St. Mary School

STUDENT / PARENT HANDBOOK

[image: image1.jpg]



2010-2011
www.stmaryelgin.com
847-695-6609

847-695-6623 (fax)
MISSION STATEMENT

St. Mary School is a Catholic Community growing in Jesus Christ.
[Written, reviewed, approved August 2001]

THE MISSION OF ST. MARY SCHOOL INVOLVES:

1. Promotion of sound academic values.  St. Mary fosters spiritual, moral and ethical developments; as well as social skills through the following:

Scripture

Catholic tradition

Official teachings

Participation in religious services

Example of good Christian living

2. Promotion of sound academic values, including physical, mental and aesthetic development.  We strive for a positive educational experience that will provide a sound foundation for higher education.

3. Reflection of the parish community’s commitment to assist the development of sound Catholic families.  Through the activities of St. Mary School, the parish community supports the parental effort of parishioners and non-parishioners.

4. Compliance with all policies and procedures set forth by the Diocese of Rockford, listed in the Diocesan Handbook of Policies and Procedures, as well as the Diocesan Administrative Handbook.

**St. Mary School is certified and fully accredited by the State of Illinois.  It operates under the auspices of the Rockford Diocese and conforms to its policies and guidelines.  This school is funded, in part, through tuition.

 The vast remainder of its funding is provided by the generous weekly contributions of the parishioners of St. Mary Church.

We thank the parishioners of St. Mary’s for their dedication to the ministry of Catholic Education.

Effective: 23  Sept  99

Revised : 01  Aug  02

ABSENCES

When it is necessary for a child to be absent from school, the parents must notify the office that morning by means of a phone call or e-mail  the school office before 9:00 a.m.  For your convenience, a message can be left on the answering machine before 8:00 a.m.  The school phone number is 847-695-6609.  Upon returning to school, a note is required stating the reason for the absence.  This note is to be submitted to your child’s teacher.  When absences are deemed excessive, a warning to the parents will be given.

Students who have been out of school for more than 5 consecutive school days due to illness must provide a doctor’s note explaining the reason for the absence, nature of the illness, and clearance to attend classes.

Keep your children home from school if they have one or more of the following symptoms:

· Fever over 99.6

· Vomiting or Diarrhea

· Undiagnosed rashes

· Red, running eyes (suspected pink eye)

· Pedicula (head lice)

· Undiagnosed swollen glands

Children who have been absent due to communicable diseases may return if either of the following conditions has been met:

· Present a release from the doctor

· Fever rash or other symptoms of the disease have completely disappeared.

*Children who are not at school due to illness or who leave school during the day due to illness may not participate in extra-curricular events on the day of their absence.

Effective: 01  Aug  02

Revised:  01 Aug  04

ACCEPTABLE USE:

Internet usage policies shall be consistent with those mentioned in the Rockford Diocesan Administrative Handbook, pages 86-90.  All computers at St. Mary School shall be monitored by teachers/staff.

Effective: 01  Aug  02

Revised: 01  Aug  04

ADMISSION

1. The registration period for current school families will begin in February and the date will be publicly announced.

2. St. Mary School, a private Catholic institution, will not discriminate against any person on the basis of race, gender, color, national and ethnic origin in the administration of the educational and admissions policies, scholarships, athletic or other programs, (Diocesan Policy 5001)

3. Children entering kindergarten must be five years old on or before September 1 of the academic year in which they wish to enroll. 105ILCS 5/10-20.12

4. All students must have a complete physical examination and immunization record on file in the school office in accordance with state law.  All students entering the 6th grade must have a recent physical on file and proof of having received the Hepatitis B vaccine by the first day of school.  Recent is defined as six months.  Admittance will be denied if these requirements are not met.

5. Students transferring from other schools can only be considered for acceptance once the principal has evaluated their full academic file.  Exceptions only occur in August, when a review of the most recent report card is required.

6. Parents of new students must present sacramental records (Baptism, Penance, Holy Eucharist and Confirmation) at the time of registration.  All new students must have a copy of the Certificate of Live Birth in the school office before they can be allowed admittance to class.

7. New students are accepted on a probationary basis.  This status will be reviewed quarterly.  At the end of each quarter probationary students are either

(Removed from probation,

(Continue on probation, OR

(Dismissed from the school.

Effective: 23  Sept  99

Revised:  01  Aug  10
ADMISSION - Priority

1. Students currently enrolled at St. Mary School and any of their siblings.

2. Brothers or sisters of students previously enrolled at St. Mary School.

3. Parishioners of St. Mary Parish with students not currently enrolled at St. Mary School. In the event that a limited number of openings exist, preference will be given according to the earliest parish registration date.

4. Transfer students from other Catholic schools

5. Non-Parishioners of St. Mary Parish.

Families in priority categories 1,2 (listed above) will be given approximately one month to register before registration is made available to families in categories 3,4,5.  The date that a family is entered on the waiting list prioritizes chronologically the order by which they are contacted for registration for families in categories 3,4,5. If families have been entered on the waiting list on the same date, priority is given to families according to the criteria listed above.

Effective:  01 Aug  02

Revised: 01  Aug  04

AFTER SCHOOL CARE

St. Mary’s offers an after school care program for students who are in need of supervised care after school.  Participation in this program is restricted to students attending St. Mary School (with the exception of children of the supervisors).  Participating families are expected to comply with the rules and regulations of the program.  Failure to do so will result in a loss of the privilege of utilizing the program.  For further information and rates, please contact the Director of the program through the school office.

