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Incident Reports
  Internal Form – not to shared without permission of 
    the CSO

  Critical Documentation for:
 Child Protection, Disciplinary Actions, Truancy, Threats, 

Corrective Personnel Actions, Accident, Emergency 

  Sent to the Catholic Schools Office within 24 hours of 
    the incident
 schools@adw.org

  Reports of student injury must be sent to Catholic 
     Mutual Group
  DCandMDreportaclaim@catholicmutual.org
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Fire and Evacuation Drills
  DC – At least 2 fire drills within the first 2 weeks of school with 1 per 
              month thereafter; at least 1 in the fall/1 in the spring; 1 during 
              summer school

  Calvert – 1 fire drill conducted monthly 

  Charles – 1 fire drill conducted monthly with 1 additional drill 
                      during first 2 weeks of school

  Montgomery – at least 10 fire drills during the year with 2 
                                occurring during the first 30 days of school and 
                               1 per month thereafter; 3 additional if summer school

  Prince George’s – 1 fire drill monthly while school is in session; 
                                     includes summer school

  St. Mary’s – 10 fire drills through school year: 1 per month and 2 
                           outside of academic school year for a total of 12 in one 
                           year’s period
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Maryland Fire Drill - Assurances

  Form is uploaded to Assurances Database

   Superintendent signs it and sends to MSDE
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Custody 
Arrangements

  Parent/guardians must provide the school with the court order or decree for the student’s file

  Info must be updated upon applying for admission, registering for the next academic year and 
    whenever custody arrangement change

  Transportation Permission Form 12 must be updated to reflect current custody arrangements

  Parents must provide clear instructions re: transportation

  All transportation instructions should be addressed in the order/agreement; schools will not deviate 
    from these custody/agreement terms



Partnership
  

  Parents or guardians accept the Catholic Identity and philosophy of the school when they 
     sign the admissions application 

  Agree not to act in ways that contradict the Catholic nature of the school, to permit the 
    student to participate in all required school programming 

 Including instruction in the Catholic faith and attendance at Mass

  Agree to cooperate fully with the school, to act in ways that promote the best interests of the 
     church and school, and to comply with the policies of the Archdiocese of Washington and the 
     school
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Partnership
 If, at any time, a parent or guardian is not 
fully cooperating ….

  Consult with your pastor

  Inform in writing

  Provide warning about the behavior

  Offer to meet to address the behavior

INTRODUCTION TO OPERATIONS 8



Partnership
 If behavior continues after warning….

  In consult with your pastor ….

  Consult with Associate Superintendent (AS) 
    regarding a mandated withdrawal

  Document on an Incident Report (Form 
    16)

  AS will review withdrawal letter

  Letter cannot be sent without approval 
    from AS

INTRODUCTION TO OPERATIONS 9



Student Threats
   All threats are taken seriously…
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Student Threats
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Student Threats
Response to Threats to Commit an Act of Violence against 
Oneself 

  In the event that a student expresses an intent or desire to 
     harm him or herself:

  Do not leave the student alone or isolated. 

  Ensure that the child is always supervised by an adult. 

 Immediately contact the student’s parents and the Catholic 
Schools Office for guidance.
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Student Threats against Oneself
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Student Threats
Response to Threats to Commit an Act of Violence against Others

1. Notify law enforcement immediately (911)

2. Notify the Catholic Schools Office for guidance

3. In consult with CSO, notify parents/community as necessary

4. Complete School Incident Report (Form 16)

5. Do not leave student alone; adult supervision required

6. Seek guidance from CSO regarding initial meeting with parent
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Student Threats
Response to Threats to Commit an Act of 
Violence against Others

7.  Assess student’s behavior, have parent pick up 
     student
 Provide letter that student will be out of school 

until further notice
 Share information with parent, severity of 

threat, and violation of school policy
 Student is not allowed on campus until further 

notice; inform faculty/staff

8. In consult with CSO, determine if school 
    community must be notified (approved letter)
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Student Threats
9. Have parents sign Form 19 – Authorization to 
    Release Information

