OUR LADY of GUADALUPE
ParentStudent Handbook

2011 -2012




Our Lady of Guadalupe Parish School Policies & Procedures

A. GENERAL INFORMATION

1. Statement of School Mission

At Our Lady of Guadalupe Parish School, we are committed toolZaeducation. We
strive to nurture the academic, moral and spiritual needs of each child. In an "atmosphere
animated by the Gospel spirit of freedom and charity”, we endeavor to foster academic
integrity, personal responsibility, Catholic moral valued €hristian service.

2. School Organization, Staff Roles and Responsibiljtiast of Personnel

Rev. Roberto Saldivar
Ms. Brenna Scanlon
Miss Araceli Flores
Mrs. Mary Lang

Mrs. Katherine Rebolledo

Mr. Richard Pizzorno

Miss Elizabeth Pizzorno

Mr. Cesar Lopez
Miss Carolyn Newbill

Mrs. Christina Fernandez

Miss Amy Hallas

Mr. Carlos Lopez

Pastor

Principal

Kindergarten Teacher

First Grade Teacher, Choir Direrct

Second Grade Teacher, Vice Princip&l,&oordinator,
Religion Program Coordinator

Third Grade Shaf€eacher, Curriculum & Faculty
Development Coordinator

Third Grade Shaf€eache, Journalism Teacher,
Instructional Assistant, Technology Coordinator

Fourth Grade Teacher
Fifth Grade Teacher, Student Council Safety Coordinator

Sixth Grade Homeroom, Middle School Matls&ience
Teacher, Computers Teacher

Seventh Grade Homeroom, Middle School Literature &
Language Arts Teacher, Creative Writing Teacher &
Academic Decathlon Coordinator

Eighth Grade Homeroom, Middle School Religion & Socia
Studies Teacher, Spanish Teacher, Vice Principal, Middle



School Coordinator, Student Council & Christian Service
Coordinator

Mr. Ruben Marin Athletic Director, Physical Education Teacher, Instructional
Assistant

Mr. Trotsky Barreto Music Teacher

Mrs. Cynthia Swanson Librarian

Mrs. Hope Reynoso Instructional Assistant

Mrs. Lorraine Yoro Office Manager

Mrs. Wendy Vargas SchoolSecretary

Miss Sonia Frias Office Assistant

Mrs. Estela Ibarra Custodian & Yard Supervision

Teacher Barbara Kennedy Preschol Director

Teacher Norma Alcala Preschool Teacher

3. Consultative School Councils & Parent Organizations

At this time, Our Lady of Guadalupe Parish School does not have an established Consultative
School Council. The Principal, in conjunction with th&td?aare considering the
implementation of such a council in the near future.

The general responsibilities of the Consultative Sclmaincilwould be the following strategic

planning; policy development; resource development; institutional advancénaeivice and

counsel with regard to financial planning, management and reporting; marketing of the school
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The membership of the Consultative Sch@olncilshould include the pastor, principal,

parents(no more than onehird of the total membership), alumni parents, parishioners,

members of the civic and local business community, and area educators. Under Canon Law and
Archdiocesan guidelines (see Administrative Handbook for Bylaws), the membess theévis
administrative team (pastor and principal) and cannot make decisions binding for the parish
education program without the approval of the administrative team (A Primer on Educational
Governance in the Catholic Church, the CACE/NABE GovernancertashE&A, 1998).



TheOur Lady of Guadalupe Parish Scigdrtan Parent Cluks the established Parent

OrganizationThe main functions of th8partan Parent Club (SR to raise funds for the
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and to increase mutual understanding between school and parents. The membership of the
SPGhall includehe pastor, the principal, the parents or legal guardians, and the faculty of the

school.

The Spartan Parent Clulreets on the last Wednesday of the month at 6pm in the evening. All
parents are welcome at each meeting.
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1. school wide,
2. locally
3. globally
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1. self,
2. who we are as children of God,
3. diversty.
SalLRyaAroAirtAadex
1. for seltdiscipline and accountability,
2. for school community,
3. for faith development.
[ SI RSNA KA LIX
1. in accepting personal strengths & weaknesses and personal growth,
2. in cooperation and collaboration with others,
3. in thinking globall and acting locally
OF RSYAOLI f f&x
1. practicing effective study habits,
2. showing strong foundation in state standards,
3. technological competence.
5SY2yaidNF GdSX
1. critical thinking,
2. self direction and selfnotivation,
3. connecting knowledge to life situatign
Yes, we can!

5. History of the School

An important departure in Catholic School work in the Archdiocese occurred in 1906. The
MexicarAmericanpopulation of Oxnard at the time had increas® such an extent that
Father John Laubacher felt the need @ sbmething for the MexicaAmericanchildren. The
result was that he established Guadalupe School on Seventh Street.



The Sisters of St. Joseph of Carondelet taught the children until 1926, when a community of
exiled nuns arrived from Mexico, found refugeOxnard, and took over the work of teaching

the children of Our Lady of Guadalupe School. The exiled Sisters, after only two and half years,
were invited to open a convent in Los Angeles and conduct a school for girls only. Thus, in 1928,
0KS { Xstié&epRagairtresumed the administration and teaching at Our Lady of
Guadalupe School. With the Dedication of subsequent faculties of teachers and Sisters the
children of Our Lady of Guadalupe School continue to receive a Catholic Education.

Today OulLady of Guadalupe School is an award winning, nationally ranked school in Math and
Reading andhad been recognized by varioagganizatiors,including The White House for
excellence in education

6. School Mascot
The established Our Lady of Guadalupe 8thwscot is the Spartan.

7. School Schedule and Calendar

Morning
ExtendedCare 7:00-7:45 a.m.

First Bell 7:55a.m. Students line up

Second Bell 8:00 a.m. 8dents join in morning assembly

Recess ) 10:00-10:20 a.m.
Recess (@) 10:20-10:40a.m.

Lunch (k4) 12:0012:30 p.m.
Lunch (58) 12:301:00 p.m.

Dismissal 2:45 p.m.

Afternoon
Extended Care 3:00-6:00 p. m.

The school office is open Monday through Friday from 7:3@&30pm. On Noon Dismissal
days the school office is open from 7:30grhpm.

During school hours, all parents and other visitors toGhe Lady of Guadalupe Scheampus
must check in upon arrival at the school office. No one is allowed access ¢taisrgooms
during school hours withoytermission from the school office/school administration. Please



see Archdiocesan Policies & Procedures Section 6.10 for more information.

The school calendar is available on the school websiterat.guadalupeschool.conThe
school calendar is subject to change at the discretion of the school.

8. Dress/Uniform Code

Uniforms must be worn starting the first day of school.

All clothing and outer wear must be purchasednfr®ennis Uniform Co.

Students should be neatly dressed and vggthomed at all times. Girls' skirts/jumpers

and skorts must be an appropriate lengtho more than 2 above the knee.

1 Hair color is to be the natural color of the student and the cut shoeldéat; no
extreme or drastic haircuts or styles are allowed at any time. Beads or similar
adornments(i.e. feathersyare not to be worn in the hair. Gainay wear hair
accessoriesf color adhering to dress codwhite, blue, black, brown or uniform pti
No coloring/bleaching/streaking of any kind is allowed. Boys' haircuts should allow it to
be off their faces, neatly trimmed around the neck and ears and above the collar.

1 Jewelry worn aschool is limited tene religious item (bracelet or necklacBo body
piercing in areas that can be observed is allowed, and no tattoos. Girls may wear one
small, studtype earring in each ear; boys are prohibited from wearing earrinige-
up is not to be worn at schodNo nail polish or acrylic nails are to bemwat school.

1 White athletic crew scks must bavorn by all students at school at all times. Girls may
also wear white tights, or white knee socks. Leggings are not permitted.

1 Students (boys and girls) grade$ nust wear a belt (black or brown) with fmim
pants that have belt loops. Belts must be solid color and having a modest buckle.

1 On P.E. days-3hirt with the Our Lady of Guadalupgtomaybe worn under the
uniform shirt/blouse. Walking shorts are recommended for P.E. (not allowed on mass
days).

1 No hats are allowed at schodllo sunglasses may be worn during school hours.
Prescription transition lenses are allowed.

1 Backpacks are not to have any writing or patches on them.

T
T

Any interpretation as to questionable attire worn by students will bbjsct to the discretion of
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such, it is expected that students will be dressed appropriately and within the boundaries of
Catholic/Christian modesty on these dayiacceptable school attire includes, but is not

limited to, tank or crop topdpw-cut tops,very short shorts, visible underwear of any kind,

overly tight clothing, or extremely oversized clothing. No open toe shoes allowed. Clothing with
inappropriatewording or design is also prohibiteBlease check yoehildren) before they

leave for school to prevent our having to call you to bring suitable clothing to school. A

student's attire is primarily a parenting issue.


http://www.guadalupeschool.com/

On scheduled student body Mass dayel other designated days, boys must wear long pants
and girls must wear their jumpers, skirts or skorts. Shorts are not permitted¢oldrdays, girls
may wear pants.

B. ADMISSION AND ATTENDANCE

9. Absence, Tardiness & Truancy

Students are considered tardythey are not in their morning line up area by the 8:00 a.m. bell.
All students who are tardy must first report to the school officedd'Late" slip. Tardinessay
result in a teacher parent conference.

If a student must leave the school grounds dgrthe school day for an appointment, please do
not interrupt a teacher when class is in session and do nofaathem at their classroom.

Please see Archdiocesan Policies & Procedures Section 2.6 for more information.
10. Communications Procedures

Goal communication between school and home cannot be overemphasized. We have been

enjoying a wonderful sense of community and warmth among our school families, students,

and staff. In an effort to facilitate this spirit of cooperation and good will as thély@a& LINE 3 NS & &
we would like to outline our expectations now.

It is expected that our parents will support the teachers and administration of Our Lady of
Guadalupe School with regards to the implementation of school standards, class rules and the
spirit of both academic and athletic disciplines. The students will achieve better results, develop
higher moral standards, and grow into more responsible and successful young people when the
school and parents work together as a team.

In the event that a parent muld have a question or concern, the correct process is to begin by
discussing the situation with the staff member involved. If there are still questions or concerns
remaining of a serious nature, the parent should then approach the administration. Weowvill
accept parents assuming an adversarial role by defending the improper aatidf@r behavior

of their children), and challenging the established rules and policies of the school. This type of
behavior benefits no one, and in fact, has been showeartocourage student disrespect.

The school makes parents aware of policies, schedules, events, etc., by sending the Principal's
newsletter, the"Parent Bulletin"home every Wednesday in the family envelope. Parents also
receive necessary information by mesaof the ParenStudentHandbook, parenteacher
conferences, and parent meetings. In addition, each classroom teacher helps ensure clear
communication through various methods such as: sending home padfofi student work,



reading,math, and spelling @ntracts,deficiencymissing assignmentotices, progress reports,
behavior and work habit referrals, etc. Report Cards are sent home at the end of each
trimester, following the guidelines set by the Archdiocese of Los Angeles. Parents are urged to
ask ther youngest student for the family envelope on Wednesday and to read all the contents
very carefully. Please sign the front of the envelope and return it to school on Thursday
morning.

The Family Envelope is sent home each Wednesday with the youngdsatcBilir Lady of
Guadalupéeschool Included in the envelope are such items as the wedRkarént Bulletih,
Volunteer Notices, Class Noticésonthly Calendaiand/or Updates, etc. Please make sure to
remove all contents in your family envelope each weekgdrit carefully, sign the front of the
envelope, and send it back to school the following day. If your envelope is not at school when
the weekly items are "stuffed" to go home, you will not receive the information. A lost Family
Envelope will result in eeplacement fee of $5.Q0Please contact the school secretary should
777you need to replace your Family Envelope. Announcemente included in the Parent
Bulletii’ and/or Family Envelope must be received in the school office on the Thupsidayo

the day the envelope is to go home. All items included in the family envehys¢be approved
by the administration.

11. Arrival/Dismissal Procedures

Students should arrive at school by 7:45 a.m. as school begins promptly at 8:00cestudent
is to be onthe school grounds prior to 7:00 a.m. for any reasBtudents arriving between 7:00
and 7:30 a.m. are to proceed immediately to the morning extended care classroom, where
school staff members provide supervision. At 7:55 a.m., the "first" bell ringslsigriime to
line-up in assigned areas.

