 

Officers: The officers of the board shall be the chair, vice-chair and secretary. With the exception 

of the Chair, for the time being, they shall be elected annually by the board membership, subject 

to ratification by the pastor. 
 

Section 2 
 

Chair: The chair shall preside at all regular and special meetings of the board. The chair also shall 
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preside at executive committee meetings at which the board agenda and packet is prepared. 

The chair shall have authority to assign additional duties and responsibilities to individual board 

members, oversee committee activities, plan orientation for new members with nominating 

committee and principal, review board self-assessment and guide the board to consensus on 

future plans. 
 

Section 3 
 

Vice-Chair: In the absence of the chair, the vice-chair shall perform all duties of the chair. 
 

Section 4 
 

Secretary: The secretary maintains written record of all acts of the board; handles all 

correspondence for the board; preserves reports and documents; notifies members of date and 

time of meetings; distributes meeting agendas, committee reports and other consent agenda 

items at least seven (7) days before board meetings; distributes minutes following each meeting 

and email materials when possible. 
 

Section 5 
 

Administrative Officer: The principal shall serve as the administrative officer to the board. In that 

capacity, the principal is a member of the executive committee. The principal may also call 

meetings of the executive committee and shall be responsible for bringing information to the 

board, including diocesan policies and plans. 
 

Section 6 
 

Minutes: Minutes of all board meetings shall be prepared and filed at the school and forwarded 

to all board members. 
 

ARTICLE IV – MEETINGS 
 

Section 1 
 

Meetings: The board shall meet according to a yearly schedule agreed upon at the first meeting. 

There shall be a minimum of four business meetings scheduled per year between September 

and May.  Alternate months shall be used to accomplish committee work. Special meetings may 

be called by the chair, or in the absence of the chair, by the vice chair, as needed and with the 

approval of the pastor/principal. 
 

All regular meetings of the board shall be open to all interested parties, and notice of all regular 

meetings shall be posted in the parish bulletin, school memos and newsletters. 
 

With the permission of the Chair non-board members may address the board.   Executive 

sessions may be called by the Chair, or with the permission of the Chair with prior notice. 
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Conduct of Meetings: The board shall operate in a spirit of collegiality, shall seek consensus, and 

shall conduct its business using “Robert’s Rules of Order” (latest copyright date) as a guide. The 

chair shall appoint a parliamentarian when appropriate. 
 

Section 3 
 

Quorum: A majority of the full membership of the board shall constitute a quorum. Unless 

otherwise provided, when a vote is taken upon any measure before the board, a quorum being 

present, a majority of the members voting on the measure shall determine the outcome 

thereof. 
 

Section 4 
 

Policy Actions: The board shall not vote on recommendations regarding the adoption, 

modification, or rescission of a school policy at the meeting at which such policy adoption, 

modification, or rescission is introduced. 
 

Section 5 
 

Nominations: After consulting with the pastor, the nominating committee shall recommend 

nominees for board membership to the board, which shall make recommendations to the pastor 

for approval and appointment once consensus is reached. 
 

Section 6 
 

Annual Meeting: The Annual Meeting of the board shall be held in June. That meeting shall 

constitute a planning meeting and shall include on its agenda the election of officers for the 

ensuing year; review and discussion of the board self-assessment; goal setting for the upcoming 

year and the recognition of those members whose terms have expired. 
 

Section 7 
 

Resignation: In the event of a resignation of a member(s), the nominating committee shall meet 

to propose nominees from which the full board shall make recommendations for appointment 

by the pastor. 
 

Section 8 
 

Special Meetings: Special meetings of the board may be called at the discretion of the chair, in 

conjunction with the pastor, or, if the chair is unable or refuses to act, by a majority of the 

members of the board. 

 

Section 9 
 

Agenda: The board chair and principal shall develop the agenda. It shall be distributed seven (7) 

days prior to the meeting along with any supporting documentation and resources. 
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Section 10 
 

Motions: After agreement on the wording of a motion is reached through consensus, a simple 

majority of those voting on a motion at a meeting at which a quorum is present shall constitute 

board action on that motion. 
 

ARTICLE V – COMMITTEES 
 

Section 1 
 

Committee Membership: All board members are expected to serve on a standing committee. 

Each standing committee shall have such authority and shall perform such duties as may be 

assigned to it by the board chair. The chair shall assign committee memberships, including 

committee chairs, after consultation with the full board. 
 

Section 2 
 

The board shall have the following standing committees: 
 

A. Executive Committee 

 

The executive committee shall consist of the board chair, vice chair, secretary, finance 

committee chair and principal. It addresses urgent situations that cannot wait for the next full 

board meeting, represents the full board when directed by the board to make decisions, 

provides training, facilitates the annual board evaluation and ensures all committees have 

written job descriptions. The board chair or principal may call meetings of the executive 

committee, which are considered closed sessions. 
 

B. Finance Committee 

 

The finance committee shall assist in developing the plans and means to finance the on-going 

educational program (i.e., setting tuition, negotiating the parish subsidy with the pastor and 

parish council, developing the annual operating budget) according to the diocesan format. 
 

C. Advancement (Marketing & Development) Committee 

 

The advancement committee shall assist in the formulation and implementation of an 

advancement program, including public relations and marketing, development, alumni and 

constituency relations, and enrollment management. 

 

 

D. Nominating and Policy Committee 

 

The nominating and policy committee shall create a process for recruiting new board members 
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and design and implement a process for selecting new board officers. It is responsible for 

providing appropriate orientations, in-service trainings and evaluations. This committee also 

assists the administration in the formulation of policy to guide academic, student, business, 

development and faith community affairs. 
 

E. Facilities Committee 

 

The facilities committee shall monitor long-term facility maintenance, capital improvements, 

security, space utilization, and emergency management plans for the schools. 
 

F. Strategic Planning Committee 

 

The strategic planning committee shall assist in the development and annual updating of the 

long-range strategic plans and goals of the school. 

 

G. Catholic Identity 

The Catholic Identity committee assists the administration in ensuring that the catholicity of 

the school is present in all aspects of school life. 

