STUDENTS/PARENTS/GUARDIANS/VOLUNTEERS

Please print out this page, sign and turn in to the Office.

To understand the philosophy and the rules that govern St. Mary’s Catholic School, it is
necessary that you read the Handbook for St. Mary’s Catholic School thoroughly. Signatures
are required in all three categories: A) general school policies, B) volunteer polices, and C)
acceptable computer usage.

Please read, sign and return the following signature sheet to the school as a part of the
admissions process at St. Mary’s School (admission is not complete until this form is
signed and returned).

For younger students who are unable to write their names, we request that parents write it for
them in the spaces provided below.

Student Signature

Parent/Guardian
Signature

Parent/Guardian
Signature

Student Signature

Parent/Guardian
Signature
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Welcome Letter from our Local Superintendent

Dear Parents and Students,

| welcome you and your family to St. Mary’s. | am very happy that you have chosen
St. Mary’s Catholic School for your child (ren)’s educational needs.

All of us working together can provide the religious, moral and educational values
necessary for the best development of your child (ren).

The purpose of the Handbook is to give you the rules and policies that will be followed
at St. Mary’s School in addition to some general information and schedules. Therefore, |
authorize this handbook for the school.

| ask your support and prayers that this will be a blessed, safe and productive school
year for all of us. May God bless you.

Yours in Christ,

Reverend Joseph R. Ross
Pastor/Superintendent

“The future of humanity lies in the hands of those who are strong enough to provide coming
generations with the reasons for living and hoping... educational programs for the young
must strive to teach doctrine, to do so within the experience of Christian community, and to
prepare individuals for effective Christian witness and service to others.” TO TEACH AS
JESUS DID



ST. MARY’S CATHOLIC SCHOOL
611 S.W. A AVENUE
LAWTON, OKLAHOMA 73501

Pastor/Superintendent
Reverend Joseph R. Ross
(580) 355-2054

ST. MARY’S CATHOLIC SCHOOL MISSION STATEMENT

St. Mary’s Catholic School’s mission is to teach children to achieve academic
excellence and to know, love, and serve God by serving others.

St. Mary’s students are:
Spiritually responsible
Trustworthy citizens, with
Moral values, who are
Academically prepared,
Respectful, reliable and resourceful
Young people, guided by the Catholic faith to
Serve God and others.

PHILOSOPHY OF ST. MARY’S CATHOLIC SCHOOL.:

St. Mary’s Catholic School has a vital and dynamic reason for existence. The school
will strive to encourage a life filled with Christian values and Christ-like choices. Rightly, then,
St. Mary’s works closely with each child’s family in helping the student become an involved
and mature follower of Jesus.

Teaching and learning are directed to the spiritual, intellectual, physical, social and
emotional development of the child. Catholic truths and values are integrated, not only in the
curriculum, but also in the free interaction that takes place between the teachers and the
students of the school. The school attempts to excel in every subject offered. Our approach
is neither completely traditional nor modern, but utilizes proven contemporary techniques.

Our school’s greatest asset is the spirit of faith community that exists among the staff
members, parents and children of St. Mary’s School. As a group, the faculty makes a
conscious effort to set a good example of Christian living.

Knights of St. Mary’s Creed:
| am an intelligent and faithful Knight of St. Mary’s Catholic School.
Through the grace of God:
| will practice prudence, so | may always make good decisions.
| will practice fortitude, so | may have the strength to always do my best.
| will practice temperance, so | may always control my own words and actions.
| will practice justice, so | may be a person who always treats myself and others fairly and
with respect.
| will live my life in faith, hope and charity, always loving God with all my heart, mind and
soul, and my neighbor as myself...
So that, by the grace of God, may | be perfect as my Heavenly Father is perfect!
Amen.




OBJECTIVES

1. To encourage continuous student growth and the development of skills in problem
solving, decision-making, creative thinking and communications.

2. To provide educational opportunities that meet student needs using
developmentally appropriate methods.

3. To help the students become responsible productive citizens by involving them in
community service.

4. To encourage students to develop a positive self-concept, to recognize their unique
potential and to use their God given talents.

5. To form our students in the Catholic teachings by celebrating the presence of God
in our daily life through daily prayer, school liturgies and sacramental preparations.

6. To encourage communication and cooperation between the home, school and
community.

7. To support the administration and faculty in their continued personal and
professional growth in the areas of education and spirituality.

8. To build respect for self and all God’s creation by promoting courtesy, cooperation,
tolerance and willingness to serve.

ACCREDITATION

The school is under the direction of the Office of Catholic Schools of the Archdiocese of
Oklahoma City, and is OPSAC (Oklahoma Private School Accreditation Commission)
accredited. The Oklahoma State Department of Education recognizes our accreditation
under the Oklahoma Conference of Catholic Schools Accrediting Association (OCCSA). The
school is also an active member of the National Catholic Education Association.

NONDISCRIMINATION POLICY

St. Mary’s Catholic School does not discriminate regardless of race, color, ethnic
background, social or economic status, or sex. Since we are a religiously oriented school for
the Catholic community, we give preference to members of the Roman Catholic Church, but
we also welcome members of other denominations and faiths after our own community is
served.

ENROLLMENT AND ADMISSION PROCESS
Before admission is completed:

1. The parents or guardians of the applicant will supply the school office with
complete grades, report card, birth certificate, immunization records and
sacramental records (Baptism and First Communion Records for all Catholic
students).

a. Please read, sign and return the Parent / Student St. Mary’s Handbook
signature sheet to the school as a part of the admissions process at St.
Mary’s School (admission is not complete until this form is signed and
returned).

2. During the admission process, St. Mary’s will request student records from schools
previously attended. Parents/guardians are required to provide the name, address
and phone number of previous schools. Parents shall inform the school if the child
has special needs, however, records pertaining to an individual education plan
must be handled by the public school district.

3. The Principal may review records and may require an interview with the parents or
guardians, and prospective students before final admission is granted.




4. After considering the information obtained by the methods described above the
Principal will determine if both:

a. The educational needs of the student can be met by the services available
at St. Mary’s Catholic School and

b. If the presence of the prospective student will not be detrimental to the
present school clients and school program.

5. Any new student being admitted to St. Mary’s will be on probation for a period of
three months. The student must meet academic and behavioral standards.
Evidence of cooperation with the school faculty on the part of the parents or
guardians will be required as well.

6. ALL student applicants must be willing to participate in religion classes and attend
liturgy, since this is an integral part of the life of St. Mary’s Catholic School.

7. Catholic families are expected to adhere to the precepts of the Church (see CCC

2041-2043):

i. Attend Mass on Sundays and on holy days of obligation, and rest
from servile labor.

ii. Confess your sins at least once a year.

iii. Receive the sacrament of the Eucharist at least during the Easter
season.

iv. Observe the days of fasting and abstinence established by the
Church.

v. Help provide for the needs of the Church.

8. At the close of the probationary period, students may be dismissed if behavior and
academic standards have not been met. This does not preclude dismissal of the
student before the probationary period ends, if behavioral incidents of a serious or
repetitive nature occur, and/or there is no indication of academic progress.

a. Parental/guardian conduct can also be grounds for dismissal.

b. Parents/guardians are to be supportive of the school and its mission.

c. Parents/guardians are not to engage in gossip or any other actions which
could be detrimental to the school or any members of the school community.

9. It is emphasized that the above-mentioned are guidelines with the final
decision on admission or dismissal to be made by the Principal.

GENERAL ADMISSION POLICIES

The basic purpose of Catholic Schools is to assure that Catholic truths and values are fully
integrated with the student’s life and academic program. Parents/guardians and students
should not apply unless they desire and intend to participate fully in the religious
program of the school. (Policy Statement, Archdiocesan Handbook for Elementary
Schools)

Registration is held each spring and the dates are published to the public.

1. Periority for admitting students include:

a. Children of active, faithful and financially contributing parishioners of Blessed
Sacrament Parish and Holy Family.

b. Children of new parishioners, who have been enrolled in other Catholic schools
or Religious Education Programs.

c. Applicants seeking transfer from public or other non-Catholic schools and non-
parish students may be admitted if open spaces are available and the Principal
judges the intent to be in accord with the mission of the school.
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d. The ability of the faculty and curricula to meet the educational, religious and
personal needs of the students.
e. Behavioral problems will be considered before final admission is granted.
Behavioral contracts may be required in certain cases.
. According to Oklahoma State Law, (1982, Section 14) those entering school for
Kindergarten must be five (5) years old on or before September 1% of the current
academic year. First Grade student must have completed an accredited Kindergarten
Program. Students entering school from a non-accredited school may be required to
be tested for proper placement and may be placed in kindergarten.
. Children who will be four (4) years of age by September 1%, of the current school year
are eligible to apply for the Pre-Kindergarten Program.
a. Students enrolling in Pre-K must be potty-trained prior to entering school. Potty-
accidents can lead to dismissal.
b. Tax Credits: Parents be aware that if tax credits for Pre-K and Child-care
expenses can be claimed, it is recommended that parents save receipts for their
IRS records. Please call the school to get our FEI Number.
. Testing and assessment may be required before enroliment. The test instrument and
assessment of a child’s degree of readiness will be determined through consultation
with the school administration.
. We require Birth Certificate (indicating U.S. citizenship or student visa), Baptismal
Certificate and Immunization Records for all incoming Kindergarten, First Graders and
new students. Transfer students must bring the previous school’s report card or valid
proof of academic records for proper grade placement of the student.
. At the time of registration, a non-refundable fee of $100.00 per student is
required to reserve the student’s placement. There is an Annual Academic Fee of
$350.00 per child, and payment is required before classes begin in August (late fee of
$20 after classes begin or after 1% 30 days for transfer students). Students enrolling
after the beginning of the 2™ semester will have to pay $175.00 (late fee of $20 after 1%t
30 days of class for transfer students). Final enrollment for all students will be held in
August and parents will be notified of these dates.
. The preferred class sizes are as follows:
Pre-Kindergarten 18 students per teacher

Kindergarten 18 students per teacher
Grades 1-3 20 students per teacher
Grades 4-8 22 students per teacher

Enrollment situations change yearly and certain circumstances may require
modifications to the class sizes as listed above. Combined classes (also known as
split-level classes) will be arranged in a special manner with planning and
implementation coordinated by the administration and faculty. The Principal and/or
Pastor make the final decisions in these matters, and exceptions may be contingent
upon conditions set by the school administration.

FIRST GRADE SCREENING FROM NON-ACCREDITED PROGRAMS

For those who are new to our school and entering our First Grade, we request that certain
admission procedures be followed in order to ensure optimal success and appropriate
placements for our students.

Since St. Mary’s is an accredited school with an enhanced curriculum, we want the student’s
transition into our program to be as smooth as possible. So, if a student is transferring from a
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Kindergarten Program not accredited by the State Department of Education of Oklahoma or
the state from which he or she is transferring, the following provisions are to be followed:

1. Each student transferring from a non-accredited Kindergarten Program into our First
Grade must take a readiness test and enrolled on a 3-month probationary contract.

2. The type of readiness test will be chosen and administered by St. Mary’s Catholic
School and the child’s performance will be scored and ranked by Stanine.

3. Students achieving scores ranking them in a Stanine of (5) or above will be given
regular placement in the First Grade.

