4119C
PERSONNEL

DISMISSAL OF SUPPORT PERSONNEL

Support Personnel, such as teacher aides, maintenance workers, secretaries, bookkeepers or
cafeteria workers are expected to conduct themselves in accordance with Catholic morality and
the rules and regulations of the school and the Diocese of Harrisburg and to avoid any
embarrassment or scandal to the individual school or the Diocese.

A. Procedures for Termination
In ordinary circumstances, the Pastor/Executive Director of an elementary school or
the Principal, with approval of the Human Resources Director for Catholic Schools in a
secondary school reserves the right to terminate the employment of a Support staff member
for reasons of incompetence, inadequate performance or improper behavior, provided two
prior notices have been given to the employee. In these cases,

a. If the employee is judged to be exhibiting incompetence, inadequate
performance, or improper behavior, the Principal must discuss the lack of
performance or misbehavior with the employee. A written warning must be
given to the employee that states the action, deficiency, or behavior that gave
rise to the Principal’s concern and the future expectations for the employee.
Disciplinary action may accompany the issuance of the written warning.

b.  If the employee continues to exhibit misconduct, performance deficiencies,
unacceptable behaviors, or additional areas of concern develop, a second
written notice explaining the concerns should be issued to the employee.
Disciplinaryactionmayalso be taken. The written notice should also state that
this is a second notice and is to include the consequences that may result from
a third notice ie., termination of employment.

c. Ineach of the two written notices of dissatisfaction, the employee's signature is
requested, indicating that the employee acknowledges having received it. If the
employee is unwilling to sign, this should be noted on the form and, if possible,
a witness should be asked to verify that the notice was shown to the employee.

d.  Should the employee continue to exhibit misconduct, performance deficiencies,
unacceptable behaviors, or additional areas of concern develop, after two
written warnings have been issued the employee may face additional
disciplinary sanctionsordismissal. The notices or causes of action do not have
to be on the same or related matters.

Terminations of Support Staff members must be approved by the Human
Resources Director for Catholic Schools.

B. Immediate Termination

Under more serious circumstances, such as the commission of a crime, endangering of life or welfare,
stealing, public immorality, public scandal, public rejection of Church teaching or laws, a violation of
Policy 4112, etc., the employee may be terminated immediately, without the aforesaid notices, after
consultation from the Human Resources Director for Catholic Schools.



C. Termination of Religious
In the case of the termination of a Religious, in addition to following the procedures outlined above,
the Secretary for Education will notify the proper religious superior.

D. Post Termination Review

An employee whose employment is terminated pursuant to this policy may, within seven (7) days of
his or her termination, petition the Secretary for Education of the Diocese of Harrisburg to, at their
discretion, review the termination decision. Petition to the Secretary for Education shall be the sole
and exclusive means of review of terminations for violations described above. The Secretary for
Education may convene a subcommittee from members of the Diocesan Board of Education. The
subcommittee will review the matter and shall issue a written decision to the terminated employee.
The Bishop of the Diocese of Harrisburg shall have the final authority to review and approve the
termination of an Employee for violations of Catholic Identity and Mission as described in Policy
4112.
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