Effective: 01 Aug 02

ATHLETIC PROGRAM

St. Mary School offers an athletic program to students in grades 5-8.  This program helps us in our mission to better educate the whole child – physically, mentally & spiritually.  We insist on good sportsmanship from students, parents, and coaches alike.  Our program follows IHSA rules, as well as the guidelines of the Tri-County Conference, of which we are a member.  We encourage all students/parents to attend athletic events because this adds to our community spirit. Students may not be dropped off at events without an adult to accompany/supervise them.
Effective 01  Aug  02

Revised: 01  Aug  09
ATHLETIC / EXTRACURRICULAR ELIGIBILITY

Students must provide proof of insurance in order to participate in the Athletic Program. Exceptions to this may only be made by the principal and/or pastor.  Ineligibility will occur when a student has “F’s” in two or more subject areas AND/OR  less than 2.0 effort average.  When a student becomes ineligible the principal will notify the student, the parent and the coach.  The student will remain ineligible for a period of one week.  No games, activities, practices or attendance at games will be allowed.  A review of the student’s standing will be made to determine whether eligibility is restored or whether the student will remain ineligible for a period of two weeks.  Inappropriate conduct in the classroom, at games or practices, in the school or on school premises will result in the same ineligibility under the same procedures.  A student who is absent from school due to illness or disciplinary action may not participate in an after school activity on the same day.  If a student is absent in the morning but returns to school and is present for the entire afternoon session, he/she may participate in athletics that evening.  Likewise, students who are out of PE class on a medical release may attend practices, but may not physically participate in them.  Students attending games will not be allowed to leave the gymnasium.  They are to stay in the bleachers while the activity is in progress.  (See “Extra-Curricular Activities” for a list of sports offered to students.)

Effective: 01 Aug 02

Revised: 01  Aug  04

CEO #6200

BIRTHDAY CELEBRATIONS

Students are allowed to bring simple treats to school for birthday sharing.  Gum, treats that need cutting, OR treats that are exceptionally MESSY are not to be brought to school.

Birthday treats may NOT be brought to school on days of fasting/abstinence.

Invitations to birthday parties are best handled outside of school.  Only if all the students in the class are invited may the invitations be handed out at school.  No invitations for non-school functions will be distributed via the school packet.

Effective: 01 Aug  02

Revised: 15 Apr 06

BUS POLICY

St. Mary sometimes utilizes buses for field trips. We expect and demand good, Christian, respectful behavior on the buses and towards the driver.

Misconduct by a student jeopardizes his/her bus riding privilege.

Since our main concern for your child is his safety while on the bus, the following rules and regulation have been established:

· Student must be respectful toward driver

· Student must show respect for his classmates; no fighting allowed

· No eating on the bus

· Student must remain seated while on the bus

· Student must keep all body extremities (head, hands, etc.) inside the bus at all times.

Effective: 01  Aug  02

Revised: 18  Aug  05
CAR RIDERS

Car riders are to be dropped off in the parking lot nearest the mobile classroom buildings.  Because it creates a traffic hazard, student s may NOT be picked up OR dropped off on Gifford Street (in front of the school). THERE IS ABSOLUTELY NO CAR DROP-OFF / PICK-UP IN FRONT OF THE SCHOOL.
When pulling in the lot to drop off your child, please be sure to leave enough room that other cars can pull through  via the entrance gate, drop off, and leave via the exit gate. Do not block the driveway.

At dismissal, families whose last name begins A-L pick up their children in the St. Mary School parking lot. Families whose last name begins M-Z pick up their children in the church parking lot.

People picking up a student in grades K-3 must park their car and walk up to the faculty supervisors in order to “collect” the child(ren).

If your child is usually a car rider but has alternate plans for a day, it is VERY important that the parent write a note to the school OFFICE informing us of your plans for that day.  Please try to avoid calling the school office with transportation changes mid-day (though we realize that this sometimes can not be helped). We will only relay transportation changes to students  before 12:00 noon. After that time, the only messages relayed will be ABSOLUTE EMERGENCIES.

Effective: 01 Aug  02

Revised: 18  Aug  10
CHURCH CONTRIBUTIONS:

Families who are active in the parish and contribute both time, talent, and treasure to the parish are given a tuition rate known as “parishioner rate” tuition. Documented monetary contributions are made to St. Mary Church in the form of Sunday envelopes, holy days, and building education funds.  They do not include contributions made to Diocesan/Mission drives, or fundraisers.

It is important for the Parish to keep a record of Church contributions.  Therefore, school families need to use their Sunday envelopes.  Families who want their parish contributions accurately recorded should not put loose cash in the collection basket.  The parish office has no way of tracking that loose cash to your family; nor will contributions be credited that can not be substantiated through cancelled check, receipt, etc.

Contributions will be checked on June 1st.  If they are not at half of the predetermined rate or more on June 1st, the family will be changed to non-parishioner on July 1st.  Contributions are again checked on December 1st.  Contributions must be at the predetermined rate or above at that time in order to receive parishioner rate tuition. If they are not, the family will be changed to non-parishioner rate effective January 1st. Questions regarding monetary contributions should be directed to the parish Business Manager or Pastor.
Effective:  01 Aug  02

Revised: 01  Aug  05
COMMUNICATION

A weekly “packet” is sent home to each family via the oldest/only child.  This is the school’s main form of communication home.  Packets are to be emptied and returned on the next school day  if a packet is lost, there will be a $1 charge.  Once the $1 is paid, a replacement packet will be made.  The information that is sent out weekly will ONLY be sent out to those families who have returned their packets.