During dismissal, students are to wait in their assigned classifirerea until a parent arrives

to pick them up, either on foot or through the carpool line. Students who have current walker
permission forms offile may leave campus through the front gate only after a supervising staff
member has given them permission. Students who have permission to walk home from school
must exit campus promptly at dismissal time. They may not loiter at the front of the school.

In order to maintain a safe environment students in Grad@&safe to gammediatelyto the
designated arrival/dismissal areény Our Lady of Guadalupe student at school after 3:00 p.m.

will be automatically signed into Extended Care by the schootipal or any staff member,
and the parents will be billed accordingly for time spent in Extended Care.

12. Security Procedures

The school reserves the right to inspect anything brought on campus.

An adult must supervise children at all times while on stignounds. Due to liability and



insurance issues, older siblings may not supervise younger children without an adult present.
All children still on campus 15 minutes after school dismissal either must be signed into
Extended Care, under direct adult supision, or enrolled in a school sponsored egtraicular
activity under direct adult supervision. Students may NOT be left at school to watch practices
without direct adult/parental supervision. As most games and practices begin at 3:30 p.m. (due
to travel time for the opposing team, coach's work schedules, etc.) prior arrangements MUST
be made by parents regarding supervision for students before the games. We specifically
provide AfternoonExtended Care for this purpose. It is NOT the responsibilityeo€daches to
supervise students before and/or after games and practices. This is a parental issue and for the
safety of our students, the school will enforce this rule vigorously and consistently. Any student
not picked up promptly after exturricularactivities will be signed into Extended Care, and

the parents will be billed accordingly.

The safety of each child depends on parents following the direction of the parking lot monitors.

Please NoteAs adherence to the parking IGur Lady of Guadaluggchookules ensures the
safety of our students, no exceptions will be made. The administration reserves the right to
enforce "parking lot" rules at their discretion.

Parking Lot Rules
1 FOLLOW DIRECTIONS issued by the staff.

DRIVE SLOWLY in the parkings many cars are driven too fast.

STUDENTS MUST BE PIAKEDR DROPPBIBF ONLY the designated areas.

NO PARKING in the pigg/drop-off line.

USE THE CROSSWALK: Duringaofrepd pickup times, you may only cross at the

crosswalk under directioof the student crossing guard.

1 IF YOUR CHILD IS NOT READY AND WAITING WHEN YOUR ARRIVE after school to pick
him/her up, you must pulup and park in the parking area.

1 IF YOUR CHILD REQUIRES YOUR ASSISTANCE GETTING IN OR OUT OF THE CAR before
after schml, you must park in the parking area and then assist your child.

1 PLEAES DO NOT USE CELL PHONES WHEN PICKING UP STUDENTS.

1
1
1
1

DO NOT PARK ALONG THE CURB IN THE FRONT LEFT SIDE OF THE SCHOOL AT ANY TIME
BETWEEN 7:00 A.M. AND 6:00 P.M. (This is A NO PARKANGNBREDOU CAN BE TICKETED BY
THE POLICE)

Any student not participating in an adtgtipervised extraurricular activity must be enrolled in
AfternoonExtended Carat 3:00 p.m. Any student found unattended on campus at that time
will be sent to Extende@are, and the family will be billed accordingly.

Any adult who is supervising any student or child after 3:00 p.m. must maintain visual contact
with and exercise control over said children. This means that if the adult is inside watching a
game, the chdren being supervised must also be at that game, not outside the area. No



students are ever allowed, for any reason, to watfkcampus unaccompanied by an adult, and
then return later. No student is ever allowed, for any reason, to beampus betweentte

hours of 7:00a.m. and 6:00 p.m. without being under the direct supervision of a designated
adult. Our Lady of Guadalupe School will deal with violation of this policy in the most severe
manner possible, as it is a risk to the safety of the student.

Each month the school will have a practice Fire Drill and Drop Drill (used in case of an
earthquake or other disaster) to familiarize the students with emergency procedures. In
addition, the students will practice a schawside LockDown Drill to prepare thea for a

possible threatening giation occurring on the campu#n the event of an actual emergency,
students will be kept under the school's supervision until called for by their parents or other
responsible adult. Anyone picking up a child in an emergemast be authorized to do so by
being listed on the family emergency card. (Photo identification may be required by the school
prior to release.)

Should a serious and major disaster occur during school hours, please follow these guidelines:
1 DO NOT CALHE SCHOOL. Telephone lines must be kept open for emergency use.
1 Parents should instead proceed to school to pick up their children as soon as it is safe as
possible.
Students will be grouped by grade.
Release of students will take place following the gliigis outlinedA Yy 2 dzNJ & h dzNJ [ | |
GuadalupeDisaster Plan".
1 Students will only be released to authorizadults listed on the Our Lady of Guadalupe
emergency form.

1
1

If an emergency occurs outside school hours, please listen to your local radio station for
instructions on school closures. As a general rule, Our Lady of Guadalupe will follow the same
schedule as the public schools in the area. In addition, the Our Lady of Guadalupe room parents
will institute our emergency calling system. Each family wildieied of school closure by
telephone, if operable.

State Law requires that fire drills be held regularly. During the fire drills, students should follow
these regulations:

1. Rise in silence when the alarm sounds.

2. Close windows and doors.

3. Walk to their &signed place on the athletic field briskly, in single file at all times, and in

silence.

4. Sitin a column facing the athletic field wadlway from the school buildings.

5. Roll is taken.

6. Return to building when signal is given.

Earthquake drills are helgeriodically. Procedures include:

1. Drop, cover head immediately.
2. Crawl under desk or nearest table.
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3. Listen for further instructions.
4. Exit the building as soon as it is safe to do so.
5. Proceed to assigned locations.
Please see Archdiocesan Policies & ProasiB8ection 6 for more information.

13. Parent or Guardian Right of Visitation

Parents who are divorced or never married must file court papers with the office or there is an
assumption of shared custody.

A person who does not have legal custody offfes/child, but has the right of visitation, may
visit,t A dz6 2S00 (2 & OK?2 2 f, inkess D¢ Zho@ IRas rédeived Jaidgal Hagumand &
prohibiting such visit.

Our Lady of Guadalupe School must be supplied with all court documents relatinglég#he
custody of a student, particularly if it affects who may pick up the student from school. In
addition, notarized copies of any custody agreements, restraining orders concerning proximity
to a student, etc., regarding parents/guardians or relativestadents, must be provided, in

writing, to the school office and updated as needed. This is the parent/guardian’'s responsibility.

The school may not be held responsible for failing to honor custody arrangements

Our Lady of Guadalupe School voluntacibmplies with the provisions of the Buckley
Amendment. Norcustodial parents will be given access to unofficial copies of student records
and staff will be available to discuss the student's records, unless a court order providing
otherwise is filed wit the school. Noftustodial parents must request information regarding
school events, etc., from the school office. Please provide the school office with current
addresses and phone numbers, and we will be glad to mail copies of all school correspondence
to you, if you so desir@nly upon requestPlease make this request in writing to the school
secretary.

Our Lady of Guadalupe Schomintains a "closed" campus and reserves the right to deny

admittance to unauthorized visitorflease see Archdiocesaalities & Procedures Section
6.10 for more information.

14. Extended School Day Program
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and AfternoonExtended Care.

This program offers supervised, outside plagmework/study time, and snacks for students

currently enrolled in Our Lady of Guadalupe. Extended care operates Mekdiagy,
excluding school holidays (and days specified on school calendary fod@amc¢ 7:30am and

11



from 3:000m ¢ 6:00pm.

Extended @re Goals

1 Provide a safe, nurturing and caring environment for the children enrolled in our school
outside ofregular school hours.
Provide structured play and learning times.
Provide an environment, embracing the philosophy of Our Lady of Guadalupes wher
Christian/Catholic values are foremost, and the social and personal needs of the
children are met.

)l
T

Extended Care staff members are employed until 6:00 p.m. Please be courteous and respect
this time of cbsure by making sure your chitdn) is pickeelp by this time. (See Late Fee under
Billing/Fees section below.) Parents or Guardians may not take children, from the schoolyard
or other areas, without notifying the staff anehging the chil¢ren) out, once they are signed

into Extended Card he childra will only be released to those adults whose names are on file
as authorized family representatives.

Morning Extended Care is complimentary and offered at no additional cost to families.
AfternoonExtended Care begins at 3:00 p.m. for all students urnltesstudents are in a
schoolsponsored activity. Billing begins at 3pd0for Extended Care. Extended Care is billed in
half hour increments. All extended care fee payments are handled through the school office. to
Late Pick Up Fe&1.00 per minute afte6:00 p.m., payable at time of pick up directly to the
Extended Care Coordinator.

15. Health, lliness, Accident Procedures

Our Lady of Guadalupe School is bound by state law, which requires that each child be
immunized against polio, OPT, hepatitis B, nppgimmeasles, and rubella prior to admission to
school. Additionallyall students in the seventh and eighth grade are required to have the Tdap
immunization. Al students entering Kindergarten and First Grade must submit a Health
Screening Entry Form toelschool office witn 30 days after being admitted to school. Failure
to comply may result in the child being excluded from classes until the form is on file. The
school conducts vision, hearing, and scoliosis screenings. If a child has any physatanisnit
due to chronic illness or other cause, it is imperative that parents inform the teacher and the
school office.

Parents will be notified if a child is very ill or severely injured and the parents' directions will be
followed when possible. In thetierest of the sick child, parents are asked to respond as
promptly as possible when a child must be sent home. In case of injuries, no emergency room
can treat a child without the parent's permission. Therefore, it is essential that we have a
current emergncy card on file in the school office. Please notify the school secretary
immediately should any information on the emergency form change during the school year.
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If a child shows signs of illness, parents should not send them to sékibctildren shold

remain home until their temperature has been normal for 24 hours. In the case of a medical
emergency during school hou®Gur Lady of Guadalupe Scheall have the student

transported to St. Johns Hospital for treatment and the parent will be notdgedoon as
possible.

No medication (prescription or otherwise) will ever be administere@uat Lady of Guadalupe
Schoolo a student without prior written permission from the parent. Under California Law, if it
is necessary for the school to administeegcription medication to a student, written
instructions from the child's physician must be provided each year to the school office. These
instructions must be on the form provided by the school (see Request for Medication form at
end of Handbook). Instations on prescription bottles are not sufficient. All prescription
medication must be provided t@ur Lady of Guadalupe Schaothe original prescription

bottle with the student's name and correct dose, as written by the pharmacy. An exception to
this ule is an asthma inhaler, when the written instructions from the child's physician include
the instruction for him/her to carry the inhaler and setfedicate as needed.

If a student requires ovethe-counter medication such as Tylenol, parents must previek
medication and fill out a form or send in written permission. All medications f{thescounter

and prescription) are to be brought into the offibg the parentand kept in the school office
during school hours. At no time is a student to have mattha in the classroom, on their

person, or with their lunch, unless written directions to do so are provided to our school by the
child's doctor. For your convenience, a "Request for Medication" form and an "Administration
of Inhaler" formare availablen the school officePlease note that both forms need to be

signed by your child's doctor, should you wish to have medication at school.

Each family must complete the emergency card issued by the Archdiocese of Los Angeles at the
beginning of each schogekar. It is imperative that appropriate contact names be listed on the
back of these cards in case of emergency when the parents cannot be reached. Please keep us
informed should the information change during the school year. When filling out the
EmergencyCard, please consider carefully who you indicate to pick up your child (ren). These
persons must live within a reasonable distance from the school if they are to be of any
assistancelf any names or telephone numbers change during the school year, ptetibethe

office immediately. No child will be released to any person whose name is not on the
Emergency Card.his card must be completed and returned by the date indicated at the start

of each school year or the student may be excluded from attendihgd. The importance of

your card being accurate and complete cannot be eamphasized.
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C.ACADEMICS AND @ORRICULAR ACTIVITES

16. Curriculum Offering

The academic curriculum at Our Lady of Guadalupe School is one that challenges students to
develop lasic skills and good study habits. The students of Our Lady of Guadalupe School have
historically performed well above the California state average on standardized tests.

Religion, Math, Literature, Languagets, Social tidies, Science, Spelling, faihd Physical
Educationare offered to all grades at Our Lady of Guadalupe Schhdlic is offered to
students in grades-B. Instruction in computers, Spanish, Creative Writing and Journalism is
offered to student in Middle School.

