Saint Mary’s Catholic School

Student and Par ent
Handbook
2010-2011

Revised June 2010

St. Mary’s Catholic Schoal....

Page 1



Providing Catholic Education in a Christian environment since 1948.

Page 2



St. Mary’s Catholic School
Student and Parent Handbook
2010-2011

SECTION PAGE
Welcome 7

Business I nformation 8
School Schedule
Important Phone Numbers
Disclaimer

St. Mary’s School Background 9
History
Philosophy
Mission Statement
Accreditation
Goals
Campus Initiative

Parentsas Partners 11

Parent Responsibilities 13
Tuition and Fees
Fundraising Obligation
Required Service Hours
Service Opportunities
Change of Address and Phone Numbers
Communicable Disease
Communication with Parents
Time and Talent
Volunteer Opportunities
Volunteer Rights
Volunteer Responsibilities
Volunteer Confidentiality
Volunteer Training
Supervisor of Volunteers

Admission Policies 19

Page 3



Age Requirements

New Students

Returning Sudents
Application

Registration, Tuition, and Fees
Sudent Records

Visitors

Curriculum Offerings 22
Religion
Sacramental Preparation
Mass and Prayer
Language Arts
Mathematics
Physical Education/Health
Spanish
Social Studies
Science
Fine Arts
Computer Literacy
Co-Curricular Activities
Guidance
Character and Virtue

Academic Standards 25
Standardized Testing
Progress Reports and Report Cards
Pre-AP Courses
Progress/Eval uation/Conferences
Soecial Needs - Testing
Grading Policy
Homework Policy
Absentee Policy
Academic Eligibility
Retention Palicy
Academic Probation
Honor Roall
Honor Society
Homework
Educational Excursions - Field Trips
Summer Assignments

Page 4



Student Activities
Student Council
Athletics

East Texas Little League Football

. Mary' s Football

National Junior Honor Society

Cheerleaders

PS A (Private Schools Inter scholastic Association)

School Sponsored Contests
Assemblies

Code of Conduct

Philosophy of Christian Conduct

Student Behavior Expectations
General Guidelines
Before School Arrival
Classroom Etiquette
Hallway Etiquette
Church Etiquette
Playground Rules

Playground Games/Use of Equipment

Assembly Behavior
Unacceptable Behaviors
Bullying/Harassing Behavior

Disciplinary Procedures

School Disciplinary Consequences

Referral
Disciplinary Probation
Detention

Isolation (In-School Suspension)

Suspension (Out-of-School Suspension)

Expulsion
Discipline Philosophy

Dress Code
Philosophy
Grooming
Jewelry
Make-Up
Hair
Uniforms
Consequences

Page 5

30

32

33

36

38



School Uniform Guidelines 40
Requirements
Shorts
Shoes
Sweater /Sweatshirts/Hoodies
Additional Requirements
Free Dress Guiddlines

Student Support Services 43
Library
Sck Bay
Health Records/I mmunization Policies
Medication
Food Service
School Lunch Rules
Snacks
Soecial Milk Program

General Information 45
Absences
Absentee Policy
Tardy Policy
After School Care Program
Attendance
Birthday Parties/Invitations
Child Abuse and Neglect
Classroom Interruptions
Classroom Parties
Communication: School Staff & Students/ Social Networking
Concerns
Dismissal
Rainy Day Procedures
Drug-Free/Gun-Free School Zone
Eighth Grade Graduation
Electronics/Cell Phones/Personal Property
Emergency Procedures
FireDrills
Disaster Drills
Intruder Alert Drills
Grievance Procedure for Students and Parents
Diocese of Tyler Policy

Page 6



Inclement Weather

Lockers

Lost and Found

Parking Lot Procedures
Mor ning Drop-off
Afternoon Pick-up

Property

Safe Environment Policy

School Pictures

Soliciting on Campus

Supply List

Textbooks

Transfers and Withdrawals

Use of School Facilities

Visitors

Withdrawal from School

School Related Organizations

Alumni Association

Home and School Association

School Board

Longview Catholic School Endowment Fund

Page 7

58



Welcome to

St. Mary’s Catholic School
405 Hollybrook Drive
Longview, TX 75605

(903) 753-1657
Fax (903) 758-7347
www.stmaryslgv.org

Dear Parents and Students,

Welcome to St. Mary's Catholic School. We appreciate the opportunity to work as
partners with you as parents, the primary educators, for the academic, spiritual, and
moral growth of your child. If at any time you have any questions, please feel free to
contact the school office. We are delighted to have you join us as a member of our
school family.

This handbook offers information about the operation, rules, and procedures of St.
Mary's Catholic School. Students and parents, after reading
the handbook, should sign the acknowledgment form and return it
to the school office. Parents ‘ should keep this handbook for
future reference, to ensure an # 3" enjoyable and informed school
year.

May God bless you,

The Faculty and Staff
St Mary’s

Catholic School

7/30/01 Page 8



S. Mary's Schoal...
Academic Excellence in a Christian Environment

Business | nformation
School Schedule

Daily School Hours
Escort by Teacher to Classroom from Parish Center or Gym 7:50am
Tardy Bell 8:00am
School Day 8:00am - 3:30pm

Early Morning Care
7:15am in Parish Center for EC-3rd grades
7:15am in the Gym for 4th-8th grades

After School Care
Extended Day EC Care - 12:00 noon until 3:30pm
After School Care EC - 8" - 3:30 until 6:00pm

School Mass
Tuesdays and Holy Days of Obligation 8:00am
(Tardy slips will be issued in the church foyer)
Other dates and times as announced

Important Phone Numbers
School Office - (903)753-1657
Amy Allen, Principal ext. 117
Pauline Beaumier Green, Administrative Assistant ext. 116
Marcia Ross, Registrar ext. 118
Kelli Garcia, Bookkeeper ext. 502
School Fax - (903)758-7347
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Church Office - (903)757-5855
After School Care Pager - (903) 232-0286

Email Address:
school @stmarysigv.org

DISCLAIMER
The purpose of this handbook is to serve as a source of information
for parents, students, and teachers of the schoal.
S. Mary's Catholic School Administration reserves the right to
alter, amend, modify, change, or terminate any of the policies in the handbook
after providing students and parents sufficient notification of change.

St. Mary’s School History

Catholic schools have provided private Christian education in Longview since 1948. . Mary's Cathalic
School, dedicated December 8, 1968, on the feast of the Immaculate Conception, isthe outgrowth of the
former St. Anthony's Catholic School built in 1949 and staffed by The School Sisters of Notre Dame.
With the redlization that the fadlities were inadequate, in 1958 Monsignor Szapka purchased a 42-acre
stefor anew school, leading to the building in 1965 of the campus a its present location, including eight
large classrooms, adminigtrative offices, library, science lab and lecture room, and alarge cafetorium. In
these new surroundings, the students and the school program grew, prospered, and redized the fullest
mesasure of Catholic education.

Severd additions and improvements have since been madeto the campus buildings, induding an annex of
four classrooms, a gym, aband hdl, and a Parish Center encompassing new middle school classrooms,
alarge Sciencelab, and awell equipped Compuiter |ab, dong withadditional mesting rooms, afull kitchen,
and cafeterialstage/assembly area. Theorigind building was remodeed to include additiona office aress,
extraclassrooms, alarger library, an art studio, an adult reading room, and a separate computer lab for use
by lower dementary classes.

Philosophy

St. Mary's Catholic School believes that formation of the human person is best rooted in the biblical
understanding of humanity. As Chrigtians, we share with students a commitment to the command of Jesus
Chrigt to“Love God with their whole heart, mind and soul and love their neighbor asthemselves.” (Mark
12:30-31) We drive to provide an environment which fosters an enthusiasm for lifdong learning. An
environment where each sudent can devel op to their fullest potential and practice respect for those of faith
traditions and cultures other than their own. We want to provide students the tools they need to excd, to
teach them to be grateful to God for their accomplishments, and to be generous in sharing their gifts and
taents with others.
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Mission Statement

S. Mary’s Cathalic Schoal is committed to partnering with families in forming children who actively
participate in the Kingdom of God through faith formation, leadership development, academic
scholarship and a dedication to service.

Accreditation

St. Mary’'s Catholic School is accredited by the Texas Catholic Conference Accreditation Commission

(TCCAC) which is recognized by the Texas Education Agency (TEA).

Goals

St. Mary’s students will be educated in the following areas. Experiences will be sdected to direct the
child'slearning towards the following objectives

Faith Formation
! Grow in knowledge and gppreciation of spiritud vaues
! Gain asense of vaues and a capacity for right judgment

Scholar ship
1 Develop intdlectud skills such as criticd thinking, problem solving, and open-minded
understanding
I Develop each student’ s individua academic potentia
L eader ship
I Learn wise use of leisuretime
! Discover and develop imagination, origindity, and cregtive abilities
1 Practice the principles of democratic living
! Learn to work with others
Service
! Give witness to the faith
! Form asocia conscience with azed for the common good

Campus I nitiativesfor 2010-2011

After careful disaggregation of year end IOWA data, faculty and staff have made a decision to:
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1 Know the assessment tool
A. Curriculum and assessment must be digned. Thisis not teaching to the test.

2. Plan and implement at least one cross curriculum unit per 9 weeks

3. Writing across the curriculum
A. Use writersworkshop daily in Language Arts Classes
B. Embed Writing TEKS in al written assgnments across curriculum
C. Hold students to age appropriate writing standards across the curriculum

4, Build Reading Stamina
A. All sudents should have slent, independent reading time daily at school and a home

5. Increase Drill Practice in Math and Grammar

6. Use Cohesive Curriculum Caendars

Parents as Partners - The Parents Role in Education

We believe that God entrusts parents as the primary educators of their children. Therefore, it isyour right
and your duty to become the primary role modes for the development of your child's life - physicdly,
mentaly, spiritudly, emotiondly, mordly, and psychologicaly. Y our choiceof St. Mary’ s Catholic School
involves commitment and exhibits a concern for helping your child to recognize God as the greatest good
in higher life.

The strongest teacher is agood example. Y our persond relationship with God, with each other and with
the Church community will affect the way your child relatesto God and others. 1ded s taught in school can
not become well rooted in the child unless these are nurtured by the example of good Chrigtian mordity
and by an honest persond relationship with God in your family life.

Asmodesfor our children, we grive to be livingexamples of character and virtue. At St. Mary’ sCatholic
School, we incorporate character education, rooted in the teachings of Chrigt, into al areas of our daily
curriculum.  We recognize that consstency and prayer are necessary in forming virtue, the foundational
habits of agood life. Because we fed thisissuchanimportant missonfor usand for our children, wefully
support parish and community efforts at character building.

Once you have chosen to enter into partnership withSt. Mary’ s Catholic School, wetrust youwill be loya
to this commitment. We ask that you respect our smoke-free environment on campus and on school
sponsored fidd trips. During formétive years your child needs constant support from both parents and
faculty in order to enhance hisher mord, intellectud, socid, cultura and physica development. Neither
parents nor teachers can afford to doubt the Sincerity of the efforts of their educational partner inthe quest
to chdlenge, yet nourish, the student to reach hisher potentiad. Itisvitd that both parents and teachers
remember that alowing onesdlf to be caught between the student and the other partner will never lead to
positive results. To divideauthority between school and home or within the homewill only teach disrespect
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for dl authority. If there is ever an incident at school, you as parents should make investigation of the
complete story your first step. Evidence of mutua respect between parents and teacherswill model good
mature behavior and reationships.

Students are naturdly eager to grow and learn. However, sometimesin the process of maturation new
interests may cause them to lose focus. As this natural process occurs, the student needs both
understanding and discipline. At times your child may perceive discipline as redtrictive. However, it is
boundaries and limits which provide ayoung person with both guidance and security.

It is essentid that a child take responsibility for grades he/she has earned and be held accountable for
homework, long-term assgnments, mgor tests, service projects, and any other assgnments. This
responsibility also extends to times of absences.

Together let us begin this year with acommitment to partnership aswe support one another in heping your
child to become the best person he/she is capable of becoming.

Parents as Partners

As parents in the educationd process at St. Mary’ s Catholic School, we ask parents:

To st rules, times, and limits so that your child:
! Gets to bed early on schoal nights;
! Arrives & school on time and is picked up on time at the end of the day;
! Is dressed according to the school dress code;
! Completes class assgnments on time;
! Has lunch money/account credit or sack lunch everyday.
! Has dl needed materids and is prepared to learn.

To actively participate inschool activitiessuch as Parent-Teacher Conferences, Home & School meetings
and activities, and fund-raising.

To see that the student pays for damage to school books or property due to carelessness or neglect.
To natify the office if the child will be absent from school.

To natify the school with a note when the student returns to school after being absent or tardy.

To notify the school office about changes in address or important phone contact numbers.

To meet dl financia obligations to the school, in atimely and responsible manner.
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To inform the school of any specid Stuation regarding the sudent’ s well-being, safety, and hedlth.
To promptly complete and return to school any requested information.

To read school notes and newdetters and to show interest in the student’ s total education.

To support the religious and educationa gods of the schoal.

To support and cooperate with the discipline policy of the school.

To treat teachers and staff with respect and courtesy when discussing student problems.

To treat other students and families with respect and courtesy.

This partnership ismandatory for your child’s success. Failure tomaintainaworking partner ship
may result in a breech of contract on your part.

PARENT RESPONSIBILITIES

Tuition and Fees

The St. Mary’ sCatholic School current tuition and fee schedule is available on the Parish/School website
or by contacting the school office.

Regigration fees are NON-REFUNDABLE unless the child is not accepted for admission. Regigration
fees must accompany the regigtration forms. To qudify for the Catholic parish discount in tuition rates,
Catholic familiesmust be registered, practicing their faithand supportingther parish. Additiona information
onregidration, tuitionamounts, and possible tuitionfinancid ass stanceis available through the school office
(903-753-1657).

Tuition fees are due on the FIRST of each month and overdue after the FIFTH day of the month. Late
fees will be assessed and penalty char geswill occur for dl insufficient debitsor checkswith insufficient
funds. Tuition covers only a portion of the cost of educating each student. Additiond school funds are
generated from fund raising activities, parish tuition assstance and donations.

Itisthe respongibility of the St. Mary’ s School Board withthe assistance of the School Finance Committee
to set annud tuition and fees. The annud tuition does not completely cover the true cost of educating a
student at St. Mary’s Catholic School. Parents may choose one of severd methods for paying tuition: (1)
infull a August registration; (2) semester payments (at August registration and by January 5™); or (3) ten
(20) monthly payments (August registration, and September through May). All ten (10) monthly payments
aredue the 1% of the month; (4) Automatic payment plan - tuition and fees drafted out of abank account
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on the 5" of each month.

Payments received after the 5™ of the monthwill be assessed a$25.00 latefee. Therewill be a$35.00 fee
for dl returned checks. Questions regarding tuition payment should be directed to the St. Mary’ s School
Business Office at 903-753-1657, ext. 502. All families are required to fulfill the entire year’ s contract.