10.  After law enforcement’s investigation, 
       principal and CSO will discuss student’s 
       enrollment status and conditions if the 
       student to remains at school
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Student Threats
  Purpose is to make sure all parties have 
    mutual understanding of conditions for the 
    student’s continuing enrollment at the school

  Parents & student must understand that the 
    threatening behavior violates school policy 
    which is quoted from the school’s handbook 
    and agree to continue to follow the policies of 
    the school

  Agree to counseling outside of school and/or 
    other conditions

  Student on probationary status

  Letter B must be approved by CSO
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School Discipline
  Behavior expectations and responsibilities must be clearly defined and communicated in the 
    parent/school handbook.

  Subject to disciplinary action on and off school property, over any communicative forums

 Including Internet, phones, electronic devices, or media

 All disciplinary actions must be appropriately documented at the school level

   At a minimum, include all individuals involved and interviewed, time/date, location, 
description of incident, and outcomes of disciplinary decisions

  When suspension or expulsion are employed follow procedures in Section 14 of Ops Manual
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School Discipline

In-School

 Document facts, investigate, rationale for decision

  Inform parents (written communication)

  Hold conference, if necessary

Out-of-School

  Document on Form 16 (facts, investigation, 
  rationale, attach supporting documents)

  Inform parents (written communication)

  Hold conference prior to return

REMOVAL FROM SCHOOL

Determine Opportunity to Withdrawal with Pastor
  Document on Form 16 

  Include facts, investigation, signed witness statements, 
  other disciplinary info, supporting documents, rationale

  Need AS approval before speaking with parent

  Convene conference

Expulsion (consult with pastor & Superintendent)

  Handbook must clearly state grounds for expulsion

  Document on Form 16 (see above)

  Need AS approval before speaking with parent

  Convene conference
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Lines of Communication
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For CSO and Superintendent – in writing to schools@adw.org 
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Child Protection Reporting

   In event of suspected child abuse, chief administrators, all ADW school staff and volunteers 
      shall follow the ADW Child Protection Policy (CPP)

  DC/Maryland – teachers, school officials, and child care workers are considered mandated 
     reporters.  

 DC Code §4-1321.02; COMAR §5-704; CPP 5.1
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Child Protection Reporting

   Any archdiocesan personnel, including those who do not work or volunteer with children, 
     who has reason to believe or suspects that any child has been victim of physical abuse, sexual 
     abuse, or neglect must report to civil authorities.

  Form 16 must be completed and well-documented.

  Only the agency conducting the investigation shall notify the child’s parent/guardian of the 
     interview or investigation.
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ADW Support
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ARCHDIOCESAN EXECUTIVE SUPPORT (EST)
General Emergency & School-related Incidents

Superintendent of Schools
Ms. Kelly Branaman
Office: (301) 853-5348
Cell:     (202) 549-3412
branamank@adw.org 

Associate Superintendent
Mr. Chris Buchleitner
Office:  (301) 853-5353
Cell:      (301) 533-6071
buchleitnerc@adw.org 

Assistant Superintendent
Mrs. Anne Dillon
Office:  (301) 853-4569
Cell:      (301) 221-5488
dillona@adw.org 

President of CCA
Dr. Camille Brown Privette
Office:  (301) 853-5358
Camille.privette@catholicadademies.org 

General Counsel
Christopher Anzidei, Esq.
Office:  (301) 853-5342
anzideic@adw.org 

Secretary of Communications
Paula Gwynn Grant
Office:  (301) 853-5372
Cell:      (202) 579-1537
grantp@adw.org 

Executive Director of Child Protection and Safe Environment
Courtney Chase
Office:  (301) 853-5302
Cell:      (202) 255-8514
chasec@adw.org 

Director of Real Estate
Ms. Michelle Shelton
Office:  (301) 853-4522
Cell:      (301) 980 4293
sheltonm@adw.org 
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Where will I 
find forms and 

documents?
A QUICK LOOK AT 
THE PRINCIPAL 
PORTAL
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Questions
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