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ARCHDIOCESAN POLICIES AND PROCEDURES
1. GENERAL INFORMATION

1.1. Code of Christian Conduct Covering Students, Parerst Guardians
and Other Responsible Adults

The Archdiocese deeply appreciates the choice f{saaenl students make to enroll in its
parochial elementary schools and secondary schbalby, this is a commitment for life and
many families make considerable sacrifices of tané treasure to support their students
while they are in school. Often families and studerontinue this support even after
graduation because Catholic education makes aetiife. Indeed, Catholic schoalse
different.

All schools in the Archdiocese are intended to indrenments that educate, nurture and
support students according to the basic Christrarciples of charity and love of neighbor.
Everyone involved in the development of childred gouth — teachers, administrators,
parents, family and friends — is required to behawccordance with these principles.

Our Christian principles provide that:

Parents or guardians are expected to work coutteand cooperatively with the
school to assist the student in meeting the sch@addemic, moral and behavioral
expectations.

Students and parents or guardians may respectgisess their concerns about the
school operation and its personnel. However, thay not do so in a manner that is
discourteous, scandalous, rumor driven, disruptiweatening, hostile or divisive.
Parents, guardians or other responsible adultsimguit or abuse school personnel in
the presence of other school personnel, studemtarents on or adjacent to school
premises or at some other place where school peesare required to be in
connection with their assigned school activitieayrhe asked to withdraw their
student from the school.

Conduct that materially disrupts class work or @stirricular activities or that
involves substantial disorder will not be tolerated

These expectations for students, parents, guardiaother responsible adults include, but are
not limited to, all school-sponsored programs arehés €.g, extended care, athletics, field
trips, etc).

The school reserves the right to determine, idigsretion, when conduct is of such a severe
nature as to warrant immediate action without wagniThe action may include removal of a
family and its students from the school.



1.2 Zero Tolerance Policy

The Archdiocese of Los Angeles will not knowinglsségn or retain a priest, deacon,
religious, lay person or volunteer to serve imisishes, schools, pastoral ministries, or any
other assignment when such an individual is detgthio have previously engaged in the
sexual abuse of a minor.

Under the Zero Tolerance Policy of the Archdioceskeos Angeles, any person guilty of
sexual misconduct wita minor under the age of 18:

May not have any paid or volunteer assignment in anministry in the
Archdiocese, and

May not volunteer in any non-ministerial activity or event where he or she has
any possibility of more than incidental contact orsupervisory or disciplinary
power over minors.

Any parent or guardian who is a registered sexnoiée must contact the principal to discuss
the requirements in order to assure compliance théhArchdiocese of Los Angeles Zero
Tolerance Policy.

As a member of the Archdiocese of Los Angeles comiputhe school wants to assure that it
is in compliance with both Megan's Law and the Aliocbhese’s Zero Tolerance Policy.

1.3 Safe Environment Training for Children and Youth

The school and the parish religious education nogrhave established ongoing safe
environment training programs for students, childred youth. All parents are provided
home-based materials to help them understand gubstitheir student's education regarding
child sexual abuse. The approved programs incluelArichdiocese of Los Angeles Self-
Protection Program 1-12,Good-Touch/Bad-Touch®andVIRTUS® Teaching Touching
Safety(Mandated September 1, 2006)

The Archdiocese of Los Angeles Self-Protection Paogl-12 was developed by the
Archdiocese of Los Angeles to assist the parishdssahool to comply with the US
Conference of Catholic Bishops mandated self-ptimte@rograms. It is to be presented
annually at each grade level.

Good-Touch/Bad-Touch®is being implemented in Grades K-9 in Catholic etatary
schools throughout the Archdiocese of Los Angelée. program is designed to be age-
appropriate, to support students in understanduegsions of abuse, and to give them
confidence in reporting and asserting themselvegumations where they feel unsafe.

VIRTUS® Teaching Touching Safetyis a K-12 program being implemented in religious
education programs and Catholic schools. This prags a vehicle through which parents,
teachers, catechists and youth ministers give stadbe tools they need to protect themselves
from those who might harm them.



The Archdiocesan Office of Safeguard the Childremks with the schools and Directors of
Religious Education in the parishes to establigis¢iprograms. Questions concerning Safe
Environment Training can be forwarded to the ppati

1.4 Guidelines For Adults Interacting With Minors At Parish Or Parish
School Activities Or Events

Revised August 20, 2007

Adults acting in a staff, faculty, ministerial ather paid or volunteer position in the
Archdiocese are role models who are called to aaeh minor with respect and care. Staff
members, faculty or volunteers serving either pa@l or volunteer position need to maintain
professional relationships with minors whether ownfb parish or parish school locations.
Please review the following guidelines and sign tif&cknowledgment of Receipt” for the
file at the parish or parish school where you worlor volunteer.

Staff members/faculty/volunteers will ensure thatars are properly supervised at all
times, thus providing them a safe environment. Mimaust be viewed as “restricted
individuals” because they are not adults and aténgependent

If staff members/faculty/volunteers who are supgng minors observe a situation
where civil law, parish and/or school rules arengeriolated, they must take
appropriate action immediately

Staff members/faculty/volunteers should alwaysware they have considerable
personal power because of their ministerial pas#tid herefore, they will maintain
respectful ministerial relationships, avoiding npandation and other abuses of power
Staff members/faculty/volunteers must avoid assagrthie role of a “father or mother
figure” which may create an excessive emotionalchttnent for all parties

Attraction between adults and minors is possilé, @are and caution should be taken
in all interactions. The parish/school administriatshould be informed immediately if
such an attraction exists. Dating or sexual refstiips between a staff
member/faculty/volunteer and a minor are inappadprand unethical. Dating or
sexual relationships between a staff member/fatudlynteer and a minor are
unlawful

Communications with minor®(g, notes, email and internet exchanges, telephone
calls) must be for professional reasons only

Discussions of a sexual nature must always takeeptaan appropriate educational
context. Sexual jokes, slang or innuendo are irgpate when interacting with
minors

Staff members/faculty/volunteers will respect cdgfitial information concerning
minors or confidential information of a personatura shared by a minor. However, if
a minor shares confidential information that copdde a threat to the minor or to
others, the staff member/faculty/volunteer haslaigation to notify the proper
authorities



When staff members/faculty/volunteers are supergisninors or young adults at
parish/parish school-sponsored activities, they n@ybe under the influence of
alcohol, may not consume alcohol in the presengerfons under age 21, nor offer
alcohol to them

When a staff member/faculty/volunteer is alone mv@m with a minor, the door must
be open or there must be clear visibility throughdews

Staff members/faculty/volunteers are to engageames or sports activities with
minors only in the presence of other adults, @ place openly accessible/visible to
others

Staff members/faculty/volunteers planning parishigbaschool events in their homes
with minors must have the permission of the pasididol administration. In addition,
staff members/faculty/volunteers may not have amomn their homes without the
knowledge of the minor's parent or guardian

Staff members/faculty/volunteers may not drive msnanless it is to or from a
parish/parish school-sponsored activity and mayendvive alone with a minor.
Driving minors requires parental permission slipstindicate the transportation is by
personal vehicle. The parish/parish school adnmatisih must approve any use of
personal vehicles. Trips involving minors must hawfficient number of adult
chaperones and minors to preclude the appearancapgropriate personal
involvement with minors

Parent or guardian written permission is requiadtie publication of a picture of a
minor

Adults are permitted to interact alone with minpsly after complying with
Archdiocesan policies regarding fingerprinting aadle environment training. They
may work with minors only as part of a team if thewe not met these requirements

1.5 Boundary Guidelines for Junior High and High SchoolYouth
Working or Volunteering with Children or Youth

Revised August 20, 2007

To ensure the safety of the children in the Archdge of Los Angeles, all youth volunteers,
both junior high and high school students, inclgdstudents who are already 18, who work or
volunteer with children/youth in school or parigtgigs must receive training on these
boundary guidelines before undertaking their migist the Archdiocese of Los Angeles and
must sign a Code of Conduct form to verify thatythaderstand their obligations. The form

Is attached a8ppendix A

1.6 Parent/Student Complaint Review Process

Concern for the dignity and rights of each pers@nirtrinsic to the Church’s mission as a
true witness to the spirit of the Gospel. Circums&s may give rise to conflicts among
students, parents and school staff. All partiessamuraged to use every available means to
resolve these conflicts when they occur. Howevehe involved parties are unable to resolve
their conflicts, families may use the Parent/Stud&mmplaint Review Process for additional



assistance. All those participating in the Compl&aview Process are responsible for
striving toward reconciliation and shall act in gdaith. Legal representation is not permitted
at any meeting or mediation of the Complaint Revitnacess. Any person filing a complaint
is to be free from restraint, coercion, discrimioaf or reprisal in any form.

1.6.a School Level

The person bringing the complaint is encouragedytto resolve the
complaint by discussing it with the persons direstivolved.

If resolution is not achieved, the complaint shduéddiscussed with the
principal (or the pastor, if the principal is thébgect of the complaint).

For elementary schools, if the principal is undableesolve the conflict, the
principal will bring the pastor into the processaggropriate.

After reviewing the facts and facilitating discumsiof the problem the
principal will respond to the person bringing tleemplaint.

1.6.b Department of Catholic Schools Level

If the complaint is not resolved at the school argh level, the complaint may
be submitted in writing to the supervisor at theo@rment of Catholic
Schools, outlining the concerns and reviewing toall process.

The supervisor will review the complaint (with sugdnsultation as may be
appropriate) in a timely fashion and will endeatmmediate and resolve the
matter.

However, if no agreement can be reached, the sispemwill make a final
determination concerning the resolution of the clamp, based on the
application of Archdiocesan and school policies/ancegulations, and
communicate that determination, which will be fiaad binding, in writing to
all parties.

1.7 Parent or Parent-Teacher Organizations and Constative School
Council

If the school has a parent, parent-teacher orgamizand/or a consultative school council,
those involved are advised that these bodies exmipport the school and are important for
the school’s viability, but they have very diffetéanctions. Parent, parent-teacher
organizations, consultative school councils and thembers do not have any authority to act
independently on behalf of the school or parisheyrare not “agents” of the school or parish
and any actions taken must receive the officiattemi approval of the pastor and/or the
principal as the case may be.

1.7.a Parent or Parent-Teacher Organizations

The main functions of a parent or parent-teachestter organization are to raise funds
for the school’s current operational expensesyoompte parental support for the
school program, and to increase mutual understgrizbtween school and parents.
The membership of the parent teacher organizatiah imclude the pastor, the



principal, the parents or legal guardians, anddhaslty of the school, where
applicable.

Financial operation of a parent or parent-teachgaurgzation shall be governed by the
regulations for financial operations as found ia garent or parent-teacher
organization bylaws.

1.7.b Consultative School Council

The general responsibilities of the consultativeost council are in the following
areas: strategic planning; policy developmenpuese development; institutional
advancement; advice and counsel with regard tadia&planning, management and
reporting; marketing of the school and evaluatibthe council’s goals and activities.

The membership of the consultative school courudd include the pastor,
principal, parents (no more than one-third of thtaltmembership), alumni parents,
parishioners, members of the civic and local bissr@mmunity, and area educators.
Under Canon Law and Archdiocesan guidelines, thalnees advise the
administrative team (pastor and principal) and canmake decisions binding for the
parish education program without the approval efabdministrative team (A Primer
on Educational Governance in the Catholic Chutoh GACE/NABE Governance
Task Force, NCEA, 1998).

The regional supervisor at the Department of Catt&thools is available to assist
and guide schools in the implementation of a caatué school council.

2 ADMISSION AND ATTENDANCE

2.1 School Student Non-Discrimination Policy

The school, mindful of its mission to be a withesshe love of Christ for all, admits students
regardless of race, color, or national and/or etbnigin to all rights, privileges, programs,
and activities generally accorded or made availabktudents at the school.

The school does not discriminate on the basisa#, reolor, disability, sex, or national and/or
ethnic origin in the administration of educatiopalicies and practices, scholarship programs,
and athletic and other school-administered prograittsough certain athletic leagues and
other programs may limit participation and somédiacesan schools operate as single sex
schools.

While the school does not discriminate againstesttglwith special needs, a full range of
services may not always be available to them. Dmwssconcerning the admission and
continued enrollment of a student in the schoobased upon the student’s emotional,
academic and physical abilities and the resourcaiable to the school in meeting the
student’s needs.



2.2 Inclusion Procedures

Through the mission of the Archdiocese, our schetrlge to serve children with varied
learning needs. All educators in Archdiocesan slkshimblow “Directions for the Inclusion
Process in Catholic Schools: Support Team Educ#&tian Process (STEP) and Minor
Adjustment Plan Process (MAP)”. Parents or guagiigno feel that their student may need a
minor adjustment to enable him/her to participatéhe general education curriculum of the
school should consult the student’s teacher anttip@l to determine how best to meet the
student’s needs. Parents or guardians may reduedDisability Discrimination Complaint
Review Process” from the principal to address wivesl issues.

2.3 Guidelines for Admission to Elementary Schools

Preferences are given to active members of thelpari

The recommended age for kindergarten studentgaq %) years of age on or before
September 1, but required by December 1

The recommended age for first grade students i6$iyears of age on or before
September 1, but required by December 1, unlesgeddiy the principal

All students must comply with current Californiarmanization and health
requirements prior to enroliment

The parish school will strive to have Catholic eation accessible to as many students
as possible, both with its educational programsfarahcial considerations; however,
it may have insufficient resources to meet the atiagal and financial needs of all
students

The pastor and principal will review a student’sittoued eligibility for enroliment in
the parish school

The school establishes its own procedures for eglomsand enrollment

2.4  Privacy and Access to Records

Maintaining confidentiality is the legal, ethicaldaprofessional responsibility of every
member of the school community, including studepésents or guardians, teachers, aides,
and all other employees. Every member of the datmomunity must respect the privacy of
all students, families, employees, the principal t#re pastor.

2.4.a Pupil Records

“Pupil records” means any record related to a stutteat is maintained by a school or
one of its employees. It includes health recoitisloes not include “directory
information” or a school employee's informal notiéshe notes remain in the sole
possession of the maker and are not made avatablhers, except to a substitute

Only the principal, as custodian of the recordshatizes the release of pupil records.
Only teachers or administrators charged with poydrsight have the right to view or
use pupil records. A teacher’s aide may view orpugal records only with direct
teacher supervision. Pupil records may be relebggadicial order such as a



subpoena or a search warrant. In specific caseb,agisuspicion of kidnapping,
police officers may be given access to records.

Parents and legal guardians of minors have thdwtlesight to access their child’s
pupil records in accordance with the school’s reabte procedures for providing
such access. Parents or legal guardians may @mgirgpecified person written
consent to access specifically identified pupibrels. In cases of legal separation
and/or divorce, California state law gives the odgl parent and a non-custodial
parent with visitation rights, the right to accassl examine pupil records. However,
only the custodial parent may consent to the reledsecords and has the right to
challenge the content of the records and to weigponses to information regarding
disciplinary action. A non-custodial parent withatgitation rights has no right of
access to records of any kind.

2.4.b Directory Information

“Directory information” means one or more of thdddwing items: pupil's name,
address, telephone number, date and place birfbr freld of study, participation in
officially recognized activities and sports, weigtmd height of members of athletic
teams, dates of attendance, degrees and awardgeb@nd the most recent previous
public or private school attended by the pupil.

The school will, to the extent possible, minimizeass to student telephone numbers
or personal email addresses, unless the parel@galrguardians consent to broader
access. To the extent possible, users should tryriomize access to or distribution of
student telephone numbers or personal email aderessless the parents of legal
guardians consent to broader access

Room parent rosters, class lists, telephone numeéenrail address lists or any other
personal information about families and studengscansidered confidential and may
be used only for the purposes specified. In nesabould commercial enterprises be
given access to Directory Information.

2.4.c Parent Authorization to Use Child’s Personalnformation

Whenever a student’s image, name, voice and/or v8dxkbe published or used for
non-commercial purposes, including, but not limitedpublicity, exhibits, printed or
electronic media broadcasts, student publicatioasketing or research, parents must
execute théarent’'s Authorization to Use Child’s Image, Naejce and/or Work

for Non-Commercial Purpose&gving permission for such publication.

SeeAppendix B, Parent’s Authorization to Use Chiltlisage, Name, Voice and/or
Work for Non-Commercial Purposes.



2.5

2.4.d Verbal/Written Confidences

Confidential information may be provided by studeot parents or guardians to
school employees in many ways. Students may coinfid&aff verbally, in writing,

such as a note or a writing/journal assignmentsétiool employees are required to
respect the verbal or written confidences of adatis students, except in cases where
the health or safety of the student or othersvslired. If the confidence received
relates to a health or safety issue, the pastmgipal or other person in charge or
appropriate authorities must be notified promgtBeping in mind the rights of

privacy that apply. Archdiocesan policy on repartsuspected abuse of children or
vulnerable adults must be followed when applicable.