Computer literacy isssential in today's technological society. Therefore, Our Lady of
Guadalupe Schodlas a multimedia computer learning center as well as computers in the
classroonfor all grades in order to enhance the curriculum through technology. The school
reserves tle right to check all computers, including the schools and those that are the property
of students while on school grounds, at any time and without prior notice.

It is mandated by the Archdiocese of Los Angeles that Family Life be taught in Catholis, school
in conjunction with the teaching of parents at home. A "family" version of the Archdiocesan
approved Family Life series is available for use by school families during the school year, if
desired, and may be requested through your child's religion teacheese are supplemental

books for use by school parents in conjunction with the classroom Family Life program, and are
the property of Our Lady of Guadalupe School. These books, therefore, must be returned at the
end of the school year. Separate develagrtal Family Life presentations by a health care
professional are provided to mothers and daughters, and fathers and sons during fifth grade as
a supplement to our classroom Family Life curriculum.

Each class hasminimum of 50 minutesf physical educabn per week. Along with

participating in an organized program, the students take part in a variety of games and seasonal
sports. Physical education classes and after school team sports afford the students ample
opportunities to develop athletally and agt 3 22 IR2 NIi & ¢ @

The Outdoor School Education program is an opportunity for students to spend several days
with their class and other schools students experiencing science in a “oaridashion. There

is a parent orientation meeting prior to the date afitdoor school, which is held at school

during the eveninglf a parent desires his/her child not to attend the recommended Outdoor
School Program, the principal must be notified and arrangements will be made at the discretion
of the principal. Parents mupay the Outdoor School Fee in full in order for their child to
participate in the program.
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The school library is open Monday through Friday, excluding Thursdays, from &,02gm.

On Thursday, the school library is open from 10:2@a2r80pm The stulents visit the library

on a prearranged schedule to check out books. The library is also available to students for
NBE&SHNOK LJzN1J32adSad® hdzNJ [ FRé 2F DdzF RIf dzLJSQa f A
interest in books and reading. The annuabBé&-air is the main fundraiser for the library. It is an
opportunity for families to purchase books for use at home and to purchase books for

individual classrooms, or donate to the school library to enhance our collection. All library fines

and lost booksre the responsibility of school families and must be paid prior to the close of

the school year.

17. Religion Program & Expectations

All Catholic families are expected to participate at Sunday/Saturday Mass each week and to
participate in parish activies, so that our children may have a sense of the importance of their
faith commitment and the parish community in their lives.

Instruction for the reception of the Sacraments of Reconciliation and Holy Eucharist takes place
during the school day with thschool's religion teachers. At least one parent from each family

is obliged to attend parent education programmeetingsrequired by the school prior to the
Sacrament of Reconciliation and First Holy Communion. All students are provided with the
opportunity to receive the Sacrament of Reconciliation together with their class during the
seasons of Advent and Lent.

Students in grades P&Kattend the weekly mass at Our Lady ea@alupe Church at 9:00 a.m.

each ThursdayThroughout the school year, thereeaopportunities for the students to pray

the rosary as a class/school, spend time in Adoration of the Blessed Sacrament, and participate
in other meaningful faith experiences.

18. Graduation Requirements

There are longstanding traditions associated withighth grade graduation from Our Lady of
Guadalupe School. These traditions are privileges and, as such, participategpendent on
the student being in good academic and behavioral standing in the school

The week before graduation is set aside apacial time for the eighth grade class to celebrate,
reflect and reinforce the values instilled in them at Our Lady of Guadalupe Sthoaler to
participate in graduation activities, it is expected that each family pay the $150 eighth grade
graduationfee. Individual eighth graders participate in graduation activities at the discretion of
the Administration.

A diploma will not be issued to any student who fails an academic subject dUtigg8e in
any trimester.
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19. Academic Probation/Retention/Trasfer

Our Lady of Guadalupe School believes in the principle of academic excellence, and as such
believes that this is best achieved through collaboration between the student, the school and
the home. In an effort to meet the academic needs of our divetadent population and
maximize each student's potential for success, any student who receives an "F" (64% and
below) on a report card, or who receives two (2) or more "D's" (69%) on a report card in

the 1% or 2" trimester, will be placed on academprobation for the next trimester. Any

student consistently achieving below grade level and/or ability, or whectfla consistent lack

of good work habitsnay also (at the school's discretion) be placed on academic probation. At
that time, the school W provide written notification, and a meeting between faculty and
parents will be required, in order to facilitate an intervention plan that meets the individual
needs of that student more effectively. The student's status at Our Lady of Guadalupe School
may be placed in jeopardy in the future, unless academic progress and collaboration between
home and school is evidenced. A student who meets the criteria for academic probation at the
end of the & trimester will need to fulfill specific requirements dig the summer as outlined

by the school.

Advancement to the next level in Our Lady of Guadalupe School is based on a student's daily
performance, test results, recommendations of teachers, and his/her ability to complete work
successfully on a more adweed level. Promotion to the next grade level depends on successful
completion of all subject areas. The administration may recommend the repetition of a level,
tutoring, or summer school classes when, after conferences with teachers and parents, it is
believed that the student will be better prepared academically or emotionally for the next level.

As a matter of courtesy, notice of withdrawal of a student should be made by the parent in
writing to the Administration in advance of the withdrawal date. Mii§ enable the school to
prepare necessary information and settle accounts. Business Office accounts must be settled
prior to a student's withdrawal from®ur Lady of Guadalupe Schoahd credits will be issued
when applicable.

20. Testing & Assessment
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are shared with his/her parents at Pareheacher Conferences.

In addition to the IOWA test, students are administered a STAR math and reading test a
minimum of aoce a year. Fifth and Eighth grade students also take the ACRE test to determine
mastery of religion program standards.

Students are assessed daily in a variety of ways, ranging from informal assessments to formal

assessments. To facilitate parent inverivent and good schodglome communication, Our Lady
of Guadalupe School subscribes to teacherease, a digital, online grade book system. This online
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grade bookcan be accessed atww.teacherease.comGrades are postl on teacherease bi
weekly on days specified in the school calendar. Parents new to the school requesting
teacherease login information or returning parents who wish to update login information are to
request a teacherease form from the school office agtirn the form to the school office

upon completion.

21. Homework

Homework is a reinforcement and/or extension of material covered in the classrid®m.
purpose is also to foster habits of independent studgmework is generally assigned Monday
through Thursday, although lonterm assignments and makg work are exceptions.
Individual teachers will discuss homework requirements on "Backchool Night" in the fall.

In assigning homework, teachers follow these guidelines:

1 Grades K: Not to exceed 8 min, may not be assigned every night
M Grades &b: Not to exceed one hour
1 Grades 63: Not to exceed two hours

No homework or class assignments are given out ahead of kiomework has been shown to
be a valuable and worthwhile tool to enhance learningl aelfdiscipline in students.

The school calendar allows time for families to vacation together and as such, the school
discourages additional time taken for trips during the school year. If a family chooses to take
their child(ren) out of school, it ihe responsibility of the students and parents to make
arrangements for class work missed to be completed upon their return to sddookork will

be given in advance of the student's absenbéiddle School students have several teachers,
therefore, pleae make written notification to all Middle School teachers prior to leaving on
vacation during school time.

LT &2dzNJ OKAfR A& FtoaSyid FyR @2dz g2dzf R €t A1 S
call the school office by 2pm to request homewddamework requests will be available for
pick up only between 3:15 and 3:30pm, Monday through Thursday, in the school office.

22. Grading
A 93-100% B- 85-86% G 7074%
B+ 90-92% C+ 80-84% D 6569%
B 87-89% C 7579% F 64% & below

23. Honors/Awards

17

02


http://www.teacherease.com/

An honors assembly is heldonthlyto recognizeoutstanding student achievement. The
following awards are given monthly to students in each class:

1 Virtue of the Month Award
i Student of the Month Award
9 Reader of the Month Award

Students in Middle Schoalso have the opportunity to receive Trimester honors. Trimester
honors are given out a thrice yearly at the regularly scheduled monthly award ceremAnies.
overall Grade Point Average (GPA) determifsester Honor$or the following subjects:
Religion Math, Literature, Language, Social Studies, Science and Spelling. To compute the
student's GPA foiddle Schoqgladd the report card percentile grade equivalent for all
academic subjects together, and divide by the number of subj&cisiester honors i@

awarded as follows:

9 First honors: 98.00%
1 Second honors: 904%

24. Field Trip & Excursion Policy

Classes may participate, at the discretion of the administration, in educational field trips. These
trips are to be planned by the teacher and supervibgdhe teacher and adult chaperones.
Anyone driving on a field trip must submit a copy of their currentov@hlifornia Drivers
Licenseand proof of insurancéo the school office prior to the field trifsee below)

No younger siblings may accompagrents on field trips, as the parent's purpose is to

chaperone and supervise the students while away from school. It is not necessary for all grades
to have the same number of field tripgdividual teachers in consultation with the

administration reserg the right to restrict or deny student participation on any field trip due

to, but not limited to, poor academic performance and/or poor conduct.

Parents may be asked to pay a field trip fee in order for their child to attend.
All field trips must complwith the following requirements:

1 Prior permission of the principal

91 Correlation with teaching units for the purpose of achiewngicular goals.

1 Signed and dated Student and Youth Activity Permission Forms and Emergency Medical
Authorizations from panets. All Permission and Authorization Forms must be in the
possession of the supervising adult during the trip. Copies of the forms are attached as
Appendix B and C. Verbal permission cannot be accepted.

All participants must have appropriate identificatiand travel documents.

All archdiocesan policies on safe environment must be followed, including background

= =
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checks for vendors providing the trips, as applicable.

9 For trips outside the 10nile radius of the school, guidelines must include
consideratia of the ability of parents to incur cost, the financial impact of the trip on
other school fundraising activities and class work missed by the students.

1 State law requires that a first aid kit be immediately available to the supervising adult on
all excusions and field trips.

The school may plan field trips for one or more days including overnight field trips. The school,
at its option, may decide not to offer overnight field trips.

1 Transportation may be by personal car, school or chartered busmeat, or
airplane.
1 Although discouraged, school employees, including teachers and coaches, may drive
two or more students to or from athletic and -@wirricular trips or events in their
personal vehicle. School employees may not be alone with a studenteéhicle.
1 School employees and parent or guardian volunteers driving students in their own cars
must be at least 25 years of age, have a clean driving record for the past three years and
current, valid California automobile insurance. Each vehicle tms individual seat
0Stida F2NJ SIOK &dGdzRSyido ! O2LR 2F GKS LI NB
declaration page must be kept on file at the school.

25. Summer School

The principal is responsible for the oxedt administration of all sumer programs. All
archdiocesan policies are applicable to summer programs. Each year the decision to have a
summer program is left to the sole discretion of the principal and the pastor.

26. Athletics & ExtraCurricular Programs

Athletics are available tstudents in grades-8 meeting extracurricular activity eligibility
requirements. Students participate at the discretion of the administration. Athletics is an
integral part of the school's total educational program. All school activities, curriculagxred
curricular, in the classroom and on the playing field, must be congruent with the school's stated
goals and objectives established for the intellectual, physical, social, and moral development of
its students. It is within this context that the folling Code of Ethics is presented.

Our Lady of Guadalupe Schadhletes' Code of Ethics
As anOur Lady of Guadalupe Schdédhlete, | understand that it is my responsibility to:

Place academic achievement as the highest priority.

Show respect for teamntas, opponents, officials, and coaches.

Respect the integrity and judgment of game officials.

Exhibit fair play, sportsmanship, and proper conduct on and off the playing field.

= =4 -4
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Maintain a high level of safety awareness.

Refrain from the use of profanityulgarity, and other offensive language and gestures.

Adhere to the established rules and standards of the game to be played.

Respect all equipment and use it safely and appropriately.

Refrain from the use of alcohol, tobacco, illegal and-pogscriptive dugs, anabolic

steroids, or any substance to increase physical development or performance that is not

approved by the United States Food and Drug Administration, Surgeon General of the

United States, or American Medical Association.

1 Know and follow all sta, section, and school athletic rules and regulations as they
pertain to eligibility and sports participation.

