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Dear Parents,

On behalf of our dedicated faculty and staff, we welcome you and your child/ren to St.
Mary’s School. In choosing St. Mary’s School, you have demonstrated a commitment to
the values and philosophy of a Catholic education. We thank you for this dedication and
for entrusting your children to our care each day. Together, we will work to be living
examples of the Gospel message for our students, faith community, and beyond.

This Family Handbook reflects the policies of St. Mary’s School for the school year.
It has been prepared to help acquaint you with our school. We hope it proves useful to
new families as well as to those families who have been with us for several years. This
handbook replaces all other handbooks and contains new information.

Please read this document carefully and sign the attached agreement. This agreement
states that you intend to abide by the policies of St. Mary’s School during the school year.

The faculty and staff of our school look forward to working with you to promote
academic excellence and spiritual formation in the context of the teachings of the
Catholic Church.

Together let us pray that God, who has begun this good work in us, may carry it through
to completion.

Your servant in Christ,

Sharon R. Gregorski
Principal



ST. MARY'™ S SCHOOL

MISSION STATEMENT

The Mission of St. Mary’s School is to gather as a faith-filled community to provide an
excellent, well-rounded education and to form students through the Gospel of Jesus
Christ according to Catholic tradition.

VISION STATEMENT

St. Mary’s School will continue to proclaim the vision of Jesus and the mission of the
Catholic Church through an unparalleled school system that nurtures an attitude of life-
long learning, commitment and service to our church and civic community.

CORE VALUES

We reflect the morals and values of our Catholic faith through the doctrines of the
Catechism of the Catholic Church. We teach, model, and integrate Gospel values into
daily life and service to others. We are rooted in the Christian life to embody the spirit of
Christ in the world.

We will achieve academic excellence by providing researched-based competency in the
core curriculum, involvement in enrichment activities and a safe and nurturing
environment. All of this will give each child the opportunity to reach his or her full
potential.

We believe well-educated, well-rounded students are the result of the active involvement
of parents, teachers and the entire parish community. Parish life, school life, and home
life are integrated in faith to ensure life-long growth.

We will be accepting in educating, to the best of our abilities and in an

environment of the respect and care, children from all races, faiths, academic abilities,
physical abilities and socio-economic levels.

We give witness to our vision through worship, prayer, setting a Christian example,
collaboration and unity through diversity.

St. Mary’s School is a mission of St. Mary of the Immaculate Conception Parish.
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SAI NT MARY’'S SCHOOL

PHILOSOPHY STATEMENT

We believe each child will be provided a challenging academic Catholic education based
in Catholic doctrine, academic knowledge, and life experience.

We believe children are instilled with responsibility, self-sufficiency, and teamwork with
respect for self and others.

We believe service to Church and community is recognized as the duty of all, grounded
deeply in a relationship with God.

We believe the growth and development of the whole child is accomplished in a nurturing
Catholic environment and is sustained by an active partnership of devoted families,
dedicated staff, and supportive parishes.

We believe there is a need to balance the scope of core curricular offerings with specials
classes such as art, physical education, library, computers, music, and hands-on science.

We believe in maintaining financial sustainability by being fiscally responsible with our
budget.

We believe the curriculum offered prepares children for the future and inspires a life of
service to others.



AI NT MARY'S SCHOOL

HISTORY

Formal Catholic education with St. Mary’s Parish can be traced to St Francis School,
established in 1873. The principal was R. L. Bunbury, and the teaching staff were
laymen.

The Sisters of Charity of Mount St. Joseph, Ohio, came in 1888 on the summons of
Father J. Cappon. They taught in 1895, under the principal Sister Mary William, S.C.

A June, 1892, Niles Daily Sun article indicates the building of a new school for St.
Mary’s Parish. It was blessed on October 8, dedicated on October 12, and formally
opened October 17, 1892 by Father Cappon. This was a two story brick building.
Accounts state that the “Father Cappon furnished from his private fortune a large portion
of the money used in its (school) building.”

Records indicate that the school was not in operation in 1896; however, from 1897-1901,
Father E. Cullinane procured the Sisters of St. Joseph, Nazareth, Michigan, as teachers.
Sister M. Agatha, S.S.J. was superior. In 1902-1903 Father Cullinane rented the facility
to the Niles Community Schools to be used as classrooms. The building did not serve as
a school facility again until September 7, 1926. The school was reopened under the
pastorate of Reverend V. Ducat. The enrollment was 123 pupils. This was staffed by the
Sisters of St. Joseph, Nazareth, Michigan, under the principal Sister M. Osmund. The
Sisters of St. Joseph taught in the school continually until the end of the school year,
1973.

This responsibility was then assumed by the Sisters of the Holy Cross. In September of
1973, Sister Maureen Cahill, C.S.C., succeeded Sister Monica Marie, S.S.J., as principal.
Sister Maureen Cahill remained principal until 1984 when responisibilty was directed to
Sister Miriam Volkmer, C.S.C., until 1998. Mrs. Ann Landgraf assumed the principal
position until 2000. Dr. Susan Bryant succeeded Ann Landgraf until July 2005.
Gretchen Butler succeeded Dr. Susan Bryant until 2008. Dr. Marie Doyle was principal
from August 2008 until August 2010. Sharon Gregorski became principal October 2010.
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. Welcome to Sé&ool Mary’ s

a. Admissions

If completed registration packets are filed by May 15", students are admitted based on the
following order: currently enrolled families, families with siblings currently enrolled,
members of St Mary’s Parish and order of which the registration is received. Following
May 15", all students will be accepted in the order of the return of application paperwork
and space allowed.

1. New Kindergarten students must be 5 years old on or before December 1 of the
year in which they are enrolling. New First graders must be 6 years old on or
before December 1 of the school year. Testing may be required for Kindergarten
admissions. Further, St. Mary’s School reserves the right to an observational
period for school readiness. Children who demonstrate a lack of maturity for all-
day Kindergarten program may have adjustments made to their schedule. A
physical examination and proof of required immunizations must be provided
when a student enters school for the first time. Age must be verified by a bith
certificate. Catholic students must provide a copy of a Baptismal certificate
unless the child has been baptized at St. Mary’s Parish. Parents of students who
are transferring from other schools should arrange to provide copies of their
academic record to ensure admission to the proper classes.

2. Inaccordance with Title IX of the Educational Amendments of 1972, Saint
Mary’s School does not discriminate on the basis of sex in either its admission
policies or its employment practices. The school administrator shall be
considered the coordinator for this title.

a. Likewise, no student who wishes to enroll in Saint Mary’s School,
provided there is room for additional students, shall be denied admission
to the school on the basis of race, color, or national origin. St. Mary’s
School strives to meet the needs of every child, to the extent that available
resources, funding, and facilities permit and when instructional programs
align with the needs of the individual learner.

b. Attendance

A child’s consistent attendance is vital to academic success. Regular attendance is
expected of all students enrolled in St Mary’s School. Michigan state law requires
parents/guardians of children 6-18 years of age to ensure attendance of a daily basis.
Excessive absenteeism will be handled on the advice of the Diocesan School Office.
Attendance is documented in your child(ren’s) school records and will be sent if records
are requested to be transferred to another school.
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The following administrative actions will be followed when tardies or absences become
patterned or excessive. (Excessive is defined as a student exceeding 6 tardies per
semester or an absence record that exceeds 12 days per semester.)

 Phone contact followed up by a written correspondence with the child’s
parent/guardian to review the expectations for student attendance

« A formal letter submitted to the truant officer at Berrien RESA and, as
applicable, the implementation of medical notices signed by a physician upon the
student’s return to school

» Written notification by mail, citing the violation of the compulsory attendance
laws of the State of Michigan with a possible referral to the court

We understand that certain appointments cannot be scheduled during or after school
hours, yet, a student can only be considered in attendance when he/she is physically
present. When possible, advanced and written notification of these instances is always
appreciated. Students are expected to return to class as soon as possible and make up
classroom assignments which were missed.

c. Calendar

The calendar for the current school year is shown in the Appendix. Please consult this
calendar for the end of each quarter (grading period), for scheduled vacations, and
scheduled activities. A monthly calendar is sent home with the newsletter and available
on the St Mary’s School website. Please consult the calendar for current events, hot
lunch menus, class field trips, mass schedule and other events of interest.

d. Fees and Payment Policy

School tuition rates are set annually by St. Mary’s Parish School and Finance Committee.
Sliding scale tuition rates vary for parishioners and non-parishioners. Parishioner status
for all families claiming that rate will be reviewed at the end of each academic semester.

A member of St. Mary’s Parish and other parishes in the locale (St. Anthony-Buchanan,
St. Gabriel-Berrien Springs, St. Mark-Niles, Our Lady of the Lake-Edwardsburg, St. Ann-
Cassopolis, and Holy Maternity of Mary-Dowagiac) is defined as a baptized Catholic who
identifies with that parish by registering, worshipping regularly, and supporting the
parish through regular contributions.

Families who send their children to St. Mary’s School and do not qualify for parishioner
status as defined by the above are designated as non-parishioners and pay tuition and fees
that are designated for that category.

Tuition assistance is available to those who demonstrate financial need. Forms are

available in the school office. All inquiries and grants for financial aid are kept
confidential.
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St. Mary’s School charges fee for services and materials as well as tuition.
A non-refundable registration fee is charged per family.

* Other fees for the school year are included in the Appendix.
* Tuition and fees are located in the Appendix.

Tuition is due the first Friday of the month. A late fee will be assessed after this date.

Families, who are experiencing difficulty maintaining tuition payments or foresee
difficulties in the future, are responsibility to contact the comptroller or pastor to make
arrangements. Once you become contractually due for three payments, you will be
contacted by either the pastor or the comptroller. Any discussions regarding tuition
payments between the families and the comptroller and/or pastor are strictly confidential.