Transfer of Records

2.5.a Student Transfers, Withdrawals and Graduatio

Whenever a pupil transfers from one school to amotncopy of the Cumulative
Student Report and the original Health Record méltransferred by the former school
upon a request from the school where the pupihoigeo enroll and a release from the
parent or guardian. The original Cumulative Studegport remains at the school.

A record of the transfer, the reason for the transind the name of the school to
which the student is transferring or entering aftexduation should be entered on the
original copy of the Cumulative Student Report anthe Student Attendance
Register.

Official transcripts are not given to students argmts. The school grants full credit
for all work a student accomplishes up to the toh&ransfer.

Principals may be required by the County Boardaiic¢ation to report the severance
of attendance by any student.

2.5.b Withholding of Records

Under California law, a private school cannot refts provide student records to a
requesting school because of any charges, includitign or fees that are owed by
the student or parent. However, the school mayhsithfrom parents or guardians the
grades, diploma, or transcripts of a pupil pengiagment of certain amounts for
damaged property, the return of loaned propertynpaid tuition or fees, in
accordance with school policy.



2.5.c  Cumulative Pupil Record

Full and accurate records, including standardiestiresults, of each student are
entered on the official archdiocesan Cumulatived&tt Record form and are kept on
file permanently. Only authorized personnel haweeas to these records. Health
records are maintained in a separate file.

2.6

Permanent records cards include only the follownfigrmation:

Personal and family data with certification of nampkace and date of birth of the
student and the name and address of the parenotadign having custody of the
student

Standardized test data

Transcript of classes

Attendance information shall be included

Record of withdrawal or graduation and place tochtany copy of the record is
sent

Verification of or exemption from required immuniia through high school
graduation

Absence

Principals and teachers are responsible for chgakia regular attendance of all
students. Every absence must be recorded ontt#relahce register and record.
Elementary schools record absences according tostrections on the Student
Attendance Register.

2.6.a Absences with Acceptable Excuse

When a student has been absent, a written exayrsedsby the parent or guardian
is required, and the excuses are kept on file fegréod of one year. An acceptable
excuse includes illness, attendance at medicatotatlappointments, funeral
services for family members, quarantine directe@bynty or City Officials or
emergency or special circumstances as determinduelschool authorities.
Excessive unexcused absences may result in l@gsademic credit.

2.6.b Extended Absences

When, for family reasons, parents wish to takertbleildren out of school
temporarily, the principal and teacher will discugth the parents the possible
effects of such an absence. If a student is alblseah extended timeg(g, 15 or
more days), official grades may be withheld.

Note: In addition to the policy stated above, thleal| has its own extended
absence policySee p.47.



2.6d Leaving School Early

A student may not leave the school before the egglismissal time without a
written request from a parent or guardian. The estjmust state the reason for
early dismissal.

2.6.e Tardiness

A student is tardy if he or she arrives after theetfixed by the school for the
beginning of the morning or afternoon sessiondf student comes after the
designated time, he or she is marked absent lil{aA record of all tardiness is
kept in the attendance register and records.

Note: For the times fixed by the school, see ppi8L7
2.6.f Truancy

A student who is absent from school without an ptadgle excuse three full days
in one school year or is tardy or absent for mbamtany 30 minute period during
the school day on three occasions in one schoo] geany combination thereof,
is a truant and shall be reported to the attendaffioe or superintendent of the
public school district.

In the event that the school suspects that a stislgmant (absent from school,
without an acceptable excuse), the school admatistr will contact the parent or
guardian. If the school suspects that the studeathabitual truant (absent three
times in a school year, without an acceptable sjcand all resources at the
school level have been exhausted, the school pahuiill notify the local public
Child Welfare and Attendance authorities.

A student who has been reported once as a tradnt/ho is absent again from
school one or more days, or is tardy on one or rdays, without an acceptable
excuse, will be reported again as a truant to ttemdance office of the local
public school district. A student who has been reggbas truant three or more
times is considered a habitual truant and is stibjedismissal.

If a student has been absent without excuse, asdhitpossible to contact the
parent or guardian within 24 hours after repeateshgpts, the attendance office of
the local public school district, the local poldepartment, Child Protective
Services or all of those agencies will be notified.



2.7 Work Permits

Under California law and other relevant laws, agnistudent may not work without a
work permit issued by the appropriate authority.obtain a work permit, certain
information is required from the student’s schawlormation regarding work permits and
how to apply is available from the California Depaent of Education website:
www.cde.ca.gav

The minor/student, after obtaining a promise of lymment, must obtain a “Statement of
Intent to Employ Minor and Request for Work Perimithae minor, the employer and the
parent or guardian must each complete their secaod submit the completed application
to the school. The school will verify the infornati entered on the application by the
minor and parent or guardian and will also exantirgestudent’s records and consult the
teacher to confirm the student’s satisfactory asad@achievement to date. The student
must then submit the form to the “work permit isgpauthority.” If all requirements are
met, the work permit issuing authority may issue ‘tAermit to Employ and Work.” The
“work permit issuing authority” may be the localgbie school superintendent , those
persons authorized in writing by the public sch®operintendent to issue the permit, or a
school staff member who has been designated aineédras the work permit issuing
authority for the school.

A copy of the signed work permit must be kept ia student’s file.

For additional information and forms see
http://www.dir.ca.qov/DLSE/ChildLaborPamphlet200onh

2.8 Student Accident Insurance

The Student Accident Insurance Program is provfdedll full time students in
archdiocesan schools/parish. This program assiysnth medical expenses incurred
because of accidental bodily injury sustained ligsits while attending school, while
traveling to or from school or while participatiimga school sponsored and supervised
activity, including school sponsored sport and edezl day programs. This insurance
supplements any insurance maintained by the parents

3 ACADEMICS AND CO-CURRICULAR ACTIVITIES
3.1 Tutoring

If a student requires private tutoring or parenitshwvio have a student tutored in school
subjects, the parents are responsible for engdlgentuitor and paying all tutoring costs.
The school may assist the parents in identifyingring resources.

Teachers may not be paid for tutoring studentgyassi to their classes. With prior
permission from the principal, teachers may tutbeostudents who attend the school and
be paid for such tutoring by the parents.



A school may arrange with independent contractoentties, who are not teachers or
staff at the school to provide tutoring on a fesi®adndependent entities must have
appropriate licenses, agreements for use of theipes and insurance.

All tutors and entities must comply with the proaess and policies of the extended school
day program and the Archdiocesan Guidelines forli&dateracting with Minors at Parish
or Parish School Activities or Events.

3.2 Counseling Policy

The mission and purpose of the school is educaliba.school does not assume the
responsibilities proper to the family and to sogidthe school may not assume the
responsibility for psychological counseling or ugy because it is not qualified or licensed
to provide such counseling or therapy.

The school may engage in the following activitiesddition to providing classroom
instruction:

Provide advice regarding academic subjects aneéstymtogress in school

Give limited guidance to students who present wih-academic personal issues or
situations

Provide referrals to marriage and family counseloniid psychologists, licensed
academic psychologists, psychiatrists and similafgssional for diagnosis and
treatment. If the school provides referrals to ptaethe list must include at least three
names of qualified persons or entities

Retain, where necessary, appropriate professitmg@iovide educational testing that is
needed for assessment of a student’s academityalalirning patterns, achievement
motivation, and personality factors directly rethte academic learning problems, or
psychological counseling services for the schooarRo entering into such a
contractual relationship, the principal will enstinat the person is credentialed,
licensed or otherwise properly qualified. The sdhmnay refer a student for specific or
additional testing, as appropriate, generally atgharent or guardian’s expense

In cases of actual or suspected child abuse oeoegt abuse of vulnerable adults, the
Archdiocesan Victims’ Assistance Ministry is avai@as a resource. The Victims’
Assistance Ministry provides outreach and guiddondbose suffering from abuse;
sponsors a faith-based trauma recovery programassidts in informing parish, school,
archdiocesan and governmental authorities of flegaions of abuse or neglect. Referral
to the Victim’s Assistance Ministry is not a suhst for mandated reporting of suspected
abuse. Such a report must be made in accordancvahdiocesan policy.



4 DISCIPLINE

Discipline in the Catholic school is an aspect ofah guidance and not a form of punishment.
The purpose of discipline is to provide a schowhate conducive to learning and one that
promotes character development.

Discipline is maintained in a classroom or schobew students work cooperatively with the
principal, the teachers, and their classmates wsvidne attainment of the class and school
objectives. However, it should be noted that tlytilmate interest of the school extends
beyond the school day and beyond the school hours.

4.1 Maintenance of Effective Discipline
Effective discipline is maintained when there is

Reasonable quiet and order in the building

Positive correction of behavior

Constant encouragement of acceptable classroonucbnd
Firm but fair treatment of difficult students

Consistent follow through

4.2 Disapproved Disciplinary Measures
The following disciplinary measures are forbidden:

All corporal punishment, including shaking and glizyg

Language that is sarcastic or calculated to biigigule on the student, his or her
parents, or background

Using religious exercises or important class ass&uts as punitive measures
Bizarre and unusual punishments

Withholding or altering rightfully earned acadergrades

Any disciplinary action that isolates a studentwiit proper supervision

4.3 Detention

No student shall be required to remain in the ctass during the lunch break, or
during any recess. All students are required tedehe school rooms at recess and
lunchtime, unless it would occasion a danger tdthea

Detention before or after school hours is consid@re appropriate means of discipline
A student shall not be detained in school for gitscary or other reasons for more than
one hour after the close of the school day

Under no circumstances shall a student be detaihschool without the knowledge
and consent of the parent or guardian who shalllasinformed of the reason for
detention and the exact time the period of detaniil begin and end



4.4 Suspension

Any of the reasons listed for expulsion with mitigg circumstances are adequate
cause for suspension of a student

No student shall be suspended from school for ri@e two consecutive weeks,
unless there is an ongoing police investigatioa pbssible crime, in which case the
student may be suspended during the entire ingirg

Notice of suspension must be given to the parengsiardians by telephone or in a
conference

The principal shall schedule a conference withstiigpended student’s parents or
guardians to discuss matters pertinent to the sisgpe especially the means by which
the parents or guardians and the school can caopdysencourage the student to
improve behavior. The suspended student may bemrasthe conference

In no case will a teacher on his or her own auth@tispend a student

4.5 Expulsion
4.5.a Reasons for Expulsion

Reasons for expulsion are, but are not limitedhe following offenses
committed by students:

Actions gravely detrimental to the moral and spaltwelfare of other
students

Habitual profanity or vulgarity

Assault, battery or any threat of force or violedaected toward any
school personnel or student

Bullying, harassing or hazing school personneltbepstudents

Open, persistent defiance of the authority of dazher

Continued willful disobedience

Use, sale or possession of narcotics, drugs optrey controlled substance
Use, sale, distribution, or possession of any altolbeverages on or near
school premises

Smoking or having tobacco

Stealing

Forging signatures

Cheating or plagiarism

Willful cutting, defacing or otherwise injuring Bny way property, real or
personal belonging to the school

Habitual truancy

Possession of harmful weapons (e.g., knives, ging,or materials that
can be used as weapons

Membership in, active involvement in, or affiliatievith a gang or group
responsible for coercive or violent activity



Actions in or out of school which are detrimentatite school’s reputation
Violation of the Electronic Use policies and guidebk

Inappropriate conduct or behavior unbecoming aesttioh a Catholic
school

4.5.b Procedure for Expulsion
Except in cases involving grave offenses, the Yalhg steps must be taken:

A conference must be held with the parents or gaasd student, teacher,
and principal present to advise the family thatoser action is contemplated
unless behavior improves immediately. In paristosts) the pastor should
be notified of the conference, given an opportutatgttend and provided a
report of the discussion

If behavior does not improve, the final decisiol Wwe announced at a
second conference attended by the principal, teaahd parents or
guardians. If the parents fail, without cause,tteral the conference, the
pastor, principal, and teacher will reach a firatidion. The final decision
rests with the pastor in consultation with the pipal

In no case will a teacher on his or her own auth@xpel a student

Full credit will be given for all work accomplishéxy the student up to the
moment of expulsion

45.c Written Record

A written record of the steps leading to expulsiamst be kept on file with
copies of all communications and reports.

4.5.d Cases Involving Grave Offenses

In cases involving grave offenses, which may ineladsiolation of criminal
law or actions so outrageous as to shock the cemseior behavior of the
community, the student is immediately suspendediag is no
requirement to hold the initial parent-principahéerence

The procedure involving cases of grave offenséslli®sved when the
continued presence of the student at school (ewea $hort period of time)
will, in the reasonable judgment of the princigadse a serious threat to the
health and welfare of another student or studentigculty members

When immediate suspension is imposed, with probakgbelsion, while the
case is being investigated, the rules and the qoiesees of the violation
should be clearly explained to the student andmpai@ guardians

4.5.e Time of Expulsion
An expulsion may be made immediately if the reasoesurgent

Only in exceptional cases shall expulsion of am@agrade student who has
been in the school one or more years be allowed



If an expulsion is to take place during the lastrtgr of the school year or
during the last semester in the case of an eigfaithegstudent, prior
approval of the Department of Catholic Schoolsiuired before the
expulsion can take effect

If such action is contemplated, approval shall b@aimed before the
announcement of the final decision to the pareintiseameeting described
below

45 f Reporting of Expulsions

All expulsions even if they occur at the end of ylear, are reported to the
elementary supervisor at the Department of Catl®dlwools. The County
Office of Education where the school is located megyuire notification of
pupil expulsions.

4.5.9 Rightto Make Exceptions

The principal, in consultation with the pastorares the right to make
exceptions in cases where mitigating circumstacaédor a different response
than policy suggests.

4.5.h  Home Study

Circumstances may arise which dictate that a studéthe discretion of the
principal, be excluded from school attendance fperod of time. This is a
remedy for unusual situations and is not considaredspension. Students may

be giventests,etc outside school hours so that grades can be reported

4.6 Harassment, Bullying And Hazing Policy

The school is committed to provide a safe and caatite learning environment that
respects Christian values and is free from harassrhellying or hazing in any form.
Harassment, bullying or hazing of any student byather student, lay employee,
religious, clergy, or school volunteer is prohidit&he school will treat allegations of any
such conduct seriously and will review and investegsuch allegations in a prompt,
confidential and thorough manner.

Substantiated acts of harassment, bullying or lgglzyna student will result in disciplinary
action up to and including dismissal of the stud&ttidents found to have filed false or
frivolous charges will also be subject to discipliy action up to and including dismissal.
For students in grades K-3, this disciplinary acshall depend on the maturity of the
students and the circumstances involved. For stademrades 4 through 8, the
disciplinary action may include suspension or dssai.

Harassmentoccurs when an individual is subjected to treatnoem school environment
that is hostile or intimidating. It includes, batnot limited to, any or all of the following:



Verbal harassment: Derogatory comments and jokes; threatening words
spoken to another person.

Physical harassmentUnwanted physical touching, contact, assaulipdehte
impeding or blocking movements, or any intimidatingerference with normal
work or movement

Visual harassment Derogatory, demeaning or inflammatory posteastaons,
written words, drawings, and gestures

Sexual harassmentUnwelcome sexual advances, requests for sexuaida
and other verbal or physical conduct of a sexualmea

Bullying is the habitual harassing, intimidating, tormegtinrowbeating, humiliating,
terrorizing, oppressing and/or threatening of aeogerson. Bullying typically consists of
direct behaviors, such as teasing, taunting, tanéad), hitting, shoving, and stealing that
are initiated by one or more students against@nvior victims. In addition to direct
attacks, bullying may also be indirect, such agaging rumors that cause victims to be
socially isolated through intentional exclusion. &trer the bullying is direct or indirect,
the key component of bullying is physical or psylolgecal intimidation that occurs
repeatedly over time to create an ongoing pattehamssment and abuse.

Students also may be involved in cyber bullyingjohtoccurs when they bully each other
using the Internet, mobile phones or other cybehmrelogy. This can include, but is not
limited to:

Sending inappropriate text, e-mail, or instant ragses

Posting inappropriate pictures or messages abbatoin blogs, web sites or

social communication networks

Using someone else’s user name to spread rumdiess@bout someone

Hazing is any method of initiation or pre-initiation inéostudent organization or student
body or any pastime or amusement engaged in wstex to these organizations which
causes, or is likely to cause, bodily danger, ptatdiarm, or personal degradation or
disgrace resulting in physical or mental harm,rny student or other person.

Students are responsible for:

Conducting themselves in a manner that contribot@spositive school
environment

Avoiding any activity that may be considered disgnatory, intimidating,
harassing, bullying or hazing

If a student is a target of harassment, bullyingaxing, when possible,
informing the other person(s) that the behaviafisnsive and unwelcome
Reporting all incidents of discrimination, harassméullying or hazing to the
principal or teacher

As appropriate, the students involved may be askedmplete a formal, written
complaint which will be investigated and will invea only the necessary parties.
Confidentiality will be maintained as much as pbkssi



4.7 Student Threats

All threats by students to inflict serious harnsédf or others, or to destroy property, will
be taken seriously. Whoever hears or becomes awargy threat made by a student
should immediately report it to the pastor, priatjipr a teacher. The principal will notify
the police and the Department of Catholic Schoohediately.