 

Section 3 
 

Ad Hoc Committees: The board may appoint such ad‐hoc committees as it deems advisable and 

may discontinue the same at its discretion. 
 

ARTICLE VI: PERIODIC REVIEW OF BYLAWS 
 

Section 1 
 

At least once every five years, or more often if determined by the board, a review of the current 

bylaws shall take place. 
 

ARTICLE VII: AMENDMENTS 
 

Amendments: These bylaws may be amended by a simple majority vote of the authorized voting 

members of the board, written approval of the pastor. Board members must receive written 

notice of amendments and copies of proposed amendments one month before a vote to amend. 
 
 
 
 

Adopted by:       

Chair – School Board Date 

Approved by:       

Principal Date 

Approved by:       

Pastor Date 

Prepared: (date) Revised: (date) 



 

10 

 

Constitution for Elementary Catholic School  

Advisory Board 
 
 

CONSTITUTION 

Parish School Advisory Board 

 

 
PREAMBLE 

 

Epiphany Catholic School is operated by Epiphany Parish, Normal, IL a Roman Catholic parish of 

the Diocese of Peoria. The school is established to carry out the teaching ministry of the Catholic 

Church. As such, the religious and academic programs are and shall at all times continue to be in 

accordance with the teachings and laws of the Roman Catholic Church and the Diocese of Peoria. 
 

The pastor of Epiphany Parish hereby establishes a “consultative” school advisory board to assist 

him and his appointed principal in the governance of Epiphany Catholic School. 
 

This consultative school advisory board shall have as its sole concern the ministry of Catholic 

school education. The school advisory board, operating under the guidance of the Diocese of 

Peoria Catholic Schools Office and the superintendent of Catholic schools, and in conformity 

with the diocesan school policies, shall concern itself with policy matters pertaining to the 

general excellence of Catholic education at Epiphany Catholic School. 
 

ARTICLE I – NAME 
 

The name of this body shall be the Epiphany Catholic School Advisory Board, hereinafter 

referred to as the “board.” 

 

ARTICLE II – PURPOSE AND FUNCTION 
 

Section 1 
 

The board is by its nature consultative to the pastor and principal. The function of the board 

shall be for the exercise of shared responsibility for fulfillment of the mission as a center of 

evangelization and excellence in Catholic education, and to provide leadership assistance and 

support for the School within the context of the mission at Epiphany Catholic School. 
 

Section 2 
 

The main responsibilities of the board include the following: 
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A. Policy: formulation and adoption of policy for the school, with the approval of the 

pastor and principal, as needed, within the framework of diocesan policy. Monitor the 

implementation of school policy and procedure. 

B. Financial Planning and Management: providing advice and counsel with regard to 

long-range financial planning, annual budget development, budget monitoring and 

financial reporting. 

C. Planning: development and regular updating of a 3-year strategic plan for the school; 

annual goal-setting for the School and for the board. The strategic plan should follow 

the guidelines of the Catholic Schools Office. 

D. Advancement: formulation and implementation of an advancement program 

(marketing, development and recruitment) for the school, following diocesan 

guidelines, and in cooperation with the Catholic Schools Office. 

E. Evaluation: systematically evaluating: 

a. The school’s mission statement, goals and policies 

b. The board itself 

c. The principal through the process provided by the Catholic Schools Office 

F. Recommendations for the appointment of the principal: when a vacancy occurs, some 

board members will be asked to participate in the search process. 

Section 3 
 

The consultative board has no authority for formulating policies separate from the pastor and 

principal. The board does not have responsibility for determining the amount of parish funds 

used in support of the school and has no responsibility with regard to school curriculum, 

staff/personnel or students. 

 

ARTICLE III – RELATIONSHIP WITH OTHER GROUPS 

 

Section 1 

 

Diocese of Peoria 
 

Regular information from the Diocese of Peoria concerning diocesan policies impacting Catholic 

elementary education shall be provided by the principal as in-service programs to the board. The 

principal shall implement diocesan school policies formulated by the Diocesan Catholic Schools 

Office, approved by the Bishop and promulgated by the diocesan superintendent of Catholic 

schools. 
 

Section 2 
 

Parish/Pastoral and Finance Councils 
 

The board shall work in a cooperative and collaborative manner with the parish/pastoral and 
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finance councils of Epiphany parish. Regular communication, including minutes of the board 

meetings, shall be forwarded to the pastor. 
 

Section 3 
 

Parent Organization 
 

An officer of the parent organization, or a designated representative appointed by the principal, 

shall serve as an ex officio member of the board with voting rights. The relationship between the 

board and the parent organization shall be characterized by a common vision, clarity of 

responsibilities, good communication and collaboration. 
 

Section 4 
 

Faculty 
 

The relationship between the board and the faculty shall be characterized by mutual support, 

good communication and cooperation. The principal represents the faculty to the board. From 

time-to-time, teachers and/or administrative team members may be invited to share 

information with the board on matters concerning the school. The board shall have no role in 

hiring, evaluating, terminating or renewing professional or support staff. 

 

ARTICLE IV – OFFICERS  

 

Section 1 

 

All members who have served one year or more on the board are eligible for any office. 
 

Section 2 
 

The officers of the board shall be the chair, vice-chair and secretary. With the exception of the 

Chair, for the time being, they shall be elected annually by the board membership, subject to 

ratification by the pastor. The election of officers shall take place at the annual meeting. 
 

Section 3 
 

The duties of the officers shall be: 
 

Chair – The chair shall preside at all regular and special meetings of the board. The chair 

also shall preside at executive committee meetings at which the board agenda and 

packet is prepared. The chair shall have authority to assign additional duties and 

responsibilities to individual board members, oversee committee activities, plan 

orientation for new members with nominating committee and principal, review board 

self-assessment and guide the board to consensus on future plans. 
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No individual shall be eligible to serve as chair of the board without having competed 

two years of service on the board. The chair of the board shall be a practicing Catholic. 
 

Vice‐Chair – In the absence of the chair, the vice-chair shall perform all duties of the 

chair. The vice-chair shall be a member of the executive committee. 
 

