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MESSAGE TO PARENTS

Welcome to St. John School. The entire school community pledges its support to you.
May Jesus, the model of all teachers, be our encouragement in this important ministry of
Catholic education. Surely, He who said, “Suffer the children to come unto me” will bless
the efforts in His name.

In enrolling your child in St. John School, you have agreed to take on certain
responsibilities including:

1. To be a partner with the school in the education of your child

2. To accept and support the religious nature of the school

3. Toread all communications from the school and to request clarification when
necessary

4. To know who your child’s teachers are and to observe parent-teacher conference
dates and any special requests for meetings

5. To discuss concerns and problems with the person(s)most directly involved before
contacting legal authorities

6. To be as actively involved as you can in the life of the school and to volunteer
assistance when possible

7.To promote your school and to speak well of it to others

8. To meet your financial obligations in a timely manner and to support the fundraising
efforts of the school when possible

9. To appreciate that a Catholic education is a privilege that many persons do not have
10. To be sure to always give good example to students when on school property. This
includes moderation in speech and actions and modesty in dress.

THE HISTORY OF SAINT JOHN CATHOLIC SCHOOL

Saint John Catholic Church was established in the year 1866 in Westminster, Maryland. In
the seven years that followed, the sacristy of the old brick church was utilized as a school.
However, in 1872, the old church was torn down, and its bricks became the foundation
for a new two-room school. Upon the passing of the decade and the arrival of a new
pastor, the school was quickly enlarged to four rooms by 1882. After seven years of hard
work, Father Joseph Cassidy finally succeeded in gaining the services of the School Sisters
of Nofre Dame in the year 1889. With the assistance of the School Sisters of Notre Dame,
and the completion of construction on the school in 1917, Saint John School flourished.

In the year 1957, the original elementary school building was reconstructed as a high
school. Although many young high school men and women were successfully educated
in the fradition of Catholic values and morals, the demand for elementary education
outweighed the need for a Catholic high school. By 1970, the school completed a
transformation back from high school to elementary school.

In the spirit of continuous education and growth, Monsignor Joseph C. Antoszewski
began the construction of a multi-purpose building in January of 1992. This addition to
the old school building was completed in September 1992. The new wing allowed Saint
John School to expand its horizons. Part of the multi-purpose building quickly became
classrooms for grades one through four, and also provided space for the first kindergarten
and the computer lab. As St. John School continued to expand, the remainder of the
multi-purpose area was converted into classrooms to accommodate the growth.



Presently, kindergarten through grade 5 is located in the new wing while middle school
(grades 6-8) occupies the original school building. In addition, a room for the teaching of
art and music became available in the original building, providing the students with a
permanent place to pursue their creative talents. The school’s growth eventually
resulted in two classes per grade, from kindergarten to grade 8, by the 2002-2003 school
year. The parish it's new church in October 2004.

Saint John School’'s commitment to nurture the students’ spiritual lives and their
intellectual and creative interests is evident throughout the school’s history. Since its
humble beginnings, Saint John School has striven to become a leader in the education of
children. The school’s obvious success can be seen in its endurance and in the
accomplishments of generations of alumni over the last 140 years.

PHILOSOPHY OF ST. JOHN SCHOOL

We, the faculty and staff of St. John Catholic School, believe that our purpose is to bring
the saving light of faith in Jesus Christ to our students. We provide an education
grounded in the principles of the Roman Catholic Church, and provide a nurturing
environment for that faith to grow. We offer a solid, general academic education rooted
in the Gospel message. We build a framework of education that balances personal
development with responsibility toward others.

We strongly believe in forming Catholic values in our students. Intellectual
development proceeds in stages in an increasingly complex continuum and is
evaluated using a variety of assessments. Students are gifts of and from God,
blessed with various and unique abilities. Our students grow and mature physically
and socially in a community which fosters a respect for God, self, and others.

The faculty responds to Jesus’ command to love one another with a spirit of
cooperation and mutual respect in their relationships with the students, the
parents, and the school community. As educators, we exhibit professional respect
for all and enjoy an informal, supportive and collegial rapport. We also believe
stfrong and constructive relationships with parents are essential to a vibrant school,
and we consider parents a vital and integral part of their children's education.
Teaching is a ministry through which we facilitate learning by being a positive
influence upon our students. The faculty’s performance, reviewed by the
administration, sets a tone and an example of service and outreach both locally
and globally.

St. John School is a parish school. The pastor, principal, and school board reflect a
strong spirit of collaboration in their working relationships. The principal exercises a
participatory style of management that respects the expertise of the faculty.

St. John School provides a sequential and skill-based program that follows the
Course of Study for the Elementary Schools of the Archdiocese of Baltimore.
Rootfed in the Roman Catholic faith and fradition, we commit ourselves to
excellence at St. John School.



MISSION STATEMENT OF ST. JOHN CATHOLIC SCHOOL

St. John School provides an education rooted in the Roman Catholic faith. This
education is grounded in proven academic methodologies and balances personal
development with responsibility towards others. The Gospel calls us to enkindle our
students’ spiritual, intellectual, and physical capabilities for the greater honor and glory of
God. We believe our students are the future of the Church; therefore, we commit to this
purpose.

OBJECTIVES OF ST. JOHN CATHOLIC SCHOOL

1. To educate the child in an awareness of his/her uniqueness as created and called by
God, and in the responsibilities to God, neighbor and him/herself.

2. To provide a learning atmosphere that respects and nurtures the dignity and
individuality of all persons, including students, teachers, administrators, and the total
community.

3. To provide a comprehensive program of basic skill development in religion, reading,
mathematics, language arts, science, social studies, and computer, reflecting a
consideration of the individual differences.

3. To provide opportunities for spiritual, social, cultural, and physical development,
utilizing and recognizing the varied backgrounds of our students.

4. To supply the guidance and leadership necessary for mature moral and emotional
growth.

THE USE OF SCHOOL AND PARISH NAME AND LOGO

The parish and school own the school’'s name and logo. The utilization of either or
both may only be by the parish and school. These may only be utilized for
SCHOOL AND PARISH-SPONSORED events and activities.

ADMISSION POLICIES AND REQUIREMENTS

General Information

Students who desire an educational experience founded on the Catholic philosophy of
education and who fulfill the age, health, and academic requirements are eligible for
admission to St. John School. Saint John School follows the policies of the Archdiocese of
Baltimore and does not discriminate on the basis of race, color, gender, and/or national
or ethnic origin in the administration of educational policies, athletic and other school
administration programs. Equal opportunity is provided for both students and employees.

Registration for admission to Saint John Catholic School Kindergarten Program is ordinarily
conducted during the first school week of March, from 8:30 A.M. to 2:00 P.M. Admission
to the kindergarten program will be based upon the_admission priorities hereinafter set
forth.

e Students entering kindergarten must be five (5) years of age by September 15t of the
year of enroliment. St. John School cannot grant any waivers unless the criteria set by
Carroll County Public Schools for early admission is met. (Carroll County Public schools will
test students for early admission. Contact the Carroll County Board of Education.)

¢ Families and new students seeking admission to grade 1 through grade 8 on a space
available basis must submit all prior school records for evaluation and be personally




interviewed by the principal and faculty representatives to determine if Saint John
Catholic School can satisfy the academic needs of the students.

e The Birth Certificate and Baptismal Certificate must be presented at the time of
registration.

e Registration is not complete until all the necessary paperwork and a non-refundable
registration fee is submitted.

Admission Priorities

Candidates for admission to grades K through 8t grade will be granted admission based
on the following priorities:

1. The school will give preference to current students by allowing re-registration each
year prior to registration for new students. Accordingly, first priority will be given to
students currently enrolled in Saint John School, who successfully completed the
Kindergarten Program or their previous year of school study, and who re-register.

2. Second priority will be given to children of families registered in the parish who
regularly use the St. John parish envelope system and who will have another sibling
attending Saint John School in the year the new student is admitted. Families should
note that in order to enjoy priority status under this and all other priority provisions, they
must be BAPTIZED CATHOLIC AND PROPERLY REGISTERED in the parish, by way of
completion of the parish census card, use of the parish envelope system, and
attendance at Saint John Catholic Church services.

3. Third priority will be given to children of registered parish families who had a sibling
who previously graduated from Saint John School.

4. Fourth priority will be given to children of registered parish families who had a parent
who previously graduated from Saint John School.

5. Fifth priority will be given to children of registered parish families.

6. Sixth priority will be given to children of non-parish families who will have another
sibling attending Saint John School in the year the new student is admitted.

7. Seventh priority will be given to children of new parish families who have fransferred to
Saint John Parish from another Catholic parish during the academic year of the child’s
application.

8. Eighth priority will be given to students who are currently enrolled in a Catholic school.
9. Ninth priority will be given to all other academically qualified candidates for admission.
10. In the event there are more qualified candidates than available admission openings
in priorities 2,3 and 4, the admission priority will be given to the children of families who
have been registered and participated in the parish envelope system for the longest
period of time prior to the year of the new child’s admission.

Admission Discretion
Admission from any of the pool of candidates set forth above will be made in the sole
and absolute discretion of the principal and the pastor.

Pool of Non-Admitted Candidates

After new student registration, students will be admitted pursuant to the admission
priorities. If a class is completely filled, parents may place students into the pool of non-
admitted candidates.




Parents of a child in the pool will be notified during the school term if a place becomes
available. However, siblings of a student who gains entry from the pool shall not enjoy a
priority status for the remainder of the academic year for which the student was
admitted. When registration opens for the following year, the student admitted from the
pool, pursuant to the admission priorities, shall be allowed to re-register and the
application of any sibling of that student shall be reviewed in accordance with the
priorities.

Review of Records

In order to meet the individual needs of each student, we must first assess a student’s
level of academic development. If a child’s record of academic achievement is
incompatible with the program presently administered in the school, then it will be
impossible to enroll that student.

It is important that all parents understand that the intent of testing / review of previous
academic history is not only to determine the strengths and weaknesses of the student,
but also to ascertain the school’s ability to serve and educate according to the child’s
current stage of development. It is our sincere hope that this admissions policy will be fair
and equitable to new students wishing to enter our school and to students presently
enrolled.

NOTE:

e To enable St. John School to perform an adequate record check, parents should
provide any report cards and/or information from the prior school. Upon receiving an
application for registration, Saint John School will send for the records of the student from
the prior school. Admission is predicated upon receiving all previous school records prior
to matriculation at Saint John School.

Evaluation Period

All new students accepted in Levels K-8 are given a 2 -4 month evaluation period. If,
during this time, the principal determines that the school is unable to meet the needs of
the student, the parents will be required to place their child in another school. Such a
recommendation would occur after a conference with the parents.

Admission to Class

Any child who attends St. John School must meet the requirements of the school, the
Maryland State Department of Education, the Carroll County Health Department, and
the Archdiocese of Baltimore. Accordingly, the following requirements are necessary for
attendance at St. John School:

e All medical records must be up to date as required by the Carroll County Health
Department.

e Each student MUST have a completed emergency card on file in the school office
by the second day of school. Parents’ home telephone numbers as well as
information on any health problems a child may have MUST be on file. This
information must be updated when changes occur.

e All financial obligations, including the registration fee, cafeteria charges, library
fees, PTF debts, and any prior-year tuition payments must be paid.

St. John School Board Policy, June, 2002
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COMPLIANCE WITH GOVERNMENTAL REQUIREMENTS
St. John School fulfills and adheres to federal, state, and local government requirements
for non-public schools.

NON-DISCRIMINATION POLICY

The philosophy of the Catholic Schools in the Archdiocese of Baltimore is based on the
Christian social principles of the Gospel message - to love and to respect the rights of alll
people. Itis the policy of the Archdiocesan Division of Catholic Schools that the Catholic
schools in the Archdiocese of Baltimore shall not discriminate on the basis of race, color,
and/or national or ethnic origin in the administration of their educational policies,
admission policies, scholarships, loan programs, athletics, and other school programs. St.
John School reserves the right to deny attendance to anyone whose behavior is contrary
to the teachings and ideals of the school or whose behavior or attitude is disruptive to the
functioning of the student body.

ACCREDITATION

Saint John School is accredited by the Middle States Association of Colleges and Schools
Commission on Elementary Schools. The school was originally accredited in 1983. The
latest re-accreditation was received April 28, 2006.

GENERAL INFORMATION

Registration

Registration for Kindergarten usually takes place during the first week in March from 8:30
A.M. 1o 2:00 P.M. Age requirements are: Students must be five years of age by
September 1st of the year of enrollment. There are NO exceptions to this policy unless
the student takes an early admission test through Carroll County Public Schools and
meets the criteria.

Registration for grade 1 through grade 8 may occur any time. The school office provides
further information.

At the time of registration, parents must present the following: a non-refundable
registration fee, child’s birth certificate, baptismal certificate (if any), immunization and
other required and or pertinent health data, Social Security number, and permission to
obtain previous school’'s records. In the case of foreign-born students, immigration
documentation is also required. Registration is NOT complete until all the above is
submitted to the school office.

Withdrawal

Those withdrawing from the school, either at the time of registration or at any other time
throughout the school year, will be asked to state, in writing, their reason for the
withdrawal. Any outstanding fees and/or tuition are expected to be paid.

School Hours

The school cannot be responsible for children BEFORE 8:00 A.M., AFTER 3:30 P.M., or
BEYOND 1/2 HOUR AFTER DISMISSAL on early dismissal days. It is not the school'’s
responsibility to provide supervision for any student participating in non-school-sponsored
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extra-curricular activities. The school is not liable for any injuries or accidents that may
occur before of after the times stated above.

Professional days are scheduled throughout the school year. These days are workdays
for teachers.

Grades K-8
School begins at 8:30 A.M. and dismisses at 3:00 P.M. Prayer intentions begin at 8:30 A.M.

Scheduled KINDERGARTEN CONFERENCE DAYS are listed on the calendar. There are NO
kindergarten classes on these conference days.

Absences

Parents are requested to call the school anytime before 8:30 A.M. to report a child
absent from school on that day. Calls from students are not acceptable. Statement of
the type of iliness must be included in a note upon the student’s return to school.

Inclement Weather Policy

St. John School follows the inclement weather policy for Carroll County public schools.
Inclement weather conditions include snow, ice, tornadoes, hurricanes, and flooding. On
days when inclement weather conditions warrant, the decision to close schools is made
by the superintendent of Carroll County public schools, and announcements will be
made no later than 6:30 a.m., if possible. This determination to close schools is made after
consultation with the state police, highway departments, and other sources in the
county.

1 Hour Delay 9:30am-3:00pm 2 Hour Delay 10:30am-3:00pm

All Carroll County public schools are air-conditioned. St. John School will make an
independent call on closing the school when excessive heat/humidity conditions exist.