The student who has made the threat will be kefitérschool office under supervision
until the police arrive. The parents or guardiahthe student who has made the threat
will be notified. Any adult or student who has begentified as the potential victim, or

mentioned in writing as a potential victim, will betified immediately.

The student who has made the threat will be suggkuadtil the investigation by the
police and school has been completed.

The decision to re-admit a student who has matesat will be made by the principal
and pastor on a case-by-case basis.

Practical jokes or offnand comments of a threagnature will be taken seriously and
will be investigated. The police may be notifiedlahese actions may result in suspension
or removal of a student from school.

4.8 School Searches

Students’ legitimate expectation of privacy in thg@rson and in the personal effects they
bring to school must be balanced against the dimigaf the school to maintain

discipline and to provide a safe environment fa@ sbhool community. Accordingly,
school officials may conduct a search of the sttidgrerson and personal effects based
on areasonablesuspicionthat the search will disclose evidence that thdestt is

violating or has violated the law or a school rule.

School officials do not need a warrant or a pasepé&rmission to conduct a search of the
student and/or the school’s or a student’s pergomgderty, as long as they have a
reasonable suspicion that a law or school ruleisgor has been violated.

Students do not own their lockers or other schomberty. Lockers are made available to
the student by the school. The student does hawe sapectation of privacy in his or her
locker from other students. However, a student n@yexclude school officials if the
school official has a reasonable suspicion thatadr school rule has been violated.

A student has a greater expectation of privacy eonig his or her backpack, purse,
clothing and other personal effects. A school @dfiavho finds it necessary to conduct a
search of a student’s backpack, purse, clothiqgeosonal effects, must have a reasonable
suspicion that the student is violating or hasated a law or school rule. The student’s
parents should be notified of any such search.



An alert from a trained and certified detector aogufficient to allow the school official

to have a reasonable suspicion and to conductrehsefthe student’s locker, car or his or
her personal property and effects. In additiorhts policy on searches by the school,
every student is subject to the Archdiocesan ahdadaise and privacy policies
concerning cell phones and other electronic deyiwbsther the devices belong to the
school or to the student.

If a student refuses to cooperate in a reasonehlels of the school or student property
(including electronic devices), the student’s ptsemd/or the police may be called for
assistance or referral.

5 ACCEPTABLE USE AND RESPONSIBILITY POLICY FOR
ELECTRONIC COMMUNICATIONS ["ARCHDIOCESAN
AUP"]

All information used in the course of activities fr on behalf of the Roman Catholic
Archdiocese of Los Angeles ("Archdiocese") or athdiocesan school, parish, the seminary,
a cemetery, or other archdiocesan department oatipg unit (“Location”) is an asset of the
Archdiocese and/or the Location, as appropriatectEdnic information and communications
require particular safeguards and impose uniqueoresbilities on all users. The Archdiocese
maintains a system of information security to pcotaur proprietary data. Integral parts of
this system are the policies, standards and preoesdiesigned for users. All users must
adhere to these policies, standards and procethrrdge complete system to remain viable.

These policies, standards and procedures appliyuseas of technology, whether adult, child
or youth, whether they are paid or volunteer stadéftgy or members of religious orders, in
the Archdiocese or in any Location.

These policies, standards and procedures includerbe not limited to, maintaining data
confidentiality, maintaining the confidentiality data security controls and passwords, and
immediately reporting any suspected or actual segcwiolations. The Archdiocese prohibits
the use or alteration of archdiocesan data anaformation technology without proper
authorization. All users have an obligation to pobthe confidentiality and nondisclosure of
proprietary, confidential and privileged data, adlwas personally identifiable information.

5.1 Definitions

Electronic communications system#clude, but are not limited to, electronic mail,
telecommunications systems including telephonesevoiail, and video, facsimile
transmissions, stand-alone or networked computdranets, the Internet and any other
communications systems that may be created irutineef.

Electronic communications devicesnclude, but are not limited to, regular and mebil
telephones (cell phones, smart phones, walkiegs)kiacsimile machines, computers,
laptops, electronic notebooks, audio and videomgant, flash drives, memory sticks,



iPods®, media players, Blackberries®, and otheelss equipment that may be created in
the future.

Electronic communications materialsinclude, but are not limited to, DVDs, CDs, laser
discs, audio and video-tape, audio and visual ddegs, films, microfiche, audio and visual
broadcasts, computer operating systems, softwaggams, electronically stored data and
text files, computer applications, emails, text sages, instant messages, and all other
downloaded, uploaded, retrieved, opened, savedafded or otherwise accessed or stored
content.

5.2  Electronic Communications Systems, Devices aihterials and
Users Covered

a. All electronic communications systems, devices @muaderials in the schools,
parishes, the seminary, cemeteries, archdiocegartdeents or offices, or other
archdiocesan operating units (the “Premises”).

b. All electronic communications devices and materiaken from the Premises for
use at home or on the road.

c. All personal devices and materials brought from 8@nd used on the Premises
during regular business hours.

d. All personal devices and materials, regardlesshdre they are situated, that are
used in such a manner that the Archdiocese ant#drdcation may be implicated
in their use

e. All users of electronic communications systemsjcks/and materials, including,
but not limited to, volunteers, clergy and religgpgtudents, employees, staff or
contractors associated with the Archdiocese antiotocation.

5.3 Ownership and Control of Communications

All systems, devices and materials located on ancledan premises, and all work performed
on them, are property of Location and/or the Arobdse. These systems, devices and
materials are to be used primarily to conduct @dficocation and/or Archdiocese business,
not personal business.

With permission from the person in charge of thesba(i.e., pastor, priest administrator or
parish life director), principal or other persorcimarge of the Location, individuals may use
systems, devices and materials, including accesgettmternet, for personal business and web
exploration outside regular business hours or dusimeaks. All users are expected to conform
to appropriate content management and web surfirdetines, whether during or outside
regular business hours.

The Archdiocese and the Locations, as applicabserve the right to monitor, access,
retrieve, read and disclose all content created, seceived, or stored on Archdiocese and/or
Location systems, devices and materials (includmnections made and sites visited) to law
enforcement officials or others, without prior reti



5.4

Guidelines for Email Correspondence and Other EEctronic

Communications

a.

All users of Archdiocese and Location communicatiegistems and devices
should use care in creating email, text, vided,istages, instant or voice mail
messages or in any postings on any social netwpsite. Even when a message
has been deleted, it may still exist on a backgbesy, be restored, downloaded,
recorded, printed out, or may have been forwardesbineone else without its
creator’'s knowledge. The contents of email and tea$sages are the same as
other written documentation and cannot be consitereate or confidential.
Email and other electronic communications are mgessarily secure.

As with paper records, proper care should be takeneating and retaining
electronic records for future use, reference asdldsure, as applicable.
Postings to “All Employees,” “All Parents,” “All Seinarians,” “All Parishioners”
and the like on intranets or the Internet must@aved by the person in charge
of the parish (pastor, priest administrator or gatife director), principal or other
person in charge of the Location before they an¢ cet.

Use of personal electronic communications devioesmaaterials during regular
business hours should be kept to a minimum andddnnainly to emergencies.
Archdiocese and Location systems, devices and ralstare not private and
security cannot be guaranteed. Passwords andsaré intended to enhance
system security; not to provide users with perspnahcy. User account
passwords for systems not controlled by a cengdliser directory or
authentication system must be on record with tlieguein charge of the parish
(pastor, priest administrator or parish life dicggtprincipal or other person in
charge of the Location.

User IDs and passwords should not be discloseddathorized parties or shared
with other employees, students or volunteers. dseounts are intended to be
used only by the assigned party.

All information systems that create, store, tratmbtherwise publish data or
information must have authentication and authopasystems in place to prevent
unauthorized use, access, and modification of @adsapplications. Systems that
transmit or publish approved information that temded for the general public
may allow unauthenticated (anonymous) access gsasisuch systems do not
allow unauthorized posting and modification of published information.

Any device accessed or used by minors on the Pesmisist include updated and
functioning filters to preclude access to prohihitentent. All obscene materials,
sexually explicit materials including pornographpd materials that are otherwise
harmful to minors or in violation of this electrarcommunications policy are
prohibited and must be blocked. Before allowingengnto access the Internet, a
responsible adult must ensure that appropriateeotfitters are “ON” and
functioning.

Content filters for minors may NOT be disabledwned “OFF” without
obtaining prior permission from the archdiocesamplfgal Technology Department
or the person with equivalent authority at the tmra



K.

All files downloaded from the Internet, all datzeesed from outside sources, and
all content downloaded from portable memory devioest be scanned with
updated or current virus detection software. Immstly report any viruses,
tampering or other system breaches to the personarge of the location.

Critical information should be copied onto backtqrage periodically. Backed up
information should be stored in a safe place anavadable for recovery in case
of a loss of the original information. Dependingtbe complexity of a Location’s
information systems, a detailed disaster recoviay may need to be developed.

. Computer networks must be protected from unautbdnise. Both local physical

access and remote access must be controlled.
Information systems hardware should be securechsiganauthorized physical
access.

5.5 Prohibited Practices

Users of Archdiocese and Location electronic comoation systems, devices or materials
and users of personal devices and materials oRréraises under circumstances when the
Archdiocese and/or the Location may become im@tat the use may not:

a.
b.

_—h

Violate any federal, state or local laws or regolad.

Violate any rules of conduct, codes of ethics, ssf@ronment or any educational
policies, including but not limited to those thapéy to communications or the use
of information.

Post or cause to be distributed any personallytiiyerg information about the
user or others without permission or review byspomsible adult person, unless
required by the user’s job duties or assigned mesipdities. Personal identifying
information includes, but is not limited to, nan@esscreen names; telephone
numbers; work, home or school addresses; emaikadds and web addresses
(URLS) of social networking sites or blogs.

Post or distribute any communications, video, mosipictures which a
reasonable person, according to the teachingsedRttiman Catholic Church,
would consider to be defamatory, offensive, haragslisruptive, derogatory or
bullying. This includes, but is not limited to, sk comments or images, racial or
ethnic slurs, or other comments or images that aotfend someone on the basis
of race, creed, gender, national origin, sexuardation, age, political beliefs,
mental or physical disability, or veteran status.

Engage in improper fraternizing or socializing be¢én adults and minors.
Engage in pirating or unauthorized copying, acgjoisior distribution of
copyrighted materials, music, video or film; arrarfgr the purchase or sale of any
drugs, alcohol, or regulated substances and googsirticipate in internet
gambling.

Post or send chain letters or engage in "spamngsegiding annoying,
unnecessary or unsolicited commercial messages).

Record any telephone, video, or other conversati@ommunication without the
express permission of the other participants tactrversation or communication,
except where allowed by law.



I. Use electronic communications devices for designilegeloping, distributing or
storing any works of programming or software unkesglired by the duties of the
job or assignment.

j. Upload, download, view or otherwise receive or $rait copyrighted,
trademarked, patented, indecent or pornographienmagttrade secrets, or other
confidential, private, or proprietary informationaher materials to which the
user does not have access rights. Regarding chpgdgnaterials, certain
exceptions are given for educational and liturgmajposes. Segrchdiocese of
Los Angeles Copyright and Video Screening Policy

k. Damage, alter, disrupt, or gain unauthorized acttesemputers or other systems;
e.g. use others’ passwords, trespass on othed&rilwork or files or alter or
forward email messages in a manner that misrepietes original message or a
message chain.

|.  Give unauthorized persons access to Archdiocekeaation systems, provide
access to confidential information, or otherwisgpgrdize the security of the
electronic communications systenesg by unauthorized use or disclosure of
passwords).

m. Transmit confidential, proprietary, or sensitivéomation unless the transmission
falls within the scope of the user’s job dutiesassignment by a responsible adult.

n. Introduce or install any unauthorized softwareysjmalware, tracking devices or
recording devices onto any system.

0. Bypass (via proxy servers or other means), defeath@rwise render inoperative
any network security systems, firewalls or conféters.

p. Allow any minor to access the Internet on Archdiecer Location
communications devices before a responsible adslchecked to insure that
active filtering of prohibited materials is enahled

g. Use electronic communications devices or system@atsmit any radio frequency
signal that is not permitted and/or licensed byRbderal Communication
Commission (“FCC”) or that would violate FCC rulaspolicies.

r. Access or manipulate services, networks or hardwél®ut express authority.

5.6 Consequences of Violations of Electronic Commigations Policy

Violations of this policy, including breaches ofndimlentiality or security, may result in
suspension of electronic communication privilegesfiscation of any electronic
communication device or materials, and disciplirastion up to and including termination of
employment, removal from parish or school actigitiexpulsion from school, canonical
review, referral to law enforcement and other appete disciplinary action.

HEALTH AND SAFETY
6.1 Emergency Card
Each student shall have an Emergency Card thamglete, current, and readily available to

the school. The student’s parent or guardian igired to inform the school when there are
changes to a home, cell or work phone number areaddthe names of persons to notify in



case of an emergency, or to any medication pregmmifor a student. The Emergency Card
shall indicate whether or not the parent or guardiaes the school permission to choose a
physician in an emergency.

In case of emergency, the Emergency Card will lesvghto the paramedics or emergency
room staff to authorize treatment, and to advisentlf a student has any particular medical
needs or is on medication. Therefore, it is impeegatat the information be accurate,
complete, and up-to-date.

When a student becomes ill or is injured, the pameguardian will be contacted
immediately. If the parent or guardian cannot lzhed, another person listed on the
emergency card will be contacted.

Only minor and very basic first aid will be admiteised to students at school; no secondary
treatment, such as changing or removing bandagkfemadministered. Parents or guardians
will be contacted immediately if there is any qi@mstegarding the seriousness of or
complications arising from an injury.

No medicine of any kind, including aspirin, maydyeen to students without written
permission from parents/guardians. $&slication Authorization and Permission Form
(Appendix D).

6.2 Examinations and Inoculations

A student, with the permission of the parent orrdiza, may be subject to routine tests in
school, including auditory, visual, and dental isjon and, upon referral by the principal, to
a complete physical examination and/or other psxbesl help.

A tuberculosis patch test and/or X-rays, immunafior prevention of diphtheria and
smallpox vaccination may be given only with the lexpwritten permission of the parents.

6.3 Immunization

All directives regarding immunization, issued arlhuby the State of California, shall be
implemented. No student may be unconditionally dr#aiito school unless he or she has been
immunized against poliomyelitis, measles, ruballphtheria, tetanus, pertussis, and varicella
for first admission to schools in California. Inddiibn, Hepatitis B immunization is required

for students entering preschool and kindergartdirstAdents entering grade seven are
required to present documentation showing the daltes three doses of Hepatitis B and two
doses of a measles-containing vaccine have beeiveec All students entering a California
school for the first time must have a Mantoux tehésis test.

Immunization is not required for admission if agraror guardian presents a letter stating that
such immunization is contrary to his or her beliefspresents a written statement from a



physician to the effect that immunization is nobhsidered safe or reasonably beneficial to the
individual student.

6.4 Health Records

Every school must comply with all Health Departmesguirements. Every school has a
Health Record Card for each student enrolled irsttmol. Upon transfer to another school,
the student health records are forwarded with théest’'s transcript to the receiving school.

6.5 Medical Appointments

Early dismissal for medical or dental appointmesfitsll be granted when the
parents/guardians make a request. Parents/guaatansged to keep such requests to a
minimum and encouraged to make arrangements ferdiaing vacation periods or after
school hours.

6.6 Medications

The school will not furnish medications. All mediosas administered at school shall be
provided by parents.

A release stating the nature of the medicatiomesigand dated by the doctor and also
signed by the parent, must be provided. Bedication Authorization and Permission
Form (Appendix D).

Medications administered at school must be in tigir@al container and labeled. The
day’s dosage must be sealed, labeled and havéuttens's name attached. It shall be
in an appropriate container, and kept in the s¢hadde’s office.

The student shall come to the office for medication

Because of the risk of students sharing medicat&tnslents may not carry medication
of any kind to be self-administered at schoolha ¢vent a student is seriously at risk
without an epi-pen or inhaler on his or her persmmsideration will be given for a
variance.

Students may not be given medicine prescribedtfoerdamily members

The medication regulations apply to both presaip&nd non-prescription
medications

Students who are diabetic are allowed to test thlewd sugar at school in the health
room or office and self-administer medication asassary. The parent or guardian of
a diabetic child must sign thgiabetic Consent Formand other appropriate

medication permission forms and return them tosttf®ol. All medications must be
kept in the school/nurse’s office and appropriatabeled as described above. School
employees may not administer injections to diabshitdren except in emergencies.