St. Mary’s School reserves the right to require a family to withdraw their child(ren) from
the school program for unpaid balances and collection procedures may be enforced.

II.  ADMINISTRATION

a. School Board, (LCAB)

The St. Mary’s School Board, whose official title in the Diocese of Kalamazoo is the St.
Mary’s School Local Consultative and Advisory Body (LCAB), is responsible for
forming and approving policies implemented in the operation of the school. Any
registered member of St. Mary’s Parish or parent of a St. Mary’s student 18 years or
older, is eligible for membership. Members may include the pastor of St. Mary’s (ex-
officio), the principal of St. Mary’s School (ex-officio), the president of the PAC (ex-
officio), and ten elected representatives from St. Mary’s Parish and/or St. Mary’s School.
Up to two at large members are also eligible for a position of the LCAB. Meetings take
place monthly throughout the school year. Please see the Principal’s newsletter for dates
and times.

b. Parent Advisory Council (PAC)

St. Mary’s Lion’s Pride Parent Advisory Council (PAC) is an organization of parents with
students in the school and teachers who support the educational programs of the school
with their time and talents as well as financial aid. All parents are welcome to participate
in the activities of the PAC. The PAC consists of a President, Vice-President, Secretary
and Treasurer. Regular meetings are held monthly and are noted in the monthy calendar
provided to each family. Room Parents are expected to attend meetings. If you have any
questions about the activities of the PAC, please call the president listed in the Appendix.
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C. Insurance

Student accident insurance is provided through Michigan Catholic Conference, Diocese
of Kalamazoo. Coverage includes in-school time, field trips sponsored by the school and
extra-curricular activities on the school grounds when sponsored by the school.

d. Withdrawals

An application for withdrawal (Release of Records) must be completed by the parents of
any student who is withdrawing during the school year or at the end of the school year.
Teachers and staff will summarize the student’s progress and prepare the student’s file for
forwarding to the next school of enrollment.

e. Change of Address / Telephone

Notify the school immediately if you have a change of address or telephone number
during the school year. Also, if the family is a member of St. Mary’s Parish, please notify
the parish center of the address change. The number is 269-683-5087.

f. SQudent Records

An official cumulative record is maintained for each student enrolled in St. Mary’s
School. The following data is kept in the official file: student identification, health
records, academic transcripts, testing data, and other relevant data.

These records shall serve the following purposes:

1. Provide identification of student and family background.
2. Provide data about the student’s educational history.
3. Maintain information relative to current progress as a student.

Pursuant to the enactment of the Family Educational Rights and Privacy Act of 1974,
parents, upon written request, may inspect and review their children’s records. The
definition of a “parent” includes a natural parent, a guardian, or a foster parent. The
procedure for reviewing your child’s records is as follows:

1. The parent requesting the review will be provided with the school approved
form which will be completed and turned in to the principal.

2. Within fifteen(15) school days, the parent shall be notified that the records may

be inspected and reviewed. This letter shall state the place and time, and the
school representative who will be present for the record inspection and review.
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lll.  RELIGION

a. Religion and Mass Schedule

The freedom to teach and practice our religion is the reason for the existence of St.
Mary’s School. We are a Catholic school, and all students, including non-Catholic
students, receive instruction in the Catholic faith. Catholic students have many
opportunities to receive the sacraments and all students regularly take part in liturgical
and para-liturgical services. Our parish priest is available to the students and visits
classrooms as time permits.

Students attend Mass weekly. Weeks that include a Holy Day of Obligation or another
special event will follow a different schedule.

Students take an active part in the liturgies. Each week a grade is responsible for
planning and participating in the Mass. Students write and read the Mass intentions,
proclaim the readings, and present the gifts at Mass. Parents, grandparents, and friends
are always welcome to come and worship with us.

b. Sacramental Program (_First Reconciliation and

First Holy Communion )

Initial Reception of Sacraments

Catholic Children who have completed the First Grade are eligible for First
Reconciliation and First Communion. A First Holy Communion form must be
completed and returned to the Director of Religious Education. Families
belonging to St. Mark’s Parish who want their child to receive First Holy
Communion at St. Mary’s must seek approval from their parish by contacting the
Director of Religious Education at 684-4855. Families belonging to other
parishes should contact their Director of Religious Education.

A copy of the baptismal certificate is required prior to the sacraments of First
Penance or First Communion. If baptized at St. Mary’s Parish a copy will already
be on file. For other parishes, a certificate can be obtained by calling or writing
the church of baptism.

Parentsare the primary educators of their children in matters of everyday
living. For this reason, it is necessary that parents fully participates in the
preparation of their child for these sacraments by attending the parent meetings
and by working closely with the child at home to complete the exercises in the
preparation booklets as scheduled. The religion classes in school and on Sunday
morning will deal with the important technical details of the Sacraments.
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Although necessary, this material is secondary to the preparation that is completed
by the parents in the home.

Each child will be interviewed by the Pastor or his designee at the appropriate
time to determine the child’s readiness to receive each sacrament. The booklet
that has been completed at home will be the basis for each interview.

The Sacrament of Reconciliation is celebrated as a group in church with
individual confessions on a designated day. The Sacrament of Reconciliation
must be received before preparation for First Holy Communion.

The children receive our Lord in the Sacrament of EUCHARIST for the first time
at a regularly scheduled Mass in the spring.

Children may be dressed in whatever clothing is acceptable to the child’s family
as long as the clothing reflects the sacredness of the occasion. Play clothes are not
appropriate.

There will be a preparation retreat [to prepare the children for the procession,
arrange group seating, and to practice receiving Communion] the Friday before
First Holy Communion. Arrangements will be made for a photographer to take
individual pictures before First Holy Communion. The day and the time will be
announced well in advance, and envelopes will be sent home so that parents can
order pictures.

General Reception of Sacraments

Communion is received at Mass/Liturgical Celebrations once a week and on Holy
days of Obligation by all children who have made their First Holy Communion.
The Sacrament of Reconciliation is observed during the school year.

Academics

a. LEAPS AND BOUNDEDUGTIONAL CENTER

St. Mary’s School offers an early learning program for three, four and young five year
olds. A developmental approach to learning in a Catholic environment provides
sequential growth and preparation for the all-day Kindergartner program and Grades One
through Six.

The program entitled P3 for three year oldsis offered on Tuesday and Thursday
mornings. Children should be three years old by September 1st. The charges include
tuition, a processing fee for registration and materials used for the program. Registration
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is limited.

The program entitled P4 for four year olds is offered Monday, Wednesday, and Friday or
Monday through Friday mornings. Children should be four years old by September 1st.
The charges include tuition, a processing fee for registration and materials used for the
program. Registration is limited.

The program entitled P5 for older four year olds and five year oldss offered daily,
after lunch. Charges include tuition, a processing fee for registration and materials used
for the program. Registration is limited. Student screening is required.

In addition to the Leaps and Bounds Learning Center, St. Mary’s offers a Begindergarten
program for five year olds. Students are integrated into the Kindergarten class in the
morning and spend the remaining of the day in the afternoon older four and five year olds
program.

Students in the P5 program are invited to participate in the lunch program.

For specific tuition and fees, please refer to the Appendix.

Other requirements of Leaps and Bounds Learning Center:

Registration form and family emergency card filled out completely.

Birth certificate and a copy of Baptismal certificated if the child is

Catholic and baptized at a parish other than St. Mary’s.

9 Health report signed by a licensed physician with all up to date
immunizations recorded.

9 Parent attendance at an orientation meeting scheduled prior to the first day

of school.

)l
)l

b. LEAPS AND BOUNDS LEARNING CENTER
CURRICULUM

Religion- Our program provides an introduction to God’s love and the world He created.
Early Start- Includes reading readiness skills, hands-on math, science made easy, drama,
guided discussions, cooking in the classroom, puppets, 3-D projects, original stories,
rhythms, games, songs, and finger plays.

Social, Physical, and Intellectual Growth Activities
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c. Leaps and Bounds Learning Center Withdrawal
Policy

A parent may remove a child from Leaps and Bounds Learning Center. The school must
have a one-week notification prior to the removal. If for any reason, a child is absent for
one week without notification of the school, the child may be released from Leaps and
Bounds Learning Center. This ensures that those on a waiting list will have an
opportunity to enroll.

A child may also be released if he/she demonstrates continual disruptive behavior, or if
the program cannot meet the needs of the child. The decision is made at the discretion of
the preschool director and administrator.

Non-payment of tuition or an insufficient funds check may cause a child to be removed
from the Leaps and Bounds Learning Program.

d. Grades, Report Cards, En Grade, Daily Planner

Students in grades four receive a standards-based report card in accordance with the
Diocese of Kalamazoo. Students in grades five and above are graded according to the
following scale:

A 90-100

B 80-89

C 70-79

D 60-69

F 59 or lower

See individual classroom teachers for specific grading guidelines, procedures for handling
late work, etc;

Report cards are issued four times a year. Dates on which you can expect your child to
bring home his/her report card are published in the principal’s newsletter. Should a
parent have any questions or concerns in regard to the report card at a time when
conferences are not scheduled, an appointment with the teacher should be made. Final
report cards will be mailed at the end of the school year.

In order to serve our parents and to communicate the progress of their child/ren more
effectively, St. Mary’s School uses En Grade, an electronic grading program for students
in Grade Three and above. In addition to an electronically generated “progress report”,
En Grade offers parents the opportunity to keep abreast of their child/ren’s progress
through a user account. This program also enables the parents to contact the teachers
through an e-mail system. En Grade will be up-dated on a regular basis.