Having agreed to a specific tuition payment plan, the parent or guardian financialy responsible for the
student must understand the following: (1) a school family will not be dlowed to use After School Careif
atuitionpayment isthirty (30) days past due; (2) a student will not be permitted to attend classif atuition
payment is sixty (60) days past due; (3) no sudent will be admitted to school in August - no transcripts,
report cards, or diplomas issued - until current and previous financid obligations have been met and dl
registration fees for the school year have been paid; (4) no transcripts, report cards, or diplomas will be
issued until dl library fines, lost or damaged textbook charges, restitution for damages to school property,
cafeteria charges, graduation fees, tuition or administrative fees have been paid in full.

Other expenses and fees which parents may expect to bear are asfollows: class activity fees, graduation
fees, 5th-8th art fees, band insrument rental fees (if using a school ingrument), 4 grade recorder/book
costs, EC/K semester snack fees, monthly enrichment fees, uniform cogts, P.E. uniforms, lost or damaged
textbook, school materid or athletic equipment charges.

Cafeteria

St. Mary’ s School implemented a computerized debit system that alows you to pay in advance for medls
and/or alacartefoods (juicedrinks, milk, ice cream, snacks, etc.) if youchooseto do so. Studentsare ill
ableto pay cash on adaily bass asthey have in the past.

All sudents will have an established debit account, dthough you will not be required to make advanced
payments because the systemdill hasthe ability to act asacashregister and can accept cash payments on
adaily basis. However, for your convenience, you may wish to choose one of the following options for
meking advanced payments. Please notethat if your child’ saccount bal ance becomes-$10.00, he/she will
be given asandwich at acost of $0.50 and amilk at a cost of $0.20.

Money will be deducted from an account when the student uses the account to purchase medsand a la
carte items. There is no limit on the amount of money that can be deposited into a debit account. When
account balances fdl below $10.00, the cashier will remind the student by providing hinvher with a
preprinted envel ope. To make anadvanced payment, fill out the information on the outsideof the envelope,
enclose the payment, return the envelope with payment to the schoal office in the morning, or submit an
electronic payment the night your child receives an envelope usng a credit card on the website:
http://mww.CafePr epay.com.

Fundraising Obligation

In order to keep tuition cost a a minmum, we require that every school family raise funds through
Wunderfal, our mgor fund-raiser. The required amount of $300.00 per family isnomind, and families
are encouraged to support this fundraiser by raisng as much over this amount as possble. Thismay be
done by sling raffle tickets or making a donation to the school fundraisng account. Any familiesthat have
not achieved ther Wunderfal fundraising obligation may choose to pay the balance of fundrasng owed
in full or have the balance added to the monthly tuition (divided into two payments) onthe December and
January tuition statements.

Page 15



Required Service Hours

Eachfamily isrequired to completetwenty-five (25) adult ser vice hour s.Familiesr eceiving Financial
Assistance must complete an additional 40 hours (65 total). A minimum of five (5) of those hours
must be served withqudified Wunderfdl activities. The remaining twenty (20) hours may be met through
any of the other suggested volunteer areas. Each family will pay as a Tuition Obligationthe sum of $20.00
for each service hour not completed during a school year. All service hours not entered by a family
member on the School Check-In Machine in the office lobby by the Monday after the Home &
School Spring BBQ, will beadded tothe May tuition statement at $20.00 per hour not served or
recorded. The office staff reservesthe right to verify hoursentered with the project coordinator,
teacher, or committee head in charge of the activity. It isthe reponghility of the family to keep a
record of al hours served and record these service hoursinthe school office. Committee chairs or activity
coordinators should not be expected to be responsble for turning in your family service hours. These
service hour fees must be paid with the May tuition or a late fee will be added. These fees may
be reimbursed if the billed hours have been completed by the last day of school.

Helping Our School —Helping Our Kids: Service Opportunities
Substituting for After School Program from 3:30 — 6:00 pm (Ethics Training required)
Assdting in Library (Anytime during school hours or after school for Book Fair)

Re-shdving books and organizing shelves

Repairing books (work at home)

Doing inventory

Processing new/donated books

Check-out books to students and help keep library open for school family use

Helping with Book Fairs
Assiging in the Cafeteria (Normaly 10:30AM - 1:00PM)

Preparing/Serving Food

Scanning lunch charges on cafeteria computer (must receive pecid training)

Cleaning

Monitoring lunchroom and/or playground/recess (Lunch Duty)

Organizing or assisting with specid lunch events for classes or the entire school
Assging Office Staff (Anytime during school day)
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Copying
Assgting with First Aid and sick/injured child care
Answering phones
Stuffing envelopes
Collating/Didtributing papers to send home
Helping with basic computer work
Helping prepare for school-wide event
Assging Teachers/Classroom Aides (During school hours or at home depending on assignment)
Serving as class room parent or assistant to organize volunteers
Help with field days and specid school events
Baking/Bringing refreshments for classroom parties or school events
Sharing a hobby or artg/crafts project with classes or After School Care
Coaching/Working concessions for athletics
Providing trangportation/chaperone for field trips/athletic meets
Subdtituting partid/full day for teacher
Sharing amusicd tdent with aclass
Reading to a class or with a student
Assging with specid projects and clean up
Preparing for classroom activity - cutting out, assembling, etc. & home
Panning or decorating bulletin boards
Recording books or textbooks on tape
Assgting with Beautification/School Maintenance
Maintaining/Mowing/Cleaning grounds & flower beds
Running virus and spyware programs on computers
Doing computer maintenance
Cleaning/Decorating classrooms and hallways
Participating in Saturday campus work day once amonth to do projects planned
Volunteering for projectsinvolving generd upkeep of the school buildings
Coordinating or Assisting with Special Events and Fundraisers
Chairing an event (Wunderfdl, All Halows Eve, Stampede, Spring Barbeque, etc)
Co-chairing an event (find a partner, you don’'t have to do it done!)
Chairing or Serving on a committee for an event

(Silent Auctions, Casino, Food, Underwriting, Publicity, Volunteers, Manners Med,
Raffle Ticket Sales, Easter Egg Hunt, €tc.)

Serving asaHome & School officers
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Coordinating afundraiser
(Bake Sdle, Flower Sales, Concessons at an event, tc.)

Don’t know how you can help with an event? Cometo a Home & School Association
meeting and find out where your talents and gifts can best be put to work for your kids and
school.

Change of Address and Phone Numbers

The school office should be natified immediately concerning a change of address, phone numbers, or other
vitd information needed in case of an unexpected emergency. This is necessary so that we can care
adequatdly for your child should an emergency arise, and so that we are able to communicate effectively
with you concerning school informetion.

Communicable Disease

As members of the . Mary’ s community, we have aresponsihility to protect our children from
illnesses asfar aspossble. Parents of students with a communicable or contagious diseases (such as
chicken pox, meades, lice, pink eye, impetigo, and scabies, etc.) have a responsbility to phone the
school so that other students who have been exposed to the disease can be derted. Students with
contagious diseases are not alowed to come to school while they are contagious and are not alowed to
return to school without a doctor’ s release.

A dudent may not remain & school with afever, diarrhea, or while vomiting. A child must not return
to school unless he/she has been free of symptomsfor 24 hour. If anillness requires an antibiotic,
the child should receive the medication for 24 hour s beforereturning to school. Please adhere to
thisrule for the protection of dl our children and staff. Y ou will be cdled to take your child homeif they
return to school before the 24 hour period expires.

Communication with Parents

In the last week of each month (except if thisisa holiday week) a newdetter, a lunch menu, and lunch
account statement, along with any additiona notices necessary, are sent home in a large white family
envelope. We would like to be aware that you have received your school communication in atimely
manner, so please Sgn and return the family envelope on the next school day. Tuition payments may be
returned in the family envelope to the schoal office, paid in the bookkeeper’ s office, or by bank account
ACH debit (paperwork is available in the office to set this up).

Inaddition, informationconcerning the school can be found in flyers, the weekly remindersfromteachers,
inyour child’ sagenda, in church bulletins, through Home and School meetings, by caling the school office,
and on the Parish website (www.stmaryslgv.org). Ask your child for any specid notices and
communications on adally basis.

Time and Talent

In the document To Teach as Jesus Did, the Catholic Bishops emphasized that one of the three
interlocking dimensions of the ministry of the Churchhasbeenand continuesto be serviceto the Chrigtian
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community and the entire human community. Higoricdly, the Catholic Church has depended upon the
generosity and goodwill of its members in providing time, treasure, and taent to the achievement of its
mission.

Volunteers have played a mgor role in Catholic education since the time when parishioners joined their
efforts to establish the firgt Catholic schoolsin America. Thetradition of involvement has been strong and
each year grows stronger as more people become involved in more kinds of activities.

Volunteer Rights

1. You have aright to be treated as a member of our school community, being made aware of
rules and regulations, aswell as safety procedures, while acting as avolunteer at St. Mary’'s
Catholic School.

2. You havetheright to be treated with respect due any adult staff member.

3. You have the right to worship with us.

4. You have aright to the tools and information necessary to perform assigned tasks.
5. You havetheright to ask questions.

Volunteer Responsibilities

1. The volunteer arrives on time, checksin on the computer in the school office lobby, wears
the printed name tag, and performs the assigned tasks.

2. The volunteer respects and enforces the school rules, and works in a manner which keeps
the safety, education, and rights of the sudents as afocus.

3. The volunteer is obligated to undergo Ethics and Integrity training as required by the Diocese
of Tyler and any other school training necessary for the safety and well-being of al our
sudents. Ethics and Integrity is athree hour Basic training that includes a Crimina Background
Check to quadify for an Acceptance Certificate for Service (ACS) from the Diocese of Tyler.
After three years a1 %2 hour Recertification class and a new Crimina Background Check is
required to renew your ACS.

4. The volunteer renembers that the school exists for the benefit of the students, and treats all
students the way Jesus would treet them, if He were the volunteer.

5. Thevolunteer asks for instructions and asd stance, when needed.

6. The volunteer must sign out on the same School Check-in Machine that issued their name
tag.

Volunteer Confidentiality

In the course of your volunteer work at St. Mary's, you may hear or see confidentia information about
sudentsor teachers. Asamember of the Christian community hereat St. Mary’ s, you have aresponsibility
to keep thisinformation confidentia inany settingingdeor outsidethe schoal. At the sametime, volunteers
must understand that there are aso times when student confidences cannot be kept. For example, if a
student confidesadesireto commit suicide to avolunteer, that confidence must be reported to a teacher,
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the principd, or to a priest, who bears the responsibility of communicaing with the student’s parents if
appropriate. The guiddineis “Any information which, if shared with faculty or adminigtrators, may save
someone from harm, must be shared.”

Volunteer Training

Volunteers are required to atend Ethics and Integrity Training as outlined under “Volunteer
Responghilities’ on page 15. Volunteers will dso have an orientation session scheduled a the beginning
of the school year with a volunteer handbook made available. Additiond training may be required for
individua assgnments and will be provided by the staff member in charge of thet area.

Supervisor of Volunteers

The principd isresponsible for the total school operation; thus, the principal supervisesdl who serve inany
capacity in the school.

Visitors
Anyone vidtingthe St. Mary’ scampus mugstSgninat the front officeand be escorted to hisher destination.

Former studentsor shlings vigting during school hours must have prior permissionfromthe principa to be
on campus and must be under supervison a dl times.

Former students serving as volunteers must have permission from the principa to be on campus and must
be under the direct supervison of an adult while on campus.

Non-enrolled students or children may not be in the classroom during instruction or assessment.

ADMISSION POLICIES

In keeping with the universaity of Christendom, &. Mary’s Catholic School admits sudentsof any race,
color, and national origin to dl the rights, privileges, programs and activities generdly accorded or made
available to students at the school. It does not discriminate on the basis of race, color, national or ethnic
origin in the administration of its educationd policies, admissons policies, or athletic and other school-
adminigered programs. Admissonto St. Mary’ sCatholic School will bebased onafirst come-firs served
enrollment process pending our ability to meet academic and socia needs and as long as an opening
remansintheappropriate class. However, during early pre-regigration, preferencewill begiventofamilies
with students currently enrolled.

Age Requirements (as st by the Texas Catholic Conference for Education - TCCED)

Page 20



Age requirements for classes are as follows:
EC 1/2 - must be 3 years old on or before September 1
EC 3/4 - must be 4 years old on or before September 1
EC classesmay be set up in 2, 3 or 4 sections depending on enrollment numbers.

Kindergarten- must be 5 years old on or before September 1
Grade 1 - must be 6 years old on or before September 1

Children seeking admission to EC, Kindergarten, or Grade 1 who are under age according to admission
requirements, may be admitted to the respective grade only in certain circumstances.

1. The student has moved from a sate where the age requirement differs from that
listed above and was currently enrolled there;

2. The student has successfully completed the respective grade in that out-of sate
Catholic or accredited school;

3. A written waiver is granted by the St. Mary’s Catholic School principal, based on
the above guiddines and any other gpplicable data.

Bathroom Needs

All students enrolled at St. Mary’ s Catholic School must be able to take care of their persona
bathroom needs. If your child has a bathroom accident, you will be contacted to come to school or
send a representative to change your child. These stuations will be handled in accordance with the
Diocesan Ethics and Integrity Policy. Class schedules have ample opportunities set up to vist restroom
facilities throughout the day. Parents should talk to their children about not waiting until the last minute
to communicate their bathroom needs with their teacher.

New Students

Application forms for new students may be obtained from the school office. Applicants are required to
submit the following:

1. Birth certificate, Socia Security card and Insurance Card;

2. Baptismd certificate, and Firt Communion / Confirmation certificates (if applicable)
3. Proof of up-to-date immunizations (current shot record)

4. Transcript from previous schoal, if gpplicable

5. Copies of report cards, test scores, TPRI (Texas Primary Reading Inventory) and
other pertinent information (Disclosure Statement)

6. Tuition Contract and/or Tuition Addendum

Page 21



7. Completed registration forms accompanied by registration fee

All new students are accepted on probationary status until al pertinent documents are received and
reviewed, a which time a decison on continued enrollment will made by the school adminigtration.

Students remain on probationary status through the first semester of attendance. Testing for admissonmay
be requiredat the discretionof the adminigtration, withappropriate feesto be pad by the applicant. Parents
of prospective new students may be required to attend and interviewwithschool adminigtrators. St. Mary’s
Catholic School will follow the promotion/retention recommendetions of the transfer school if the student
faled to meet the state standards for grade promotion.

Returning Students

Parents must re-enrol| their childrenfor the coming school year. Since acceptance for the next school year
is not automatic, the school reservesthe right to accept or decline gpplications for the next school year at
the discretion of the school adminidration. Such decisons are based on parentd cooperation, student
conduct and/or achievement, student attendance, and records of meeting financid and other obligations.
Denid of re-admisson will be made in writing.

Application

Applicationforms for Early Childhood through Eighthgrade students are available in the school office (and
church office during the summer when the school office is closed) and on the website. Tours to view
campus facilities are available by gppointment and during Open House events.

Registration, Tuition, and Fees

Pre-registration for sudentscurrently inSt. Mary’ s Catholic School and prospective new students begins
during Catholic Schools Week of eachyear (beginning last Sunday in January) and continues until General
Regigration in August takes place. Regidtrationfees should accompany completed regidration forms. As
an incantive to make a commitment for more efficient Fall planning, the registration fees are least before
May1, with increases in May and June. See Fee Schedule for detalls.