The official stations for carrying school closing announcements are:
A. Radio Stations

WTITR (1470 AM) Westminster WAFY-KEY(103.1 FM) Frederick
WANN(1190 AM) Annapolis WASA (1330 AM) Havre de Grace
WBAL (1090 AM) Baltimore WCAO (600 AM) Baltimore

WCRH (920.5 FM) Williamsport WEMD (930 AM) Frederick

WGET (1320 AM) Gettysburg WHVR (1280 AM) Hanover

WMAL (630 AM) Washington WMIX (106.5 FM) Baltimore
WPOC (93.1 FM) Baltimore WQSR (105.7 FM) Baltimore

WRBS (95.1 FM) Baltimore WTOP (1500 AM) Washington
WWLG (1360 AM) Baltimore WXTR (104.1 FM) Washington
WYCR (98.5 FM) Hanover Lite 102 (101.9 FM) Baltimore

B. Television Stations

Carroll Educational Television (Channel 21)- Westminster
Adelphia Cable (Channel 3)- Westminster

WMAR-TV Channel 2- Baltimore

WBAL-TV Channel 11- Baltimore

WJZ-TV Channel 13- Baltimore
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WJLA-TV Channel 7- Washington
WRC-TV Channel 4- Washington

WUSA-TV Channel 9- Washington
Fox Channel 5- Washington

Parents may also check the CCPC website www.carrollk12.org Carroll County Public
Schools also sends a notice out on eschoolnews letter. All parents can sign up to receive
this by going fo  www.eschoolnhewsletter.com at no charge.

If the opening of schools must be delayed or schools must be closed early, notification
will be made through the stations listed. No announcement will be made when schools
are on aregular schedule. Parents and pupils are urged not to call the stations, the
Carroll County Board of Education office or Saint John School to inquire about school
closings.

EMERGENCY CARDS

Emergency card information for each child is to be kept current. IT IS IMPERATIVE THAT
THE OFFICE HAS AN EMERGENCY CARD FOR EACH CHILD, AND THE SCHOOL BE INFORMED
IMMEDIATELY OF ANY CHANGE IN ADDRESS OR TELEPHONE NUMBER. The card must be
returned within the first week of school. Both parents are asked to sign the emergency
card.

Telephone Numbers/Addresses

Parents whose phone numbers are unlisted MUST give the school either the unlisted
number or a number where the parent(s) can be reached. It is essential that the school
have this information in case of emergency. Any change of phone number or home
address is to be given to the school office in writing within a one-week period after the
change occurs. Any parent not wanting a telephone number released to anyone else
must notify the office in writing.

PHONE CALLS

In the interest of personal privacy for our teachers, appointments must be arranged with
them through school unless a specific teacher has requested that a parent call the
teacher’s home.

The telephone in the school is for business purposes only. For this reason, children will not
be allowed to use the telephone unless there is an emergency. After-school plans
should be made before students leave home each morning. Children will not be
allowed to phone home for forgotten artficles, books, etc.

Parents are asked not to call the school and ask for a message to be delivered to a
student or for the student to be called to the phone, unless there is an extraordinary
need.

MORNING PRAYER

The office door will be closed during morning prayer fime on the PA system
(approximately 8:30 A.M. — 8:40 A.M.). The students reflect upon the life of the saint of the
day as well as the accompanying Scripture reading. As part of the school prayer there is
time for class and individual prayer. This has served as a fremendous vehicle for members
of our school community to support each other. Anyone having a prayer request should
call the office so that students may pray for the intention.
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VISITORS

Visitors may only enter the school building through the main doors (by the gym) and must
ring the bell to be allowed entry. All doors will remain locked during class hours. Children
are instructed not to open any door to a visiting adult during the school day. All visitors
to the school must report to the school office, sign in, and receive a visitor's pass.
Parents/guardians and visitors are not allowed to visit classrooms, tour the building, or go
to the playground without the permission of the principal. Teachers and students are not
to be interrupted either before school, during class hours, or after school. All items
intended for students should be dropped off at the school office. Anyone without a pass
will be asked to report to the school office. A new pass must be obtained for every visit
to the school.

NOTE: A parent must SCHEDULE a conference with a teacher and MUST report to the
office for a visitor's badge prior to the appointment. The teacher will be notified by the
office when the parent arrives.

CLASS SIZE

The average class size is about 26 for grades 1 — 8, 24 in full day kindergarten. Grades
one through five are primarily self-contained classes. Classes in grades six through eight
are organized by department, with students changing classes for various subjects.
Throughout the day, at all grade levels, various classes are broken into smaller groups for
instruction by resource personnel.

INSTRUCTIONAL PROGRAM
The instructional program at St. John School has been developed in concert with the
Archdiocesan Course of Study and regulations of the Maryland State Department of
Education for Non-Public Schools. All students enrolled in St. John School will attend all
classes offered in the instructional program.

Voted by the School Board, June 1997

The aim of Saint John Catholic School is to foster a positive attitude toward the growth of
the total person through the discovery of God, others, and self. We emphasize traditional
Catholic teaching, daily prayer and frequent liturgies. We begin each day with student-
led prayer and reflection and Christ's Gospel message is woven throughout the entire
day. St. John School is staffed by caring and dedicated personnel who reinforce the
values of faith, charity, honesty, and integrity that parents teach in the home. The
educational program at St. John School is strengthened and supported by our pastor
and our many parent volunteers.

At St. John School, a positive learning climate exists to encourage the students to
achieve academically, and to develop a sense of self-worth and personall
accomplishment. On all grade levels, the school follows the curriculum from the
Archdiocesan Course of Study.
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Kindergarten
Currently we offer a full day for kindergarten. The kindergarten program focuses

on readiness skills for language and math. A phonics approach to reading is
utilized through the Alpha Time Program and McMillan McGraw Hill Reading
Program. Opportunities are also provided in both whole group and small group
settings for religion, handwriting, social studies, and science. Kindergarten students
engage in music, physical education, library, and computer classes. Social and
motor skills are developed in numerous ways. Kindergarten is supported by
teacher assistants and parent volunteers.

Grades 1-8
The following is a list of subjects taught.
Standard Subjects

Religion Social Studies Spelling
Mathematics Reading and Literature Vocabulary
Science English Phonics
Handwriting

The Religion Program

The study of religion is required for each year a student attends St. John School. All
students must attend religion classes and services. Children receive formal instruction on
a daily basis and religious values are incorporated into the other curriculum areas. In
addition, children are offered the opportunity to participate in planning liturgies and
prayer services for various occasions. The children’s participation in various service
projects provides a living out of their Christianity as they witness Christ to the school,
parish, and civic community.

Preparation for reception of the sacraments of Holy Eucharist and Reconciliation is part of
the religion program in second grade, and is offered in conjunction with the parish
religious education office. Opportunities are offered during the year for the students to
receive the sacrament of Reconciliation during school hours. Registration and
preparation for the sacrament of Confirmation are offered ONLY through the parish Office
of Religious Education.

Other Standard Programs

Students in grades 1-4 are separated into ability groups in reading. All stfudents in grade 7
are placed in an eighth grade literature program and all 8" graders work in a 9t grade
literature program.

Beginning in grade 5, children are divided into ability groupings in math. A full course in
Algebra | is offered to students in grade 8 who meet the math qualifications, which
include (but are not limited to): teacher recommendation, math grades, standardized
test scores, work habits. A student will NOT be placed in an advanced math group
without the approval of the school administrator(s).

Special Programs
In addition to the standard subjects, the following subjects are taught on all grade levels.

Children attend these classes weekly.
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Physical Education General and Vocal Music Art
Library Science Computer Skills

*Library Time
Classes are scheduled for library visits each week, and periodically the librarian will

coordinate with homeroom teachers on projects. Students may visit the library at free
times, with the classroom teacher’s permission. Grade one students may borrow one
book or magazine for one week. Usually these items remain in the classroom. Grades 2-8
may borrow two books or magazines for two weeks. Students are charged a fine for
overdue books of $.05 per day. Replacement costs for lost books or magazines are:
Hardback books - $16.00 Paperback books - $6.00 Magazines - $4.00

GRADING SYSTEM

The grading system for St. John School is in accordance with the Archdiocese of
Baltimore and represents the standards of excellence to which the students are held.
Various forms of assessment contribute to the evaluation and grading of each student.
Grades are not determined solely by test results.

A. Grades 1,2

Letter codes, which are explained below, are used for grades 1 and 2 on the

Progress Report.

| - Independent E-Emerging

P - Progressing  NA - Not assessed at this fime

B. Grades 3-8

Students in grades 3-8 earn a letter grade for each subject as well as achievement
comments in the areas (or “standards”) that make up that subject. They are as
follows:

Marking Code: Subjects Achievement Comments

A+ 97-100 Proficient 97-100

A 93-96 Very Good 93- 96

B+ 89-92 Good 85-92

B 85- 88 Satisfactory 75- 84

C+ 80-84 Improvement Needed 70- 74

C 7579 Not Yet Demonstrating 69 and below
D 70-74

E 69 and below

C. Special Programs (referred to as “Specials™)
“Specials & Spanish” use the grading system as stated in the above Achievement
Comments.

Progress Reports

In compliance with the Archdiocesan Progress Reporting Policy, computerized Progress
Reports will be sent home on a frimester basis (3 times yearly). Parents are highly
encouraged to make contact with their child(ren)’s teachers during the course of the
school year to facilitate active parental involvement in each child’s learning process. In
grades 3-8, parents/guardians who have been granted access to their child’s grades
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through PowerSchool may routinely view their child’s progress electronically once the
password for each child is sent home.

All grades (K - 8) receive a hard copy of the Progress Report at the end of each trimester.

Honor Roll

Students in grades 5 through 8 qualify for honor roll awards when they fulfill the

following requirements:

PRINCIPAL'S HONORS - A student receives A’s in all standard academic subjects

FIRST HONORS - A student receives A’s and no more than 2 B's, in all standard academic
subjects

SECOND HONORS - A student receives at least 3 B's, but nothing lower than a B, in all
standard academic subjects.

In addition, for all “Honor” awards, a student must also receive nothing less than an “S”
(Satisfactory) in “Specials”, effort, and conduct as well as Spanish.

HOMEWORK

It is recognized that learning cannot be completed within the limited amount of time

allotted for classroom instruction. Therefore, homework is routinely assigned to all

students. Homework that is properly designed, carefully planned, and geared to the

development of the individual student, meets a real need and has a definite place in the

educational program.

The purpose of homework is to:

Reinforce concepts and skills learned during the class period

Provide practice with newly learned skills

Develop independent study habits

Develop positive habits in planning for and meeting deadlines

Teach efficient use of time

Teach use of home and community resources

Allow missed work to be completed following an absence

Provide enrichment beyond what is possible in the classroom

Provide additional practice in research skills and the ability to communicate ideas in

verbal and written form

Allow review of material prior to tests and other class work

e The amount, length, and type of homework will vary according to the class, course,
and individual needs of the student. The amount of homework will be minimal in the
primary grades and increase as the students progress through the grades under the
professional discretion of the classroom teacher. Requirements for homework are
communicated to the parents via letter or at the “Back to School Night” meeting.

WORK HABITS

Written assignments must be neat, legible, and complete.

Books and notebooks must be free of scribbling, inside and out.

Notebooks, folders, and other supplies must be replaced when worn or depleted.
Students should always have a library book to read.

At all levels, students are required and expected to do homework and classwork.
Teachers may require a student to remain inside during recess or after school to
complete unfinished work. If this occurs often, parents will be contacted.
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MAKE-UP WORK

In case of absence, make-up work is the responsibility of the parent and the child. The
child should report to his/her teachers when returning to school for make-up work. It is
the child’s responsibility to complete and submit the missed work according to the
teacher’s timeline. Make-up work may only be obtained upon return to school,
regardless of the reason for the absence.

NOTE: Vacations are discouraged while school is in session. If a vacation is scheduled
during school time, the student is missing teaching time, not just class work or homework.
If a vacation is necessary during school, a student’s work will be prepared and ready to
distribute AFTER his/her return to school to enable the teacher to make a proper
assessment of the degree of mastery of the material.

SPECIAL NEEDS OF STUDENTS

As a Catholic school with limited resources, we cannot meet the special needs of every
student. Thus, in order to provide each student with the best learning environment
possible, it is essential that parents notify the school administrators if their child has special
needs. Itis the responsibility of the parents of a student with a documented learning
disability or medical condition to make arrangements for their child’s specific supervisory
needs during field trips.

A doctor’s certificate must be submitted annually for any child who is unable to
participate in daily school activities because of a learning disability or medical condition.
Further, a separate doctor’s certificate must be submitted annually for any medications
a student is required to take as a result of a documented learning disability or medical
condition. Parents should advise the school of any progress or changes in the student’s
disability or condition immediately. Depending upon the student’s learning disability or
medical condition, a parent or guardian may be required to accompany that student on
certain field tfrips. There may be specific daily activities a student may be unable to
participate in due to an allergy. Therefore, any allergies of a student should be indicated
annually on that student’s emergency cards. A doctor’s certificate must be submitted if
that allergy requires the administration of medication.

Adopted by the St. John School Board June 9, 1999

ARD REFERRAL PROCESS

If a child is not progressing academically, the school may ask the parents to initiate, or
the parents may initiate on their own, the process to request professional assistance from
their local public school system. The Admission, Review, and Dismissal Process (ARD) is
available to children who may need further academic assistance. The administration or
designee is responsible for the ARD process at St. John School. In order to facilitate this
process, parents should inform the school administration prior to initiating the ARD process
on their own.

The ARD process begins with the collection of screening information to determine if there

is a reason to suspect a disability under special education laws. An initial ARD meeting
with the ARD committee from the child’s home school will determine whether or not an
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evaluation is necessary. THE NON-PUBLIC SCHOOL MUST BE INVITED TO PARTICIPATE IN
THIS MEETING.

If an evaluation plan is developed after test results determine that there is a need for
implementation of an Individual Special Plan (ISP) (formerly called IEP), St. John School
will take an active role with the ARD team in designing an ISP that will be feasible in the
school and beneficial to the student. Throughout the process to determine if the child is
eligible for special education services, every effort will be made by the school staff to
complete the required paperwork, to attend the ARD meetings, and to support the
parents.

TESTING

Kindergarten Testing

Standardized Tests The Archdiocese of Baltimore is uses the Stanford 10 test. This test is
administered to grades 3 — 8 in the spring of each year.

It is extremely important that students not be out of school during the testing week.
Having incomplete test scores may jeopardize qualifying for the Knott Scholarship and
the Hopkins CTY Program. Although some limited makeup time is available, the
school cannot guarantee that all missed testing can be completed. Therefore,
parents are requested not to schedule appointments and vacations during test time.

Students at the 4t to 8 grade level, who score at or above the 95" percentile on

standardized tests of achievement or aptitude, participate in “The Johns Hopkins

University Math and Verbal Talent Search”, which is conducted by the Center for the

Advancement of Academically Talented Youth. An average of 35% of St. John students

qualify for this program.

ACRE (Assessment of Catholic Religious Education Test) is administered in the fall to
students in grades 5 and 8. The school receives a general report but no individual
scores are available.

SCHOLARSHIPS

The success of our students after graduation from St. John School is evident in the positive
feedback we receive from area high schools. Generally, sixty to eighty percent of our
students go on to Catholic high schools and various scholarships to Catholic schools are
awarded to our students annually.