Secretary – The secretary maintains written record of all acts of the board; handles all 

correspondence for the board; preserves reports and documents; notifies members of 

date and time of meetings; ensures timely distribution of board packets in advance of 

board meetings; distributes minutes following each meeting and emails materials when 

possible. The secretary shall be a member of the executive committee. 
 

Administrative Officer – The principal shall serve as the administrative officer to the 

board. In that capacity, the principal is a member of the executive committee. The 

principal may also call meetings of the executive committee and shall be responsible for 

bringing information to the board, including diocesan policies and plans. 

 

Section 4 

 

Election and Term of Office: With the exception of the Chair, for the time being, Officers of the 

board shall be elected at the annual meeting and appointed by the pastor for a term of one 

year. No officer may hold the same office for more than two consecutive years. 
 

ARTICLE V – RULES OF ORDER 
 

Section 1 
 

As much as possible, the board shall reach consensus on all actions. 
 

Section 2 
 

Ordinarily, consensus or recommendations regarding policy matters and other major issues are 

not reached at the “first reading.” The “second reading” of the policy occurs after additional 

consultation, committee work and clarification. At that time, the board begins its consensus 

building and recommendation process. 
 

Section 3 
 

A simply majority of the voting members of the board shall constitute a quorum for each 

meeting. 
 

ARTICLE VI – COMMITTEES 
 

Section 1 
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Specific committee charges shall be adopted each year by the board at its annual meeting. 

Members of standing committees shall be appointed by the chair of the board. Committee 

chairs must be members of the board, although committee members may be drawn from 

outside of the board membership. The chair of the board and the administrative officer of the 

board shall be ex officio members of all standing committees. 
 

Section 2 
 

Special or ad hoc committees shall be established by action and approval of the board. Such 

committees shall operate until the duty assigned to them is completed and will be dissolved at 

that time, or at any earlier date, at the discretion of the chair. 
 

Section 3 
 

The functions of all committees shall be to determine the facts, deliberate, take action and be 

consultative, but never to legislate or administer. Recommendations by any committee shall be 

subject to ratification and approval by the Board. 

 

ARTICLE VII – COMPENSATION 

 

Board members shall not receive compensation for their services. However, bona fide expenses 

may be reimbursed. 
 

ARTICLE VIII – CONFLICT/DUALITY OF INTEREST 
 

Any board member having an interest in a contract or other transaction coming before the 

board or a committee of the board shall give prompt, full and frank disclosure of said interest to 

the board chair prior to the board acting on such contract or transaction. Upon such disclosure, 

the board member’s interest shall be presented to the full board. The board shall determine, 

without participation by the interested member, at such time as disclosure is made to that body, 

whether disclosure shows that a conflict of interest exists or can reasonably be construed to 

exist. 
 

If the board determines that such a conflict of interest exists, such member shall not vote, nor 

use personal influence on, nor participate in the discussions or deliberations with respect to 

such contract or transactions. 
 

For purposes of this section, a person shall be deemed to have an interest in a contract or other 

transaction if he or she is a party (or one of the parties) contracting or dealing with parish, or is a 

director, partner, officer, or immediate family member of a director, partner, officer, or has a 

significant financial or influential interest in, the entity contracting or dealing with the school or 

parish. 
 

ARTICLE IX – AMENDMENTS 
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In future, these bylaws may be amended by a two-thirds (2/3) majority vote of the board and 

written approval of the pastor. Board members must receive written notice of amendments and 

copies of proposed amendments one month before a vote to amend. 
 

 

Approved by: Father Eric Powell, July 31, 2016 
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APPENDIX I – ROLES 
 

Section 1 

 
The Role of the Diocesan Superintendent of Schools 

The Bishop delegates to the Superintendent of Schools the supervision and coordination of 

all Catholic schools in the Diocese. The Superintendent of Schools provides leadership and 

support to the presidents, principals and preschool directors of all schools. The 

Superintendent formulates policies especially in the area of Faculty and Staff. 

Section 2 

The Role of the Pastor in Parish Preschools and Elementary Schools 

The Pastor is the canonical leader of the Parish of which the school is a part. The Pastor has the 

responsibility for both the spiritual and administrative leadership of the parish school. In 

addition to the Pastor’s responsibilities, as described in other sections of this handbook, the 

Pastor is responsible for hiring and supervising the Principal/Preschool Director of the Parish 

preschool and elementary school, promulgating school policies, and approving local School 

Advisory Board decisions. 

The Pastor’s responsibilities include: 
 

A. Serving as the school’s spiritual leader and chief administrator in accordance with the 

school’s mission and philosophy; 
 

B. In conjunction with the Diocese, selecting the parish school Principal/Preschool Director 

and delegating the administration of the school to the Principal/Preschool Director, who 

shall administer the school in accordance with Diocesan school policies and procedures; 
 

C. Approving of staff hired for the parish preschool and/or elementary school; 
 

D. Providing for worship opportunities (Liturgy, prayer, Ministry of the Word and the spiritual 

welfare of the students at the school). It is his duty to see that the teachings of the Roman 

Catholic Church are clearly and accurately presented. 
 

E. Establishing a School Advisory Board to assist in the governance of the Catholic school. 

The Pastor is an ex-officio member of his parish’s School Advisory Board. 
 

F. Approving or vetoing the Local School Advisory Board recommendations; 
 

G. Approving the budget and monitoring the financial affairs of the school; 
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H. Consulting on fundraising projects; 
 

I. Consulting on the discipline of students, including exclusion from graduation; 
 

J. Approving the school’s summer school program; 

 

K. Being the final authority in any disciplinary or other appeal process for students of the Parish 

School. 

 

Section 3 

 

The Role of the Local School Advisory Board 

Each school will have a local school advisory board. 
 

A. Role of the Local School Advisory Board 
 

The “Local School Advisory Board” supports the Pastor and Principal or Preschool 

Director and promotes the mission of the school. Local School Advisory Board members, 

who are Catholic, must be active and practicing. It is the responsibility of parents, 

teachers, the Local School Advisory Board, and Administration to recognize parents as 

the primary educators of their children. The Local School Advisory Board assists the 

school in achieving its goals to provide quality Catholic education. It shall be the goal of 

parents, teachers, the Local School Advisory Board, and administration, through Gospel 

teaching and an excellent program of academics, to direct students toward a conscious 

choice of living a responsible Catholic life. 
 