General Registration for the entire school ishdd during firgt ful week in August and continues until school
begins. The Business Office will notify each family of the specific dates of regidration. At this time any
unpaid regigtration fees, additiona school fees, and the first month’ stuition is due. Tuitionand feesfor the
remainder of the school year can be paid monthly for 9 additional months, paid in two payments (one at
registrationand one payment at the beginning of the 2" semester), or one complete payment for the entire
school year & registration.

Student Records

St. Mary’ sCatholic School adheresto the Buckley Amendment (Family Education Rightsand Privacy Act)
regarding access to student records.
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CURRICULUM OFFERINGS

. Mary's Catholic Schoal offers its students opportunities for growth in the following mgor subjects.

Religion

Rdigiousingruction inthe Christianfaith, aslived out in the Catholic tradition, forms the basis for the total
development of the student. All students are required to participate in dl regular church services during
school time. The Rdigioncurriculum fromthe Diocese of Tyler, “Handing onthe Faith”, inconjunctionwith
the 15 gods forms the nucleus of Rdligiousingruction. Liturgical Services are hed weekly and on Holy
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Days for the entire student body and staff. Parents and family are welcome.

Sacramental Formation

Parents with childrenwho are ready to begin celebration of the Sacraments should petition with their child
to their parish. Sacramenta formation congsts of two parts: ongoing systematic catechesis based on the
15 goals and focused formation workshops on the particular Sacraments. The religioncurriculum for St
Mary’ s Cathalic School is based on the 15 gods and will help parents fulfill that requirement. The school
aso works closdly with St. Mary's Parish in providing appropriate workshops for parents and children in
formation for the Sacraments. Parents with children reedy to begin formation for Recondiliation should
submit the petitionto ther parishand let the school officeknow their child isbeginning formal formation for
Reconciliation and then Confirmation/First Eucharist. Parents of children who are dready receiving
Communion, but have not yet been Confirmed, should determine when in the next two (2) yearswould be
best for ther family and for their child to cel ebrate Confirmation, then petitionabout ayear beforeto begin
formation.

Mass and Prayer

The most important aspect of a child’ sdevelopment isspiritud. St. Mary’s expects dl familiesto attend
weekend worship services in the church of their choice. In addition, al St. Mary’s students attend Mass
(weether permitting) on Tuesdays and on Holy Days of Obligation. Prayer isadally part of our morning
routine for al classes, usudly over the school intercom, in addition to classsoomand other special prayer
opportunities. First Friday devotions are dso on the school caendar of events each month.

L anguage Arts

Reading skillsformthebasic literaryand critical tools for gaining knowledge and understanding indl subject
aress, including the spiritud and the academic experiences of life. Emphasisis placed on Language Arts
as afoundation for dl learning, with remediation and enrichment opportunities provided as determined to
be beneficid to the child.

M athematics

The mathprogram is designed to help each student learn the basic mathematica structures, language, and
principles in order to develop ill in computation, to use vocabulary and symbols in reading and
interpreting data, and to measure and solve problems. A full year in Algebral or Geometry for High School
credit is offered in Eighth Grade to students who qudify for this academicaly chalenging course.

Math Placement

6" Grade Students: At the end of the year, students will take the IOWA Algebra Aptitude Test to
determine readiness for Algebra. (1) Students performing at a Stanine of 5 or higher will be promoted
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directly to Algebra 1 class. (2) Students performing a alower level should expect to be placed inthe Pre-
Algebraclass. (3) A committee conssting of 6th-8th grade level mathteachers, the testing coordinator, and
the principa will meet to recommend placement of that determined by the test. For example, a sudent
whosetest results are incompatible with the usua successin math, or whose work ethic may indicatethat
a different placement would be more appropriate, may need to be evaluated by the committee. (4) If
parents disagree with the placement indicated, they will be directed to contact the testing coordinator
(Laurie Kubicek). The testing coordinator and principa will determine the best course of action: retesting,
summer tutoring, etc.

7" Grade Students: At the end of the course, students will take the IOWA Algebra Aptitude Test to
determine readiness for Algebra. See above recommendations for 6™ grade students for placement.

Algebra Students: At the end of the course, students will take the End-of-Course Algebra exam. (1)
Studentswho pass both the Algebra 1 course and the End-of-Course examwill receive high school credit
for Algebraand will take Geometry the following year. (2) Students who do not pass either the courseor
the exam will not receive credit and will repeat Algebra 1. (3) Students who pass one portion, ether the
course or the exam, will need to be evaluated by the math committee to determine the most appropriate
placement.

Geometry Students: At the end of the course, studentswill take the End-of-Course Geometry exam. (1)
Students who pass both the Geometry course and the examwill recelve high school credit for Geometry.
(2) Students who do not pass ether the course or the exam will not recelve credit and will repest
Geometry. (3) Studentswho pass one portion, ether the course or the exam, will need to be evaduated by
the math committee to determine the most appropriate placement.

Physical Education/Health

The Physcd fitness program provides students with the opportunity to exercise and acquire lifelong skills
to maintain a heathy body and attitude. The program includes compstitive athletics (grades 6-8), as well
as beginning competitive relays in grades 3-6. Hedlth classes are aso included in the physical education
program. The opportunity to earn a one semester High School credit in Hedlthis offered in Eighth Grade.

Spanish
The purpose of the Spanish program is to familiarize sudents with a basic knowledge of Spanish

vocabulary, grammar, and conversationa skills. One year of Spanish | for High School credit can be
earned in Eighth Grade for those students who qudify.

Social Studies

This program is designed to develop the knowledge, understanding, skills, and attitudes necessary for
becoming good citizens.

Science

The purpose of the Science programisto promote a genuine interest in al facets of Science educationand
to provide the skills necessary to achieve scientific literacy gppropriate to grade leve.

Fine Arts
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The purpose of the Fine Arts program is to provide students with the opportunity to experience and
appreciate the fine arts and to develop basic skillsin music (choir, recorders, and band), drama, and art.
Art | for High School credit is offered as an eective to those Eighth grade students who qudify.

Computer Literacy

Computersare utilized in the classroom and lab setting as tools to enrich the curriculum in the classroom.
Keyboarding skills, ethical use of technology and the internet, and genera computer skills are taught, with
a god of integration of those ills into the learning process of the student. Students attending SMS in
grades 6-8 will receive a keyboarding class credit as a prerequisite for High School.

Co-Curricular Activities

A number of opportunitiesfor enrichment and reinforcement of skills and knowledge areintegratedinto our
curriculum.  These include contests, bees, tournaments, and organizations intended to alow students to
excel academically aswell asin leedership roles.

Guidance

Our teachers are interested in the physical, academic, spiritua, and emotiona well-being of our children.
We have a mora obligation to work as partners with the parents to guide the students to be healthy,
productive citizens of our community and world. The more the teacher knows about the environment of
each child, the better he/sheis able to guide him/her through these important years of development. For
this reason parents are encouraged to consult with the teachers and the principa whenthere are problems
a home which could result in achild's experiencing some emationa or physica difficulties.

Character and Virtue

Character education, rooted inthe teachings of Chrigt, isincorporated into dl areas of our daily curriculum
aswdl| as a specific curriculum focused on the lives of the saints. A Friday assembly will be held weekly
to celebrate good character. Parents, guardians, and family are dways welcome. We are dedicated to
hdping parents in ther responsbility as primary educators of the children, in teaching, enforcing,
advocating, and modeling the virtues we wish to indill in our children.

ACADEMIC STANDARDS

Standardized Testing

One aspect of the education a St. Mary’s School is academic. We follow state and diocesan curriculum
guiddines, with standardized testing being one of severd means of assessng pupil performance.
Standardized tests (lowa Test of Basic Skills) are administered each fal and spring during the designated
testing week(s) to the required grades. The results of these tests are analyzed in order to continue to
develop the academic excellence for which we grive. In addition, Benchmark tests are administered to
assess the student’ s academic needs and evauate ther progress. An assessment of rdigious education
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(ACRE) isgivento dl studentsin the required grades eachyear. Thistest givesan evauation of scripturd,
socid, and mora growth of the student body over aperiod of years.

Progress Reports and Report Cards

As partners with the parents, we wish to communicate the academic and socid progress made by the
children in a period of time. Therefore, report cards are distributed every nine (9) weeks. In addition,
progress reports are issued between each report card, gpproximately four-five weeks into each grading
period. Progress reports and report cards should be signed by the parents and returned the next day.
Report cards list the following achievement codes:

Grades1-8 EC and Kindergarten

A 90-100 S Sdisfactory

B 80-89 N Needsmoretime

C 70-79 U Unsatisfactory

F Below 70

Other Codes

E Excdlet N NeedsMore Time & Help
S Satisfactory U Unsaisfactory

For GPA purposes.

Pre-AP classes 2 grade levels above will be weighted as 6 points
Pre-AP classes 1 grade level above will be weighted as 5 points
Pre-AP classes on grade level will be weighted as 4 points

Pre-AP Courses

St Mary's School offers Pre-AP (Advanced Placement) courses in grades 7-8 and accelerated
coursesin grades 5-6. Teachers are certified through the College Board and the curriculum is enriched
for the purpose of accderated learning and credit. Middle School students can earn creditsin Pre-
Algebra, Keyboarding prerequisite for HS, and Art |, Speech, Spanish |, Algebra | and Geometry for
High School/Pre-AP credits pending successful completion of an End Of Course (EOC) examination
and/or teacher recommendation for neighborhood high school requirements. These courses require
dedication from the teacher, parents, and student. If achild is unable to meet the required expectations
he/she will be removed from the course after 3 weeks.

Progr ess/Evaluation/Confer ences

Two Parent/Teacher/Student Conferences are held each year. School isnot in sesson during
conference days. Please watch for information regarding these scheduled conferences. Parents who see
problems devel oping should contact the teacher immediately. A note can be sent or acdl to the office
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would get a message to the teacher to return the call. Teacherswill contact parents should any
problems be noted, including changes in the student’ s attitude and behavior, as well as academic
variance.

The faculty of St. Mary'sis dedicated to the task of developing students character, as well as helping
the student to grow scholadticdly, physicdly, emotiondly, and spiritudly. It is essentid that the parents
and teachers form a united bond in the educationa process. Parents will be informed by telephone,
notes, conferences, progress reports, and work sent home of the student's progress. It isour
responsibility as teachers and parents to work together as a team to provide the best possible education
for the students.

Special Needs - Testing

. Mary’ s does not offer a specid education program. We do, however, have a Student Support Team
(SST) that will make every effort to accommodate identified specia needs. It isimportant thet parents are
forthcoming inthe Disclosure Formincluded inthe registration packet to help us meet your students needs.
Modifications will be reviewed on a semester basis or as needed to insure adequate progress. If potential
specid needs are identified while at St. Mary's Schoal, the SST will hep in referring you to your loca
school digtrict, aprivate diagnostician, or school staff for assessment. A parent who feds achild may have
specia needs can contact Longview Independent School District (L1SD) who serves as our LEA for
information regarding further testing.

Grading Policy for 2010-2011

Based on discussion from 06/10 Grade Committee meeting, St. Mary's Catholic School began
using the following as criteria for assessment:

Itisexpected that 70% of studentswill attain 80% mastery onany given sill in order for the classto move
to another sKill. If this mastery is not achieved the teacher will reteach, enrichand enhance until the learning
expectation is met. Studentsthat are not achieving success will be offered independent or group tutoria to
achieve mastery. Parents may be asked to reinforce skills at homein order to promote success.

In order to provide a fair and consistent assessment of mastery, all classes (grades 1-8) will
comply with the following:
? A minimum of 2 daily grades will be recorded weekly for each subject area.
? A minimum of 1 test grade will be recorded every three weeks.
? All core content areas will receive a numeric grade during each reporting period with the
exception of Religion, Science, Socid Studies (1-2)
Papers with no heading will result in a deduction of 5 points campus-wide.
? Late Work will only be accepted at the discretion of the teacher. A minimumof 10 points
per day will be deducted. No work will be accepted after 3 days.
? SMS does not alow for Extra Credit Work.

)

Elective classes will be recorded as follows:
E-U Scale:
? Art and Music will be recorded for grades 1-3

Number Grade:
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Art for grades 4-8

Spanish grades 7-8

Instrumental music for grades 4-8
Voca music grades 4-8
PE/Athletics grades 5-8

8™ grade Pre-AP Hedlth

LS IENEIS BRI S S N |

Grades will be weighted as follows:

? EC — 3" grade: All grades are weighted evenly

? Grades 4-5
0 Daily Grades 50%
0 Test/Projects 50%

? Grades 6-8
0 Daily Grades 40%
0 Test/Projects 60%
0 Semester Exams in core content areas count as 1/7 of Semester Average

Absentee Policy regarding grades:

? Students will be alowed three days for each excused absence to make-up missed daily
assgnmentsbefore suffering alate pendty. Missed testswill betakenuponreturnto school
during an eective period. However, if along-term project is due during illness, it should
be ddivered to the school or it will be consdered late and follow the plan for late
assgnments.

? Students (parents) in grades 1-6 will receive written directions and assgnments via the
assgnment notebook to be signed by the teacher and parent in the event of absence.

? It is the responghility of the student in grades 7-8 to obtain and complete any missed
work. It is up to the discretion of the teacher to offer assgnments regarding unexcused
absences.

Academic Eligibility:

In order to participate in any extra curricular activities, dl sudents at St. Mary’s Catholic School must
mantaina70 or better average indl classesrecorded numericaly and an S or better indl classesrecorded
onaE-U scae, induding conduct. Once digibility islost during the athletic season, it may not be regained
for that particular event or competition. If digibility islost for other events, suchasModel United Nations,
Robotics Competition, PSIA or band competition, it is up to the discretion of the parent and teacher if
digibility can be gained during the next grading period. If astudent isremoved due to indigibility, they will
not be photographed in the yearbook as having participated. Pre-AP classeswill get a 10-point waiver for
digibility for one of the four grading periods, with parent consent. Failure for the last 9 weeks grading
period will result in probation status for the first 4 ¥2 weeks of the next school year. A waiver for
participationinextracurricular activitiesmay be obtai ned through a contract withthe parents and the activity
SPONSOrs.

Retention Policy:

? If astudent fails 2 or less Core Curriculum classesfor the year and does not meet minimum
expectations onthe lowaTest of Basic Skills and/or the TAK'S benchmark teststhe child
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will be conditiondly passed pending a passng grade in Summer School for al falled
content aress.

? If a student fals 2 or less Core Curriculum classes for the year and meets minimum
expectations on the lowa Test and/or the TAKS benchmark tests the child will be
conditionally passed based on a parent/teacher conference and Sgned contract regarding
work ethic. He/she will be placed onacademic probationfor the following school year until
gradesare dl 75 or above.

? If astudent fails 3 or more classes, Core Curriculum or eective, he or she will be retained
in that grade and will be place on academic probation.

Academic Probation: Students will be placed on academic probation for failure at the
end of the 9- week grading period.