4. Students achieving a score ranking them in the Third (3) or Fourth (4) Stanine will be
placed on academic probation in entering the First Grade. They may be placed in
Kindergarten if indicated by poor performance in First Grade.

5. Students achieving a score ranking them in the Third (3) or Fourth (4) Stanine and
who display social and behavioral immaturity shall be recommended for placement in
the Kindergarten class.

6. Students achieving a score ranking them in a Stanine Below Three (3) will be placed in
our Kindergarten class. If classroom performance in Kindergarten indicates that the
student can perform at First Grade level, the student will then be re-assigned to First
Grade.

The readiness test will be administered on two separate dates by an assigned teacher at St.
Mary’s Catholic School. The testing will be done in a classroom designated as the testing
area. Parents will not be permitted in the testing area. Parents may choose to wait at the
school during the test or they may leave an immediate contact number and we can call you to
pick the child up when testing is completed. The duration of the testing time including any
breaks and transition time is about 2.5 hours. The readiness test shall be administered
sometime in June (TBA).

On either of these dates, we ask that parents check in with the front school office at least 20
minutes before test time so the teacher may be properly introduced to the children and get
them prepared for the test.

TUITION POLICY

1. Parents and guardians are required to participate in the school’s tuition management
program.

2. Parents and guardians will be responsible for sending tuition payments to FACTS
tuition management program. Any checks returned due to insufficient funds will go
through collections and a service fee applied. (Repeated occurrences will result in
a cash only (cash, cashier’s check or money order) status for future payments.)

3. Tuition payments are not to be refunded or pro-rated when withdrawing school at off
times of the month, unless special arrangements have been made with the Principal
prior to withdrawal.

4. Any family who has had a returned check on payments made for St. Mary’s fees, will
be required to submit bank checks, money orders or cash as the only accepted means
of payment for tuition or fees delinquent after May 10th of the academic year.

5. Past due tuition accounts may be grounds for student dismissal. To return to
school after dismissal for past due accounts a student may need to be re-
enrolled, this includes all past due accounts and fees brought up to date prior to
being re-admitted.
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6. Tuition payments, including late fees (for FACTS) and any other fees must be current
(no delinquencies) before a families’ pre-registration for the coming school year will be
accepted. Placement will not be secured until fees, including late fees and tuition are

current.

7. Diplomas and report cards, and any release of permanent records will be withheld until
all fees, including late fees (for FACTS) and tuition payments are paid in full.

Tuition scale is as follows:

a) There is a $100.00 NON-REFUNDABLE registration fee required to reserve
placement.

b) There is an Annual Academic Fee of $350.00 per child, and payment is
required before classes begin in August (late fee of $20 after classes begin or
after 1%' 30 days for transfer students). Students enrolling after the beginning of
the 2" semester will have to pay $175.00 (late fee of $20 after 1% 30 days for
transfer students).

c) Kindergarten through eighth grade:

Number of Children Monthly Tuition Yearly Tuition
1 $330.00 $3,300.00
2 $630.00 $6,300.00
3 $900.00 $9,000.00
4 $1,160.00 $11,600.00
5 $1,430.00 $14,300.00
d) Pre-K: 1 $360.00 $3,600.00

(No discounts apply to Pre-K.)

Tuition Assistance

St. Mary’s Catholic School families needing to apply for tuition assistance
may apply online at https://www.factstuitionaid.com/FACTS/gaapp Only
families that apply through Facts Tuition Aid will be considered for
tuition assistance. After completion of this document please allow 4 to 6
weeks for your application to be processed.

Any Catholic families applying for assistance must also provide the school
with confirmation that they are registered and the family (the Catholic parent
and child) is active in their parish and in good standing with the Catholic
Church as members of the faithful.

Upon receipt of the returned application with appraisals and
recommendations from FACTS, tuition assistance will then be considered by
the Principal of St. Mary’s.

The decision concerning the appropriate tuition assistance to be granted will
be based upon available tuition assistance funding and the need of the
family, as well as participation with the assisting entities.

Parents receiving assistance may be asked to volunteer beyond what is
expected of all families.
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SCHOOL FEES
1. The academic fee will cover:

ITBS Book Rental Art Materials Workbooks
Library Fund PE Equipment Computer Materials
Class consumables Office Supplies and Forms Supplemental Materials

2. A separate fee will be collected for supplemental paperback books such as the Weekly
Reader, as required by individual teachers during the school year.

3. If a book is lost or damaged it must be replaced by the student/parents. Marking,
tearing or defacing a book will be considered a cause for replacement. The penalty on
a replacement will be the current list price of the book. Report cards will be withheld
pending payment of money due.

4. Menus are sent home at the beginning of
the month and are listed on our website, so that school meals can be planned ahead
of time. No child will be refused a meal at school due to non-payment, but please
consider the financial burden delinquent cafeteria fees places on the school. School
records will be held due to delinquent cafeteria fees. Delinquency of cafeteria fees
can be grounds for dismissal.

5. Cafeteria Fees are to be paid to the “St. Mary’s Cafeteria” and given to the Cafeteria
Manager on a daily, weekly or monthly basis. Fees are as follows:

Student Breakfast - $1.25 Adult Breakfast - $1.50
Student Lunch - $2.00 Adult Visitor Lunch - $3.00

Before and After School Care Program:

This service is for working parents. There is supervised care from 7:00 a.m. until 8:15 a.m.
and 3:30 P.M. until 4:30 P.M. on regularly scheduled days. Parents are required to complete
registration papers for students who will participate in this supervised program. The fees are
described on the registration sheet. All parents/guardians are responsible for these fees
when the service is utilized as scheduled or when students are required to go to after school
care if they are not picked up in a timely manner (See Arrival/Dismissal Policies).

Delinquent fees from the before and after school care program, gives the school the right to
revoke the student(s) participation in this service.

UNIFORM POLICY

All St. Mary’s students, pre-kindergarten through eighth grade, are required to be well
groomed and in compliance with the dress code each day. The following dress code is
mandatory, and parents will be notified of infractions. Parents may be required to bring
appropriate dress to school if students attend school in clothes that do not meet dress code
specifications.

e For uniforms, please visit www.FrenchToast.com or www.landsend.com/school both of
which give back to our school a percentage of all the net sales to our school.

$ ) women should adorn themselves modestly and sensibly in seemly apparel, not with braided
hair or gold or pearls or costly attire but by good deeds, as befits women who profess religion (1 Tim

2:9-10).
1. Pre-K — 5™ grade girls’ bottoms are to be solid navy; middle school girls, grades 6" —
8™ are to wear Khaki bottoms (only) and may include knee-length skirts, full-length
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slacks, jumpers, Carpi’s or long length shorts and skorts. No contrasting stitching is
permitted, and shorts and skorts are to be no shorter than three inches above the
knee. Girls need to wear athletic shorts or similar underneath their skirts or jumpers.

Girls are to wear collared shirts, short or long sleeves that are solid white. Collared
shirts may include polo shirts, button blouses, turtlenecks or oxford shirts. No
contrasting stitching or trim, ruffles, or sparkles are permitted. Shirts with tails or
designed to be tucked in, must be tucked in. The staff of St. Mary’s decision of
whether a shirt is to be tucked or not is final. From 4™ grade through 8" grade
pants with belt loops must have belts. Belts are to be black or brown.

Socks may be tennis (no show) solid white or navy. Athletic shoes will be solid color:
white, black, navy, or brown. They must have closed backs, and they may be worn
with all school uniforms. Students are encouraged to wear dress shoes for
Wednesday’s Mass, and may change into athletic shoes afterwards. Shoes should fit
snugly. Name brand shoes are not prohibited, but if problems arise regarding this
issue, the school reserves the right to alter the dress code requirements immediately.
Girls may wear dress shoes without socks on Wednesday.

) A man is known by his appearance... A man's attire... show[s] what he is (Sir 19:29-30).

. Boys’ bottoms may include solid navy blue trousers or long-length shorts in Pre-K — 5

grades. Middle school grades 6™ — 8" will wear Khaki bottoms (only) No contrasting
stitching is permitted.

Boys are to wear collared shirts, short or long sleeves that are solid white. Collared
shirts may include polo shirts, turtlenecks or oxford shirts. No contrasting stitching or
trim is permitted. Shirts with tails or shirts designed to be tucked in, must be
tucked in. The staff of St. Mary’s decision of whether a shirt is to be tucked or
not is final.

From 4" grade to 8" grade pants with loops must have a belt. Belts are to be black or
brown.

Socks are to be solid white or navy.

OPTIONAL: NAVY TIE ON WEDNESDAY

6. Athletic shoes will be solid color: white, black, navy, or brown. They must have closed

backs, and they may be worn with all school uniforms. Students are encouraged to
wear dress shoes for Wednesday’s Mass, and may change into athletic shoes
afterwards. Shoes should fit snugly. Name brand shoes are not prohibited, but if
problems arise regarding this issue, the school reserves the right to alter the dress
code requirements immediately.

Students may wear any heavy outer garment of their choice to and from school, but coats

1.
2.

should be removed upon entering the classroom. Lightweight sweaters or sweatshirts, in
navy, or white may be worn in the classroom and throughout the school building during
school hours; preferably the navy blue P.E. sweatshirt with the St. Mary’s logo.

R / )
Sleeveless shirts, sheer shirts or shirts without collars are not allowed.
Shirts may be either short-sleeved or long sleeved.
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3. The dress code prohibits make-up, artificial nails, acrylic overlays or colored nail
polish. No Hoop earrings or earrings larger than a dime may be worn. Boys will not
wear earrings when in school uniform. One simple ring may be worn on one finger.
Bracelets, wrist bands, and necklaces (crucifix or cross worn under the shirt is clearly
permitted), will not be worn A wristwatch may be worn.

4. A student’s natural hair color ought not to be changed in any manner. Hair with
unnatural colors, highlights, streaks, etc will not be allowed. Hairstyles that create
problems of health and sanitation, obstruct vision, or are designed to call undue attention
to the individual are not permitted.

5. Boys’ hair shall be well groomed and not touch the collar. Styles that are not

permitted include, but are not limited to braided, tails of any length, Mohawk, spikes or

styles designed to call undue attention to the individual are not permitted. Ball caps, hats,
and sunglasses are not permitted, in the classroom.

7. Complete scout uniforms (Boy & Girl) may be worn on meeting days.

8. The following types of footwear are not permitted: sandals, boots, shoes without
backs, shoes with high heels, shoes that light up or shoes with cleats. Boots may be
worn to school during inclement weather, and students must change into uniform
shoes while in the school building as needed.

# * - )

1. Proper attire for P.E. class shall be a combination of any solid NAVY BLUE t-shirt,
(white and blue St. Mary’s logo t-shirts or similar athletic shirts without logos may be
worn) NAVY BLUE long-length athletic shorts (cannot be too short or tight fitting),
sweatshirt and/or NAVY BLUE sweatpants with or without the St. Mary’s logo. No
logo other than St. Mary’s will be accepted. P.E. attire is sold by the P.T.O. please
contact the office for more information. P.E. attire is also available at
www.FrenchToast.com or www.landsend.com/school both of which give back to our
school a percentage of all the net sales to our school.

GENERAL CURRICULUM

The curriculum at St. Mary’s is outlined to attain the educational objectives set forth in our
philosophy and is in accordance with the regulations set by the Office of Catholic Schools
from the Archdiocese of Oklahoma City. Full-time, certified teachers and part-time lay
teachers facilitate our curriculum.

St. Mary’s curriculum for grades Kindergarten through eighth includes every day instruction in
the subject areas of Religion, Math, Reading, Language Arts (penmanship, language and
spelling), Science and Social Studies. The instruction of our curriculum is achieved through
an integrated approach that is neither completely traditional nor modern, but utilizes proven
contemporary techniques.

Our Language Arts Program includes phonetic-based instruction, along with whole language
approaches and basal readers at the primary grade levels. Additionally, the Accelerated
Reader Program is utilized in grades 1-8 to enhance the reading components of our
Language Arts Program. It is a graded component worth one full grade each for
comprehension and the achieving of the reading goal each 9 weeks.
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Physical Education and Health, Art, Speech/Drama, Computer Literacy, Spanish, Library
Skills, other Elective classes and Music are offered twice or more times a week.

PRE-KINDERGARTEN CURRICULUM

St. Mary’s offers a program for four-year-old children and admission into the program is
limited to students who have had their birthday on or before September 1% of that academic
year. Practicing Catholics have first option for admission during pre-enrollment in the spring.
The curriculum for Pre-Kindergarten offers reading, writing and math readiness and fine and
large motor skills development. There is an emphasis on social awareness and faith values.

SACRAMENTAL PREPARATION

Preparation for the reception of the Sacraments of Reconciliation (Penance) and Eucharist is
primarily the responsibility of the parents. Parents must follow the Church requirements for
sacramental orientation and reception. St. Mary’s School will foster the Catholic formation by
offering sacramental preparations as a part of the second grade religion curriculum.

A major policy change has been made regarding the reception of sacraments for those
students who are Blessed Sacrament parishioners. All “First Communions” will be received
on an individual basis prior to a group communion. A “First Confession” must be made prior
to the “First Communion.”

PHYSICAL EDUCATION

St. Mary’s School offers physical education classes on a weekly basis for every student, Pre-
kindergarten through eighth. Students are required to be dressed in proper P.E. attire when
participating in P.E. classes (see uniform code). Depending on grade level, younger students
are to wear their P.E. clothes to school on P.E. days, and the older students change at
school.

1. Students who are not in P.E. uniform may receive a grade reduction.

2. Any student who cannot participate because of injury or illness must have a note
from parent/guardian to be excused that day. If the time of non-participation is for
more than one gym period, a note from a doctor is required.

3. Students who are unable to participate in P.E. due to physical difficulties or long-
term illness must have an (ISP) Individual Service Plan developed.

Middle School (6™ — 8" grade) Athletics

e St. Mary’s Catholic School is an associate member of the Oklahoma Secondary
Schools Activities Association (OSSAA) and in cooperation with Lawton Public
Schools will offer the opportunity of participation in all secondary school athletics
offered at our partner school, Central Middle School. Parents will be required arrange
transportation between St. Mary’s and Central Middle School. All CMS sports activities
will be the responsibility of the student, parents and the athletic faculty of CMS.
Students of St. Mary’s must meet OSSAA eligibility standards to be eligible to
participate in said activities.

e Approval of participation in this athletic program is at the discretion of the Principal of
St. Mary’s. Students participating in athletics with Central Middle School will still be
held by St. Mary’s to the same high expectations in discipline and academics.

e Students participating in athletics with Central Middle School will still be held
accountable to the policies on Discipline, the Code of Conduct and Knight's Creed as
outlined in this handbook and can have disciplinary consequences for actions

15




committed while with CMS, because they are representing St. Mary’s to that
community.

e Students who are failing any class: The first week they are on probation and the next
week they would be ineligible and they have one week to get off or they are dismissed
from the athletic team.

e Students who receive suspension from school: participation in sports may be
terminated at the discretion of the Principal of St. Mary’s or the CMS coach.

TESTING

Each year, St. Mary’s administers the standardized lowa Test of Basic Skills (ITBS) to
students in kindergarten and above. This is administered during the fall semester and scored
according to the national fall norms. Standardized tests scores may be used as one of the
determinin(? factors for placement in the Title 1 Reading Program. A Cognitive Abilities test is
given to 3™ and 5™ graders during the same testing timeline as the ITBS.

Classroom teachers may use a variety of testing and evaluation techniques. Formal tests
may be used from test banks made available from the textbook publishers and tests may be
custom made by the teachers. Informal types of evaluations methods may include oral
exams, written assignments, homework, individual and group projects, classroom activities,
etc.

Teachers are required to administer some form of classroom testing and evaluation and are
required to follow the school's grading scale. However, the type of testing, the techniques,
and the point values are under the discretion of the classroom teacher. Long-range
assignments may be given over the weekend.

TEXTBOOKS

Textbooks are issued on a rental basis with the exception of workbooks. Students are
expected to cover and take care of them. Workbooks, which are consumable and the
property of the student, should be kept neat, accurate and complete. Students should have
all the required supplies as noted on the list distributed during registration. These supplies
must be maintained and replenished throughout the school year. Please be sure that your
child’s name is on all of his/her materials.

Textbooks: When selecting textbooks, the Principal and faculty consider the school’s
objectives, organizational structure, student needs and the financial resources of the school.
1. St. Mary’s follows a textbook rotation schedule established by the
Textbook Review Committee/Curriculum Committee.

2. Each year, the Textbook Review Committee recommends textbook series
based on compatibility with curriculum objectives.

FACULTY EXPECTATIONS:

The value and quality of education at St. Mary’s School is facilitated by the dedication of our
faculty. Since we are a Catholic school, Christ is celebrated here and Christian values shall
be an integrated theme throughout our curriculum. The faculty assists the Principal and one
another in developing and maintaining a Christian atmosphere, along with a tradition of
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strong academics. Loyalty, discretion and unselfishness on the part of all will facilitate the
conduct of the school. Among the duties of the faculty are:

1.

9.

10.

Teachers shall demonstrate a supportive and positive attitude in all dealings with the
Faculty, students, parents, Principal and Pastor. Destructive criticism or gossip is
disrespectful and consistently discouraged. BE AFFIRMATIVE.
Teachers shall demonstrate a strict code of professional ethics. Problems relating to
the school as a whole are to be discussed during private, faculty meetings. These
problems and the conclusions reached are not to be a topic of conversation with
persons not on faculty. Discussion about school personnel, students, parents, or
guardians shall not be held with any person who is not directly involved in the matter.
Any discussion relating to these topics shall be held in private and at an appropriate
time and place according to professional ethics and standards. BE FAIR, BE
CONSCIENTIOUS and FOSTER POSITIVE ATTITUDES.
Teachers shall participate in professional studies that improve the overall school
program. This depends upon each individual teacher working with the other members
of the faculty and the Principal to promote the aims of the school. ENHANCE
PROFESSIONAL SKILLS and KNOWLEDGE.
Teachers shall comply with regulations, as put forth in the Archdiocesan Policies as
well as Oklahoma School Law regarding certification and non-public education.
Teachers are responsible for the supervision and safety of their students first and
foremost. They are also required to prepare lessons that fulfill the curriculum
objectives as outlined by the OKC Archdiocese.
Teachers are to keep accurate records of the work assigned as well as each grade
earned by every student. Progress reports are sent home with the student(s) every 4-
5 weeks and formal report cards are sent home every nine weeks. Parents may
request grades from teachers at anytime and teachers may inform parents if concerns
arise between scheduled report times. Individual academic performance may be
reported to the Principal (especially those students who are performing below
standards).
a) Parents of students receiving a “D” or “F” on the report card or progress
report must receive a phone call or other personal communication from the
teacher in advance of the report card or progress report. Teachers should
notify parents of academic concerns as soon as possible so that a plan may be
developed at home and at school to help the student improve.
Teachers are to perform duties in a manner consistent with professional expectations
(i.e. classroom management, communication methods, etc) and to maintain a
professional demeanor and appearance.
Teachers are to adhere to local school policies, and they are to comply with the
expectations and supervision of the Principal. The Principal will supervise each
teacher throughout the academic year.
(No teacher’s child will be assigned to their parent’s class unless there are no other
same grade classes available.)
(Any issue not covered in this handbook shall be governed by the diocesan’s rules.)

STUDENT RESPONSIBILTIES

Students are expected to work to the best of their ability, and honor their God—given abilities.
Students are expected to actively participate in class and to cooperate with the teacher to
provide the best atmosphere for learning. Students are expected to obey the school’s “Code
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of Conduct” and to conform to the expectations of the Knights of St. Mary’s Creed. It is
expected that students will complete all homework assignments and turn papers in on time.
When a student is absent from school, homework should be requested from the teachers.
Students will be given a due date for homework. Late homework due to absences resulting
from vacations or other non-excused absences may receive a late mark or a reduced grade -
this is under the discretion of the individual teacher.

When a student fails to meet his/her responsibilities, or when the grades earned show a
decline in performance, a student’s parents will be notified by the teacher so that steps can
be taken to improve the situation immediately. If avenues used by the teacher and parents
have proven to be ineffective, and no improvement is seen, then the parents will be asked to
confer with the teacher, and the Principal to determine further action that may be taken to
bring about improvement.

Recommendations for improvement may include one or more of the following:

a) Tutoring in one or more subject area b) referral to special services to identify special
needs, c) discipline, if the problems result from behavioral issues, d) meeting with the
Principal or a counselor from an outside agency, e) and/or being removed from participation
in school-sponsored extracurricular activities until necessary improvement is seen.

HOME STUDY (Homework)

Each teacher outlines the details for the completion of homework. Although the amount of
home study will vary within grades and on different days, a reasonable guideline is listed
below. Teachers consider the ability of the group and the assignments of other teachers
when requiring home study.

Grades 1-2 20 minutes
Grades 3-4 40 minutes
Grades 5-6 60 minutes
Grades 7-8 90 minutes

Grades Pre-K through 8 may be assigned homework Monday through Thursday. Respecting
the Sabbath and remembering to keep our Lord’s Day Holy, as well as respecting family time,
homework will not be given on Friday for the weekend. Also, as a rule, projects will not be
due on Monday. Any school work a student does on the weekend will be because he/she
failed to finish work assigned as ascribed above or is doing said work by personal choice.
That said, students are encouraged to study and read while at home on weekends and
vacations.

Each teacher arranges homework schedules and sets expectations for the students. If you
feel your child spends an unwarranted amount of time on homework, his or her teacher
should be consulted. Students who do not complete their in-class assignments may be
required to complete that work at home in addition to daily homework. Teachers may require
parents/guardian signatures on homework.
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DISCIPLINE

The school faculty documents incidents of misbehavior, and seeks effective means of
communicating with parents. Currently, the school sends home a copy of a “notice of
concern” and/or the parents receive a call from the school faculty. Faculty members are
required to document and confer in a timely manner with the Principal regarding incidents
involving physical altercations, adverse physical contact or any behavior that is deemed
threatening to self or others (see #2 and #3 below).

The classroom teachers handle the majority of incidents of misconduct. However, when a
student has committed a serious offense, or when warnings about chronic disciplinary
problems have ceased to be effective, the situation is referred to the Principal and stern
disciplinary measures may be necessary. In such cases, the following guidelines will be
observed:

1. It is within the discretion of the faculty and the Principal to determine inappropriate
behavior and to offer direction and/or correction that will help students better
understand their Christian responsibilities toward others and themselves.

