

2026 – 2027 School Employee Required Training and Documentation
Informational Page for School Administrators

All school employees are to complete these requirements between July 15 and the end of the first week of school with students. Training videos include a combination of required HR, school safety, child abuse, and health-related topics.
 
Catholic Mutual Group (CMG) is the diocesan risk management site. Everyone must have a login to Catholic Mutual Group to watch the assigned videos. Some training videos may show a completion status or a one- or two-year renewal period; however, all training is required annually. 
In order to access your account and the required training, please verify these two items. 
Log in, go to your profile, review that “Role” is selected to say “Educator Administration and Teacher”  NOT “EMPLOYEE” and in the “I participate in” box aka user participation category, select “School Employee”.  If you have selected the correct user participation category, then you should only see 6 required training courses and those are listed below.  If you did this last year, then this year there are only 3 to repeat.
If you do not have an account for online training, here are the instructions to set up and account.
Go to https://dallas.cmgconnect.org
Select Register for New Account
Select a Location Site:  this would be “Your School Name”
Select a Role: this would be “Education Administration and Teacher”
Select a “School Employee” to the question “I participate in”.

Directions for Administrators:
Mandatory Forms & Training Videos                                                                                           
1. CMG Login Portal Link: LINK TO PORTAL
Catholic Mutual Group provides training videos assigned to all school employees. Administrators may log in to view the full list of available training. Principals may assign additional videos before school begins or use them for training throughout the year. The list below includes the diocesan-required training.
Some courses may be replaced with in-person training. If in-person training is used instead of a video, notify faculty and staff and submit the training plan to the CSO in advance. If training is not completed before in-service week, the principal should schedule time during in-service week for employees to complete it individually or as a group, using a sign-in sheet and attendance roster for school records.
2. Health videos (NOT in CMG portal)
Schools may offer health-related training videos before school begins or during in-service week. Principals should make this decision in consultation with the school nurse or health coordinator, who typically provide any live training.
Please note: Bloodborne Pathogens, NARCAN, and Allergy/EpiPen training are mandatory. TCCB ED requires schools to keep a signed document on file for accreditation purposes. Bloodborne Pathogens training also requires successful completion of a quiz at the end of the video. (Add form/signature sheet here.)
3. CSO and School Handbooks, Social Media, and Acceptable Use of Technology
If handbooks are shared digitally, add the hyperlink to the forms below.

4. Child abuse reporting video
Share the Child Abuse Reporting information with all employees. The newest version, including updated reporting timelines and requirements, can be found here (link new child abuse brochure/guidelines).













INSERT SCHOOL NAME
2026-2027 Required Training and Documentation

Employee name: ______________________________________________________
(Please print legibly)

PLEASE READ INSTRUCTIONS CAREFULLY. All required training must be completed with documentation of completion and TURNED IN TO __INSERT NAME______ BY __INSERT DATE__. 
· Videos are in CMG Connect portal: Please view all videos in their entirety and take any quiz if required. Access to the CMG portal is given by your business manager or school principal.  In the CMG Connect Portal chose - Update “My profile” - click - I participate as a: * School Employee 
· Certificate of completion: Upon successful completion of the video and quiz (if applicable), the “training history” tab on the CMG Portal will update automatically. You may also submit your digital certificate of completion to ___INSERT NAME___. These do not need to be printed. Reminder: all listed trainings must be completed annually, regardless of the “completed” or CMG renewal date stating one or two years. 
· Handbooks: Must be read in their entirety. You are responsible for knowing and complying with all information within the handbooks. 
· Forms: Sign and date all acknowledgement forms within this packet. Return these signed acknowledgement forms to  ____INSERT NAME____.
· ExponentHR updates:  Employees MUST review and update their personal record (from the dashboard, go to My lnfo->Change My lnformation->Change Personal Information). Review and update all fields including personal email address, emergency contact, and automobile information. DO NOT Change the Work Email Address Field (this must remain the dallascatholic.org email issued by the Diocese).

MANDATORY - CMG CONNECT VIDEOS – LINK TO PORTAL____________________________
Watch all videos then complete each quiz successfully. These training videos are required annually – ignore the CMG “completed” status and the “renew every two years” note. Clicking on “review” or “retake” allows you to rewatch the training video. The date you watch or rewatch is captured in the CMG Portal training history for documentation.
· Taking Care. Saving Lives (AED training) A-01
· Playground safety A-09
· Building Safety – Dallas A-04 (Slips, Trips, and Falls)
· Anti-Bullying Training (Adults) - Dallas
· Fair, Kind, & Free: Student Harassment and Discrimination Training - Dallas
· Preventing Youth Suicide: Adult training - Dallas
· Bloodborne Pathogens *requires training signature form- see nurse/health coordinator


MANDATORY CHILD ABUSE REPORTING TRAINING (not located in CMG) 

· Mandatory Reporting Community Response for Youth and Families
	Link to DFPS Texas Site - Send proof of completion to (principal or Safe Environment coordinator) If this is your first time to complete this training, you will need to create an account for full access to this site)

Here are the links for the “How To” videos to create an account and “How To” select the course you need to watch – 4th one on the list at bottom of the website.

Guide for Reporting Abuse to CPS
Instructions
•	How to Create an Account on the DFPS Learning Hub 
PDF Document
•	How to Find & Enroll in a Course on the DFPS Learning Hub 
PDF Document


MANDATORY HEALTH VIDEOS – (not on CMG) your school or school nurse/health care provider might choose to have in-person training for the topics listed below. 
A sign-in sheet must be kept on file with names of all attendees.

The videos listed below hyperlink to a 3rd party site. Please watch them in their entirety. Your signature at the end of this document acknowledges you watched the videos and completed the training. 