Students will not be digible for any extra curricular activities

Parents will conference with teacher weekly regarding grades/progress

Parents will provide tutoring if recommended

I ntervention accommodations may be implemented

Further testing/observation may be requested

Parents/teacher/administration will meet every 3 weeks to evaluate progress
Student may be expelled if terms are not met

NN Y N N YN

Homework Policy:
Homework is not an endurance test. Students should have anaverage of 10 minutes worth of homework
per grade level per subject. The teachers will partner together to assure thisis happening.

Formal homework is assigned to hdp students become sdf-reliant and self-directed. Assgnments are
designed to reinforce daily lessons, supplement and enrich class work, and to prepare for certain lessons
through various experiences. IN ADDITION to the nightly homework, every student should spend some
time reading, from 10 minutes of reading to the youngest sudents to a minimum 30 minutes of individua
reading in the upper grades, each evening. Since each sudent has different capabilities and interests, it
would be difficult to denote the specific amount of time to be spent on an assgnment. If a problemarises,
the teacher should be contacted.
When astudent isabsent for more than two days, a parent should call the schoal office before 9:00am to
arrange for homework assgnmentsto be gathered fromteachers. Homework assignments may be picked
up at the schoal office between 3:45 and 4:00pm. For short absences, students should make arrangements
with classmates regarding assgnments. A buddy system isusudly helpful.
Parents can do their part by:
1 providing suitable study conditions.
1 encouraging the child.

! expressing an interest in the child's work.
! ingsting that poorly done work be redone.

! cooperating with the school's homework policy.
! requiring aregular sudy and reading time, even if dl assgned work is"don€".
! helping the child plan long term assgnments.
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Honor Roll

We wish to recognize those students who have excelled academicaly, based on report card grades.
Studentsin grades 4 - 8 are digible for the “All A” Honor Roll and the “A/B” Honor Roll. Students must
als0 have conduct scores of S or higher to be recognized. This is announced eachnine weeksinthe school
newdetter.

Honor Society

St. Mary’s Cahalic School sponsors the Michadl Mendicdlo Chapter of the Nationd Junior Honor
Society. This Society dlows membership to digible Seventh and Eighth grade students.  Students must
meet academic requirements, as well as participatein school leadership and other activities. Students must
aso show Chrigtian character strengths, asis expected of dl sSudentsat &t. Mary’s.

Educational Excursions - Field Trips

Worthwhile experiences cantake place outsde the classroom and the schoal if they are planned properly
and coordinated with the ingructiond program. Teachers make every effort to utilize thistype of learning
when possible. Before students are dlowed to leave the school for any educationd activity, a signed
permission dip must be r eceivedfrom the par ents. Students have aresponsibility to act according to
. Mary’sguiddines and expectations at dl times, including when off-campus for any reason on school
outings. Therefore we expect dl studentsto follow the guiddinesfor behavior as set out in this handbook,
and to followdl rulesand requests made by the teacher or other adultsincharge. Since sudentsrepresent
the school whenonafidd trip, dress uniforms are the normaly required attire. Incertaininstances, and with
prior adminidrative gpprova, casual uniforms may be dlowed. Field trips and school excursions are
privileges rather than rights, and we may unfortunatdly find it necessary to remove this privilege in certain
circumstances if the sudent is not in compliance with school regulations. Overnight trips may require a
behavior planor mandatory parental attendance deemed necessaryif by the principd. Inthis case, parental
fees may not be covered.

Thefollowing aretypicd fidd tripsa St. Mary’s School:

EC: Pumpkin Patch, Christmas Tree Display, Cadwell Zoo, J. League Play and Moore Farms

Kindergarten: Canton Tree Farm, Safety City, J. League Play, and Discovery Science

1%: Community Outings- (Petco, Super One, Anima Shdlter, Bank, €tc)

2"d: Government Buildings- (Court House, Post Office, City Hall Mesting, etc.)

3'9: Gregg County Historical Museum, Caldwell Zoo

4™ Safety City, Oil Museum, Symphony Concert, Sci-Port, Jefferson Civil War Reenactment, KLTV
Weather Station, Public Library

5t: Camp Gilmont*, Fish Hatchery, Newspaper Facility, Landfill, Mock Oval Office

6": AquariumyMuseum in Dallas, Water Treatment Plant, Four Winds Renaissance Faire

7™: San Antonio/Austin Texas History Trip*, Gregg Co. Higtorical Museum, Nacogdoches, Jefferson
Civil War Reenactment.

8™": Pines Leadership Camp*, NASA/Galveston trip*, Holocaust Museum

* Parent chaperones are needed for overnight trips. A chaperone application with the school

requirementsis available fromthe trip sponsor if you are interested in helping. Expenses for

chaperones are covered in the overall trip cost.

Summer Assignments (required)
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All incoming SM'S 2nd-8th grade students are required to complete both a reading and mathemeatics
assgnment over the summer break. The assgnments are due for amgjor test grade on the first day of
schooal, and late papers will not be accepted. Grades 2-6 choose one book from the Summer Reading
List and complete the assignment, while grades 7-8 must choose 2 books from their list and complete
the assgnment for each book. The Summer Reading List and Math Packets are handed out &t the end
of schoal to returning SMS students, mailed to registered new students, and are available in the school
office during summer hours. For assgnments that must be typed (older grades), a computer lab will be
made available for student use severd dates in August before school begins.

STUDENT ACTIVITIES

Student Council

As future leaders of tomorrow, the students of today need opportunities to practice character and
leadership. One opportunity provided for thisat S. Mary’sis through the Student Council. This student
leadership group of sdlected older youth who meet regularly to determine ways to serve the needs of dl
sudents, particularly how the student body can better practice virtue and character. Leadership, service,
character, achievement, virtue, fun, and learning are the gods of the sudent coundil. Through projects,
activities, and programs, the council works with students, principa, teachers and d&ff, parents, and the
community at large to initiateimprovements a St. Mary's School. Members must follow the by-laws of the
organizetion.

Athletics
St. Mary's Catholic School is a member of the Christian Athletic Conference. Emphasis is placed on
deveoping Chrigtian vaues and sportsmanship. SMS schoal colors are roya blue and white. The school
meascot is the Knight. Student athletes competeinvolleybal, soccer, basketball, and track and fidd events.
Two relay competitions are scheduled each year in the Fal and Spring. St. Mary's School offers
competitive athleticsfor midde school students. Webdievethat athleticsprovides opportunitiesto devel op
and demongtrate the basi cs of good character: trustworthiness, respect, responsihility, fairness, caring, and
citizenship. We design our sports programs with the intentions of:

* modeling virtue and character for our young,

* encouraging athletes to exhibit good character, and

* heping coaches and other responsible adultsto indtill and reinforceinour students acommitment

to develop and exhibit good sportsmanship.

East Texas Little League Football (Grades 3-6)

St. Mary's provides sponsorship in the East Texas Little League Football (ETLLF) Association to alow
interested students the opportunity to compete and learn fundamentas of football. This program requires
afeeand followsthe rules set forth by the league. Practices will be held after school and scheduled by the
coach. Games are on Saturdays and are set by the league. This program requires a parent volunteer to
serve as coach.
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St. Mary’s Football (grades 7-8)

Grades 7-8: Footbal will include skills and drills to prepare young men for high school football in
accordance with the TEKS. This, too, requires a parent volunteer and practices will be held after school
a the discretion of the coach. Scrimmage games will be held after school.

National Junior Honor Society

Academic excellence must be combined withbeingamode of good character and virtue inorder to belong
to the Michael Mendicello Chapter of the Nationa Junior Honor Society. These students are held to the
mora regpongbility of being role models and mentorsfor their peers and for younger sudentsinthe schoal.
Membership is not guaranteed to any student; thisisa privilege and an honor for those selected. However,
adong with membership comes responghilities and certain privileges. For additiona information, see
Academic Standards.

Cheerleaders

Our cheerleaders play a mgor role in the visble support for our competitive teams during the yesar.
Becoming and remaining a cheerleader requires academic and mora standards to be met and recogni zed.
A privilege for cheerleadersisto be able to attend sports events, including those which take place within
school hours. The Cheerleader Program requires a volunteer sponsor in order to be implemented in a
particular year. Interested sponsors should call the schoal office for details.

PSIA (Private Schools | nter scholastic Association)
PSIA offers academic competitive programs that motivate students to:

* find new excitement in learning,

* achieve magery,

* test their skills and knowledge,

* know the satisfaction of their best performance, and

* achieve recognition for academic excellence.
PSIA programs are designed to support the basic academic curriculum. The contests serve as academic
laboratories where students can apply what they have learned in the classroom, as wel as dlowing an
opportunity for individud taentsand intereststo bedevel oped and enjoyed. Opportunitiesfor participation
in contests are offered for both teams and individuds. Participation is elective and requires parent
participation outside the classroom. Not al grade levelswill compete.

School Sponsored Contests

Opportunitiesto take part inavariety of contests and competitions are offered throughout the school year,
and indudeavariety of academic and fineartsareas. Students are encouraged to take part as often asthey
desire, and receive recognition for participation. The purpose of school sponsored contests includes
enrichment of the curriculum, enhancement of the learning process, individua opportunities for developing
and sharing taents, learning to cooperate in teamwork, growing in our knowledge of our school
community’s members, and of course, fun.

Assemblies

During the school year, assemblies are scheduled for the 2 and 4™ Fridays at 2:50PM in the Parish
Center Fellowship Hall. The purpose of these assembliesisto celebrate good character and virtue. Stars
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are honored from each grade and stars of the monthare announced in athletics and fine arts. Accelerated
reader leaders are a'so announced for each class once amonth in addition to the birthdays of the month.
Specid guests and presentations are often scheduled for the enrichment of the student body.
Parents/guardians are encouraged to attend assemblies as often as possible. The 1% and 3" Fridays of the
monthare set aside for faith and sacrament formation, 1% Friday devotions, and Enrichment Retreats and
experiences. Parents are welcometo join us.

CODE OF CONDUCT

Philosophy of Christian Conduct

Cathalic schools have avison and vaues. avisonof Jesus Chrigt cdling al members of the school to be
an active community of faith in restoring al things in Christ; and values like faith, hope, reconciliation,
courage, service, judtice, and love.

The ided of discipline within Catholic education is to enable students to move from externdly imposed
discipline to sdf-discipline and findly toward adult discipleship. Children first must learn appropriate
behavior through someone or something outside themsalves (role models). Assoon asthey aresufficiently
meature, however, they should be helped to govern their conduct from within themselves so that they can
liveresponsibly. Ultimately, opportunities should be provided which lead them to look beyond themselves
to principled living, as exemplified by Jesus Chrig.

Sdlf-respect and respect for dl others who make up our school community are essentid requirements for
a Chrigian environment.  The rights of individuas must dways be baanced with the acceptance of
repons bilities toward the entire school community. It isour charge to help children accept responsibility
for their actions and to understand the consequences.

Based upon Jesus command to "...love the Lord, your God, withdl your heart, withdl your soul, and with
al your mind....and to love your neighbor as yoursdf,” . Mary's students are asked:
1 To develop atruly Chrigtian attitude in al activities and relationships with adults and

other students.

I To be courteous and consderate of others.

! To maintain arespectful and academic atmosphere in the classrooms and hdls at al
times.

! To extend courtesy to guests and visitors of the schoal.

1 To treat the entire school community with dignity and respect.

! To cary this philosophy of discipleship into the community.
Aswe teach, enforce, advocate, and modd the virtues we wish to indtill in our children, we are obligated
to enforce certain rules and consequences.

Page 34



STUDENT BEHAVIOR EXPECTATIONS

General Guidelines
Students are expected to behave insuchaway asto show Chrigtian Charity towardseach other. Therules
for al areas of the campus are based on the Six Pillars of Character:

1. Be trustworthy.

2. Beresponsible.

3. Be respectful.

4. Befair.

5. Be caring.

6. Be agood citizen.

Before School Arrival

The school buildingisopenfor the arrival of students at 7:15am. Upper Elementary Students (4™ through
8™ grades) will report to the gyminthe morning while Lower Elementary Students (EC through 3 grade)
will report to the Fellowship Hall (Parish Center). The student expectation for behavior during morming
ariva isthe same as during class.

Classroom Etiquette
Teachersare respongbleto maintain aproper Christianlearning environment intheir classrooms. They will
establishbasic rules for proper behavior intheir own classrooms. Thesebasic ruleswill be based uponthe
following premises

! Students will not stop the teacher from teaching.

I Students will not prevent another student from learning.

! Students will show courtesy and respect at al times.
The teacher and school mugt be adle to exercise discretionary authority. Therefore, each classroom
teacher will send home class rules at the beginning of the school year to be sgned by both parent and
Sudent as a means of communicating such rules.

Hallway Etiquette
While changing classes, students are to walk quietly and report to the next classimmediately. Studentswill
use “MAPS’ astheir guiddines.

Church Etiquette
The church building is a sacred place; hence we act with reverence when we are there. Some guidelines
to help our children remember the correct behavior are:

! Be regpectful a al times,

! Wak in aquiet line with the teacher to and from church.

! No ingppropriate talking; students are expected to participate in verbal responses and

singing during Mass.
1 Use Holy Water properly.
! Genuflect gppropriately.
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1 Use knedlers properly.

! Stay in line as you enter and leave the pew.
Teacherswill take attendance at Mass. Parents of tardy students will be called on the first offense by the
homeroom teacher. The second tardy offense will result in lunch detention and after the third offense the
matter will be referred to the principd.

Playground Rules
Children are to play in areas designated by ther teachers. This is for the safety and well-being of the
children. Rules aredesigned to protect our childrenas muchas possible. Weask that parentsand families
reinforce the importance of playground safety, so that childrenlearnto take responsibility for their actions,
and treat each other with respect at recess times.

Generd playground rules:

If aproblem should arise, tell the teachers on duty.
Share playground equipment.

Use playground equipment properly.

Use gppropriate language on playground.

No fighting - physica or verbd.

Stay within school boundaries.

Display good sportsmanship.

Permisson is needed to enter building.

. Respect nature.
10. Play appropriately.

11. Clubs that exclude students are not alowed.
Playground Games/Use of Equipment:
Swings - Children are not to stand in the swings; St only. Only one child on aswing & one
time. Thereisto be no twisting or bumping with the swings. Children are to exit swings
properly - no jumping out of the seet while in mation. Those not swinging should stay clear of
the swinging area
Side- Children are to go down the dide seated face front, feet first. Children are not to
climb/walk back up the dide surface; use the ladders only for climbing. Do not stand at the top;
go down immediady when it is the Sudent’ sturn to dide.
Footbal - No tackle footbal is alowed, only tag or touch.
Wadl Bdl - At no timewill Wall Bal be permitted on the school campus.
Red Rover - Red Rover games are not permitted on the playground unless supervised by the
teacher.
Equipment - It isthe children's responsibility to seethat dl playground equipment (such as
balls, ropes, etc.) isreturned to the proper place after use.
Unacceptable Playground Behavior - Fighting, bad language, and any other unacceptable behavior
should be reported to the playground supervisor immediately.

©COoONOUO~WNE

Assembly Behavior

Student behavior for assemblies will follow the same expectations asthe classroomand church. Respect
and proper behavior should especialy be shown to guest speskers and outside program presenters. The
opportunity to attend assembliesisaprivilege, notaright. Studentsmay losethis privilege for inappropriate
behavior.