2. Depending on the circumstances, the implementation of a disciplinary action may
be immediate or the Principal may require some time to collect more information to
deliberate an appropriate response to the situation. Parents will be notified as to
the status of the decision.

3. : The school may also refer students to counseling services as a
means of intervention when dealing with behavioral issues. With parental consent,
students and families may seek assistance on school premises when counseling
services can be made available. Any counseling received is highly confidential.

4. Physical altercations (any adverse contact between students including biting,
hitting, pushing, kicking, tackling, etc.) will not be tolerated. Depending on the
age of the students, very serious disciplinary action may be taken. Older students
will receive swift and immediate disciplinary action that will generally include
multiple detentions or a suspension. Second offenses may lead to dismissal.
Discipline for physical altercations or adverse contact involving younger students
may be modified, but re-occurrences can lead to suspension and/or dismissal.

5. Threats of violence or intimidation (including sexual harassment) made against
others or self or issues of harassment (words or actions that create a hostile
environment) will be taken seriously. There is no tolerance for these types of
comments to be made in jest. The age of the student will be considered when
determining disciplinary actions. The older the student the more severe the
consequence. It is imperative that parents and guardians talk with their children
about these issues to avoid difficult situations.

6. Serious or repeated misconduct, or conduct deemed as disruptive may require
immediate notification and a summons of the parents and/or guardians to the
school office.

7. The School Principal has the authority to implement discipline, suspend and/or
expel students. Suspension may be in school (fee of $42 per day [in certain
circumstances parents may be given this option if out of school suspension
would not be practical or possible for parents]) or out of school. Repeated
suspensions may lead to dismissal. When a suspension is administered, the
length of the suspension will be determined by the factors involved in the incidence
of chronic and/or serious misconduct. Dismissal or expulsion of a student means
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the student is removed from the school and not allowed to return and must seek
enroliment at another school.

8. Parents or guardians who wish to appeal disciplinary decisions made by the
Principal may do so in writing to the Pastor, Rev. Joseph Ross, within ten (10) days
of the Principal’s ruling.

SCHOOL CODE OF CONDUCT

Students are expected to strive for Christian ideals and behavior and to conduct themselves
in accordance with the rules, regulations and high expectations of St. Mary’s Catholic School
(see also Mt 5:3-12; Ex 20:2-17; Dt 5:6-21; CCC1691-2550). Students are expected to
respect authority and to behave in a manner that does not interfere with the rights, privileges,
and safety of others at school or school sponsored events. Student behavior cannot interfere
with the rights of the teachers to teach and students to learn.

It is an expressed condition of enrollment that students behave in a manner that is consistent
with Christian principles, as determined by the school. It is also an expressed condition of
enroliment that parents or guardians of a student shall conform to the standards of conduct
that are consistent with the Christian principles of the school. These principles include but
are not limited to the Catholic social teachings, school policies and procedures as set forth in
the school’'s Parent / Student Handbook. Behavioral expectations for students and
parents/guardians apply to all school-sponsored programs and events (i.e., extended care,
athletics [including Middle School athletics at Central Middle School], field trips, etc.).

Parents/guardians are expected to cooperate with the school in disciplinary matters.
Students, parents and guardians may respectfully express their concerns about school
operation and its personnel. However, they may not do so in a manner that is discourteous,
scandalous, rumor driven, disruptive, threatening, hostile or divisive.

The following are some guidelines for student behavior that is in accordance with the “Code
of Conduct.” This list is not all-inclusive but provides a framework for understanding
behavioral expectations.

Obey and respect all faculty and staff members.

Follow classroom and cafeteria rules.

Show respect for all school property and equipment.

Display polite manners and do not use vulgar language.

Be quiet and orderly when walking through the hall.

Avoid disruption to other students and to the school environment.

Students shall not engage in inappropriate public displays of affection: kissing,
handholding, hugging, note-passing, etc. Friendships and the actions of friends need
to be age appropriate.

8. Students are expected to demonstrate ethical behavior in regards to academic, social
and extra-curricular programs (i.e., display good sportsmanship, no cheating, be
honest and fair, treat others as you want to be treated.).

9. Do not be in possession of dangerous objects, or any potential weapons at
school or school-sponsored events. This will result in grave disciplinary action and
may involve law enforcement.

10. Do not be in possession, transmission or use of tobacco products, alcohol or
illegal drugs of any kind (including possible inhalants) any time at school or
school-sponsored events. This will result in grave disciplinary actions by the school
and may involve law enforcement.

Noobkhwh =
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11. Laser pens, electronic games, |-Pods, or other devices deemed distracting to the
learning environment are not to be brought to school. Such distracting devices may be
confiscated and picked up by the parent/guardian after 3:30 p.m.

12. Physical Altercations - Fighting or any adverse physical contact between students
including biting, hitting, pushing, kicking, tackling, etc., will not be tolerated. Stern
disciplinary action will be taken.

Threats and/or Harassment -Threats or acts of intimidation or violence directed towards
others or self, made by gestures, written or verbal expression; or issues of harassment
including words or actions by any student, faculty or parent/guardian, that creates a hostile
environment will not be tolerated at St. Mary’s School. St. Mary’s Catholic School
disapproves of and will not tolerate harassment of any kind. Harassment can be
categorized, but is not limited to the areas of sexual harassment, creating a hostile
environment, hazing and physical assault. Harassment includes, but is not limited to,
words, jokes, hazing and physical conduct, which are based on a person’s gender, race,
color, religion, age, disability, or other legally protected status. St. Mary’s encourages a
sense of moral responsibility out of respect for persons created by a loving God. Sexual
harassment encompasses unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature. It is present when opportunities or
benefits are linked with sexual conduct or when threats (stated or implied) are made. It
may be present when unwanted, personally offensive, sexual attention unreasonably
interferes with an individual’s work or school performance or creates an intimidating,
hostile, or offensive environment. Although these examples do not cover every situation
that may constitute sexual harassment, they provide a general description of conduct that is
unacceptable.

a. Any individuals experiencing harassment or unwelcome sexual conduct should
report this as soon as possible to the school Administration.

b. The Administration will investigate any and all complaints that are reported. The
Administration will endeavor to handle these matters expeditiously in a professional
manner so as to protect the offended individual. Failure to comply with this policy is
considered a major violation of St. Mary’s policy, and the Administration will impose
disciplinary action it deems appropriate, including counseling, suspension, or
dismissal, depending on the severity of the violation.

c. The organizational and educational climate and the supervision provided at the St.
Mary’s Catholic School are designed to prevent harassment by raising awareness of
the value of the person because of each person’s creative origin in God. This is
supported by creating a school climate in which students and employees are safe to
learn and work.

d. St. Mary’s prohibits harassment, intimidation, bullying and threatening behavior by
electronic communication, whether such communication originated at school or with
school equipment, if the communication is specifically directed at students or school
personnel and concerns harassment, intimidation or bullying at school. “Electronic
communication” means the communication of any written, verbal or pictorial
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13.

information by means of an electronic device, including, but not limited to, a telephone,
a cellular telephone or other wireless telecommunication device or a computer.

Pregnancy — St. Mary’s is committed to providing an environment in which each
student can experience support, understanding and compassion. In the consideration
of the good of a student who becomes pregnant, the Principal and Pastor will meet
with the student and the parent(s)/guardian(s) to discuss what is in the best interest of
the student. Suspected child abuse or rape must and will be reported to the
authorities. The student may remain in school at St. Mary’s as long as she, her
parent(s)/guardian(s) and the Principal believe that it is in the student’s best interest.
Being pregnant, in itself, is never a reason for dismissal, but words and actions by a
pregnant student, or any student, that leads to a disruption to the good order and
discipline of the school may be grounds for dismissal. During pregnancy, counseling
will be required for the girl and also for the father of the child, should he be a St.
Mary’s student. Financial obligation for this counseling lies with each individual student
and her/his family.

14.Gang Policy ~ No student on or about school property or at any school activity shall:

15.

16.

17.

a. Wear, possess, distribute, display, or sell any clothing, jewelry, emblem,
badge, symbol, sign, or any other thing that is evidence of membership,
affiliation or representation of a gang or cult;

b. Commit any act, through commission or omission or use speech either
verbal or nonverbal (gestures, handshakes, etc.) showing membership,
affiliation or representation of a gang or cult;

c. Use any speech or commit any act, through commission or omission in
furtherance of the interests of any gang/cult or gang/cult activity, including
but not limited to:

i. Soliciting others for membership, affiliation of representation in a
gang/cult;
ii. Requesting any person to pay protection or otherwise intimidating or
threatening any person,;
iii. Committing any other illegal act or other violation of school district
policies;
iv. Inciting other students to act with physical or verbal violence upon
any other person.
Students shall not leave the playground area without teacher supervision. If a ball or
any object leaves school property, students must ask for assistance in retrieving the
item.
Obey dismissal procedures. Students may not stay in the building or on the grounds
without teacher supervision (See Arrival/Dismissal).
Children shall use proper and reverent behavior in church.

GRADING SCALE AND REPORTS

Progress reports are sent home with the student(s) every 4-5 weeks and formal report cards
are sent home every nine weeks, at the conclusion of the quarter.

CONDUCT/SPECIALTY CLASSES ACADEMIC AREAS
E 90-100 Excellent A 93 -100 Excellent
S 70-89 Satisfactory B 85-92 Above Average
N 69 or Below Needs improvement C 75-84 Average
D 69 -74 Below Average
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F 68 or below Failure
HONOR ROLL

Requirements: 1. Principal’s “A” Honor Roll includes students with A’s in all of the
following subjects: Reading, Math, English, Spelling, Religion, Science,
and Social Studies, and middle school electives.

2. “A and B” Honor Roll includes students with A’s & B’s.

OFFICIAL RECORDS

Student records will be released to a requesting school so long as all fees and tuition
accounts are paid in full (this includes any late fees, for example with FACTS). When
requests for official records are made to the school office, the office will make every effort to
mail the official records as soon as possible. Official records contain the raised seal and will
not be given to parents to hand carry. Parents can make a request for a copy of official
records at any time, however, the school office is allowed a minimum 24-hour period to honor
the request (this depends on office activities at the time of request).

OFFICIAL RECORDS FOR NON-CUSTODIAL PARENTS

According to Oklahoma School Law, non-custodial parents are entitled to request and obtain
copies of their child’s official school records. The only time a non-custodial parent can be
refused a copy of records is when parental rights have been revoked by court decree. A
copy of custodial provisions of the divorce decree shall be provided to the school office to be
placed in the student’s file.

PROMOTION/RETENTION POLICY

If a student has completed his/her grade level work satisfactorily, and met criterion
established by school law and policies, he/she will be promoted. If the required work for that
grade is not completed, he/she may be promoted conditionally to the following grade or
retained in his/her present grade. Students may be promoted conditionally if retention in the
present grade would not benefit the student. The ideal time to be retained (if it is deemed
necessary for a student) is when he/she is in the primary grades (K-2"%). Factors such as
social, emotional, physical and mental growth shall be taken into consideration.

PARENT-TEACHER CONFERENCES

Scheduled conferences for all parents are usually held twice a year. Parents are notified as
to when they will take place. This gives parents the opportunity to speak individually to all the
teachers about the progress and needs of their child.

We encourage open communication between the parents, guardians and teachers.
Conferences may be scheduled with teachers at anytime during the year. The teachers are
to be contacted through the school office and a scheduled meeting time should be arranged.