Students in Grade Three and above will use a daily planner to record assignments and
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classroom activities. Itisthestude nt 6 s r e soghavehs/hebpardnticheck the
planner for homework, other assignments, and missing work. After reviewing the
planner, the parent must sign it. The parent signature is a visible sign that the parent
has reviewed the homework, made sure it was complete, and is ready to have his or her
child/ren turn it in the following day. Failure to have a parent signature in the
planner may result in the loss of recess.

e. Testing / Evaluation

The professionals at St. Mary’s School utilize many educational tools to provide the best
possible educational environment for all students. Formal and informal testing are
components of this educational process. Testing and observation are used to determine
what is best for each child. Students, teachers, parents, and the principal are all part of
the educational team. We, at St. Mary’s School, expect all members of this team to
communicate. In the event that a student displays unique educational needs, appropriate
testing will be discussed with parents and appropriate staff.

f. Library

During the class library period, students may read, check out books or do reference work.
Grades Three and above can check out books for a period of two weeks, while First and
Second graders check out books for one week. Lost or damaged books must be paid for or
replaced.

Books in the school library collection are chosen either for their educational or
recreational value. Audiovisual materials are stored in the library or in the classrooms.

g. Sudy Skills

Specific skills and techniques can make learning easier and more enjoyable. The
following are student guidelines for achieving good study habits:

1. Come to class prepared with pencil, paper, and other necessary materials.

2. Be an active participant in class. Listen well and take part in the discussions

and activities.

Ask questions to clarify what is unclear.

Plan your day and schedule time to do homework.

5. Use what is learned, and apply it to new situations. Strive to do the very best
work possible at all times. Just “getting by” is not a worthwhile goal!

6. Don’t wait until the last minute to do long-term assignments.

P ow
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h. SPECIAL NEEDS PROGRAM

St. Mary’s recognizes the beauty and potential of each student. The school embraces the
challenge to provide assistance and programs to serve students with special needs
according to the resources available to the school. Parents are considered an integral part
of the process.

St. Mary’s provides for a normal range of learning differences and serves students whose
instructional program requires minimal adjustments. The system does not offer direct
special education instruction. We do, however, provide administrative services to
coordinate with resident public schools for the screening and diagnostic evaluation of
students and the development of an Nonpublic Service Plan (NSP), a 504
Accommodation Plan or a Behavior Intervention Plan(BIP).

Adjustments that allow a student access to the general curriculum, but do not
fundamentally lower the standard or expectation of the course, are available to students
on an individual basis determined by learning needs and a documented disability.
Adjustments do not release students from demonstrating the required knowledge. Rather,
adjustments provide students with disabilities the support they need to demonstrate what
they know and understand.

St. Mary’s strives to address and make appropriate adjustments for special learning needs,
but in some cases it may not be feasible. If the system does not have the resources to
address the need that has emerged, if an appropriate education requires more than
minimal adjustments, if the student seriously disrupts other students’ learning, or if the
student puts the safety of staff or other students at risk, enroliment may be terminated. In
such cases, St. Mary’s will attempt to assist families in finding appropriate alternatives.

Identification of Students with Special Needs

St. Mary’s does not offer a special education program. We do, however, have teachers
who work with the parents to make every effort to accommodate children with identified
special needs. It is important that parents are forthcoming in registration forms to help us
meet a student’s needs, and provide any records necessary for St. Mary’s to assess
appropriate accommodations. The refusal to provide such information is grounds for
terminating enrollment in the school. Modifications will be reviewed on a semester basis
or as needed to ensure adequate progress. If potential special needs are identified while at
St. Mary’s School, the teachers will meet with you to discuss the potential needs and
accommodations available for the student, the referral process to public schools for
additional services and/or to have your child evaluated.

The results of the evaluation will be shared with the teachers, parents, and an Educational
Plan will be written and implemented on behalf of the child. In order to accommodate a
student who has been evaluated for special learning needs, parents are strongly
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encouraged to share educational/psychological testing results and any resulting prognosis
or treatment plan with the school.

Educational Plans

If a student has a documented disability, a copy of the Individualized Education Plan
(IEP) (provided by the public schools), 504 plan, and/or Adjusted Educational Plan
(AEP) should be maintained in the student’s confidential file. Students who have a
documented disability but do not qualify for services through the local public school may
be eligible for accommodations through an AEP written at St. Mary’s School. St. Mary’s
makes every attempt to adhere to the recommendations set forth by servicing educational
institutions. The classroom teachers and parents will monitor the student’s progress
throughout the year as well as the services provided by the Local Education
Association(LEA).

i. Promotions and Retentions

Promotions and retentions are based on an evaluation of academic, physical, and
emotional growth of the child. The primary reasons for retention are: (a) indifference or
lack of effort on the part of capable student; (b) physical or social immaturity; (c) an
indication that the student would be unable to do the required work if promoted; and (d)
frequent or long absences. Retention is usually considered as a more positive alternative
during the primary grades. Parents can assume that their child(ren) will be promoted
unless retention has been discussed during the school year. Parents will be involved in
retention decisions.

When a student is not performing well academically and the teacher believes the student
would benefit from retention, the following procedures are to be followed:

A parent-teacher conference will be scheduled in January, at which time the
parent(s) will be informed that the child is working below grade level, and that
there is a serious probability that the student will not be ready for promotion to the
next grade. The teacher may wish to recommend testing/evaluation to discover
visual or hearing impairment, or other learning disabilities.

During the Spring parent-teacher conference, the teacher and parent(s) will
evaluate the progress made since the January conference, discussing the behaviors
and needs which surface at that time, and the direction which had been set. If the
teacher’s recommendation for retention is still valid, the parent is asked to sign a
form indicating agreement or disagreement. A copy of the signed form is given to
the parent, and the original is placed in the student’s file.
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V. TECHNOIOGY

a. Software Policies

The School Board of St. Mary’s School has implemented the following policy regarding
the use of personal software in computers owned by the school:

1. Due to copyright considerations, software programs can be brought to the
school by students and operated on the school computers only under the
following conditions:

A. Any software program which is donated to the school remains the
property of the school.

B. Any software donated must be initially presented unopened and will
be subsequently registered in the name of St. Mary’s School.

C. Copies of donated software may not be made for the donors or for any
other individual’s or group’s personal use on any computer off the
school premises.

2. Any donated software is subject to the approval of the faculty of St. Mary’s
School.

Internet use, whether by students or faculty, is to be limited to school work or research
projects and restricted to Web sites which are appropriate to the values and goals

expressed in the MISSION STATEMENT of St. Mary’s School. Students having
Internet access will be required to complete and sign a contract agreeing to fair and
appropriate use.

b. Technology Use/Misuse

St. Mary’s provides a computer lab with access to the internet. This access is strictly for
the purpose of promoting the educational goals of the school. There are strict filters for
internet use already loaded in the computers. Children are not permitted in the lab
without adult supervision. Children will be taught the appropriate conduct for the
computer lab. Any student who demonstrates an inability to behave appropriately in the
computer lab may lose the privilege of using the lab.

Cyber bullying is against the acceptable use and internet safety policy.

Students and parents must sign the ACCEPTABLE USE AND INTERNET SAFETY
POLICY (See Appendix).
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VI. BUILDING AND LOGISTICS

a. Arrival and Dismissal

Students may be dropped off at the North facing gym door entrance. Please follow the
directional arrows to the exits. No parking, drop off or pick up is allowed on Lincoln,
State or EIm Street. If you wish to park and escort your child to the gym, please use the
parking lot entrance at State and Clay Street. The parking area behind the Church and
Rectory is designated for parent parking. The parking area behind the gym is designated
for staff and visitors only. Students should arrive after 7:15 a.m. and enter the school at
the north gym door. Students should go to their classroom meeting area in the gym.
Students will line up for morning prayer and be dismissed after prayer to their classroom
by their teacher. The late bell will ring at 7:45 a.m. Students who arrive after the bell
has rung (with the exception of those who come on the Niles CommtynEchool bus)
must get a tardy slip in the office before admission to clas®\ tardy slip will be filled
out by the school secretary and must be presented to the classroom teacher. Punctuality is
encouraged, and parents are asked to have the children to school on time. The number of
tardy slips issued per year is part of the student’s permanent record.

School is dismissed at 2:45 p.m. All students will gather in the gym at their assigned
classroom area for afternoon prayer at 2:40 p.m. Students will be dismissed by grade
level and exit through the north gym door. It is very important that all children leave
immediately for home and are picked up promptly . Students who are not picked up by
3:00 p.m. will automatically be sent to After School Club for appropriate supervision, and
parents will be charged for this service.

I. Bicycles

Bicycles may be used by students as a means of transportation to and from school. There
is a bicycle rack where bikes should be parked during the school day. A bike lock is
encouraged. St. Mary’s School is not responsible for damaged or stolen property.

il. Bus Conduct

The following rules have been established in order to ensure the safety of all students who
ride buses:

Use only the bus and bus stop assigned.

Orderly behavior is required at the bus stop.
Remain seated, facing forward when bus is moving.
Talk quietly and make no unnecessary noise.

Speak to the driver courteously.

Keep head and arms inside the bus.

ook wbhE
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Do not litter the bus or throw anything out of the window.

Be quiet when the bus is crossing railroad tracks.

9. Make sure that your polite behavior represents your good training from home
and St. Mary’s School.

o

Students waiting for bus transportation or for parents are expected to be model
representatives of St. Mary’s School. At no time are objects to be thrown at cars or buses
or obscene gestures given to other drivers.

Infractions of the above rules will be brought to the attention of parents. Continual abuse
of bus privileges will result in the denial of transportation.

b. Absence

When a student is unable to attend school, parents should call 269-683-9191 or fax 269-
683-8118 between 7:00 a.m. and 8:00 a.m., giving the student’s name, the teacher’s
name, and the reason for the absence. In case of communicable diseases, a doctor’s
permit may be required by the Health Department in order for the student to be
readmitted to class.