Effective 01  Aug  02

CONDUCT

The primary example for us ALL in the St. Mary School community is Jesus’ example.  The following is a non-exhaustive list of school conduct expectations:

a).
Be respectful, cooperative & honest.

b).
Be on time and prepared for class.

c).
Be good stewards of our buildings & grounds – keep the school clean & neat – inside & out.

d).
Resolve conflicts in a non-violent, Christian manner.

e).
Follow the uniform guidelines set forth in the handbook.

f).
Keep your voice at a level that allows those around you to work and learn.

g).
Always conduct yourself in a way that reflects positively on St. Mary’s – in & out of school.

h).
Use clean, Christian language.

i).
Always be mindful of maintaining a safe school for yourself and others.

j).
Follow your classroom rules.

Violations of these/other rules of conduct can, with or without warning, result in a disciplinary action.

Effective: 01  Aug  02

CONFERENCES

Parent-Teacher conferences are scheduled after the first quarter marking period. These conferences are mandatory for each family.  Optional conferences will be scheduled in February. Detailed information regarding conferences will be sent out at the appropriate time via the school packet. Parents may request additional conferences with the pupil’s teacher at any time.  The teachers and will make every effort to accommodate these requests.

To request a conference at a time other than during the “official” parent teacher conference schedule, please call or send a note to arrange an appointment.  This way, we can make good use of everyone’s time and be well prepared for our time together.

Teachers have been advised to contact the parent if a problem arises.

Effective: 01  Aug  02

Revised: 01  Aug  04

CONFIRMATION

Participation in Confirmation preparation is mandatory for all students in grades 7/8.

Effective: 01 Aug 04

DETENTIONS / CONDUCT REFERRALS / SUSPENSIONS

1st Formal Step: Conduct referrals also exist to notify parents when behavior becomes an issue at school. This form is filled out and includes a description of the offense. The parent must sign the form and return it to the person who signed the Conduct Referral. The form is then given to the principal. Conduct Referrals are kept in a temporary office file through the remainder of the school year. When the third conduct referral is issued FOR ANY REASON that third conduct referral becomes a detention.

2nd Formal Step: Detentions are served in a classroom under the supervision of a teacher after school on Thursdays from 2:30-3:30 pm.   The student must sit in silence and complete a written task as assigned by the person issuing the detention. A detention form is issued prior to the detention being served. This form is filled out and includes a description of the offense.  The parent must sign the form and return it to the person who signed the detention. The form is given to the principal.  It is then placed in a temporary office file.  Parents understand that by sending their children to St. Mary’s, they are agreeing to conform to the interpretation of the rules and policies as the teaching staff and administration deem appropriate. Therefore, the parent signature on this form (or any of the forms mentioned here) is only to acknowledge awareness of the situation.  It is not intended to be a consent form.

3rd Formal Step: Students might receive up to three detentions for similar things. If a fourth detention is issued for a similar offense, a suspension will be issued. If another detention occurs for a similar offense after that, a longer suspension will be issued. Suspension records remain in a student’s cumulative academic record throughout all the years of their schooling. Suspensions that have not been preceded by Conduct Referrals or Detentions may also be issued at the principal’s discretion for extremely serious disciplinary issues. The severity of the issue will be determined by the principal.

4th Formal Step: Failure to change negative behavior could result in expulsion.

Depending on the severity and nature of a situation, some or all of these steps may be bypassed if deemed necessary by the principal/pastor.      

Effective: 01  Aug  02
Revised: 15  May  06                             

DISCIPLINE

Our goal is to promote better student discipline and self- control through policies, cooperation, and mutual support. 

St. Mary School reserves the right to establish and enforce reasonable standards of behavior for all students involved in educational or recreational activities – whether during regular school hours, on school premises, in connection with school activities or otherwise.  In the event of a violation of those standards, the school reserves the right to invoke disciplinary steps including, but not limited to, service work,  conduct referrals, detentions, suspensions, and expulsions  The level of discipline appropriate will be determined by the principal on a case by case basis.

The following is a non-exhaustive list of infractions for which students may be disciplined up to and including expulsion:

1. Violation of the school’s policy on gang-related issues;(CEO 83)

2. Violation of the school’s policy on drugs & alcohol; (CEO 82)

3. Violation of the school’s policy on weapons; (CEO 92)

4. Violation of the school’s policy on harassment; (CEO 10)

5. Violation of the school’s rules & regulations;

6. Any other conduct considered by the school to be contrary to the best interests of the school, its students/staff, and/or the school’s mission & vision.

Occasionally, infractions fall into “gray” areas that call for interpretation.  If this occurs, final decisions regarding disciplinary action are the responsibility of the principal.

Effective:  01  Aug  02

DRESS CODE

GIRLS:  Uniform plaid skirt or skort with white collared blouses. Skirt/skort shall be no more than 2 inches above the top of the kneecap. NO turtlenecks are allowed.  Sweaters are acceptable to compliment the uniform, but they must meet the following standards:

a).
Solid navy blue, solid red or solid white in color and cut in a classic style. 
b).
Cardigan, crewneck or V-neck sweaters or sweater vests (not tight/form fitting, CLASSIC cut with  
full length sleeves).
c).
Embroidered St. Mary sweatshirt (from uniform company)

d).
Solid red, white, or navy crew or v-neck sweatshirt (no visible design or logo)

e). 
Socks or tights must be worn

NOTE: When purchasing sweaters at a store OTHER THAN the uniform company, the classic style of the uniform company sweaters must be used as a guideline. No Henley or other style sweaters will be acceptable. 

Socks or tights must be solid navy blue, solid red or solid white in color.  No excessive make-up, excessive nail polish, body piercing, body glitter or large dangling earrings are allowed.  Girls may wear one tasteful necklace, a watch, one bracelet, and one earring per ear.  Likewise, hair accessories should match or compliment the uniform.