Unacceptable Behaviors:
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Students are reminded that the following are considered unacceptable behaviors and are subject to
disciplinary action. Unacceptable behaviorsinclude but are not limited to:
1. Violating attendance rules - absences and tardies - i.e. skipping or cutting class, leaving the
campus without permission, excessive absences or tardies, etc.
2. Not being ready for class, including ingppropriate ttire.
3. Using, possessing, or sdling tobacco (in any form), acohal, or illega drugs or look-dike
drugs as defined by the Texas Pend Code a any school function, on or off the physical grounds
of the school.
4. Defacing, damaging, or destroying school property.
5. Use of vulgar or offensve language written or verbd; use of vulgar or obscene gestures
including Signs, pictures, or publications, etc.
6. Refusing to accept reasonable directives of school personnel.
7. Use and/or possession of weapons of any kind on campus or off-campus during school
related activities, efc.
8. Cheating.
9. Stedling school or private property or the possession or sale of stolen property.
10. Didribution of any printed materids not gpproved by the Adminidration.
11. Bringing persona property to school without permission from teachers (e.g. eectronics, cell
phones, etc.)
12. Public displays of affection.
13. Committing an offense againgt federd, State or locd law.
14. Generd incorrigibility - poor behavior continualy repested.
15. Fghting/Bullying.
16. Any other behavior deemed unacceptable by the Administration.
17. Alcoholic beverages are prohibited at any school-sponsored student event.
18. Follow al safety guiddines, rules, and expectations while riding the bus or vehicle driven
or chaperoned by avolunteer.

Bullying/Harassing Behavior

The faith community of students and adults should respect, protect, and share the God-given life, worth
and dignity of every person, regardless of ability, gender, appearance, cultura background, or interests.
More particularly, St. Mary's Catholic Schooal, throughitsadministrators, faculty, and gaff, in effecting an
environment that encourages and supports learmning, expresses a heightened concern for the student who
may be isolated, bullied, harassed, dienated, or the target of inappropriate conduct.

Suchbehaviors can include, but are not limited to: teesing, poking, biting, hitting, or extorting money, food,
favors, or other possessions fromanother person, whether it ispersistent behavior or asSngle egregious act.
Further, such behaviors can range from mild to severe, and include physica, verba, written, or grgphic
aggresson, as wdl as socid isolation and dienation. It indudes, but is not limited to, epithets, durs,
gereotyping, name-cdling, sexudly-suggestive, insengtive, or vulgar comments, as well as written or
graphic materid that is circulated within the school or placed on walls, bulletin boards, or e sewhere for
public display. The conduct targeted under this policy need not occur in the school environment, on its
premises, or a a school-approved event to come within the jurisdiction of the schoal, if it is deemed to
affect any one in the school community. Behavior that targets an individud or group (or their relatives,
friends, or associates) is harassment whenit:
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1. hasthe purpose or effect of cregting an intimidating, hostile, abusive, or offensive
environmen;

2. hasthe purpose or effect of unreasonably interfering with an individud's performance; or
3. adversdy affects an individua's opportunities. (It is not necessary to prove that the victim
was psychologicaly harmed or that the conduct wasintentiond.)

The behaviors targeted here, induding bullying and harassment, are forms of violence that are not
acceptable in, and cannot be tolerated in, Catholic schools as norma behavior or norma human
development. At a minmum, they constitute bad manners and bad example. They may also be both
immora and illega aswdl. . Mary's Catholic School includes in its guidance program education about
bullying, harassment, and the consegquences of such behavior. Students who are determined to have
engaged in the various forms of conduct referenced here will be subject to progressive discipling, from
mandatory counsding and suspension from participation in school-related activities and privileges, to
disciplinary sanctions, up to and including expulsion.

DISCIPLINARY PROCEDURES

School Disciplinary Consequences (may include, but not be limited to):

* One on one conference * In-Campus Suspension

* Parent Contact * Off-Campus Suspension

* Detention * Disciplinary Probation

* Classroom Isolation * Expulson

* Behavior Plan w/Deacon * Loss of BusPrivileges
Referral

Student referrds are made to the office whena repeated disregard of basic rules occurs. A teacher may
give areferrd at anytimeif achild's behavior is so savere asto warrant such action.

Disciplinary Probation
Disciplinary Probation includes loss of privilegessuchasrecess, participationin school or extra-curricular
activities, fidd trips, parties, assemblies, scholarship, etc.

v Student not eigible for extracurricular activities, field trips, or class rewards

v Parents/'student/administration enter into a behavior contract

v Reevduation will occur in three (3) weeks

v Students may be expelled if terms are not met

Detention
Detention may be assigned to any student who does not follow the code of conduct. The student may
be required to stay in detention during, before, or after school, or on a Saturday.

I solation (In-School Suspension)

|solation prevents the student from attending classes and extra-curricular activities during the suspension.
Parents will be natified of this occurrence. During this time, the student must spend hisher day in tota
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isolation from other sudents. A lunch should be sent for the student to eat while in isolation. Alternaive
arrangementsfor supervisonwill be made. Any in-school suspension may requirethe parentsto supervise
their child persondly or pay to arrange supervison for their child, such as hiring a subgtitute or diverting a
gtaff member fromtharr norma dutiesto providethis service at the per day cost of a subgtitute ($50.00 per
day will be added to the next month’s tuition statement for each day supervision is needed by a
subgtitute/staff member).

Suspension (Out-of-School Suspension)

Thisisthe temporary dismissal of astudent fromschool. The principd isthe only school officid who may
place a gudent on suspenson. This extreme disciplinary action should follow only after other means of
moativation have faled, or if the circumstances warrant suspension.

Expulsion

This action is the permanent dismissal of a student from school. St. Mary’s Catholic  School follows
diocesan policies and procedures regarding the expulsion of a student. These guidedines are available for
review & the school office.

Philosophy on Discipline:
Disciplineisto be rooted in discipleship. Every decison made in the correction of a child should be one
that strengthens their ability to follow Chrigt and to love as He loves us.
The followmg forms of punishment are not permitted and could be deemed insubordinate:
Blanket punishment (dl suffer for the one)
Having another student take names or be in charge while the teacher is out
Academic consequences for discipline issues
Inappropriate tone or volume level
Corpord punishment
Humiligtion
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DRESS CODE

In keeping with our belief that the mord, spiritud, and academic aspects of the education offered at St.
Mary's Catholic School are of the utmost importance, we believe that dl students should be alowed and
encouraged to focus on those areas, and that growth and development in those areas should be dlowed
without distractionswhenever possible. Therefore, inthe spirit adopted by Catholic school s throughout their
higtory, al students attending St. Mary's are required to wear school uniforms each day unlesspermisson
from the Principa is obtained. Since uniforms are a positive part of our school environment, every school
day isin generd a uniformday. Being in uniform is part of being ready for class. It is the parents
responsibility to have the student in the proper attire. Dress uniforms are dways worn for Mass and for
specia events. Occasondly casua uniforms will be alowed for fidd tripsto the zoo, Safety City, and other
outdoor activities. Inthese casesthe specified dress code will be noted on the event permission form sent
home by the teacher. As a generd suggestion; if in doubt, wear the dress uniform.

Grooming

Students of St. Mary’s Catholic School are expected to take pride in their appearance by being well
groomed and by wearing ther uniforms gppropriately at dl times when on campus or when representing
the school dsewhere. Thisincludes before and after school.

Jewdry

Jewdryisto beworninmoderation (no morethan one necklace, one watch or bracelet, and one ring) and
jewdry should complement (not distract from) the uniform.  Girls may wear one pair of earrings not larger
thanadime (no hoops or dangling earrings). Students will be asked to remove any jewery that is deemed
by the faculty to be inappropriate for the school uniform. Jewelry must beremoved for athletic competition.
The student is responsible for any vauables brought to school. The schoal is not responsible for loss of
or damage to any persona jewdry.

Make-Up

Studentsin grades EC - 4 are not alowed to wear any makeup and only clear polish will be allowed on
thair fingernails. Girlsingrades’5 - 8 may wear clear nail polish and may wear limited makeup in soft tones.
Faculty and staff may require makeup or nail polish deemed ingppropriate to be removed.
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Hair
Hair syles (including excessive length for boys), highlighting, dying, and/or hair accessorieswhichdistract
from the learning environment are not permitted. Hair must be negtly groomed.

Uniforms
Parents should refer to the current uniform requirements in this handbook for details on uniforms.

Consequences

Students are responsible for observing the dress code, and parents are respongble for enforcing it. The
school’s respongbility is to reinforce the parents choice of Catholic school by enforcing those
expectations. Parents will therefore be contacted if a student is not ready for class. Negligence or
indifferencetowardsthis policy shal lead to disciplinary action. Parents may also be called to pick up their
child or tobring a change of dothing. Parents should dways check what thar sudent iswearing before they
leave the house to determineif it is gppropriate uniform dress for the day.

THE FOLLOWING CONSEQUENCES WILL BE OBSERVED FOR NOT BEING IN
PROPER SCHOOL UNIFORM (each student gets one warning per 9 weeks grading period):

1. Failure to wear the dress uniform on Mass days or Holy days.
# Attend Mass, then report to office to call the parents.
# Studentsin 1% - 3" grades will returnto class until proper atire is brought to
school. Students will also lose recess privilege that day.
# Studentsin 4™ - 8™ grades will be placed in In-School Suspension until the
proper uniform is brought to school. The fees for In-School Suspension
(1SS) are listed in the Student/Parent Handbook on page 36.
2. Failure to wear dress uniform as requested for afield trip or specid event:
# Loss of privilege to attend the event.
# Students placed in ISS (w/applicable fees) until students return to campus.

3. Violation of dress code by failure to wear belt, proper socks/shoes, correct shirt/pants, tie with
dress blouse, and wearing skirts/shorts too short:
# Parent called to bring proper uniform part.
# Studentsin grades 1% - 3" will lose recess privilege for the day.
# Students in grades 4™ - 8™ serve in ISS until correction is made. Fees for
| SS assessed on monthly tuition bill.

4, Wearing torn or badly stained uniform parts, or rolling waist to shorten skirt:
# Firg offense; student asked not to wear again.

# Second offense: same conseguences as item #3.
5. Excessve or ingppropriate jewelry or make-up, improper outerwear, and shirts untucked.
# First offense: jewelry or outerwear confiscated or
student asked to remove make-up.
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# Additiond offenses. parents must retrieve confiscated jewelry or outerwear
from teacher or office, and last two consequences under item #3 are
assigned.

6. Students in Early Childhood classes and Kindergarten are exempt from penalties for untucked
shirts and lack of belts, but are till encouraged to follow these procedures.

7. Students on fidd trips or participating in specid activities musgt remain in uniform for the duration
of the event. Example: Femde students should not remove their skirtsjumpers just because they
have gym shorts undernesth.

SCHOOL UNIFORM GUIDELINES

. Mary’s School uniforms may be found a Lollipops and Lace, or other uniform suppliers who sdl the
proper items of dothing listed below. Students must bein uniform on thefirst day of school. Used
uniforms are available at the resde area at registration in Augusgt or from the school resale closet. No
uniformswill be sold in the used uniform sale that do not meet the school standards.

FAad skirtsjumpers, sailor blouses, and tiesfor SM S and monogrammed PE uniforms are sold exclusvely
at Lollipopsand Lace dong withdl other required uniform pieces (withmonogranming). Some items such
asthe girl’ sdress uniforms may not be in stock in every size and may requireaspecia order. Pleasedlow
ample time (up to 12 weeks) to be sure you have what is needed for your child to start school in uniform.
Monogrammed shirtsare also avallable at Longview Embroidery. Y ou are no longer able to take shirtsto
Longview Embroidery to be monogrammed. Plain uniform bottom pieces may aso be purchased at
Wamart, Target, Dillards, Kmart, JCPenney’ s, Academy, Bedlls, Sears, BurlingtonCoat Factory or other
retall storeswith seasonal uniforms sections as long as they conform to the SM S uniformguidelines. When
in doubt check the stock at Lollipops and Lace for SMS to see correct styles for our school before you
buy e sawhere. Pleaseread the details on the next few pages carefully for additiona guiddines on what is
appropriate uniform wear at SMS.

Monogrammed school crest sweatshirts, and uniform socks are sold in the school office. SMS spirit wear
is sold by the Athletic Department as a fundraiser in the fall and is optional.

GIRLSEC-4th GIRL S 5th-8th BOYSEC-8th
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DRESS *White sailor blouse with  blue *SM'S Monogrammed White *SMS Monogrammed
UNIFORM button-on tie Oxford (short-sleeved, White Oxford (short-
*Accordion pleated jumper female/male version) Long sleeved, male version)
*PE Shorts-Navy (worn sleeves are permitted, but Long sleeves are
underneath jumper) cannot beworn rolled up. permitted, but cannot be
*SMS Socks: logo/white «Plaid Skirt - Navy shortsworn wornrolled up.
underneath *Navy Blue Pants
*SM S Socks: logo/white *Brown or Black Belt
*Socks: SMS logo/ white
REGULAR | *Khaki or Navy Blue *Plaid Skirt *Khaki or Navy Blue
DAY Skort/Shorts *Khaki or Navy Blue Shorts
*Khaki or Navy Blue Pants Skort/Shorts *Khaki or Navy Blue Pants
OPTIONS *Black or Brown Belt *Khaki or Navy Blue Pants (girl *Black or Brown Belt
*SM S Monogrammed Knit Polo style available) *SMS Monogrammed Knit
Shirts - White or Navy (long or *Black or Brown Belt Polo Shirts - White or
short-sleeved) *SM S Monogrammed Knit Polo Navy (long or short-
*SMS Socks: logo/white Shirts - White or navy (long or deeved)
Leggingd/tights for cold short-sleeved) *SMS Socks: logo/white
weather only: plain white or *SM'S Socks: logo/white
navy Leggings/tights for cold
weather only: plain white or
navy

SHORTS: May be worn Augus through May, weather permitting, at the discretion of parents. Please
keep unexpected seasonal westher changes and your child's comfort in mind when making the decison
to send them to schoal in shorts. The temperature of 70 degrees or above for the full day is a good
indicator of an acceptable shorts day.

SHOES: Shoes should not distract fromthe integrity of the uniform and must be solid white, navy, black,
or brown with no noticeable logos or decorations. Shoes should be soft soled. The soles must match the
color of the shoe or they may be white. Laces must betied and matchthe color of the shoe. No flip flops,
dippers, mules, or backless shoes, sandds or beach type shoes should be worn to school at any time. No
high top style or 3/4 height shoes (induding boots) should beworn. Wetakepride in our uniform socks,
so let them show! Saddle oxford style shoesintwo-tone colors of black/white or navy/white may be worn
by grlsinEC-3rd grade. Converse“Chuck Taylor” syle conformto the school requirementsfor al grades
aslong as they arethe correct color (white, black, navy, or brown). However, Converse “One Star” are
not acceptable unless the white star on the side is colored to match the color of the shoe (black, navy, or
brown). .