B. Constitution and Bylaws 
 

Each Local School Advisory Board shall have a written constitution and bylaws defining 

membership, function, and its authority as an advisory body assisting the Pastor and 

administrator in setting policies. 
 

C. Local Policies 
 

The policies as found in this Handbook shall be the policies of the Local School Advisory 

Board. The Local School Advisory Board shall recommend such additional policies as are 

necessary to assist the Pastor of Schools and administrator in the administration of the 

school. These policies shall be in accord with, and shall not contradict, the policies 

contained in this Handbook. 
 

D. Training/In-service 
 

Local School Advisory Board are to participate in training or in-services offered by the 

Diocesan School Advisory Board. 
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APPENDIX II – Code of Ethics for School Advisory Board 

Members 

The Code of Ethics for School Advisory Board Members delineates the expectations inherent 

in the purpose of the board. Members, by accepting the position to serve on the school 

advisory board, ascribe to this code. Periodic review of the code reminds members that they 

are working together for the common goal: to promote the mission and purpose of Catholic 

education. 
 

Conflict of Interest: 

 

School advisory board members shall avoid situations that present actual, perceived or 

potential conflict between their interest and the interest of the school. 

Confidentiality: 
 

Members of the school advisory board are responsible to keep matters discussed in 

executive/closed sessions in confidence. Official information/business discussed in such 

sessions cannot be shared with non-board members, even with one’s spouse. 

Objectivity: 

 

Since total objectivity is impossible for anyone to achieve, members are asked to 

identify and manage their own personal biases. It is important that members see 

situations from multiple points of view rather than solely from their own perceptions, 

assumptions and feelings. 

Justice and Fairness: 

 

Decisions made by the school advisory board and approved by the pastor should be the 

result of honest and open discussion by all members: pastor, principal and 

parent/parishioner membership. Consideration of the good of the total parish/school 

community should be integral to the decision-making process. Every member shall 

uphold decisions.  When decisions will affect various constituencies, those 

constituencies should be informed at the same time through an agreed upon vehicle of 

communication. 

Maintenance of Unity: 
 

In achieving its objectives within the faith community of the parish/school, the school 

advisory board is to do all it can to avoid creating factions, sides or other divisive 

groupings in the parish and school community.  Members should function within the 

framework of the total leadership of the parish and strive to cooperate with other 

leadership groups in the local faith community. 
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APPENDIX III – Committees of the School Advisory Board 

The committee structure contributes to the efficient operation of the school advisory board. It 

is impossible to address all of the work of the board without using the committee structure. 

The committee structure is also a way to recruit new members to the board and provide 

opportunities for members of the school community to become involved in the work of the 

board. Committees provide and organize needed information so that the board can take action 

on a particular issue. Committee members may include both non-board members and board 

members. The chair of each committee should be a board member. 

The board’s bylaws should list the standing committees of the board. The chair assigns school 

advisory board members to lead various committees to do the “work of the board.” The 

committee is accountable to the board for their work and gives progress reports to the board 

at regular board meetings. Copies of the written report become part of the school advisory 

board’s minutes. Ordinarily, the reports are sent to board members with the monthly agenda 

and minutes. 
 

The school advisory board’s agenda is designed to allow time for the members to discuss 

topics, receive information, give input on issues, and make decisions. Since the optimal time 

allocated for board meetings is two hours, committee work is prepared outside of the meeting. 

As part of the board’s agenda, each committee chair gives a brief report to the board on the 

progress of the committee’s work. The committee chair may also use this time to seek the 

board’s approval or input on some aspect of the committee’s work. The committee chair may 

also invite a committee member (or two) to assist in presenting the report to the board. (Some 

committees may not find it necessary to give a report at each board meeting.) 
 

There are two types of committees, standing and ad hoc. The standing committee provides 

continuity for the ongoing operation of the board. The ad hoc committee is established to 

meet a specific objective at a given time. Non-board members of the ad hoc committee do not 

actively participate in the board’s agenda after presenting their report. When the work of this 

committee is complete, the committee disbands. 
 

The chair of each committee should be a board member; however, the committee members 

can be non- board members and may be recruited by the chair, principal and others from the 

school, parish or community to bring the required skills and resources to the table. This is also 

a way to provide opportunities for others to learn more about the school and how it operates 

and, ultimately, to recruit new board members. 

Below are some suggestions on how to keep a committee enthusiastic
3
:  

                                                      
3
 John J. Convey and Regina M. Haney, Benchmarks of Excellence: Effective Boards of Catholic Education, 

Washington D.C., National Association of Boards, Commissions and Councils of Catholic Education, NCEA, 1997, 

p 51. 
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1. Keep the committee size manageable: 3 to 5 members are ideal. 

2. Develop both a clear and concise charge to keep the committee focused on its 

task and a timeline for its completion. 

3. Recruit non-board members with expertise related to the committee’s task. 

4. Maintain a link with the board by having a board member chair each committee. 

5. Promote a sense of ownership by making each committee responsible for its own 

report. The principal should not do the committee’s work or present the report. 

6. When the committee submits its final report or recommendations, 

celebrate their accomplishments in a concrete way. 
 

Some examples of the board’s standing committees and a brief description of their 

responsibilities  are:
4
 

Executive Committee 

The principal and the chair meet regularly to plan the agenda for the regular meeting. They see 

that the members receive a copy of the agenda with the minutes of the previous meeting and 

any other information to be distributed to the members in preparation for the upcoming 

meeting. 

The executive committee shall consist of the board chair, vice chair, secretary, finance 

committee chair and principal (cf. page 8).   
 

Duties: 
 

1. Represents the whole board when directed by the board to make decisions 

2. Addresses urgent situations that cannot wait for the next full board meeting 

3. Provides for board member orientation and training 

4. Facilitates annual board evaluation 

5. Ensures that all committees have written committee charges 
 

Finance Committee 

The finance committee monitors the current year’s budget and, in collaboration with the 

principal, develops and proposes to the board a budget for the next fiscal year. It also 

prepares, updates and monitors long-range financial plans for the school and oversees, from a 

policy and planning perspective, the business operations of the school.  
 