From the Monday after Thanksgiving until Spring Break, girls are allowed to wear navy/black slacks with their uniform shirts/sweaters.  If the skirt is worn, slacks are not to be worn.  The slacks follow the same guidelines set forth for the boys; classic cut, navy or black , cotton dress slacks with a white short or long sleeved shirt with a collar.  A solid color belt matching the uniform is to be worn if belt loops exist on pants/walking shorts. No corduroys, cargo pants, low rise or bell bottoms.

All female kindergarten students are to wear skorts, rather than the skirts or jumpers.

BOYS:  Uniform classic cut navy blue or black dress slacks with a powder blue long or short sleeve shirt with a collar (no corduroys, cargo pants, low rise, bell bottoms, etc.).  Sweaters are also acceptable provided that they meet the following standards – other standards are listed, as well:

a).
Solid navy blue, solid red or solid white in color

b).
Cardigan, crewneck or V-neck sweaters or sweater vests.

c).
Socks must be worn.  Stripes, as on athletic socks are acceptable. The whole sock may not be 
striped.
d).
St. Mary embroidered sweatshirt (available through Dennis Uniform.)

e).
No earrings.  One watch may be worn and one tasteful necklace.

f).
Solid red, white, or navy crew or v-neck sweatshirt (no visible logo or design)

All boys must be clean shaven.

HAIR LENGTH –

Hair styles for male students are to be traditional in nature. This means that hair must be mid-way between the eyebrow and hairline, above the collar and off the ears. Hairstyles are to be neat in appearance. 

Military style haircuts are acceptable. Questions regarding hair length will be left to the discretion of the principal.

GIRLS AND BOYS:


Appropriate shoes for all students will be conventional dress shoes.  Proper school shoes are always available in the stores.  Shoes are to be worn with the original style shoelaces – no “crazy” shoelaces, please.  The following is a partial list of shoe types that would be inappropriate:

· Tennis shoes  - except with summer uniform

· Sling back (including athletic shoes)

· Clogs

· Sandals

· Moccasins

· Plastic Shoes

· Boots

· Platform Shoes (more than 2”)

When slacks or walking shorts with belt loops are worn, belts are also to be worn.  Belts are to be a solid color (black, brown, blue, red, or white). Belt loops are not to be cut off in order to avoid wearing a belt.

All student shirts are to be long enough that they can comfortably be tucked in and will stay tucked in throughout the school day. For example if the child raises his/her arms above the head and his/her shirt comes un-tucked, it is not an acceptable length.

If a t-shirt is worn underneath a uniform shirt, it must be plain white with sleeves no longer than the sleeves of the uniform shirt. Uniform oxford shirts are to be buttoned up, with only the top collar button open for comfort.

  St. Mary has a summer uniform clause in effect from the beginning of school until October 1 and starting again from May 1 until the end of school.  Navy blue/black walking shorts/skorts (NOT CARGO SHORTS) and gym shoes may be worn with the school uniform shirt or blouse.  No other color of shorts is acceptable and the option of wearing the regular school uniform is still in effect.  If wearing the regular uniform, tennis shoes are not to be worn.

All students will be in proper uniform attire on the first day until the last day of school.  Any girl waiting for the delivery of a new uniform must wear a white blouse and skirt, or an appropriate school dress until the uniform arrives.

Students are to remain in uniform until they go home.  They are not to change out of their uniforms after school unless given specific permission to do so by the principal.

Approved St. Mary gym clothes  are the only shirts and shorts allowed under the regular uniform on gym days.  Gym uniforms are available in the school office.

Appropriate hairstyles are required.  No faddish hairstyles will be tolerated – this includes hair dye/coloring .   The principal will make all decisions on whether a hairstyle is appropriate or not.

Clothing attire, fads and fashion change often.  No handbook can cover every possibility and any question on dress codes is subject to interpretation of the principal.

On “dress down days” students are to come to school in appropriate dress down clothing. On “dress up” days students should wear very nice dress up clothes. Jeans and tennis shoes would not be appropriate on dress up days.  Clothing should be clean, neat, and not offensive in any way.   Bare midriffs are unacceptable. Likewise, students may not wear clothing that would be deemed inappropriate UNDERNEATH their clothing at school (i.e.: a shirt revealing a bare midriff underneath a sweater/sweatshirt; a t-shirt with questionable slogans underneath another shirt, etc.) Clothing that is torn, baggy, revealing (i.e.: underwear showing), etc.  will not be tolerated.  If ever there is a question, opt on the side of caution.  Students coming to school wearing INAPPROPRIATE clothing on dress down days will be sent home to change.  Students who abuse dress down days will lose the privilege.  They will have to come to school in uniform on days when other students are allowed to dress down.

Students in violation of the uniform code will have the following consequence:

· Verbal warning

· Uniform violation issuance

· Once the 3rd uniform violation is issued for the same violation, a detention will be issued.

· 2 detentions for the same uniform violation will result in a parent call

· 3 detentions for the same violation will result in a conference with the principal, parent, and student.

It is the desire of St. Mary School, with this dress code, to establish an appropriate learning environment that will provide worthwhile educational experiences.  These experiences will enhance and create good Christian traits among our students in order to cultivate positive, spiritual, academic and emotional growth and development.

Effective: 01  Aug  02

Revised: 01  Aug 10
EDUCATION COMMISSION

St. Mary Parish has an Education Commission, which is part of the Parish Council and represents ALL education programs (school, R.E. P. adult education, etc.).  Members of this Commission are volunteers.  According to Diocesan Policy (1210/8120), the function of this commission is exclusively consultative (advisory) in nature; final decision making authority remains with the Principal, D.R.E., & Pastor.