SWEATERS/'SWEATSHIRTS: Must bea navy cardiganthat can be purchased fromuniformsuppliers
such as Lollipops and Lace or other local stores who carry the regulation uniforms for our school. If a
sweatshirt is worn on campus, it must be a navy blue St. Mary’s sweatshirt or Spirit wear sold in the
school office. No hoodies (sweatshirtswithhoods), unlessauthorized SM S Spirit wear, areto be worn on
campus withthe school uniform. Spirit sweatshirtsarenotto be wornonMass days or withdress uniforms.
Swestshirts must be worn over standard casua uniform shirts.

*REMINDER: PLEASE LABEL ALL CLOTHINGITEMS*
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PE UNIFORM: Mus be navy and identified with the St. Mary’ s School monogram. Available for sde
only a Lollipops and Lace or the uniform resde.

PE UNIFORM Grades 6-8 -Note: Grades 3 - 5 -GradesEC - 2do
- Navy shortsand require uniforms for not require PE
monogrammed navy shirt. | relays, Fall and Spring. | uniforms, but girls must
- Socks: SMS/white wear shorts under
skirts.

ADDITIONAL DRESS CODE REQUIREMENTS:

1. Dress uniforms may be worn on days other than dress uniform day (regular/casud days).

2. Only plain solid navy blue outerwear or a SM S letter jacket that is* openfront” (buttonor zipper) may
be worn in aschool building. Any coat can be worn outsdeaslong asitisopenfront. The only exception
for indoorsisthe approved oirit hoodies or swestshirts sold by the ahletic department each year, but
hoodies are not acceptabl e indoor outerwear withdress uniforms. The school crest sweatshirt canbeworn
with dress uniforms indoors.

3. Jeans are not permitted, unless specia permissonisgranted by the Principd. If permitted, must be free
of holes, designs, and conform to the rules regarding sagging, belts, hiphuggers, etc.

4. Long-deeved shirtsare NOT to be worn under the uniform. Only short-deeved, plain whiteundershirts
are acceptable. NO pants will be worn under jumpers or skirts.

5. Studentsare not dlowed to wear hats, except on specific freedressdays. Hatsare NEVER to beworn
in the building.

6. Girlsin EC-4th grade are not dlowed to wear any makeup and only clear nall polishis alowed.

7. Girlsin Grades 5-8 may wear make-up only in soft tones and only clear nail polish.

8. Hair styles, highlighting, dying and/or hair accessorieswhichdistract are not permitted. Hair accessories
must be colors which are contained in the school uniform.

9. Jawery islimited to one modest necklace, one watch or bracelet, and one ring.

10. Boysindl grades are required to wear their shirt-tails tucked negtly insde their pants/shorts and girls
shirts designed to be tucked in must be worn negtly ingde the pants/shorts/skortg/skirts.

11. No lowrise (hipster), tight or formHfitting, baggies, cargo, painter or skater/biker pantsor shorts of any
type are allowed. Pants/shorts must be dress’Docker style pants and materia (should be twill or khaki -
NO corduroy, denim, or jean material) with inset packets (no patch pockets). Pants may be pleated or
flat front syle. FormHfitting khaki pant styles like American Eagle, dthough popular, are not uniform and
will not be dlowed, so don't buy them.

12. Pantg/shorts must worn with a belt (grades 1-8) and must be worn within one inch of the waist (NO
SAGGING). Pant/short Size cannot be any larger that one size larger than the waist.

13. Shorts/skorts/skirts/jumpers should not be shorter than three (3) inches above the top of the knee.
14. Socks must be the new white SMS logo 3/4 style sock, which will be sold at regigration and inthe
school office. Socks must be worn as designed to fit with cuff worneither up or down. Navy blue or white
tights or stockings worn on cold days do not require uniform socks to be worn, too.

15. No brand name logos, emblems, or names should be visble on any uniform part, including shoes.
16. Bdts should be brown, navy, or black withno decorations. Beltsshould be worntight enough to keep
the pants/shorts within one inch of the waidtline. EC/K are exempt from wearing belts and belts are not
required for pants/'shorts styles with no belt loops.
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17. Uniformshirts(dress & polo) may be purchased inlong deevesfor winter wear, but must be wornwith
deevesfuly extended or buttoned. Long deeves may not be rolledup. Casual uniformshirtsmust be unisex
classc polo shirts. Thismeans“girl cut”, frilly collars or deeves, yokes, multi-buttons (more than 3), etc.
poloswill not be accepted. Y oumay only purchase polosfroml ollipopsand L ace, Longview Embroidery,
or the used uniform closet a SMS.

FREE DRESS DAY GUIDELINES:

1. Basic dress code rules of modesty, neatness, and safety Htill apply.

2. Clothes should be clean and free of holes (no distressed jeans).

3. Clothes with offensive or questionable messages, ingppropriate art, or immodest (low cut or showing
midriff) styling should not be worn. Spaghetti strap shirts/dresses should not be worn.

4. Dress, shorts, and shirt lengths should follow dress code rules.

5. If pants have bt loops, belts should be worn. Shirts designed to tuck in should be tucked in.

6. Sanddls, flip flops, mules, and boots should not be worn. Remember your child's PE class when
choosing shoes to wear for the day. Comfort and safety should be considered.

7. Hairstyles, make-up, and jewery must comply with the rules.

8. Student behavior should not change when wearing something different from school uniforms.

STUDENT SUPPORT SERVICES

Library
The library is an extenson of every classoom. We encourage the use of the library in order to dlow the
growth of the child's imagination, leading to independent, origind thinkers of the future. Students will
periodicaly vigt the library to do research work and to check out books during classtime. Books are
usualy checked out for one week, with some exceptions for books that have been placed on specia
reserve. Fines for overdue books are necessary in order to reinforce responsbility and citizenship. In
keeping with the teaching of respongibility, the following rules are to be observed:
1. Borrowed books are to be returned on time and in good condition.
2. Thefineis 5 cents per school day per book with no fines charged on weekends or holidays.
3. Books damaged or lost must be paid for by the student before any other materias may be
checked out. Students who have unpaid fines, lost, or damaged booksat the end of the year will
not recelve report cards until their account is cleared.

Sick Bay

Wetake every precautionto protect our childrenfromillnessand injury. However, weredizethat children
do become ill, and they do suffer a variety of injuries, in keeping with the nature of being children. A
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sudent who isill or has beeninjured during the school day is sent or brought to the office. We will make
every effort to comfort the child, and assesstheillness or injury. If wefind it to be warranted, the parent
will be notified. School isnot the appropriate place for sick children; should it be necessary to call parents,
they are expected to make arrangementsto pick up their sck children immediatdly, in order to protect the
remaining children in our care.

Health Records/lmmunization Policies

. Mary’s Schoal will follow guiddinesregarding hedthrecords and immunizationpolicies as set forth by
the Texas Catholic Conference in the most current School Hedlth Manud. The manud is available for
viewing in the schoal office. All updated healthand immunizationrecords should be turned in to the schoal
regisirar.

Medication
All medicationshould be given outside of school hoursif possble. Three times a day medications should
be given before schoal, after school, and at bedtime for optima coverage. If necessary, medication can
be given a school only under the following conditions:
All prescription medicine must be in the original container, labeled with a current pharmacy
prescription labd, and mugt be prescribed by a doctor or dentist for the current illness or
complaint. The pharmacy can supply two labeled bottlesfor this purpose. All “over the counter,”
for minor aches and injuriesmust aso be inthe origina container and be age appropriate indosage.
Medications sent in baggies or unlabeled containers will not be administered to students.
The parent MUST bring dl medication to the office and pick up unused medicine. Children should not
have any medicationsin their possession a any time on campus. Any medications Ieft in the office at the
end of the year will be destroyed.

No medication will be administered without a signed Medication Permit Form (available at
registration and in the schoal office).

Food Service

The physical well-being of our childrenisimportant to dl of usat St. Mary’ s School. Wemakeevery effort
to care for our children by encouraging hedlthy, nutritious lunches every day. We hope that our parents
and familieswill support usin thisendeavor. In keeping with this concern, we do not alow students to
purchase soft drinks during school time. We aso adhere to the guidelines established by the state
concerning foods of minimal nutritiona value (MNV). Our school has a Wellness Policy in place that is
avalable on request in the school office. All student food alergies and lactose intolerance reports to the
school require adoctor’ s note to be on file a the school to document these medical conditions.

Eachschool day ahot lunchisavailable for purchase by the studentsand gaff. Milk and juiceareavailable
every day at lunch and at break time, plus a variety of snack foods for purchase. St. Mary's School
participates in the government school milk program. Parents are asked to pay for the milk and lunchesin
advance, by the week or by the month. Periodicdly, as needed, alunch account satement may be sent
home with your child warning that the account is near a zero balance or in the negative. All lunch
accounts belowa -$10.00 balancewill be shut down until payment ismade. No childwill bedlowed
to go hungry, so anutritiona lunch with a peanut butter and jelly sandwich (or acceptable aternative for
those with food dlergies) and milk will be served eachday until the lunch account is paid back to zero or
apositive baance is deposited inthe lunchaccount. A charge of $0.70 will be added for the sandwich and
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milk. Please do not put the kitchen g&ff in the difficult postion of having to explain to your child that the
lunch account is overspent and they will not be able to get alunch tray until payment is made.

School Lunch Rules
All food and drinks are to be consumed in the Fellowship Hall. It is expected that proper conduct be
exercised a dl timesinthe dining area of the Fellowship Hal. Consequencesfor any sudent who does not
obey ruleswill follow school disciplinary procedures. The cafeteriarules are:

1. Speak in a soft voice,

2. Observe basic table manners.

3. Listen and show respect for dl adults.

4. When finished egting, empty your tray in the trash can, properly stack al trays in the window,

and clean your own area and other areas as needed.

5. Enter and exit quietly and orderly. Students must have permission to leave the lunch area.

6. Remain properly sested while you edt.
Although the office gaff wishesto help parentsin any way possible, they are not able to ddiver lunches
brought to school during the school day. Late lunches should be ddivered directly to the dining area of the
Fellowship Hall. We gppreciate your help and support in this matter.

Lunchboxesand bags It after lunchwill be removed fromthe area, placed inlost and found, and donated
to the less fortunate of our community at the end of the school yesr.

Snacks

In keeping with the schoal’s interest in nutrition and hedlth of our children, grades EC - 3 are dlowed a
morning snack. Snacks for grades EC and K supplied with the semester snack fee. Drinks with snacks
areaseparate purchase and are charged to the lunch account. Grades 1-3 may purchase a snack and/or
drink to be charged to the lunch account, or may bring a snack from home. We encourage hedlthy,
nutritious snacks. Classroom teachers will send home information regarding your child's snack time and
procedure. Saesof snacksduring school hoursislimited to the sudent’ s assigned lunch period and snack
time. No food or drink is to be consumed in the classrooms.

Special Milk Program

St. Mary's School participates in the USDA's Specid Milk Program (SMP) administered in Texasby the
Department of Human Services. The SMP provides cash assistance to contractors to encourage the
consumptionof milk by childrenand defray the cost of providing milk. "Inthe operation of the Special Milk
Program, participantsarenot discriminated againgt because of race, sex, color, nationd origin, age, politica
belief, rdigion or disability. If you beieve you have been discriminated againg, write immediately to:
Director: Civil Rights Department, 701 W. 51st Street, P.O. Box 149030 (zip -78714-9030), Mail Code
E-609, Audin, Texas(zp - 78751), Voice - 512-450-3630, TDD 1-512-450-4313, FAX 1-512-450-
4748, or you may contact: Secretary of Agriculture, Washington, D.C. 20250.

GENERAL INFORMATION
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Absences
When a student is absent from school, a parent should call the office by 10:00am. Thispolicy is
for the protection of the St. Mary’s Catholic School students.

Rdiability is a quality we wish to indill in al our Sudents. Just as we redize the importance of being at
work on time, sowework to indill the habits of rdigbility and punctudity indl our students. Absencesand
tardies indicate a need to reassess the morning routine at home, with everyore taking their part in the
respongbilities for preparation for school.

A pattern of tardinessindicatesa need toschedule apar ent/student/teacher confer ence. Students
arriving after the 8:00AM bell must report to the office for a tardy dip to gain admission into
class. Tardy slipswill beissued in the church foyer on Mass days.

A written statement giving reasons for absence or tardiness must be brought to the school office
on the day of the student’s return for the student to be considered for an excused absence or
tardy. Should an absence for any reason other than illness seem imperative, parents are requested to
consult with the Principal and present awritten reason for the absence.

Parents are encouraged to schedule trips or family outings during the holiday or summer schedule to
diminate the need to interrupt a child's leaning process. Missed assignments are the student’s
responghility. Teachers are not required to give make-up tests or assignments for absences due to
vacations.

Arrangementsfor make-up work for excused absences are to be made withthe individud teacher. Make-
up work for unexcused absencesisthe decision of the teacher. The teacher will designate an appropriate
amount of time within which the work must be completed. See page 24 for palicy.

ABSENTEE POLICY
To receive credit in aclass, astudent must attend at least 90% of the days the classis offered. A student
who attends fewer that 162 days may be referred to the ABLE committeeto determine whether thereare
extenuating circumstances for the absences and how the student can regain crediit.

TARDY POLICY:

Fve (5) morning tardieswill congtitute one unexcused absense. Ten (10) tardiesinone semester canresult
in disciplinary probation. Fifteen (15) or more tardies in one semester will requireacontract between the
school and family to determine the commitment to education. Financial Assistance may be revoked based
on punctudity and attendance.

After School Care Program

Weredize that in today’ sworld it is often necessary for parents to work hours other than school hours.
For this reason we feel an obligation to provide the best possible care for the children of our community.
Certified teachers coordinate and direct our After School Care Program, which is open on the days that
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school isinsesson. Opportunitiesfor supervised homework, socidization, and structured and unstructured
play are offered on adaily basis.

After School Care is available for grades EC-8 from 3:30 - 6:00 p.m. More information and
registrationformsfor this service are avalable at the office. The After School Car e emer gency contact
number is 903-232-0286. A late penalty of $3.00 per minute per child will be incurred for all
students not picked up by 6:00 p.m. This penalty is due to the After School Care attendants

We have amoral responsibility to care for our children, and to monitor the dismissal so that dl sudentsare
accounted for and are seen to be safely turned back to the care of parents or guardians. For this reason,
any students, including middle school students, not picked up within fifteen minutes following the find bell
will be sent to After School Care, and acharge will be incurred.

Attendance

St Mary'sisdriving for excdlencein education, and achieving this goal requiresthat our childrenmake the
most of eachlearning opportunity. Regular attendanceisbeneficid to theindividud student and to the class
asawhole. In keeping with the bdlief that parents are models and teachers of their children, it isvitd that
respongbility and honesty be shown to the students in making a judgment regarding a potentia absence.
Financial Assistancemay be revoked based on punctualityand attendance, whichincludesexcessive
tardies or absences.

Studentsarerequired by law to attend school. It isaso our respongbility as parentsand teachers, and as
members of this community, to protect al our studentsfromillnessand disease, so we must remember that
perfect attendance is secondary to the safety and health of dl our students.