No exceptions will be made to the procedure forigatbn. If parents/guardians do not
provide the completed medication form with the prigged medication, they will have to
come to school and personally administer the médita



6.7 Communicable Diseases

The school cooperates with the local health offineneasures necessary for the prevention
and control of communicable diseases in schookagdren — Education Code, Section
49403(a).

A student who has been absent from school becduseeported communicable disease must
have a permit issued by the Public Health Departn@aephysician, or a nurse before he or she
is readmitted to school.

6.8 Allergies

Some students may have severe, life threateniargadk, such as a peanut allergy. While the
school will make reasonable efforts to prevent orimize an allergic student’s contact with
allergens, the school does not promise an alleneg-¢nvironment.

6.9 Student Sexual Conduct and Pregnancy

A primary purpose of Catholic education, whethea school or in religious education or
other parish programs, is to guide young persomisargrowth and formation of Christian
values and moral conduct, including Catholic teaghion the sanctity of all human and
family life and a recognition that the sanctityfamily life is enhanced by a loving,
permanent and mature commitment.

While psycho-sexual development is an importaneetspf the transition to Catholic
adulthood, Catholic moral teachings frame this pssadhrough age appropriate expressions of
affection, friendship and love. Parents are expktidove and respect each other and their
children and are to be the principal role modetangples and educators for their children of
these teachings. Sexual activity that is unwelcdhreg, threatens an individual or involves any
misconduct by a youth or an adult toward anothesgrenot only violates these moral
teachings but also may be unlawful under state Misconduct, whether it occurs in the
school, church, home or elsewhere, may be sulgeuandatory reporting laws and can
subject youth and adults to criminal sanctionsdriain circumstances, sexual conduct, even
if it is apparently consensual must be reportedaamdhave criminal implications if one of the
participants is not yet 18.

However, should a pregnancy occur, the entire dabrgmarish community should offer
Christian support to the mother and father to asappropriate pre-natal medical and
counseling care so that the pregnancy can be bréagérm and the infant will have an
opportunity to grow and be nurtured as a child ofi@n such circumstances, the principal,
pastor, youth minister and other appropriate stédffmeet with the pregnant couple and their
parents to plan for the pregnancy, including aliéues to school and religious education
arrangements that are appropriate for the mediealth and safety of the child in the womb,
the pregnant couple and the school or parish contyun schools, the principal, in



consultation with the Department of Catholic Sclsatd the pastor (for elementary and
parish high schools) shall review all aspects chezmse and make a determination, based on
the particular circumstances, of the need for ampsling accommodations or arrangements.

In cases of pregnancy, the mother and father @fkr) should be encouraged and assisted in
obtaining professional medical care and professiomanseling consistent with Catholic
teachings, including teachings on the immoralitybbrtion, relevant to the pregnancy and
the future of both parents and the unborn chilee Department of Catholic Schools in the
Archdiocese can assist in the process and seraeesourcéor services and referrals.

6.10 Closed Campus

To preserve the academic environment and schootisga@rchdiocesan and parish schools
are designated as “closed campuses.” No persorentaythe campus unless authorized by
the school administration. Visitors must preseetiselves at the school office if they are
seeking information or have business to condudt thi¢ school.

6.11 Research Projects and Rights of Parents

Parents must be informed if research projects inngltheir children are to be conducted at
the school and must be provided with sufficienbinfation about the research to enable them
to give informed consent. Parents have the rightitibhold permission allowing their

children to participate in research studies. Rarkave the right to withdraw their children at
any time from a research project without reprisal.

Parents have the right to request to preview thieemads to be used in a research study
involving their children. Requests to review thesBarch Materials should be made with
appropriate written advance notification to thealand to the researcher.

Except in a limited range of research areas whetdesitutional Review Board determines
that a waiver of assent is appropriate, studemrade participation in a research project must
be obtained. If a student reaches the age of nbagplicable to the subject matter of the
research project, the student must be given thertypty to provide informed consent.
Students have the right to withhold their assedtlzave a right to withdraw without penalty.
Students who are not participants in researchesuday not be singled out in any way or
penalized.

6.12 Removal of Students from School During Schoblours
No agency, organization, or person other than empanr guardian who has custody or a

delegated school employee is allowed to take aestudom the school premises during
school hours or immediately before or after school.



Exceptions to this rule may be made only:
- By the parent or guardian, when properly identified
Upon the written request of the parent or guardider proper verification
By properly identified law enforcement officers whan arrest is made
By properly identified representatives of law ecfament agencies, in case of
emergency, as determined by the principal

Legally, the responsibility of notifying the parestguardian of a student taken from the
school by a law enforcement officer or represewgadif a law enforcement agency rests with
the law enforcement officer. However, the principithe school should also immediately
inform the student’s parent or guardian except wdemnor has been taken into custody as a
victim of suspected child abuse, as defined iniBed1165 of the Penal Code or pursuant to
Section 305 of the Welfare and Institutions Code.

6.13 Interview and Removal from School of Studentisy Police Officers

Police officers have the right during the school ttainterview students who are suspects or
witnesses. School personnel should not hinderalease of a student to police officers.
School personnel are not liable for releasing sitgltor this purpose, or other legitimate law
enforcement purposes, which require taking thelgugn the school if they are taken with
“proper standard of care” which is defined below.

When a student is taken into police custody andrxeth from school during school hours, the
school will inform the parent or guardian exceptimld abuse cases and will maintain a
record of circumstances involved.

Students can be removed from school during schaaishby law enforcement only under the
following conditions:

By properly identified representatives of law ecfament agencies who are making an
arrest, with or without a warrant, presenting arewatr for the arrest of a pupil, or

taking a student into custody without a warrant

By properly identified representatives of law ecfment agencies when not making
an arrest or taking a child into custody as stateale under the following conditions,
with the express permission of the parent obtapreat to the release of the pupil and
in cases of emergency, when the parents canneaobed

By properly identified representatives of a Childtéctive Agency when taking a

child into custody

Principals must notify the Department of Catholah&ols if a student is removed from school
by law enforcement or Child Protective Services.



6.13.a Interview of a Student During School Hours ya Police Officer

Upon presentation of proper identification to tmegipal or his or her designee, duly
authorized representatives of law enforcement agetand the child protective
agencies in the performance of their official dsitshall be allowed to interview
students in those cases in which an interview batlbool hours is impossible,
impractical or would duly interfere with the enfernent of law.

Although the law does not require it, the parenjuardian should be informed by the
principal that such an interview has taken plagegpt upon request of law
enforcement. It is the policy of the Archdiocesatthn adult, either a parent or
guardian or school staff person will be presentfoy interview unless the student
selects otherwise.

Before releasing the student for the interview,ghacipal must exercise the “proper
standard of care” which is to:

Obtain a business card and confirm the identity@ffidial capacity of the police
officer and the authority under which he or she &ttthe case of the release of the
student to the officer, the reason for such aroacti

Child Protective Agency workers may interview fbetpurpose of their legal
obligations to investigate reported child abusaeglect. Child Protective Agency
workers are authorized to assume custody to remayéld from school.

Before a student is taken into police custody amdaved from the school during
school hours, the school will attempt to inform dtedent’s parent or guardian. The
school will maintain a record of the circumstance®lved. In cases of child abuse,
parental notification is the responsibility of prdiofficers.

6.13.b Informing the Parent or Guardian When a Stuént Has Been Removed
from School by a Police Officer

While it is the duty of the police officer to natithe parent or guardian of the person
taken into custody or placed in detention, the sthancipal shall take immediate
steps to notify the parent or guardian of the mimegarding the release of the student
to the officer and regarding the place to whichghalent is reportedly being taken,
except when a student has been taken into cuswdytim of suspected child
abuse. Even in the case of child abuse it is thkl @hnotective Agency’s duty to

notify the parent or guardian.



6.14 Guidelines Related to Possession and Use ofa@lol and Controlled
Substances

State and federal law prohibit the use, sale avelsl of alcohol to persons under 21 or of
controlled substances to persons of any age, withpuescription.

The school will consult law enforcement agenciegnvan alcoholic or controlled substance
violation occurs or comes to the attention of ttieo®| with each case to be judged
individually.

Students are encouraged to seek help from a schaakelor for themselves or their friends
when they are experiencing alcohol or controlleolssance-related problems that are not
publicly known in the school or community. Schoergonnel may provide referrals for
alcohol and controlled substance abuse so thatdaglfpe offered to parents and students.

If a student is known to be dealing in controlletbstances or providing alcohol on or off
campus, or if a student is convicted in court fargdsale, possession or use, the student may
be asked to withdraw from the school, or may besbag.

6.14.a Procedures in the Case of Suspected Possessr Use

In cases of suspected use of alcohol or contrgilg$tances on campus, school
administrators should follow certain proceduresieyshould:

Evaluate observable symptoms
Attempt to determine if the student is in possessioalcohol, drugs, controlled or
other harmful substances
Interview the student in the presence of an adiiiess
Request the student’s cooperation in conductingpsch of his or her person and
possessions (search may include the student’sdackkother locations on the
school grounds, the student’s car where it is sttepethat controlled or other
harmful substances may be hidden)
Determine the need for medical attention; in cagi@ish require emergency
medical treatment, contact the parents and follmistructions on the
emergency card
Recommend examination by a physician
Provide information to parent or guardian regardhmgavailability of public or
private resource agencies for rehabilitation
In cases where sale or possession is verified gbeuministrators follow these
procedures:
Confiscate all physical evidence obtained as dtrethe investigation by
sealing the evidence in a container bearing the alad the time of
confiscation, the name of the student from whoweais confiscated, as well as
the signature of the person(s) who confiscated it



Consult with police. The degree of involvemently police will be
determined in each case. If a student involved da¢ have a history of
substance abuse or significant delinquent behathierpolice may determine
that no further involvement by a law enforcemerdrary is necessary
When a principal or other school official releaaasinor to a peace officer, the
school principal shall immediately notify the pareguardian or responsible
person regarding the release and the place to vhéchminor is reportedly being
taken
If an arrest is made and the student is removed &chool, a representative of the
law enforcement agency notifies the parent or gaargrior to the time that the
student would normally return home from schoolarifarrest is not made, the
student may be suspended from school. A confereitbehe parent and the
student should be arranged in a timely manner



ST. AUGUSTINE CATHOLIC SCHOOL
POLICIES AND PROCEDURES

GENERAL INFORMATION

A.1  School Philosophy and Mission

The faculty of St. Augustine School strives to sisgarents with the spiritual and
educational development that have been entrustdebto by God. We affirm the
mandate TO TEACH AS JESUS DID by:

Recognizing each student as a child of God whauisigue individual of dignity and
value; therefore, we commit ourselves to a progtsahfosters a child’s awareness of
his or her innate goodness and self-worth.

Believing that all persons are created equal; fbezewe encourage students in the
quest for social justice and equality for all indivals.

Acknowledging that parents are the primary edusatberefore, we work to develop
an awareness of our mutual responsibility to tbieild.

Educating the whole child; therefore, we endeaganéet the spiritual, intellectual,
psychological, social, physical, and aesthetic aeddhe student in our care.

Sharing the vision of the Church to bring the “Gdtelvs” to the entire world;
therefore, we make our students aware of the maetidir own active involvement in
that mission.

Building a faith community; therefore, we providstable environment in which each
individual is respected, loved, and supported.

Utilizing contemporary methods founded in Cathblétiefs; therefore, we provide an
education that encourages the students to makerrgige choices that demonstrate
concern and respect for all.

a. Religious Education Goals

Relying on God’s assistance, we, the faculty, irir@ship with the parents,
strive to encourage and to promote in the studedisep personal faith. We
nurture this faith by instilling in the studentbetter understanding of the
Gospel message of Jesus and by encouraging thapplythis understanding
to their daily lives.



B.

Objectives:

Vi,

Vii.
Viii.

iX.

X.
Xi.

To teach the students the importance of knowingainehderstanding
the Gospel message.

To encourage participation in the sacramentabifthe Church.

To model faith actively.

To foster an awareness of the importance of thiwiohahl.

To reassure the students that they are made imtge and likeness of
God.

To affirm each person's responsibility for his @r helationship with

God.

To instruct students in the basic principles offfoat Doctrine.

To teach students the importance of Catholic valoesrder to assist
them in making morally correct choices.

To affirm the importance of meaningful prayer, bgibrsonal and

liturgical.

To implement a strong Family Life Program.

To encourage the students in active Christian servi

Intellectual Goals

We, the faculty, are committed to an academic @ogthat communicates basic
knowledge, encourages research and discovery,randtips students with the
skills needed for a lifetime of learning.

Objectives:

Vi,

Vii.
viii.

To provide a curriculum, which emphasizes a strimugdation in the

core subjects.

To provide a curriculum, which provides for indivial student needs in
a cooperative learning environment.

To provide additional teachers and teacher aidesdet the academic
needs of our students.

To utilize annual in-depth studies and standardizest results to

continually strengthen the curriculum.

To utilize each teacher's academic background alehts whenever
possible in scheduling subject assignments.

To cooperate with parents and outside tutoring eigento meet

individual student's academic needs.

To provide the Writing to Read Program for studemtgrades K-2.

To complement the core curriculum through art andim



C. Psychological Goals

We believe that the psychological development ef¢tudent plays an essential
role in the growth of the whole person. We tryptovide students with
opportunities where they can respect and apprettiataselves and others, form
realistic attitudes, can be patient, consideratd,aaptable. We also try to teach
students to temper impulsive tendencies with setftitol appropriate to their
respective developmental age.

Objectives:

I.  To model patience, consideration, and adaptability.
ii.  To encourage and support each student in his/hses# self-worth
and identity.
iii.  To enhance and encourage achievement in all af¢ls ourriculum.
iv.  To provide assessment, counseling, and remediggferrals.
v. To encourage, motivate, and reinforce studentsope talents and

skills.
vi.  To provide faculty and staff in-service seminarsself-esteem and
child abuse.
vii.  To provide a stable environment.
viii.  To enforce a clearly defined discipline system.

D. Social Goals

We acknowledge that we have a responsibility toroomcate to students social
values that will enable them to become responsilileens. We believe that social
attitudes are closely related to values acquirenlith a strong Catholic
background.

Objectives:

I.  To provide teaching methodologies for the classrtimemhincorporate

individual involvement, small groups, and/or largescussions.

ii.  To provide students with opportunities to give Gtian service, within
the school and in the community at large.

iii. To prepare programs that are religious, seasondlcaltural.

iv.  To encourage students to initiate and to completigies that require
social interaction and democratic cooperation.

v. To prepare our students to live in a contempornamyti-cultural
society, according to Catholic values.

vi.  To provide Family Life programs to educate the stud about the
consequences of social choices.



E. Physical Goals

Realizing that physical development is an importgairt of an integrated
individual, we endeavor to provide a program thranmtes this development.

Objectives:

I.  To foster growth through physical fitness.
i. To stress and to encourage the importance of beiely groomed
through instruction in physical hygiene.
iii.  To provide a variety of physical activities to asunodate all students.
iv.  To encourage participation in extra-curricular atgs initiated by the
school, the parish, and local communities.
v. To stress the importance of personal safety angréwide a safe
environment within our school community.

vi. To provide an age-appropriate sex education andSAHlucation
program.

F. Aesthetic Goals

Recognizing that art is an inspired use of God-gitadents, we promote a
discovery and appreciation of the arts. We endet@vprovide students with
opportunities that motivate a respect for the caKuwf all peoples, and that inspire
an awareness of beauty, found in nature and madeaby

Objectives:

I.  To give students the opportunity to work with aiebyr of artistic

media.

ii.  To encourage development of talent in the perfognairts in grades 7-
8.

iii.  To offer opportunities to compete in journalism @odnmunication
arts.

iv.  To expose students to a variety of musical expeegn

v. To employ textbooks that offer multi-cultural litey selections.

vi.  To give students art experiences through fieldstrip

Mission Statement Relying on God’s assistance, we, the facultyartnership with the
parents, strive to encourage and promote a desprmarfaith in our students. We are
committed to an academic program that communidze& knowledge, encourages

research and discovery, and provides studentsthatiskills needed for a lifetime of
learning.




A.2 School Organization, Staff Roles and Responsllies

The pastor Fr. Kevin Nolan is ex officio the chaefministrative officer of the parish
school. He implements the policies of the Cath8kbool Board and, on points not
covered by Archdiocesan policy, he determines psiconsistent with Board policy,
and appropriate to the needs of the school.

The pastor has administrative, personnel, finaacd,spiritual responsibilities in
relation to the school. The principal, Mr. Normae2y, as delegate of the pastor, has
immediate responsibility for implementing the pBidphy of the school in its regular
operation. He administers the entire school progsupervises the staff and
instructional program; and relates with the parethis parish, and the general public.

The role of the vice principal is to assist thenpipal in fulfilling his many
responsibilities. She acts as administrator iraetbgence of the principal; making
decisions necessary for the smooth operation o$theol; acts as a consultant to the
principal; assists in disciplinary actions; represehe principal at school functions
when the principal is absent; develops, directd, @articipates in activities that
enhance school/community relations; and carrieapytduties specified by the
principal.