Effective: 23 Sept 99

Revised:  01  Jan  06

ELECTRONIC DEVICES

Devices such as Walkmen, pagers, cell phones, electronic games, & other electronic devices are not allowed. If they are brought to the school, they will be confiscated. If a student must have a cell phone for communication purposes, the parent must contact the principal. If permission is given, the cell phone must be kept in a zip-lock bag with a note of permission signed by the principal. The cell phone must be turned off and kept in a designated area in the school office. It can be dropped off in the morning before school and picked up at the end of the school day. If this policy is violated, the student will lose permission and will not be allowed to have the phone on the premises ever.

Effective 23  Sept  99

Revised: 20 Aug  04

EMERGENCY SCHOOL CLOSINGS

If you wish to be notified of a school closing via e-mail OR wish to check closings online, visit

www.EmergencyClosings.com
If school closes, we will make every effort to change the message on the school voicemail. We can not, however, guarantee this. Information regarding school closings is broadcast on  the following radio/television stations:

WBBM-AM; WGN-AM; WBBM-TV; WFLD-TV; WGN-TV; WLS-TV; WMAQ-TV and CLTV.

If U-46 closes school due to weather, St. Mary School will also close.

Please do not call employees of the school at home to see whether or not school is canceled.  If it is, you can find out about it on any of the above stations.  Thank you.

Effective: 01 Aug 02

Revised: 01 Aug  04

EXTRA CURRICULAR ACTIVITIES

Basketball

Girls -
Grades 5,6,7,8




Boys-
Grades 5,6,7,8

Track/Running Club
Girls-
Grades 5,6,7,8




Boys-
Grades 5,6,7,8

Volleyball

Girls-
Grades 5,6,7,8




Boys-
Grades 5,6,7,8

Battle of Books

Girls-
Grades 3,4,5



Boys-
Grades 3,4,5
Variety Show

All students –tryout basis

Science Fair

All students

Band


Grades 4,5,6,7,8

School  Play

Varies – tryout basis
NJHS


Grades 7,8
Girls’ Leadership Club
Girls, all ages

FIELD TRIPS

The purpose of a field trip is to enhance the curriculum and give students an opportunity to experience/apply their learning outside the school building.

Field Trips are privileges afforded to students; no student has an absolute right to a field trip.  Students can be denied participation if they fail to meet academic or behavioral requirements.

All students must have a permission slip signed by their parent/guardian on file in order to be able to participate on a field trip.  Those who fail to submit the proper form will not be allowed to participate.

As indicated on the permission form, the designated supervisor of the activity and/or parent chaperones will supervise on field trips.

All volunteer drivers must have current insurance information on file in the school office. They also must have proper background check forms, sexual misconduct receipt, and receipt for Code of Pastoral Conduct on file in the school office.

Effective: 01 Aug 04

Revised: 01 Aug 04

FIRE/TORNADO DRILLS

Fire & Tornado drills are conducted to meet state requirements.  The fire alarm is directly connected with the Elgin Fire Department.

Effective: 01 Aug 02

FOOD & DRINK

Students are not to eat or drink in the hallways or classrooms without the permission of the teacher. Students may NOT bring water bottles to school, unless it is for an athletic practice or event. Water bottles are not allowed during the school day.

Effective: 01  Aug  02

GRADING SCALE

Grades 4-8;

A=100-93
B=92-86

C=85-76

D=75-70
F=69 and below

Grades K-3;

3=100-93
2=92-75

1=74-0

Effective 01 Aug 01

GUM

Students my not chew gum before, during or after school while on or near school/parish premises.  This includes buses. SERIOUS DISCIPLINARY ACTION WILL BE TAKEN FOR VIOLATION OF THIS RULE.

Candy is not allowed in class or in the halls during the school day. This includes mints.

Effective 01  Aug  02

Revised 01  Aug  04

HOME AND SCHOOL ASSOCIATION

The Home and School Association is made up of parent volunteers whose purpose is to bring school parents together for socializing and fund raising projects which benefit the school.  We encourage all parents to assist this organization and to attend its activities.

Effective: 23  Sept  99

HOMEWORK POLICIES

Homework is a useful tool in building many good traits in our students such as responsibility, profitable use of time, neatness, good study habits and the ability to work independently.  It is also an informal way of communicating to the parent what their children are studying at school.

GUIDELINES:

Grades K, 1 and 2

VARIES
Grade 3


30 minutes per night

Grade 4


45 minutes per night

Grade 5 and 6

60 minutes per night

Grade 7 and 8

1-2 hours per night

*Since each student is unique, some students will take a longer time to do their homework, and some will not take as long as indicated above.  This is simply a guideline.

Student progress in grades 4-8 should be monitored by parents using Teacher Ease at: www.teacherease.com .
Departmental teachers will keep track of the number of tests each grade is given per day.  The guideline

Is as follows:  Gr. 5 (no more than 1 major test per day), Gr.6 ( no more than 2 major tests per day), Gr. 7   (no more than 3 major tests per day), Gr. 8 (No more than 4 major tests per day).  This does not include spelling tests or various quizzes that might be given.

Again, this is a guideline & is NOT policy.  By allowing students to gradually increase the number of tests they are responsible for, we believe that we are helping them to learn to study well & preparing them for the High School experience.

Effective: 01  Aug  02

Revised:  01 Aug  09

HONOR ROLL

Students in grades 4-8 are eligible for the Honor Roll.  For the “A” Honor Roll, students are to have straight A’s in all subjects.  For the “B” honor roll, students must have a “B” average in all classes in which a letter grade is issued.  Students on the “Effort” honor roll receive a “3” effort grade in their core subjects.  Honor Roll students’ names are published in the school packet quarterly. Music and PE are not included when computing Honor Roll.
Effective: 01  Aug  04

Revised: 18 Aug 05  

LINE OF AUTHORITY

The growth of our children in the area of self-discipline should be a continuing goal for both parents and teachers.  When it is necessary for disciplinary action to be taken at school, this action will be effective to the extent that both parents support it.  Parents’ respect for the faculty & staff is reflected in the attitude of the children.  Any classroom related issue/concern should first be discussed with the classroom teacher.