Presence in a classroom exposes the student to group interactions with teachers and fellow students.
Habits established now will have an impact upon atendance later in life, especidly habitsof practicing the
virtues of punctudity and responsbility. Every student isresponsible for attendance and punctudity inevery
class. Studentswho have good attendance generdly receive higher grades, enjoy school more and are
much more employable after leaving high schoal.

Birthday PartiedInvitations

It isimportant that we, as adults, teach the childrenthe importance of respect and compassion for al other
students in the community. Therefore, party invitations which are passed out at school must include
everyone inthe class, otherwise the invitations should be sent viathe U.S. mail. Y ou are welcome to send
atreet for your child's whole dass with the child in the morning. The teacher will determine the best time
for the birthday treats. Please contact the homeroom teacher prior to sending treets.

Child Abuse and Neglect

All SUSPECTED ingtances of child abuse or neglect will be reported asrequired by state lav. We are dll
mordly and legally responsible for protecting thosewho are ungble to protect themselves. In kegping with
that obligation, it is required by the Diocese of Tyler that every volunteer undergo Ethics and Integrity
Training and acrimina background check. If you need help or know someone who does, please ask for
help. Itisour desreasaChristian community to reach out to help other membersof our community family.
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Classroom Interruptions

Y our child's education is important to us, therefore we must insst that classes be dlowed to continue as
smoothly and effectively aspossible. Parents bringing lunches, glasses, money, etc., to astudent or having
business to transact, should come first to the office, so that arrangements may be made to contact the
student effectively and with respect for the other studentsin the class.

Parents who wishto take a student fromschool during the school day must come to the office and Sgn out
the student. If a student knows in advance of an orthodontist, dentist or doctor gppointment, he/sheisto
present a note to the teacher and will be notified upon the parent’s arriva at the school office. It is
suggested that parents arrive early enough to check in at the office and wait for the student to be notified
to come to the school office. Whenastudent is to leave school with anyone other than his’her own parent
or those on the approved contact list supplied by the parent, the school must be natified of this arrangement
by the parent/guardian prior to the sudent's leaving. Proper identification may be required from anyone
other than aparent or legd guardianto pick up achild. Wearedl mordly responsible for protecting those
who are unable to protect themselves.

Classroom Parties

Parties are hdd the last hour of the school day unlessspecia permissonis obtained from the school office.
Parties should be appropriate to the liturgica seasonand should be considerate of al student preferences.
Parties must be approved by the school adminisiration. Specia food dlergies for any student in the class
should be investigated before any food is brought to school. Teachers may also give additiond incentive
rewardsin the form of parties or celebrations during the school year. These partiesmust be earned by the
students through meeting the expectations set and conform to the school party guidelines.

Classroom Party Fee

A feeof $12.00 per student should be turned in to your child’s homeroom teacher inan envelope marked
“Room Mom”. This fee will assst in the costs associated with the Chrigmas Party, Mardi Gras Parade
Float, Vdentine Party, and End-of-Y ear Celebration. Fees pay for plates, cups, napkins, cookies, drinks,
etc. for each party. Support will gill be needed with events such as Teacher Appreciation Week and
Catholic Schools Week, but parents/guardianswill be natifiedwhenthosetimes are gpproaching to provide
help.

Communication: Social Networking

All faculty, saff, and school employees are expected to maintain a professond relationship with their
students. School personnel may not engage in cyber networking with children. We work hard to
establish boundaries where minors and adults are not properly “friends’. Employeeswill not accept
SMSS students or any minors (under 18 or students who have not graduated from high school) who are
associated with the school in their circle of friends on Face Book, Twitter, My Space, email, chat
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forums, blogs, texting, or any other personad communication tools. These boundaries are maintained
under the school Safe Environment policy. Students should not be offended if their teacher does not
accept these forms of communication from them. Please do not put us in an uncomfortable position by
alowing your child to solicit friendships in this fashion. The school does have a Facebook “St. Mary’s
Catholic School fan page’ that anyone can access. As dways, parent communications with teachers,
faculty, and office Saff is not only acceptable, but necessary in any form that is accessible to both

parties.

Concerns
In keeping with the Church's principle of subsidiarity, problems should be solved at the most direct leve
whenever possible. Persons having a problem with another individua should go directly to that person
before going to that person's superior.

Matthew 18:15-17 - “ If your brother sins (against you), go and tell him his fault

between you and him alone. If he listens to you, you have won over your brother.

If he does not listen, take one or two others along with you, so that ‘every fact may

be established on the testimony of two or three witnesses.” If herefusesto listen to

them, tell the church. If he refusesto listen even to the church, then treat him as

you would a Gentile or a tax collector.”
Protocol -If aparent has a complaint about ateacher or staff member, it seems only just that the parent
discuss the difficulty with the teacher or staff member first. Proceduraly, parents must go to the
principal, before the superintendent or pastor.

The following is the protocol for discussing your child's progress academicdly or behavioraly:
1. Listen to your child.
2. Contact the homeroom teacher for more information.
3. Parents and teachers jointly develop strategies to encourage success for the child.
| F additional input warranted,
4. Conference with teacher, principal, and pastor to address student needs.

For additional information on how to address concerns, see Grievance Procedure on page 51.

Dismissal
Changes in procedures for drop-off in the morning and dismissa in the afternoon will be implemented
as the need arises, such as growth in the student body. Parents must park in one of the school parking
spaces to pick up their child(ren). Current procedureis:
EC (a noon): Young children leaving a noon should be picked up in the cafeteria by someone
on the ligt of gpproved people submitted by the child’ s family.
EC through GRADE 3 (at 3:30pm): Teachers escort their class across the crosswalk to the
grass esplanade in front of the main schoal building for parents/guardians to pick up.
GRADES 4-8: Parents may pick up older students at the covered sdewadk in front of the gym
or older sudents may be ingtructed to join younger siblings on the grass esplanade for parent
pick up.
After School Care: Young children (EC through 39 Grade) staying after school are escorted
by a gaff member to the Parish Center Fellowship Hall to be received by a member of the
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After School Care Staff. Older students staying after school are to report immediately to the
same area when released a 3:30 pm.

Be prompt in picking up your children. If your child is not picked up by 3:45pm, he/she will be sent to
the After School Care Program, and a charge will be incurred. We are dl morally responsible for
protecting those who are unable to protect themselves. For this reason we are unable to alow students
to remain in the parking lot without supervison.

* PLEASE — DO NOT PARK IN THE FIRE LANE.*

DISMISSAL - RAINY DAY PICK-UP DIRECTIONS

On rainy days St. Mary’s School will have a special student pick-up procedure. All students will be sent
by covered walkways to the Parish Center at 3:25PM. Students will be grouped by family or with other
children they are riding with that day. The new pick-up procedure for inclement days will be as follows
with two options:

OPTION 1I:

All vehicles will enter the parking lot at the first Ridgewood entrance off Hollybrook.

The vehicle line will curve through the school parking lot back lane, around in front of the school
and down the parking lot drive to stop in front of the Parish Center (entrance with row of glass
doors). Students will be escorted to their vehicle and loaded by a school staff member or
volunteer carrying an umbrella. After you are loaded, proceed around the church and exit the
parking lot at the farthest exit onto Ridgewood from Hollybrook.

OPTION 2:

The only vehicles that should use the middle entrance off Ridgewood are those parking in the
church parking lot so the person can walk into the Parish Center to retrieve their students.
Vehicles will leave by the farthest exit (from Hollybrook) onto Ridgewood.

REMEMBER:

When picking up students on a rainy day remember to pull up as close to the curb as possible so
the students or staff member doesn’t have to step in the water to load your vehicle. Be ready to
load, including unlocking your doors so staff members can open them quickly for your student.
Watch the line or the staff member directing traffic and be ready to pull up when it is your turn to
load. At least three cars should be able to load at the same time if everyone is paying attention.

CONES will be placed at the HOLLYBROOK entrance to remind you to follow the rainy day pick-up
procedure on that day. Family name cards may be issued to facilitate vehicle recognition.

Drug-Free School Zone/Gun-Free School Zone

On November 29, 1990, the President signed the Crime Control Act of 1990. Included in this
comprehengve legidation is the "Gun-Free School Zones Act of 1990." Thislaw makesit a Federd
offense for aprivate individua to knowingly possess afirearm in a school zone. The term "school zone'
means the grounds of a public, parochid, or private school, or within 1,000 feet from such grounds. A
violation of this statute subjects one to the imprisonment of up to five years (which must run
consecutively to any other violaion of law), afine up to $250,000, or both imprisonment and fine.

Additiondly, the Crime Control Act of 1990 indtituted amendments to supplement the Drug-Free
Schools and Communities amongst young people, Congress has enacted legidation making it a Federd
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offense to possess controlled substances with the intent to distribute them on school property. Severe
pendties of imprisonment and fines are gpplicable to such offenses.

Anyone violating the provisions of the Gun-Free School Zones Act or the Drug-Free School Zones Act
or the Drug-Free Schools and Communities Act will be investigated by the gppropriate Federa agency
and prosecuted by the United States Attorney's Office in the Federa court.

Eighth Grade Graduation

Eighth grade graduation from S. Mary's School will be a smple ceebration which will include a
goiritud and socid dimengon. Asareminder that the spiritua aspect is by far the most important of the
two parts of the celebration, the emphasis will be on the spiritua dimension of the event. In keeping
with the importance of the character development of our students, and in recognition of the work and
persond effort put forth in al areas of the student person, participation in the graduation ceremony will
be limited to those sudents who have fulfilled dl academic and disciplinary responghilities within the
community.

Electronic Devices/Cell Phones/Per sonal Property

Electronic devices and bringing persona property on campus are distractions to the learning
environment. Students should not bring to school or have in their possession, or in their locker or
backpacks the following: cell phones, beepers, video games, iPods, pam pilots, MP3 players, digita
cameras, video cameras or any other persona electronic devices. If any students's persond items
found on school grounds are deemed to be a distraction by a faculty/staff member, the student will be
required to surrender the item to a staff member who will turn it in to the schoal office for safe-keeping.
Parents should contact the principal about the terms of returning these persond items. On the second
offense the dectronic device will remain in the principd’s office until the last day of school where it can
be retrieved by the parent/guardian. Any requests for deviation from this policy (cell phones) must be
cleared with the principa by the parents/guardians.

Digital cameras and video cameras are not dlowed in the possession of students on fidld trips and
overnight trips. Disposable cameras may be alowed, but if in doubt, the rules on usage by students of
these items and other dectronic devices will be covered in the trip rules and guidelines provided by the
school trip sponsor.

Emer gency Procedures

Asadults, it is our responsihility to do our best to protect our children from harm. One way we do this
is by conducting safety drills periodicaly. In light of our current world Stuation, we have a
comprehensive emergency plan, covering a number of possible stuations which may be drilled, in
addition to fire and tornado drills.

In the classroom, following a drill and at other times that are gppropriate, the teacher or adult in charge
will review the performance of the class and explain the purpose of the drills, emphasizing the
importance of following the safety procedures, and stressing the need to follow teacher indructions
carefully and quickly.
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Fire Drills are conducted periodicdly at different times during the day so that students and teachers will
be adequately prepared if aneed for evacuation occurs. Thisalows for students and teachersto be
aware of proceduresin any building or area of the campus.

Disagter (tornado) drills are held periodicdly with smulated conditions resembling aredidtic Stuation.

If we must implement this procedure, please remember that the school building is one of the safest
placesfor our sudents. The students safety is our primary concern in these Stuations. Appropriate
inclement weather education and information is shared with students of dl ages, in order to dleviate any
unreasonable fears, however, it is necessary for students to have an age-gppropriate view of the
dangers involved in a bad-weather Stuation.

EVACUATION*** -

CODE RED:

HRE 3 bdlsor firedams march out of the building
RETURN 2 bdls march back into the building
HALT 1 bl stop at attention - don’t move
CODE YELLOW:.

DANGER/DISASTER 5 bells or announcement go to assigned area

CODE BLUE:

DANGER/INTRUDER Safety Team dert lock-down procedures

***Teacher/supervising adult instructions always take precedence over bells.

Grievance Procedure for Students and Parents

DIOCESE OF TYLER CATHOLIC SCHOOLS GRIEVANCE PROCESS

PURPOSE

A “grievance’ isacomplant based on any dleged violation, any inequitable application of policy, or any
dispute over the meaning, or interpretation of the terms of a contract a the loca or Diocesan leve.

The primary purpose of this procedure is to secure, at the lowest possible adminidraive leve, equitable
solutions to problems which may arise. The procedure is intended to resolve grievances in informal
proceedings in a cooperative Christian atmosphere.  The proceedings are not intended to be of an
adversaria nature. No participant isentitied to legdl representation in these proceedings. All parties shall
agree that grievance proceedings shdl be kept appropriately confidential.

NONDISCRIMINATION

No person shdl be discriminated againgt because of filing or participating in the grievance procedure, and
no reprisas of any kind shdl be taken by the council or the school adminigtration against any person
because of participation in the grievance procedure.

LOCAL RECONCILIATION
Before dlowing differencesto become formalized into grievances, every effort should be madeto resolve
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local-level disputes, by way of a free and open discussion, between the grievant and the immediate
authority.
Without exception, aninformd settlement betweenthe grievant and theimmediateauthoritative personshdl
be attempted prior to forma grievance proceedings.

. Any individua having a grievance shdl firg discuss the same with the immediate

authoritative person.

. If the immediate authoritative person is not the principd, the grievant must meet with the
principa before the grievance is brought to the next level.

. If asatisfactory decision is not reached, or if the principd fallsto, or refuses to, discuss

the grievance promptly, the grievant shall present the grievance in accordance with the
procedures outlined herein.

LEVEL ONE - SUPERINTENDENT
If asati sfactory solutionwas not reached during L ocal Reconciliation, the following procedureisto beused:

?  Theaggrieved party shdl submit acomplaint in writing to the Superintendent within ten (10)
business days following the grievant’ s last meeting with the principd.

?  The Superintendent will arrange ameeting within five (5) business days following receipt of the
written statement. The meeting is an atempt to informaly resolve the issue and reach a
solution. Thismesting is to be in an amosphere of cooperative Chrigtian dialogue and not
adversarid.

? If asaisfactory solution was not reached, the grievant will notify the Superintendent of the intent
to gpped,, in writing, within five (5) busnessdays. Failure to give such written notice will cause
the decison to befind.

?  Within ten (10) business days of receipt of the grievant’ s Ietter, the Superintendent will arrange
amesting with the grievant.

? Theprincipd will be indructed to give the Superintendent all documentation relating to the
matter.

? Thegrievant will have the opportunity to explain, defend, or refute the documentation presented
by the principd.

?  The Superintendent will review dl the information presented and notify both parties of the
decision with ten (10) business days of the apped hearing.

LEVEL TWO —DIOCESAN SCHOOLS APPEALS BOARD

If asatisfactory decisonwas not reached at Level One, the grievant may gpped to the Diocesan Schools
Appeds Board congsting of three members appointed by the Bishop. One member will come from the
Bishop's Curia, one will be a teacher (from another school system in the diocese) and one will be a
principa (from another school system in the diocese). The chairperson will be the Curia representative.