Teachers are not able to confer with parents or guardians during teaching time. Meetings
must be held during planning periods, before or after school. Rare exceptions to this policy
can only be arranged with the approval of the Principal (classroom coverage must be
arranged). If further consultation is deemed necessary, parents and teachers may set up a
time to meet with the Principal.
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DAILY SCHEDULE

School hours are Monday through Friday 8:30 A.M. — 3:25 P.M. Students will, after 8:30
morning assembly, convene at 9:15 A.M. on Wednesdays for weekly school mass. For those
students who need to eat breakfast at school, breakfast is served from 8:15 A.M. until 8:30
A.M.

BEFORE AND AFTER SCHOOL CARE

Before school care is available beginning at 7:00 a.m. until 8:15 a.m. — excluding days in
which a school delay is called due to inclement weather. After school care is available from
3:30 p.m. until 4:30 p.m. on regularly scheduled days. Parents/guardians are required to fill
out the registration form for this program if their children will be attending before or after
school care. The fees are explained on the registration form. Parents/guardians are
responsible for these fees when the service is utilized as scheduled or when students are
required to go to after school care if they are not picked up in a timely manner (see pg. 20).

GYM USE DURING BEFORE AND AFTER SCHOOL CARE HOURS

The gym is the designated area for the Before and After School Care Program. Gym use for
activities other than BASC shall occur after 4:30 p.m. Exceptions to this policy shall be
approved by the BASC Director. Requests for use of the gym facilities during BASC hours
must be submitted in writing to the BASC Director no less than 10 days prior to the event.

ARRIVAL PROCEDURES

The school assumes responsibility for the supervision of the students beginning at 8:15 a.m.
on regularly scheduled school days. Students in grades first through eighth are to assemble
in the gym beginning at 8:15 a.m. Students in Pre-K and Kindergarten shall be escorted to
their supervised classroom by a parent or guardian. DO NOT LEAVE YOUR CHILD IN AN
UNSUPERVISED CLASSROOM. If a student is on school grounds before 8:15 A.M., that
student must go to the before/after school care program and parents will be billed the
appropriate fees.

Student(s) must report to the office when tardy in order to receive a tardy slip that allows
them to be admitted into the classroom. If the tardy is significant, more than 30 minutes, then
the parent/guardian is required to document the late arrival in the student sign-in book. Any
arrival after the bell rings at 8:30 a.m. is recorded as a tardy and ten tardies accumulate to an
absence.

DISMISSAL PROCEDURES

All students will dismiss daily at 3:25 P.M. Students will only be released to a parent,
guardian or other designee, as listed on the authorization card. Any person who is not
familiar to the teacher will be required to show proper identification and may be asked to
check in the office for verification before students are released. The office must be notified in
writing by custodial parent or guardian if a person other than those listed on the authorization
card will be picking up a student. It is the parent’s responsibility to stop by the office to
update student contact cards.

ALL STUDENTS, PRE-K THROUGH THIRD, shall be released to an authorized person from
the classrooms at dismissal, ALL OTHER STUDENTS, FOURTH THROUGH EIGHTH, shall
be dismissed from the gym. If a parent or guardian wishes to allow students to leave on their
own volition, written permission must be given to the school office, the school will be released
of responsibility, and the safety of the child cannot be assured.

* Please note that any student not picked up by an authorized person by the second
afternoon bell (3:30) will be taken to the after school care area by the teacher. Any older
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students who have been permitted to dismiss on their own volition will not be allowed to
‘wander” the halls. Older students not picked up shortly after the afternoon bell rings, or
older students not walking to a destination off school grounds will be required to go to the
after school care area. Parents or guardians will be charged for supervision time.

Parents are not to pick up students from the classroom before the bell rings at 3:25
p.m., unless the students have been signed out in the office. Signing students out early
is recorded as an afternoon tardy and ten tardies accumulate to an absence.

Parents/guardians are required to maintain silence in the halls while waiting to pick up
their children at dismissal time. If parents choose to talk with others parents while waiting for
the bell, they should gather outside the building. Parents must keep the hallways passable
in case of emergency and to allow a safe flow of traffic. PARENTS ARE NOT TO
CONFERENCE WITH TEACHERS UNTIL AFTER 3:30PM, AND UNTIL THE TEACHER’S
SUPERVISORY CAPACITIES HAVE ENDED FOR THE DAY. Please be courteous of other
parents who need to pick up their children in a timely fashion. Also, keep in mind that
teachers need to focus on proper supervision of children especially at dismissal time; wait to
conference after the teacher is free to give you the attention that you and your concerns
deserve.

DISMISSAL TO COACHES
Students that are participating in a sport that holds practices on school grounds after school
may be picked up by coaches under the following conditions:

a) The coach must have completed the full volunteer application and background process
and been assigned by the Athletic Director/Volunteer Coordinator/Principal as a
volunteer in that capacity.

b) Once classes dismiss for the day, coaches may pick up the students ,
from the gym (after school care area).

c) Parents must agree to have the coach pick up their child.

d) Once the coach picks up children, the coach is responsible for the safety and well-
being of the student(s).

Dismissal for sports with Central Middle School

Students participating in CMS athletics will be dismissed to parent, guardian or other
approved designee, as listed on the authorization card. Once a student has been released to
parent, guardian or other approved designee, as listed on the authorization card, they are
responsible for the safety and well-being of the student(s). Students are dismissed at 2:50
p.m. from the gym and must arrive at CMS gym by 3:00 p.m. to participate in practice. CMS
practice ends at 5:00 p.m.

ATTENDANCE AND EXCUSES

All Catholic Schools in the Archdiocese of Oklahoma City are required to comply with the
State of Oklahoma compulsory attendance regulations. The school is required to keep an
accurate record of daily attendance, absentees and tardiness as a part of its official records.
These records may be required by certain state codes and may be subpoenaed by court
order. Therefore, they must be accurate.

When a student has a late arrival, the student shall report to the office to receive an admit
pass. The pass indicates to the teacher that the student has checked in and the attendance
record will be changed from an absence to a tardy. This allows us to record individual
attendance and to have an accurate student count in case of a school emergency (i.e., fire,
evacuations, etc.). Every 10 (unexcused) tardies = 1 absence.
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Please notify the office before 9:00 A.M. if your child will be absent. An absence, morning or
afternoon, of more than 2 hours is recorded as a '2-day absence, less than two hours is
recorded as a tardy. Children ought to not miss more than 10 days because it can seriously
affect academics. Parents/guardians are responsible for student attendance.

e Oklahoma School Code of 1971, Article X, Sec. 10-106: If a child is absent without
valid excuse 4 or more days or parts of days within a four-week period or is
absent without valid excuse for 10 or more days or parts of days within a
semester [the school office] shall notify the parent, guardian or custodian of the
child and immediately report such absences to the district attorney in the county
wherein the school is located for juvenile proceedings pursuant to Title 10A of
the Oklahoma Statutes.

Only tardies/absences of an excusable nature, that is, a valid excuse, will be excused:
illness, family emergency, school or academic / athletic related absence. The Principal of St.
Mary’s has the final decision on what constitutes a valid excuse.

Children with chronic illnesses that will involve frequent absences need documentation from
the attending physician.

If the student is not in attendance, unless accompanied by a doctor's note or other
documentation, the attendance records will show an absence. It is the responsibility of the
parent or guardian to provide the school with documentation as to why a student is not in
attendance. (Documentation may help to avoid truancy issues for those students who have
more than 4 absences in 4 weeks or 10 in a semester.) Family vacations count towards
absences and are not excusable.

MEDICATION AT SCHOOL

Prescription medication should be contained in a prescription vial with a label that correctly
states the name and address of the pharmacy, date of filling, name of patient, name of
doctor, prescription number and directions for the administration of medication. The school
will not dispense any medication without written permission of the parent/guardian.
Medication forms are in the school office and must be completed by the parent or guardian in
order for the school to dispense medication. All prescription medications (& non-prescription
medicines) are kept in the school office. Since asthma can be an emergency, asthma
inhalers should be accessible to the student and designated personnel at all times.
(INHALERS SHOULD BE AT SCHOOL WITH THE CHILD)

School personnel will only administer non-prescribed medications with written and signed
parental consent. Parents or guardians are welcome to administer non-prescription, as well
as prescription medicines by reporting to the school office. The office personnel will then
contact the teacher and the student will report to the office.

ILLNESSES
Please do not send sick students or students with the following symptoms to school:
1. Fever of 100 degrees or more. Child must be fever free for a full 24 hours without
medication before they can return to school.
Sore throat or tonsillitis.
Any nasal discharge accompanied by fever or cough.
Constant or severe cough.
Inflammation of the eye or lids (know allergies expected).

Al
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6. Vomiting or diarrhea.
If your child is too ill to remain at school, or if he/she has been injured, the parents will be
contacted. Children with a temperature of 100 or above, or who are vomiting or have
diarrhea will be sent home. This means WE MUST KNOW WHERE YOU CAN BE
REACHED AT ALL TIMES. Please report changes of phone numbers or addresses to the
school office. All students should have an emergency guardian listed on the enroliment card.

DISEASE AND LICE CONTROL

Oklahoma School Law states: “Any child afflicted with a contagious disease or head lice may
be prohibited from attending a public, private or parochial school until such time as he/she is
free from contagious disease or head lice.” (Sec. 703-A)

Persons with communicable diseases and/or chronic infections will be dealt with on a case-
by-case basis, in accordance with health guidelines. Sanitary practices and good hygiene
are to be practiced by all faculty, staff and volunteers and will be emphasized to all our
students.

VISITORS TO ST. MARY’S CATHOLIC SCHOOL

Parents and guests are always welcome at St. Mary’s School. To promote a safe and
controlled environment for our students, all visitors, including parents participating in any
volunteer activity, are required to report to the school office to sign in. If you are wishing to
conference with a teacher please do so by appointment and not during class time. Only those
visitors who have legitimate business at the school may be admitted. A visitor's badge will be
issued at the discretion of the administrator. Badges must be worn during the visit so faculty
and staff can identify that you have checked in at the office. Anyone without a badge ought to
be reported to the office immediately.

SCHOOL CLOSINGS AND DELAYS

In the event of an emergency affecting the regular opening of school (inclement weather, gas
leaks, water problems, etc.), notice will be given on local radio and television stations and/or
parents may be called through our School Reach notification system.

In case of inclement weather, we will usually list our closing or delay when Lawton Public
Schools lists their closings. However, St. Mary’s may list closings or delays at different times
and will be announced by television (KSWO “7”) and local F.M. radio stations. Please do not
call the Pastor, Principal, faculty or staff at home.

Families will also be notified by our instant automated parental contact system: School
Reach.

Before school care will not be provided on days in which a school delay has been called.
Breakfast will not be served on days in which delays have been called.

The state minimum for hours in school is 1,050 hours; St. Mary’s provides 1,137.5
instructional hours. Therefore, we would have to miss at least 10 days school for inclement
weather to necessitate Saturday school. No bad weather is like “10” extra days of instruction.

EMERGENCY PROCEDURES

During the school day, if severe weather is predicted and warnings have been issued (l.E.
Tornadoes, flash floods, thunderstorms, etc.), emergency procedures are activated.
Teachers will follow the specified emergency procedures. In the case of tornadoes, children
will be taken to their assigned shelter areas. Special emergency procedures are in place for
situations that include things such as bomb threats, acts of violence or school intruders. If
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parents or guardians would like to review emergency procedures, they are available in the
Principal’s office.

Please do not attempt to pick up your child during an emergency: it endangers yourself, your
child and school staff, as well as, other children.

Emergency contact records are kept on file in the school office. Parents and guardians
must keep the information current at all times. This includes phone numbers, emergency
contacts — both name and numbers, and authorized individuals for pickup of students.

COMPUTER USAGE

Each student in Pre-kindergarten through 8th grade, have computer class as a part of their
weekly curriculum. Students also have access to computers in the resource center, during
library time. The school’s computers are networked and Internet capable. A filtering software
program has been installed to protect against access to illicit WebPages and indecent
material. We have taken appropriate steps to avoid problems with Internet usage.

Student use of the computers will still be carefully monitored and any attempt by a student to
tamper with the filtering software and/or any purposeful attempt to search out illicit sites will
be cause for immediate penalty. Student computer use is a privilege not a right and loss of
computer access will result when the rules are not followed. This strict guideline may also
affect the student’s ability to complete the computer curriculum, which could result in failure of
the coursework. Improper use of computers or other educational technology will also result in
stern discipline measures. The signature sheet that accompanies this handbook requires a
student and parent signature under the area of computer usage.

LIBRARY/MULTI-MEDIA

The library provides a wealth of reading and reference materials for students. Some of the
library books are on loan from the government under Title VI of the Federal Aid to Education
Act.

The following rules will enable all to enjoy the maximum benefits of the school library:

1. Parents should encourage their children to read and accept responsibility of caring
for books.

2. Silence in the library will be maintained, except when help is needed from the
Librarian.

3. Parents will pay the cost of a lost book or damaged book, or replace it.

4. Reference books are available for research work in the library but may not be taken
home.

5. Library books may be withdrawn during regular library class periods.

6. Report cards and official records will be retained until overdue books are returned.
The student pays for lost and damaged books.

7. Gifts to the library follow the same evaluation and selection policy required by the
State as do the regular acquisition of library books and AR materials.

8. The Accelerated Reader Program has been integrated into the curriculum in
grades 1 — 8th.

SCHOOL LUNCH PROGRAM

A federally supported lunch is offered to students who wish to purchase it. Children who
bring their lunch from home may purchase milk separately. Lunches are free or available at a
reduced rate for those who qualify and such application forms are available through the
office. Information is confidential.
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Cafeteria fees are to be paid in advance. Menus are sent home at the beginning of the
month, so that school meals can be planned ahead of time. No child will be refused a meal
at school due to non-payment, but please consider the financial burden delinquent cafeteria
fees places on the school. School records will be held due to delinquent cafeteria fees.
Delinquency of cafeteria fees can be grounds for dismissal.

Cafeteria procedures are as follows:

1. Cafeteria fees are to be paid daily or in advance to the Cafeteria.

2. Breakfast Fees: $1.25 per student and $1.50 per adult.
Lunch Fees: $2.00 per student and $2.50 per adult.

3. Students should attempt to eat the entire portion of the foods chosen and are
discouraged from sharing food.

4. Students are to finish their meals in the cafeteria. No food is allowed on the
playground.

5. Students will display good manners in the cafeteria and help keep the area clean
and sanitary.

6. Students will put away their tray and silverware in the assigned area.

Parents should advise the Cafeteria Manager in writing if a child is allergic to certain foods.
Copies of this note will be placed in the child’s file.

"In accordance with Federal law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis of race, color, national origin, sex, age, or
disability.

"To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400
Independence Avenue, SW, Washington, D.C. 20250-9410 or call (800) 795-3272 or (202)
720-6382 (TTY). USDA is an equal opportunity provider and employer."

COLLECTION OF MONEY

Any money sent to the school office to pay school fees shall be placed in a sealed envelope
with the child’s name, grade, the amount enclosed and the purpose. The student will give the
envelope to the homeroom teacher, and it will be send to the office prior to 10AM. Money
may not be left in desks or any other place in the classroom. Students should never carry
large amounts of money. For safety and security, please pay by check or money order
whenever possible.

Procedures for money collections during fundraisers will be explained in writing by the
coordinators of the fundraiser. Teachers, parents and students shall request approval to
conduct fund-raising events that are not a part of the prescheduled, yearly school fundraisers.
Requests for special fundraisers must be approved by the Principal and/or the Pastor.

Parent / Teacher Organization

The purpose of the Parent / Teacher Organization (P.T.O.) of St. Mary’s School is to
cooperate with the Pastor, the Principal and the teachers in order to enhance the Catholic
education of our children. The P.T.O. will assist in programs for the health, safety and
welfare of the children throughout the school year and may function as a limited fund-raising
organization. General meetings are held about four times a year. By-laws are outlined in
Appendix “A.”
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ROOM PARENTS

Each year the P.T.O. asks for volunteer room parents to sign up to help the classroom
teachers. Room parents are assigned to assist the teachers in ways deemed necessary by
the individual room teacher. The room parents should arrange with the teacher early in the
year regarding services needed in a particular classroom. All room parents are required to
complete the full background screening process before having regular contact with the
students.

VOLUNTEERS

All volunteers must refer to the volunteer regulations before volunteering in the school (See
Appendix B). We expect all volunteers to adhere to the philosophy of our school. All
volunteers are required to read and follow the volunteer policy guidelines. The signature
sheet for volunteer services must be signed and turned into the office before volunteering in
the school. Any volunteers who will be working directly with students must complete
an Archdiocese application, and complete the process for a background check.

We ask that volunteers whom young children accompany or children not enrolled at St.
Mary’s provide proper supervision for their children while working in the school. Non-
enrolled children of volunteers cannot be left in the care of a classroom teacher or any
St. Mary’s employee during school hours and/or functions. Teachers are contractually
responsible for supervision of St. Mary’s students. To ask a teacher to supervise non-
enrolled children places a burden on the teachers, and students. In addition, it is a source of
liability for the teacher and the school.

CHILD ABUSE LAWS

Any person working or volunteering at St. Mary’s School, who has reason to suspect that a
child has been physically or sexually abused, or neglected, is required by law to report the
suspected abuse to the Department of Human Services (OK SCHOOL LAW: 758). The Child
Abuse Hotline number is: 1-800-522-3511. According to the law, it shall be a misdemeanor
for any person knowingly to fail to report any such incident. Reports can be made
anonymously to the Department of Human Services. However, if the alleged abuser is a
school employee or volunteer, the Principal must be notified immediately and
Archdiocesan policy will be followed.

LOST AND FOUND

There is a lost and found box in the gym. Articles not claimed after 30 days will be given to
someone less fortunate. All personal belongings (i.e. clothes, lunch boxes, backpacks, etc.)
belongings should be well labeled with the student’'s name so they can be returned to the
owner when found. The school is not responsible for items placed in the lost and found box.

It is advised that students avoid bringing expensive toys or electronic items to school. We try
to promote a Christian environment. Unfortunately, the security of personal property cannot
be guaranteed by the school.

PARKING RULES

PLEASE DO NOT PARK, STOP OR STAND IN THE RED PAINTED CURB OR DIAGONAL
LINED AREA IN FRONT OF THE SCHOOL AT ANY TIME DURING SCHOOL HOURS. DO
NOT PARK ON THE CROSSWALK, NOT ONLY IS IT AGAINST THE LAW BUT IT PUTS
CHILDREN USING THE CROSSWALK IN DANGER. Please do not double-park! Double-
parking may be reported to the proper authorities. THERE IS A LOADING / UNLOADING
ZONE IN FRONT OF THE SCHOOL AS DETERMINED BY LAWTON TRAFFIC
ENGINEER. Please use the marked area west of the crosswalk to the western parking
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lot driveway in front of the flagpole to load & unload. DO NOT PARK IN THIS ZONE; IT
IS ONLY FOR LOADING & UNLOADING. Yellow curb means: stop only long enough to load
or unload passengers. Students are at great risk when parents park in the red or diagonally
lined area and/or double-park or park on the crosswalk because the students cannot see or
be seen entering the crosswalk. Please park in the parking lot, west of the school when front
parking is full. If you wish to park, please do so in the parking spots provided east of the
crosswalk on ‘A’ or in the western parking lot. Never leave children unattended in your
vehicle, not only is it against the law but it is very dangerous.

SNACKS

Healthy classroom snacks may be provided (especially in the lower grades) on a daily basis.
These snacks will consist of two items only; the two items are to be healthy, low sugar items
(fresh fruit & vegetables, & no-sugar-added juices are preferred).

Full birthday parties may not be held at school. For birthday parties held off school premises,
invitations may be handed out if all children are invited; otherwise, invitations are to be mailed
to selected students. Snacks brought for each child on the day of a birthday to be eaten
during lunch MUST include a snack for each child. This snack may be a more traditional
sweet snack, however, moderation & overall healthiness of the snack is encouraged.
Permission from the teacher must be secured at least a week in advance. The homeroom
mother sponsors school parties. All other parties are prohibited unless approved by the
Principal.

FIELD TRIPS

All field trips must have at least 2 weeks prior approval by the Principal; it must then be
placed on the testing calendar to keep other teachers informed. Teacher supervision and
additional chaperone supervision will allow for no less than one (1) adult per four (4) students
in PK through 3™ grades and/or one (1) adult per six (6) students in 4™ through 8" grades.

e Chaperons MUST have on record in the office: approved background checks,
have read and signed the Archdiocesan Code of Conduct and participated in the
Safe Environment Training (video) to be an approved volunteer.

e Chaperons MUST be approved volunteers.

e Siblings of children are not permitted to accompany a class on a field trip even if
the parent is a chaperone.

e Students may NOT invite children/siblings or adults as guests on school field
trips.

e Drivers must have valid license and insurance on file in the office.

e Background checks need to be completed at a minimum of 2 weeks prior to the
first date of volunteering.

Field trips are a privilege, not a right. Students may not be allowed to attend a field trip due
to repetitive misbehavior or academic concerns. Students not attending the field trip will
remain at home and will be marked absent.

To be allowed to go on a field trip, students must turn in a signed permission form. Signed
slips should be returned to the teacher at least one week prior to the trip. All chaperones and
drivers must be 18 years of age and have been cleared through the Archdiocesan
background check and must have proof of acceptable insurance turned in to the office at

31



least one week prior to the scheduled field trip. Insurance for the licensed driver is to be a
minimum of $100,000/$300,000 of automobile liability coverage. Parents/guardians who wish
to drive on field trips must also show a valid driver's license and complete an insurance
verification form before transporting students during school trips.

The permission slip with the emergency information on it should be taken on the trip and then
turned into the office upon returning to school. St. Mary’s adheres to all federal and state
regulations and laws regarding motor vehicles and their passengers.

NOTE: No student is permitted to call home for verbal permission to go on a field
trip. A fax of the original permission slip is acceptable, but e-mail or a phone call is NOT

acceptable.

CAMPBELL SOUP LABELS

St. Mary’s families are asked to participate in the Labels for Education program sponsored by
the Campbell Soup Company. Campbell’'s Soup, Swanson, V-8 and Franco-American
product labels are acceptable. You need only send in the front portion of the label with the
product name and weight showing.

These labels can be redeemed for much needed in educational and audio-visual equipment.
Incentives are offered to individuals and classes that bring in the largest number of labels.
Please help your children by participating in this program.

SPECIAL ACTIVITIES
St. Mary’s School offers experiences in numerous events and projects. Some of our activities
include:

Spelling Bee Art Contests School Choir

Poetry Contests Poster Contests Special Services
Tutoring Advent pre-Christmas Play Science Fair

Title | Remedial Reading & Math Lenten pre-Easter Play

EXTRA-CURRICULAR ACTIVITIES

St. Mary’s School supports the basic principle that extra-curricular activities (ECA) are to
blend academic excellence, social skills, character, and spiritual development. The following
rules and regulations will direct school policy concerning extra-curricular activities:

1. Extra-curricular activities (ECA) will be defined as any project, event, performance,
group field trip or sport event that is school sanctioned or sponsored, and/or
directed by school personnel or volunteers.

2. ECA are meant to supplement the core curriculum and to offer educational benefits
to our students. ECA shall support our mission.

3. In order to be eligible to participate in school-sponsored activities, students must be
enrolled and attending St. Mary’s Catholic School, or approved by the Principal and
must meet behavioral and academic expectations. This includes CMS sports.

4. The Principal will have full responsibility in making the ultimate decision whether a
student is to be involved in extra-curricular activities or whether a parent volunteer
is allowed to participate. This includes CMS sports.

5. Students who are not meeting academic or behavioral expectations may not be
allowed to participate. Any student who has been suspended from St. Mary’s will
be suspended from participation in ECA for the same time or may even lose ECA
privilege. Any student expelled from St. Mary’s may not participate in St. Mary’s
ECA. This includes CMS sports.
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6. Athletes must attend in school if they wish to participate in a sporting event
scheduled for that same day. This includes CMS sports.

7. The health and welfare of the children come first. Games, practices and activities
must be finished at a reasonable time and must not be overscheduled to avoid
undue stress on students and families. This includes CMS sports.

8. All involved in school activities (audience and participant alike) shall uphold a
Christian manner. The attitude of ALL involved is to be supportive of the children
and other adults involved. This includes CMS sports.

9. Students, coaches, parents or fans of St. Mary’s School are not to use abusive or
offensive language. Name-calling or insolence will not be tolerated. St. Mary’s
“fans” will not use alcohol or be under the influence of illegal drugs. This includes
CMS sports.

10.Volunteer coaches, parents and students are to treat each child with respect. Each
participant is to be allowed equal opportunity to participate in the activities (except
when disciplinary or academic problems or injuries prevent participation).

11.ECA that need use of the gym before 4:30 p.m., Monday through Friday, shall gain
prior approval from the BASC Director no less than 10 days before the event
occurs.

12.Detailed guidelines for the Athletic Program are described in Appendix “C” of this
handbook.

RIGHT TO AMEND

St. Mary’s Catholic School reserves the right to make corrections, additions and/or deletions
to this handbook. Written notification will be distributed to the St. Mary’s Community when
addenda are enacted.

CONCLUSION

St. Mary’s School accepts the child as a sacred trust conferred by the parents who are
accountable to God for the spiritual and temporal welfare of their children. It is vital for
parents to work cooperatively with the school for the welfare of the children and the
benefit of the school system. Parents should support, publicly and privately, the
policies and procedures of St. Mary’s School.
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Meningococcal Disease

What is meningococcal disease? Meningococcal disease is a disease caused by the
bacteria Neisseria meningitidis. This bacterium can infect the blood, causing septicemia. It
can also infect the covering of the brain and spinal cord, causing meningitis. There was an
average of 18 cases of meningococcal disease each year in Oklahoma between 2003 and
2007.

How is this disease spread? Meningococcal disease spreads by direct contact with the
saliva or with respiratory droplets from the nose and throat of an infected person.

Who is at risk of getting this disease? Anyone can get meningococcal disease. For some
adolescents, such as first year college students living in dormitories, there is an increased
risk of meningococcal disease. Other persons at increased risk include household contacts
of a person known to have had this disease, immunocompromised people, people without a
spleen, and people traveling to parts of the world where meningococcal disease is more
common. These persons should talk to their healthcare provider about the meningococcal
vaccine.

What are the symptoms? People can carry the bacteria in their nose and throat without
becoming ill. People ill with septicemia may have fever, nausea, vomiting, and a rash.
People that are ill with meningitis will have fever, intense headache, nausea, vomiting, and a
stiff neck. It is important to seek care from a healthcare provider as soon as possible if these
symptoms appear. Meningococcal disease has a high risk of death if it is not treated
promptly.

How soon do the symptoms appear? The symptoms may appear two to ten days after
infection, but usually within three to four days.

What is the treatment for meningococcal disease? Antibiotics, such as penicillin or
ceftriaxone are used to treat meningococcal disease.

Should people who have been around a person infected with meningococcal disease
be treated? Only people who have been in close contact (household members, intimate
contacts, health care personnel performing mouth-to-mouth resuscitation, day care center
playmates, etc.) need to be considered for preventive treatment. Such people are usually
advised to obtain a prescription for a special antibiotic (either rifampin, ciprofloxacin, or
ceftriaxone) from their physician. A public health nurse will work with the family of the patient
to identify all family, friends, and contacts that need antibiotics. Casual contacts including
classmates, co-workers, or those in a factory setting are not at increased risk of disease and
do not need treatment with the antibiotic.

Is there a vaccine to prevent meningococcal disease? Two types of meningococcal
vaccine are available. Meningococcal conjugate vaccine (MCV4) is the preferred vaccine for
people 2 through 55 years of age. Meningococcal polysaccharide vaccine (MPSV4) is the
only meningococcal vaccine licensed for people older than 55, but may be given if MCV4 is
not available. Both vaccines work well, and protect about 90% of people who get them
before being exposed against four types: A, C, Y, and W-135. These four types cause about
70 percent of the disease in the United States. Because the vaccines do not include type B,
which accounts for about one-third of cases in adolescents, they do not prevent all cases of
meningococcal disease.
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Designation
This group shall be designated: Parent / Teacher Organization (P.T.O.) of St. Mary’s
Catholic School, Lawton, Oklahoma, in the Archdiocese of Oklahoma City.

Aim

. To offer parents/guardians information about St. Mary’s Catholic School and to offer

parents/guardians the opportunity for involvement in the Christian education of their
children.

. To provide a sense of community between home, school and church through activities

such as prayer services, celebrations, hospitality, small fundraising and exchange of
ideas.

. To provide opportunities for parents to express a personal service to the school and for

faculty members to express a personal service to parents.
Recognizing Organizational Structure of the School

. The administrative policies of the school are the sole responsibility of the Principal and the

Pastor.

. The Faculty is paramount to achieving the Christian and educational mission of the school.
. The School Board serves as a consultative entity under the direction of the Archdiocesan

School Office.
General Membership

. Parents/guardians with students enrolled at St. Mary’s Catholic School are members of the

P.T.O. general body.
Parents/guardians are encouraged to partake in the general meetings and activities of

" PTO.

P.T.O. Executive Board

. the Executive Board of the Parent / Teacher Organization shall consist of the Pastors,

Principal, President, Vice-President, Second Vice-President, Secretary, and Treasurer. Its
duties shall be to transact necessary business between meetings and other business
referred to it by members of the Association.

. The members of the P.T.O. Executive Board are elected and have the responsibility to

promulgate the by-laws of the association, and to revise P.T.O. by-laws in situations were
it is deemed to be prudent and for the benefit of the organization.

Nominations and Elections

. Nominations and elections should be held in early spring. Officers shall be elected from

persons whose names shall be placed in nomination by the Executive Board.
Nominations may also be made from the floor of the P.T.O. general meeting.

. The format of voting procedure shall be set forth by the Executive Board and announced

prior to the general meeting in which nominations will be made. It is encouraged that a
format be chosen in which 1) the greatest number of voters could participate (i.e.
distribution of a ballot to all parents), 2) ample time given to participate in the vote, and 3)
a reliable counting procedure is allowed to ensure fair and accurate results.

. Once the results of the election are completed, the new officers are announced. The term

of office is one year and shall coincide with the academic year.

. The Executive Board shall fill a vacancy occurring in any of the above elective offices for

the unexpired term. Any officer, who fails to perform his /her duties of office (for any
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reason) or fails to maintain a Christian demeanor, may be removed and replaced by vote
of the Executive Board.

Duties of Officers

# —The president shall arrange and preside at all P.T.O. Executive Board
Meetings. Appoint Chairpersons for fundraisers, committees, and other representatives
as necessary. The president may act as representative to the School Board. Have the
authority, with the approval of the Executive Board, to fill an elected office due to a
vacancy. May vote in the event of a tie and may assume the proxy of another board
member in his or her absence.

7 O — Preside in the absence of the President. Oversee school fund-
raising activities. Act as liaison between the Executive Board and fundraising committees.
Perform other duties as may be designated by the President.

#H# — Assumes the position of the First Vice in his or her absence, or
vacancy, performs duties as necessary. Oversee school-sponsored committees. Act as
liaison between Executive Board and school sponsored committees. Perform other
duties as may be designated by the President. May assume the proxy of other board
members.

— Record, sign and preserve the minutes of all General Board
Meetings and Executive Board Meetings. Archive after-action reports of school sponsored
committees and fundraisers. Make available an approved copy of General Board Meeting
minutes and provide copies for V.I.P. folders. Be prepared to perform the duties of
Corresponding Secretary upon request of the President. Collect and distribute P.T.O.
mail. Maintain P.T.O. binder containing financial reports, P.T.O. minutes and flyers and
by-laws, committee and school event information.
0 — Keep an itemized account of all receipts and expenditures. Present a
statement of accounts at each meeting to each board member. Pay all expenses as
authorized by the Executive Board. Prepare books for an audit/review at the end of term.
Collect and pay bills from P.T.O. box on a weekly basis.

. *& 4 -- 0 Principal and Pastor serve in advisory roles for the P.T.O. Board. The

immediate past President shall serve as a resource person for continuity.
Meetings

A. There shall be a minimum of three general P.T.O. meetings scheduled each school year

B.

and announced to the membership.
the Executive Board shall meet on a regular basis in addition to the general
meetings.
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Introduction:

The St. Mary’s community is grateful to all out volunteers, who give so generously of their time,
talents and resources. Our school is stronger because of volunteerism. The participation and
commitment of parents, alumni, and other donors truly reflect our basic principles of Christian-
based education. The faculty, staff and students of St. Mary’s have been honored by this history
of generosity and we pray that the St. Mary’s community may continue to be blessed with the
spirit of kindness.

Volunteer Activities:

There are many opportunities for volunteerism at St. Mary’s School. We encourage you to
participate in your child’s experiences at our school and being a parent volunteer is a great way to
enhance out program. There are needs for cafeteria helpers, playground monitors, office help,
resource professionals, homeroom parents, coaches, P.T.O. committee members and officers,
fundraising assistance, and so much more. You may offer assistance any time throughout the
year.

Depending on the duties assigned to the volunteer, various school personnel may supervise the
volunteer. The Principal will approve the volunteer programs.

Expectations:

Each volunteer is expected to abide by and to implement the policies set forth in the parent-
student handbook while carrying out his/her volunteer assignment. Volunteers shall model
Christian behavior and serve as a positive influence for the students. As a volunteer, you
represent St. Mary’s School and the Christian philosophies of the Catholic Church. Each
volunteer will be expected to demonstrate proper demeanor while acting or speaking as a St.
Mary’s volunteer. Those who are unable to meet Christian standards will be asked to discontinue
his/her volunteer duties.