Absences authorized as “excused” are those caused by illness or family emergency.
Extensions of vacation periods for family convenience or trips scheduled on regular
school days are not considered legitimate reasons for absence from school.

Whenever students are absent due to illness, every attempt will be made by the staff to
assist in making up the work. However, if a student is absent for an unauthorized
reason, the school assumes no responsibility for making up the work.

If a child needs to leave school during the day for any reason, a note from the parent or
guardian should be given to the teacher on or before the given day. NO ONE IS
PERMITTED TO LEAVE THE PREMISES DURING SCHOOL HOURS
WITHOUT PERMISSION.

If children are ill before coming to school, parents are asked to keep them at home. This
will prevent spreading illness to other children, as well as avoiding unnecessary trips to
the school on the part of parents.

Emergency names and telephone number s, kept

extremely important and all families are expected to update this information as
necessary.
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ARRIVAL PROCEDURES

Gym Doors

North Facing l q

Students may be dropped off at the
North Facing entrance only.

Gymnasium

East Facing
Main Lobby Door

School
Church
Rectory
Children will be dismissed to the
North Facing Gym Doors.
**Morning Preschool children will be
dismissed through the front Lobby.
Cars Cars
Cars Cars
Cars Cars 44 Children will be dismissed
Cars Cars to the North Facing
Cars Cars Gym Doors. i
Cars Cars Door Bell
Gymnasium
School
Church Rectory
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c. Daily Schedule

7:40 a.m.-7:45 a.m. First Bell Rings for Morning Prayer and dismissal to class
2:40 p.m.-2:45 p.m. Close of the day Prayer and Dismissal

d. After School Club

St. Mary’s After School Club is a fully licensed day care program that is available to St.
Mary’s School students on regularly scheduled school days until 6:00 p.m. If you are
interested, please call the school office for more information. Registration fee and
paperwork must be completed prior to your child’s acceptance into the program. See the
After School Club Handbook for additional information.

e. Cancellation and/or Delays of School

Cancellation or delays of school may take place during extreme weather or other
emergencies. Parents and students are advised to listen to local radio and television
announcement for cancellations. The local television stations that will receive
notification from the schools are WNDU and WSBT. The local radio stations that

receive notification are WNIL, WAOR, and U93.

Do not call the parish center, the rectory, or individual teachers. For weather

related school <c¢closures or delays, St.

School policy. Attempts wi | thoobcsureard e
delays are specifically announced to the media, however if this does not happen,
please conform to the Niles Community School closure.

In the unusual circumstance where classes must be canceled during the school day,
faculty will determine that all students have satisfactory transportation and supervision at
their homes before releasing them.

DO NOT ALLOW A CHILD TO BE LEFT AT SCHOOL UNSUPERVISED. IF A
CHILD HAS BEEN BROUGHT TO SCHOOL AND SCHOOL HAS BEEN
DELAYED OR CANCELLED, THERE WILL BE NO SUPERVISION. ANY
CHILD LEFT AT THE SCHOOL UNSUPERVISED WILL BE BROUGHT TO
THE ATTENTION OF LOCAL LAW ENFORCEMENT OFFICIALS. THIS IS
FOR OUR CHI LDRENOGOS SAFETY.
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f. Safety
I. Emergency Drills

Fire drills are conducted as required by State Education Law. Students are also instructed
in procedures to be followed in the event of a tornado. Instructions for these emergencies
are as follows:

For FIRE DRILLS, the signal is a bell ringing with an unbroken sound. Each class has
an assigned escape route to an outside area a safe distance from the building. Children
move to these designated areas rapidly, quietly and an orderly manner. The escape plans
are posted inside the door of each classroom, in the library and in the gym. No one is to
re-enter the building until the designated signal has sounded.

For TORNADO DRILLS, the signal is bell ringing in a broken pattern. Students
proceed to the hallway, assume a position with head covered, and wait in silence for the
all-clear signal.

When an emergency signalk given, all persons within the building, including
faculty, staff, and visitors, MUST patrticipate in the drill.

1. Tornado Drill

St. Mary’s School, in keeping with regulations of the State of Michigan and the Diocese
of Kalamazoo, conducts three tornado drills during the course of the school year. All
persons within the school building must participate in the drill when the signal is given.

li. Emergency Information

In case of emergency, each student is required to have on file in the school office the
following information:

Name(s) of parent(s) or guardian(s).

Complete addresses.

Home and work telephone number, cell phone numbers are appreciated.
Emergency telephone number of alternate contact.

Physician’s name and telephone number.

Medical alert information.

oOUnpkwbhpE
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lii. Locked Door Policy

To ensure your child’s safety, all doors are kept locked during the school day. All doors

can always be used to exit the building. If you are visiting the school, please ring the
doorbell at the east lobby entrance so we can greet you. New for 2011-2012 and beyond:
Leaps and Bounds parents must use the east lobby doors for entrance when picking
up their child for morning session dismissal.

g. Lunchroom Rules

Students are expected to use good table manners, avoid wasting food, and clean up the
place where they were sitting during the lunch period. The following expectations apply
to all students:

Grace is said in the classroom before dismissal for lunch.

WALK to the table assigned to your class.

Raise your hand if you need assistance and wait for an adult to help you..

Talk quietly to the students sitting near you.

Use correct table manners. Sit properly, do not talk with food in your mouth.
Clean up your place (table, bench, chair, floor) when you have finished eating.
Place lunch box in the container provided, and put all trash in the barrel.

Food and beverages may not be taken outdoors.

NGO~ wWNE

h. Recess Policies / Playground Rules

Weather permitting, all students are given a recess at noon each day, and students in
primary grades may take a short recess in mid-morning and or mid-afternoon. Decisions
to have outdoor recess during cold weather depend upon the temperature and wind chill
factor, so students should always come prepared for outdoor recess. All students must be
on the playground during outdoor recess, with the exception of students whose parents
have provided a written medical excuse requesting that the child remain in the building
during scheduled outside breaks. Because children can never be left unsupervised, the
school would appreciate avoiding such requests unless absolutely necessary.

When the weather does not permit outdoor recess, students are to obey the classroom
rules and play quiet games. Running around the classroom or throwing items is not
permitted. Students are expected to abide by the following rules during outside recess.

1. Students are to observe playground boundaries-fenced in areas.

2. Fighting is strictly forbidden. Students who fight will be sent to the principal.

3. Adult supervisors must retrieve balls from the street at the end of recess.
STUDENTS MAY NEVER GO INTO THE STREET TO RETRIEVE
BALLS.
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4. Students must respect others: no offensive language, no name-calling,
inappropriate physical contact or other signs of disrespect.

5. Students who are uncooperative with others, or who refuse to obey the rules,
will be issued a discipline referral.

6. Students should report injuries to the playground supervisor immediately.

7. When weather does not permit outdoor recess, students are to obey classroom
rules and play quiet games. Running around the classroom or throwing items
IS not permitted.

8. Itis understood that teachers and adult helpers (playground supervisors,
school secretary, and lunchroom parents) are to be shown courteous behavior
and cooperation.

Students are to bring boots, gloves, coats, or items necessary during cold and snowy
weather. Children who do not have weather appropriate attire may be denied outdoor
recess. The school observes a Department of Education recommendation from the State
of Michigan which determines whether the outdoor temperature is too cold for

the children to go out. This is based on the day’s temperature as announced by the local
radio or television stations, as well as the wind chill factor.

I. Playground Supervision

School staff will supervise the playground during the morning and afternoon recess
periods of the primary grades. During the noon recess, the playground supervisors are in
charge of the playground. Students are to follow their directions at all times. Any
students who do not observe the playground rules will be reported to their teacher or the
principal by the playground supervisor. Misuse or destruction of school or playground
property will not be tolerated. Destructive behavior by the student may result in
suspension.

The playground is not supervised after school. Students are expected to leave for home
immediately after dismissalunless they have tutoring arrangements with a teacher or
attend the After School Club. Students not picked up by 3:00 p.m. will automatically be
sent to After School Club. The parent/guardian will be responsible for payment.

J. Other

i. Lost and Found Articles

Parents are encouraged to label each child’s jackets, sweaters, lunch boxes, and other
personal items. All clothing and other personal items which have been left on the
grounds, in the gym or lavatories, will be placed in the LOST AND FOUND BOX.
Money, jewelry, and other articles of value which are found will be with the School
Secretary. Students may claim their property after properly identifying item.
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ii. Visitors

All visitors to the school must report to the school office upon entering the building as
means of ensuring safety for our student. Parents are asked not taleliver lunches,
jackets, etc.directly to the classroom. This causes interruption of the lesson in
progress. Lunches, jackets and other objects, or messages for individual students should
be left in the secretary’s office for delivery at recess or noon break. A parent wanting to
observe a particular classroom must contact the principal for permission.

lii. Asbestos and Chemical Sprays

St. Mary’s School has an asbestos policy. The policy, including the location of the
asbestos, is available in the office. Interested individuals should inquire at the main
office. Further, it may become necessary to spray chemicals in or around the building;
these applications are generally limited to the summer months. St. Mary’s will notify
families no less than 24 hours prior to a chemical application if school is in session.
Additional information on the applications may be obtained in the office.

Vil. COMMUNICATION

a. Communication and Announcements

A major form of communicating school news, scheduled events and other items of
interest is in the weekly newsletter or student planner. Additional notices may be sent at
other times, i.e., a notice that school pictures will be taken the following day. Reminders
may also be sent regarding holidays or other school activities. Teachers send field trip
permission slips and other notices home with the student.