? Thegrievant shdl have five (5) business days, after receiving the Superintendent’s decision, to
appedl to the Diocesan Schools Appeals Board.

? Thenotice of gpped is sent in writing to the Superintendent.

?  The Superintendent will set a hearing within fifteen (15) business days of receipt of the gpped
notice.

? Thegrievant will be natified of the hearing at least ten (10) days before the scheduled hearing.

?  Theprincipa will be notified & least ten (10) days before the scheduled hearing.
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? Both parties will be heard on the same day, but at separate times.

?  The Superintendent will not attend the hearing, but will be the officid timekeeper and be
avallable to clarify Diocesan policies and procedures.

? At the hearing, each party will have amaximum of one (1) hour to present their position to the
board.

? Theprincipad and, if necessary, the teacher will present evidence, reasons for actions taken, and
demondtrate sufficient cause for the decision.

? Thegrievant will be given an opportunity to rebut the evidence and to offer proof and evidence.

?  The Diocesan Schools Appedls Board will consider only the merits of the case based on
relevant and reliable documentation based on Diocesan Policies and Procedures.

? The Diocesan Schools Appeds Board will deliberate in private.

The decison will be the result of a smple mgority vote.

? Thechairperson will send aletter stating the decision to the grievant, the Superintendent, and
the principa within five (5) business days from the date the hearing was held.

)

Approved by the Diocesan School Advisory Council on May 23, 2005
Date Ratified: June 21, 2005

By:  TheMost Reverend Alvaro Corrada, S.J.
Bishop, Diocese of Tyler

Inclement Weather

We wish to provide asafe environment for our students, and this includes providing for road and westher
conditions which may be dangerous for travel to and fromschool. When westher conditionsare such that
classes will not be held, information concerning the suspension of classes will be released to locd radio
dations and tdlevisongtations. St. Mary's School ingenerd followsthe same procedure used by Longview
| ndependent School Didrict in regard to indement wesather. If Longview ISD cancels school due to
inclement weather, St. Mary’swill be closed. However, parents are advised to ligento local broadcasts
for accurate information pertaining to the closing of St. Mary's School. For rainy day student pick-up
procedures, see Dismissa section.

L ockers

Lockers are the property of the St. Mary's School, and are assigned for school use only. It is the
respongbility of the sudent to keep the locker in neat order. It is recommended that students use
combination locks to secure the lockers, with a copy of the combination being kept with the homeroom
teacher or in the school office. St. Mary’s Schoal is not responsible for the content of lockers. For the
safety and benefit of dl students, schoal officids reserve the right to ingpect lockers a anytime. Students
are asked not to place 9gns or gtickers on or in their lockers, in order to hdp mantain the orderly
appearance of the lockers.

L ost and Found

Students are encouraged and expected to respect the property of others, in keeping withour beliefin the
importanceof honesty and citizenship. If they find clothing, lunch boxes, etc., they should takethese articles
to the school office. Money, jewelry and books found should be aso takento the office. Anyonewho has
lost property should check the Lost and Found (genera items are kept in the foyer closet and valuables
or breakable items are kept inthe school office). 1t may be necessary to check severd times, and parents
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are encouraged to ook through the lost items when they arein the building. All undameditemsat the end
of the year will be disposed of, with clothing items being given to the less fortunate of our community.

*PLEASE LABEL ALL STUDENT PROPERTY*

Parking Lot Procedures (drop-off/pick-up)/Campus Safety
Keeping our children safeis our primary god, Please adhereto al parking lot rules for safety. Always
put safety before persona convenience!

MORNING DROP-OFF
All morning traffic must go in a SOUTH (entering off Hollybrook) to NORTH direction.
(Exit onto Ridgewood).
When arriving prior to 7:50 AM:
Please drop-off EC 1 thru grade 3 at the Parish Center.
Grades 4-8 should be dropped off at the gym.
When arriving between 7:51-7:59 AM:
All students may be dropped off at their homeroom building entrance.
When arriving at 8:00 AM or later:
All students must be escorted into the school foyer/office for tardy check-in and dip.

If you would like to walk your student insde in the morning or have itemsto unload, you MUST park in
aparking space. DO NOT PARK IN THE FIRE LANE IN THE FRONT OF THE BUILDING or
IN THE DROP-OFF LANE AT THE PARISH CENTER. There will be safety patrol students helping
to direct the flow of traffic. Please do not put these students in an awkward position by asking for
gpecia exceptions to the safety rules.

AFTERNOON PICK-UP

EC thru 5" grade parents should back in and park in a space in the main school parking lot
(excdluding the teacher’ srow of spaces directly in front of the main building). Parents exit their
vehiclesto retrieve their students, making sure that the teacher or subgtitute is aware that they are
taking their children. EC/K will have name tags to be returned to the teacher/sub.

Grades 6-8th parents should park in the church parking lot or in front of the gym to get their
gudents. Do not line up dong the curb in front of the gym.

Teacherswill walk your students out each afternoon. Please do not enter the building to sign out your
children early between 3:15-3:30 PM. This causes confuson when teachers are trying to get their
students ready to go home.

Therow of parking spaces directly in front of the main school building is reserved for teachers and Saff
to ensure no movement of vehicles during dismissal. The crosswalk areawill be blocked by safety
sgns. Please do not drive in thisarea. All traffic should exit in the same pattern asthe drop-off
procedure by leaving the school onto Ridgewood.

Reminders: Never stop or park on a crosswalk. Be alert at all times. Students are not always
paying attention, so YOU must!

The traveling speed of any vehicle on campus should be limited to 10 MPH or less.

Parked carg'trucks should be backed into the spaces so any child will be visible to the vehicle before it
beginsto move.
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Vehicles should be parked to retrieve students on non-inclement weether days. The driver should never
cdl out to a student to enter the driving lanesto get in avehicle. Be sure that you make contact visbly
or verbaly with the teacher or subgtitute, so that the school representative can establish that an
authorized person (on the parent’ s gpproved pick up list) istaking the student. Teachers of the
youngest sudents (EC/K) have a system that the pick-up card held by the student must be handed to
the teacher before the child can leave.

Please note that Texas House Bill 55 that went into effect on September 1, 2009 prohibitsthe
operator of avehiclefrom using awireess communication device (cell phones) whilein a
school zone or crossing unlessthe vehicle was stopped or the device was used with a hands-
free device. Thebill establishesa misdemeanor offense with a fine of no mor e than $200.00.
The only affirmative defense to prosecution isin a case wher e the device was used to make
an emergency call to an emergency response service (911), a hospital or health clinic, a
medical doctor’s office, thefire or police department, or to administer first aid treatment to an
individual.

RIDING A BICYCLE ORWALKING TO SCHOOL

. Mary’ s does not have a street crossing guard on duty. Students are covered by school
insurance only while on school grounds. Please note that it is the responsibility of the parents or
lega guardians to ensure the safety of their children to and from school. St. Mary’s School is not
ligble for accidents that occur off school property or for stolen bicycles. Thereis a bike rack
located next to the school gym for students to park their bicycles.

Property

We dl have aresponghility, as citizens of this community, to care for our environment. Should it prove
necessary to discipline a child for marring or defacing the school property, a part of that discipline will be
to restore that which has been destroyed or defaced. Students are to remember that the school is not
persond but community property, for which we are dl entrusted to care and protect. School property
includes dl buildings, supplies and equipment.

Safe Environment Policy

S. Mary’s Catholic School under the direction of the Diocese of Tyler created its own "safe
environment” program that includes the information outlined in Section 13 and reaches the pertinent audiences.

Our safe environment program begins with a 3 hour Ethics and Integrity training for al adults who work
in direct supervison of youth or vulnerable adults and 30 minute Awareness training for those that aid in
supervising children or the vulnerable. Those trained include parents, ministers, educators, church
personnel, volunteers and othersin supervisory positions such as scout |leaders, etc. Thistraining
establishes acceptable behavior that islegd, professond, and responsible and includes standards of
conduct with regard to sexua abuse and harassment. Written copies are provided to each
employee/volunteer who acknowledges in writing that they understand and must abide by it.
Background investigations of trainees are conducted. Such investigations are conducted by a reputable
professond agency, law enforcement or socia service agency. Background investigationsinclude
crimina history checks of the employee/volunteer and references are dso checked. Supervisory
personnd evauates the results of the background investigation.

The training program for adults includes the following:
What constitutes child abuse, including sexud abuse?
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What actions, procedures and policies are used to prevent child ause in any form?
How does an adult identify instances of abuse of a child, including sexud abuse?
What signs should an adult look for in a child who may be abused?
What sgns should an adult look for in a person who may be abusing a child in any way?

What actions should an adult take when they bdieve that child abuse, to include sexud
abuse, may be occurring?

What are the laws and policies regarding the reporting of abuse, to include sexua abuse,
of children?

The training/teaching program for children and young peopl e includes age appropriate materids
pertaining to persond safety through our guidance and character education program. Thisincludes
information about improper touching and reationships. Children are not expected to be fully
knowledgeable about child abuse or of the laws governing care of children but they need to know when
they should seek assistance from atrusted adullt.

Children in our schools adhere to standards of behavior that include respect for their fellow classmates,
teachers and volunteers. They are dso aware of response and reporting in regards to suspected abuse
of any kind: sexud, drug, bullying, etc. Thisinformation is taught through Guidance and Character under
the direction of the School Chaplain. Y ou will receive aform & registration to Sgn concerning this
program and you will receive a packet of information to be discussed and reviewed with your child
during the school yesr.

School Pictures

Opportunities for sudent pictures are offered throughout the year. Individua student pictures and group
class pictures are taken in the fdl, in preparation for the school yearbook. Students wear dress uniforms
for group pictures and casua or dress uniforms (no T-shirts) for individud pictures. Spring pictures are
optiona and free dress (nice casud or Easter clothes recommended) is dlowed if the family sends a
completed picture order with payment by picture day. Parents will be sent information for purchasing
picturesinadvance of the picture dates. The adminidrationreservesthe right to choose photographersand
picture dates based on the school needs.

Soliciting on Campus

We have aresponsbility to monitor the commercid information distributed within our school community.
Commercia enterprises, indudingbothfor-profit groups or non-praofit groups, must obtain permissonfrom
the principa before digtributing advertisng or informational materias to our school families.

Supply List
A school supply list will be available at the end of the school year for the upcoming school year. The list
may be found in the last school newdetter packet of the year or available on the School webste.

Textbooks

Students areissued school owned textbooks. 1t istheresponghility of the student to carefor the textbooks
by keeping them covered at dl times, and by avoiding Stuaions in which the books may be logt or
damaged. At the end of the year, textbooks are turned in and fines are assessed for damaged or lost
books. If abook islogt during the year, the student has aresponsbility to pay for thelost book. A second
book will be issued upon payment for the lost book. Students areto pay for lost or damaged booksinthe
school office.
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Transfers and Withdrawals

We redlize that home and employment changes create Situations where it becomes necessary to withdraw
achild fromour school. If thereisany way we can help you with thisdecison, please call onus. Financid
difficultiescan often be resolved without removing the child from the school. We have amord obligation
to live out our love for the child by working with families as much as possble.

Should awithdrawa be unavoidable, it isimportant that parents notify the school office in advance. The
school will need 24 hoursto collect materids, records, etc. All chargesmust be paid, books returned, and
tuition and fundraisng paid up-to-date before records may be released. Student records will be mailed
upon an officid requedt. If the financia records are not clear, anotice to that effect will be placed on the
records until dl feeshave beenpaid. An officid transcript will be sent after dl financid obligations are met.

Use of School Facilities
All scheduling for the use of schoal fadilities is handled through the Cdendar Coordinator and Facilities
Reguest Forms may be picked up at the parish, minigtries, or school offices.

Vigitors

We ask that dl familiesbe understanding of our responsibility to protect our studentsinevery way possible.
Therefore we have a system of monitoring the presence of visitorsto our campus. Parents, vistors, and
volunteers must obtain permission to enter dlassroom and playground aress of the facility, by signing in at
the schoal office during the school day. A visitor’s name teg will beissued and must be worn at dl times
while on campus. Badges from the School Check-in computer in the school office lobby must be sgned
by an office gaff member or an authorized school office volunteer. Name badges must be worn clearly
visble on your dothing a al timeswhilein the halways.

Pease refrain from standing in the classroom hdlways or outside the classroomdoors and office. Thiscan
be digtracting to the school routine. Visitorsto the classrooms must have a prearranged appointment with
the teacher and vigtors should not be in the classroom during indructiona time unless serving as a
classroom volunteer or prearranged educational observer.

The maindoorsto the Parish Center will remain locked during the school day. Therefore, lunchtimevisitors
should enter the Dining Hall through the east doors (facing the playground), after they Sgnin at the school
office and receive a name tag identifying them as a safe person on campus.

*PLEASE REMEMBER:

ALL VISITORS AND VOLUNTEERS ARE REQUIRED TO SIGN IN
AND TO WEAR A NAME TAG WHILE ON CAMPUS.*

Withdrawal from School (See Transfers/Withdrawals)

SCHOOL RELATED ORGANIZATIONS

Alumni Association
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St. Mary’sisin the process of developing an Alumni Association. Information on past students may be
mailed to school @stmarydgv.orgor Ieft at the school or church offices. Please labd thisinformeationto the
atention of the Alumni Association Director.

Home and School Association

St. Mary'sHome and School Association provides opportunities for parents and teachers to meet and
work together for the betterment of the students and school. All parents are encouraged to participate in
this active organization. Besides sponsoring fun projects for the children, this organizationdoes fundraisng
and helpswith volunteers, as well as focusing on the primary purpose of the organization: communication
between the school and families.

School Board

Community leadersinvolved withthe educationand moral devel opment of the students are members of this
board. A ten-member board serves as a policy making and finance guiding body. The school board dso
assgsthe Principa whenever necessary. Board meetings are held monthly, with parentsinvited to attend
non-executive sessions of the meeting. Any parent or student, with advance permission and approva of
the school board president, may present an issue to the school board.  Further informationmay be found
in the Condtitution and by-laws, available for review a the school office. Personswishing to apply for a
position on the school board should contact the school office for information.

L ongview Catholic School Endowment Fund

The Longview Catholic School Endowment Fund was established in 1989 as an independent charitable
corporation, to help provide for the needs of St. Mary's School not covered in the School's annua
operating budget. All contributions received by the Endowment Fund are placed ina permanent fund from
which only the interest is drawn to help provide continued quality education for students at St. Mary's
Schoal. The Cornerstone Project, an appropriately-named fundraisng project, provided a foundation for
the Endowment Fund.

Donations to the Endowment Fund can be made in cashor property. The Endowment Fund can also be
named as a beneficiary under awill or insurance policy. All contributions to the Endowment Fund are tax
deductible. Witha donation of $25,000 or more, a permanent scholarship will be established in the name
of an individud or business. Contributions may be made at the school office, or mailed to Longview
Catholic School Endowment Fund, P.O. Box 4032, Longview, Texas 75606.

If you have questions regarding the Endowment Fund, please do not hesitate to contact St. Mary's School

Office a (903) 753-1657 for alist of current Trustees for the Endowment Fund. For more information
on any aspect of the Fund, contact Vince Dulweber at dulweber@aol.com.
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