Duties: 
 

1. Monitors and reports to the board on the status of the current fiscal year’s budget 

highlighting actual versus projected revenue and expenses (monthly, quarterly and 

                                                      
4
 “Board Member Resource Notebook,” Catholic School Management,” February 26, 2010. 
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annually). 

2. Formulates with the principal a proposed budget for the upcoming fiscal year 

based on recommendations from all board committees. 

3. Recommends to the board (and its policy committee) financial policy that ensures 

sound and consistent financial management and just salaries (in keeping with 

Diocesan policies), fair tuition increases and payment plans. 

4. Oversees the school’s investments, in keeping with Diocesan policies, 

including the endowment and policies for growth, management and 

distribution of proceeds. 

5. Formulates with the school administration (and the policy/planning committee) 

policy concerning the business affairs and activities of the school, including such 

areas as the cafeteria, transportation, outside contractors, purchasing, rental 

agreements, contracts, etc. 
 

Development/Marketing Committee 

Develops plans, procedures and schedules for board involvement in third source funding as well 

as addresses enrollment and marketing. As a board grows in sophistication, these areas may 

belong to two separate committees. 

Development 

The development committee assists the board in carrying out its planning and policy 

responsibilities with regard to communications, marketing and development/institutional 

advancement. It also helps design and implement institutional advancement programs and 

activities to support the school’s vision and strategic plan. 
 

Development Committee Duties: 

1. Advises and assists in creating an annual development or an institutional 

advancement plan 

2. Assists the administration and board in the implementation of alumni and 

alumni parent events and activities 

3. Participates in, and provides leadership for, programs of annual and planned 

giving and periodic capital campaigns 

4. Participates in the identification and solicitation of major donor 

prospects Reports periodically to the board on 

development/institutional advancement activities 

5. Supports the school’s development director 
 

Marketing 

The marketing committee assists the principal, school advisory board and recruitment team 

with planning, creating, implementing, monitoring and evaluating the school’s marketing 
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plan. The school’s marketing plan should meet its local needs and take into consideration 

activities outlined in the Diocesan marketing plan. The school should be marketed for 

enrollment, resources and image. 
 

Marketing Committee Duties: 

1. Advises and assists principal, school advisory board and recruitment team in 

creating and implementing an annual marketing plan. 

2. Assists with measuring and assessing outcomes and modifying programs as needed. 

3. Advises and assists the principal, school advisory board and enrollment 

management team in creating and implementing a student retention plan. 
 

Nominating and Policy Committee 

The nominating and policy committee creates a process for recruiting new board members 

and designs and implements a process for selecting new board officers. (See Appendix X for 

guidelines.) It is responsible for providing appropriate orientations, in-service training and 

evaluations. This committee also assists the administration in the formulation of policy to 

guide academic, student, business, development and faith community affairs. 
 

Nominating Committee Duties: 

1. Determines annually the membership needs of the board. 

2. Recruits potential nominees with the knowledge and support of the pastor. 

3. Works with the school administration and board leadership in preparing and 

conducting informational meetings for board nominees. 

4. Works with the school administration and board leadership in carrying out 

periodic in-service training for board members. 

5. Presents to the board at its annual meeting a list of candidates for board 

membership and officers (the pastor has the final approval of all new board 

members). 

6. Assists the executive committee with the annual board self-evaluation. 
 

Policy Committee Duties: 

1. Reviews with the principal annual planning objectives for possible policy 

implications and to ensure they are consistent with the board’s policies. 

2. Conducts consultation on proposed policy as appropriate. 

3. Evaluates newly promulgated policies (usually 6 to 9 months later). 

4. Reviews annually with the principal all policies for timelines and 

appropriateness to the school program (Fall). 
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Facilities Committee 

The facilities committee develops and monitors long-term facility maintenance, capital 

improvements, security, space utilization and emergency management plans for the school. 

It has the following responsibilities in cooperation and collaboration with the pastor and 

principal. 
 

Facilities Committee Duties: 

1. Designs and monitors long-term maintenance plans for the school. 

2. Designs and monitors a long-term capital improvement plan for the school. 

3. Outlines and recommends to the board procedures for use of the school building 

during non- school hours. 

4. Assesses future facility needs in light of curriculum and enrollment goals. 

5. Reviews space utilization plan in light of the school’s strategic plan. 
 

Strategic Planning Committee 

The strategic planning committee assists the administration in creating a 3 to 5 year 

strategic plan and monitors its implementation and evaluation. 
 

Strategic Planning Committee Duties: 

1. Assists the board and school administration in establishing long-range strategic 

goals, based on an appropriate assessment and analysis in light of the program’s 

mission statement and annual assumptions. 

2. Monitors the progress of the strategic plan (goals and objectives) quarterly through 

committee reports to the board and provide a formal, written annual report 

summarizing the accomplishments. 

3. Develops annual assumptions concerning the internal and external 

environments surrounding the educational ministries (January) Receives 

recommendations from other committees for next year’s planning objectives 

(February). 

4. Recommends objectives to the board for the next year Drafts with the executive 

committee and the school administration an annual report that reviews and 

summarizes the successes, concerns and plans for the educational ministry (May-

June). 
 

Catholic Identity Committee 

The Catholic Identity committee assists the administration in ensuring that the catholicity of 

the school is present in all aspects of school life. 
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Catholic Identity Committee Duties: 

1. This committee facilitates the nourishment of the spiritual dimension of the board 

work and gives School Advisory Board members the time, resources and 

opportunity to pray together, to reflect on the Scripture, to share faith, and to 

celebrate the Eucharist.  

2. Make certain that Catholic identity and faith formation are integrated into all 

aspects of school life and form the soul of the school’s program and activities. 

3. Monitors the cultivation of an atmosphere and opportunities within the school that 

incarnates Gospel values (i.e. those exemplified in the Corporal and Spiritual works 

of mercy) and celebrates the vitality of the Catholic Faith through prayer, liturgy 

and the sacraments as well as through the signs, symbols and traditions of the 

faith. 