If a parent has a comment, concern or complaint about their student or a school issue, the
parent is encouraged to discuss the issue with the teacher first. Parents are asked to make
an appointment with the teacher directly. These meetings will be scheduled before 7:40
a.m. or after 2:45 p.m.

b. Conferences

Parent-teacher conferences are scheduled in the fall and spring of each year. These
conference times are very valuable to the educational program. It is not necessary to wait
for the scheduled conferences times if a parent has a special concern. Parent conferences
are encouraged and are arranged during the school year by note or call to the office.
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c. Non-Custodial Parent

St. Mary’s School abides by the provisions of the Buckley Amendment with respect to
the rights of non-custodial parents. In the absence of a court order, a school will provide
the non-custodial parent with access to the academic record and to other school-related
information regarding the child. If there is a court order specifying that there is to be no
information given, it is the responsibility of the custodial parent to provide the school
with an official copy.

d. Pictures

From time to time, photos will be taken of students, students’ activities, etc. The school
reserves the right to use these photos for news releases, the school’s website, the year
book, school-related video and slide presentations, marketing purposes, etc. A Photo
Release Authorization Forms must be completed by each family granting or denying
permission for the use of a child’s photo. Please refer to the appendix for the form.

VIIl.  DISCIPLINE

a. Discipline Code Goal and Definitions

GOAL: The goal of this policy is to create a consistent understanding of what the school
may define as conduct that is counterproductive to establishing a civil society as well as
preserving a safe and successful learning environment, and thus subject to disciplinary
action by the administration, faculty, and staff of St. Jude Catholic School. It also seeks to
prevent patterns of bullying before they become severe or entrenched. Student conduct
will be addressed in terms of specific documentable incidents and with consideration of
the individual’s history, following the protocol described below.

A Ai r p o riAirp&teecudtyis strict. One mention of a bomb or weapon and the
offending person will be arrested and questioned. In a similar way, we ask students not to
make safety a joking matter. Any reference, threat, or act—including spoken comments,
gestures, written text or images, or digital media—that depicts weapons, sex, drugs, or
other serious matter in setting not related to a curricular discussion, will result in
immediate referral to the office for detention and investigation. Any student or staff who
possesses knowledge of such language or action shall report it immediately to a teacher or
administrator.

Classroom Rules:Individual classroom teachers may establish their own system of rules
and procedures; so long as they are founded in good educational practice, preserve the
dignity of all students, and do not contradict any Diocesan or school-wide rules and
policies.
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Conduct refers to any action or failure to act that creates positive or negative physical,
social, or emotional consequences for other persons, especially as such actions pertain to
Catholic living, safety, inclusion, and the ability for teachers to establish an effective
learning environment. This policy is primarily concerned with actions that result in
negative consequences.

Equivalencewill hold that when an altercation occurs, all participants may be held to an
equal degree of fault, regardless of who “started” the encounter or whether one claims to
act in self-defense. The decision to use violence rather than walk away, call for help, or
talk through the situation does not excuse accountability for aggressive reactions.
Reasonable attempts will be made to discern the particulars and assign fault accordingly,
documenting any cause for differential treatment.

Harassmentis as any action, threat, communication, or series of such events that cause
another individual to experience significant real or potential psychological or emotional
stress. Harassment may be considered a form of bullying; it may be sexual or violent in
nature, but not necessarily either one of those. Harassment can also have legal
implications.

In-school suspension- If a student’s actions have been deemed significantly disruptive
or contrary to the policies, rules, or learning environment of the school, but not so unsafe
as to warrant an out of school suspension, a student may be expected to attend school, but
perform their academic requirements in an isolated setting. If a student needs guided
supervision during a period of in-school suspension, as required by the administration, the
school may hire a substitute teacher for that purpose and the parent will be responsible for
paying for the cost of that supervision.

b. Discipline Code Scope

This policy applies to all school-sponsored events—those occurring on or off school
premises, but funded by, supported by, or relating to a student’s enrollment at St. Mary’s
School. Examples include athletic events, off site performances, and field trips. Given
safety concerns, students on field trips may be held subject to additional standards of
behavior as communicated through advanced written instructions as well as ongoing oral
directives from teachers, chaperones, and host site personnel.

The school is the owner and “co-tenant” of lockers and desks, and therefore possesses full
authority to search the possessions therein, including backpacks, at any time. The school
also reserves the right to view or read the contents of any notebook or folder, whether
used at school for academic purposes or brought from home (such as a personal diary),
due to concerns about having to act on credible information concerning student safety or
health.

The school may impose consequences for situations originating beyond the school
context, but which become manifest in the school environment to the extent that they
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undermine a safe and orderly environment. The school may also act when disruptive
activities occurring off school premises affect its reputation or operation. This includes
the use or misuse of technology—including both personally-owned and school-owned
hardware, devices, or networks as well as the inappropriate use of the internet in general.

c. Causes for Action and General Consequences

The following charts will be used to guide school staff in assigning appropriate
disciplinary consequences. These guidelines may be adjusted with administrative
approval based on mitigating conditions, severity of the incident, age/grade of the student,
or history of occurrences.

ACADEMI C PENALITES i Although strictly not a part of the di
academic consequences. We prefer that acade mic penalties be distinct from disciplinary ones. This information is being provided h
for that reason.

These consequences apply PRIMARILY to grades 2-6; K-1 teachers are encouraged to address academic problems on a one-on
basis with the student and/or parent. However; elementary grade teachers may also choose to establish their own set of practices
consequences that are consistent among the grades.

Problem Range of Response
* 1 or more missing homework assignments or any subject below a C-|* Loss of Fun Friday

* 3 or more homework assignments missing in any subject « After school detention (held once every two weeks on Thursday afternoon,
duration 1 hour; primarily to complete any missing work).

***NOTE: After school detention will supersede ALL other extracurric|
obligations. If the student does not attend the assigned date, the par|
will be asked to pay $25 for a teacher to supervise the student on ar|
alternative afternoon within one week. No extracurricular participatio
will be allowed until the detention has been served.

» Academic cheating or plagiarism * After school detention

* Loss of grade

« Suspension or expulsion - depending on severity or repeated instances.

* 2nd after school detentions in one quarter * Conference that includes the principal, homeroom or other relevant teachers,
student, and both parents. Further consequences or plan of action will follow
from the meeting.

ATTENDANCE

Problem Range of Response

* Student arrives tardy, but does not check in at the office (Grades K-|* Friday Lunch Detention

6)

« Student accumulates 3 or more unexcused absences within one * Conference with administration, parent and student

quarter without sufficient or reasonable explanation
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LEVEL 1 i Probl ems that

should be addressed by teachers, s
addressed and corrected within the moment itself, with little administrative follow-up. Such actions and potential consequences are
described, but not limited to those listed below:

Conduct

Range of Response

* Unauthorized location on campus
« Disrespectful language or gesture
* Excessive talking in class

* Disregards simple instructions

* Potentially reckless actions

« Littering

* Actions resulting in minor injury or disruption

* Correct problem or redo procedure

* On the spot intervention/mediation with peers
* Classroom procedure or consequence

* Lunch/recess detention

* Loss of non-academic privilege(s)

» Work in a separate location during the class period in which the incident
occurs

* In-school service hours

» Written/oral apology

* Written reflection

* Other: with administrative approval

* Possession of portable electronic device

* Ist - returned directly to the parent

* 2nd -returned directly to the parent after 3 school days or $10 fee (required
to bring item to office every morning for safekeeping

* 3rd —returned directly to the parent after 10 days or $25 fee (additional
restrictions/consequences to be specified in writing

* 3 or more lunch detentions in a one month period

« After school detention (held once every two weeks on Thursday afternoon,
duration 1 hour; students assigned to after school detention for disciplinary
reasons will NOT be allowed to use the time as a homework/study period. The
detention may include a period of service time such as washing desks or taking
out trash).

***NOTE: After school detention will supersede ALL other extracurric
obligations. If the student does not attend the assigned date, the pari
will be asked to pay $25 for a teacher to supervise the student on ar|
alternative afternoon within one week. No extracurricular participatio
will be allowed until the detention has been served.

* 2nd after school detention in one quarter (regardless of cause)

« Conference that includes the principal, homeroom or other relevant teachers,
student, and both parents. Further consequences or plan of action will follow
from meeting.

LEVEL 2 i Problems that

shwult & be ea ddrienscsiTasidypbdfprdbiame gepermlly ectuizes follow-up with the
homeroom teacher and parent. Such actions and potential consequences are described, but not limited to those listed below:

Conduct

Range of Response

* Objects used or possessed in a hazardous manner

« Blatant public use of vulgarity, crude language
* Brief physical/angry exchange

» Insubordination to faculty/staff

« Stealing/forgery/damage/vandalism

* Frequent repeat of level lincidents

* “Airport rule”

* “Boundaries” violations

* Documented harassment

* Prolonged physical/angry exchange

* Actions resulting in moderate injury/disruption
* 2nd level 2 event in same year

* Office Referral

* Detained/sent home pend. investigation
* Behavior plan/contract

* Peer-to-peer mediation with principal

« After school detention (see above)

« Partial or full day in-school suspension
* Additional level 1 consequences

*» Immediate Office referral
* Further action determined by type of incident and findings
* Additional level 1 or 2 consequences

* Violation of Acceptable Use of Technology Policy

« Office referral

« Further action determined by findings
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LEVEL 3i Problems that should be addressed primarily by principal wi t h
or integrity of the learning environment. Incidents will require follow-up with the principal, student, and parent in addition to the teacher. Such actions and
potential consequences are described, but not limited to those listed below: Such actions and potential consequences are described, but not limited to those li
below:

Conduct Range of Response

* Interferes with school mission/blatantly violates Catholic teaching |* Office Referral

* Prolonged fighting/verbal outburst * Detained/sent home pending Investigation
* Actions resulting in significant injury/disruption » Contact law enforcement

* 3rd level 2 event in same year » Home suspension (1 or more days)

» Home leave pending medical/ psychological consultation
« Additional level 1 or 2 consequences

* Possession of firearm or deadly weapon * As described above
* 2nd level 3 event in same year * Expulsion hearing

d. Harassment / Bullying

Everyone at St Mary’s School is committed to making our school a safe and caring place
for all students. We will treat each other with respect, and we will refuse to tolerate
bullying in any form.