If a problem extends beyond the classroom OR has not been sufficiently addressed to the satisfaction of the parent, the school principal should then be consulted.  If the problem still remains after consulting the principal, the pastor can be contacted.

Effective: 01  Aug  99

LOST AND FOUND

The Lost and Found is located outside the school office. An effort is made to find the owners of articles of clothing, lunch bags, book bags and other similar items.  It is important to mark your child’s name on all articles of clothing.  Common missing items are hats, coats, sweaters, gym uniforms, boots, scarves, etc.  School articles and goods should also have a similar means of identification.  It is very difficult to find the owners of unmarked items or articles of clothing and the school is not responsible for the loss of such.  We keep lost articles for a few weeks after which they are given to charity.

Effective: 01  Aug  99

Revised: 01  Aug  04

LUNCHROOM PROCEDURES

1).
Lunch consists of two 20-minute shifts.  Grades K,3,5,7 will eat during the first shift and Grades 1,2,4,6,8 will eat during the second shift.

2).
All members of each class must eat at their assigned table

3).  
Classes remain at these tables until the lunchroom supervisor otherwise directs them.

4). 
No throwing of food or drink.

5).
No food taken into the washroom.

6).
Shouting or rough behavior is not allowed.

7).
No one may leave the gym without permission of a supervisor.

8).
Students must obtain passes before using the bathroom facilities.

9).
Classes will line up in their assigned places when released by the supervisor.

10).
ALL Students are expected to treat each other and all adults with the utmost respect.

11). 
Classes will straighten and tidy their eating area before they are allowed to go out for recess or back to class. Students will stay at their table until this is accomplished.

Effective: 01  Aug  99

Revised: 08  Aug  09
LUNCHROOM – MEALS

Children may bring a sack lunch from home or order a hot lunch at school.  As of this writing, hot lunches are $3.  A list of the daily selections can be found on the monthly calendar that comes home in the packet.

Students who forget their lunches & come to the office first thing in the morning need to call home for permission to “charge” a lunch.  Students who forget their lunches & who don’t tell us until lunchtime will be given a peanut butter & jelly sandwich (this is because the lunch order is called in at 9:15 a.m.). Peanut butter sandwiches can not be ordered with the lunch order in the morning.

Effective: 01 Aug 07
“MAGIC CARDS”

Cards known as “Magic Cards” are not permitted at St. Mary School. If a student chooses to bring such cards to school for ANY reason, they will be confiscated.

Effective: 01  May  06
MASS

All students in St. Mary School attend Mass together every Friday at 9:30 a.m.  In addition, we celebrate Mass together on Holy Days and other special occasions.

Parishioner families of St. Mary Church/School are expected to attend Mass weekly.  

Mass times are:

Saturday @ 5 p.m.

Sunday @ 7:30,am; 9am; 11:15am(beginning the first Sunday after Labor Day. This Mass is at 11:00 am in the summer months.)
Effective: 01  Aug  07
Revised: 08 Aug 08

MEDICAL APPOINTMENTS OR EMERGENCIES

When it is absolutely necessary for your child to be excused from school for medical or dental appointments or an emergency, a note must be sent to the school office.  This note must include the name of the adult authorized to pick up your child if other than the parent.  For the safety of the children, you must come to the school office & sign out to pick up your child.  No one will be allowed to leave the building without being signed out.  We will ask for identification if we deem it appropriate. Please make every effort to avoid scheduling appointments during the school day.

Effective: 01  Aug  99

MEDICATION – PRESCRIPTION & NON-PRESCRIPTION

State Law, as well as District and Diocesan policy, prohibits the school from dispensing medicines to children without a completed “Medical Permission” form.  A doctor must sign this form and medicines brought to the school office must be in the original sealed container.  All families will receive one of these forms.  Additional forms can be obtained from the school office.  This form is required for any over the counter medication, as well as written prescriptions.  Please try to arrange medication dosages before or after school if possible.    Any medication found in a student’s possession must and will be confiscated and disposed of – whether prescription or over the counter.  (Please note that this includes cough drops, aspirin, etc.) The procedures followed in the administration of medication shall follow the procedures set forth in Diocesan Policy 5140.

Prescription medication should be brought to the school office by a parent/guardian. Students should not be responsible for transporting their medications to/from school and on the bus. At the end of the school year, the parent/guardian is responsible for coming to the office to pick up any remaining medication. It can not/will not be sent home with the student.

Effective: 01 Aug 99

Revised: 01 Aug 02

MILK

St. Mary is on the Government Milk Program.  The price can fluctuate on an annual basis.  You will be notified during the summer when the cost of milk has been set.  All milk orders are for the entire year and will be processed before school starts.  Government procedures state that a child may only take the milk that he/she is entitled to and cannot distribute milk to others. The milk program is operated in accordance with the US Dept. of Agriculture policy, which prohibits discrimination on the basis of race, color, sex, age, handicap, religion or national origin.

Effective: 01  Aug  99
MUSIC/ BAND PROGRAM
The St. Mary band is a part of our school program and concerts are given regularly.  Group lessons are available for a fee and take place mostly during school hours.  This program is completely operated by an outside company.

Music is taught to the students in all grade levels at regularly scheduled times.  A St. Mary faculty member teaches this music.