4. Ensures that the mission statement of the school is to “proclaim the good 

news” and to provide opportunities “to encounter the living Christ”. 

5. Supports service outreach programs within the schools as a way of life that 

benefit the Church and the civic community. 

6. Encourages students to become involved in their respective parishes and active 

members of those communities. 

7. Provides opportunities for adult faith formation when possible so 

parent/guardians (adults) might be empowered to fulfill their responsibility as the 

primary religious educators of their families (children). 
 

Ad Hoc Committees 

Ad hoc committees may be formed for a particular purpose as needs arise to assist in the overall 

operation of the board. Examples of ad hoc committees are a principal search committee and a 

constitution and bylaws committee. 
 

Ad hoc committee members are selected because they are knowledgeable, interested in serving 

and possess an expertise needed by the board. Members should be clear about their 

responsibilities and be familiar with the policies, practices and procedures of the organization 

which the board governs. 
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APPENDIX IV – COMMITTEE REPORT FORM  

 

Epiphany Catholic School 

School Advisory Board Committee Report Form 

 

 
Title of Committee: 

 

 

Date Report Presented: 

 

 

Committee Members Present: 

 

 

Committee Members Absent: 

 

 

State Goal: 

 

 

Summary of Committee's Actions: 

 

 

Recommendations: 

 

 

Actions Required by Board: 
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Sample Strategic Plan Committee Report Form 
 

Committee:  

Date of Committee Meeting:  

Members Present:  

Strategic Plan Consulted  

Yes  

No  

Strategic Plan Objectives 

Addressed: 

 

Comments:  

Submitted by:  

Actions Discussion Responsible 

Party 

Status 
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APPENDIX V – EFFECTIVE COMMUNICATION 

 
Consistent communication will deflect potential crisis and nurture the community of 

stakeholders. Effective school advisory boards maintain contact and communication with 

constituents. Through planned and creative communication, boards articulate the mission 

and vision of the school, build awareness with the local and broader communities, and 

expand the network of supporters. They build awareness of the institution’s 

accomplishments, contributions, credibility and needs. 
 

Below are some examples of effective communication between the board and its constituents: 
 

1. Names of the board members are on the school’s web site, printed in handbooks 

and other publications for easy reference for those who have questions. 

2. Board minutes are posted on the school’s website. 

3. Committee reports are published in newsletters and on the school’s intranet site. 

4. The board president regularly seeks opportunities to inform others about board 

activities. Questions and comments are encouraged. 

5. The board president regularly communicates with the principal. 

 

NB: At Epiphany Catholic School, a Leadership Team has been formed to ensure that 

communication is even more enhanced and on a regular basis.  Currently, the Leadership Team 

of the Board President, Pastor, Principal and a Faculty Member meet weekly to discuss school 

operations, mission effectiveness, and issues that may surface and require prompt attention.  

The point of the Leadership Team is not to abbreviate grievance or appeal processes, but to 

ensure a balanced team around the school administrator when issues reach his desk as a result 

of the above-mentioned processes and when communication around school issues at all levels 

and kinds surface and are time sensitive. 
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APPENDIX VI – EFFECTIVE MEETINGS 
 

Boards are challenged to think about these questions: 
 

1. How do we transform our school to create a successful new future in the face 

of so many challenges? 

2. How do we provide the right kind of leadership to our school that goes beyond 

keeping the doors open? 

3. What should we as a board be doing now? 

 

The National Catholic Educational Association suggests that boards cannot keep doing 

business as usual and offered these suggestions to help reframe a board: 
 

1. Engage in bigger picture discussions or strategic thinking. 
 

This requires a shift from listening to reports or engaging in short discussions. Instead, a block 

of time is set aside to allow for creative or break-through thinking. Answers are not limited to 

experts. In fact, the best answers will evolve through wide-range dialogue and debates. 
 

2. Maintain a diverse membership. 
 

In the new environment of today, our boards must be diverse in ethnicity, gender and 

generations and represent the populations they serve. Viewing situations through multiple 

lenses enriches the vision, decisions and connectedness with the community. 
 

3. Support and learn from other Catholic schools. 
 

Believe that the school is part of a network of a myriad of schools, whether part of the diocese 

or region, that could share resources rather than operating in isolation. 
 

Below is an outline of the various responsibilities to help ensure efficient, 

effective and mission‐driven meetings. 

I. Board Members’ Responsibilities 
 

Each member has certain functions prior to and during the meeting. Prior to the meeting 

members attend committee meetings. The chair of each committee submits a written report 

to accompany the agenda. Each board member is required to read the committee reports and 

supporting documents. Each is expected to read, research and be ready to contribute. During 

the meeting members participate by contributing to the discussion or debate, listening to and 

respecting others. 
 

II. Principal’s Responsibilities 
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Set a specific day of the month for board meetings. 
 

1. The board chair and principal develop the agenda and it is sent out with the 

supporting documentation and resources. This is sent at least a week in advance 

of the meeting so that members can prepare. 

2. Make sure the meeting room is large enough and set up properly. Seating 

arrangements, meeting materials and equipment should be set in advance of the 

arrival of members for the meeting. 

 

III. Chair Participation 

 

1. The chair, with the principal, sets the agenda. He/she keeps the agenda moving within 

the established time frames. If an agenda item needs more work, the chair knows when 

to relegate it to the committee or to ask the principal to work on it and report back to the 

board with recommendations. 

2. The chair reminds the board when it moves into administrative areas and when it gets off 

track. It is the chair’s job to handle conflict by assisting the group to: 
 

A. State the problem clearly 

B. Listen carefully for each faction’s goal and areas of possible compromise 

C. Come to consensus 
 

At the beginning of the meeting the chair reminds the board of the goal and purpose of the 

meeting. At the end of the meeting, the chair summarizes the actions and decisions, and 

reviews the assignments and follow-up. For easy access and recall, these items could be 

charted on a flipchart throughout the meeting. 
 

IV. Agenda Preparation 

 

Prior to beginning discussions, members should understand the total time allocation and the 

desired outcome for each topic (e.g., is this session to brainstorm ideas, formulate a resolution 

or come to a final decision). This avoids long, unproductive meetings. 
 