Marion Burk Knott Scholarships are available for 4th and 8 graders to provide the
opportunity for quality education in Catholic elementary and high schools for those
Catholic scholars who excel in academics. Scholarships are available to those students
entering Grade 5 and Catholic Archdiocesan high schools. Applications for those are
made in Grades 4 and 8 and information is sent home usually by the end of November.
Only those students who qualify may apply. Qualifications are based on standardized
test scores (?0th percentile or higher in Total Reading, Total Language, and Total Math)
and no grade lower than a B on the Progress Reports. Students have often been
recipients of Knott Scholarships in both the 4 and 8t grades.
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SPECIAL PROGRAMS
The following are also provided to the students of Saint John Catholic Schools:

e Periodic school-wide prayer services

e Weekly liturgies

e Periodic cultural events

e Field trips

e Hashawha Environmental Center — outdoor school for grade 6 for one week
(Students stay overnight.)

e Grade 8 and Grade 1 Partnership Program

e Grade 7 and Kindergarten Partnership Program (Book Buddies)

e ‘“Just Say No"” Program for grade 5

e D.AR.E. Program for grade 6

e Book-It Reading Program for grades 1 - 5 in conjunction with Pizza Hut

e The Johns Hopkins University CTY Talent Search for grades 4 through 8

e Academic Tournament Meets, for students in grades 6-8 who usually meet

requirements for Principal’s Honors and First Honors
e Contests for speaking, writing, and art
e Scouts (through the parish)
e Basketball Program (through the parish)

SPECIAL SERVICES

The following services are available to St. John School students.

e ARD teams for diagnostic testing, available through local Carroll County elementary
schools

e Instrumental Band (grades 4-8, with additional fee required)

e Academic tournament meets (grades 6 - 8) for students who meet requirements for
reception of Principal’s Honors and First Honors

e At times throughout the year, after- school classes (ex. Chess) may be offered in
specific areas.

STUDENT SERVICE HOURS (GRADES 6-7-8)

NOTE: This information on “student service hours” applies only to a middle school student
who plans to continue his/her education in a PUBLIC high school. CATHOLIC AND PRIVATE
HIGH SCHOOLS DO NOT ACCEPT THE PUBLIC SCHOOL SERVICE FORMS.

The Maryland State Department of Education passed the Service-Learning Graduation
Requirement in April of 1992, requiring all Maryland students to complete 75 hours of
service-learning prior to graduation from high school. Carroll County students may begin
earning service-learning hours the summer after completion of fifth grade. Students have
many opportunities to earn service hours during courses such as Outdoor School. For
further information or a copy of the Carroll County Service-Learning Guidelines, contact
the Coordinator of Student Service at the Carroll County Board of Education.

Facts you need to know...

The Service-Learning Graduation Requirement is a state requirement for all Maryland
students, beginning with the class of 1997.
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e Astudent may begin earning service-learning hours the summer after completing
5 grade.

e To graduate from high school, a student must complete a total of 75 service hours.

e All of the service-learning requirements may be completed in middle school.

e A Reflection Form must be filled out in order to get credit for service hours. The
forms are available in the school office. During the summer months, the Service-
Learning Office may be contacted at the Carroll County Board of Education for
answers to questions or to obtain Reflection Forms through the mail.

e For questions regarding services that meet the service-learning requirement, a
student should contact the administration of St. John School. In middle school and
high school there are courses that help students earn service hours, including the
Outdoor School course (6 grade). A student may earn 15 hours by completing
an environmental project after returning from Outdoor School. Project ideas are
discussed during Outdoor School week.

SUPPLIES FOR CLASS

Children are responsible for having all items on their supply lists at all fimes for use in the
classroom. Supply lists are given to area stores in the middle of the summer and can also
be found on the school website. We request that students refrain from bringing liquid
white out.

BOOKS / BACKPACK/CARRY ALL

All books must be covered at all times especially hard covered books. CONTACT PAPER
IS NOT ALLOWED. The student’s name and grade should be written on the PROTECTIVE
cover. In carrying books back and forth to school, students should take care that they
are fransported with a minimal amount of damage and exposure to inclement weather.
Parents are encouraged to buy back packs or some other type of protective carrier for
this purpose. Book carriers on wheels are not permitted. Payment will be required for
damaged or lost books.

RECORDS POLICY

(Family Educational Rights and Privacy Act)

St. John School, in compliance with the Buckley Amendment of 1974 (Family Educational
Rights and Privacy Act, referred to as FERPA), adheres to the following policy regarding
an individual’s right to privacy.

I. Access to Records

A. Teachers and other school officials who have legitimate educational interests have
access to student education records.

B. Parents/legal guardians have access to their child’s/ward’s education records.
Parents/legal guardians may contact the principal to schedule an appointment to
review records. A representative of the school must be present while these records are
being reviewed.

C. In general, any other person requesting access to a student’s education record must
have the written consent of the student (if 18 or older), parent(s)/legal guardian(s) (if a
student is less that 18 years old), unless the disclosure is otherwise authorized or required
by law.
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D. Non-custodial parents, in the absence of a court order to the contrary, will be
provided access to the educational or legal agreement records and other school-
related information regarding the student It is the responsibility of the custodial parent to
provide the school with an official copy of any court orders or legal agreements
regarding access to educational records.

Il. Log

A. Alog must be maintained of each request for access to, and each disclosure of,
educational record information other than disclosure to parents or students 18 or older or
school officials.

B. The log should contain the name of the person(s), the date, and the legitimate
interests the person had in requesting or obtaining the information.

If a parent/guardian believes that information in the child’s file is inaccurate or
incomplete, the parent/guardian may provide a written challenge, explanation, or
clarification for addition to the child’s file. According to FERPA regulations, St. John
School may only provide “directory information” about students to non-staff personnel.
The school may not disclose educational information concerning a student to an outside
source without prior written permission from the parent/guardian. Therefore, if a
parent/guardian decides to tfransfer a child to another school, St. John School must have
written permission from the parent/guardian before releasing the child’s educational
records to the appropriate institution. According to policy established by the St. John
School Board, educational records will not be transferred to another school if a family has
money owed fo the school or St. John School PTF.

CHANGE IN FAMILY STATUS

If there is a change in the family status, it is important that the school be informed of the
change promptly. In case of a change of custody, a copy of the portion of the court
order that names the custodial parent must be on file with the school.

CUSTODY OF STUDENT POLICY

Parents are the natural guardians of their children under the law and both parents have
equal rights and responsibilities for their children. These rights may be modified as families
become separated and/or divorced. In many cases of separation or divorce, school
personnel are asked to make decisions regarding release of records, school visitations
and the release of a child from school. The following regulations have been developed
to protect the safety/welfare of the child, maintain neutrality as much as possible
regarding parental rights and provide a safe learning environment for the child.

A. The Custodial Parent

1. Has the obligation to provide a copy of any court order restricting the right of the non-
custodial parent if related to school matters.

2. Is the legal custodian of the child through court order. The child normally lives with this
parent and is sent fo school in the morning from his/her home and is to be returned to this
home at the end of the school day.

3. Receives day-to-day communication, correspondence, report cards and other
school-related information, is welcome to visit the school, observe classroom instruction
and review student records (when pre-approved as required by school policy.)

4. Is notified when non-custodial parent seeks school-related information.
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B. The Non-custodial Parent

Depending on the custody order, the non-custodial parent may maintain certain
parental rights, even though a separation/divorce has occurred. Unless there is a court
order that states the non-custodial parent may not receive school related information,
the non-custodial parent:

1. Is entitled to receive copies of report cards, school newsletters, interim reports, and
other information that pertains to the child’s education and which is routinely sent to, or is
available to, the parent who has custody. Requests for this information must be made in
writing to the principal and should include the non-custodial parent(s) name, address
and type of information desired. The custodial parent shall be notified when such a
request has been made.

2. Is welcome to visit the school, observe classroom instruction, review student records
(when pre-approved as required by school policy), and be generally informed about the
child’s educational progress, unless forbidden by court order, provided to the school by
the custodial parent.

NOTE:

e The non-custodial parent may not take the child away from the school without the
written consent of the custodial parent, unless permitted by court order. If the
court order provides the non-custodial parent permission to remove the child from
school, it can only occur on any given day, with the knowledge of the custodial
parent.

e Court orders granting “reasonable visitation” do not include visitation during the
school day and any request to visit with the child at school shall not be granted.
However, unless the court order states otherwise, the non-custodial parent may
observe classroom instruction (when pre-approved as required by school policy).

C. Joint Custody

Joint custody is a situation where both parents have responsibilities for the child or
children. These responsibilities are defined by a court order. Unless specified in that court
order, each parent can make educational and emergency medical decisions, have
access to student records, and can transport a student to and from school. Unless the
court order is on file in the school and states otherwise, school officials will honor either
parent’s requests. If parents are in disagreement, the school will take a neutral position
but will expect the parents to resolve the issue.

D. Step-parent

A step-parent, as a result of marriage to the child’s natural parent, often has contact with
school officials. In this section, the following apply:

1. The school, consistent with A and B, will consider the natural parents as the ones to
make educational and emergency medical decisions. A step-parent can make medical
decisions only as listed in the appropriate section of the emergency procedure card.

2. Astep-parent may not register a child for school, nor withdraw a child from school.

3. Astep-parent, living with the child, is welcome to visit the school and observe
classroom instruction (when pre-approved as required by school policy).

4. A step-parent, with whom a child lives, can be considered as a parent in situations
involving special education processes and decisions and in certain matters related to
record review.
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E. Primary Care Parent

In separation cases where parents live apart without a formal agreement or court
order awarding the child to a particular parent, the primary care parent is the one with
whom the child resides. In such cases:

1. The school will consider the primary care parent as the one to make educational
and emergency decisions.

2. The primary care parent shall be contacted prior to release of the child to the non-
primary care parent to advise the primary care parent of the situation.

3. Day-to-day communication, correspondence, report cards, and other school
related needs should be directed to the primary care parent. However, the other
parent also has the right to receive copies of any documents that the primary
care parent receives. (School officials, in responding to requests of the non-
primary care parent, follow the procedures outlined in B1.) The non-primary care
parent may be involved in educational and medical decision making. If parents
are in disagreement, the school will take a neutral position but will expect the
parents to resolve the issue.

4. A non-primary care parent is welcome to visit the school, observe classroom
instruction (when pre-approved as required by school policy), review student
records, and be generally informed about the child’s educational progress.

F. Verification of the identity of the non-custodial parent or the non-primary care parent
is necessary. On occasion, school personnel are asked to state whether a child is
enrolled in the school or state whether a child is present in school on a given day. School
personnel should make every attempt to verify the identity of that person making the
inquiry to ensure the person is the parent of the child and is entitled to student
information. Steps followed include:

1. The person requesting the information must have verification that he/she is who
he/she claims to be. Example: driver’s license with a photo, passport, known to and
identified by an employee.

2. Once identity is confirmed, a check is to be made that such a person is a parent and
thus could have access to the records. This may be done by confirming that the
name of the person making the inquiry is the name of the parent recorded on the
proof of birth, the student registration form or other student records.

G. Children who are under the care and custody of community agencies may be
removed from school to receive services during the school day with prior arrangements
between home, agency, and the principal.
H. If children change residence tfo live with the non-custodial or non-primary parent
causing the child to transfer schools, the records must follow the children. A custodial or
primary care parent, under these conditions, cannot require the records be retained at
the sending school as a means to force the return of the children. However, the school
should make every effort to ascertain the permanence of the move prior to processing
the records.

I. Persons who have court-appointed guardianship of a child are generally authorized to

make educational and medical decisions for the child. The parents’ rights are

terminated or restricted regarding these matters, unless provisions are included in the
court order.
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J. In those situations where questions or conflict arise regarding the release of the child,
school visitation, providing information about enroliment, or the release of records, the
principal should be contacted.

K. The non-custodial or non-primary care parent who wishes to receive school related
information as described in B1 above shall be required to pay a reasonable fee for
copying and mailing school documents or sign an agreement to reimburse the school for
those costs at the end of the school year; provided however, that the school shall waive
a payment of such fee if the non-custodial parent files a notarized affidavit that he/she is
unable to pay the fee.

COMMUNICATION

Communication between the school and the parent(s) is essential. The administration is
interested in receiving input from parents and is available for conferences. It is much
better to sit down and discuss a topic than share it with other people who cannot do
anything about it. Please call to schedule a time. Remember, action can only be taken
if the school is aware of a situation or concern.

Whenever a situation occurs where parents feel it is necessary to contact the school,
communication should begin at the level at which the situation arose. Therefore, the
parents should first contact the appropriate teacher and, if necessary, the teacher and
parents should go to the administration. However, parents are not permitted to interrupt
teachers immediately before school, immediately after school, or during class hours as
teachers have student/classroom obligations at those times. TEACHERS SHOULD BE SEEN
BY APPOINTMENT ONLY. If a conference with the administration or a teacher is needed,
the parent should leave a phone message or write a note at least a day or two in
advance of the desired conference date. In the best interest of students, the school
welcomes and encourages written and verbal communication between parents and
teachers.

It is the responsibility of the youngest child in the family to bring general school
communications home. A goldenrod-colored paper means that a return to school is
requested.

Parents should stay abreast of school activities by going on-line to www.sjwest.org

CONDUCT
Students are made aware that they are an integral part of the faith community and their
actions affect themselves as well as the entire community. The ultimate purpose of
discipline is to develop true Christian character and a sense of responsibility, to establish
an atmosphere conducive to academic excellence, and to protect the welfare of the
individual, as well as the school community.

There is a code of behavior to which St. John School students are expected to conform.
Administration and faculty share in preserving the order demanded by this code. Itis
presumed that there must be understanding in enforcement according to the level of the
child’s maturity. Respect for the dignity, freedom, and uniqueness of the individual is
communicated to each student. The common aim of administration, teachers, and
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parents should be shared responsibility in the child’'s development so that children are

aware of what is expected of them and freely accept responsibility for their actions.

Behavior Expectations

The expectations for all students include time spent at school and on field trips, time

engaged in walking to and waiting for the bus or car, and time spent at school-

sponsored activities outside of school hours (including those sponsored by PTF).

Students are expected to:

1. adhere to all rules and regulations established by existing school policies and
classroom teachers. School or classroom regulations and consequences are
determined by the administrators and teachers.

2. eatonly in the cafeteria (or classrooms, for class parties and other specially

designated times). Gum chewing is prohibited at all times.

. abide by the school’s dress code. Students are expected to arrive at school and

leave school in uniform.

study and to complete home and class assignments as well as written punishments in
the time specified by the teacher. Any student who is absent is responsible for
retrieving and completing the required work during the time specified by the teacher.
be honest in their relationships with others, including all school personnel. Honesty
includes, but is not limited to: refraining from lying, slander, calumny, gossip,
intimidation.

5. be honestin their work. This includes, but is not limited to: refraining from lying,

cheating, using “crib sheets”, sharing test answers, plagiarizing from all sources,

copying another student’s work, forging a signature.

be on time for school, all classes, and for lining up for the bus as well as car.

8. conduct themselves in a respectful, courteous and orderly manner and not be
disruptive.

9. conduct themselves in a manner that will be positive to the name and reputation of
Saint John School at all fimes.

10. come to school prepared with all required school supplies.

11. respect teachers and those in authority at all times, including all staff members and
volunteers in the school.

12. respect the rights of others as well as school and parish property.

13. remain on school property during school hours unless written permission is given to the
office.

14. play on the playground without exhibiting rough and aggressive behavior. This
includes, but is not limited to, fighting, cursing, using infimidating language.

15. play within the designated play area.

16. reflect good manners in the cafeteria during lunchtime, such as: politeness and
respect to cafeteria workers and other students, no pushing in line, speaking in a
conversational fone, disposing of food in proper receptacles, proper use of food,
drink, utensils, and furniture, being quiet during prayer time, following directions given
by staff members on duty, cleaning up after one’s self.

w
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17. keep harmful, objectionable, and valuable materials at home. The school is not
responsible for any valuable objects that are brought to school. Valuable items
include those which are valuable due to time (antique value), sentimentality, and/or
financial value.

18. abide by the St. John School policy on ethical and moral use of technology.

19. bring offenses to the attention to the teacher or an administrator.

20. assume responsibility for their own behavior.

21. keep hallways and stairways open to traffic by walking to the right. Traffic should not
be blocked by students standing in groups.

22. show consideration for others by passing through the hallways and waiting in the
cafeteria line quietly.

ASSIGNMENTS
Written or oral assignments of any nature should not contain undue violence and/or
highly descriptive violence.

Submitted student work also needs to be original work, done by the student
himself/herself. Plagiarism is not only unacceptable; it is also illegal. Plagiarism includes
not only directly copying the work of another, but also paraphrasing another's work. This
includes written work from books, magazines, or the internet.

DISCIPLINE PLAN

To maintain a positive learning environment and standards that are consistent with our
Catholic philosophy, it is essential that students exhibit a sense of responsibility and
respect for themselves as well as others.

Generally, the teacher will deal with infractions. When an incident is called to the
attention of one in authority, an investigation automatically takes place with all parties
involved. When sufficient information is obtained from the investigation, appropriate
disciplinary measures are taken. More serious offenses are brought to the attention of the
administration.

We use a system of demerits and detentions. When a demerit or detention slip is brought
home, it must be signed by the parent and returned the next day to the homeroom
teacher. Detentions are served from 3-4 P.M. on a designated day.

** 3 demerits = a 1-hour after-school detention
** a third detention = a 1-hour after-school detention plus a 1-day in-school
suspension

Students serving in-school suspensions are required to complete any work assigned during
the regular school schedule. In-school suspensions are not usually scheduled in advance.

The school reserves the right to employ the following procedures in dealing with instances
of inappropriate behavior:
1. The school administrators or teachers may confiscate inappropriate or objectionable
materials from students or objects that may be used for inappropriate behavior.
Some confiscated items may be retuned only to a parent.
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2. The school administrators reserve the right to determine the degree of punishment

(demerit, detention, suspension, expulsion) depending on the circumstances and
facts determined by an investigation.

3. The school administration has the right to request full payment for total replacement

A

and/or monetary reimbursement for broken objects resulting from a deliberate or
accidental breakage. This monetary reimbursement includes St. John property as well
as student and/or teacher personal belongings.

Field trips and other school activities are privileges afforded to students, not absolute
rights. Students may jeopardize their privileges if they do not conform to the
academic and/or behavioral expectations.

The administration reserves the right to deny a student participation in any school
related activities.

. The administration reserves the right to request that a student’s parent accompany

him/her on a field trip or on any school activity during the school day or outside
school hours.

. The administration reserves the right to deny a student participation in a field trip or

any other school activity during the school day or outside school hours.

The principal reserves the right to require ongoing counseling or psychological testing.
The principal reserves the right to deny renewal of registration for the subsequent
school year.

Classroom conduct

The following are the standard classroom policies. Teachers may have other regulations
not listed here. Students are bound by the following rules and also by the teacher’s rules.
1. Students are to be in their seats when class begins. They are not to leave their places

w N

9.

in the classroom without explicit permission.

. Each student is to have all the necessary materials for class.
. Students are to be attentive to the teachers and to participate actively in all class

activities assigned by the teachers. They are not to do work for another class or read
other-than-class materials, unless given explicit permission to do so by the teacher.
Materials for another class or for non-class activities should not be on the student’s
desk.

. Each student is to refrain from talking out without permission and from talking to others

while instruction is going on, or study periods or tests are underway.

. Students are to avoid any action that is distracting to the learning procedure

underway in the classroom, especially harassing other students.

. Students are responsible for the cleanliness around their chairs, in their desks, etc.

Students should dispose of any trash around their desks at the end of the day.
Students are to refrain from insulting expressions, overt demonstrations of disapproval,
and all other behavior disrupftive to the classroom situation. They are not fo pose
questions about grades or punishments during class time, but rather should see the
teacher during recess or after school in order to request information.

. The location of desks, the condition of windows, blinds, lights, fans, etc. are the

teacher’s responsibility. Students are not to regulate these unless directed to do so by
the teacher.
Students should always enter and leave the classroom quietly.

10. Students should refrain from congregating in the hallways, stairways, and bathrooms

at all times.
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11. Students are expected to stop in the office for a late slip if they are not in their
classroom by 8:30 A.M.
12. Students are to respect the privacy of teachers’ desks and computers.

Cafeteria Rules
Students are to enter the cafeteria and go through the line in an orderly fashion (no
cutting in line, pushing, yelling, etc.) They are to be respectful to the cafeteria personnel
and to each other, speaking in a moderate tone, and cleaning up the area around
them before they leave the table. They are not to touch the food of another student.
When silence is called for, whether for announcements or for prayer at the end of lunch,
students are to stop talking to each other and listen/pray.
** Parents, please note: We do not have a microwave available for student use. You are
asked to provide easy open containers for your child’s lunch so that the teacher
supervising the cafeteria can be accessible to all students and needs. Please check with
your child to see what he/she is actually eating at lunch time.

Recess Rules

Recess can occur either indoor or outdoor, depending on weather conditions and parish
activities. No matter where recess is held (grass, blacktop, or indoors), students are
expected to play in the designated areas.

Outdoor Recess:

Students usually play on the grass unless the ground becomes saturated with water,
resulting in muddy conditions. When grass is saturated, recess is moved to the parking lot.
For reasons of safety, students are prohibited from being in the driveway, near the school
or church, and near parked cars.

Playing football, lacrosse, and dodge ball is prohibited regardless of the area.

Students may engage in playing soccer whether on the grassy area or the blacktop.
Kickball may be played on the grassy area. If rough play resulting in injuries or potential
injuries occurs, students may be restricted from playing these games.

Playing catch is permitted as long as the balls used are not hard enough to potentially
hurt a student.

If any balls go intfo the woods or the pond, students may NOT go to retrieve them.
Playing on the parking lot provides the opportunity for students to play checkers, 4-
square, hopscotch, and other games.

Students are expected to display fair play and good sportsmanship during all recess
periods.

Indoor Recess:

The stage should not be used without permission.

Only the two lower rows of bleachers may be used.

There should be no running.

No balls or other objects may be thrown except for games designated below.
Grades 1-2 may play Free Throw.

Grades 3-4 may play Four Square or Lightning.

Grades 5-8 may play Lightning.
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Wall Ball is not permitted.
Consideration and respect for others is expected in manners, tone of voice, and all
behaviors.

Bathroom Rules
For the safety of all, students will use the following bathrooms unless otherwise instructed
by a teacher or administrator.
Grades 1-3 ... the bathroom opposite the computer lab in the 1st and 279 grade
hallway.
Grades 4-5 ... the bathroom opposite the Religious Ed. Office located in the school
building.
Grade 6 ... the bathroom in their homeroom hallway.
Grades 7-8 ... the bathroom in their homeroom hallway.

OFFENSES

Although numerous possible offenses are listed below, this is merely a general guideline.
Each case is individual. Age, repetition, and other circumstances may cause a lesser
disciplinary action or a more serious one. Also, individual teachers or administrators may
require other punishments, such as missing recess, cleaning the cafeteria tables,
withholding a child from a special function, etc., depending on the circumstances and
the severity of the offense. The list is not exhaustive and there may be other
inappropriate behavior for which a student may be disciplined. When serious or
repeated offenses occur, parents will be contacted to schedule a conference.

Examples of offenses that may result in a demerit or detention, depending on the
circumstances surrounding the offense, include, but are not limited to, the following.

Writing / passing notes in class

Excessive tardiness

Sharing inappropriate “web” sites or telephone numbers

Failure to follow directions given by authorized personnel

Infractions against the uniform code

Wearing shirts to school displaying any inappropriate sayings, pictures, or symbols
Failure to leave valuable materials at home. Valuable items include those which
are valuable due to time (antique value), sentimentality, and/or financial value.
Public display of affection, such as hugging and kissing

e Failure to bring required materials to class

Failure to return test papers, progress report envelopes, demerit/detention slips, and
other papers requiring parent/guardian signatures

Using the office phone without permission from a teacher or administrator

Using the bathroom at any time without permission from a school staff member
Chewing gum

Playing with a ball on school property, except when and where designated
Failure to abide by recess and classroom rules

Failure to adhere to cafeteria rules (Cafeteria seats may be assigned if behavior
warrants that action. The school reserves the right to have silent lunches if overall
behavior of the group warrants such. Students who misbehave in the cafeteria may
be told to stay and help clean up the cafeteria.)
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Eating anywhere on the school property except for cafeteria and class parties
unless permission is granted

Purchasing sodas from the soda machine without permission

Failure to line up for the bus/car on time

Failure to walk in an orderly manner any time during the school day.

Failure to properly take proper care of any school materials

Failure to remain in approved and supervised areas

Lying to school staff

Failure to assume responsibility for, or control of, his/her own behavior

Examples of offenses that may result in at least one detention, depending on the
circumstances surrounding the offense, include, but are not limited to the following:

Using unbecoming, vulgar, or abusive language verbally or in written form

Fighting

Gossiping so as to hurt another’s reputation

Shooting rubber bands

Throwing snowballs or rocks

Carrying matches, lighters, or tobacco

Failure to leave objectionable materials at home

Disrespect to teachers, staff, or volunteers

Gambling in any form for money

Failure to abide by the harassment policy

Unapproved possession or use of a cell phone during school hours.

Using technology in an unethical or immoral fashion

Unauthorized sale or distribution of any items not sponsored by the school

Cheating on a test, quiz, homework, or class assignment (This includes giving or
receiving unauthorized aid, using unauthorized sources, or plagiarizing --- copying
items from a source without proper documentation or taking another’s idea and using
it as your own.)

Stealing, aiding in stealing, or knowingly being in possession of stolen money, goods,
or clothing

Insubordination --- refusal to follow a directive of the administration or member of the
school staff

Truancy (Truancy is defined as a student absenting him/herself from school without
parent/legal guardian permission, or leaving school grounds without permission during
the school day.)

Failing to serve a detention

Examples of offenses for which the student would normally be suspended and which may
result in expulsion include, but are not limited to, the following. Suspension/expulsion may
occur on the first offense. (Community Conferencing may also be used.)

Student possession of prescription or over the counter drugs, including fransporting
medication to school

Student possession or distribution of illegal drugs

Use of tobacco

Verbal or written assault on another student or school staff memlber
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Arson

Bomb threat

Robbery

Violent behavior, which creates a substantial danger to persons or property
Possession of a real weapon or a look-alike weapon, which includes, but is not limited
to, any rifle or gun (loaded or unloaded, operable or inoperable), switchblade knife,
star knife, hunting knife, straight razor, spiked glove, spiked wristband, boards with nails
or other objects infended to harm. A look-alike weapon shall include but not be
limited to, an object or implement that resembles an object or implement described
above, such as a toy weapon.

Use or misuse of any items with the intention to cause bodily harm

Exhibiting any form of violence or violent objects in written or drawn form

Extortion

Repeated intimidation of another student or school staff member

Possession and/or detonation of an incendiary or explosive material or device
(firecracker or greater)

Destruction or vandalism of school property, personal property of students and/or
faculty, and the receipt, sale, possession, or distribution of property stolen from Saint
John School

Repeated disruptive behavior which results in the interference with the normal school
program

Inciting a school disruption

Misuse of the fire alarm

PROCEDURE FOR EXPULSION FROM ST. JOHN SCHOOL

e Inthe event that expulsion of a student from St. John School is deemed a
necessary

e possibility, the following procedure is followed:

e The parents are contacted and asked to come to school.

e The principal convenes a panel that may consist of any teachers who possess
knowledge of the offensive incident, assistant principal(s), and/or school
counselor.

e The student(s) and parents are invited to address the panel.

e After careful deliberation, the panel makes recommendations to the principal who
makes the final decision for or against expulsion.

e If parents feel an appeal of the decision is necessary, they may contact the pastor
who will review the situation with the principal and parents, and subsequently
confirm or reject the principal’s decision.

SEARCH AND SEIZURE

The administration and authorized staff of the school reserve the right to conduct
reasonable searches of students and visitors and areas under their control (desks,
personal belongings, lockers, cars, etc.) in cases of suspected violation of school policies
or endangerment/harm to self or others (e.g.: drugs, weapons, alcohol, tobacco,
stealing, etc.). If the search produces evidence of violation of school policies,
appropriate disciplinary action will be taken in accordance with the school’s handbook.
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CONFLICT SITUATIONS

Conflicts are a normal and healthy part of living and growing. Students are encouraged
to handle conflicts and not to avoid them. The goal is reconciliation. The administration
will implement acceptable conflict resolution techniques to work towards a solution.

ALCOHOL / DRUG POLICY

The administration of St. John School supports the following policies of the Board of
Education of Carroll County Public Schools. $t. John School students are expected to
abide by these policies when on public school property.

I. Authorized Prescribed Drugs and Over-the-Counter Drugs/Medications
Prescription or non-prescription drugs may be administered by the school only with
the written authorization of the student’s physician or dentist. Ibuprofen (e.g. Advil) or
acetaminophen (e.g.Tylenol) may be administered upon written consent of the
student’s parent or guardian . A medication consent form, available from the office,
MUST ALSO be signed by the parent/guardian before ANY drug/medicine,
prescription or non-prescription, may be administered. No medication will be
administered unless it is in the original container with appropriate written permission
and directions.

Il. Other
Policy statement:
The Board of Education strongly endorses a drug-free school environment.
Accordingly, it is the policy of the Board of Education that:

The use, possession, manufacture, distribution, and solicitation of controlled
dangerous substances, drug paraphernalia, look-alike drugs, unauthorized legal
drugs, prescription drugs, over-the-counter drugs/medications, alcohol, tobacco, or
inhalant substances are strictly prohibited on, or within, school property, school
vehicles, or at or in connection with any program or activity sponsored by or endorsed
by the Carroll County Public Schools.

School officials will involve appropriate law enforcement agencies when violations of
this policy occur on school property, on school transportation, or at a school
sponsored activity.

The use of undercover police officers is authorized after the Board President has been
notified and when deemed essential to an investigation.

The use of drug detection dogs is authorized as a possible resource by school officials
in drug investigations and for drug deterrence. There shall be mutual agreement by
school and law enforcement officials that the use of drug detection dogs is
appropriate.

Requlations:

Board of Education of Carroll County policy, as well as administrative and disciplinary
regulations, are designed to support the concept that substance abuse is both a
health care problem and an illegal act. Violations of alcohol/drug laws will be
handled as school disciplinary infractions as well as illegal actions. In all cases,
parents and students are advised that appropriate law enforcement agencies will be
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contacted by school system officials immediately upon the discovery of any
alcohol/drug use, possession, or distribution in school, on any school property, or
during any school sponsored function.

Consequences for infractions by St. John School students include, but are not limited
to, mandatory referral for freatment, suspension, expulsion.

VIOLENT ACTS, SERIOUS THREATS OF VIOLENCE, FALSE ALARMS, AND BOMB THREATS
Violent Acts: Parents and students are advised that any violent act by a student will be
handled as a serious disciplinary infraction, and possibly as an illegal act. For any violent
act committed, whether on school property, on the bus, or at school-sponsored events,
appropriate law enforcement agencies could be contacted due to the substantial
danger or serious injury involved.

A violent actincludes, but Is not limited to, serious assault or battery by a student directed
toward another student, and any assault or battery by a student directed toward an
adult, and possession of a weapon or look-a-like weapon. A violent act also includes
constructive possession of a weapon (knowingly or willfully placing oneself in proximity to
a person who has a weapon or look-a-like weapon), when the student in constructive
possession is actively involved in plans for obtaining or using the weapon.

Violations of the Violent Acts regulations will result in one or more from the following range
of consequences:

Suspension

Counseling for Conflict Management

Law enforcement involvement

Recommendation for outside counseling/treatment

Possible violence assessment and/or treatment required for return to school and
continuance of enroliment

¢ Recommendation for extended suspension or expulsion

Serious Threats: St. John school administrators will take action on any threat of violence
(verbal or non-verbal) fo determine the seriousness of the threat, as well as the
appropriate disciplinary action. Reasonable means shall be taken to prevent the threat
from being carried out. Parents will be notified, disciplinary action will be taken, and law
enforcement or other officials could be involved, as appropriate, due to the danger of
significant injury and/or damage to property.

Serious threats of violence made at or away from school fall under these regulations
when there is a connection between the threat and student/staff safety. For a threat to
qualify as serious, it must result in the perception of the ability/intention of the student to
carry out the threat. Violations of the Serious Threats regulation will result in one or more
from the following range or consequences:

e Suspension with successful re-entry conference

e Mandatory violence assessment with successful completion and compliance with
recommendations prior to and following school return
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e Upon asecond offense, compliance with/successful completion of
recommended freatment in order to remain a student.

e Law enforcement of Juvenile Services involvement

¢ Recommendation for extended suspension or expulsion

For any serious threat, principals will have the discretion to determine other disciplinary
action or intervention (including amending the initial suspension, or changing the
educational placement of the student), based on the results of the
screening/assessment. The Division of Schools of the Archdiocese of Baltimore will also be
involved.

False Alarms and Bomb Threats: Students who intentionally pull or telephonically call in a
false fire alarm and/or make false statements regarding bomb threats will be subject to
suspension or expulsion.

Weapons on school property

The St. John School System has a strong commitment to the welfare and safety of its
students and staff. It therefore established a policy to prohibit any weapon, including
any look-a-like weapon, on school property, school buses, or at any school-sponsored
activity. The Annotated Code of Maryland prohibits persons, other than law enforcement
officers in the regular course of their duty, from carrying or possessing any rifle, gun, knife,
or deadly weapon of any kind on any public school property.

For the purpose of definition, under the weapons regulation, a weapon shall include, but
not be limited to, any rifle or gun (loaded or unloaded, operable or inoperable),
switchblade knife, hunting knife, star knife, straight razor, nunchaku, spiked wristband,
boards with nails, chemical mace, tear gas, and any other object or implement intended
to cause bodily harm to another, or used in such a way as to cause bodily harm to
another.

Should a student be found in violation of these regulations, the principal shall take steps
to minimize risk to students and staff; call the Division of Schools of the Archdiocese of
Baltimore; suspend the student from school ; assign the student to a
counseling/education program. Involvement of Police and possible expulsion may be
warranted depending on the nature of the offence.

The principal shall consult with the Division of Schools of the Archdiocese of Baltimore for
any student who uses, possesses or fransports firearms, such as arifle or gun (loaded or
unloaded, operable or inoperable) or look-a-like firearms, onto school property, a school
bus, or at a school-sponsored activity.

ATTENDANCE

All absences and days the student arrives late become part of a student’s permanent
record. When a student is absent from school, a parent/legal guardian must call the
school any time before 8:30 AM to report the reason for absence. The school reserves
the right fo call the home of the absent student(s) to ascertain the cause(s) for absence.
When the student returns to school, the student must bring a note signed by a
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parent/legal guardian stating the reason for absence and validated by a doctor, if
applicable. ltis strongly recommended that a child returning to school after having a
febrile iliness be fever free for 24 hours prior to returning to school.

In order to have sufficient time for an optimum education, it is important that students
attend school regularly. S$t. John School standards for regular attendance are as follows:

e When a student is not present in school the student is considered “absent” and is
marked on the permanent record card accordingly.

e Astudent can only be marked “present” if physically in school.

e When a student’s absence is due to an outside event supported by the school, this
is considered an “excused absence” and will not count against the yearly
“perfect attendance” award.

¢ More than 20 days absence per year is considered excessive. The principal will
review the attendance record of any individual who exceeds this level, and will
determine the consequence, if any is deemed necessary.

e The yearly “perfect attendance” award will be given to students who have not
been absent (except for “excused” absences) during the school year.

e In addition to the Perfect Attendance award, which is given at the end of the
year, an Excellent Attendance award will also be given to students who have only
been absent 2 to 3 days during the school year.

Voted by the School Board, June 1997

e ‘“Excused absences” include, but are not limited to, a one time 1-day visit to a high
school by an 8th grader, attendance at the March for Life, participating in Take
Your Child to Work Day, when a St. John School Student represents the school at
an event.

e ‘“Excused absences” will be recorded on permanent records to show a child was
not physically present.

e Any child with 4 or more late arrivals will not be eligible for an attendance award
at the end of the year.

Absence - Assignments

The school can provide only limited service to a student who must be absent for a
prolonged period of fime. The classroom learning experience, coupled with the use of
the library and the other special services offered by the school, are reasons for not
promising to the absent student more than the school can deliver. The guidelines to be
followed for any absence are:

e Any student who is absent must arrange with the teacher or a classmate to
receive assignments.

e Classes, discussions, labs (in science) will be made up at the discretfion of the
teacher. A student who has been absent must see the teacher immediately upon
return and may be required fo stay in at recess to make up the work.

e Parents of students with medical problems necessitating extended absence (more
than 20 days) must contact the office immediately. The office informs all parties
who need to know. The school nurse should be contacted before the child returns
to school so that a support system can be set up to ease the student’s re-entry.

e Home tutoring for prolonged iliness is available through the county, in the student’s
home, under certain specific circumstances.
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Arriving Late / Leaving Early
Students may enter their homerooms at 8:15 A.M. The school day begins at 8:30 A.M.
(Supervision CAN NOT be provided before that time.)

Upon arriving, students immediately prepare for the school day. Any student arriving after
8:30 A.M. is considered late and must report to the office for a late slip. Teachers will not
admit students to their homerooms without a late slip. Students will be marked late on
their permanent records. It is the responsibility of the student to check with the
homeroom teacher to receive any necessary communication that may have been
missed due to lateness.

e If the student arrives at school between 8:30 A.M. and 9:30 A.M. the student is
marked late.

e If the student is absent from the building for 1 to 4 hours, the student is marked 2
day absent.

e If the studentis absent from the building for more than four hours, the student is
marked absent for the whole day.

e |If astudentleaves between 2:00 and 3:00, he/she must report to the office for an
early dismissal slip.

The school discourages early departures and requests that families arrange medical
appointments, dental appointments, (etc.) either after school hours, on days when
school is not in session, on Saturdays, or during vacation periods. For an emergency early
dismissal, the student, if possible, must submit a note to the office signed by the parent /
legal guardian. The note should include the reason for the request and the time the
student must leave school. When the parent arrives at the office, the child will be
dismissed from the classroom and must be signed out by the parent / guardian. The
student must make up the classroom work at the discretion of the teacher.

ARRIVAL AND DISMISSAL

Morning Drop Off
Morning drop-off is between 8:00 and 8:30 a.m. Enter St. John property by way of either
St. Joe’s Way (off Monroe St.) or Wimert Avenue. In either case, proceed to the driveway
near Wimert Ave. and go between the church and the Portico to the back of the school
buildings. Stay on the left side of the driveway (no cars will be coming in that direction),
to allow room for children to walk safely away from vehicles. It is important that cars pull
all the way down so that the first car in line is at the older school building, with each
following car directly behind it. In this way several cars can unload children at the same
time, making for a more efficient arrival process.

After the children are dropped off and away from the cars, that group of cars exits by
using the driveway between the old school building and the parish center. If you need to
stop into the office to conduct business, please drop your child off first and then come
around to the front of the school and park in the far parking spaces in front of the school.

Children may enter the school door nearest their car. Those arriving between 8:00 and
8:15 are to walk to the cafeteria and wait. Those arriving after 8:15 may walk directly to
the classroom.
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Car Dismissal
Car dismissal begins at 3:00 p.m. Early arrival is helpful; however, arrival before 2:45 p.m.
in not recommended because of Physical Education classes. All cars must have a
READABLE sign in the window listing all students in your car pool. (Heavy dark lefters on
an 8x10 poster or paper are ideal.

Enter St. John property by way of either St. Joe's Way or Wimert Ave. Proceed to the
driveway near Wimert Ave. Go between the church and the Portico, then into the first
enfrance parking lot. Pull all the way down to the first lane. After spaces in the first lane
are filled, begin the second lane and so forth. Cars remain stationary until all children are
safely in cars and then the entire lane exits one after the other.

Cars exit by going to the far end of the parking lot and back to the way they entered,
between the church and the Portico. After all cars in that lane exit, the next lane of
children begins to proceed to cars and the process repeats itself.

No cars should be left unoccupied and all pre-school aged children must remain inside
their cars while parents are waiting. Engines should be turned off at arrival to avoid the
possibility of a car inadvertently moving.

The students are to listen for their names to be called and quickly exit to the parking loft. If
the lane is ready to dismiss and the children have not come to their cars, it will be
necessary for the parent to dismiss with the rest of your lane and then proceed to the
front of the school and go inside to have the child paged to the office. Parents MUST sign
the child out at the office.

Neither parents, students, nor siblings are to enter the building from the car rider area to
retrieve missing car pool members or forgotten books or belongings. If something is
forgotten, it will be necessary to go the front of the school to reenter.

Please remember that the main purpose of this dismissal system is to keep children safe.

Do not pre-park your car in the dismissal lane on days you will be returning from a field trip
or activity. If your return is delayed, your car becomes an obstacle for others. You may
park your car in the front of the school in the far parking spaces.

No child may be picked up anywhere other than the car rider line or front office, unless
this has been authorized by the office. This also applies to our safeties.

After your children are in the vehicle, please put your left blinker on to indicate to the
dismissal team that you are ready to be dismissed.

Please do not try to back out of your parking space.
At 3:25 all children not yet picked up will be sent to the 7B class room to wait for their ride.

All children are expected to be picked up by 3:30pm. If students are repeatedly not
picked up by 3:30, parents will be contacted by the school.
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All car riders are expected to use this dismissal plan. The school recognizes the fact that
there are times when a pick-up at the office is necessary. If, on a given day, this does
become a necessity, please come into the office to give your name and your child will
be called AFTER the lanes are called. Students MAY NOT leave from the front of the
school unless they are accompanied by a parent or a guardian. Children will NOT come
to the office unless you are there first. Dismissing from the office may only be done on an
as needed basis and may not become consistent. Please write a note to the principal to
explain why this may be needed on a consistent basis.

For instructional purposes, physical education classes will often be conducted on the
parking lot. Because of this, parents are asked not to arrive too early as an abundance
of early arrivals could cause a back-up on Monroe Street, which is a safety hazard.

UNIFORM REGULATIONS (GRADES K-8)

Students are expected to be well groomed and in proper uniform every school day. The
purpose of uniforms is to minimize distraction so that an atmosphere conducive to
learning is fostered. There are to be no deviations from, or additions to, the following
regulations. Shoes with wheels in them and flip flops ARE NOT PERMITTED IN SCHOOL AT
ANY TIME FOR ANY REASON.

Boys, Grades K-8
e Navy blue tfrousers — no jean cut or corduroy, with cuffs to be worn to the tops of

the shoes

Plain white knit, short-sleeve polo 3-button shirt

Plain white knit, long-sleeve polo 3-button shirt

Plain white turtleneck

Navy blue sweater (no monogram or appliqués) OR navy blue St. John crew-neck

sweatshirt

Dark socks*

e Brown tie, soft-sole shoes — no athletic shoes (Vans, Sketchers, Boots, etc. are not
part of the uniform shoe)

e Brown or black belt with inconspicuous buckle

e Solid white undershirt (if worn)

e Kindergarten students do have the option to wear athletic shoes as part of the
uniform.

Girls, Grade K-4
e Plaid St. John jumper
e Plain white short-sleeve, rounded-collar blouse
e Plain white turtleneck
e Navy blue sweater — no monogram or appliqués OR navy blue St. John crew-neck
sweatshirt
Navy blue knee-high socks* or tights
e Brown tie, soft sole shoes —no athletic shoes (Vans, Sketchers, Boots, or shoes with
higher heels, etc. are not part of the school uniform)
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e Kindergarten students do have the option to wear athletic shoes as part of the
uniform.

Girls, Grade 5-8
e Plaid St. John skirt

Plain white short-sleeve, rounded collar blouse

Plain white knit, short-sleeve polo 3-button shirt

Plain whit knit, long-sleeve polo 3-button shirt

Plain white turtleneck

Navy blue sweater — No monograms or appliqués OR navy blue St. John crew-

neck sweatshirt

Navy blue knee-high socks* or tights

e Brown tie, soft sole shoes — No athletic shoes (Vans, Sketchers, Boots or shoes with
higher heels, etc. are not part of the school uniform.)

*If white socks are necessary for medical reasons, please submit a note to the office.

Gym Attire
Grades K-8

e Gray T-shirt with St. John School logo

e Navy Shorts with St. John School logo (Nylon mesh gym shorts are available to
middle school students.)

Undershirts must be white

White socks

Sneakers(athletic shoes) — any color

Navy blue cotton sweat pants may be worn over the gym uniform on cooler days
along with the St. John crew neck sweatshirt. No nylon sweat suits.

Gym shorts must be unrolled and worn at the waist.

Students are expected to wear the gym uniform (gray T-shirt and navy shorts marked with
St. John School logo) for all gym classes. Students may wear that uniform all day rather
than change back into the regular school uniform. The sweat suit is crew neck and may
not be hooded.

Additional Dress Code Regulations:

a) General Appearance

e Nails must be an appropriate length.

e No hats may be worn in the building.

e Boftoms of pants must touch the tops of the shoes.
[ ]

Slacks must be belted at the waist.

Gym shorts must be unrolled and worn at the waist.
b) Jewelry
e No jewelry may be worn in Physical Education class.
e A wrist watch is the only jewelry permitted on the arm.
e Only one small earring per ear (in the_earlobe only) may be worn with the uniform. No
dangling earrings and no hoop earrings larger than a penny(3/4 inch in diameter) may
be worn. Boys are NOT permitted to wear earrings. No additional body piercing is
permitted.
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c) Hair
e Haircuts must be neat and clean, and should not obstruct the child’s
vision/eyebrows. Boys' hair may not be longer than the natural hair line in the back,
eyebrows in the front, and tops of the ears on the sides.
e Radical hairstyles are not permitted.
e Hair color and style must be natural, with no tinting, highlighting, spiking, etc.

d) Make-up
e No make-up, colored nail polish, lipstick, eye make-up, or other cosmetics may be
worn.

THE SCHOOL RESERVES THE RIGHT TO DETERMINE WHETHER THE STUDENT'S APPEARANCE
AND DRESS ARE APPROPRIATE FOR SCHOOL. THIS DECISION RESTS WITH THE SCHOOL
ADMINISTRATION.

OUT-OF-UNIFORM DAYS

Throughout the school year, there are designated days when students may be out of
uniform. On these days students are expected to dress in a proper, respectable way,
including no clothes that are too short, too tight, or too revealing. If a student’s clothes
are deemed not proper, the student will be expected to call home for a change of
clothes. Any student who has to call home WILL NOT be permitted to participate in the
next out-of uniform days. NO MAKE-UP OR NAIL POLISH MAY BE WORN ON ANY OUT-OF-
UNIFORM DAYS.

Birthdays
A student may choose a day in the month of his/her birthday to be out of uniform for the

day. Clothes must be appropriate for school. Students with summer birthdays (June, July,
August) may choose any day during the school year to be out of uniform.

ACTIVE WEAR

St. John School is pleased to offer “active wear” for children and adults. This includes
navy Russell Athletics heavyweight sweatshirts and sweatpants with silver logo “St. John
School”.

LUNCH PROGRAM

Students have the option of buying lunch in the cafeteria or bringing lunch from home.
Students who choose to buy lunch participate in the St. John School lunch program
(hamed “St. John Lunchbox”). This is a computerized pre-paid lunch program. A menu is
sent home at the beginning of each month listing daily menu items. Items are sold “a la
carte”. All purchases are made through the computerized system. Parents have
authority to restrict their children’s menu selections and snack choices. Checks should be
made to “St. John Lunchbox”. No cash payments are allowed.

Milk Program
Saint John Catholic School participates in the Federal Child Nutrition Program to supply

white or chocolate milk for student lunches at a reduced cost. A letter is given to parents
before school starts explaining the program.
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SAFETY

e A.H.E.R.A.-In October, 1986, the U.S. Congress enacted the Asbestos Hazard
Emergency Response Act (AHERA). Under this law, comprehensive regulations were
developed to address asbestos problems in public and private elementary and
secondary schools. These regulations require most schools to inspect for friable and
non-friable asbestos, develop asbestos management plans that address asbestos
hazards in school buildings and implement response actions in a timely manner. Our
program for fulfilling these responsibilities is outlined in our asbestos management
plan. This plan contains information on our inspections, re-inspections, response
actions and post-response action activities, including periodic surveillance activities
that are planned or are in progress. The plan is kept in the principal’s office and may
be viewed upon request during normal business hours.

e Fire drills are conducted throughout the year.

e In case of dangerous storm conditions, such as a severe thunderstorm or a tornado
warning, an emergency storm plan is conducted. Children who are outside are
brought in immediately. Children are seated in the school hallways away from
windows and doors, until the danger has passed. If the dangerous conditions occur
at dismissal, students are not sent to the public schools for their buses and car dismissal
is delayed.

Traffic Safety
We ask that all parents consider the safety of the students and other children who use the

campus, especially during arrival and dismissal. BE ALERT AND DRIVE SLOWLY THROUGH
THE PARKING LOT. PLEASE DO NOT EXTEND “ROAD RAGE” TO THE PARKING LOT. EVERYONE
DESERVES PATIENCE AND COURTESY!

Do not use the driveway behind the parish center between the hours of 8:00 a.m. and
8:30 a.m. and 2:45 p.m. and 3:30 p.m. This driveway is used by S$t. John students who are
bus riders. For instructional purposes, physical education classes will be conducted on
the parking lot when the grounds are too saturated from rain. This can create a backup
on Monroe Street, which is a safety hazard. On these days, parents are asked to delay
their arrival time for car dismissal.

HEALTH ISSUES

Allergies

Parents must notify the school of a child’s allergies, including food allergies. School
medication orders must be renewed each year by the physician, and the order must be
signed on or after July 1. If a student carries an EPIPEN with him/her, the physician’s order
must state this requirement.

Communicable Disease

A communicable disease is a condition, which requires isolation and transfer home as
soon as possible. Parents must call the school if the child is diagnosed with a
communicable disease. The school must notify the Health Department. All reports are
confidential. These diseases/conditions are necessary to report:

Chicken Pox Streptococcal infections Whooping Cough Impetigo
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Lyme Disease Virus infection Measles (regular/German)

Meningitis Tuberculosis Mumps Hepatitis
Pediculosis (head lice) n Human Immune Deficiency Food poisoning
Rocky Mountain Spotted Fever Adverse reaction to Pertussis vaccine

A parent will be notified if a child exhibits any symptoms of the above
diseases/conditions. These communicable diseases/conditions can only be diagnosed
by a physician. Infectious diseases will require a physician’s release to return to school.
Fact sheets on a variety of communicable diseases are available in the health suite as a
reference. They are not used to establish a diagnosis or recommend treatment. The fact
sheets are from the Health Services Handbook published by Carroll County Public
Schools.

Any student with drainage from the eyes, associated with conjunctivitis (pink eye) must
be kept at home until under freatment from a doctor. A doctor’s note will be required for
readmission to school. Students who have chicken pox are excluded from school until alll
lesions are scabbed over. Students are excluded from school for head lice. A child may
return to school when he/she is free of lice and nits. A child must be examined by school
personnel before he/she can return to class. There is no stigma involved with head lice.

It is a situation that can happen in any school.

Health Records

Parents are required to complete a Health Form listing allergies, serious medical
conditions, medications, and emergency contact information. The school must be
notified of changes that occur during the school year.

Hearing, Vision, and Scoliosis Testing
The school follows the directives of the Carroll County Health Department and prints
testing dates on the monthly calendar.

Immunizations

A principal or designee may allow a child to enter school on the FIRST DAY ONLY, if the
school has not received the child’s official immunization record or other appropriate
documentation of immunization status. The child will not be allowed into the school after
the first school day unfil the proper documentation is received. The immunization record
must have the month, day, and year of each vaccination, be signed by a physician or
health department official, and be approved by the admitting school.

Maryland School Immunization Requirements:

The following are the immunization requirements for pupils entering any grade,
kindergarten through twelfth, in a Maryland public or private school.

Maryland Department of Health and Mental Hygiene -Recommended Immunization
Schedule:

Recommended Schedule Abbreviations

Age Vaccine

Birth HBV DtuP - Diphtheria and etanus toxoids with accelular pertussis vaccine
2 Mos. DtuP, Polio, Hib, HBV

4 Mos DtuP, Polio, Hib Polio — Polio vaccine, oral or injectable

6 Mos. DtuP, Hib, HBV MMR — measles, mumps, and rubella combined vaccine
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12 Mos. MMR #1, Polio, Varicella
15 Mos. Hib, DtuP Hib — Haemophilus influenzae type b vaccine(vaccine
schedule may vary depending on the manufacturer)
4-6 Yrs. Polio, MMR#2, DtuP
12 Yrs. MMR#2 (if not given earlier)
HBV — Hepatitis B vaccine
Varicella — Chickenpox vaccine

Maryland Department of Health and Mental Hygiene has adopted new school
immunization requirements. New regulations, .01-.10 under COMAR 10.06.04 School
Health Services and Required Immunizations Before Entry intfo School, became effective
November 24, 2005. Please note the revisions to include:
¢ Pneumococcal vaccine also known as PCV7 or by the brand name Prevnar™ will
be required for children enrolled in preschool programs.
e Varicella (chickenpox) and Hepatitis B vaccines will be required for children
entering preschool programs through ninth grades.

Injury/lliness

If a child is injured while at school, whether inside or outside of the school building, the
school nurse or authorized school personnel is immediately notified. The school
nurse/authorized personnel is responsible for tending to the child. More serious injuries
may require emergency medical help. The school keeps a record of all visits to the
nurse's office. When a child is too ill to remain in school or is injured, a parent is notified.

If any injury to the head or any other serious injury occurs to a student, the nurse will call
the parent and send home a report. The report must be signed by the parent/guardian
and returned to school. If the parent/guardian or alternative contact person cannot be
reached in an emergency, the school will contact police/ambulance for assistance.

If a child is ill enough to be kept in during the recess period, the child should be kept at
home until he/she can follow the regular school schedule. The school does not have
adequate personnel for individual supervision.

If a student is to be excused for MORE THAN 2 PHYSICAL EDUCATION CLASSES PER
SEMESTER, a doctor’s note is required as verification of a medical excuse.

A parent must send a written note to the teacher when a child has been absent from
school. The school office should also be notified if a child has a prolonged iliness. The
school office must receive a note if a child needs to be dismissed early for any medical
attention, if this is known by the parent in advance. The parent must sign the child out at
the office for the early dismissal. The child MAY NOT meet the parent in the school lobby.

Insurance
The school provides the option for parents to purchase student health insurance for their
children.
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Medical Information for Kindergarten Students
The State of Maryland requires particular health forms to be completed for incoming
kindergarten students. These forms are distributed by St. John School office to parents in
the spring and must be completed and sent into the office before the first day of school.
e A physical exam is required with the physician completing the Health Inventory Form
and the Maryland Immunization Certificate.
e A dental exam is also required with the dentist completing the CCPS School Dental
Health Record.
Medication
If a child needs to receive medicine at school a medical consent form must be
completed for each and every medicine that he/she receives. The school nurse or
authorized school personnel will administer medications only when the medical consent
form is completed by the physician, signed by the parent, and returned to the school
nurse. The medical consent form is necessary for prescripfion and over the counter
medicines. A prescription and OTC medication requires a physician’s signature on the
medical consent form and the medication must be in the original prescription and OTC
bofttle/container. Forms may be obtained from the office. Please be aware of the
following:

¢ A child may not have any medication in his/her possession at any fime in school.

e A child may not tfransport any prescription/non-prescription drugs to school
(including throat soothers or cough suppressants-medicated and/or non-
medicated).

e Leftover medication will be returned only to a parent, guardian, or designated
adult. Unused, unclaimed, or expired medications will be destroyed at the end of
the school year.

e If a child needs a medication (prescription or non-prescription) during school, the
medication must be marked with the child’s name and an adult must bring the
medication to the office in the original bottle. A medical consent form must also be
completed.

e Any student found in possession of either prescription or non-prescription drugs in
school will be liable for disciplinary action, up to an including suspension.

CHILD ABUSE AND NEGLECT REPORTING POLICY AND PROCEDURES

Compliance with Maryland Laws

The Archdiocese complies with Maryland laws regarding reporting of suspected child
abuse to civil authorities.
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Procedures

4. Under Maryland law, any person who has reason to believe a child has been
subjected to abuse must immediately make a report to the local office of Department of
Social Services as soon as possible.

i. “Abuse” means the physical injury or mental injury of a child by any parent or other
person who has permanent or temporary care or custody or responsibility for supervision
of a child, or by any household or family member under circumstances that indicate that
the child’s health or welfare is harmed or at substantial risk of being harmed; or sexual
abuse, whether or not physical injuries are sustained.

ii."Sexual abuse” means any act that involves sexual molestation or exploitation of a child
by a parent or other person who has permanent or temporary care or custody or
responsibility for supervision of a child, or by any household or family member.

ili."Child"” is any individual under 18 years of age.

5. Staff members of child care institutions, including schools and day care centers, must
also notify the head of the institution of the suspected abuse.

i.v. The Archdiocese cooperates fully with civil authorities investigating reports of child
abuse.

3.3 A person who makes a report of child sexual abuse to the Archdiocese of Baltimore
is required to follow the state requirements for reporting.

3.4 Alleged abuse that occurred when the victim was under 18 must be reported, even
if the victim is now over 18, and even in cases when the alleged perpetrator is deceased.

VOLUNTEERS

Volunteers perform valuable work and assist in many ways in school and for fundraising
programs. School volunteers are requested to sign the book outside the office and
receive a pass from the office. Volunteers must adhere to the following archdiocesan
policy.

The Archdiocese of Baltimore is committed to healthy ministry, and seeks to engage
competent, qualified people. To protect children and youth, Church personnel are
screened for their fitness to work with minors. St. John School has a volunteer handbook.

1.1 Volunteers

1.1.1 Completion of the Archdiocese’s Application for Volunteers is required for all

volunteers. The application asks specific questions about working with children and

youth.

1.1.2 Background checks will be required for volunteers working with minors and any

other volunteer roles identified by the pastor, principal or program director.

1.1.3 References must be checked on designated volunteers and kept on file by the

pastor, principal, or designee.

1.1.4 Anyone who chooses not to fill out the Application for Volunteers will not be

allowed to volunteer.

1.1.5 Each volunteer will be provided with a copy of the Archdiocesan “Statement of
Policy for the Protection of Children and Youth” (and the “Code of Conduct for
Church Personnel in the Archdiocese of Baltimore). Each volunteer must sign @
statement acknowledging that the volunteer has read the policy and will comply
with reporting procedures and other requirements.

Additionally, each volunteer must attend a training session and view the STAND video

provided by the Archdiocese.
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FIELD TRIPS

Field trips play an important role in a student’s educational program, and students are
expected to participate in these activities. The school reserves the right to have the
parent accompany his/her child on the trip. The school also reserves the right to deny
permission for a student to participate in a field trip. Such students are to report to school
at the usual time. Work will be provided by teachers. Absence on these days will be
considered an unexcused absence. Finances should not deter a student from attending
a field trip. Please contact the finance office for assistance on ext. 228.

The Archdiocesan Division of Catholic Schools requires that any student going on a field
trip have a specially designated permission slip that must be signed by a parent and
returned to the school. A student may not attend a field trip without this SPECIALLY
DESIGNATED signed slip, which must be returned to school by the designated date. NO
OTHER TYPE OF PERMISSION SLIP IS ACCEPTABLE. A student without a signed slip must
attend school that day and do work assigned by the teacher. Students kept home will
be marked absent. All students attending a field trip are required to use the bus, and
must leave St. John School for the trip, and return to St. John School to be dismissed.
(Permission must be obtained from the Principal to alter the bus requirement, if
exceptional circumstances warrant it.)

Each class has a designated number of chaperones chosen through a drawing from
names of parents who indicate their availability and respond to the school by the date
requested. When a parent volunteers to chaperone, that parent takes on responsibility
for the safety of children and for following the schedule. Because of safety and liability
factors, no siblings are permitted to attend the event. It is the responsibility of the parents
of a student with a documented learning disability or medical condition to make
arrangements for their child’s specific supervisory needs.

Bus and trip regulations prohibit an unlimited number of chaperones. Parents not
selected as chaperones are not permitted to join the group at the trip destination as this
usurps the authority of the teachers and selected chaperones who are legally in charge.
All chaperones must be STAND certified. When classes on trips return to school close to
the regular dismissal time a child may leave early with his/her parent, with teacher
permission.

At times a gift shop on a designated field trip, may sell oy weapons or other items, which
may cause safety concerns for students. Although the school has no control over items
being sold, students enrolled in St. John School may NOT purchase these items. If such a
purchase is made by a student the item(s) will be taken away and disciplinary measures
will be taken.

NOTE: In the event that the National Terror Alert rises to code orange/red, no field trip will
be permitted outside the county.

HIGH SCHOOL VISITATION
Eighth graders are encouraged to visit high schools on days St. John Schoolis not in
session, and are also encouraged to attend the high school open houses. Each eighth
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grader is authorized to use ONE St. John School day for a high school visit, which will
result in an excused absence. The student is expected to get a high school visitation form
from the St. John School office, take it to the high school for a signature, and return it to
St. John School.

GRADUATION
The eighth grade graduation is kept simple. St. John School sponsors a class trip to
Hershey Park for the 8" grade class, an awards ceremony, and the graduation day
Liturgy. All other events associated with graduation are considered private (hon-school,
non-parish, non-PTF) sponsored. As such, these events are not funded by St. John School,
the parish, or the PTF. They are not covered by school/parish insurance.