Bullying prevention programs can help to provide a safe environment in which teachers
can teach and students can learn.

St Mary’s School believes that providing an education environment for all students,
families and faculty free from harassment, intimation, or bullying supports a total learning
experience that promotes personal growth, healthy interpersonal relations, wellness, and
freedom from discrimination and abuse. Therefore, harassment, intimidation or bullying
are forms of dangerous and disrespectful behavior that will not be tolerated.

It is our belief that “Bullying is participation in any intentional behavior that causes
physical, emotional or social damage through the abuse of power.” This can be done
either through physical size, social status, intelligence, or other factors that makes the
bully powerful.

Examples of bullying include:
1 Repetitive instances of hurting someone physical such as hitting, kicking, tripping,

pushing

Stealing or damaging another person’s things

Ganging up on someone.

Teasing someone in a hurtful way.

Using put-downs.

Touching, showing or making reference to private body parts.

Spreading rumors about someone.

Leaving someone out on purpose or trying to get other kids not to play with

someone.

91 Cyber-bullying: the use of the internet or electronic device to harass, intimidate,
embarrass, or hurt the feeling of another student.

= =4 4 -8 -8 -5 -9

Staff at our school will do the following things to prevent bulling and help children
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feel safe at school:

1
1
1

= =4 -8 -8

Closely supervise students in all areas of the school and playground.
Watch for signs of bullying and stop it when it happens.
Respond quickly and sensitively to bullying reports using the following coaching
model (The Four A-Response Process):

0 Affirm the child’s feelings.

0 Ask questions.

0 Assess the child’s safety.

0 Act.
Take seriously the students and parents’ concern about bullying.
Look into all reported bullying incidents.
Assign appropriate consequences for bullying based on the school discipline code.
Provide immediate consequences for retaliation against students who report
bullying.

Students at our school will do the following things to prevent bullying:

T

= =4 -8 A

Determining what is bullying and not varies upon individual children’s age and
maturity. When in doubt ask an adult.
Treat each other with respectfully.
Refuse to bully others.
Refuse to let others be bullied.
Bystanders have a responsibility to assist victims in a variety of ways, including
but not limited to the following:
0 Refuse to watch, laugh, or join in when someone is being bullied.
o Tryto include everyone in play, especially those who are often left out.
0 Report bullying to an adult.
o0 Remove victim from bullying situation by inviting him/her to join a
different activity with you.
o Distract bully by inviting him/her to join you in a positive activity.

Parents at our school will do the following to prevent or address bullying:

Parents will become an integral member of the process in order to ensure a bully-free
environment. When a child reports bullying, utilize the flowing coaching model (Four A-
Response):

T

T

Affirm the child’s feeling.
0 “You were right to report/get help from an adult.”
0 “I’'m glad you asked for help with this.”
Ask questions.
“Tell me more about what happened.”
“Has this happened before?”
“Did anyone try to help you?”
“Are you telling me this to get someone in trouble or to keep someone
safe?”

(0]
(0]
(0]
(0]

1 Assess the child’s safety.
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0 Determine what the child neds to feel safe now.
1 Act
0 Be sure to contact the school personnel to report the situation.

e. Vandalism

Our school and school equipment are St. Mary’s School property. Willfully damaging or
destroying this property is cause for immediate suspension and possible expulsion.
Vandal damage must be paid before the student is allowed to return to class. If a student
accidentally causes damage, he/she should report it to the teacher immediately, so that the
damage is not construed as deliberate vandalism. In a day-to-day living of the Seventh
Commandment (“Thou shall not steal”), St. Mary’s students are expected to show respect
for school property, as well as another’s property, at all times. School furniture, doors,
windows, etc., should be used in such a way as to avoid damage.

f. Drug Free School Zone

St. Mary’s School makes an effort to provide a school environment which is completely
free of drugs.

Students in grades Kindergarten through 6th grade will be given age-appropriate
instruction in substance abuse prevention, clearly teaching that possession and/or use of
such substances is wrong and harmfulSchool policy states that the term “drugs” also
includes, but is not limited to, prescription medication, alcohol, tobacco, “look alike”
drugs, and candy/toys that resemble drugs.

STUDENTS ARE NOT PERMITTED TO HAVE ALCOHOL, TOBACCO, OR DRUGS
IN THEIR POSSESSION.

STUDENTS ARE NOT PERMITTED TO HAVE PRESCRIPTION MEDICATION IN
THEIR POSSESSION.

STUDENTS ARE NOT PERMITTED TO HAVE NON-PRESCRIPTION
MEDICATION IN THEIR POSSESSION.

STUDENTS ARE NOT PERMITTED TO HAVE ANY CANDY OR TOYS THAT ARE
INTENDED TO RESEMBLE ALCOHOL, TOBACCO, OR DRUGS IN THEIR
POSSESSION.

For the policies and procedures for prescription and non-prescription medication, please
see the appropriate section of this handbook titled Medication.

Students, employees and parents of St. Mary’s School are equally responsible in
accepting these standards of conduct. Compliance is mandatory and any person in
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violation is subject to sanctions as follows:

1. Notification of parents upon the discovery of a student involved in the sale,
possession, or use of drugs, tobacco, or alcohol on school property.

2. Removal of the student from school property.

3. A conference will be held in a timely manner with the student, school staff, and
parents. The conference will be held to determine the best course of action for
the school and student. A rehabilitation program MAY be recommended at
this time.

4. If the student fails to cooperate with the rehabilitation program or relapses into
unacceptable conduct, the school may proceed with expulsion, and if
necessary, engage a referral for prosecution.

In a resolution adopted at the September 10, 1990, School Board meeting, St. Mary’s
School has been declared a DRUG FREE ZONE.

g. Weapons

The safety and welfare of our student must be a prime concern of all school community
members. Therefore, the school environment must be kept free of all weapons and
explosive devices. Students who use, possess, handle, transmit or conceal any object
which is or could be considered a dangerous weapon or instrument of violence, shall face
immediate suspension and/or expulsion. (This policy #4131.0 was sign by the most
Reverend Alfred J. Markiewicz, Bishop of Kalamazoo, 5/5/95.)

IX. CLASSROOM OPERATIONS

a. Homework

Homework is important. It is an extension of the learning that takes place in school.
Homework can provide practice and drill that reinforces classroom learning, and can
provide opportunities for independent study, research and creative thinking. Parents can
help their children by arranging a quiet, comfortable place for them to work and by seeing
that their assignments are completed. Parents should NOT do the work for their children,
since that reduces the effectiveness of the assigned task, and limits the child’s efforts to
learn independently.

Teachers make an effort to assign an appropriated amount of work according to the age
and abilities of the students. Children in Kindergarten and First Grade might be expected
to work at an assigned task for ten to fifteen minutes, Second and Third Graders for
twenty to thirty minutes, and Fourth Graders thirty to forty-five minutes. Fifth and Sixth
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Graders, who are involved in a departmentalized schedule, might expect to work forty-
five minutes to an hour, accomplish assignments for two teachers and learn to budget
time for long-term assignments. Children are encouraged to keep a record of assignments
in a small notebook so that specific directions can be recorded.

Whenever students are absent due to illness, every attempt will be made by faculty and
staff to aid the students to make up work. Students in 4th thru 6th grades are expected to
ask the teacher for their assignments. All parents are encouraged to send notification
requesting missed assignments. However, if a student is absent for an unauthorized
reason, the school assumes no responsibility for making up the work.

Procedure for obtaining make-up work:

1. Parents may request the assignments from the teacher(s) by 11:00 a.m. of the
day of the absence, by note or telephone call.

2. The work may be picked up in the school office at dismissal time by the
parent, guardian or siblings who attend St. Mary’s School.

3. Parents are asked not to interrupt valuable teaching time to ask teachers for
make-up work, or to go to the classrooms for work during school hours.

b. Textbooks

Textbooks and workbooks are furnished for the academic year. Consumable books are
indicated by the classroom teacher. For book fees refer to the appendix. Students are
expected to take care of books. If a textbook or library book is lost, misused or damaged
beyond reasonable wear, the student shall replace the book or pay the value of the book.

c. Classroom Parties

Three classroom parties will be held to celebrate Halloween, Christmas, and Valentine’s
Day. Room parents organize the celebrations with the help of other parents from the
classroom. Treats may be brought for a student’s birthday. Please work out details for
this in advance with the child's homeroom teacher. Be sensitive to individual allergies
When considering classroom treats. For the safety of the child, consult with your child’s
teacher prior to bringing in any treat.

Handing out invitations to private parties in the classroom is discouraged, unless all
students or one gender of students are invited.
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d. Field Trips

Field trips within our city and to nearby points of interest are scheduled by teachers

throughout the school year. These field trips are designed to supplement the curriculum

and introduce students to the resources in the community is a. Participation in the field

trips is aprivilege and may be revoked at the discretion of the teacher or

administration due to disruptive behavior or conduct. Failure to have other

necessary class assignments tueonpHeet e i ncl udi
planner may result loss of the field trip privilege.