· How to use an EpiPen  *requires TCCBED signature sheet- see nurse/health coordinator
· LifeVac training if your school has a LifeVac unit)
· Naloxone  -  Use of Narcan Nasal Spray  *requires TCCB ED signature sheet -  see nurse/health coordinator


The following three videos are recommended (not mandatory). Check with your school nurse or health care provider.
· Type 1 Diabetes: The Basics for Teachers and School Staff  
· Type 1 Diabetes: Low Blood Sugar at School 
· Seizure/Epilepsy Video Training

REQUIRED SECURITY VIDEOS  (not on CMG)                                                                                                           
· Sandy Hook Promise
· The Standard Response Protocol (SRP) for Students - iloveuguys CLICK ON THE LINK
The iloveuguys foundation (link here) has additional school safety videos for all ages - you are highly encouraged to use these videos for teacher and student training throughout the school year.

ACKNOWLEDGEMENTS AND AGREEMENTS
· Diocesan Handbook of Policies and Procedures for Elementary and Secondary Schools
· Diocese of Dallas Social Media Policy
· Diocese of Dallas Computer systems, Internet usage, and Security Policy
· INSERT SCHOOL NAME Employee Handbook
· INSERT SCHOOL NAME Student and Parent (Family) Handbook

By my signature, I acknowledge that I have followed all instructions, viewed all required videos in their entirety, read all diocesan and school handbooks, signed all required training forms, and reviewed and updated my personal information in ExponentHR.

__________________________________________________________________
	
	
	





NAME (printed)                                  Signature				             Date
	
	
	





ACKNOWLEDGEMENT FORM
HANDBOOK OF POLICIES AND PROCEDURES FOR ELEMENTARY AND SECONDARY SCHOOLS

By my signature on this document, I acknowledge that I have read this Handbook. I understand what is expected of me and I agree to support and be bound by the policies and procedures stated in this Handbook at all times during my employment, including the diocesan policies on Computer Systems and Internet Use (Appendix 3) and Social Media (Appendix 4). I understand that if I fail to so cooperate and/ or abide by these policies, I may be subject to disciplinary action up to and including termination. I understand that this Handbook summarizes many of the current policies, procedures, and benefits, and that it does not create a contract of employment.

I acknowledge that if there is a question of interpretation of a policy and/ or procedure, the Superintendent of Catholic Schools' interpretation shall be final. I understand that the Diocese of Dallas and/ or the Catholic Schools Office reserves the right to modify, amend, or terminate any policies, procedures, or employee benefit programs whether or not described in this Handbook at any time. I acknowledge revisions to the Handbook may occur, except to the policy of "Employment-at-Will".


I understand that this Handbook can be located at the following URL:
STORE HANDBOOK ONLINE




EMPLOYEE NAME (printed):



EMPLOYEE SIGNATURE:


DATE:








July 2026



ACKNOWLEDGEMENT FORM -  EMPLOYEE HANDBOOK
INSERT HERE SCHOOL NAME 

Acknowledgement of Review
I acknowledge that I have read the Employee Handbook and understand what is expected of me.

Agreement to Follow Policies
I agree to support and comply with the policies and procedures stated in the Employee Handbook throughout my employment, including the diocesan policies on Computer Systems and Internet Use and Social Media.

I understand that this Handbook can be found at the following URL:
INSERT HERE URL TO WHERE YOU WILL STORE THIS HANDBOOK ONLINE






EMPLOYEE NAME (printed)



EMPLOYEE SIGNATURE


DATE





















[image: ]

DIOCESE OF DALLAS
INFORMATION TECHNOLOGY



Diocese of Dallas
Computer Systems, Internet Usage and Security
Acknowledgement Form

I have read the Diocese Computer Systems. Internet Usage and Security Policy. as it applies to the paid or volunteer position I hold in the Diocese.

I fully understand the terms of this policy and agree to abide by it. I realize that the Diocese may record for management use any action I take on a Diocesan or parish network. device, or computer. I acknowledge that any document, program. database, graphic or other digital production that I may create on said equipment is the property of the Diocese.

I acknowledge that any Al agents I deploy or operate against Diocesan systems or data must be registered with the Cybersecurity and IT Operations Department before use, that I am accountable for their actions and the actions of any sub-agents they create, and that they will be disabled upon my role change or separation.

I acknowledge that any violation of this policy will incur disciplinary action up to and including dismissal and/or possible criminal prosecution.

I agree to comply with these and all other related Diocesan policies:

	
	

	Signature
	Date

	
	

	Printed Name
	Department




This document will be placed in the employee’s or volunteer’s personnel file in Human Resources.











Computer Systems, Internet Usage and Security Policy                                                                         Revised Date: 07/01/22
Information Technology


Diocese of Dallas Social Media Policy








Last	First	Middle Initial






Job Title:	Pastoral Center/Parish/School



[bookmark: Verification_and_Acceptance][bookmark: _bookmark21]VERIFICATION AND ACCEPTANCE

I verify that I have read, understand, and agree to abide by this policy. As with other Diocese policies, violations of this policy may be considered in performance evaluations and may result in disciplinary action up to and including termination and/or permanent suspension from service within the Diocese of Dallas.


The Diocese of Dallas reserves the right to suspend, modify, or withdraw this policy at any time at its sole discretion and without notice. I further agree that the Diocese of Dallas, its entities, and their respective agents, employees, and representatives shall not be liable and are hereby released from any claim I have or may have relating to any of my online activities.




___________________________              _________________
Employee/Volunteer Signature                                                                    Date


NAME (PLEASE PRINT):  _____________________________________________________________________

RETURN SIGNED FORM: Principal or Safe Environment Director
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