Adopted by the $t. John School Board February 24, 1999

CRISIS INTERVENTION PLAN

St. John School has a crisis intervention plan with a designated crisis team. The plan was
written with the assistance of various police agencies and community leaders of
emergency services. These agencies provided fraining for staff members.

CASH BACK PROGRAMS

I. Grocery / Department Store Gift Card Program

This is an extiremely easy way to help support St. John School. Cards may be purchased
from the school to use in area grocery / department stores. The cards are used as
“cash”, with a 5% return to St. John School on all cards sold. Information is available
through the office. The following stores participate in the program.

Stores

GIANT/MARTINS

SUPER FRESH

WEIS

SHOPPERS

KOHL'S

BOSCOV'S

FOOD LION

Note: Kohl's cards may also be used to pay Kohl's bills.

Il. Other Programs
There are also various other easy ways to earn cash for the school. Through these
programs, our school has received thousands of dollars over the past several years. Your
participation is greatly encouraged.
e Cut out the “Box Tops for Education” from General Mills products. Send these into
the school office.
¢ Send in “Labels for Education” from Campbell’s products, etc.
Usually September through March, Giant and Safeway run programs for schools.
These programs require you to sign up for a school (either on-line, or through
paperwork sent home from school or available at church). When you shop in those
stores during the designated months, credit is given to St. John School. The sign up
and registration occur yearly.
e Target gives a designated percentage of your charge card purchase when you use
the Target charge card. Information is available at Target’s service desk.
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BIRTHDAY CLUB

Each parent at school may join the library “Birthday Club”. Each month new books will
be available on the “birthday shelf” in the library. A student may select a book of his/her
choice to donate to the library in honor of his/her birthday. A commemorative
bookplate will be added to the front of the book, celebrating the child’s birthday. The
birthday student will be the first person to check out the new book from the library.

The average cost of a new hardback book is $16.00, which includes cost, shipping, and
processing. A parentis asked to contrioute $10-$15.00 toward the cost, if the child
decides to join the “Birthday Club”. Reminders will be sent home shortly before the
child’s birthday month.

PARTY INVITATIONS

If a child brings invitations to school for a birthday party at home, all children in the class
must be invited. Otherwise, other arrangements must be made to distribute invitations.
School personnel will not distribute any invitations.

SCHOOL PICTURES

Individual school pictures (which can be done in or out of uniform) are taken in the fall.
Class pictures are taken in uniform in late winter or early spring. A group picture of the 8t
graders is taken at graduation. During the year, pictures are taken for the yearbook. No
makeup or nail polish is allowed on ANY picture day.

BAND

Students in Grades 4-8 may enroll in the Instrumental Music Program. Lessons are held
during school hours, once a week for one-half hour on a rotating basis so students do not
miss the same class each week. STUDENTS ARE ACCOUNTABLE FOR ANY MISSED WORK.
Full band practice is held one day a week after school.

BOOK CLUBS

During the course of the school year, parents will receive order forms from various book
clubs such as: Scholastic, Troll, Tab, Lucky, etc. When placing an order, parents are asked
to make the check out to that particular company, such as: “Pay to the order of
Scholastic”.

MOVIES IN THE CLASSROOM

Only G-rated movies will be shown in the classroom unless prior parent permission is
secured. The child may not view a movie requiring parental permission unless the
teacher is given the permission slip signed by the parent.

LOST AND FOUND

Articles may be claimed by checking the “Lost and Found” bin. Children are
encouraged to check daily for lost articles and to place found items in the bin marked
“Lost and Found”. Quarterly, unclaimed items will be given to the poor. A STUDENT'S
NAME SHOULD BE ON ALL BELONGINGS.
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DEVELOPMENT OFFICE

St. John School, in conjunction with St. John Parish, has a development program to assure
the school's continued growth and advancement. Long-range planning and
development is a concept which assumes the involvement of people. It involves the
clarification of the school’s philosophy and goals, the on going effort to provide Catholic
education of the highest quality, and the communication of the school’s values and
achievements to its various publics. Use of sound business management techniques
assures the future financial stability of St. John School. Everyone has a part - parents, past
parents, alumni, grandparents, administration, faculty, students. All share in the
development of St. John Catholic School. There are many opportunities for giving.
Donors may wish to consider several plans for making tax-deductible charitable
conftributions. The Development Office is available to help donors select projects to
martch their philanthropic interests with St. John needs. Conftributions may be made in
various forms including:

e Direct contributions

Pledges over a period of time

Bequests

Gifts of securities of real property

Life insurance policies

SAINT JOHN SCHOOL BOARD

The main purpose of the School Board is to assist as a resource and act as a support
group for the administration. The St. John School Board is a parish school board which is
advisory to the Pastor. The Board is composed of voting and non-voting members. Non-
voting members include the Pastor, principal, a faculty representative, the parish finance
committee representative, and a “Parent, Teachers, and Friends” representative.

The voting members are appointed by the Pastor from a pool of candidates chosen for
certain areas of expertise and qualification needed for the upcoming term(s). The
general qualification for a member is to have a genuine commitment to furthering the
mission of Catholic school education. A member is expected to contribute a substantial
amount of time and professional and personal expertise in order to achieve the overall
goal(s) of the board. All board work must be carried out in a confidential manner and in
accordance with the by-laws established by the Archdiocese of Baltimore and the St.
John School Board.

Like other parish organizations, the board is directly accountable to the pastor as head of
the parish corporation, from which the board derives its authority. All school boards are
accountable to the superintendent of Catholic schools, agent of the Archbishop, for
promoting and insuring the implementation of the policies of the Archdiocese. The Board
sets goals each year that should meet the following criteria set forth by the Archdiocese:
e Berelevant to policies

e Be reflective of school mission

e Be aftainable within the time allotted

e Be measurable

A school board should never be involved in:
e Discipline
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Developing curriculum
Approving instructional materials
Hiring/firing staff

Writing regulations

Handling grievances

A Code of Ethics for Board Members

A board member must:

1.

2.

3.

give the necessary time, thought, and study to the work of the board in order to
render effective service.

base a personal decision upon all available facts in each situation, voting with honest
conviction unswayed by partisan bias.

be able to abide by and uphold the final majority decision of the board regardless of
his/her personal vote.

. work with fellow board members in a spirit of harmony and cooperation in spite of

differences of opinion.

realize that any individual on the board has no legal authority outside the meetings of
the board and must, therefore, conduct relationships with staff members, the local
citizenry, and all media of communication on the basis of this reality.

keep all confidences shared during closed meetings of the board.

realize that the welfare of all those for whom the educational programs are designed
comes first in all decisions.

never use his/her position on the board for personal benefit or to benefit any other
individual or agency apart from the total interest of the parish school.

keep in mind that while the primary function of the board is to establish the policies
that will give direction to the educational programs, the implementation of these
policies is the function of the administrators and their staff members.

10.if approached with a problem which is of an administrative nature, refer the person

to the proper administrative officer and never attempt to perform functions that are
out of his/her field.

PURPOSE OF PARENT, TEACHER, AND FRIENDS

Each Catholic school establishes a Parent, Teacher and Friend (PTF) as a formal avenue
for parents/families to participate in the education of their children. Through
multifaceted activities and efforts, the PTF creates supportive systems for communication
and service to the Catholic school.

PTF's: What are they?

They are an organization that:

e Help parents, school administration and faculty develop a mutual understanding
and appreciation of the mission of Catholic education as lived in the locall
Catholic school within the Archdiocese of Baltimore

e Provide a formal avenue for parents/caregivers of current students to participate
with the faculty and administration in the children’s education

e Develop supportive systems for communication and service to the local Catholic
school
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e Works with the Principal to provide programs and processes that engage the
school families in spiritual, educational, outreach, social, legislative, public
relations, service and fundraising activities that further the mission of the school

e Collaborate with other parish, civic and social school organizations

e Arerooted in prayer, discernment and the contemporary vision of the Church for
Catholic education

e Are accountable to the Principal of the school

PTF's: What are they not?

They are not:

The school board
The administration of the school
Independent of other appropriate parish and/or school organizations
A replacement for direct channels of communication and collaboration
between families and the school administration and faculty
e A decision making or a deliberative body
The PTF does not:

set policies

determine appropriation and allocation of funds
discipline students

get involved in personnel matters

develop curriculum

approve instructional materials

write regulations

ST. JOHN SCHOOL PTF CHAPERONE GUIDELINES FOR PTF FUNCTIONS

Student Guidelines: St. John students’ code of behavior, as stated in this St. John School
Handbook, applies to ALL PTF sponsored functions, including school dances. All St. John
students participating in school/PTF sponsored activities outside of school hours are
expected to accept responsibility for their conduct as designed in this handbook.
Conseqguences of any infraction of the code of behavior will be dealt with on an
individual basis.

Students participating in PTF events will be issued a permission slip for that particular
function. This slip will specify the adult-in-charge, the time and location of the event and
a phone number of an adult responsible for the student. Each student will be required to
return this slip to school prior to the event. No student will be allowed to participate in an
activity without a signed permission slip.

Adult-in-Charge Guidelines: A specific adult will be designated “in charge” of an event.
All infractions will be brought to the attention of the designated adult. Permission slips will
be handled by the adult-in-charge. A student arriving without a signed slip will have the
opportunity to fill one out if a parent is present. Otherwise, the student must call his/her
parent to arrange to be picked up from the event. The adult-in-charge will be
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responsible for notifying appropriate people if the need arises for: alcohol, drugs,
weapons, fighting, or any other behavioral problem. The parent(s) will be notified and
must remove the child from the event. The principal of St. John School will also be
notified immediately of any of the foregoing issues or any other inappropriate behavior.
In the principal’s absence, the pastor will be nofified.

Chaperone Guidelines: All bathrooms and areas to be used should be checked prior to,
during and after the event. During dances, stations should be rotated every 2 hour. St.
John Handbook guidelines should be followed. Any problems should be taken to the
Adult-in-Charge. Chaperones should arrive 2 hour early.

Adopted by the $t. John PTF May 1999

TECHNOLOGY POLICIES

St. John School Acceptable Use Policies and Guidelines for Computer, Computer
Network, and Internet Use

The Technology Committee of the Archdiocese of Baltimore composed the following
guidelines, which cover the ethical use of technology:

St. John School is committed to Christian community, academic excellence and lifelong
learning. It is imperative that technological resources be used to build community,
encourage critical reflection and foster readiness for future learning. All developments in
technology at the school are, therefore, meant to ensure broad access and to promote
ethical, legal, and responsible use. This policy serves to define expected standards of
behavior by all users of computers and networks within the school. Failure to adhere to
this policy and guidelines herein will result in revocation of computer privileges and
possible disciplinary action up to and including suspension or expulsion. In a spirit of
cooperation, all employees and students are expected to adhere to the following
standards in their use of computers and networks in the school.

e Users must respect and protect individual rights, as well as the well-being of the
school.

e Individual users are responsible for any activity on their computers and for materials
stored therein.

o Computers are to be used exclusively for academic work and school related
activities.

e  Members of the school community will respect copyright laws and software
licensing terms.

e Individuals may access only those files for which they have specific authorization.
Searching through directories and folders without the owner’s permission is
prohibited.

e All computer equipment and software is to be treated with respect.

e Only authorized personnel may alter equipment or equipment configurations.

e Use of tfechnology for obscene, offensive, disruptive or threatening messages is
prohibited.

¢ Network accounts are to be used only by those persons for whom the account has
been established. Account users may not authorize anyone else to use their
accounts.
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Individual account users must maintain adequate security for their accounts

including frequent changing of passwords.

e Use of any program designed to breach network security, such as software
designed to capture passwords of break encryption protocols, is prohibited. Use of
any program designed to disrupt the performance of the network is likewise
prohibited.

e All e-mail must clearly identify the sender of the message. Use of anonymous or
pseudonymous communications over the network is prohibited. False information is
prohibited.

e Students should avoid posting personal information via e-mail and responding to
inappropriate messages.

e Use of the computer facilities to obtain, distribute, or store inappropriate materials is

prohibited. If material gathered from other media (books, magazines, TV, video) is

unsuitable for the school environment, the same material brought in over the

Internet is equally unsuitable.

Internet Access

Electronic information research skills are fundamental to the preparation of our students,
our future citizens, and employees. The acquisition of these technological tools puts an
enormous power at the fingertips of all members of our community. As such, it also
places a great deal of responsibility on all users. It is our aim to provide guidance and
instruction to our students in the appropriate use of such resources.

As in other areas, our students are expected to make good choices with regard to their
behavior on the Internet. Access will be provided for our students to conduct research
and communicate with others only under the supervision of their teachers.

Access to the Internet will enable students to explore thousands of libraries and
databases throughout the world. We believe that the benefits to students from access to
these forms of information resources and opportunities of collaboration exceed the
disadvantages. But ultimately, you, as the parents and guardians of minors, are
responsible for setting and conveying the standards that your children should follow when
using media and information sources.

With these opportunities come some responsibilities and restrictions. St. John School
reserves the right to limit personal information about students, to edit Internet accounts
for child-only configurations and to run software, such as Cyber Patrol. For their
protection, students may not access Internet accounts provided by their families during
school fime because the school has no control over the configuration of those accounts.
Internet services are to be used in a responsible, efficient, ethical and legal manner. Use
of the Internet is a privilege, not aright. Failure to adhere to the following guidelines may
result in a revocation of a student’s Internet access and disciplinary action up to and
including suspension or expulsion.

All users of the network, within the boundaries of S$t. John School, are responsible for
adhering to the following guidelines.

Acceptable uses of the Internet are activities that support learning and teaching.
Unacceptable uses of the network include, but are not limited to:

54



Violating the rights of privacy of others
Using profanity, obscenity, or other offensive language
Unauthorized copying of materials or installation of software
Revealing home phone numbers, addresses, or other personal information while
using Internet resources
e Downloading or copying information onto disks or hard drives without prior teacher
approval
e Accessing, downloading, storing, or printing files or messages that may be
offensive to others
e Sharing of passwords, if provided, or attempting to discover another’s password
e The intentional writing, producing, generating copies or intfroducing of dangerous
codes or programs designed to cause harm (including, but not limited to, viruses,
bugs, ‘worms’, etc.)
¢ Intentional damaging of or tampering with any hardware, software, printers,
keyboards, mice, speakers, etc.
Intentional erasing, renaming, or disabling of anyone else’s files or programs
St. John School will be responsible for teaching students about these guidelines and for
supervising and guiding student access to the Internet.

Electronic Communication Devices

A. Electronic Communication Devices: Portable wireless devices that can send and/or
receive information (e.g. pagers, cell phones, camera phones, PDA, etc.)

B. Electronic communication devices must be turned off and placed out of view before
entering the school building and remain off and out of view during the entire school
day. The homeroom teacher will collect the phone in the morning and return it at the
end of the day.

C. The audible notification of electronic communication devices must be turned off
while being transported on a school bus.

D. Students are responsible for the security of their electronic devices. St. John School is
not responsible for theft or damage of a student’s electronic communication device.