The faculty supports and implements the philosapt@atholic education. They give
evidence of lived Gospel values and participateuiding the faith community. The
teachers utilize an instructional process thauides planning and evaluation, which
provides for student’s individual differences, tomote student learning. They work
cooperatively with the administration, educatiostalff, support personnel, parents,
and students. In addition to teaching duties, ¢@abher assumes co-curricular
responsibilities as specified by the administration

The support staff includes the classroom assistaal®ol secretary/health
coordinator, the bookkeeper, custodians, and Atdool Care staff. The support
staff enhances teacher effectiveness, improvegstlearning, and accomplishes the
non-teaching tasks necessary for the school’s tiparaThey are under the immediate
supervision and direction of the principal, vicenpipal, and/or the classroom teacher.

A.3 Consultative Councils and Parent Organizations

The St. Augustine Parent-Teacher Organization Boaugdlly meets on the first
Tuesday of each month. This organization plansadundraisers, organizes
activities, and provides funds for enrichment & ithool community. The Board
recognizes each parent as a member of the PTO aledmes their attendance at
meetings and encourages their participation iaalvities.

The St. Augustine School Board usually meets oridhgh Thursday of each month.
This council works toward the longevity and vidtyilof the school. Members are
nominated to this council.



A4

List of School Personnel

Fr. Kevin Nolan
Fr. Richard Gleason
Mrs. Trish Gusman

Mr. Norman Mezey
Miss Deborah Doody

Mrs. Janice Harris
Mrs. Dawn Flicker

Mrs. Susan Molloy
Mrs. Danina Uy
Mrs. Dianna Gerski
Sr. Maria Sorahan
Mrs. Kim Ogden
Ms. Pilar Sicre

Mrs. Roxanna Barba
Mrs. Lorena Alvarenga
Mrs. Minerva Rudio
Mr. John Farren

Mr. Steven Abonal

Mr. Ed Krzyzaniak

Mr. Eduardo Cadiz
Ms. Ana Alamillo

Mrs. Lisbeth Romo
Mrs. Laura Plascencia
Mrs. Dayna Groehler
Mrs. Dorothy Kushiner
Mrs. Lillian Rios

Mrs. Maria Briggs
Mrs. Mary Spurlin
Mrs. Margaret Merlin
Mr. Joshua Clarke

Mrs. Judy Galvan

Mrs. Rosalind Cummings

Mr. Billy Figueroa
Mr. Jose Gonzalez

Mrs. Angela Haro
Mr. Jerry Martinez
Ms. Marian Capulong

Pastor
Associate Pastor
Parish Administrator

Principal
Vice-Principal/Grade 8 Teach@&8 Coordinator/Summer
School Principal/Performing Arts
Grade 7 Teacher/Academic ComipetCoordinator/Inclusion
Specialist
Grade 6 Teacher/Religion Coorthn&ASB Moderator/Master
Teacher/Virtus Trainer
Grade 5 Teacher/Enrichment Coattir
Grade 4 Teacher/Hospitality ChaispefGateway-to-Art Liaison
Grade 3 Teacher/HCA Mission @owtor/Coach
Grade 2 Teacher/First SacranReafmration
Grade 1 Teacher/Inclusion Specislidus Trainer
Kindergarten Teacher/WTR Coordin&ateway-to-Art
Liaison/School Supply Supervisor/Technology Liaison
Transitional Kindergarten
Pre-Kindergarten Director
Pre-School Lead Teacher
Athletics Director/Coach
P. E. Teacher/Coach
Art Teacher
Music Teacher/Piano Teacher
Computer Teacher
Pre-School Aide
Pre-School Aide
Pre-Kindergarten Aide
Kindergarten Aide/Morning Swyison
Teacher’s Aide
Grade 1 Aide
Grade 1 Aide
Writing-to-Read Teacher/Coach
Librarian
Coach

Office Manager/Bookkeeper
Secretary/Health Coordif¥icdus Coordinator

Head Custodian
Custodian

ASC Director
Lunch Program Coordinator
ASC Staff

Mrs. Josie Cabral-Hurtado ASC Staff
Mrs. Cathleen Dominguez ASC Staff



A.5 School-wide Learning Expectations (SLE’s)

Based on the stated philosophy and goals of Stustirge School, we affirm and hold
true that a student who completes the prescribatsemf study exhibits the following
characteristics.

A St. Augustine School Graduate is:

An active member of their faith community, who
1. demonstrates Gospel values and knowledgeedEatholic faith;
2. volunteers their time and talents to supgwtrieeds of the parish and
Civic communities;
3. prays for the needs of the school, paristl,gdobal community.

A competent, self-motivated learner, who
1. implements basic skills;
2. demonstrates initiative by working indeparttie
3. communicates effectively.

A resourceful, critical thinker, who
1. capably assesses and devises an apprapaatéo solve problems;
2. applies available current technologies tple@ment a plan of action;
3. evaluates the plan for effectiveness.

An enlightened, productive member of society, who
1. shows empathy, care and concern for others;
2. makes responsible choices and is accounfiableir actions
3. demonstrates respect and reverence for all.

A.6 History of the School

After the United States bishops declared the négdss more Catholic schools, Saint
Augustine Church opened its parochial elementanpaicin September 1926. Under
the direction of the Daughters of Mary and Josdpk, school originally had an

enrollment of 123 students and only 4 classrootms1938, a set of bungalows was
added while plans for a new building developed. 1847, the new building of

reinforced concrete was completed. Later, a seasimd) was added, allowing

enrollment in 1969 to reach 700 with 2 classesacheggrade level.

The sound leadership of the Daughter of Mary arsk@do lead the school to make
changes that would help its students. As enroltrdesreased in the early 70’s, and
costs rose with the rising number of lay facultynmbers, the school decreased to a
single class per grade level. This allowed fer ¢bnversion of some classrooms into
various types of specialized classrooms, such astanom, a science laboratory, and



2 computer laboratories. One room was made availah the parish’s religious
education program, not only to assist them in mgrducation for the parish, but also
to serve as a resource for the school.

In the 1980’s, the parish pastor, Monsignor lanl&fal, looked to the school’s future
financial stability. With decreases in enrolimegturring in most Catholic schools,
the pastor discussed the necessity of insuringsti®ol’'s presence in the face of
declining student tuition. He established a schmalowment account by starting a
parish collection on the third Sunday of each month

A lay principal was appointed in 1997. In responsethe rising need for early

childhood education, the school began renovatiadinst floor in 1998. The school

now holds a pre-school, pre-kindergarten readinasd, kindergarten classes on its
first floor. After Internet lines were set down, FViwas placed into individual

classrooms over the past 4 years. The two compalterwere consolidated in 2011,
with additional digital technology placed into thibrary for research and writing

assignments. In spring 2005, due to the foresaglit continuous involvement of the
parent of alumni, the science laboratory receivedegtensive equipment upgrade.
Between 2006 and 2008, major renovations were n@adbe school restrooms. A

multi-purpose classroom remains on the first flémr small group reading classes,
visual art classes, and performing arts classes.

Saint Augustine School operates under the poliares directives of the Archdiocese
of Los Angeles and is fully accredited by the WastAssociation of Schools and
Colleges and the Western Catholic Education Associa
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School Mascots Sam and Sammy Saxon

School Motto “Give a man a fish, and he eats fdag teach a man to fish,
and he eats for a lifetime.”

School Prayer “Hail Mary”

School Cheer Everywhere we go,
People want to know

Who we are,

So we tell them:

We are Saxons!
Mighty, Mighty Saxons!

Go, Saxons!

School Colors Blue, White, and Gold

A.8 SCHOOL SCHEDULE AND CALENDAR

7:00 Bell Campus Open

7:45 Bell School Begins

7:55 Bell End of Assembly

8:05 Bell Silent Reading

8:15 Bell Classes Begin

9:35 Bell 1st Recess

9:50 Bell First recess ends

Students may come on the. yaStudents
arriving before this time are to report to Sr.
Maria’s classroom. There is a $2.00 fee.

Students line up QUIETLM designated areas
and Assembly starts with assembly starts with
prayer, flag salute, and announcements.
Attention and respect are expected of everyone
Students are to quietlfpllow their teachers into
the classroom and immediatgdyepare for class.

All students in Grades8 and teachers

Students should hawarthackpacks emptied
and put away by this time and be in their seats.

For Kindergarten throughd@ 2.Students are
to use the restroom before playing.

Students areFteeze when the bell rings.
When the teachers signal to line up, the students
are to walk to their designated areaghout

talking.




10:10 Bell

10:25 Bell

11:20

11:45 Bell

12:00

12:15 Bell

12:30 Bell

12:40 Bell

12:45 Bell

2:50 Bell

2:55 Bell

3:00 Bell

2nd Recess

End of Recess

For grades 3 through 8

Students are R@eze when the bell rings.
When the teachers signal to line up, the students
are towalk to their designated areagithout

talking.
Kindergarten Lunch Students go to the eafet
Lunch Grades 1 through 4
Recess Grades 1 through 4
Lunch Grades 5 through 8
Recess Grades 5 through 8
Go inside Grades 1 through 4

Recess over

Classes Begin

Closure

Closing Prayer

Dismissal

3:15 Bell ASC Starts

4:00 Bell

ASC Snack time

Office Hours:

Students (5 - 8) are @nclg and prepare for class.

All students are to laelydgo begin class.

Teachers prepare for dismiss@o over homework,
remind students of any important announcements.
Students are to load backpacks, clean and straighte
desks, pickup any paper on the floorClassrooms
should look as clean and neat as they did when the
students entered them in the morning.

Recite a closing praaga school.

All teachers walk students to designgield up areas.

Remaining students are taken to thdipayor ASC.

ASC students meet in toaljon.

The office staff begins their day at 7:30 a.m. e Hthool office is normally open until
3:30 p.m.; however, it closes at 1:00 p.m. on munimsession days.



General Calendar

2011 - 2012
| > c | > | > T | > T | >
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September, 2011 L B b 6 [7 |8 |9 h2(13]14]15[16] 19 2d 21 2P 23 26 27 280p9 3
October, 2011 3 4 % 6 F 1011 12 h3f14(17|18[19] 2d 21 24 25 25 A7 48130 B
November, 2011 1 2 3 b F B b 1001 p415[16|17] 18 21 22 28 24 25 28 49 B0
December, 2011 L b b b |7 I8 |0 2 h3]14|15[16[ 129 2d 21 22 2B 26 27 28 P9 30
January, 2012 2 3 4 5 b o 10 h1[12]a8{16[17[ 18/ 29 20 23 24 25 46 27 30 Bl
February, 2012 1 2 3 6 F B B 1013 h4li5]16|27] 20 21 22 28 24 2F 28 29
March, 2012 1 4 9 4 7 8 § 12 13 14 15 16 [19[20{21]22[ 29 24 27 2B 20 30
April, 2012 2] 3] 4] 5| 6 9 10 1 22 43 16 17 8 [19|20[23|24] 25 2 27 3
May, 2012 11 20 34 71 4 9 10 11 14 15 e [17[18[21]|22[23/ 24 28 28 2b 3p 1
June, 2012 1 4 5 7 B 11 12 {13 14 [15]18]19] 20] 24 22 2% 26 27 48 29
Sept. 5, 2011 Labor Day
Sept. 6, 2011 First Day of School Nov. 11, 2011 rGaud ends.
Oct. 7, 2011 WCEA In-service
Oct. 31, 2011 WCEA In-service Nov. 14, 2011 Qua2téegins.
Nov. 11, 2011 Veterans’ Day Holiday Feb. 3, 2012 afer 2 ends.
Nov. 24-25, 2011 Thanksgiving Vacation
Dec. 19, 2011 — Christmas Vacation Feb. 6, 2012 art@u3 begins.
Jan. 2, 2012 Apr. 6,2012  Quarter 3 ends.
Jan. 16, 2012 Martin Luther King, Jr.
Holiday Apr. 16, 2012 Quarter 4 begins.
Jan. 20, 2012 WCEA In-Service
Feb. 10, 2012 Teacher In-Service June 8, 2012 &gaduation
Feb. 20, 2012 Presidents’ Day Holiday June 11, 20&fade 8 Graduation
March 23, 2012 Teacher In-Service
April 6-13, 2012 Easter Vacation June 14, 2012 Dt for Pre-K
May 28, 2012 Memorial Day Holiday
June 4, 2012 Teacher In-Service June 25, 201Bmngr Session
begins.
June 19, 2012 Last Day of Regular Session Julg@¥2 Summer Session ends.



Minimum Days:

On minimum days, school will be dismissed at 120X6. Parents must arrange
transportation from the school for their childrerteese times or place them in the
After School Care Program. Students who are reiegi up by 12:30 p.m. and who
are not involved in an authorized school actiwvitil| be enrolled in the After School
Care Program and will be charged accordin@yudents may never wait for parent
pick-up outside the school gates.

A.9 Dress/Uniform Code

School Uniform Requirements:

At all times, students are expected to wear thegolged uniform, purchased from
Michael’'s Uniform Supply and New Balance Shoesed3rcode violations will result
in immediate detentions. Repeated violations rgslult in suspensions from school.
Students may return when they are in complianck thi¢ dress code. Please check
that your child is in complete school uniform befoihey leave for school each day.
All uniform shirts, sweatshirts, jackets, sweatees)d P.E. attire must have the
school logo. Girl's blouses must have the schamid if they are worn with skirts,
skorts, shorts, or pants.

Girls Uniform

Plaid uniform skirt, jumper, or skort

Navy blue twill pants or walking shorts

White collared short-sleeved blouse or polo shirts

Solid white or navy blue ankle socks or tights

New Balance, solid black, low shoes

Black leather belt (grades 3-8) with pants andtshor

Undergarments should be age-appropriate and acubd that is not visible.

Boys Uniform
Navy blue twill pants

Navy blue walking shorts

White polo shirts

New Balance, solid black, low shoes
Solid white or navy blue socks
Black leather belt (grades 3-8)

Socks must be above the ankle. No peds (socks bdevankles) or knee socks may
be worn. Socks may not have logos

No long-sleeved or turtleneck shirts may be worndan the school shirts.
Undershirts must be white, without logos or writindgshirts must be tucked in at all
times




P.E. Uniform from Michael‘'s Uniform Company (BoysdGirls)

**Please note: The school uniform shoe is an gmpate athletic shoe and must
be worn with the P.E. uniform.

Dress Code Requlations:

1.

Hairmust be clean and well-groomed at all times. kioeenes in hairstyles
are permitted. Students may not color their hraany way. Students may not
wear extensions or hairpieces of any kind. Haieasories are permitted for
girls, but must be small, inconspicuous, and eitttate or blue. Shaved heads
or step haircuts are not allowed. Boy’s hair mugtreach below the collar,
and hair must be trimmed so that the ear is claasiple. Girl's hair must be
worn back from the face at all times. Bangs must be trimmed above the
eyebrows. No tails are permitted. No spikingaesnpitted.
Jewelryshould be minimal and inconspicuous. Students usayonly one

ring, one watch, one bracelet, and one neckl&eagrings are for girls
only. They must be stud type and may only be vaorthe ear lobes. No
dangling or  large earrings are permitted. Othelyljewelry or any type of
tatooing is not permitted.
Make-upis not permitted.Clear, non-glossy chapsticknay be used. No
acrylic nails or nail polish of any kind is perneitt
Special Drests allowed on certain occasions. This is an opymity to utilize
appropriate dress for special occasions. Modewdygaod taste should guide
choices. No faded or torn clothing should be wadtothing showing the
midriff, or inappropriately short skirts, shortsidabicycle pants are prohibited.
Dressy dress is requested on special occasidhe athool. Boys in dressy
dress must wear dress pants, dress shirts, dress, €ind a tie. Girls must
wear either an appropriate dress, or skirt anddapar dress pants and blouse.
In grades 4-8, girls must wear nylons or tightdwidtess shoes. Denim/Jeans
wear or athletic suits are not appropriate on tluess. Special Dress and
Dressy Dress days do not preclude policies regagdiair, jewelry, and
make-up
Jeans Dayare special school wide events during which sttgleray choose
to wear denim pants, skirts, shorts, or skoftsese are the only days when
jeans may be worn to schooAgain, these special days do not preclude
policies regarding, hair, jewelry, and make-up.
Inclement Weathenay bring the need to wear additional clothinghsas
raincoats. Students may wear these items to schoakver, these items may
not be worn inside the classroom.
Student's clothing should be labeled with thaime and gradeAny lost
clothing can then be found and identified in thest.and Found Closet. If the
articles are not claimed in one month, they willgheced into the uniform
exchange.




Unsuitable Clothing:

The following items are not acceptable in the stho
- Oversized long, baggy pants, or short&ll pants or shorts should be
hemmed and tailored to fit your child.
Oversized sweats, blouses,belts
Low-rise or tight-fitting pants, shorts, or skirts
Short skirts or shorts. All skirts should be norenthan 3 inches above the
knee.
Sweat tops with hoods
Items which use any logo other than that of thesth
Midriff, tank, or low-cut tops
Suspenders or wallet chains

The principal will make the final determination if clothing is in compliance with the
dress and uniform codes of the school.