Effective: 01  AUG  04

PARENTAL COOPERATION (from Rockford Diocesan Administrative Handbook)

As members of the community of St. Mary School, we each have a moral and ethical obligation to foster and promote the Catholic values that our faith represents. The cooperation of parents is especially vital. While we recognize that issues may arise during the course of the school year that may be of concern to parents, the manner in which parents address their concerns through their conduct must be consistent with our Catholic values, whether at school and/or during any school related function.

While different types of conduct by parents can be construed as unacceptable under this policy, the following is a non-exhaustive list of examples of conduct that will not be tolerated:

1. Disrespect to any person at school or at a school related function;

2. Raising of voices, foul language or name-calling directed at any staff member, teacher, child, coach, volunteer, other parent, administrator, religious or clergy member;

3. Any physical assault;

4. Any other activity considered by the school’s administration to be threatening, or disrespectful to another, disruptive to the school and/or inconsistent with the Catholic values that the school strives to uphold.

The school reserves the right, in its discretion, to determine when a violation of this policy has occurred. The failure to meet these conduct expectations…may result in warning and/or exclusion from future school events. That determination will be made by the principal/pastor, who will convey that information to the person who has, in their determination, violated the policy.

Effective: 01 Aug 02

PROBATION

A Child whose behavior, psychological or academic development does not meet St. Mary School standards may be put on probation for a stated length of time as a warning of possible or impending dismissal.  The principal will notify the pastor when such letters are issued.

Effective: 01 Aug  99

PLAYGROUND POLICIES

1).
Grades K-4 will u se the Fulton St. playground for lunch recess.


Grades 5-8 will use the Prairie St. playground for lunch recess.

2).
Students must remain within the perimeters of the fence and in clear view.  There is to be no one behind the mobile classrooms or behind the school.

3).
Fighting or deliberate attempts to harm someone by pushing, shoving, tripping or roughhousing will result in the offender being sent to the school office.

4).
Abusive or improper language will not be tolerated in the school building or anywhere on school property whether in verbal or written form.

5).
Playground supervisor must be shown total respect at all times.  Whether the supervisor is a teacher or a parent makes no difference.

6).
No one leaves the playground for any reason without permission of the supervisor.

7).
Throwing or kicking snow is prohibited, as well as splashing rainwater.  Snow hills formed by the process of plowing are off limits to any kind of games or climbing because of the danger.

8).
Classes are to line up immediately in response to the bell.

9).
The supervisor leads the class into the lunchroom at the 12:50 bell and leads the next class out to the playground.

NOTE:  Playground supervisors must report to the office for the day’s assignment by 11:25.  Parent volunteers will receive a $10.00 tuition credit for helping at lunchtime.  Parents wishing to help at lunchtime can contact the lunchroom supervisor through the school office. Volunteers MUST sign in at the office on the day that they work in order to receive credit. 
Effective: 01 Aug 01

POLICIES

Policies including – but not limited to the list below follow the guidelines set forth in Illinois School Code and/or Diocesan Policy:

Calendars Drugs/Alcohol (zero tolerance), Emergency Forms, Medical/Immunization Records, Gangs, Weapons, Search, Harassment, and Non-Custodial Parents.

Effective: 01 Aug 02

SCHOOL SCHEDULE

Grades K, 1,2,3,4 are self-contained and individual classroom schedules may vary.  Half days will have a teacher-adjusted schedule.  School bells implement all schedules.

8:15
All School Prayer Entrance into the classrooms

8:30
Period 1

9:10
Period 2

9:50
Period 3

10:30
Period 4

11:10
Half Period before lunch

11:30
Lunch Period A

11:55
Lunch Period B

12:20
Period 5

1:00
Period 6

1:40
Period 7

2:25
Dismissal

Any student entering the building after the 8:15 bell is considered tardy. Tardy students must receive a tardy slip from the school secretary. The secretary, in conjunction with the principal, will determine whether the tardy is excused or unexcused,. As a general rule, tardiness is only excused when caused by extreme, unforeseen, unavoidable circumstances. Only unexcused tardies appear on the report card. Parental notes saying, “Please excuse my son/daughter’s tardiness because… …” are not a guarantee that the tardiness will be excused.

Tardiness, when excessive, is a form of truancy. Excessive tardiness will lead to involvement of the county truancy officer and possible exclusion from the school.

Effective: 01  Aug  02

Revised: 008  Aug  08
TARDY (see School Schedule)

TELEPHONE CALLS

Teachers are unable to come to the telephone during class time.  Parents may call and leave a message asking the teacher to call them.

If parents must get a message to their child, please call the office and leave a message. Only messages deemed to be SERIOUS EMERGENCIES will be relayed to students after 12:00 p.m.

Students are only to use the phone in case of an emergency.  If necessary, students can use the office telephone with the permission of the secretary, teacher or principal.

Effective: 01 Aug 99

TESTING

Standardized Testing of achievement and cognitive abilities is done in early fall in grades 3,5 & 7.  The Iowa Tests of Basic Skills/Cognitive Ability Tests are used.  The results of these tests are shared with parents and are used buy the teachers for future educational planning.

If parents or teachers have a specific concern regarding a student ( if there is a suspicion that a learning disability may be present), parents may request special testing through the Public School District.  Any such testing may only be done after the parent has initiated the process.  In order to initiate the process, contact the public school that your child would normally be attending if he/she were NOT enrolled at St. Mary’s.  Then, keep your child’s teacher & principal informed and involved in the testing process.

Effective: 01  Aug  99

Revised: 08 Aug 08

TUITION & REGISTRATION DEPOSIT

The deposit fee is due at registration time along with the registration forms.  This deposit is non-refundable and does apply toward the tuition total.  It is not returned if the child does not attend classes when the year begins.  No one will be included on the class list without this registration deposit and the registration forms. Deposits are paid directly to St. Mary School.

All tuition is paid directly to Tuition Management Systems tuition company, unless it is paid in full before the first day of school. Refer to the current yearly tuition schedule for the amount of the deposit and the monthly tuition payments.

Parents who are experiencing financial difficulties have a responsibility to contact the principal or pastor to inform the school of their situation.  At that time, the principal and/or pastor will work with the family to arrange for payment.  Parents who are delinquent with the tuition payment could jeopardize their child’s place in the school and will be charged a late fee from Tuition Management Systems company.  Tuition that is two months or more in arrears is considered serious and may necessitate asking the parents to withdraw the child from school.  

Checks returned for any reason (lunch, field trips, etc.) will be charged a $15 fee. This does not refer to any checks returned to Tuition Management Systems, which will assess separate fees in addition to those mentioned here.

Effective: 01 Aug  03

Revised: 08 Aug 08

TUITION RATE POLICY
Parishioner vs. Non-Parishioner Rates

St. Mary School has two tuition schedules.  There are separate rates for families who are member of St. Mary Parish and for families who are not members.    The requirements for obtaining and retaining these rates are shown below:

I. Parishioner Rate of Tuition:

1. Must be registered members of St. Mary Parish

2. Must show parish involvement by participating in parish masses and parish functions.

3. Must have documented contributions in excess of the stated minimum for the current year

II. Non Parishioner Rate of Tuition:

(Does not meet the above requirements for parishioner rate)

The parish office will determine the rate of tuition.  Newly registered parishioners will be assessed the Parishioner Rate.  There will be a bi-annual review of the tuition status of every family with children in St. Mary School.  This review will be made as of June 1 and December 1.   Families who have been paying the Non-Parishioner Rate, but now qualify for the Parishioner Rate will be changed on July 1 and January 1, respectively. Families who have been paying the Parishioner Rate, but have failed to meet the posted requirements will be changed to the Non-Parishioner Rate.

Changes in rates cannot and will not occur at any time other than these two dates.  It is important to note that these changes are not retroactive.  A family changed to a Parishioner Rate will not be reimbursed for higher payments made prior to the change in status.  Once a rate has been changed or established it will remain in effect until the next review.   There will be no changes between review dates.  (see “church contributions” for more information.)

Questions about tuition statements or parish contributions should be directed to the parish business manager at 847-888-2828.

Effective 01 Aug 99

Revised 01 Aug 04

VACATION

Because the school day is short and the school year is arranged for ample vacation time, we strongly discourage removing students from school for vacations.  We do, however, realize that special circumstances sometimes occur.  Our staff will work with your family to make sure that the best interests of the child are served.  However, please be aware of the following:

· Teachers can, but do not HAVE TO prepare work PRIOR to your vacation.

· Your child’s achievement may suffer as a result of missing school – some things cannot be recreated!  (Science labs, group discussions, etc.)

· All work to be made up is the responsibility of the student and is to be arranged at the teachers’ convenience.

We will make every attempt to accommodate your family until the requests become unreasonable OR until school personnel are taken advantage of.  The principal will determine when and if this occurs.  If this does occur, students will not be afforded the opportunity to make up their missed work.

If ever your student will miss school due to a vacation or trip. Please send a detailed note to the school office as soon as you know about the trip.

Effective: 01 Aug 99

WARNING NOTICES

Teachers are required to send home notices at the mid-point in each quarter if a student is receiving a C- or below in any subject.  These notices will come home in the weekly packet.  The date for Warning Notices will always be on the monthly calendar.  Parents are to sign these notices and return them to school on the next school day. The purpose of the notice is to notify the parent so that they are aware of any difficulty that the student may be experiencing. Then, hopefully, the family can work with the student and teacher to encourage academic improvement.

Effective: 01 Aug 99

WITHDRAWLS

Parents are asked to notify the principal as soon as they know that they are leaving the school for any reason.  This enables the school personnel to forward the necessary records and information in a timely manner.  Official records will not be forwarded until all tuition and fees are paid in full.

Effective 01 Aug 99

E-Mail Addresses for the St. Mary Staff and Faculty

	Pastor, Fr. Edward Seisser                           frseisser@stmaryelgin.com
Associate, Fr. Matthew DeBlock                             frdeblock@stmaryelgin.com
Principal, Mrs. Mitchell                              mbmitchell@stmaryelgin.com
Secretary, Mrs. Gail Schultheis                   Gschultheis@stmaryelgin.com
8th gr./5-8 English, Mrs. Casolari                        Grade8@stmaryelgin.com


7th gr./5-8 Math, Ms. Kane                              Grade7@stmaryelgin.com
6th gr./5-8 Soc. Studies, Mrs. Naughton       Grade6@stmaryelgin.com


5th gr./5-8 Science,  Mrs. Wiseman               Grade5@stmaryelgin.com
4th grade, Ms. Grady                                       Grade4@stmaryelgin.com

3rd grade, Mrs. Olsen                                    Grade3@stmaryelgin.com

2nd grade, Mrs. Schaefer
                             Grade2@stmaryelgin.com
1st grade, Mrs. Skibley                                 Grade1@stmaryelgin.com
Kindergarten, Mrs. Morawski                       Kinder@stmaryelgin.com
P.E./Health, Mr. Maschinski                         Gym@stmaryelgin.com
Music, Ms. Vilma                                          Music@stmaryelgin.com
Parish Office Personnel:

D.R.E., Deacon Hank Orlik                                      deaconhank@stmaryelgin.com
Business Manager, Mrs. Mayer                                   lmayer@stmaryelgin.com
Parish Secretary, Mrs. Mattoon                                 cmattoon@stmaryelgin.com
Religious Education Secretary, Mrs. Shaw                    tshaw@stmaryelgin.com
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