Those volunteers who will work directly with students in the classrooms, playground,
cafeteria, school activities, etc. must complete an Archdiocesan application and complete
the background check process.

Certain volunteers, depending on the scope of their participation, may be required to meet with
the Principal. This meeting will outline the volunteer’s tasks and responsibilities and will give the
Principal an opportunity to provide the volunteer with information or policies necessary to
maintain a safe and secure environment.

We ask that volunteers whom small children accompany or children not enrolled at St. Mary’s
provide proper supervision for their children while working in the school. Non-enrolled children of
volunteers cannot be left in the care of a classroom teacher when class is in session. Teachers
are contractually responsible for supervision of St. Mary’s students. When volunteers ask a
teacher to take on the supervision of un-enrolled students, it puts an unfair burden on the
teachers, and students. That arrangement can also be a source of liability problems for the
teacher and the school.

Confidentiality:

Any volunteer who becomes aware of information that is confidential shall abide by the same
policy of confidentiality that all school personnel are to uphold. Persons who are in a volunteer
position, which may privilege them to confidential information, shall sign a confidentiality contract.
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This information may include, but is not limited to grades, discipline issues, special needs,
student records, personnel information, etc.

Emergency Procedures:

Those volunteers who participate in classroom activities and school procedures shall have
access to the emergency procedures such as fire, tornado and acts of violence. These written
procedures are available through the school office and are included in the faculty/classroom
guides.

Field Trips/Chaperones:

All field trips must have at least 2 weeks prior approval by the Principal; it must then be placed on
the testing calendar to keep other teachers informed. Teacher supervision and additional
chaperone supervision will allow for no less than one (1) adult per four (4) students in PK through
3" grades and/or one (1) adult per six (6) students in 4" through 8" grades. Siblings of children
are not permitted to accompany a class on a field trip even if the parent is a chaperone.

Field trips are a privilege, not a right. Students may not be allowed to attend a field trip due to
repetitive misbehavior or academic concerns. Students not attending the field trip will remain at
home and will be marked absent.

To be allowed to go on a field trip, students must turn in a signed permission form. Signed slips
should be returned to the teacher at least one week prior to the trip. All chaperones and drivers
must be 18 years of age and have been cleared through the Archdiocesan background check and
must have proof of acceptable insurance turned in to the office at least one week prior to the
scheduled field trip. Insurance for the licensed driver is to be a minimum of $100,000/$300,000 of
automobile liability coverage. Parents/guardians who wish to drive on field trips must also show a
valid driver’s license and complete an insurance verification form before transporting students
during school trips.

The permission slip with the emergency information on it should be taken on the trip and then
turned into the office upon returning to school. St. Mary’s adheres to all federal and state
regulations and laws regarding motor vehicles and their passengers.

NOTE: No student is permitted to call home for verbal permission to go on a field trip. A
fax of the original permission slip is acceptable, but e-mail or a phone call is not acceptable.

Child Abuse/Neglect:

St. Mary’s School personnel are legally obligated to report suspected incidents of child abuse
and/or neglect to the Department of Human Services. School volunteers may be held to the
same legal obligation and therefore must report any suspected incidents of child abuse and/or
neglect to the Department of Human Services. The Principal shall be informed of any suspected
cases. The Child Abuse Hotline number is: 1-800-522-3511.

Safety:

Volunteers responsible for temporary supervision of students shall be held to the same standard
of care as the classroom faculty. Reasonable care and supervision is an absolute necessity in
the care of St. Mary’s students.

Health:

Persons with communicable diseases and/or chronic infections will be dealt with on a case-by-
case basis, in accordance with guidelines issued by the Health Department and the Centers of
Disease Control. Sanitary hygiene practices are expected of all our volunteers.

Right to Amend:
St. Mary’s retains the right to make corrections to the volunteer policies for just cause. Prompt
notification will be given regarding changes in these policies.
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APPENDIX C
#

Athletic Program
St. Mary’s Athletic Program accepts the basic principle that extra-curricular activities are to have
a blend of academic excellence, character building and spiritual development.

The purpose of these activities is to support the school curriculum in a variety of activities. These
programs are to involve the individual child in training and education; “competition” and “winning”
are secondary. A primary goal of the Athletic Program shall be to teach sportsmanship and
teamwork among players and coaches

Participation in the Athletic Program by students or volunteer coaches will be determined by the
policies and conditions as expressed by the St. Mary’s handbook and as judged appropriate by
the school’s administration. If situations arise where there is a conflict in policies or procedures
between the leagues including but not limited to, Lawton Recreational Council, LEOSA and
Lawton Micro Soccer, and St. Mary’s School, the policies of the school shall take precedence
over the regulations of the athletic leagues.

*

a. The Principal will have full responsibility in determining the eligibility of a St. Mary’s
student to participate in the athletic program. The Principal will also have the final
responsibility of determining whether a parent volunteer is in accordance with the
standards and expectations as expressed within this handbook and therefore, judge the
eligibility of parent volunteer to participate as a coach, etc. (See Handbook’s Code of
Conduct and Extra-curricular Activities).

b. Students must be enrolled and attending St. Mary’s, or approved by the Principal,
in order to play on a St. Mary’s sponsored team. Home schooled students must have
the permission of the Principal to participate in any St. Mary’s Catholic School
sponsored team or event.

C. Students who do not meet academic expectations (performance in core curriculum
should not be below average) may not be allowed to participate. This is a parent/student
responsibility and shall be monitored as such, and student participation should be
suspended until grades are raised.

d. Students who are not meeting behavioral expectations may not be allowed to
participate. Any student who has been suspended from St. Mary’s will be suspended from
participation in ECA for the same time or may even lose ECA privilege. Any student
expelled from St. Mary’s may not participate in St. Mary’s ECA.

e. Athletes must attend in school if they wish to participate in a sporting event
scheduled for that same day.

$ 1 )

a) Fees for equipment rental and uniforms must be paid before the student may participate in
sports. Each sport has a separate fee and the amount will be specified according to sport
in which the student plays.

b) Participants must meet age, grade, size, weight or other requirements, as specified by the
Lawton Recreational Council, LEOSA and/or Lawton Micro Soccer for the program in
which he or she desires to participate.

c) Parents are required to fill out the proper paperwork to register a child to participate in a
particular sport and to give written permission.

d) Student and Parent/Guardian will be responsible for equipment and uniforms lost or
damaged and agree to replace those items.
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e) Participants are expected to display qualities of citizenship, sportsmanship, teamwork and

f.

other traits desirable in a young representative of his or her team and school.

The health and welfare of the children come first. Games, practices and activities
must be finished at a reasonable time and must not be overscheduled to avoid undue
stress on students and families.

Audience and participants alike shall uphold a Christian manner. The attitude of
ALL involved is to be supportive of the children, other adults involved and to the St. Mary’s
community.

Students, coaches, parents or fans of St. Mary’s School are not to use abusive or
offensive language. Name-calling or insolence will not be tolerated. St. Mary’s “fans” will
not use alcohol or be under the influence of illegal drugs.

Volunteer coaches, parents and students are to treat each child with respect. Each
participant is to be allowed equal opportunity to participate in the activities (except when
disciplinary or academic problems or injuries prevent participation).

If any issues arise concerning students or adults involved in the sporting program,
the matter shall be addressed with the Athletic Director first, then if the matter is still left
unresolved then it can be taken up with the Principal and the Athletic Director during a
scheduled meeting.

)

In_accordance with Archdiocese policies, all volunteers who work with the students are
required to fill out employment applications with three references, complete a criminal
history screening, sign the code of conduct and view the Safe Environment video.
Specific types of crimes reported on the background screenings may be grounds for
disqualifying a parent volunteer from coaching. There is no exception to this rule.
Coaches and parent volunteers working with the Athletic Program are required to
familiarize themselves with the policies and guidelines explained herein and to abide by
these guidelines.

Parent volunteers who work with the students shall guide the players with positive
encouragement and constructive discipline. Athletic volunteers shall display Christ-like
behavior and set an example for the students.

The Principal shall have the final responsibility for determining the eligibility of parent
volunteers to participate in our Athletic Program (See Eligibility Rules above and
Handbook’s Code of Conduct).

Volunteer duties may be relinquished at any time if the Principal determines that the
volunteer is not meeting the expectations for Christian behavior, not properly managing or
organizing the team, not supervising students at practices, not caring for equipment
properly, or not providing reasonable information to the parents so they can ensure
student participation, etc.

Parent volunteers who are coaching are expected to work with the Athletic Director in
completing the required paperwork for team registrations, individual student registration,
and the team roster sheets.

Information may be passed on to parents and students regarding team sign-ups,
practices, games, etc. by using the V.I.P. folders on Fridays. All information must be
brought to the office no later that the previous Thursday morning so copies can be made
and distributed.

If practices will be held on school grounds, the coaches shall consult with the Athletic
Director to coordinate the available times and space. The coaches shall organize a
schedule for students and parents to follow for such practices. The school office shall be
notified as to the scheduling of practices and cancellations can be announced by intercom
if the cancellation is called in BEFORE 3:00 P.M.!

41



10.

11

Practices held in the gym cannot begin until the after school care program ends (4:30
p.m.). Any student who is left at school between 3:30 p.m. and 4:30 p.m. must go to the
after school program. No students are allowed to “wander the hall” until practice begins.
Problems have occurred in the past, so older students are no longer allowed to be in the
building unsupervised.

If practices are held inside the school building, coaches are responsible for full supervision
of the students after school hours. Students are not to be in unauthorized areas during
practice and all school property is to be respected at all times. All exterior doors shall be
locked and thoroughly checked by the coaches before leaving the school building.

. There is a phone located in the school gym that student athletes may use to contact

parents if needed. Coaches or parent volunteers are not to leave students on school
premises alone. All students must be picked up by parents/guardians before the
coach/parent volunteer can leave.

Coaches under the following conditions may pick up students that are participating in a
sport that holds practices on school grounds after school:

. The coach must have completed the full volunteer application and background process

and been assigned by the Athletic Director/VVolunteer Coordinator/Principal as a volunteer
in that capacity.

Once classes dismiss for the day, coaches may pick up the students from the
gym (after school care area).

Parents must agree to have the coach pick up their child.

Once the coach picks up children, the coach is responsible for the safety and well-being of
the student(s).

4 )
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APPENDIX D

/
TO: All Parents/Guardians
DATE: April 19, 2008
FROM: Principal
RE: Asbestos

In accordance with Federal Legislation, St. Mary’s School in Lawton established an Asbestos
Management Plan in 1988, whereas, Asbestos Containing Material (ACBM) has been
inspected, assessed and charted.

The school completes a surveillance report twice a year and every three years the school
building must be re-inspected by an accredited inspector. The school contracts with
Diversified Environmental Technologies, Inc. (DETI) for inspections and direction regarding
Asbestos compliance.

The overall state of the ACBM is currently in good condition and has a low potential for
disturbance. The school continues to work with the Oklahoma Department of Labor,
Asbestos Division and DETI to remain compliant with Asbestos regulations. The school’s
Asbestos Management Plan, including the re-inspection and surveillance reports, are
available through the school office. Please contact the Principal’s office if you have questions
regarding this issue.
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