B. ADMISSION AND ATTENDANCE

B.10 Absence, Tardiness, & Truancy

B.10.a Absence

Students in grades 4-8 must have a parent cadidiheol office before 10:00 a.m. to
inform the secretary of the student’'s absence.ot& stating the reason for the
absence and the days absent is required in orddrdstudent to be readmitted into
the classroom. In the event that students willbgpresent in school for an extended
period of time, parents must request homeworkest|2 days prior to the absence

B.10.b Tardiness

Students are tardy if they are not with their clags:45 a.m.Tardy students who
arrive during assembly must report to their teacketardy students who arrive after
the assembly must obtain a tardy slip from the offi

Homeroom teachers will record students who areytarddays we attend Mass.
Students should arrive at school on Mass days4y &m. so that they may safely
walk to church with their classes.

Students who arrive during Silent Reading are toaia in the office area until the end
of the Silent Reading period. They should silenglgd in the designated area.



Students who arrive more than 30 minutes latedbosl will be marked a half-day
absent. Similarly, students who leave more thamBfutes before dismissal will be
marked a half-day absent.

Students in grades K-8 who are late three timesonita written parental excuse will
receive a thirty-minute detentiorAny student who is consistently late may be
suspended from one day to two weeks, depending imgdridual tardy records.

Habitual tardiness has the following consequences:
a call from the school principal
a parent-principal-student conference
a student suspension
a report of truancy to the attendance officethef public school district

Parents who do not make an effort to solve condiséediness may be asked to
remove their child or children from the school

B.10.c Doctor and Dental Appointments

Dental and doctor appointments should not be madaglthe school day. If this is
not possible, the parent should inform the teaphier to the appointment. A parent
or guardian should then pick up the child at tHeost office and sign them out.

In accordance with the absence/tardy policy, sttedeho are not on campus for more
than 30 minutes receive a half-day absence, rezgadif the reason.

B.11 Communications Procedures

B.11. a Methods of Communication

The faculty and staff of St. Augustine have estdilgd certain systems to
communicate regularly with parents. These include:

Newsletters Back to School Night
Progress Reports Open House

Monthly Calendars Parent-Teacher Conferences
Parent/Student Handbook Awards Assemblies

Report Cards Informal Conferences
Church Bulletin Formal Conferences

Work Packets Pre-K Handbook

Junior High Handbook Student Expectancies
School Website Homework Websites

Gradelink



At any time, you should feel free to employ thessthnds of communication to
discuss or review your child's progress and aawit

B.11.b Mall

The school utilizes a paperless mail systeAil general mail, flyers, and calendars
are accessible through the school web page. Tlasesent directly to your e-mail
once you have registered with the school webmaster.

Personal mail such as report cards and billingstahts are sent home through the
classroom folders. Please check your child’s fotdeFridays for the appropriate
item.

B.11.c Gradelink

Teachers utilize Gradelink, an on-line grading pang that allows parents access to
current grades, from Kindergarten through Gradén8September, students will
receive log-in codes and information to gain accéxssswords and log-in codes
remain the same for returning students.

B.12 Arrival/Dismissal Procedures

B.12.a Early Arrival Policy

Yard supervision begins at 7:00 a.m. Students imeisupervised at all times while
on campus. If students arrive before 7:00 a.my thust report to Sr. Maria in the
second grade classroom.

B.12.b Attending Mass

Students in first through eighth grades attend Mas®/ednesday mornings at 8:00
a.m., unless a holy day of obligation requires angje of schedule. Students in Pre-K
and Kindergarten attend Mass monthly and for speeients, such as the May
Crowning. These times are determined by the aditnation and faculty.

Teachers will begin taking their students to Masé.45 a.m. when the bell rings.
Please make every effort to arrive in a timely fash In the event your child’s class
has already left for Mass, please walk them to thehurch.

B.12.c Dismissal Procedure

Each teacher leads out her class at 3:00 p.m. Monday to Thursday, and 12:15
p.m. on FridaysAll students who are not leaving school are dismisd to the
cafeteria and checked into ASC.These students include those in the formal ASC
program, as well as those students who are invalvady after-school activities. The
teacher then takes the ones going home to therdesidjline-up areas on the




basketball court. Parents must park cars, pickhap children from the line-up area,
and walk them back to the car. Students who dr@stcampus at 3:15 p.m. or 12:30
p.m. on Fridays are automatically checked into ASC.

Students who are staying in ASC are to remainenctfeteria until 3:15 p.m. from
Monday through Thursday, and 12:30 p.m. on Friddg.students are permitted to be
in the school until after that time and only thgngermission of ASC personnel. No
programs begin before this time. Students in &thool activities must remain inside
the cafeteria until picked up by their coach or erador. Students must return to the
cafeteria at the completion of any school activijo charge for ASC will be billed if
the student is picked up within 15 minutes of tbevety’s end. This helps us provide
an orderly dismissal and assures us that all stadea accounted for and checked into
ASC. Please remind your children of this policy.

B.12.d Traffic Safety Rules

1. Enter at the south gate, near Washington Bar exit at the north gate, near

Venice Blvd.

Make a full stop at the STOP sign.

Park cars in designated areas.

Students in all grades need to be escortédebgarent or driver from the

waiting or parking area.

5. The school fence closest to the rectory vélldcked at 3:15 p.m., and the north
gate will be locked at 3:20 p.m.

6. Students who are not in After-School Carensupervised school activities must

be picked up by 3:15 p.m. Students not pickedy:b5 p.m. will be placed

into After-School Care, and parents will be bilfed After-School Care.

Students are never to be dropped off in the traffidanes

Cooperation with the adults on parking dutsnendatory.

By law, no parking is allowed in front of tekding gates. These areas must be

clear for emergency vehicle access.

hown
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B.13 Security Procedures

B.13.a Closed Campus

St. Augustine School is a closed campus. Studeagsnot leave the school grounds
during the school day. A student may be suspeffoleibaving the school grounds
Students involved in after school sports or aciieg may not leave the school
grounds and return to the campus unless accompani®d their parent/guardian.
No student is allowed to have visitors or friends @ampus during school hours,
except through a prior arrangement.

All visitors, including parents who enter the schgmunds must report to the office
and obtain permission to visit a classroom. Whike campus, they must wear
identification badges. Visitors must check outhwiite office staff before leaving the
campus. Parents may never go directly to a student's sl@®m. Parents may not
wait in the hallways for students.Parents must deliver lunches to the school office




B.13.b Custody Situations

Divorced or separated parents must file a coutifiset copy of the custody section of
the divorce or separation decree with the prin@paffice. The school will not be
held responsible for failing to honor arrangemehtg have not been made known in
writing.

B.13.c Emergency Procedures

In case of fire, earthquake, or other extraordirergnts, Saint Augustine School has
created a plan and taken precautions to cope with disasters. Fire, earthquake, and
other disaster drills are performed regularly tepare students. The St. Augustine
PTO has purchased sufficient disaster suppliesctwimclude food, water, and other

necessary items. If your child has any food aikrgplease check with the school

secretary to make alternative arrangements.

In the event of a major disaster, please:

1. Do not panic. Children need to feel a degreeaim during this type of
trauma.

2. Do not call the school. The line may be nedde@mergency use.

3. Should the need arise, your child will be reéehto any person authorized to
pick up your child, as listed on the emergency cafdwritten record of the
person to whom and at what time your child wasasdd will be kept. No
child will be released without the signature ofsarthorized guardian.

4. If no one is able to pick your child up, we vikiélep your child under our
supervision until you arrive, or your child is mavi® a central location.

B.13.d Procedures in the Event of Missing Child

1. Faculty and/or staff will make a brief thorougteck of the school grounds.

2. The staff will then call the parents and anysh@®se name appears on the
emergency card to check if they picked up the child

3. If the first two steps fail in locating the athilwe will IMMEDIATELY call the
police, making available a picture of the chilcg tige, and descriptions that
can be found in his/her Cumulative File.

4. We will always fill out an accident report foqmetsonal incident form and
send it to the appropriate office or department.

B.14 Parent or Guardian Right of Visitation
B.14.a Parental/Guardian Visits

Parents may visit the campus as volunteers orpiecial events, provided they have
fulfilled the requirements for Fingerprinting andRTUS Training. Any other visits
should be kept to a minimum and must have the ajppaj the principal.
Additionally, the classroom teacher should be agtVisf any special arrangements.



All parents coming to the school grounds must refmothe office and obtain
permission to visit a classroom. While on campiusy must wear identification
badges. Parents must check out with the offidé Is¢dore leaving the campus.
Parents may never go directly to a student's clagsn. Parents may not wait in the
hallways for students.

B.14.b Appointments with Teachers

Should the need arise to speak with a teachestus$ a child’s progress, the parent
should call the school office between 9:15 a.m. 280 p.m. to make an appointment.
The teacher will contact the parent with the faghilable date and time that is
mutually convenient.

B.14.c Drop-Off of Items

Once the school day has begun, interruptions téetir@ing environment must be kept
to a minimum. To reduce these interruptions, &ays that need to be dropped off at
school must be delivered to the school office.sTihcludes but is not limited to
lunches, P.E. attire, books, and class treats.

B.15 Extended School Day Program

Saint Augustine School provides After-School Camarf school dismissal time until
6:00 p.m. After School Care is available on daysmvschool is in session unless
otherwise notified. Students who are not pickedbyp3:15 p.m. Monday through
Thursday and 12:30 p.m. on minimum days, and wamat involved in an authorized
school activity, will be enrolled in After-School a@. Students who are not
participating in authorized school activities mhstin After School Care or must leave
the campus. Parents should not leave their cimldrattended on the school grounds.
All families receive information and applicationrfies for After School Care on the
first day of school. Parents who do not pick uments on time will be assessed a late
fee of $20.00 per half hour or any fraction thereldibitual tardiness will result in

the child‘'s removal from the After School Care Progam. All children must be
supervised by an adult while on the campus. Paresitor registered guardians
must sign their child out in the ASC attendance log

The principal is the administrator responsible fbe managerial aspects of the
program, though he may delegate daily responsdslito the After School Care
director.

Students will not be admitted to the ASC progranpafyments are more than two
months delinquent. Students who habitually fakémply with the directives of ASC
personnel will be removed from the program.



Saint Augustine School has arranged with independertractors to provide extended
specialized programs, such as guitar, piano, amdejeon a fee basis. Students are
expected to comply with the procedures and polickshe school while in these
programs or any other part of the After School Gaogram.

B.16 Health, lllness, and Accident Procedures

The school authorities cannot assume liability ifguries received on the school
premises. To avoid accidents:

Students should not play in restricted areas.

Students should not pick each other up or carri eduer.

Wrestling and fighting games or simulations ardidden.

No bicycle, roller skating, scooter riding, or siabard riding is permitted.
Climbing on any of the buildings, fences, or surmding walls is prohibited.
Playing before and after school is expressly fatbid unless the students are
involved in a school-sponsored program.

Should an accident occur either in the school ontergrounds, a staff or faculty

member who has been certified in Pediatric First Will first assess the situation and
administer aid as needed. If illness warrants gdwome, parents or emergency
contacts will be notified to pick up their childofn the health room. If the injury or
condition seems severe, 911 will be immediatelyedalfollowed by a call to the

parent or emergency contact.

C. Academics and Co-Curricular Activities

C.17 Curriculum Offerings

Saint Augustine School offers an extensive acadenmcculum designed to help each
child reach their academic potential. The corelacac program includes the subject
disciplines of Religion, Reading/Literature, LangaaSpelling, Mathematics,
Science, and Social Studies. To complement thgrano, courses in Physical
Education, Music, and Art are also included. Ansdevels, handwriting and
computer science are graded subjects.

Special programs form a part of the curriculumud®nts complete a comprehensive
program to prepare for Reconciliation and Firstiautst in Grade 2. Writing to

Read, a computer-based phonics program, allowestsiih Pre-K through Grade 1 to
learn the writing process and to improve readiriisskFamily Life, a Christian-value
family life program, teaches age-appropriate faradyncerns, including the
importance of a family, AIDS education, a drug-fliée, respect for human life, and
stewardship for the world. A mandatory, school-evidistained silent reading
program enriches the language arts program.



The State of California demands that students Wa&ved in a physical education
class. As such, physical education classes areabeny for all students unless a
doctor's certificate is presented to the childsher stating that participation in
physical education is not advisable at this tiffilis certificate will be kept on file in
the school office._Students must be in proper Baiforms, or they will not be
allowed to participate, which will affect their gies.

C.18 Religion Program and Expectations

In alignment with the School-wide Learning Expeictas, Saint Augustine School
utilizes a program to develop students who arer@ctiembers of their faith
community. Our program emphasizes knowledge oCholic catechism, recitation
of traditional Catholic prayers, and understandifthe Bible. Students live their
faith through daily school-wide prayer, weekly attance at Mass, and participation
in Catholic devotions appropriate to the liturgigahr. The sacrament of
Reconciliation is made available during the seasdglvent and Lent. Students
explore issues of social justice and morality ithb@ligion and family life classes,
discussing the ramifications of their choices centselves and others.

In sixth through eighth grades, students must cetaervice hours to demonstrate
their faith beyond the classroom. This is a strredd program, in which students are
required to work with specific populations eachrigra The service site must be
approved by the religion coordinator.

C.19 Graduation Requirements

To be eligible for graduation, students must ham@ramum 65% overall average in
their eighth grade year. The students must satity complete the following
assignments and evaluations to demonstrate thaesament of the School-wide
Learning Expectations:

1. Completion of Junior High Religion Service Hoursttwthe Appropriate
Paper Work
2. Satisfactory Completion of the Jesus Study in Sév@mnade and the Mass,
Church, and Sacrament Project in Eighth Grade
3. Satisfactory Presentation and Submission of the@avand Eighth Grade
Science Fair Project
4. Satisfactory Completion of Specified Reports for tMamatics
Applications, Data Presentation, and SubmissiofeSty
5. Satisfactory Social Studies Power Point Presemtatio
6. Satisfactory Completion of the Literature-Based i@eraPortfolio
7. Satisfactory Submission of the SLE Evidentiary fotid for the Junior
High Level
Failure to complete these requirements may resuémoval from graduation
activities and/or withholding of diploma and traripts to parents and students. If
requirements are not completed within 30 days efclbse of the school year,
transcripts will reflect non-promotion.



C.20 Academic Probation/Retention/Transfer

C.20.a Academic Probation

Students are assessed for academic status ontartjubasis. A student is placed on
academic probation if he/she falls below a “C” ager and/or has a subject grade
lower than a “C-". A student on academic probatimay not practice, attend
meetings, and/or rehearsals. Students shouldreeefnmendations from their
teachers to promote their learning and overall ggadrhe principal may request a
conference with any student on academic probatioeview their progress. Students
are reassessed at the end of each quarter.

C.20.b Retention

Parents of students who are performing below grada-will be informed through

first quarter progress reports and parent teadhriecences. Appropriate adjustments
within the school setting and appropriate to tHeost's resources will be made, under
the advisement of the Saxon STEP Team. If sughprelves to be inadequate, the
teacher shall advise the parents to arrange feidmitemedial help, such as
professional tutoring, parent tutoring, or an appbsummer session. The teacher
will notify the principal of any student with sidi@ant learning problems by the end
of the first quarter. The parents will then beomfied of the student’s progress during
the subsequent quarters.

Retention at any grade level is based on a vaoietyctors. At the end of the fourth
quarter, teachers must review the cumulative grémtéReligion, Math, Language,

and Reading/Literature. An “F” in a single quaitethese subjects is not grounds for
retention; however, an “F” average in 3 of thesgehs is a strong indicator of
retention. Before a decision is made, the inpdt@pinions of the parents and
teachers are significant factors in the considenadf retention. The final decision to
retain a student is the responsibility of the ppat

C.20.c  Transfers

In some cases, the school may not have the apptepesources to meet the needs of
an individual student. Students may then be adwiséransfer to another school. On-
going conferences regarding the needs of the stthenild take place during the
school year. The principal, in consultation witle pastor, will make the final
determination regarding an academic transfer.



C.21 Testing and Assessment

C.21.a Admission Screening

Our procedure for admission to St. Augustine ScHoolpre-school through grade
eight is as follows:

The principal reviews the progress report or repartl of the student.

The parents fill out application forms and pay dpplication fee.

The students are academically screened by schosseel.

The parents are interviewed by the principal.

Parents are notified after the screening by teleplas to whether or not their

child was accepted. Those who have successfultytmestandard are invited

to enroll their child.

6. Parents of students who satisfy the admission reopgnts then pay the
registration fee.

7. If students are invited to enroll and there is pace available, they are placed

on a waiting list.