A consent agenda is a tool that may be used by the board to make meetings more efficient. A 

consent agenda is a group of items that is voted on, without discussion, as a package. Items 

placed on a consent agenda are self-explanatory and noncontroversial. They are “for your 

information only” and do not warrant board discussion time. Items commonly found on a 

consent agenda include: 
 

1. Minutes of previous meetings: Minutes from previous meetings should not be 

read. Only approval or corrections to past minutes should occur at current 

meetings. 

2. Pastor and principal reports: Any of these needing to be highlighted and discussed 
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should be excluded from the consent agenda and added to the regular meeting 

agenda. 

3. Committee reports: If these do not require discussion, they can be placed on 

the consent agenda. 

4. Routine correspondence of any kind should be included in the consent agenda. 

 

Consent agenda items, though not discussed by the board, will give members important 

information relevant to their work. The inclusion of information in a consent agenda should 

never be done to hide important issues or to avoid confrontational discussions. The value of a 

consent agenda lies in freeing up time for discussion of critical issues and ongoing planning. 

The consent agenda is usually the first item on the meeting agenda and is voted on as a whole. 

If a board member requests an item be removed from the consent agenda, it should be placed 

on the meeting agenda. 
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Appendix VII: School Advisory Board Nominating 

Committee Guidelines 

The nominating committee, including the pastor and principal, identify potential school 

advisory board members and present a slate of nominees to the board. The following 

eligibility requirements should be considered: 
 

• 21 years of age or older; 

• Genuine interest in Catholic school education; 

• A credible witness of the Catholic faith; a member of a parish; or if non-Catholic, not 

opposed to the tenets of the Catholic faith; 

• Ability to work with others to achieve consensus; 

• Ability to make time commitment for meetings, committee work, and in-services; 

• Willing to maintain confidentiality and high level of integrity; 

• Willing to support school philosophy and mission; 

• Living a professional and personal life that is reflective of the teachings of the Catholic Church; 

and 

• Experience/expertise in one area supporting a standing committee is encouraged. 

Members of the school staff or their spouses, children, siblings, parents or in-laws are not 

eligible for board membership. Staff members may serve on board committees, but cannot be 

voting members due to issues of confidentiality and conflict of interest. 
 

Nominating Process 
 

1. Nominating committee members actively solicit potential members, taking into primary 

consideration the key needs of the school as stated in the strategic plan, and targeting those 

people with the skill sets to assist in meeting those needs. The committee assesses the interest 

of those potential members and obtains the following information from each interested 

candidate: 
 

• Biographical sketch (name, family, parish membership, occupation, civic involvement) 
 

• Statement of candidacy/interest including his/her vision for the school; talents, 

expertise available to the board; willingness to give time, talent, energy and treasure 

(in accord with their capacity). 
 

2. Committee reviews all candidate information, consults with the pastor and 

prepares its list of recommendations. 
 

3. Committee submits its recommendations to the full school advisory board for its vote. 
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4. The full school advisory board submits its recommendations for membership to the 

pastor for approval. 
 

5. The pastor decides which candidates to appoint to the school advisory board and 

issues a formal invitation to join the board. 
 

Where to Look for New Members 
 

1. Look first to the school’s strategic plan and identify the priority needs of the school 

(marketing, financial planning, capital needs, etc.) and the skill sets needed to meet those 

needs. Then, actively search for candidates with those skill sets. 
 

2. Consider constituencies beyond the current school community: alumni (particularly those 

who have been steady donors, indicating a support of the school), past parents, 

parishioners, local community members, civic leaders, retired educators, grandparents 

(current and/or past). A diversity of constituencies and viewpoints can be very healthy for a 

board. 
 

3. Select members to represent the school community and not any one special interest group 

or specific constituencies (i.e. an Alumni Rep). Every member votes his/her own conscience. 
 

4. Articulate the purpose, direction and mission of the board when recruiting new members. It 

is vital to maintain an enthusiastic, responsible, and positive approach before the candidates, 

as well as before the school, parish and civic communities. 
 

Examples of experience or expertise for Board Member selection 

Strategic Planning Committee:  

Data analysis 

Finance Education Legal training Facilities 

Marketing Goal Setting 

Human Resources 

Advancement Committee:  

Marketing 

Development Advertising Recruitment 

 

Finance Committee: 

Certified Public Accountant  

 

 

Accounting skills 

Legal training  

Bookkeeping skills  

Budgeting experience 

Nominating Committee: 
 

Community Connections,  

Human Resources  

Active member/leader in community 

Policy Development: 
 

Human Resources, Education, Legal Training 
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Appendix VIII: Proposed New Policy or Change in Policy 

Form 

Submitted by:  

Date: 
 

(Name of Individual or Group) 

 

 

New Policy or Change in Policy# 

 

 

Recommended new policy or change in policy (change in policy requires copy of original 

written policy with track changes in the narrative): 

 

 

 
Indicate the need for the policy or change in policy: 

 

 

 
Perceived consequences of the new policy or change in policy: 

 

 

 

Approved Policy: # 

 

Reviewed by: 

 
 

Chair, Policy Committee on Date  

Principal on Date 

School Advisory Board on Date 

 

Approved by the pastor for implementation on Date: 
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Appendix IX: Meeting Agenda Preparation 

Agenda Preparation
5

 

 
Constructing an agenda is the joint responsibility of the principal and board president. 

However, as a group you can build a preliminary, tentative agenda for your next meeting. 
 

Step 1: Make a list of items that might be included in the next agenda. To prod your thinking, 

consider; 
 

• Items carried over from this meeting 
 

• Committee reports due 
 

• Long-range needs or plans 
 

• New programs happening in the school 
 

Step 2: Identify the items on the list which require neither discussion nor action by the 

board, but are merely intended to inform. These can be taken care of by written reports, so 

put them on the consent agenda. 
 

Step 3: Determine if the rest of the items can be reasonably handled in a one-hour meeting. If 

there are too many items, put some off until a later meeting or take care of them through the 

executive committee or another way. 
 

Step 4: Arrange the remaining items in some logical order. Here are a few norms: 
 

• Schedule participating guests early so they don’t have to stay for the entire meeting 

unless they choose to stay. 
 

• Schedule the most difficult item late enough so the group has developed some 

momentum, but early enough so that people are not too tired to give their best input. 
 

• Avoid putting two difficult or controversial items back-to-back. 
 

• If the same person is doing two lengthy items, separate them on the agenda. This 

gives the person and the group a rest. 
 

• Put expendable items (or items that can be postponed) at or near the end so 

they can be dropped if the meeting runs too long. 

 

                                                      
5
 John J. Convey and Regina M. Haney, Benchmarks of Excellence: Effective Boards of Catholic Education, Washington 

D.C., National Association of Boards, Commissions and Councils of Catholic Education, NCEA, 1997, p 157 
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Step 5: Assign responsibility for each item, and make sure the person responsible is prepared 

to present the item. 
 

Step 6: Determine and collect the information that must be sent with the agenda prior to the 

meeting. Consider these questions: 
 

1. What background information would be helpful for board members to have ahead of time 

so they can make a wiser, more expeditious decision? 

2. Who will get it ready? 

3. How will it be sent? 

 

(An agenda of this type with supporting information must be sent early so members will 

have time to read the materials.) 
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Appendix X:  Meeting Tips 

 

1. Start each meeting with a prayer. 

 

2. Provide a brief in-service educating the board about some aspect of the school (i.e., 

ITBS scores, new reading program, middle school mission trip, etc.) at the beginning 

of the meeting. 

 

3. Provide parents with an opportunity to speak to their board through the open session. 

Put this early on the agenda so they can go home it they don’t want to stay for the 

entire board meeting. 

 

4. Send consent agenda items with the agenda prior to the meeting so no discussion is 

required, unless a board member wants to remove an item from the consent agenda and 

put it on the agenda for discussion. Examples of items to include in the consent agenda 

are minutes from the previous meeting, principal’s report, president’s report, committee 

reports, etc. – items that do not require action. 

 

5. Send information for new and old business prior to the meeting to cut down on 

presentation time and give board members time to formulate questions and preliminary 

thoughts. Also, include enough information to clarify what the board will be discussing or 

voting on. 

 

6. Notice the principal does very little talking during the meeting. 

 

7. Post online the board agenda, supporting documents used in the consent agenda and 

other materials sent to board members for discussion. Post the board agenda in a 

prominent place in the school and parish a week prior to the meeting. 
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Appendix XI: Sample Meeting Agenda 

Date 
 

I. Prayer 
 

Pastor (2 minutes) 
 

II. In-Service – eg. report by the religion teacher on the 

ACRE results Ms. Smith (10‐20 minutes) 

III. Open Session 
 

Board Chair (10‐20 minutes) 
 

IV. Approval of Consent /Minutes Board Chair (2 minutes) 

 

V. Old Business 
 

(10‐20 minutes) 
 

A. Second reading and vote on proposed policy: “In situations of divorced or 

separated parents, the parent who does not have custody will, on request, be entitled 

to general information on the child’s progress” 
 

Policy Committee Chair 
 

VOTE 
 

VI. New Business 
 

(20‐40 minutes) 
   

B. Review of preliminary budget & determination of 20XX-20XX tuition rates (see 

finance committee recommendations in its committee report) 
 

Finance Committee Chair 

VOTE 
 

C.  Discussion: Do we want to create an after-school “community” program that is 

open to students and non-students to generate income and expose more families to 

our campus? 

 

Marketing Chair 
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VII. Principal’s Report Principal (2 minutes) 
 

VIII. Report President (2 minutes) 
 

IX. Closing Prayer Pastor (2 minutes) 
 

Note enclosures: January minutes, preliminary budget and tuition proposal, principal’s report, 

monthly financial report, Diocesan report, committee reports (finance, marketing, facilities) 
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Appendix XII: School Advisory Board Evaluation Form 

Please rate each section by circling the appropriate letter according 

following scale: A - Outstanding    B – Very Good    C - Average    D - Poor 

 

Decision Making: 

 

1. How would you rate the School Board’s planning 

process? A B C D 

 

2. How would you rate the School Board’s willing- 

ness to delay action for further discussion? A B C D 

 

3. How would you rate the time allowed to prepare 

for and discuss major decisions? A B C D 
 

4. How would you rate the School Board’s decision 

making process? A B C D 
 

5. How would you rate the School Board’s involvement 

in living the mission of the Catholic Schools? A B C D 

 
 

Please make any suggestions you believe will improve Board level planning and decision making: 

 

Operations: 
 

1. How would you rate the School Advisory Board’s 

present leadership? A B C D 

 

2. How would you rate the composition of the 

School Advisory Board? A B C D 

 

3. How would you rate the quality of School Advisory Board 

materials and information? A B C D 

 

4. How would you rate the participation and comments 

of Board members are encouraged and welcome? A B C D 

 

5. How would you rate the level of School Advisory Board 

member participation? A B C D 
 

6. How would you rate with School Advisory Board members 

attendance at monthly meetings? A B C D 
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7. How would you rate School Advisory Board members’ 

preparation for monthly meetings? A B C D 

 

8. How would you rate the frequency and length 

of School Advisory Board meetings? A B C D 

 

9. How would you rate the Board’s effectiveness 

relative to financial issues? A B C D 
 

10. How would you rate the Board’s effectiveness 

in handling non-financial issues? A B C D 

 

11. How would you rate the School Advisory Board’s 

achievement of this year’s goals and objectives? A B C D 
 

12. How would you rate the structure of the School 

Advisory Board’s Committees? A B C D 

 
 

Please make any suggestions you believe will improve the operation of the Board: 

 

Training 

 
 

1. How would you rate the Board’s orientation session? A B C D 

 
 

2. How would you rate the regional meetings? A B C D 

 
 

3. How would you rate the School Advisory Board In-service ? A B C D 

 

You as a Board Member: 

 
 

1. How would you rate your year of service on the School Advisory Board? 
 

      Good   Average  Needs Improvement 

 
 

2. How would you rate your Committee Service? 
 

        Good Average  Needs Improvement 

 
 

3. How would you rate your preparation for Board and Committee Meetings? 
 

  Good    Average  Needs Improvement 