Parents will receive notices of the field trips in advance of trip and will be asked to sign
field trip permission forms, returning them to the teacher on or before the day of the
excursion. WITHOUT THE WRITTEN PERMISSION OF A PARENT OR
GUARDIAN, STUDENTS WILL NOT BE PERMITTED TO LEAVE THE
SCHOOL GROUNDS. Sometimes a small amount of money will be requested from
each student to help defray transportation or facility use costs.

Parents are encouraged to help provided transportation for these field trips when possible.
In adherence to Diocesan policy designed to provide for the safety of the students, parent
who provide transportation for class field trips must fill out the DRIVER
INFORMATION SHEET (sample located in Appendix) and have a license in good
standing. This form is kept on file throughout the year. A driver who has filled out the
form for one class trip need not repeat the paperwork for subsequent field trips. Student
can be denied participation in attending without completed proper diocesan form.

Drivers must have att endeaminarardcompleatalli ng God?éd
appropriate paperwork.

If a student forgets to bring home the form distributed by the teacher, a parent may make
a copy of the approved PARENT PERMISSION FORM FOR FIELD TRIP
PARTICIPATION (see Appendix) filling in the necessary information, signing the form
and returning it to the teacher.

e. Assemblies

Assemblies are planned periodically as special events on the school calendar. Assembly
themes include cultural presentations, speakers of interest, seasonal or patriotic
presentations, student productions, and awards. Attendance at assemblies is a privilege.
Attention to etiquette and good citizenship is expected of all students.

Page | 34



f. Backpacks and Bags

Students are given space in the classroom to hang their bags and backpack. Student’s
desks are considered the property of the school. It may be necessary to search the desks
and or backpacks. Such searches are the reserved right of the school under Public Act 87
of 2000. Bags and backpacks will be searched if school officials feel there is just cause.
Parents will be notified if a search was necessary.

g. Electronic Devices

Since staff is unable to monitor suitable content, students are not allowed to bring any
personal electronic device (hand held gaming devices, C.D. players, iPods, MP3 players,
etc.) into the school building at any time during the school day.

If a student requires a cell phone, the cell phone must remain in the “off” position in the
student’s backpack during school hours. Use of the cell phone during school hours is not
permitted.

Violations of this policy will result in the confiscation of items by the school
administrator. Refer to the discipline policy for violations.

If an electronic device is needed for a medical purpose, refer to the Health / Wellness
section of this handbook.

h. Gum

St. Mary’s School does not permit gum. Students are expected to comply with all aspects
of this policy. Parents should support this school policy by refraining from sending gum
as a birthday treat during school time.

I. Telephone

The office telephone is a business telephone, used by the students only in an emergency.
Students are not allowed to use the telephone to make personal arrangements (such as
requesting a parent’s permission to go to another student’s home after school).
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X. HEALTH /WELLNESS

a. Wellness Policy

St Mary’s School recognizes that our bodies are a gift from God. We recognize that the
Holy Bible teaches us to live a life that promotes entering God’s Kingdom, Heaven. That
life-style includes treating out bodies as God has commanded. St Mary’s School is
committed to providing an environment that promotes and protects our children’s health.
We strive for spiritual and physical well-being. We nurture our children’s God given
gifts by promoting healthy eating habits and physical activity.

Therefore, it is the policy of St Mary’s School that:

1 Nutritional and physical education programs at St. Mary’s School are developed
with input from parents, teachers, food service professionals, health professionals,
and other interested community members.

1 All students, Pre-K through grade six, will receive nutrition education that
promotes healthy eating both at school and outside of school.

1 Healthy food choices should be provided when foods are included in classroom
celebrations.

9 Snacks that are provided, brought in, and/or sold at St Mary’s School will include
healthy food choices.

1 All students at St. Mary’s School will be encouraged to develop life-long healthy
eating and physical activity habits through participating in physical education
classes and active recess programs.

1 The wellness policy’s implementation will be monitored by the principal and
teachers in the school.

b. lliness or Injury

In case of illness or injury, a student will be cared for temporarily by a member of the
school staff, who will only render first aid treatment. If emergency medical treatment is
necessary, the parents will be contacted. Every attempt will be made to notify parents
when an injury has occurred.

Parents will also be notified when their child may have been exposed to a communicable
disease.

b. Immunization

State law requires that every student admitted must provide evidence of a complete
vaccination record. Students will not be admitted until the child is current on all state
required immunizations.
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Kindergarten students must also provide proof of immunization, including chicken pox
(or proof of immunity), as well as a physical examination by the family physician by the
end of September of the kindergarten year.

c. Medications

School policy prohibits the administering of medication, including non-prescription
drugs, to any student without written permission from a parent and written instructions
from a doctor. Parents must directly deliver all medications (not sent with the child) that
are to be administered to their children. All prescription and non-prescription medications
that students bring to school must be in the original container, and be accompanied by a
doctor and parent/guardian signed “Authorization for Administration of Medications by
School” form, which may be obtained at the school office. The child's name, room
number, and dosage must be marked on each item. Prescriptions handed in at the office
for short-term use may be picked up at the office at the end of the school day. A daily log
is maintained for all medications administered to a student.

In the event of an emergency, first aid will be administered, and the school will attempt to
notify the parent immediately. For this reason, it is imperative that the school has a
phone number where a parent may be reached. The school must be notified if any child
suffers from epilepsy, asthma, allergies, or other conditions that might cause fainting or
other emergencies, so that the proper procedures might be followed with the least
possible trauma for the child.

Xl. FACULTY / STAFF / VOLUNTEERS

a. Criminal Backgr ound Check

All administration, faculty, staff, and volunteers at St. Mary’s School are required to
submit to a criminal background check which will be confidentially managed by the
Office of Schools — Diocese of Kalamazoo.

b.Pr otecting GOVMRTWS Chi l dr en/

In accordance with Diocesan Policy, every person associated with St. Mary’s School to
participate in a training session titled “Protecting God’s Children”. This event helps the
participants to become aware of the warning signs of sexual abuse. Also, participants can
receive important information regarding appropriate actions to take if abuse is suspected.
All paid staff, including teachers, maintenance, clerical, aides, and the principal must
attend one session. All members of the LCAB, Lion’s Pride Parent Advisory Council
(PAC), and any volunteer or adult with regular contact with the children of St. Mary’s
School must attend a session. Any adult chaperone for an overnight trip must attend a
session and complete appropriate paper work.
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c. Volunteers

St. Mary’s School considers its parent volunteers an essential resource. Parents are
expected to help as room parents or aide in other special programs. Please let a member
of the faculty or staff know if you have time or skills you can share to make our school a
more exciting place for students to learn and grow. Anyone who volunteers is required to
attend a “Protecting God’s Children”/Virtus program and complete appropriate paper
work.

In accordance with Diocesan Policy, every person associated with St. Mary’s School is to
participate in a training session titled “Protecting God’s Children”. This event helps the
participants to become aware of the warning signs of sexual abuse. Also, participants can
receive important information regarding appropriate actions to take if abuse is suspected.
All paid staff, including teachers, maintenance, clerical, aides, and the principal must
attend one session. All members of the LCAB, Lion’s Pride Parent Advisory Council
(PAC), and any volunteer or adult with regular contact with the children of St. Mary’s
School must attend a session. Any adult chaperone for a school sponsored trip must
attend a session and complete appropriate paper work.

d. Substitute Teachers

Every student will periodically be taught by a substitute teacher. The most common
reason for using substitute teachers occurs when a regular teacher is ill. Sometimes,
substitutes are used when a regular teacher is on leave for a family emergency, for
professional training, or for jury duty. Students are expected to be courteous to substitute
teachers and to cooperate so that the school day runs smoothly. Any misconduct will be
dealt with immediately by the principal.

Xll. DRESS CODE

Uniforms are to be worn the first day of schoolfor Begindergarten through sixth
grade.

The following pages give details to the dress code for both Boys and Girls.
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BOYS

Clothing Item Requirements Grade

Tops

Dress Shirt White or light blue K-6th

Collar Shirt Nawy blue, light blue or white two or three button,

long or short sleeved, plain

Sweater Nawy or light blue, long sleewe, cardigan, crew neck, or v-neck

Sweatshirt Navy non- hooded, mu s t have |St .
Bottoms

Shorts Nawy, classic style (i.e. Dockers) past fingertip lengths

may be worn weather permitting.

Slacks or Cords Naw, classic style (i.e. Dockers) only, no flares, natural waist

Required Accessories

Socks Blue or white only.
Shoes
Dress Shoes May be worn year round.
Sandals Brown or black, closed back only, may be worn between
March 31st and October 31st
Tennis Shoes May be worn year round, no rollers allowed
Optional Accessories
Belts Naw, brown, or black, plain, no wider than 1 to 1 1/2 inches,
must be visible, plain belt buckle
Jewelry Wrist watches and religious necklaces only
PE Clothing Shorts fingertip length or long must be worn at the waist. 3rd - 6th

Shirts must hawve sleeves. Tank tops are not appropriate.
Appropriate gym shoes.

- All shirts must be tucked in. Please make sure shirts are long enough to stay tucked in.

- Pants must be classic style (i.e. Dockers). No cargo extra pockets, loops, or buttons allowed.
No flares of any width (i.e. the ankle cannot be any wider than the knee).

All clothing must be in good repair and properly proportioned for the child.

- Hairstyles should not be overly conspicuous or distracting. Some examples of this include

(but are not limited to) non-natural coloring and partial shaving. Hairstyles must exemplify
a clean-cut appearance.