GhobdE

C.21.b Annual Standardized Testing

In an effort to understand student, class, anddateeds, Saint Augustine School
performs standardized testing as mandated by tblediogcese of Los Angeles. To
evaluate academic strengths and areas for impravestedents in grades 1-8 take the
lowa Test of Basic Skills (ITBS) in the fall of dagear. At the same time, the
Cognitive Abilities Test (CogAT) is administered@ades 3, 5, and 7. The
Assessment of Catholic Religious Education (ACRE)iven in January of each year
in Grades 5 and 8.

These tests are given to design curriculum andipktruction. They do not form a
part of any subject discipline’s grade; howeveeythre indicators of students’
academic overall achievement. The ITBS and Coge#ofes are kept in the student’s
permanent record and form a part of the officidlcgs transcript.

C.21.c Curriculum-Based Testing

Teachers use assessments frequently and integesbeiito the teaching and learning
process. Assessments benefit the students arth@nlkffective communication
between students and teachers. By doing freq@sesaments, the teachers can track
the students’ progress, identify differences amthiegchildren in the class, and
evaluate how well they are doing in school. Vasitygpes of formal and informal
assessments are implemented into the teachingeaming process. These include
but are not limited to teacher-created and textliests, evaluation of oral
contribution/response, evaluation of class work lamehework, oral reports, projects,
dioramas, and book reports.



C.22 Homework

C.22.a Guidelines

Students receive homework in order to review whes vaught during the day and to
allow students to prepare for exams. Homeworlgassents may be given five nights
per week, Monday through Friday. Eighth gradery hrave work on the weekends in
preparation for high-school entrance examinatiddisidents are given long-range
assignments and are expected to work on them ondgbkend. Work should be
completed neatly, according to the teacher's in8tmis, and handed in on time.

The following times may be utilized as guidelinesietermine theninimum time for
completion of written homework

Grades 7 and 8: 60-90 minutes
Grades 5 and 6: 45-60 minutes
Grades 3 and 4: 30-40 minutes
Grades 1 and 2: 10-20 minutes
Kindergarten 5-10 minutes

Students should spend time studying each nighesdtimes will vary according to
the assignments and classroom curricular demands.

If your child is absent and you wish to pick up reamork materials, please call the
school office by 10:00 a.m. to allow teachers timerepare the assignments and
materials. Materials may be picked up at 3:30 @nthe table outside the school

office.

C.22.b Homework Policy

All students are expected to complete assigned Wwonkeand bring it to class on
schedule. Failure to complete assignments in @yimanner can result in detention,
lower final grades, or incomplete grades. Parsintgild see teachers regarding
missing assignments at pre-arranged meetiigthe case of absence or incomplete
work, students are responsible for completing andeturning these assignments in
a timely fashion in order to receive credit towardtheir grades.

At the junior high level, daily assignments thatédeen corrected inside the
classroom may not be turned in for credit, unlbssstudent was absent.



C.23 Grading

Student progress is measured through class workeWwork assignments, and success
through oral and written quizzes/tests. Theseuat@ns may carry different weights
as determined by the teacher. The teacher infthiestudents and parents through
syllabi and at Back to School Night. Both weightedl straight-line averages may be
applied.

Pre-School, Pre-Kindergarten, Transitional Kindeteya and Kindergarten use
Developmental Progress Reports. Progress in eddgation relies heavily on the
teacher’s direct observations, with increasing irtgoece given as the students reach
kindergarten. Reports are given quarterly to paren

Grades 1-8 use the following grading scale, in etanace with the standards of the
Archdiocese of Los Angeles. Tests, quizzes, apdnt card grades follow this
standard scale.

100 -93 A
92 -90 B+
89 -87 B
86 -85 B-
84 -80 C+
79 -75 C
74 -70 C-
69 -65 D
64 and below F

The Archdiocesan student report card is the offigghicle to report student academic
progress, non-academic progress, work habits, ahdauior to parents. Percentage
scores are used in grades 1 through 8 on the reqals.

C.24 Honors and Awards

The school has adopted an honor roll system, wiaids into consideration academic
grades, behavior, and work habits. Awards arergatehe end of each report card
period.

In grades 3 - 8, students may be named to the hofidor academic achievement in a
quarter. Students are not eligible for academic honors if #hir behavior and work
habits grades are lower than "Good” (G).

Principal’s List All grades must be 93% or higher
First Honors Academic average of 93% or betteth) wo
subject grade lower than 87%
Second Honors Academic average of 87% or bettesubgect grade

lower than 75%



Citizenship pins are awarded to students, based gue-level appropriate
guidelines, during that quarter. An Attendanceipigiven to those students who have
no days absent or tardy during the quarf&iudents are not eligible for these

awards if their behavior and work habits grades ardower than “Good” (G).

In grades K - 2, Citizenship, Attendance, ImprovetmEgffort, and Achievement pins
are awarded to students for their endeavors iretaesas during the quarter.

Various scholarships are sponsored by both schmbparish organizations, as well as
individuals from the community. These are baseshugrade level, academics, and
other specified criteria.

C.25 Field Trip and Excursion Policy

Field trips are taken to enhance curriculum andtrbe®of educational or cultural
value. A signed and dated field trip permissiomfaenust be returned to the school in
order for a student to attend any scheduled figd tA copy of this form is at the
back of this handbookAccording to Archdiocesan policy, we may not accept
parental authorization by any letter or form in lieof the field trip permission form

The field trip policies listed below apply to clasgs, school group trips (e.g. choir,
academic decathlon) and trips for school sport geaBthools may plan field trips for
one of more days, including overnight field trigSchools may decide not to offer
overnight field trips. All field trips, whether gar overnight must comply with the
following requirements:

Prior permission of the principal

Preparation, follow-up, and specific educationalgdor students

Signed and dated Student and Youth Activity PenmimsBorms and
Emergency Medical Authorizations from parents

Permission and Authorization Forms in the possessidhe supervising
adult during the trip, with copies retained in gubool office

Appropriate identification and travel documentsdtmparticipants
Adherence to all Archdiocesan policies on safer@mment, including
background checks for vendors providing the trgssapplicable
Transportation by personal car, school or chartbredor van, boat, or
airplane

No transportation of students by school employeetding teachers and
coaches, to or from athletic and co-curricularsmp events.

Proof, on file in the school office, from parentagdian volunteers driving
students in their own cars of: at least 25 ye&egye; a clean driving record
for the past three years; a valid Class C driii@&nse; current, valid
California automobile insurance with limits of aakt $100,000/300,000;
vehicle with individual seat belts for each student



St. Augustine School adheres strictly to the Arobdsan Guidelines for Adults
Interacting with Minors. Parents who wish to papate in any field trip, either
school or class, must have current Archdiocesarnoapg fingerprint information and
VIRTUS Certificates of Completion on file with tisehool office. Fingerprinting
request forms are available in the office.

C.26 Summer Programs

The principal is responsible for the over-all adistimtion of all summer programs.
All archdiocesan policies are applicable to summeygrams. The principal may
delegate the day-to-day operations of the sumnugrams.

C.26.a Summer School

Saint Augustine School instituted a summer sessioesponse to the needs of its
students. It is an academic program, focusing erdévelopment and improvement of
fundamental skills. Considerations in summer cutdm are based upon financial
feasibility, purpose (e.g., enrichment, remediah demand for the summer
programs.

Homeroom teachers make recommendations and recgnterconcerning attendance
of summer school during the regular session. tsetee sent home during the third
quarter to inform parents.

Summer School is open to students from other seheabject to class availability,
with Saint Augustine School students receiving piyglacement. All students are
expected to follow the disciplinary and academiiglines as outlined in the Summer
School Handbook.

A copy of the Summer School report card is placed the student’s cumulative file.
If students were required to attend summer schielreport card serves as proof of
completion of requirements for promotion. If stotkeattended another program and
were required to attend summer school, they mustighe an official transcript copy.

After School Care is provided only for studentSaint Augustine Summer School
program.

C.26.b  Summer Athletics

Contingent upon notification of the Summer Leagutharized by the CYO by the
Athletics Director, students may participate in Su@n Athletics teams. These include
basketball, football, and volleyball. Students expected to follow the guidelines for
good sportsmanship and the policies of the Archeieaf Los Angeles.



C.27 Co-Curricular Activities

C.27.a Campus Ministry

St. Augustine School in alignment with its SLE'®motes Catholic faith and service
through its campus ministry program. The progracofudes altar serving, lectoring,
choir, liturgical dance, recorder ensemble, anddlshnical services teams. Students
must train for these ministries, attend practieesl perform their responsibilities as
required. As they are a Ministry of Service, acategrade requirements are waived,;
however, students must comply with the Service MigiCode of Conduct and
receive satisfactory grades in behavior.

C.27.b Academic Competitions

Academic Teams, such as Learning Fair, competesagiclated times throughout the
year. Students may apply for these teams, acaptdithe requirements by the
sponsoring organization. Students agree to aa#tmdeetings/practices, complete
required projects/assignments by the coordinathr&sdate, and follow the
specifications for the day of the event. Studemtst comply with the Sportsmanship
and Competition Codes.

C.27.c Associated Student Body

The St. Augustine School Associated Student BodsBApromotes Catholic student
leadership. Students in grades 5-7 may applydodiclacy. The faculty approves the
nominations after the ASB moderator confirms staedigibility for office, based

upon the Student Council Constitution. The stuslengrades 4-7 then vote student
leaders into office.

ASB officers are required to maintain academiccaans, as set forth in the
Constitution. Furthermore, officers are expectetd role models of faith, service,
and decorum.

C.27.d Athletics

The following sports will be offered during the schyear:

FALL
Girls’ Volleyball (A", “B”, and “C” teams)
Coed Flag Football (“A” and “B” teams)
WINTER
Girls’ Basketball (“A”, "B”, and “C” teams)

Boys’ Basketball (“A”, “B”, and “C” teams)



SPRING

Girls’ Volleyball (“A”, “B”, and “C” teams)
Boys’ Volleyball (“A”, “B”, and “C” teams)
Girls’ Softball (“A” team)

Girls’ and Boys’ Track (Grades 4 - 8)

Generally, students in grades 7 and 8 may tryautX” teams. Students in grades 5
and 6 may try out for “B” teams. If there are rabugh athletes for “A” teams,
students from the “B” team may be asked to join“fieteam. Students in grades 3
and 4 may join “C” teams.

C.27.e General Requirements

In most cases, students must maintain grade reqemnts as listed under the academic
probation policy (See Section C.20). A grade of tGbetter must be maintained in
Work Habits and Behavior. Eligibility for theseograms will be reviewed on a
quarterly basis. Eligibility for the fall prograim based upon Fourth Quarter grades of
the previous yearDue to the rigorous time commitments of the var@cisvities,
students may only participate in two extra currazubrograms at a given time.

Special requests may be considered through wregition.

D. Tuition and Fees

D.28 Tuition and General Fees

Plan | — for Catholic families registered at St. Augustine Brish who contribute
$50.00 or more per month
One Child $4,300 per year
Two Children  $6,800 per year
Three Children $8,000 per year

Plan Il — for Catholic families not registered at St. Auguste Parish
One Child $5,300 per year
Two Children  $7,800 per year
Three Children $10,000 per year

Plan Ill — for non-Catholic families
$6,500 per child, grades K-8

Kindergarten, age 5 by September 1
$5,300 per year
*Kindergarten Tuition is $4,500 per year for childhere are siblings in grades 1-8.

Pre-Kindergarten and Transitional Kindergarten, ageby September 1
$6,600 per year
*Pre-K Tuition for families with children in GradeK-8 will be $5,200.

Pre-School, age 3 by September 1
$6,800 per year
* Pre-S Tuition is $5,400 per year for child ietle are siblings in grades PK-8.



D.29 Tuition Collection, Payment Plans, and Automat Deductions

Tuition is paid through the F.A.C.T.S. Program,assl tuition is paid prior to the
beginning of the school year. Please refer tdrtheC.T.S. agreement in the back of
this handbook.

Delinquent tuition, fees, or service hour paymentsust be paid in full before any
child will be admitted for the new school year Any eighth grade student who has
not fully paid fees and tuition by the appropriatedeadlines will not be allowed to
participate in any graduation activities and no didoma will be awarded until the
financial obligations have been cleared

D.30 Tuition Assistance

The school has limited access to tuition assistanograms. Financial assistance
scholarships are provided through the Hannon Fdiorddhe Archdiocese of Los
Angeles, and the Costello Fund. Families subnptieations for assistance in the fall
and winter of the school year for those who meeatatestrate financial need.

D.31 Parent Service and Fundraising Requirements

Each family in Saint Augustine School is expecte@rovide 40 service hours each
school year to either the school or the paristfeédof $10.00 will be assessed for
each hour that has not been fulfilled. A manda&hpurs must be fulfilled through
service toward the fiesta. This includes set-wotl assignments, and clean-up. The
service hour requirement must be completed by Magf3ach year and may not be
fulfilled by persons under 24 years of age.

There are two mandatory fundraisers currently atglat St. Augustine. Parents are
expected to participate in the September CandyeDeither by a direct financial
contribution of $50.00 to the school or through shée of candy. Parents should
supervise students who sell candy at all times.

Additionally, there is a mandatory fundraising &#e$150.00, payable to the Saint
Augustine School PTO. The Saint Augustine Schd@ Bponsors activities to enrich
the school community. These activities include fgravents, the Halloween party,
and special guest speaker presentations for tseada We encourage everyone to
assist and to participate in these events.



D.32 Costs/Fees

D.32.a Reqgistration Fees

Each year, an annual registration fee is assessaextbooks, classroom supplies, and
specific school-wide and class activities. Eaesstoom registration fee is listed
below.

Pre-School $500.00 Pre-Kindergarten $500.00
Transitional K $500.00 Kindergarten $525.00
First Grade $600.00 Second Grade $525.00
Third Grade  $525.00 Fourth Grade $525.00
Fifth Grade $525.00 Sixth Grade $600.00
Seventh Grade $625.00 Eighth Grade $680.00

D.32b. Lunch Program

Students may purchase lunch through the Childi€hice program. Lunches are
pre-paid and are ordered on-line througliw.choicelunches.com Lunch costs range
from $4.75 to $6.25, depending upon the entréecehand size.

D.32.c Athletics Fees

A fee of $80.00 per sport is assessed to eachrstémeparticipating in the Saint
Augustine athletics program. These fees incluteEree fees, uniforms, and awards
ceremonies. Students are charged at the begioheach season.

D.32.d After School Enrichment Programs

Students may register for after-school programsh s1$ foreign language, music,
dance, and chess. These programs are provideaibgendent contractors. Students
who wish to apply must fill out the appropriate bggtions and pay the required fees.
These fees vary with the program and individualicator.



E. DISCIPLINE

E.33 Rules and Reqgulations

E.33.a Care of School Property:

Since improvement and maintenance of our schabkisesponsibility of the total
school community, students should show appropapgeciation for school property.
At all times, they should avoid willful and unnesasy damage and unnecessary
waste. Students are liable for any and all willfamage of school property.

Special note is made here regarding school textobk textbooks, hardcover or
soft-bound, must be covered.The books should be covered without taping dyect
to any portion of them. The student’s name, gradd,school year must be placed in
ink on the book plate, which is located insideltbek. Any type of adhesive book
cover may not be usedtudents are never permitted to write on the bookaver or

in the text itself. Any damage caused by uncovered books may resultén
assessment of a book replacement fee.

It is the responsibility of the teacher to issud tmkeep track of properly numbered
textbooks for studentsAny defaced or damaged book covers must be repla&ag
books that are damaged or lost by a student mustdptaced at the parent's

expense.

E.33.b Prohibited ltems:

Prohibited items should not be brought to sch@oly items not included on the
supply list or specifically requested by the teacre prohibited items. They include,
but are not limited to, the following:

Roller backpacks in the lower grades (PK-3)

Personal sports equipment

Cards and personal games

Glass bottles

Carbonated drinks in either cans or bottles

Valuable items or excessive amounts of cash

Pagers, cellular phones, MP3 players, radios,emtr@nic games

Laser devices
- Skates, skateboards, bicycles, roller blades, stm#&sining wheels, and
scooters

Correction fluid or tape

Permanent markers

Gum of any kind



Purchased lunches outside of school may be brarmgbampus. They must be placed
by the school office, appropriately labeled, by3Dla.m. Lunches may never be
taken directly to the classrooms.

Parents should inform their children before theostiday begins that lunch will be
delivered to school. Itis the obligation of thedent to come to the office at lunch
time to pick up his/her lunch

E.33.c School Rules

1. Students must be in the classroom and prepanedrticipate when the teacher
begins class.

2. Students must stay in their seats, raise tlaid$, and wait to be recognized
before speaking.

3. Students must keep hands, feet, and persoredtslip themselvedrighting with
other students or spitting at them is strictly foridden and is viewed as very
serious.

4. Students must be courteous and respectful theées, adults, and other students.
Ethnic or sexually derogatory remarks, gesturepjaiures will not be tolerated.
Name calling or verbal and written abuse of any kid is strictly forbidden.