1 Win with character, loswith dignity.

= =4 =4 4 A

In addition to the mandated curriculum of the State of California and the Archdiocese of Los
Angeles, Or Lady of Guadalupe provides students with the opportunity to participate in
various enrichment activities in an effort to increase their awareness of multiculturalism, fine
arts and community. Some of these activities require payment of additional Téese include,
but are not limited to, the following school sponsored activiti®gident Councilthe Our Lady

of Guadalpe Sports Program, Altar Serving, Choir, and the Outdoor SdPaxicipation irall
curricular and extracurriculgsrograms are comigent upon the following criteria being met:

1 A student must be in good behavioral standing, subject to the althletic director and
LINAY OALI f Qa4 RAAONBGAZY

1 A student may not have a grade below-aa€Cany given time and participate or be on
academicprobal y ® Ly GKS S@Syd GKFG IthastdeRSy G Qa 3
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improved.

The Administration reserves the right to approve or disapprove all students’ involvement in
school activities. Student participation isthe discretion of the administration.
D. Tuition and Fees

27. Tuition and General Fees

Tuition and fees are determined on a yearly basis and are available through the school office.
Fees may be assigned fazlél trips, sports, student council, choir, Outdoor school, graduation,
Si0OX

28. Tuition Collection, Payment Plans, Automatic Deductions

No student will be permitted to begin classesftingustunless all financial obligations from the
prior year have been gt and full registration fees paid. We expect that all tuition and fee
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payments will be made on time.

Tuition payments are due on the 1®f each monthto Smart Tuitiorand are subject to a late
charge of $30.00 after th#0" of the month. Tuition paynents processed through the school
office are subject to a $30.00 processing féeition payments start in June and go through
May. Families that enroll in the summer or thereafter will be placed on an alternate payment
schedule.

In the event of terminabn of enrollment, initiated by either the school or the parents, for
whatever reason, tuition is not refundable. There will be a late charge of $30.00 for any
payment received after the0" of the month. A $25 fee will be charged for any returned check.
Any family that cannot meet its scheduled payment must contact the school office.

A tuition account that remains delinquent as of the last day of each month may result in the
suspension of the student(s). Special circumstances will be given consideifatiatifjcation in
writing is given to the principal.

29. Tuition Assistance

In the event that a student's family is unable to meet their financial obligations to Our Lady of
Guadalupe School in a full and in a timely manner, it is the responsibilitye damily to

contact theschool In the event that a school family knows that it will be an "undue financial
hardship” to meet their financial obligations for the upcoming school year, they must request
tuition assistance and present requested copiesmdiicial records (W2 forms,paycheck
stubs,etc.) to the administration. The Administration holds all information regarding Tuition
Assistance in strict confidence.

30. Parent Service and Fundraising Requirements

Everyfamily is expected to assist thehsml through volunteer efforts. The school requires 36
Parent Servichours per family for the school year. Six mandatory hours go specifically to the
fiesta obligation. The school fiesta is held on Palm Sunday every year. Each family must work
the fiestashift assigned to them by the school on this day or pay $25.00 per uncompleted hour.
The remaining 30 hours must be volunteered in ways approved by the sé&mohours not
completed by June 1 2012, will be billed at a rate of $10.00 per uncompleted hour.

Each family is to keep record of their own service hours througliPrdrentService Hour binder
located in the school office.

9GSNE FrLYAfe A& SELISOGSR (2 adzZJR NI (KS a0Kz22f Qa
extent they are ale in the Annual Giving Program and other fundraisers determined by the school. A
$25.00 donation in the form or cash of approved goods must be given by each family during the time of
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preparation for the school fiesta. In addition, each family is respéméily $150 cash donation that can
be raised through the annual school raffle only, taking place this year during the school fiesta season.

E. Discipline

31. Rules and Regulations

Students are accountable for behavior inside or outside of school that isrdettal to the
reputation of the school as determined by the principal.

For further information, fease see Archdiocesan Policies & Procedures Section 4.

F. Electronic Communications

32. Electronic Communications Policy

Cell phones and other portable dees (iphones, ipods, blackberries, etc.) may be brought to
school with written parental permission.
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book bag, or other place where the device is not visible.

Pottable communication devices may not be turned on at any time during the regular school
day for any reason, except to call 911 in emergencies, or with the express permission of a
responsible adult in authority.

The prohibition includes, but is not limitéd, extended care, homework club, lunch breaks,
class changes, and any other scheduled or-scimeduled activity that occurs during school
hours.

Before and after the end of school, students may use portable communication devilses
afterthestudentK & 206 0FAYSR | FIl Odzf GéekaldlFTF YSYoSNRa
used in the presence of and under the guidance of the faculty/staff to communicate with

parents.

If a student uses a portable communication device or any of its functioreforeason during
the school day without express adult permission, the following measures will be taken:

1 The device will be confiscated from the student

1 ¢KS RSOAOS oAttt 06S NBGANYySR 2yfe G2 GKS ad
1 The student will be givendetention

1 Depending on the circumstances, the student may be denied the right to bring the
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device to school.

1 Repeat violations of the policy will result in disciplinary measures appropriate to the
circumstances, including expulsion if warranted

1 Ifadevie is used for cheating during a test, the student will be removed from the
testing situation and appropriate disciplinary action will be taken.

The school is not responsible or lost, misplaced, stolen, broken portable communications
devices or for any unahorized use of such devices. The school will not pay to replace devices
that are lost, misplaced or stolen after they are confiscated and will not pay for any
communications charges.

The school reserves the right to inspect anything brought on campus.

33. Parent Messages and Telephone Calls

Parents are asked to cooperate in limiting classroom disruptions to genuine emergencies only.
Lunches, forgotten books and assignments, messages aboutsafteol pickup arrangements

will not be delivered to clas§&tudents can come to the school office to check their voicemail or
text messages under the supervision of a staff member or to pick up an item parents have
delivered for them.
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ARCHDIOCESAN POLICIES AND PROCEDURES
1. GENERAL INFORMATION

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

The Archdiocese deeply appreciates the choice parents and students make to enroll in its parochial
elementary schools and secondary schools. Truly, this is a commitifeeahtbmany families
make considerable sacrifices of time and treasure to support their students while they are in school.
Often families and students continue this support even after graduation because Catholic education
makes a difference. Indeed Okt schoolaredifferent.
All schools in the Archdiocese are intended to be environments that educate, nurture and support
students according to the basic Christian principles of charity and love of neighbor. Everyone
involved in the developmentaifildren and youtéiteachers, administrators, parents, family and
friendsd is required to behave in accordance with these principles.
Our Christian principles provide that:
i Parents or guardians are expected to work courteously and cooperatifielgatitol to
assist the student in meeting the school 0s
1 Students and parents or guardians may respectfully express their concerns about the school
operation and its personnel. However, they may not do sonner mhat is discourteous,
scandalous, rumor driven, disruptive, threatening, hostile or divisive.
1 Parents, guardians or other responsible adults who insult or abuse school personnel in the
presence of other school personnel, students or parents ocemtadjachool premises or
at some other place where school personnel are required to be in connection with their
assigned school activities, may be asked to withdraw their student from the school.
1 Conduct that materially disrupts class work or extrataractivities or that involves
substantial disorder will not be tolerated.

These expectations for students, parents, guardians or other responsible adults include, but are not
limited to, all scho@ponsored programs and eveatg éxtended carehédtics, field tripgtq.

The school reserves the right to determine, in its discretion, when conduct is of such a severe nature
as to warrant immediate action without warning. The 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 knowingly assign or retain a priest, deacon, religious, lay
person or volunteer to serve in its parishes, schools, pastoral ministries, or any other assignment
when such an individual is detmed to have previously engaged in the sexual abuse of a minor.

Under the Zero Tolerance Polafithe Archdiocese of Los Angeles, any person guilty of sexual
misconduct witla minor under the age of 18:

1 May not have any paidr volunteer assignment in ay ministry in the Archdiocese,
and

24



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

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

Asamember of the Archdiocese of Los Angeles commil@tgchoolvansto assurghatit isin
compliancevi t h bot h Megan' s [IZaoMolaanck Pdlidtye Ar chdi ocese

1.3 Safe Environment Training for Children and Youth

Theschool andhe parishreligious education prograimaveestablisadongoing safe environment
training prograsfor studentschildrenand youth. All parents are provided héwased materials
to help them understand and support tteient education regarding child sexual abuse. The
approved programs inclu@eod-Touch/Bad -Touch® andVIRTUS® Teaching Touching
Safety(Mandated September 1, 2006)

Good-Touch/Bad-Touch® is being implemented in Grades K-9 in Catholic
elementary schools throughout the Archdiocese of Los Angeles. The program is
designed to be age-appropriate, to support students in understanding occasions of
abuse, and to give them confidence in reporting and asserting themselves in situations
where they feel unsafe.

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

The Archdiocesan Office of Safeguard the Children works with the schools and
Directors of Religious Education in the parishes to establish these programs. Questions
concerning Safe Environment Training can be forwarded to the principal.

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

Revised August 20, 2007

Aduits acting in a staff, faculty, ministerial or other paid or volunteer position in the Archdiocese are
role models who are called to treat each minor with respect and care. Staff members, faculty or
volunteers serving either in a paid or volunteer pasgexhto maintain professional relationships

with minors whether on or off parish or parish school locafl@ase review the follomg
guidelines and sign t he foothefile atthevpaesd @ paeisht of Re
school where you work or volateer.

1 Staff members/faculty/volunteers will ensure that minors are properly supervised
at all times, thus providing them a safe environment. Minors must be viewed as
Arestri ct e decause théeyware dotaaudltsand are not independent
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If staff members/faculty/volunteers who are supervising minors observe a
situation where civil law, parish and/or school rules are being violated, they must
take appropriate action immediately

Staff members/faculty/volunteers should always be aware they have
considerable personal power because of their ministerial positions. Therefore,
they will maintain respectful ministerial relationships, avoiding manipulation and
other abuses of power

Staff members/faculty/volunteersmust avoi d as s umifatlgeror h e
mot h er fvhich may eréate an excessive emotional attachment for all
parties

Attraction between adults and minors is possible, and care and caution should be
taken in all interactions. The parish/school administration should be informed
immediately if such an attraction exists. Dating or sexual relationships between a
staff member/faculty/volunteer and a minor are inappropriate and unethical.
Dating or sexual relationships between a staff member/faculty/volunteer and a
minor are unlawful

Communications with minors (e.g., notes, email and internet exchanges,
telephone calls) must be for professional reasons only

Discussions of a sexual nature must always take place in an appropriate
educational context. Sexual jokes, slang or innuendo are inappropriate when
interacting with minors

Staff members/faculty/volunteers will respect confidential information concerning
minors or confidential information of a personal nature shared by a minor.
However, if a minor shares confidential information that could pose a threat to the
minor or to others, the staff member/faculty/volunteer has an obligation to notify
the proper authorities

When staff members/faculty/volunteers are supervising minors or young adults at
parish/parish school-sponsored activities, they may not be under the influence of
alcohol, may not consume alcohol in the presence of persons under age 21, nor
offer alcohol to them

When a staff member/faculty/volunteer is alone in a room with a minor, the door
must be open or there must be clear visibility through windows

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

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

Staff members/faculty/volunteers may not drive minors unless it is to or from a
parish/parish school-sponsored activity and may never drive alone with a minor.
Driving minors requires parental permission slips that indicate the transportation
is by personal vehicle. The parish/parish school administration must approve any
use of personal vehicles. Trips involving minors must have a sufficient number of
adult chaperones and minors to preclude the appearance of inappropriate
personal involvement with minors
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1 Parent or guardian written permission is required for the publication of a picture
of a minor

1 Adults are permitted to interact alone with minor(s) only after complying with
Archdiocesan policies regarding fingerprinting and safe environment training.
They may work with minors only as part of a team if they have not met these
requirements

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

Revised August 20, 2007

To ensure the safety of the children in the Archdiocese Ahgekes, all youth volunteers, both

junior high and high school students, including students who are already 18, who work or volunteer
with children/youth in school or parish settings must receive training on these boundary guidelines
before undertakingeir ministry in the ArchdioceseLos Angeles and must sig@@de of

Conduct form to verify that they understand their obligafidresform is attached Appendix A

1.6 Parent/Student Complaint Review Process

Concern for the dignity and rights of eachpeo n ar e i ntrinsic to the Ch
witness to the spirit of the Gospel. Circumstances may give rise to conflicts among students, parents
and school staff. All parties are encouraged to use every available means to resolve these conflicts
when they occur. However, if the involved parties are unable to resolve their conflicts, families may
use the Parent/Student Complaint Review Process for additional assistance. All those participating

in the Complaint Review Process are respofwilstéving toward reconciliation arsthallact in

good faith. Legal representation is not permitted at any meeting or mediation of the Complaint
Review Process. Any person filing a complaint is to be free from restraint, coercion, discrimination,

or reprisal irany form.

1.6.a School Level

1 The person bringing the complaint is encouraged to try to resolve the complaint by
discussing it with the persons directly involved.

1 If resolution is not achieved, the complaint should be discussed with the principal (or
the pastor, if the principal is the subject of the complaint).

1 For elementary schools, if the principal is unable to resolve the conflict, the principal
will bring the pastor into the process as appropriate.

1 After reviewing the facts and facilitating dismuss the problem the principal will
respond to the person bringing the complaint.

1.6.b Department of Catholic Schools Level

9 If the complaint is not resolved at the school or parish level, the complaint may be
submitted in writing to the supervisothat Department of Catholic Schools,
outlining the concerns and reviewing the local process.

1 The supervisor will review the complaint (with such consultation as may be
appropriate) in a timely fashion and will endeavor to mediate and resolve the matter.
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1 However, if no agreement can be reached, the supervisor will make a final
determination concerning the resolution of the complaint, based on the application
of Archdiocesan and school policies and/or regulations, and communicate that
determination, which Mbe final and binding, in writing to all parties.

1.7 Parent or Parent-Teacher Organizations and Consultative
School Council

If the school has a parent, parent-teacher organization and/or a consultative school
council, those involved are advised that these bodies exist to support the school and are
i mportant for the school s vi abi IParégnypareri-ut t he
teacher organizations, consultative school councils and their members do not have any
authority to act independenttyon behal f of the school or paris
of the school or parish and any actions taken must receive the official written 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-teacher teacher organization are to
raise funds for the school s current opera
support for the school program, and to increase mutual understanding between
school and parents. The membership of the parent teacher organization shall
include the pastor, the principal, the parents or legal guardians, and the faculty of
the school, where applicable.

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

1.7.b Consultative School Council

The general responsibilities of the consultative school council are in the
following areas: strategic planning; policy development; resource development;
institutional advancement; advice and counsel with regard to financial planning,
management and reporting; marketing of the school and evaluation of the
council 6s goals and activities.

The membership of the consultative school council should include the pastor,
principal, parents (no more than one-third of the total membership), alumni
parents, parishioners, members of the civic and local business community, and
area educators. Under Canon Law and Archdiocesan guidelines, the members
advise the administrative team (pastor and principal) and cannot make decisions
binding for the parish education program without the approval of the
administrative team (A Primer on Educational Governance in the Catholic
Church, the CACE/NABE Governance Task Force, NCEA, 1998).

The regional supervisor at the Department of Catholic Schools is available to
assist and guide schools in the implementation of a consultative school council.

2 ADMISSION AND ATTENDANCE
2.1 School Student Non-Discrimination Policy
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The school, mindful of its mission to be a witness to the love of Christ for all, admits students
regardless of race, color, or national and/or ethnic origin to all rights, privileges, programs, and
activities generally accorded or made availablelémts at the school.

The school does not discriminate on the basis of race, color, disability, sex, or national and/or ethnic
origin in the administration of educational policies and practices, scholarship programs, and athletic
and other scho@dminstered programs, although certain athletic leagues and other programs may
limit participation and some archdiocesan schools operate as single sex schools.

While the school does not discriminate against students with special needs, a full
range of services may not always be available to them. Decisions concerning the
admission and continued enroliment of a student in the school are based upon the
studentodos emotional, academic and physical ab
school in meetingthest udent 6s needs.

2.2Inclusion Procedures
Through the mission of the Archdiocese, our schools strive to serve children with

varied | earning needs. All educators in Archd
Inclusion Process in Catholic Schools: Support Team Education Plan Process (STEP)
and Minor Adjustment Plan Process ( MAP)O. Par

student may need a minor adjustment to enable him/her to participate in the general
education curriculum of the school should consultthe st udent 6s teacher an
determine how best to meet the studentodés need
ADi sability Discrimination Complaint Review P
unresolved issues.
2.3Guidelines for Admission to Elementary Schools
1 Preferences are given to active members of the parish
1 The recommended age for kindergarten students is five (5) years of age on or
before September 1, but required by December 1
1 The recommended age for first grade students is six (6) years of age on or
before September 1, but required by December 1, unless waived by the principal
1 All students must comply with current California immunization and health
requirements prior to enroliment
1 The parish school will strive to have Catholic education accessible to as many
students as possible, both with its educational programs and financial
considerations; however, it may have insufficient resources to meet the
educational and financial needs of all students
1 The pastor and principal will review a studentd sontinued eligibility for enroliment
in the parish school
1 The school establishes its own procedures for admission and enrollment

2.4 Privacy and Access to Records

Maintaining confidentiality is the legal, ethical and professional responsibility of every
member of the school community, including students, parents or guardians, teachers,
aides, and all other employees. Every member of the school community must respect
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the privacy of all students, families, employees, the principal and the pastor.
2.4.a Pupil Records

APupil recordso means any record related
school or one of its employees. It includes health records. It does not include
Adirectory informationodo or a schorerManempl oy

in the sole possession of the maker and are not made available to others, except
to a substitute.

Only the principal, as custodian of the records, authorizes the release of pupil
records. Only teachers or administrators charged with pupil oversight have the
right to view or use pupil records. A teac
only with direct teacher supervision. Pupil records may be released by judicial
order such as a subpoena or a search warrant. In specific cases, such as
suspicion of kidnapping, police officers may be given access to records.

Parents and legal guardians of minors have the absolute right to access their
chil dés pupil records in accordance with t
providing such access. Parents or legal guardians may grant any specified
person written consent to access specifically identified pupil records. In cases of
legal separation and/or divorce, California state law gives the custodial parent
and a non-custodial parent with visitation rights, the right to access and examine
pupil records. However, only the custodial parent may consent to the release of
records and has the right to challenge the content of the records and to write
responses to information regarding disciplinary action. A non-custodial parent
without visitation rights has no right of access to records of any kind.

2.4.b Directory Information

fDirectory informationdmeans one or more of the following items: pupil's
name, address, telephone number, date and place birth, major field of study,
participation in officially recognized activities and sports, weight and height of
members of athletic teams, dates of attendance, degrees and awards received,
and the most recent previous public or private school attended by the pupil.

The school will, to the extent possible, minimize access to student telephone
numbers or personal email addresses, unless the parents or legal guardians
consent to broader access. To the extent possible, users should try to minimize
access to or distribution of student telephone numbers or personal email
addresses, unless the parents of legal guardians consent to broader access

Room parent rosters, class lists, telephone numbers, email address lists or
any other personal information about families and students are considered
confidential and may be used only for the purposes specified. In no cases
should commercial enterprises be given access to Directory Information.

2.4.c Parent Aut hori zation to Use Chil dobés

Whenever a st ud e rnaicé and/or makgsetq be published or
used for non-commercial purposes, including, but not limited to, publicity,
exhibits, printed or electronic media broadcasts, student publications, marketing
or research, parents must executethePar ent 6 s iAount htoor iUzsaet Chi | d ¢
Image, Name, Voice and/or Work for Non-Commercial Purposes giving
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permission for such publication.

See AppendixB,Par entA@t hori zation to Use Chil dos
and/or Work for Non-Commercial Purposes. 2.4.d Verbal/Written
Confidences

Confidential information may be provided by students or parents or guardians
to school employees in many ways. Students may confide in staff verbally, in
writing, such as a note or a writing/journal assignment. All school employees are
required to respect the verbal or written confidences of adults and students,
except in cases where the health or safety of the student or others is involved. If
the confidence received relates to a health or safety issue, the pastor, principal or
other person in charge or appropriate authorities must be notified promptly,
keeping in mind the rights of privacy that apply. Archdiocesan policy on reporting
suspected abuse of children or vulnerable adults must be followed when
applicable.

2.5 Transfer of Records

2.5.a Student Transfers, Withdrawals and Graduation

Whenever a pupil transfers from one school to another, a copy of the
Cumulative Student Report and the original Health Record will be transferred by
the former school upon a request from the school where the pupil intends to
enroll and a release from the parent or guardian. The original Cumulative Student
Report remains at the school.

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

Official transcripts are not given to students or parents. The school grants full
credit for all work a student accomplishes up to the time of transfer.

Principals may be required by the County Board of Education to report the
severance of attendance by any student.

2.5.b Withholding of Records

Under California law, a private school cannot refuse to provide student
records to a requesting school because of any charges, including tuition or fees
that are owed by the student or parent. However, the school may withhold from
parents or guardians the grades, diploma, or transcripts of a pupil pending
payment of certain amounts for damaged property, the return of loaned property
or unpaid tuition or fees, in accordance with school policy.

2.5.c Cumulative Pupil Record

Full and accurate records, including standardized test results, of each student
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are entered on the official archdiocesan Cumulative Student Record form and are
kept on file permanently. Only authorized personnel have access to these
records. Health records are maintained in a separate file.
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2.6.

Permanent records cards include only the following information:

Personal and family data with certification of name, place and date of birth of
the student and the name and address of the parent or guardian having
custody of the student

Standardized test data

Transcript of classes

Attendance information shall be included

Record of withdrawal or graduation and place to which any copy of the record
is sent

Verification of or exemption from required immunization through high school
graduation

Absence

Principals and teachers are responsible for checking the regular
attendance of all students. Every absence must be recorded on the
attendance register and record. Elementary schools record absences
according to the instructions on the Student Attendance Register.

2.6.a Absences with Acceptable Excuse

When a student has been absent, a written excuse signed by the parent or
guardian is required, and the excuses are kept on file for a period of one year.
An acceptable excuse includes illness, attendance at medical or dental
appointments, funeral services for family members, quarantine directed by
County or City Officials or emergency or special circumstances as determined
by the school authorities. Excessive unexcused absences may result in loss
of academic credit.

2.6.b Extended Absences

When, for family reasons, parents wish to take their children out of school
temporarily, the principal and teacher will discuss with the parents the
possible effects of such an absence. If a student is absent for an extended
time, (e.g., 15 or more days), official grades may be withheld.

Note: In addition to the policy stated above, the school has its own
extended absence policy, which is provided in the Appendix.

2.6.d Leaving School Early

A student may not leave the school before the regular dismissal time
without a written request from a parent or guardian. The request must state
the reason for early dismissal.
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2.6.e Tardiness

A student is tardy if he or she arrives after the time fixed by the school for
the beginning of the morning or afternoon session. If the student comes after
the designated time, he or she is marked absent half a day. A record of all
tardiness is kept in the attendance register and records.

Note: The times fixed by the school are provided to parents and students
in the Parent-Student Handbook.

2.6.f Truancy

A student who is absent from school without an acceptable excuse three
full days in one school year or is tardy or absent for more than any 30 minute
period during the school day on three occasions in one school year, or any
combination thereof, is a truant and shall be reported to the attendance office
or superintendent of the public school district.

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

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

If a student has been absent without excuse, and it is impossible to
contact the parent or guardian within 24 hours after repeated attempts, the
attendance office of the local public school district, the local police
department, Child Protective Services or all of those agencies will be notified.

2.6 Work Permits

Under California law and other relevant laws, a minor student may not work without a work
permit issued by the appropriate authority. To obtain a work permit, certain information is

required from the studentds school . Il nf or mat |
available from the California Department of Education websitecde.ca.gov
The minor/student, after obtaining a promiseggéno y ment , must obtain a

l ntent to Employ Minor and Request for Work
parent or guardian must each complete their sections and submit the completed application to

the school. The school will verify thimrmation entered on the application by the minor and
parent or guardian and will also examine the
confirm the studentds satisfactory academic
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t he forwortko pgeéwremiot i ssuing authority. o6 | f al
i ssuing authority may issue the OPermit to E
a ut h onayibéhg l6cal public schoglperintendentthose persons authorized in wgtby

the public school $erintendent to issue the permita school staff member who has been

designated and trained as the work permit issuing authority for the school

A copy of the signed work permit must be Kkep
For additiomal information and forms see
http://www.dir.ca.gov/DLSE/ChildLaborPamphlet2000.htm|

2.7 Student Accident Insurance

The Student Accident Insurance Program is provided for all full time students in
archdiocesan schools/parish. This program assists only with medical expenses
incurred because of accidental bodily injury sustained by students while attending
school, while traveling to or from school or while participating in a school sponsored
and supervised activity, including school sponsored sport and extended 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 parents wish to have a student tutored in
school subjects, the parents are responsible for engaging the tutor and paying all
tutoring costs. The school may assist the parents in identifying tutoring resources.

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

A school may arrange with independent contractors or entities, who are not
teachers or staff at the school to provide tutoring on a fee basis. Independent entities
must have appropriate licenses, agreements for use of the premises and insurance.

All tutors and entities must comply with the procedures and policies of the
extended school day program and the Archdiocesan Guidelines for Adults Interacting
with Minors at Parish or Parish School Activities or Events.

3.2 Counseling Policy

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

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

1 Provide advice regarding academic subjects and student progress in school
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1 Give limited guidance to students who present with non-academic personal issues
or situations

1 Provide referrals to marriage and family counselors, child psychologists, licensed
academic psychologists, psychiatrists and similar professional for diagnosis and
treatment. If the school provides referrals to parents, the list must include at least
three names of qualified persons or entities

1 Retain, where necessary, appropriate professionals to provide educational testing
that i s needed for assessment of a student ¢
achievement motivation, and personality factors directly related to academic
learning problems, or psychological counseling services for the school. Prior to
entering into such a contractual relationship, the principal will ensure that the
person is credentialed, licensed or otherwise properly qualified. The school may
refer a student for specific or additional testing, as appropriate, generally at the
parent or guardiandbs expense

In cases of actual or suspected child abuse or neglect or abuse of vulnerable
adults, the Archdiocesan Victimsd Assistance
Victi ms 0o Asisiry psovidesiotiteeaciMand guidance to those suffering from
abuse; sponsors a faith-based trauma recovery program; and assists in informing
parish, school, archdiocesan and governmental authorities of the allegations of abuse
or neglect. ReferraltotheVi ct i més Assistance Ministry is r
mandated reporting of suspected abuse. Such a report must be made in accordance
with Archdiocesan policy.

4 DISCIPLINE

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

Discipline is maintained in a classroom or school when students work cooperatively
with the principal, the teachers, and their classmates towards the attainment of the class
and school objectives. However, it should be noted that the legitimate 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:

1 Reasonable quiet and order in the building

1 Positive correction of behavior

1 Constant encouragement of acceptable classroom conduct
1 Firm but fair treatment of difficult students

1 Consistent follow through

4

2 Disapproved Disciplinary Measures

The following disciplinary measures are forbidden:
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All corporal punishment, including shaking and slapping

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

Using religious exercises or important class assignments as punitive measures
Bizarre and unusual punishments

Withholding or altering rightfully earned academic grades

Any disciplinary action that isolates a student without proper supervision

= =4
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4.3 Detention

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

1 Detention before or after school hours is considered an appropriate means of
discipline

1 A student shall not be detained in school for disciplinary or other reasons for more
than one hour after the close of the school day

1 Under no circumstances shall a student be detained at school without the
knowledge and consent of the parent or guardian who shall also be informed of
the reason for detention and the exact time the period of detention will begin and
end

4.4 Suspension

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

1 No student shall be suspended from school for more than two consecutive weeks,
unless there is an ongoing police investigation of a possible crime, in which case
the student may be suspended during the entire investigation

1 Notice of suspension must be given to the parents or guardians by telephone or in
a conference

T The principal shall schedule a conference v
or guardians to discuss matters pertinent to the suspension, especially the means
by which the parents or guardians and the school can cooperatively encourage
the student to improve behavior. The suspended student may be present at the
conference

1 In no case will a teacher on his or her own authority suspend a student

4.5 Expulsion

4.5.a Reasons for Expulsion
Reasons for expulsion are, but are not limited to, the following offenses
committed by students:

1 Actions gravely detrimental to the moral and spiritual welfare of other

students
1 Habitual profanity or vulgarity
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1 Assault, battery or any threat of force or violence directed toward any

school personnel or student

Bullying, harassing or hazing school personnel or other students

Open, persistent defiance of the authority of the teacher

Continued willful disobedience

Use, sale or possession of narcotics, drugs or any other controlled

substance

Use, sale, distribution, or possession of any alcoholic beverages on or

near school premises

Smoking or having tobacco

Stealing

Forging signatures

Cheating or plagiarism

Willful cutting, defacing or otherwise injuring in any way property, real or

personal belonging to the school

Habitual truancy

Possession of harmful weapons (e.g., knives, guns, etc.) or materials

that can be used as weapons

1 Membership in, active involvement in, or affiliation with a gang or group
responsible for coercive or violent activity
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T Actions in or out of school which are
reputation

1 Violation of the Electronic Use policies and guidelines

1 Inappropriate conduct or behavior unbecoming a student in a Catholic

school

45.b Procedure for Expulsion

Except in cases involving grave offenses, the following steps must be
taken:

1 A conference must be held with the parents or guardians, student,
teacher, and principal present to advise the family that serious action is
contemplated unless behavior improves immediately. In parish schools,
the pastor should be notified of the conference, given an opportunity to
attend and provided a report of the discussion

1 If behavior does not improve, the final decision will be announced at a

second conference attended by the principal, teacher, and parents or

guardians. If the parents fail, without cause, to attend the conference,
the pastor, principal, and teacher will reach a final decision. The final
decision rests with the pastor in consultation with the principal

In no case will a teacher on his or her own authority expel a student

Full credit will be given for all work accomplished by the student up to

the moment of expulsion
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45.c Written Record
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A written record of the steps leading to expulsion must be kept on file
with copies of all communications and reports.

45.d Cases Involving Grave Offenses

1 In cases involving grave offenses, which may include a violation of
criminal law or actions so outrageous as to shock the conscience or
behavior of the community, the student is immediately suspended and
there is no requirement to hold the initial parent-principal conference

1 The procedure involving cases of grave offenses is followed when the
continued presence of the student at school (even for a short period of
time) will, in the reasonable judgment of the principal, pose a serious
threat to the health and welfare of another student or students, or
faculty members

1 When immediate suspension is imposed, with probable expulsion, while
the case is being investigated, the rules and the consequences of the
violation should be clearly explained to the student and parents or
guardians

4.5.e Time of Expulsion

1 An expulsion may be made immediately if the reasons are urgent

1 Only in exceptional cases shall expulsion of an eighth grade student
who has been in the school one or more years be allowed

1 If an expulsion is to take place during the last quarter of the school year
or during the last semester in the case of an eighth grade student, prior
approval of the Department of Catholic Schools is required before the
expulsion can take effect

T If such action is contemplated, approval shall be obtained before the
announcement of the final decision to the parents at the meeting
described below

45.f Reporting of Expulsions

All expulsions even if they occur at the end of the year, are reported to
the elementary supervisor at the Department of Catholic Schools. The
County Office of Education where the school is located may require
notification of pupil expulsions.

4.5.9 Right to Make Exceptions

The principal, in consultation with the pastor, retains the right to make
exceptions in cases where mitigating circumstances call for a different
response than policy suggests.

4.5.h Home Study

Circumstances may arise which dictate that a student, at the discretion
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of the principal, be excluded from school attendance for a period of time.
This is a remedy for unusual situations and is not considered a suspension.

Students may be given tests, 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 comfortable learning environment
that respects Christian values and is free from harassment, bullying or hazing in any
form. Harassment, bullying or hazing of any student by any other student, lay
employee, religious, clergy, or school volunteer is prohibited. The school will treat
allegations of any such conduct seriously and will review and investigate such
allegations in a prompt, confidential and thorough manner.

Substantiated acts of harassment, bullying or hazing by a student will result in
disciplinary action up to and including dismissal of the student. Students found to
have filed false or frivolous charges will also be subject to disciplinary action up to
and including dismissal. For students in grades K-3, this disciplinary action shall
depend on the maturity of the students and the circumstances involved. For students
in grades 4 through 8, the disciplinary action may include suspension or dismissal.

Harassment occurs when an individual is subjected to treatment or a school
environment that is hostile or intimidating. It includes, but is not limited to, any or all
of the following:

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

1 Physical harassment: Unwanted physical touching, contact, assault,
deliberate impeding or blocking movements, or any intimidating
interference with normal work or movement

1 Visual harassment: Derogatory, demeaning or inflammatory posters,
cartoons, written words, drawings, and gestures

1 Sexual harassment: Unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a sexual nature.

Bullying is the habitual harassing, intimidating, tormenting, browbeating,
humiliating, terrorizing, oppressing and/or threatening of another person. Bullying
typically consists of direct behaviors, such as teasing, taunting, threatening, hitting,
shoving, and stealing that are initiated by one or more students against a victim or
victims. In addition to direct attacks, bullying may also be indirect, such as spreading
rumors that cause victims to be socially isolated through intentional exclusion.
Whether the bullying is direct or indirect, the key component of bullying is physical or
psychological intimidation that occurs repeatedly over time to create an ongoing
pattern of harassment and abuse.

Students also may be involved in cyber bullying, which occurs when they bully
each other using the Internet, mobile phones or other cyber technology. This can
include, but is not limited to:
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1 Sending inappropriate text, e-mail, or instant messages

1 Posting inappropriate pictures or messages about others in blogs, web
sites or social communication networks

T Usi ng s o meaasersnane tospedd rumors or lies about someone

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

Students are responsible for:

1 Conducting themselves in a manner that contributes to a positive school
environment

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

1 If a student is a target of harassment, bullying or hazing, when possible,
informing the other person(s) that the behavior is offensive and unwelcome

1 Reporting all incidents of discrimination, harassment, bullying or hazing to
the principal or teacher

As appropriate, the students involved may be asked to complete a formal, written
complaint which will be investigated and will involve only the necessary patrties.
Confidentiality will be maintained as much as possible.

4.7 Student Threats

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

The student who has made the threat will be kept in the school office under
supervision until the police arrive. The parents or guardians of the student who has
made the threat will be notified. Any adult or student who has been identified as the
potential victim, or mentioned in writing as a potential victim, will be notified
immediately.

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

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

Practical jokes or offhand comments of a threatening nature will be taken
seriously and will be investigated. The police may be notified and these actions may
result in suspension or removal of a student from school.
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4.8 School Searches

St u d elegitingmi@ expectation of privacy in their person and in the personal
effects they bring to school must be balanced against the obligation of the school to
maintain discipline and to provide a safe environment for the school community.
Accordingly, schoolof f i ci al s may conduct a search of t
personal effects based on a reasonable suspicion that the search will disclose
evidence that the student is violating or has violated the law or a school rule.

School officials donotneedawarrant or a parentdés permi ssion
search of the student and/or the school ds or
they have a reasonable suspicion that a law or school rule is being or has been
violated.

Students do not own their lockers or other school property. Lockers are made
available to the student by the school. The student does have some expectation of
privacy in his or her locker from other students. However, a student may not
exclude school officials if the school official has a reasonable suspicion that a law or
school rule has been violated.

A student has a greater expectation of privacy concerning his or her backpack,
purse, clothing and other personal effects. A school official who finds it necessary to

conductasearchofastudent 6 s backpack, purse, clothing

have a reasonable suspicion that the student is violating or has violated a law or

school rule. The studentds parents should be
An alert from a trained and certified detector dog is sufficient to allow the school

of ficial to have a reasonable suspicion and

locker, car or his or her personal property and effects. In addition to this policy on
searches by the school, every student is subject to the Archdiocesan and school use
and privacy policies concerning cell phones and other electronic devices, whether
the devices belong to the school or to the student.

If a student refuses to cooperate in a reasonable search of the school or student
property (including electronic devices), the
be called for assistance or referral.

5 ACCEPTABLE USE AND RESPONSIBILITY POLICY FOR
ELECTRONI C COMMUNI CATI ONS [ N ARCHDI

All information used in the course of activities for or on behalf of the Roman Catholic
Archdiocese of Los Angeles ("Archdiocese") or an archdiocesan school, parish, the
seminary, a cemetery, or other archdiocesand epar t ment or oper)ating u
is an asset of the Archdiocese and/or the Location, as appropriate. Electronic
information and communications require particular safeguards and impose unique
responsibilities on all users. The Archdiocese maintains a system of information security
to protect our proprietary data. Integral parts of this system are the policies, standards
and procedures designed for users. All users must adhere to these policies, standards
and procedures for the complete system to remain viable.

These policies, standards and procedures apply to all users of technology, whether

41



adult, child or youth, whether they are paid or volunteer staff, clergy or members of
religious orders, in the Archdiocese or in any Location.

These policies, standards and procedures include, but are not limited to, maintaining
data confidentiality, maintaining the confidentiality of data security controls and
passwords, and immediately reporting any suspected or actual security violations. The
Archdiocese prohibits the use or alteration of archdiocesan data and/or information
technology without proper authorization. All users have an obligation to protect the
confidentiality and nondisclosure of proprietary, confidential and privileged data, as well
as personally identifiable information.

5.1 Definitions

Electronic communications systems include, but are not limited to, electronic
mail, telecommunications systems including telephone, voice mail, and video, facsimile
transmissions, stand-alone or networked computers, intranets, the Internet and any
other communications systems that may be created in the future.

Electronic communications devices include, but are not limited to, regular and
mobile telephones (cell phones, smart phones, walkie-talkies), facsimile machines,
computers, laptops, electronic notebooks, audio and video equipment, flash drives,
memory sticks, iPods®, media players, Blackberries®, and other wireless equipment
that may be created in the future.

Electronic communications materials include, but are not limited to, DVDs, CDs,
laser discs, audio and video-tape, audio and visual recordings, films, microfiche, audio
and visual broadcasts, computer operating systems, software programs, electronically
stored data and text files, computer applications, emails, text messages, instant
messages, and all other downloaded, uploaded, retrieved, opened, saved, forwarded or
otherwise accessed or stored content.

5.2 Electronic Communications Systems, Devices and Materials

and Users Covered

a. All electronic communications systems, devices and materials in the schools,
parishes, the seminary, cemeteries, archdiocesan departments or offices, or
otherarchdi ocesan operating. units (the APremi

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

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

d. All personal devices and materials, regardless of where they are situated, that
are used in such a manner that the Archdiocese and/or the Location may be
implicated in their use

e. All users of electronic communications systems, devices and materials,
including, but not limited to, volunteers, clergy and religious, students,
employees, staff or contractors associated with the Archdiocese and/or the
Location.

5.3 Ownership and Control of Communications
All systems, devices and materials located on archdiocesan premises, and all work
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performed on them, are property of Location and/or the Archdiocese. These systems,
devices and materials are to be used primarily to conduct official Location and/or
Archdiocese business, not personal business.

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

The Archdiocese and the Locations, as applicable, reserve the right to monitor,
access, retrieve, read and disclose all content created, sent, received, or stored on
Archdiocese and/or Location systems, devices and materials (including connections
made and sites visited) to law enforcement officials or others, without prior notice.

5.4 Guidelines for Email Correspondence and Other Electronic
Communications

a. All users of Archdiocese and Location communications systems and devices
should use care in creating email, text, video, still images, instant or voice
mail messages or in any postings on any social networking site. Even when a
message has been deleted, it may still exist on a backup system, be restored,
downloaded, recorded, printed out, or may have been forwarded to someone
el se without iIits creatorodos knowledge. The
messages are the same as other written documentation and cannot be
considered private or confidential.

b. Email and other electronic communications are not necessarily secure.

c. As with paper records, proper care should be taken in creating and retaining
electronic records for future use, reference and disclosure, as applicable.

d. Postingstoil Al | Empl oyees, 0 AAll Parents, 0o Al
Par i s hiarathe likesod intranets or the Internet must be approved by
the person in charge of the parish (pastor, priest administrator or parish life
director), principal or other person in charge of the Location before they are
sent out.

e. Use of personal electronic communications devices and materials during
regular business hours should be kept to a minimum and limited mainly to
emergencies.

f. Archdiocese and Location systems, devices and materials are not private and
security cannot be guaranteed. Passwords and user IDs are intended to
enhance system security; not to provide users with personal privacy. User
account passwords for systems not controlled by a centralized user directory
or authentication system must be on record with the person in charge of the
parish (pastor, priest administrator or parish life director) principal or other
person in charge of the Location.

g. User IDs and passwords should not be disclosed to unauthorized parties or
shared with other employees, students or volunteers. User accounts are
intended to be used only by the assigned party.
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h. All information systems that create, store, transmit or otherwise publish data
or information must have authentication and authorization systems in place to
prevent unauthorized use, access, and modification of data and applications.
Systems that transmit or publish approved information that is intended for the
general public may allow unauthenticated (anonymous) access as long as
such systems do not allow unauthorized posting and modification of the
published information.

i. Any device accessed or used by minors on the Premises must include
updated and functioning filters to preclude access to prohibited content. All
obscene materials, sexually explicit materials including pornography, and
materials that are otherwise harmful to minors or in violation of this electronic
communications policy are prohibited and must be blocked. Before allowing
minors to access the Internet, a responsible adult must ensure that
appropr i at e cont entandfunttionmg.s ar e AONO

J. Contentfilters forminorsmay NOT be di sabl eihouor turned
obtaining prior permission from the archdiocesan Applied Technology
Department or the person with equivalent authority at the location.

k. All files downloaded from the Internet, all data received from outside sources,
and all content downloaded from portable memory devices must be scanned
with updated or current virus detection software. Immediately report any
viruses, tampering or other system breaches to the person in charge of the
location.

[ Ciritical information should be copied onto backup storage periodically.
Backed up information should be stored in a safe place and be available for
recovery in case of a loss of the original information. Depending on the
complexityofalocat i on6s i nformation systems, a de
plan may need to be developed.

m. Computer networks must be protected from unauthorized use. Both local
physical access and remote access must be controlled.

n. Information systems hardware should be secured against unauthorized
physical access.

55 Prohibited Practices

Users of Archdiocese and Location electronic communication systems, devices or
materials and users of personal devices and materials on the Premises under
circumstances when the Archdiocese and/or the Location may become implicated in the
use may not:

a. Violate any federal, state or local laws or regulations.

b. Violate any rules of conduct, codes of ethics, safe environment or any
educational policies, including but not limited to those that apply to
communications or the use of information.

c. Post or cause to be distributed any personally identifying information about
the user or others without permission or review by a responsible adult person,
unl ess required by t haedvespensiliilises.jPerdonad ut i e s
identifying information includes, but is not limited to, names or screen names;
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telephone numbers; work, home or school addresses; email addresses and
web addresses (URLS) of social networking sites or blogs.

Post or distribute any communications, video, music or pictures which a
reasonable person, according to the teachings of the Roman Catholic Church,
would consider to be defamatory, offensive, harassing, disruptive, derogatory
or bullying. This includes, but is not limited to, sexual comments or images,
racial or ethnic slurs, or other comments or images that would offend
someone on the basis of race, creed, gender, national origin, sexual
orientation, age, political beliefs, mental or physical disability, or veteran
status.

Engage in improper fraternizing or socializing between adults and minors.
Engage in pirating or unauthorized copying, acquisition or distribution of
copyrighted materials, music, video or film; arrange for the purchase or sale
of any drugs, alcohol, or regulated substances and goods; or participate in
internet gambling.

Post or send chain letters or engage in "spamming” (sending annoying,
unnecessary or unsolicited commercial messages).

Record any telephone, video, or other conversation or communication without
the express permission of the other participants to the conversation or
communication, except where allowed by law.

Use electronic communications devices for designing, developing, distributing
or storing any works of programming or software unless required by the
duties of the job or assignment.

Upload, download, view or otherwise receive or transmit copyrighted,
trademarked, patented, indecent or pornographic material, trade secrets, or
other confidential, private, or proprietary information or other materials to
which the user does not have access rights. Regarding copyrighted materials,
certain exceptions are given for educational and liturgical purposes. See
Archdiocese of Los Angeles Copyright and Video Screening Policy.

Damage, alter, disrupt, or gain unauthorized access to computers or other

systems; e.g. use othersd passwords, tres

or alter or forward email messages in a manner that misrepresents the
original message or a message chain.

Give unauthorized persons access to Archdiocese or Location systems,
provide access to confidential information, or otherwise jeopardize the
security of the electronic communications systems (e.g. by unauthorized use
or disclosure of passwords).

. Transmit confidential, proprietary, or sensitive information unless the

transmission falls within t hsgnmenthbypae of
responsible adult.

Introduce or install any unauthorized software, virus, malware, tracking

devices or recording devices onto any system.

Bypass (via proxy servers or other means), defeat or otherwise render

inoperative any network security systems, firewalls or content filters.

45

t



p. Allow any minor to access the Internet on Archdiocese or Location
communications devices before a responsible adult has checked to insure
that active filtering of prohibited materials is enabled.

g. Use electronic communications devices or systems to transmit any radio
frequency signal that is not permitted and/or licensed by the Federal
Communi cati on Cdcantha would wolaté RCE rules or
policies.

r. Access or manipulate services, networks or hardware without express
authority.

5.6 Consequences of Violations of Electronic Communications
Policy

Violations of this policy, including breaches of confidentiality or security, may result in
suspension of electronic communication privileges, confiscation of any electronic
communication device or materials, and disciplinary action up to and including
termination of employment, removal from parish or school activities, expulsion from
school, canonical review, referral to law enforcement and other appropriate disciplinary
action.

6. HEALTH AND SAFETY
6.1 Emergency Card

Each student shall have an Emergency Card that is complete, current, and readily
available to the school. The s t u d earénttosguardian is required to inform the school
when there are changes to a home, cell or work phone number or address, the names
of persons to notify in case of an emergency, or to any medication prescription for a
student. The Emergency Card shall indicate whether or not the parent or guardian gives
the school permission to choose a physician in an emergency.

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

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

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

No medicine of any kind, including aspirin, may be given to students without written
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permission from parents/guardians. See Medication Authorization and Permission
Form.

6.2 Examinations and Inoculations

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

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

6.3 Immunization

All directives regarding immunization, issued annually by the State of California, shall
be implemented. No student may be unconditionally admitted to school unless he or she
has been immunized against poliomyelitis, measles, rubella, diphtheria, tetanus,
pertussis, and varicella for first admission to schools in California. In addition, Hepatitis
B immunization is required for students entering preschool and kindergarten. All
students entering grade seven are required to present documentation showing the
dates when three doses of Hepatitis B and two doses of a measles-containing vaccine
have been received. All students entering a California school for the first time must
have a Mantoux tuberculosis test.

Immunization is not required for admission if a parent or guardian presents a letter
stating that such immunization is contrary to his or her beliefs, or presents a written
statement from a physician to the effect that immunization is not considered safe or
reasonably beneficial to the individual student.

6.4 Health Records

Every school must comply with all Health Department requirements. Every school
has a Health Record Card for each student enrolled in the school. Upon transfer to
another school, thest udent health records are forwarded
the receiving school.

6.5 Medical Appointments

Early dismissal for medical or dental appointments shall be granted when the
parents/guardians make a request. Parents/guardians are urged to keep such requests
to a minimum and encouraged to make arrangements for care during vacation periods
or after school hours.
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6.6 Medications

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

1 A release stating the nature of the medication, signed and dated by the doctor
and also signed by the parent, must be provided. See Medication Authorization
and Permission Form.

1 Medications administered at school must be in the original container and labeled.

The daybdés dosage must be sealed, | abeled a
attached. 't shall be in an appropriate co
office.

1 The student shall come to the office for medication

1 Because of the risk of students sharing medications, students may not carry
medication of any kind to be self-administered at school. In the event a student is
seriously at risk without an epi-pen or inhaler on his or her person, consideration
will be given for a variance.

T Students may not be given medicine prescribed for other family members

1 The medication regulations apply to both prescription and non-prescription
medications

1 Students who are diabetic are allowed to test their blood sugar at school in the
health room or office and self-administer medication as necessary. The parent or
guardian of a diabetic child must sign the Diabetic Consent Form and other
appropriate medication permission forms and return them to the school. All
medications mustbek ept i n the school/nursedbds office
as described above. School employees may not administer injections to diabetic
children except in emergencies.

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

6.7 Communicable Diseases

The school cooperates with the local health officer in measures necessary for the
prevention and control of communicable diseases in school age children 7 Education
Code, Section 49403(a).

A student who has been absent from school because of a reported communicable
disease must have a permit issued by the Public Health Department, a physician, or a
nurse before he or she is readmitted to school.

6.8 Allergies
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Some students may have severe, life threatening allergies, such as a peanut alesghavhile
will make reasonable efforts to prevent or minimize an allergictstdde ¢ oalldrgenghe wi t h
schooldoesnot promise an allerdggsee environment.

6.9 Student Sexual Conduct and Pregnancy

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

While psycho-sexual development is an important aspect of the transition to Catholic
adulthood, Catholic moral teachings frame this process through age appropriate
expressions of affection, friendship and love. Parents are expected to love and respect
each other and their children and are to be the principal role models, examples and
educators for their children of these teachings. Sexual activity that is unwelcome, that
threatens an individual or involves any misconduct by a youth or an adult toward
another person not only violates these moral teachings but also may be unlawful under
state law. Misconduct, whether it occurs in the school, church, home or elsewhere, may
be subject to mandatory reporting laws and can subject youth and adults to criminal
sanctions. In certain circumstances, sexual conduct, even if it is apparently consensual
must be reported and can have criminal implications if one of the participants is not yet
18.

However, should a pregnancy occur, the entire school or parish community should
offer Christian support to the mother and father to assure appropriate pre-natal medical
and counseling care so that the pregnancy can be brought to term and the infant will
have an opportunity to grow and be nurtured as a child of God. In such circumstances,
the principal, pastor, youth minister and other appropriate staff will meet with the
pregnant couple and their parents to plan for the pregnancy, including alternatives to
school and religious education arrangements that are appropriate for the medical,
health and safety of the child in the womb, the pregnant couple and the school or parish
community. In schools, the principal, in consultation with the Department of Catholic
Schools and the pastor (for elementary and parish high schools) shall review all aspects
of each case and make a determination, based on the particular circumstances, of the
need for any schooling accommodations or arrangements.

In cases of pregnancy, the mother and father (if known) should be encouraged and
assisted in obtaining professional medical care and professional counseling consistent
with Catholic teachings, including teachings on the immorality of abortion, relevant to
the pregnancy and the future of both parents and the unborn child. The Department of
Catholic Schools in the Archdiocese can assist in the process and serve as a resource
for services and referrals.
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6.10 Closed Campus

To preserve the academic environment and school security, archdiocesan and

parish schools are desi gMNagesxh may®nteitbe cangppesd ¢ a mp

unless authorized by the school administration. Visitors must present themselves at the
school office if they are seeking information or have business to conduct with the
school.

6.11 Research Projects and Rights of Parents

Parents must be informed if research projects involving their children are to be
conducted at the school and must be provided with sufficient information about the
research to enable them to give informed consent. Parents have the right to withhold
permission allowing their children to participate in research studies. Parents have the
right to withdraw their children at any time from a research project without reprisal.

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

Except in a limited range of research areas where an Institutional Review Board
determines that a waiver of assent is appropriate, student assent to participation in a
research project must be obtained. If a student reaches the age of consent applicable
to the subject matter of the research project, the student must be given the opportunity
to provide informed consent. Students have the right to withhold their assent and have
a right to withdraw without penalty. Students who are not participants in research
studies may not be singled out in any way or penalized.

6.12 Removal of Students from School During School Hours

No agency, organization, or person other than a parent or guardian who has custody
or a delegated school employee is allowed to take a student from the school premises
during school hours or immediately before or after school.

Exceptions to this rule may be made only:

1 By the parent or guardian, when properly identified

1 Upon the written request of the parent or guardian after proper verification

1 By properly identified law enforcement officers when an arrest is made

1 By properly identified representatives of law enforcement agencies, in case of
emergency, as determined by the principal

Legally, the responsibility of notifying the parent or guardian of a student taken from
the school by a law enforcement officer or representative of a law enforcement agency
rests with the law enforcement officer. However, the principal of the school should also
i mmedi ately inform the studentdés parent or
taken into custody as a victim of suspected child abuse, as defined in Section 11165 of
the Penal Code or pursuant to Section 305 of the Welfare and Institutions Code.
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6.13 Interview and Removal from School of Students by Police
Officers

Police officers have the right during the school day to interview students who are
suspects or witnesses. School personnel should not hinder the release of a student to
police officers. School personnel are not liable for releasing students for this purpose, or
other legitimate law enforcement purposes, which require taking the pupil from the
school i f they are taken with fAproper standar

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

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

1 By properly identified representatives of law enforcement agencies who are
making an arrest, with or without a warrant, presenting a warrant for the arrest of
a pupil, or taking a student into custody without a warrant

1 By properly identified representatives of law enforcement agencies when not
making an arrest or taking a child into custody as stated above under the
following conditions, with the express permission of the parent obtained prior to
the release of the pupil and in cases of emergency, when the parents cannot be
reached

1 By properly identified representatives of a Child Protective Agency when taking a
child into custody

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

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

Upon presentation of proper identification to the principal or his or her
designee, duly authorized representatives of law enforcement agencies and the
child protective agencies in the performance of their official duties shall be
allowed to interview students in those cases in which an interview out of school
hours is impossible, impractical or would duly interfere with the enforcement of
law.

Although the law does not require it, the parent or guardian should be
informed by the principal that such an interview has taken place, except upon
request of law enforcement. It is the policy of the Archdiocese that an adult,
either a parent or guardian or school staff person will be present for any interview
unless the student selects otherwise.
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Before releasing the student for the interview, the principal must exercise the
Aproper standard of careo which is to:

1 Obtain a business card and confirm the identity and official capacity of the
police officer and the authority under which he or she acts In the case of the
release of the student to the officer, the reason for such an action

1 Child Protective Agency workers may interview for the purpose of their legal
obligations to investigate reported child abuse or neglect. Child Protective
Agency workers are authorized to assume custody to remove a child from
school.

Before a student is taken into police custody and removed from the school
during school hours, the school will attem
guardian. The school will maintain a record of the circumstances involved. In
cases of child abuse, parental notification is the responsibility of police officers.

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

While it is the duty of the police officer to notify the parent or guardian of the
person taken into custody or placed in detention, the school principal shall take
immediate steps to notify the parent or guardian of the minor regarding the
release of the student to the officer and regarding the place to which the student
is reportedly being taken, except when a student has been taken into custody as
a victim of suspected child abuse. Even in the case of child abuse it is the Child
Protective Agencypaentarguargiant o noti fy the

6.14 Guidelines Related to Possession and Use of Alcohol and
Controlled Substances

State and federal law prohibit the use, sale or delivery of alcohol to persons under 21
or of controlled substances to persons of any age, without a prescription.

The school will consult law enforcement agencies when an alcoholic or controlled
substance violation occurs or comes to the attention of the school with each case to be
judged individually.

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

If a student is known to be dealing in controlled substances or providing alcohol on
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or off campus, or if a student is convicted in court for drug sale, possession or use, the
student may be asked to withdraw from the school, or may be expelled.

6.14.a  Procedures in the Case of Suspected Possession or Use

In cases of suspected use of alcohol or controlled substances on campus,
school administrators should follow certain procedures. They should:

Evaluate observable symptoms
Attempt to determine if the student is in possession of alcohol, drugs,
controlled or other harmful substances

il
il

1 Interview the student in the presence of an adult withess
T Request the studentds ¢ oo pahisotherpersom n ¢ ond
and possessions (search may include the s

on the school grounds, the studentds car

or other harmful substances may be hidden)

1 Determine the need for medical attention; in cases which require emergency

medical treatment, contact the parents and follow the instructions on the

emergency card

Recommend examination by a physician

Provide information to parent or guardian regarding the availability of public or

private resource agencies for rehabilitation

1 In cases where sale or possession is verified, school administrators follow
these procedures:

1 Confiscate all physical evidence obtained as a result of the investigation
by sealing the evidence in a container bearing the date and the time of
confiscation, the name of the student from whom it was confiscated, as
well as the signature of the person(s) who confiscated it

9 Consult with police. The degree of involvement by the police will be
determined in each case. If a student involved does not have a history of
substance abuse or significant delinquent behavior, the police may
determine that no further involvement by a law enforcement agency is
necessary

1 When a principal or other school official releases a minor to a peace officer,
the school principal shall immediately notify the parent, guardian or
responsible person regarding the release and the place to which the minor is
reportedly being taken

1 If an arrest is made and the student is removed from school, a representative
of the law enforcement agency notifies the parent or guardian prior to the time
that the student would normally return home from school. If an arrest is not
made, the student may be suspended from school. A conference with the
parent and the student should be arranged in a timely manner

= =
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| promise to strictly follow the rules and guidelines in this Code of Conduct. | understand that any
action inconsistent with or failure to take action mahbgtihis Code of Conduct may result in my

APPENDIX A

CODE OF CONDUCT FOR STUDENT WORKERS/VOLUNTEERS

removal from my volunteer or work assignment.

As a student volunteer | will:

|l

f
il
f

=

Respect the adults and supervisors with whom | interact
Safeguard at all times children or other youth entrusted to my care
Treat everyone with respect, loyalty, patience, integrity, courtesy and dignity

Take care to be positive, supportive and caring in my speaking, writing and
actions with the children/youth

Avoid situations where | am alone with a child/youth

Use positive reinforcement rather than criticism or comparison when working with
children/youth

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

Be aware that young people can easily become infatuated with a youth leader or
an adult. If | sense that this is happening. | will not encourage it. | will make my
administrator aware of it so that the supervisor can resolve the matter, including
reassigning me to other activities.

Maintain appropriate physical and emotional boundaries with the children/youth

Dress appropriately and not wear any clothing with offensive messages or
pictures

As a Student Volunteer | will not:

il

==

=A =_ = =4

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

Commit an illegal or immoral act
Smoke or use tobacco products

Use, possess or be under the influence of alcohol or illegal 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 child/youth

Touch a child/youth in a sexual, overly affectionate or other inappropriate manner
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1 Sexually harass, request sexual favors from, or make sexually explicit statements
to anyone

1 Place myself in a situation where my interaction with a child/youth cannot be
witnessed

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

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

1 Tolerate inappropriate or bullying behavior by a child/youth towards another
child/youth

1 Fraternize with minors over the internet or through other forms of communication

We, the undersigned, have read and understand the Archdiocese of LoBdAmgielesGuidelines

for Junior High and High School Youth Working or Volunteering with @hdidneih advite b

them at all times. We also understand ane thigr@arent or guardian will be notified at the time of
any infraction requiring dismissal from any work or volunteer assignment at the school or parish or
other setting where the student is working or ministering, and that he/she will be sent home at the
expense of his or her parent or guardian.

Print Name of Youth:

Work or Volunteer Position:

School or Parish:

Signature of Youth Volunteer:

Date:

Name andignature of Parent or guardian:

Date:

Name andSignature and Title of Witness:

Date:
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APPENDIX B

prntl_release_child_noncomm_en[1].pdf - Adobe Reader

$ 1 /3 ) ® 689% - | = [ /Signv <P Comment~ | Find

EI Please fill out the following form. You can save data typed into this form.

PARENTAL RELEASE FOR CHILD — Ni

This section to be completed by Archdiocese/School /Parish

Archdiocese/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/activity:

This section to be completed by Parent/Legal Guardian:

I (L) am the parent or legal guardian of

(Child's Name) ,aminor. [ hereby authorize the

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

Please initial the applicable boxes

Image/visual likeness: yes no Voice: yes no

Name: yes no Work: yes no

Iunderstand and agree that my child's image. name, voice and/or work (the “Personal
Information”) will be used for the particular reasons identified above. | further understand
and agree that the Archdiocese /School /Parish may use the Personal Information for other
non-commercial purposes, including but not limited to, publicity, exhibits, electronic media
broadcasts 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,

Prail Release Child Nomeomm en | Usdaied 1072108
Copyright © 2009 Roman Cathalic Archbishop of Los Angek An

Fillable .pdf available at nttp:/school.policy.la-
archdiocese.org/Resources/Chapter X/parental release for_child non_comm/?i=883
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APPENDIX C

Fillable .pdf available at nttp:/school.policy.la-

archdiocese.org/Resources/Chapter XlI/Student_and Youth_Activity Permission Form/?i=808
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