E. Students who display and/or use an electronic communication device and/or fail to
follow the directions of a staff member or bus driver regarding electronic devices will
be subject to disciplinary action, including but not limited to the following:

a. First offense (on, ringing, or visible): Confiscation of the electronic
communication device for the remainder of the school day. The electronic
communication device will be returned to parent/guardian at the end of the
school day or as soon as pick-up can be arranged. Noftice will be given to the
student and parent/guardian that the next offense will result in detention for
insubordination.

b. Second offense (on, ringing, or visible): Confiscation of the electronic
communication device and the student serving 2 detentions for
insubordination. The electronic communication device will be returned to the
parent/guardian as soon as pick-up can be arranged. Notice will be given to
the student and parent/guardian that the next offense will result in a 1 day
suspension for insubordination.
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c. Third offense (on, ringing, or visible): Confiscation of the electronic
communication device and a 1 day suspension for insubordination. The
electronic communication device will be returned to parent/guardian as soon
as pick-up can be arranged. Notice will be given to the student and
parent/guardian that the next offense will result in a 2 day suspension for
insubordination.

d. Fourth and repeating offenses (on, ringing, or visible): Confiscation of the
electronic communication device for the remainder of the day and a 2 day
suspension for insubordination. The electronic communication device will be
returned to the parent/guardian as soon as pick-up can be arranged.

F. Camera phones - A student’s possession or use of a camera phone during the school day
shall constitute use and display of a cell phone with the same consequences as defined
above. If a camera phone is used for inappropriate, illicit or illegal activities, more severe
consequences will be imposed, up to and including suspension or expulsion.

Electronic Devices (Other)
A. Video games, laser pointers, video cameras, etc.

B. Laser pointers — are prohibited on school property and will be confiscated if brought
onto school premises. Other consequences, as listed for camera phones, may also
be enforced. Portable video games and other non-instructional electronic devices
are prohibited during class time. These may be confiscated and returned to a
student’s parent/guardian if used inappropriately.

C. Video games and video cameras — permission of the principal is required prior to
bringing either to school due to the potential distractions.
Addendum 2009-2010

For the safety and well-being of our students the following should not be used during the
school day on school grounds:

o Cell phones

o IPod or MP3 players

o Handheld electronic games such as Game Boy, PSP, etc.

Use of these devices during school hours will constitute their confiscation. Repeated
violations will result in further consequences.

BUS TRANSPORTATION

Saint John School students residing within William Winchester and West Middle School
aftendance areas may ride the Carroll County Public Schools buses. All rules and
regulations pertaining to the transportation of public school students shall apply to St.
John students. Buses are not rerouted to Saint John School. A crossing guard provided
by Saint John School supervises the students crossing Monroe Street in the morning. A
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teacher walks the students to the schools in the afternoon and waits unftil the students
board the buses.

The Carroll County Public Schools student transportation office must be contacted if a
student wishes to ride the bus at any time during the year. A non-bus-riding student may
not use the bus service to go to another student’s house, including that of a regular bus-
rider. In an emergency situation, permission may be given for a child to ride the bus. A
parent must write a note requesting permission, and permission must be granted by the
principal of St. John School.

The administration of St. John School supports the following policy of the Board of
Education of Carroll County Public Schools. $t. John School students are expected to
abide by this policy.

I. Eligibility

Pupils who attend parochial or private schools may ride the public school buses under

the following conditions:

e Allrules and regulations pertaining to the transportation of public school pupils
shall apply.

e Buses shall not be rerouted to go by a private or parochial school.

e Private or parochial students riding public school buses may only be transported
from designated route stops to the public school for which the bus is routed.

e Parents of private or parochial students may take their child to the nearest bus
stop to be transported to the public school for which the bus is routed.

e Parochial and private school students fransported on public school buses shall be
loaded and unloaded at the public school for which the bus is routed.

Il. Conduct on School Buses - Suspension of Bus Riding Privileges
As stated in the Carroll County Public School handbook:

Students are expected to be at the bus stop five minutes before the bus arrives and to wait
in a reasonable and safe manner. Parents are urged to teach safe pedestrian habits to
their children, as well as to follow the School Bus Stop Law for loading and unloading buses.

It is the responsibility of the parent or guardian to provide supervision for their child(ren)
while walking to, from, or waiting at the designated bus stop, or while walking to and from
school (if they reside in the designated non-transported area). One A.M. and one P.M. stop
location shall be allowed for each transported student. A student may be denied the
privilege of riding a bus when the behavior of the student is in violation of regulations, or is
such that it endangers the safety of other students on the bus.

The following rules must be followed in order to maintain a safe and orderly environment on
the school bus:

Be af the bus stop five minutes before pick-up time

Walk safely to the bus stop and wait in a safe, orderly manner

Watch your step and use the handrail when getting on and off the bus
Take your seat promptly and remain seated for your ride to and from school
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Sit in the seat facing front; keep your feet, books, and other articles out of the aisle

Always keep your hands and head inside the bus

Report any damage that you see to the driver

Do not eat or use vulgar language on the bus

Act quietly and orderly so the driver is not distracted from the important job of

driving

e Listen to the driver and any other adult staff. The driver is responsible for the safe
operation of the bus. Wait until the bus has come to a complete stop before
leaving your seat

e Cross ten feet in front of the bus with the red flashing lights when loading or

unloading. Be sure you check traffic both ways.

Bus drivers will use a Behavior Referral Form to report a student’s inappropriate behavior to
the school administration. Consequences may include a written warning, a temporary
suspension of bus riding privileges, or in cases of severe or repeated unacceptable
behavior, revocation of bus riding privileges for an indefinite length of tfime.

Consequences

1. First Offense: The bus driver will warn the student

2. Second Offense: The bus driver will utilize the Behavior Referral Form in reporting a
student to the appropriate school administrator of the school concerned. The
administrator will talk with the student concerning the offense and will send a letter to the
parents explaining the situation and return driver's copy of referral.

3. Third Offense: The bus driver will report the student to the principal. The principal may
suspend the student’s bus riding privilege for a period of time not to exceed one (1)
week. A letter shall be sent to the parents advising them of the action taken with
notification to the driver.

4. Fourth Offense: The bus driver will report the student to the principal. The principal
may suspend the student for an indefinite length of time. A letter explaining the situation
and action taken shall be sent home to the parents with nofification to the driver.

5. There may be a case when the conduct of a student is such that denial of riding
privileges will be necessary on the first offense. However, this is not for the bus driver to
decide. The bus driver should report the student to the principal and the principal makes
the decision. A suspension of regular route bus riding privileges will be for all regular route
buses. A suspension for a bus riding privilege from other than a regular route will be only
for those non-regular route buses.

lll. Vandalism

e A pupil who damages a school bus in any manner shall be denied the privilege of
riding a bus.

e Suspension of riding privileges shall be authorized by the principal.

e Riding privileges may be restored to the pupil after restitution has been made.

IV. Transporting Articles

e Pupils shall not bring the following items on board the bus without prior approval by
the bus driver: large musical instruments, or bulky items. Live insects or animals and glass
containers shall not be permitted on the school bus.
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ADVERTISING POLICY
The administration of St. John School supports the following policy of the Board of
Education of Carroll County Public Schools. S$t. John School will abide by this policy.

Carroll County Public Schools [St. John School] and publications sponsored by Carroll
County Public Schools [St. John School] are not public forums. Accordingly, proposed
advertisements from businesses, individuals, or other non-school entities shall not be
accepted unless they are appropriate and acceptable for the school population in
general.

BULLYING POLICY

Bullying is not acceptable behavior in St. John School and will result in disciplinary action
up to and including suspension/expulsion.

“Bullying” means any gesture, written or verbal expression, or physical act that a
reasonable person should know will harm another student, damage another student’s
property, place another student in reasonable fear of harm to the student’s person or
damage to the student’s property; or insult or demean any student or group of students
in such a way as to disrupt or interfere with the school's educational mission and the
education of any student.

HARASSMENT POLICY

Harassment or abuse of any kind is not acceptable behavior in St. John School and will
result in disciplinary action up to and including suspension/expulsion.

Harassment Policy of the Archdiocese of Baltimore

It is the policy of the Archdiocese to prohibit discrimination, including harassment, on the
basis of race, color, gender, national origin, religion, age, disability or handicap, or
protected activity (i.e., opposition to prohibited discrimination or participation in the
compliance process) in its educational programs and activities. Each Catholic school
shall adhere to this policy with respect to students. (Employees are similarly protected
from harassment by a separate archdiocesan policy.)

Scope

This policy applies to all students in archdiocesan elementary, middle, and secondary
schools. The Archdiocese neither condones nor tolerates harassment of students at
school, at school-related activities or functions, or in any school-related setting.
Harassment of students, whether engaged in by other students, teachers, administrators,
or others, is prohibited. Violation of this policy is grounds for disciplinary action up to and
including termination of employment or suspension or expulsion from school, depending
on the nature and severity of the offense and the individual’s disciplinary record.
Prohibited Conduct

A. For purposes of this policy, “harassment” means verbal or physical conduct that
denigrates or shows hostility or aversion toward an individual because of his or her race,
color, gender, national origin, religion, age, disability or handicap, or protected activity,
that:

(i) Has the purpose or effect of creating an intimidating, hostile, or offensive environment;
(i) Has the purpose or effect of unreasonably interfering with an individual’'s academic
performance; or
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(i) Otherwise adversely affects an individual's educational opportunities.

B. Harassing conduct includes, but is not limited to, epithets, slurs, negative stereotyping
or threatening, intimidating, or hostile acts that relate to race, color, gender, national
origin, religion, age, handicap or disability. “Sexual” harassment includes unwelcome
sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature when submission to or rejection of such conduct is used as the basis for
educational decisions or has the purpose or effect of unreasonably interfering with an
individual's academic performance or creating an intimidating, hostile, or offensive
environment.

Procedure

A. Any person who believes that a student is being subjected to harassment should
immediately report the harassment to any one or more of the following individuals: the
student’s teacher, the principal of the school, the superintendent of Catholic schools.

B. Individuals are encouraged to report harassment early, before it becomes severe or
pervasive, so that preventive action can be taken. All complaints will be investigated
promptly, thoroughly, and impartially and will remain confidential to the extent possible.
C. Any retaliation, reprisals, or intimidation, whether by the alleged harasser or from
another source, directed toward the complaining party or anyone else as a result of the
filing or investigation of a harassment complaint is considered a serious violation of this
policy and should be reported immediately.

D. Once the investigation is complete, the school will take immediate and appropriate
corrective action when it determines that this policy has been violated. The complaining
party and the complained-of party will be advised of the investigation’s findings and
conclusions. Areport of the findings will be forwarded to the Division of Catholic Schools.
The reporting of the findings means a reporting of whether harassment did or did not
occur and not necessarily the specific corrective action that is being taken if it is
determined that this policy has been violated.

FINANCIAL POLICIES
Tuition
The following are St. John School Board policies.

1) Aregistration packet will be sent home to all families in the school concerning
registration, tuition plan and payment requirements, and annual fees for the upcoming
school year.

2) A notice will be sent to all families who have not met their full financial obligations for
the past school year. The initial tuition payment for all plans, the amount of which is
dependent on the tuition plan selected, is due in August, prior o the upcoming school
year.

3) All families who request financial aid are required to do the following:

a) submit a Parent Financial Statement to the School and Student Service for Financial
Aid, for a $22 fee. The statement is evaluated by the Princeton Educational Testing
Service and the evaluation is sent to the principal.

b) submit current tax forms to the principal

Both sets of documents are reviewed with strict confidentiality by a committee approved
by the pastor. Recommendations for aid awards are subject to approval by the pastor.
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Payment of Tuition

Tuition may be paid in one of 2 ways. The first is to make one full payment directly to the
school. The second option is to pay either 2 or 10 times a year through the FACTS Tuifion
Management Company.

Parishioner / Non-Parishioner Tuition Rates

Having “parishioner status” means a family is registered by census card in St. John
Parish or another Catholic parish AND attends weekend Mass. Afttendance at

Mass is verified through regular use of the envelope system (no minimum donation
required). Envelopes must be put into the basket during the collection AT MASS.
Therefore, if the family is using the auto-debiting system through the parish for

weekly donations, it is necessary that an empty envelope be put into the collection
basket so that attendance may be verified. Families who wish to request

envelopes should call the parish center at 410-848-4744, ext. 217. Parishioner status

is necessary to receive the parishioner rate for tuition. The status of each family is
confirmed through parish records.

Failure to Satisfy Financial Obligations
Failure to satisfy tuition obligations or any other financial obligations to St. John School or
St. John PTF, for the school year, will have the following consequences.
a) If astudentis graduating, records will not be forwarded to the high school.
b) If astudentis tfransferring to a new school, records will not be forwarded,
verbally or in writing, to that institution.
c) If astudent intends to enroll for the ensuing year at St. John School, he / she will
NOT be permitted to return until all financial situations are resolved.
NOTE: A student transferring to St. John, from another Catholic school, will not be
accepted until all financial obligations have been satisfied at the previous Catholic
school.
Returned Checks
Checks made out to St. John School, St. John Lunchbox, or St. John PTF, that are returned
for insufficient funds, will be assessed a $25 fee. If a family continues to have checks
returned for lack of funds, only cash, certified checks, or money orders will be accepted
for any financial transactions.
Withdrawal from the School
If a student withdraws from St. John School, a percentage of the total tuition amount (for
the payment plan selected) must be paid, according to the following schedule.

Withdrawal Date Percentage of Total Tuition Owed
Prior to first day of school 15
First day of school to 9/30 20
10/1 to 10/31 30
11/11t0 11/30 40
12/1 to 12/31 50
1/1 1o 1/31 60
2/1to0 2/28 (2/29 in leap year) 70
3/1 1o 3/31 80
4/1 to 4/30 90
5/1 to last day of school 100

ANNUAL FEES ARE NON-REFUNDABLE.
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IMPORTANT REMINDER:
When first registering in the school, the parenti(s) (guardian) signs the following statement:

“If my child is accepted, |, as a parent (guardian), agree to pay tuition and fees, and
comply with all other policies as per handbook and directives from the Principal’s Office,
while my child attends S$t. John School.”

PARENTAL SUPPORT/COMPLIANCE

In cases where the philosophical positions or the views of a parent result in repeated non-
compliance with regard to school policies, the administration reserves the right to request
that said parent’s child/children withdraw from the school.

RIGHT TO AMEND THE HANDBOOK

St. John School reserves the right to amend the Parent/Student Handbook and
parent(s)/legal guardian(s) will be notified of any changes made. This Parent/Student
Handbook is an informative booklet for parents and students setting the rules and policies
of the school and is not infended as an expressed or implied contract.

USE OF STUDENTS’ PHOTOGRAPH, VIDEO IMAGE OR VOICE

Throughout the school year, St. John School Development Office frequently
covers school activities and may use a child’s photograph, video image, or voice
for educational, informational, or public relations purposes, with or without
identification by name.

If you do not wish to have your child’s voice reproduced on tape or photograph
or to have his/her image appear in such things as a video, a photograph, or the
school website, please notify the school principal in writing. It is assumed that
parents and guardians consent to their children being audiotaped,
photographed, videotaped, or having their image placed on a school website
unless such notification is received.

There are also occasions at which the media cover certain school events and if
you do not wish to have your child’'s name or likeness published by the mediaq,
you should address your concerns directly to the school involved so that the
media is so advised. Please be advised that the school has no control over the
media when they are covering activities such as the St. John Carnival that are
open to the public.

St. John School 45 Monroe St., Westminster, MD. 21157

62