- Body art such as piercings and tattoos, if in any way distracting, as determined by the
administration, is not allowed.
All items listed above may be found in French Toast, Schoolbelles, Educational Outfitters or
Lands End catalog. Many local stores carry uniform school wear. If you do not purchase from
these companies, you must be sure the items look exactly like those featured in either of the
above-mentioned catalogs/stores.
Our uniform policy allows only the above-mentioned wear. In the past, many varieties of styles have
been accepted. Current styles and fad clothing are not acceptable.
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GIRLS

Clothing ltem Requirements Grade
Tops
Knit Shirt Navy blue, light blue or w hite collared, tw o or three button, K - 6th
long or short sleeved, plain
Sw eater Navy, light blue or w hite long sleeve, cardigan, crew neck, or v-neck
Sw eatshirt Navy ,non-hooded
Dresses
Jumper Navy blue
Skirt, Skort Navy blue
Polo Dress Navy blue
Bottoms
Shorts or Skorts Navy, classic style (i.e. Dockers) only, Shorts past fingertip lengths
may be w orn w eather permitting.
Slacks or Cords Navy, classic style (i.e. Dockers) only, no flares, natural w aist, no leggings
worn as slacks.
Required Accessories
Socks (tights) Navy or w hite socks, tights may be solid navy or w hite
Girls 5™ and 6™ may w ear flesh colored nylon hosiery.
Leggings may be worn with a dress or skirt only.
Shoes
Dress Shoes May be worn year round, closed back only
Sandals Brow n or black, closed back only, may be w orn betw een
March 31st and October 31st
Tennis Shoes May be worn year round, no rollers allow ed
Optional Accessories
Belts (with slacks and shorts) | Navy, brow n, or black, plain, no wider than 1 to 1 1/2 inches,
must be visible, plain belt buckle
Jew elry Simple earrings, wrist w atches and religious necklaces only
Hair Accessories Only navy, light blue, w hite headbands, barrettes, ribbons, bow s, etc
Make Up Make up is not permitted.
PE Clothing Shorts fingertip length or long must be w orn at the w aist. Shirts must have 3rd - 6th
sleeves. Tank tops are not appropriate. Appropriate gym shoes.
- All shirts must be tucked in. Please make sure shirts are long enough to stay tucked in.
- The length of skirts, jumpers, and shorts must be within 4 inches of the knee (measured fromthe floor as the student kneels.)
- Pants must be classic style (i.e. Dockers). No extra pockets, loops, or buttons allow ed. No flares of any width (i.e. the ankle
any w ider than the knee).
- Uniforms must be clean and in good repair and properly portioned to the child.
- Hairstyles should not be overly conspicuous or distracting. Some examples of this include (but are not limited to) non-natural g
partial shaving. Hairstyles must be neat in appearance.
- Body art such as piercings and tattoos, if in any w ay distracting, as determined by the administration, is not allow ed.

Allitems listed above may be found in French Toast, Schoolbelles, Educational Outfitters, or Lands End catalog. Many local store

carry uniform school wear. If you do not purchase fromthese companies, you must be sure the items look exactly like those

featured in either of the above-mentioned catalogs/stores.

Our uniform policy allow s only the above-mentioned w ear. In the past, many varieties of styles have been accepted.

Current styles and fad clothing are not acceptable.
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P/3, P/4, P/5 STUDENTS: These students are not required to wear uniforms. Students
are expected to dress in a manner that is neat and appropriate for playing and school.

All clothing must be in good repair and properly proportioned for the child. Any attire or
personal appearances that are distracting to the Christian educational environment will
not be tolerated. Parents will be notified if attire is inappropriate.

Occasionally St. Mary’s School will have days when uniforms are not required. The
attire for these days must remain suitable for our Christian educational environment.
Denim clothing maybe permitted if the clothing is in good repair and properly
proportioned for the child.

Sprit Wear may be worn on Friday’s and other specially designated days to be
communicated by the School Staff.

UNIFORM VIOLATIONS

Parents will be notified in writing of the uniform violations. A student may receive
a conduct slip with repeated violations.

XIMl.  AMENDMENT TO HANDBOOK AND HANDBOOK AS
AGREEMENT

a. Amendment to Handbook

The Local Advisory Council Board reserves the right to amend any portion of this
Handbook at any time. Generally, annual amendments are presented to the LACB by the
school principal by or before the August LACB meeting for implementation into the
Handbook for the then imminent school year.

b. Handbook as Agreement
See Parent Signature Page following.

XIV. APPENDIX
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All contents of this handbookare informational, not contractual.

NOTICE OF ACKNOWLEDGEMENT

It is most important that parents and school work together to educate the
children in our school. Please read the Handbook as soon as you can. Talk
about the rules with your child(ren), so they understand that you support the
school rules. Please sign and return the bottom portion to school. Thank

Youl!

Parent Agreement

We have read the Handbook and agree to follow the policies and procedures
described.

Family Name:

Date:
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Anti -Bullying Pledgei Students
(K-6")

We the students of St Mary’s School agree to join together to stamp out bullying.

We believe that everyone should enjoy our school equally, and feel safe, secure and
accepted regardless of color, race, gender, popularity, physical appearance, athletic
ability, and intelligence. Students are encouraged to recognize the presence of Christ in
themselves and others.

Bullying can be pushing, shoving, hitting, as well as name calling, making fun of,
laughing at, and excluding someone. Bullying is any repeated mean look, gesture, word
or action that hurts a person’s body, things, feeling, or friendship. Bullying involves a
power difference with intent to harm or upset the victim. Bullying causes pain and stress

to victims and is never justified or excusable as “kids being kids”, “just teasing” or any
other rationalization. The victim is never responsible for being a target or bullying.

By signing the pledge, we the students agree to:

1. Value student differences and treat others with respect.

2. Not become involved in bullying or be a bully.

3. Be aware of our school’s policies and support system with regard to

bullying.

4. Report all bullying immediately and honestly to a teacher or other adult.
Be alert in places around the school where there is less adult supervision
such as bathrooms, hallways, and stairwells.
Be supportive to students who have been bullied.
7. Include people who want to join my group during lunch, recess, and other
activities.
Share my concerns about bullying with teachers and parents.
9. Work with teachers and students to help stop bullying in my school.

o

o

2

Student’s Name:

Date:




Anti -Bullying Pledgei Parents

The parents of agree to join together to stamp out
bullying at our school.

We believe that everyone should enjoy our school equally, and feel safe, secure and
accepted regardless of color, race, gender, popularity, physical appearance, athletic
ability, and intelligence. Students are encouraged to recognize the presence of Christ in
themselves and others.

Bullying can be pushing, shoving, hitting, as well as name calling, making fun of,
laughing at, and excluding someone. Bullying causes pain and stress to victims and is

99 G6y

never justified or excusable as “kids being kids”, “just teasing” or any other
rationalization. The victim is never responsible for being a target or bullying.

By signing this pledge, we the parents agree to:

1. Keep our children informed and aware of school bullying policies.

2. Work in partnership with the school to encourage positive behavior, valuing
differences and promoting sensitivity to others.

3. Discuss regularly with their children their feeling about school work, friendship
and relationships.

4. Inform teachers of changes in their children’s behavior or circumstances at home
that may change a child’s behavior at school.

5. Alert teachers if any bullying has occurred.

Please sign and return to your child’s homeroom teacher.

Signed By:

Printed Name:

Date:




ST. MARY’S SCHOOL FUNDRAISING
PROJECT AND EVENT
REQUEST FORM

SECTION ONE: TO BE FILLED OUT BY THE ORGANIZATION REQUESTING THE
FUNDRAISING ACTIVITY. FORWARD ALL REQUESTS TO: LCAB or Principal

Today’s Date Date of Fundraiser

Sponsoring Group

Address & Phone

Description of Fundraiser

Purpose of Fundraiser

Anticipated Financial Goal

Time Frame of Fundraising Activity: Begins Ends

Location of Fundraiser

Signature of Sponsoring Adult

Additional Comments

SECTION TWO: TO BE COMPLETED BY PRINCIPAL
This fundraising activity has been approved

Note:

This fundraising activity has been rejected

Note:

Signature of Principal

Date

I f the use of tidineeded ctHemasrangesments anust be made iethe School Office.



ACTIVITY REQUEST FORM

SECTION ONE: To be filled out by the organization requesting the activity and submitted two (2) weeks
prior to the event. FORWARD ALL REQUEST TO: Principal

Today’s Date Date of Activity

Sponsoring Group

Description of Activity

If Fundraiser, Purpose

Time Activity Begins

Ends

Location Transportation Needed?

Special Needs

Signature of Staff

Chairperson

Additional Comments:

SECTION TWO: To be completed by Principal
This event has been approved and placed on the school calendar.

NOTE:

This event has been rejected because

Signature

Date

This form, WHEN RETURNED, is official approval of your event.



#OF CHILDREN

W WN -

#OF CHILDREN

W WwWN -

St. Mary’s School

TUITION SCALE

KALAMAZOO DIOCESE PARISHIONER RATE SNl
Education with Higher Aspirations

ANNUAL COST MONTHLY FEE (11 MTH PLAN)
$2,800.00 $254.55
$4,550.00 $413.64
$6,125.00 $556.82
PRORATED AT SAME SCALE

NON-DIOCESE PARISHIONER RATE

ANNUAL COST MONTHLY FEE (11 MTH PLAN)
$3,700.00 $336.36
$6,850.00 $613.64
$9,450.00 $859.09
PRORATED AT SAME SCALE

LEAPS AND BOUNDS

#1/2 DAYS PER WEEK ANNUAL COST MONTHLY FEE (11 MTH PLAN)

2 (P3) $1,100.00 $100.00
3 (P4) $1,210.00 $110.00
5 (P5) $1,650.00 $150.00
5 FULL DAYS  $2,800.00 $254.55
OTHER FEES:

REGISTRATION FEE: $50 PER FAMILY BEFORE MAY 13™ 2011

$75 AFTER MAY 13™ 2011

ADMINISTRATIVE FEE:  $25 (NEW FAMILIES - ONE TIME FEE)

Families Believe, Children Achieve