5. Students must bring assignments, textbooks/pensils, notebooks, and
notepaper to class.

6. Students must wear the prescribed uniform, @seti from Michael's Uniform
Supply and New Balance Shoes.

7. Studentsnust notthew gum or eat sunflower seeds at any time.

8. Studentsnay noteat during class time.

9. Students must receive permission to use ti@=qgfhone.

10. Students may not run or play tag on the pafdre or after school hours.

E.33.d Lunch Rules:

All students eat at the appropriately designateds.

The noise level must be moderate; conversatiomnfimited to the student's table.
Students will not be dismissed from a dirty ¢adit floor.

Students will clean any mess that they make.

Students should raise their hands if they negdnap cloth or help from the lunch
moderator.

Food may not be eaten away from assigned daviegs.

All students must stay at their table for theation of the lunch period and wait
until their moderator dismisses them.

Students are expected to conduct themselvemanaerly way at all times.
Students must not waste food.

GhobpE
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E.34 Consequences

E.34.a Primary Procedure

1. Warnings and In-Class Systems
Teachers issue a warning in response to misbehlyiarstudent. These
warnings may be verbal or visual. Teachers maysasome consequence
inside the class.

2. Student Behavior Report
A teacher sends home a student behavior reparfdom the parent about a
discipline problem. Parents are expected to dssthes matter with their child
and to return the signed slip to the teacher theviing school day.

3. Detention
Students receive detentions for habitual misbemarifor serious offenses.
The length of the detention varies according toseneerity of the offense and
the age of the child. A detention for studentthm primary grades is no longer
than 30 minutes.

4. Conduct Referrals
Students receive conduct referrals for repeatduifred offenses or grave
offenses. Parents are notified by phone or aneesigd to meet with the
principal. Repeated conduct referrals may resuuispension or expulsion.

E.34.b Intermediate and Junior High Procedure:
1. The Check System

Students in grades 3 through 8 receive checks wWiesndisrupt learning,
break school rules, or violate the dress code. niimber of checks received
varies with the severity of the student's offenBgamples of offenses and
their penalties may include, but are not limited to

Talking after warnings 1 check

Failure to return a requested signature 1 check
Disrupting the class 1 check

Out of seat without permission 1 check
Chewing gum 3 checks

Dress code violation 3 checks

Using profane language 3 checks
Inappropriate conduct at Mass 3 checks
Copying homework a minimum of 3 checks
Copying tests or plagiarism a minimum of 4 checks

Three checks per week results in a half-hour dietentFour checks per week
results in a one-hour detention. Five checks mkwvesults in a one-hour
detention and a principal/student confereriGEachers, priests, or any of the
support staff may give checks, as they deem apiatepr




2. Detention Slips

Detention slips are issued on the last day of theal week and are served as
noted on the slip. Detention slips must be sigmed parent and returned to
the homeroom teacher the following morning. If stedent fails to obtain a
parent signature, the parent will be called bydtiee staff to notify the parent
of the detention and the detention time will beldled. Habitual detention
(three weeks in a quarter) will result in a pareatzher/principal/student
conference. Further detentions may result in suEpe or possible expulsion.

If for somevalid reason your child cannot serve the detentioneasthheduled
time, the parent must inform the school in writiigpe detention will be served
on the next scheduled detention date.

Conduct Referrals

Students receive conduct referrals for either serar habitual offenses.
Examples of serious offenses include but are natdd to:

Physical fighting

Spitting

Verbal and/or physical threats

Any type of harassment

Parents are notified by phone as soon as possiladuct referrals may
include suspensions. A signed copy of the condeferral must be returned by
the next school day.
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APPENDIX A
CODE OF CONDUCT FOR STUDENT WORKERS/VOLUNTEERS

| promise to strictly follow the rules and guidemin this Code of Conduct. | understand that
any action inconsistent with or failure to takei@etmandated by this Code of Conduct may
result in my removal from my volunteer or work @ssnent.

As a student volunteer | will:

Respect the adults and supervisors with whom facte
Safeguard at all times children or other youthusted to my care
Treat everyone with respect, loyalty, patiencesgnity, courtesy and dignity

Take care to be positive, supportive and caringynspeaking, writing and actions
with the children/youth

Avoid situations where | am alone with a child/ylout

Use positive reinforcement rather than criticisncomparison when working with
children/youth

Cooperate fully in any investigation of abuse afdrien/youth. Report suspected
abuse to my supervisor, or if it involves my sup&oy, report it to the principal or
pastor at the location

Be aware that young people can easily become mtfeduwith a youth leader or an
adult. If I sense that this is happening. | wilt eacourage it. | will make my
administrator aware of it so that the supervisor resolve the matter, including
reassigning me to other activities.

Maintain appropriate physical and emotional bourmsawith the children/youth
Dress appropriately and not wear any clothing witensive messages or pictures

As a Student Volunteer | will not:

Endorse, during my ministry, any view contraryhe teachings of the Catholic
Church

Commit an illegal or immoral act
Smoke or use tobacco products

Use, possess or be under the influence of alcahibégal drugs at any time while at
work or volunteering

Verbally threaten or physically abuse anyone
Use profanity in the presence of children/youth
Use discipline that frightens or humiliates a chyitdith



Touch a child/youth in a sexual, overly affectianat other inappropriate manner

Sexually harass, request sexual favors from, orensakually explicit statements to
anyone

Place myself in a situation where my interactiothva child/youth cannot be
witnessed

Participate in private visits, parties or othemates with the children/youth unless
approved by my supervisor

Accept gifts from or give gifts to children/youth imy care without approval from my
supervisor

Tolerate inappropriate or bullying behavior by ddlyouth towards another
child/youth

Fraternize with minors over the internet or throwger forms of communication

We, the undersigned, have read and understandrtielidcese of Los Angeléxoundary
Guidelines for Junior High and High School Youthriag or Volunteering with Children or
Youthand will abide by them at all times. We also usthierd and agree the parent or
guardian will be notified at the time of any inft@n requiring dismissal from any work or
volunteer assignment at the school or parish agratbtting where the student is working or
ministering, and that he/she will be sent hom&atexpense of his or her parent or guardian.

Print Name of Youth:

Work or Volunteer Position:

School or Parish:

Signature of Youth Volunteer:

Date:

Name and Signature of Parent or guardian:

Date:

Name and Signature and Title of Witness:

Date:




APPENDIX B

prntl_release_child_noncomm_en[1].pdf - Adobe Reader
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@ Please fill out the following form. You can save data typed into this form,

PARENTAL RELEASE FOR CHILD — NON-COMMERCIAL

This section to be completed by Archdiocese/School/Parish

hdi School Parish:
Class/Activity:

The Archdiocese,/School /Parish intends to use your child’s image, name. voice and/or work
for the following non-commercial purposes (describe class/activity, date(s) if applicable):

The following person(s)//entity not connected to the Archdiocese/School /Parish will be
involved in the class//activit:

This section to be completed by Parent/Legal Guardian:
I (Name)
(Child’s Name)

am the parent or legal guardian of

-aminor. [hereby authorize the

Archdiocese/School/Parish to use the following personal information about my child:

Please initial the applicable boxes

Image /visual likeness: Voice: ves
Work: yes

1 understand and agree that my child’s image, name, voice and for work (the “Personal
Information”) will be used for the particular reasons identified above. I further understand
and agres that the Archdiocese/School /Parish may use the Personal Information for other
non-commercial purposes, including, but not limited to, publicity, exhibits, electronic media
broadeasts or research. | understand and agree that the Personal Information of my child
may be copied. edited and distributed by the Archdiocese/School /Parish in publications,

S
]

Fillable .pdf available atttp://school.policy.la-
archdiocese.org/Resources/Chapter X/parental eeléaschild non comm/?i=883




APPENDIX C

Fillable .pdf available atttp://school.policy.la-
archdiocese.org/Resources/Chapter Xll/Student aodthY Activity Permission Form/?i=8
08




APPENDIX D

Document available dittp://school.policy.la-
archdiocese.org/Resources/Chapter VIII/Medicatianth@rization and Permission Form/?i
=788




APPENDIX E
(310) 838-3144

3819 Clarington Avenue www.staugustineschool.com
Culver City, California 90232-2709

Archdiocese of Los Angeles

Guidelines For Use of Electronic Communication Sysims and Devices

The following guidelines apply to all electronic momunications_systemsvhich include, but are not
limited to, electronic mail, voice mail, facsimilmachines, stand-alone or networked computers, the
Intranet, the Internet and the World Wide Web, and electronic communication_devicesf any kind
(for example, phones, computers, audio and videaipment, iPods, MP3 players, and wireless
devices), including those which students bring witiem from home to school.

Parents are required to explain these policies keit child/ren, including the primary grade studesit
By signing this document, parents and students agreeing to abide by the guidelines and policies
listed below.

Guidelines for Use of School Computers, Related Eonic Communications Systems, and Other
Electronic Communication Devices:

- All school electronic communication devices, alhsol computers and related electronic
communication systems, all information stored amthand all work performed on them, are
governed by these school policies and are sulgesttitool supervision and inspection.

The school reserves the right to monitor, accessieve, read, and disclose all messages,
information and files created, sent, received,toresl on its systems (including connections
made and sites visited) to law enforcement offsc@l others, without prior notice.

Students may only use the system at school undeditiect supervision of a staff member.
During school hours while on school premises, sitglemay not use any electronic
communications devices that they bring from hominevit direct approval of a staff member

and under direct supervision of a staff member.

Where pertinent and approved, students may creatailemessages on school computers for
posting on school approved sites. However, cautiast be exercised in doing so because the
contents of e-mail cannot be considered privateomfidential. Even when a message has
been deleted, it may still exist on a back-up systee restored, be printed out, or may have
been forwarded to someone else without its creatordwledge.

Any files downloaded from the Internet and any catep disks received from non-school sources
must be scanned with virus detection software. ddiiately report any viruses, tampering, or other
system breaches to the principal.
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If approved by the principal, students may creae@nal web pages on the school's computer
system for posting on approved sites. All matgriated on the web page must be pre-approved in
a manner specified by the school. Materials plamethe web page must relate to the school.
Students and parent will promptly inform the teacbe other school personnel of any message
received that is inappropriate or makes them feebmfortable.

The school will not be responsible for continuallypervising or monitoring every communication
and Internet session for every student.

Students using school computers and/or related ekeonic communications systems and/or electronic
communication devices may not:

- Violate any school conduct or educational rules.
Engage in conduct that does not accord with thehirgs of the Roman Catholic Church.
Post personal contact information about self oexgtwithout specific teacher oversight. Personal
contact information includes name, screen namereadd telephone, school address, parent/s
name/s, work address, etc.
Agree to meet with someone they have met onlinbowit their parents’ approval and the presence
of a parent at any meeting.
Use obscene, defamatory, disruptive, or threatelainguage.
Harass, insult, or attack others.
Send comments or images that would offend a rebt®merson or organization on the basis of
race, creed, gender, national origin, sexual catén, political beliefs, or disability.
Upload, download, view or otherwise transmit coglyted, trademarked, patented, or indecent
material, trade secrets, or other confidentialvaid, or proprietary information. Regarding
copyrighted materials, certain exceptions are gifneducational purposes and if there is any
doubt, students must consult with their teachers.
Engage in any other illegal act, such as the pigatbr unauthorized distribution (such as
“podcasting”) of copyrighted materials, music dmfj or arranging for the purchase or sale of any
drugs, alcohol, or regulated substances and goods.
Employ the network for commercial and/or politit@bbying purposes.
Access material that is profane or obscene (poapity), that advocates illegal acts, or that
advocates violence or illegal, improper discrimioatowards others.
Damage, alter, disrupt, or gain unauthorized acttessmputers or other systems; e.g. use others’
passwords, trespass on other’s folders, work |es. fi
Alter, without authorization, the start up screerttee desktop, or download applications that will
subvert these functions.
Enable unauthorized persons to access or use hHudlsc computer systems on jeopardize the
security of the school’s electronic communicatiegstems.
Introduce a virus, attempt to breach system sgcaritamper with the school’'s computer system.
Re-post a message that was sent privately withenmiigsion of the person who sent the message.
Download large files unless absolutely necess#rgecessary, students will download the file at a
time when the system is not being heavily used.
Post chain letters or engage in “spamming” (sendimgnnoying or unnecessary message to a large
number of people).
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Students may not use school facilities or equipn@iansmit any radio frequency signal that is
not permitted and/or licensed by the Federal Conication Commission, or that would violate
FCC rules or policies.

Use computer systems for the design, developméstitibdition, or storage of any works or
programming or software unless explicitly permitbgdthe school staff.

Guidelines for Use of Computers or Personal Electitic Communication Devices:

We expect our parents to be equal stakeholders ité¢ implementation of our computer and technology
system policies by monitoring their child’s Interné access and electronic use outside of the schoold
matter supportive of the school’'s policies. Inapprpriate electronic communications among students
outside of school or in school using personal eleohic devices, may subject the student to disciplary
action.

Students may not:
- Threaten the safety or reputation of the schomktaff, or students.

Post personal contact information about other schesonnel, teachers, or students. Personal
contact information includes name, screen namereadd telephone, school address, parent/s
name/s, work address, photos, email addresseqhmie numbers, etc.
Use obscene, defamatory, disruptive language towebout any school personnel, teachers, or
students.
Harass, insult, defame, bully, attack, or invade phivacy of any school personnel, teachers, or
students.
Send comments, text or images to school persotashers, or students that would be considered
offensive on the basis of race, creed, gendemmaltiorigin, sexual orientation, political beliets,
disability.
Damage, alter, disrupt, or gain unauthorized actesshool computers or school systems; e.g. use
others’ passwords, trespass on other’s folders vaorfiles.
Enable unauthorized persons to access or use ko®lsc computers systems or jeopardize the
security of the school’s electronic communicatiegstems.
Involvement of law enforcement agencies.

Consequences for violating any of the above guideés:
Suspension or permanent loss of access.
Disciplinary action, including but not limited taispension and even expulsion, depending on the
gravity of the offense, at the principal’s disooeti

Parent Conduct
- Parents and students are expected to follow theoppate chain of communication (contact school

personnel first; if issue is not resolved, thentaonthe principal, pastor, and the Archdiocese) in
communicating the problems or issues with the schoo
Posting inappropriate comments about the schalpérsonnel or students, on the web and via
emails does not constitute following the appropriztiain of communication.
The school reserves the right to ask parents todnatv their children in such cases where parents
fail to abide by these policies.
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CONSENT:

As the parent or legal guardian of the studentis@mabove, | grant permission for this child to esz the
Internet and the school’s networked computer sesvid understand that individuals and families rayheld
liable for violations. | accept responsibility fguidance of Internet setting and use. | will aanto my child
and comply with school standards regarding selgctitnaring or exploring information and media oe th
Internet.

| hereby release the school, its personnel, andrestiyutions with which it is affiliated, from argnd all claims
and damages of any nature arising from my childs of, or inability to use, the school system,udaig but
not limited to claims that may arise from the uhavized use of the system to purchase productsruicses.

Name of Student: Grade:
Student Signature: Date:
Parent/Guardian Signature: Date:

Copyright © 2005 The Roman Catholic Archbishop oElAngeles, A Corporation Sole



APPENDIX F

(310) 838-3144

3819 Clarington Avenue www.staugustineschool.com
Culver City, California 90232-2709

TUITION PAYMENT PREFERENCE FORM
SCHOOL YEAR: 2009-2010

Please, print.
PARENT/GUARDIAN’S NAME:

ADDRESS:

CITY: STATE: ZIP:

STUDENT(S) NAME:

Tuition for the 2010-2011 school year will be phid
Optionl - Single Payment. Pay this dirdctithe school on or before July 1, 2010.

Option 2 — FACTS Semi-Annual Payment Plé&ayments are due on July 5, 2010, and
December 5, 2010.

Option 3 — FACTS Monthly Payment Plan. Peawis are budgeted over 11 months,
beginning on July 5, 2010. Payments can be madstier the 5 or the 28 of each month.
See FACTS brochure for additional information.

If you choose to pay semi-annually or monthly tlylouhe FACTS plan, please complete the FACTS
Automatic Tuition Payment Agreement form. Pleagetds immediately so you can take advantage dhall
time allowed to budget payments. Forms must beetliin to the school office by Juné& i order for
payments to begin in July. If you would like t@uee the amount of your monthly payments, you malgera
down payment directly to the school.

PLEASE NOTE: IF YOU SELECTION OPTION 1 AND PAYMENT IS NOT MADE BY THE DUE
DATE, THEN PAYMENT WILLHAVE TO BE MADE THROUGHT THE = FACTS PAYMENT PLAN.

This form must be returned to the school officehwjbur registration papers. If you have any qoesti
please contact the school office at (310) 838-3eteen the hours of 9:00 a.m. and 1:00 p.m.

| agree to make tuition payments for the 2010-2€dHool year according to one of the options abdveave
read the school policy regarding payment and aigrebide by this policy.

Parent Signature: Date:




