August 2009
Dear Parents of Sacred Heart School:

This Parent/Student Handbook contains policiesjlegigns and services relative to Sacred
Heart School (SHS). Please read and keep this bakdkadily available throughout the year.

The Parent/Student Handbook is a means of comntingdaetween the school and home. Close
cooperation is essential to promote the best ist@rfethe child. Parents are encouraged to visit
school and attend scheduled meetings of parentteanters. Mutual benefits accrue when there
is meaningful exchange of information between hame school. It is our hope that this
handbook will be helpful to you and that it willgmote that understanding.

As always, we appreciate your cooperation andaetem with us at SHS.

Blessings!
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Faith in Action
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Palm Desert, CA 92260
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School Office 760-346-3513
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PARENT / STUDENT HANDBOOK

The Sacred Heart Parent/Student Handbook seneguaisle for parents and students. School polisteasdards,
services and administrative operations are incluBeticy statements are necessarily general anddhenistration
reserves the right to amend and make adjustmeriscasnstances arise. Parents* will be given nudiion of
significant changes made. Please read this handtarekully and keep it for reference during theryea

The term "parent”, as used throughout this handbstoddl mean to include "legal guardians”.

(August 2009)
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2009-2010 STUDENT HANDBOOK (K-8)

l. INTRODUCTION

Statement of Philosophy

Sacred Heart School serves a diverse student boayrhany parishes and makes a significant
effort to include children from all socio-econométhnic, and racial backgrounds. The school
strives to provide a stable, safe and healthy enuirent wherein a positive self-image and sense
of morality are enhanced. Our hope is to instdbanmitted love for God and of knowledge to
enable each student to reach his/her highest pattentll areas: spiritual, apostolic, moral,
intellectual, academic, physical, social and caltur

We believe that the school exists to integratdebhening of each student with Catholic faith
formation as embodied in the Gospel message argtierped in the school’s faith community.

We acknowledge that the home is the child’s firgiexience of life-giving community and that
parents have been and will remain the prime edusatfadhe child. In a shared effort, our
parents, Priests, Sisters, teachers, aides, siatadents cooperate with and assist each other,
striving to make our living community unique, camigorary and oriented to Christian service.

We believe that the Gospel message is reflectéukiprovisions of a core curriculum aimed at
developing a totally integrated person. As agedslopment permit, students are encouraged
to use critical thinking processes, communicatiod life-experience skills for continued
intellectual growth. Committed to our Catholic lplsophy, we root our community in Christ,

the source of our faith, hope and love. We belibag Christian values underscore the school’s
task of forming individuals capable of living theinoices responsibly and truthfully. This will
give students a direction and stability that wilstain them through life, as they serve the
Church and the world, as Christian adults in thenty-first Century.

Mission Statement

TO TEACH AS JESUS DID

The Sacred Heart School Community is committed edeling and teaching Catholic Christian
morals and values, while creating a caring, respleetvironment which promotes academic
excellence and fosters a love for learning.



School-Wide Learning Expectations

In order to lead a Gospel-centered, well-informéa] b graduate of Sacred Heart School shall
demonstrate the knowledge, skills, and attitudesrésgal to declare that:

| am a faith-filled person who

. A) recognizes God’s presence in all creation

. B) demonstrates stewardship to all God’s creations

. C) witnesses and practices Catholic values thraumyias and actions
. D) participates in sacraments/liturgy of dmeirch

¢ E) serves in the community

| am a life-long learner who

¢ A) seeks and implements information for continaeddemic growth
. B) is able to access and apply technology

¢ C) strives to imitate Christ in his/her whole pars

. D) performs as confident individual as well agan player

| am a loving person who
A) respects differences of culture, beliefs, artiviuality of others by practicing
Christian values.
B) accepts responsibility for his/her actions aodsequences of those actions upon
others
(@3] responds to community needs

SACRED HEART SCHOOL HISTORY

Sacred Heart School has been in existence sinegewWwBén its’ doors on Deep Canyon Road and
Fred Waring were opened to receive students inémparten and First Grade. The building had
been constructed as a parish hall with three dasss for religious education. With twenty-one
(21) students in Kindergarten and First Grade i®41%he school continued to add a new class
each year. Enrollment growth was clearly foreseen.

The need for additional classrooms and a new sdimolvas addressed in 1991. In the interim,
a small staff worked with combined Grades 1-6 mahd school. Kindergarten was housed in
the back of the old church.

Once the new school site and size were decideghasi®r of Sacred Heart Parish began
fundraising efforts. Parishioners and visitorseveery generous in supporting the drive to start
the much needed building. Finances were in pladetfae new building was ready by September
1993. Provisions were made for larger classroansttidents in K-8. The computer room,
library, offices and faculty space were great inweraents over our earlier limited areas. On
September'81993, opening day for the new school, the expastitlof eight (8) teachers in
Kindergarten — Graded"78" combination, welcomed a student total of 210. rSafterwards, in
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1994-1995 the computer room and library were stiedied running. Sizeable grants had
enabled Sacred Heart School to develop its tecgggloogram earlier than was anticipated.
Parents’ Club Ways and Means Committee worked toandatch each annual grant received.
School and programs were debt free by 1997. B®18€hool enroliment reached 291, close to
capacity of 310.

In 2001 and 2002, the staff involved in K-8 at ®alcHeart School consisted of nine classroom
teachers, a full-time computer teacher, five panetteachers in Advanced Math, Music,
Spanish, library and P.E., and teacher-aides in KE&ach year new students were tested and
registered in the Spring. A growing interest analvsion for intramural sports and for music
resulted in boys’ and girls’ teams in competitip®ds and junior and senior choirs.

In 2002 a three classroom preschool opened witth@8ren in the newly remodeled parish hall.
Since its inception the preschool has been filkedapacity and a fifth classroom was added in
2009 bringing enrollment in the preschool to 93istus, ranging from 2 to 5 years of age.

In December of 2003 a four-classroom addition waened. The 6th,"7and &' grade classes
moved into these classrooms making space avatialdleuble Kindergarten and first grade. The
computer lab moved into a new full size room arellirary expanded into a portion of the old
computer room. In the math/science room labatativere added making hands on
experiments possible. The latest in multi-medéatelogy was added to each of the new rooms.
Smaller class sizes of 25 in Kindergarten througgoad grade became a reality by 2004-2005.

After many years of hard work, Sacred Heart Sclapplied for and was awarded the National
Blue Ribbon Award. The designation by U.S. Secyetd Education Margaret Spellings is the
highest to be bestowed on a select number of sshodhe nation each year, and places Sacred
Heart School among one of 250 schools across ti@nta be so recognized in 2006. SHS is the
first school under the direction of the Office adt@olic Schools of the Diocese of San
Bernardino to receive the award.

In June of 2007 the Margie Speck Building, namedfgenerous donor, was opened making it
possible to double? 4" and &' grades. In addition, separate art, music anchelett care

rooms are part of this expansion. In additiorh®tlassrooms, a larger play field was added. At
the same time refurbishing the existing classroantsadding the latest educational innovations
to all classrooms was achieved.



DAILY SCHOOL SCHEDULE

School Office HoursThe school office is open for business from 7:30.auntil

07:00- 07:45 a.m.
07:45- a.m.
08:00 -a.m.
10:00- 10:15 a.m.

11:30 - 12:10 p.m.

12:10 p.m.
02:50-3:00 p.m.

07:00- 07:45 a.m.

07:45- a.m.
08:00- a.m.
08:10- a.m.

10: 15-10:30 a.m.

10:45 a.m.

11:50- 12:30 p.m.
12:30 p.m.
12:30 - 1:00 p.m.
1:00 — p.m.

02:50- p.m.
03:00 p.m.
03:00- 05:30 p.m.

07:00 — 07:45
07:45 —a.m.
08:00 — a.m.
08:10 —a.m.
10:30 — 10:45
10:45 a.m.

12:10 —12:45
12:45 p.m.

02:50 — p.m.

3:30 p.m. each day that the school is in session.

KINDERGARTEN, FIRST, SECOND GRADES

Extended Care
3t pell
Morning Prayer
Recess K, 1, & 2 grade
Lunch (K-2)
Class resumes after lunch recess
Dismissal
GRADES 3-5

Extended care

$tbell
Morning Prayer
Core subjects, Religion, Math, Regdliiterature/Language Arts

Recess rd34th and 8h Grades
Core subjects, Reading, Literature/LagguArts (as needed), Science or
Social Studies

Lunch 3rd througH‘KBrades
8 — 5" Grades

3rd "Silent reading
Classes resume (3-5)

Computer, Library, P.E., Music, (KUEGrades), Art, Spanish
Social Studies or Science
Bell to signal preparation for dissails
Bell to signal the end of the schao} edismissal
Extended Care
JR. HIGH

Extended Care

4 Bell

Morning Prayer

Core subjects, Religion, Math, Regduiterature/ Language Arts

Recess

Core Subjects, Reading, Literature/ bagg Arts (as needed), Science or
Social Studies

Lunch

Classes resume
Computer, Library, P.E. Spanish, Social StudieS@ence

Bell signal preparation for dismissal
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03:00 p.m. Bell to signal end of day — Dismissal
03:00 — 05:30 p.m.  Extended Care

Students who arrive before 07:45 a.m. must repdixtended Care. After dismissal (03:00
p.m.), students may not remain on campus unlegsatteein Extended Care. After school sports
participants are allowed on campus only when sugpeiby an authorizeadult.

Accreditation

Sacred Heart School is fully accredited by the \&fesCatholic Educational Association
(WCEA) and the Western Association of Schools antleges (WASC).

Role of Parents

The Church’s vision of the parents’ role in eduagtiheir child/children is put forth in the
following passage from the Declaration of Christiaducation, Vatican Council Il:

"Since parents have conferred life on their childtbey have a most solemn obligation to
educate their offspring. Hence, parents must ba@gledged as the first and foremost educators
of their children. Their role as educators is soslee that scarcely anything can compensate for
their failure in it.

It is particularly in the Christian family, enrictidy the grace and sacrament of matrimony, that
from their earliest years children should be tapgbtording to the faith received in baptism, to
have a knowledge of God, to worship Him, and teelthweir neighbor.

While belonging primarily to the family, the taskimparting education requires the help of
society as a whole. As for Catholic parents, thar@d calls to mind their duty to entrust their
children to Catholic schools, when and where thisassible, to support such schools to the
extent of their ability, and to work along with thdor the welfare of their children.”

Community of Believers

A Catholic school is not, place where but apeople who Catholic schools create for children
an educational adventure, permeated by our Lordsp€l. As a community of learners, Sacred
Heart Parish School educates each child’s wholé,hehole soul, whole mind, whole strength.
As a community of believers, we grow together in Garistian faith to love God and our
neighbors.



. GOVERNANCE

Sacred Heart School is part of the Catholic sckgstem of the Diocese of San Bernardino. The
Catholic school system encompasses 27 elementdr high schools which are located
throughout the Riverside and San Bernardino cosintie

The Diocesan Office of Catholic Schools and thad@fbf the Superintendent are located in San
Bernardino, as is the Bishop of the Diocese of Bamardino. Under the authority of the Pastor
of Sacred Heart Parish and the Diocesan Superiatgémd Catholic Schools, the Principal is the
Administrator of Sacred Heart School. The Principaksponsible for the building of a Catholic
community, supervision of the instructional progradministration of school operations,
marketing and public relations.

The Principal's leadership of Sacred Heart Sclwbased upon prayerful discernment and the
wisdom of the Pastor and advisory groups. In aoldito faculty and staff, two consultative
bodies are available to insure an active presehtteeentire school community in our Catholic
educational program:

A. Sacred Heart School Parents' Club

B. Sacred Heart School Board

Mindful of our families’ instructional and finandiaterests, the full support and participation of
these groups, both individually and collectivelg|gthe Principal in administering Sacred Heart

School. On the following page you will find an onggation chart which illustrates the
governance hierarchy.



CORPORATE
BOARD

Organizational chart

Diocesan School Organization Chart

SACRED HEART SCHOOL

BISHOP

Most Reverend Gerald R. Barnes

DIOCESAN

SUPERINTENDENT

Sr. Sara Kane

SACRED HEART
Father Howard.incoln

PASTOR

Alan J. Bruzzio

School Administration Pre-School
SACRED HEART SCHOOL

Mona delosReyes

Kate DeNovi Director

Asst. Principal

Principal
SACRED HEART PARENTS’
SCHOOL BOARD CLUB

ADMINISTRATIVE
ASSISTANTS

Mrs. Suzie Spinney, Sec.
Mrs. Patty Madigan, Finance
Mrs. Wood

FACULTY

STAFF

VOLUNTEERS
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PARENTS' CLUB

The purpose of the Parents' Club organization miteg about a closer relationship between the
school, the home and the parish through combinaiwdvolunteer work, fundraising, education
and special activities. The organization strivebring parents together, as a community, to
support and develop the school through active @pétion in the school "Parent Involvement

Program" (participation in this program is a maondatrequirement by the school). By getting
involved, parents make the most of the opportuisitymeet other parents and become an active
part of their child's school life. As parents gettbr acquainted with other parents, they will find
a refreshing diversity among them, as well as shhaetiefs and values.

It cannot be over- emphasized how important eadivisiual and combined effort is, to the
support of the school and parish programs. Witipawént involvement, our school could not
function efficiently. The Parents' Club is headgdh Executive Board which spearheads and
promotes participation in the club's activitieseTBoard also advises the Principal on school
activities and services, excluding personnel amdadum.

The club's objectives include, but are not limitedhe following:

A.

To develop a closer relationship between thaéand the school so that parents and
teachers may cooperate intelligently in the edoocatif each child and become partners
in the educational thrust of the school.

To support the school philosophy and promota@reciation of Catholic education.
To support the school, utilizing the Parenbolirement Program.

To provide occasions for experiencing a sensmofmunity and communication
between home and school; through occasions sucbnasiunity service,

meetings/celebrations and hospitality events.

To strengthen integration with and supportadr8d Heart Parish, and parish life in
general.

To sponsor fundraising activities in order toyide whatever is needed by Sacred Heart
School.

See the school office for a list of current ExeeaitBoard Officers. The parent Involvement
Program requirements are provided to each famitii@nschool registration pack&y
registering your child(ren) at Sacred Heart Schoolyou are agreeing to accept and fulfill
your mandatory requirements in the Parent Involvemat Program. Extra copies of the
program are available in the office.
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SCHOOL BOARD

Sacred Heart School Board is an advisory groupcsad by the Pastor and Principal. The
purpose of this Board is to advise the Principalamg range planning and policy matters. The
School Board does not involve itself with the daijyerations of the school. The Board sets
policies, as needed, for the best administratiahaperation of the school such as, but not
limited to:

Finance
Development

Long range planning
Marketing

Social Action
Scholarships

Building and Grounds

The School Board is comprised of representativas fbacred Heart School Parents’ Club,

Sacred Heart parents at large, Sacred Heart Ranesisi, members of the community at large and
ex-officio members.
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[ll. ADMISSION

Sacred Heart School adheres strictly to a policyaoifal and sexual non-discrimination as
dictated by the Diocese of San Bernardino whickisess follows:

Racial Non-Discrimination Policy

The schools of the Diocese of San Bernardino agiudents of any sex, race, color, national and
ethnic origin to all the rights, privileges, prograand activities generally accorded or made
available to the students at the respective schdbksse schools do not discriminate on the basis
of sex, color, national or ethnic origin in the adistration of their educational policies,
admission policies, scholarship and loan programnd,athletic and other school administered
programs.

Sexual Non-Discrimination Policy

Coeducational schools shall in no way discrimiraagainst any student because of his or her sex.

Student Admission

The schools of the diocese are established asaadigchools; therefore, preference in
admissions shall be given to practicimgmbers of the diocesan Catholic community. Incase
parish elementary schools, preference shall bengivéhe admission of children of parents
actively engaged in the parish.

No one shall be admitted as a student in any Catholschool unless that person and/or
his/her parents subscribe to the local schools plgophy and agree to abide by the
educational policies and regulations of the schoahd the diocese.

The student admission policy of Sacred Heart (SE&holic School will follow these priorities:

» SHS parish children with siblings attending SHShBhat School and children of
teaching staff of SHS Catholic School.

» Children of families moving into the area that h&deen committed to Catholic education
in their previous place of residence.

» SHS parish children with no siblings attending SEt&holic School.

» Catholic out-of-parish children with siblings attltmg SHS Catholic School.

» Catholic out-of-parish children with no siblingseatding SHS Catholic School.

* Non-Catholic children with siblings attending SH&tkblic School.

* Non-Catholic children with no siblings attending S&atholic School.

The waiting list for grades at capacity adherethé&osame priorities.
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Immunization Requirements

The minimum requirements for entry into school arelless of grade, are: four doses of
Diphtheria/Tetanus/Pertussis (DTP) or Diphtherigdihas (DT), three doses of polio vaccine, a
Rubella (measles) vaccine, and a Rubella (Germasle® vaccine. One dose of DTP and polio
vaccine must be given after the fourth birthdaytrBoeasles vaccines must have been
administered on or after the first birthday. Munvpscine, although not required by law, is
strongly encouraged. As of January 1, 2001, thoseslare required before completing school
year for all Kindergarten and transfer studentse @ose of Varicella (chickenpox) must have
been administered on or after the child's firstholay. One dose is required for all Kindergarten
students. A parent/guardian or physician historgiséase may be accepted in lieu of vaccine.

Age Requirements

Students may enter the kindergarten of this scifitloéy will attain the age of five (5) years on

or before September 1st of the year in which theysaeking enroliment. Students may enter the
first grade of this school if they will attain tlage of six (6) years on or before September 1st of
the year in which they are seeking enrollment.

New Student Admissions

For the admission of a Kindergarten or First Greloiéd, parents are required to present the
child's (a.) birth certificate; (b.) Baptismal dBchte; (c.) evidence of compliance with
immunization requirements; ( d. ) the mandatedthessessment form; and ( e. ) social security
number .

For the admission of students beyond First Gradesnis are required to present the child's (a.)
birth certificate; (b.) Baptismal, First Holy Commian and Reconciliation certificates; ( c. ) the
proper transfer or some appropriate notificatimmfithe school previously attended; and (d.) a
copy of the last report card. The office requestawlative records from the previous school.

New students will be accepted on the basis of nesditesting and on the recommendation of
the previous school of attendance. All student§lvalon probation for their first year of
attendance. Students who have been accepted ewhditionally or non-conditionally and who
prove to be discipline problems and/or are unccatper will be asked to withdraw.

New students will be officially enrolled upon corapbn of all required forms and payment of
all fees. Additionally, all parents must sign aeturn the Contract Page for the current school
year (colored sheet located inside the back caamowledging that they have read this
handbook and agree to abide by the policies, rudggilations and philosophy of Sacred Heart
School and the Diocese of San Bernardino.
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CLASS SIZE

Currently the maximum class size will be 25 - 3@dshts in grades K-2, 28 - 32 students in
grades 3-5 and 32 - 35 in grades 6-8. . Thereaftddren will be put on a waiting list.
Exception to the policy will be made at the discetf the principal and/or pastor.

REGISTRATION

Registration is held in the Spring of each yeaamHies with children attending Sacred Heart
School are given first option to register for tlexnacademic year; new students are then invited
to fill any vacancies in accordance with the sclsatimissions Criteria. Once all vacancies are
filled, applicants are placed on a waiting list@cting to both their readiness for the grade and
the priority list.

In order to assure a place for new and returnindestts, the registration packet must be
completed and all fees (registration and matenmi¥t be paid during spring registration to
confirm students’ position. New students who aggdter spring testing will be required to pay
fees on the day of acceptance.

In the case of returning students, all outstantlintgon must also be paid before confirmation of
enrollment for the next school year.

Registration fees apply to all students. The feeecs a diocesan assessed per capita tax, office
fees for registration, standardized testing andesttiinsurance.

Materials Fees apply to all students. The feesexiuo purchase all textbooks, workbooks and
consumables used in each classroom.

Registration and Materials fees are payable atiie of registration.Registration and
Material fees are non-refundable.

LIVESCAN

All parents are required to be finger printed (@liscan”) prior to any involvement with school
children. You must pick up a live scan form from the schoolffice containing specific
information prior to taking care of this responsibility.
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V. ACADEMICS

CURRICULUM

Sacred Heart strives to offer a well-rounded acad@mogram following the guidelines given by
the Diocese of San Bernardino. We incorporate tbasaof:

Religion

Family Life

Language Arts (Reading/Literature, Grammar, Pho8jmslling, Hand Writing,
Composition and library)
Math

Social Studies

Science

Art

Music

Physical Education
Computer Literacy
Spanish

EVALUATION

Teacher evaluation of students, oral and writtelon-going. Standardized tests, lowa Test of
Basic Skills (I.T.B.S.) are administered to studdantgrades 2 through 8 in mid October.
Standardized testing in the core subjects is alsducted in late spring to measure yearly
growth. Teachers will give you the I.T.B.S. reswdhd discuss the comparison between
achievement in class and potential achievementscton will then be set for optimum progress
and, if necessary, future conferences or studenitorong can be scheduled.

Parent/Teacher conferences are held at the tirtieedirst progress report time. Conferences
can be arranged, on prior request, as needed.

Should the situation arise that Sacred Heart Satermhot properly serve the needs of a child, we
will do all we can to help guide parents in placthg child in a school that can best
accommodate his/her educational needs.

HOMEWORK

Homework is an integral part of the student's tl#aining experience. It helps students grow in
responsibility, form good study habits and reinéoor improve the skills or concepts learned in
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class. We expect students to do their best jolhein homework. We expect homework to be
neat, accurate and that assignments will be tumed time.
While student ability and concentration will vaggneral suggestdome allotments for
homework are:

Kindergarten 20-30 minutes
First and Second Grade 30-45 minutes
Third and Fourth Grade 45-60 minutes
Fifth Grade 60-90 minutes

Sixth, Seventh & Eighth Grades 90 -120 minutes

Homework will be assigned Monday through Thursdigits. Generally, no homework should
be given over weekends or during vacation time jgixte long range projects. Jr. High students
can expect homework over the weekends. All stidembuld be reading on weekends and
breaks. If parents have any questions about homkewaonference with the teacher should be
arranged. This can be scheduled upon your requiktoffice personnel or directly with the
teacher.

If your child is absent for one day, please dorequest homework, use the homework board on-
line. After the child returns to school, he/shd & given one day for each day absent to make
up missed work. Extended illness may call for otwrsiderations. When over extended
periods of absenteeism occur, it is the resporisilaf the parent(s), in cooperation with the
teacher, to make sure that the child has learreecthtbsed material covered in class.

If homework is late or not turned in, consequeneiisbe based on grade level policies
presented at back to school night. Work must baested a minimum of 2 days prior to an
anticipated absence. Work is due on the firstlaigk from absence.

Parents and students of grades 2-8 can look ughittes homework on the school’'s homework
board at www.sacredheartpalmdesert.com. The iofeiie homework webpage is to provide
parents with information regarding their child’sthework. It is not intended to replace the
assignment books which the students are requirethtotain daily in class.

PROMOTION / RETENTION / PLACEMENT

Promotion-Only the students who have successfully complitedvork of a particular grade

will be promoted to the next grade level. Studevitsnot pass just because they come to school.
They must do all the classroom work, homework aasshe tests and evaluations given by
each respective teacher.

Retention-In cases of slow progress retention may occurchEguation will be considered
individually by the teacher and principal. Any dgon concerning retention shall be made after
considering the student's emotional, physical,apititellectual and academic development.
The deciding factor will be what is best for thedsnt.
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Placement—If a student's academic performance is below giexkd and he/she is unable to
be promoted, the student may be "placed" in th¢ giade. Placement in the next grade is for
students who have not met the academic criteriprmmotion to the next grade, but for whom
retention is not a feasible option. Feasibility pdicement and retention depends upon: previous
retentions / placements, physical size, chronoldgige, siblings in the same/next grade,
academic ability, learning disability, attitudestéident, and social considerations. Questions
regarding student placement are to be directede@tincipal. Placement to the next grade level
may result in a student receiving a certificatbeathan a diploma upon completion of the
eighth grade.

REPORT CARDS

Report cards are issued each trimester. They atdeme in an envelope; the report cards are to
be reviewed and retained by the parent(s). Thertepod_envelopenust be signed and returned
to the office to verify receipt of the report cards

Absences of 40 (approximately 13 per trimesternore days during the year may result in the
holding of the report card until the work is mage 'he term “incomplete” may be entered on
the report card. There could be additional consegess due to high absenteeism.

HONOR ROLL

Placement on the Honor Roll is a very special rattam for academic achievement. At the end
of each trimester, Honor Roll certificates are aledrto those students who meet the required
criteria. Each student's report card subject gradiébe tabulated according the following scale:

3rd _gth Grades A=4, A-=3.75, B+=3.50, B=3, B-=2.75, C45€2.C=2, C-=1.75 D=I, F=0

Totals will then be divided by the number of subgeaken. All core subjects for the school
year will be included. P.E., Music, Art and Spanis 3-5) are part-time subjects and are not
included. Spanish is included in the Jr. High gktion for honor roll. Technology grades and
Accelerated Reader, if included in core subjecagrare part of the honor roll requirements.
However, if a student earns a grade of “D” or “R"any subject, including those not calculated
in honor roll, the student will be ineligible foohor roll recognition.

Gold Leaf Honor Roll
"A" Honor Roll
"B" Honor Roll

To merit Honor Roll, the student must, in additibaye commendable conduct. Students must
earn an “A” in conduct for Gold Leaf and at leasBain conduct for “A” and “B” honor roll.
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We hold our honor roll students up as role modaiother students to follow, and as
representatives of Sacred Heart School, we conaidardent's long term behavior just as
important as the student's academic achievemenstdding record of behavior is defined as
not having received any disciplinary notices withimarking period.

STUDENT RECOGNITION AWARD REQUIREMENTS (K -2 GRADE)

In deference to the youth and sensitivity of thenpry student, Sacred Heart School is giving
Student Recognition Awards. Primary grades (Kwill)receive special recognition at the end

of each trimester. It is the school's goal to retog each student's special talents, strengths and
gifts throughout the school year. These awardslane in the classroom.

To merit awards, the student must, in addition eghemmendable conduct and have no conduct
grade lower than "G" (Good). Sacred Heart Scholsits award students up as role models for
other students to follow.

Awards will be handed out in a separate ceremolgwiong the close of each trimester. This
time will be set aside so that parents and fellawdants may celebrate student achievement in a
manner appropriate for children of this age. Ppats Awards will be presented following the
close of each trimester.

HONOR ROLL REQUIREMENTS ( 3 -8 GRADE)

Gold Leaf Honor Roll

1. Letter grade of “A or A-“ in all core subjectsises, totaling a GPA of 3.9 to 4.0.
2. “A” in conduct.

" A " Honor Roll

1. GPA of 3.5 to 3.89 in all core subject classes.

2. An “A” or “B” in conduct.

"B" Honor Roll
1. GPA of 3.0 to 3.49 in all core subject classes.
2. An “A” or “B” in conduct.

Core subject classes are made up of Religion, Lagegérts, English, Math, Science, Social
Studies, and Spanish (6-8 only). Since the workedonstudents in the Library and Computer
Room is reflected in one or more of the core suljksses, these too, become part of the Honor
Roll requirements.

The teacher can not just give a grade becauseasd plarticipation or conduct. The grade has to
be determined by documentation of class assignnfewnik) and tests given.
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Principal's Award -to receive this award, teaclmiecommend a student who has set a
commendable example of outstanding citizenshigcéfig Catholic values.
STUDENT RECORDS

All official transcripts will be sent to a new salmnly on the written request of the receiving
school.

Students' records are not given to parents or stadelowever, parents may have access to their
child's records for review; at least one day'sa®ois appreciated.

STUDENT SCHOOL SUPPLIES
Students are responsible for purchasing most af tnen consumable supplies. A list of

supplies is provided prior to the start of eaclostlyear and these items are to be brought on the
first day of school or at the teacher’s discretion.
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V. ATTENDANCE

State law requires regular student attendanceldsses in school. Unless excused for a valid
reason, students are expected to be on campug8di a.m. until 03:00 p.m. Students may not
leave the campus for any reason without parentdigaraipermission, office notification and
approval.

ABSENCES

Excuses for dismissal for appointments, vacatiokilness, are the parents’ responsibility.
Careful consideration should be given to havingitdaniss school for a reason other than
illness or family emergency. Parents and studertasked to keep absence to a minimum and
abide by the following rules:

A. Parents must call the office before 08:00 aorstate the reason for the student's absence.
If the school has not heard from the parent, yduhei called. A parent must call each
day of the absence, unless the length of the abgsrknown in advance (by submitting
written note to the office, signed by a parent).

Upon returning to class after an absence, pareass send a written explanation listing
the dates and stating the reason for the absetugteris must present this written excuse
to the teacher the day of their return. Writtenuses are kept on file for that school year.

B. Notes for a student to be excused from schooehduhe day should be addressed to the
teacher, signed and dated by a parent. Includentigeand reason for dismissal with the
request. Parents must go to the office to sigrechie out; staff will then request the
student to be dismissed from class and reportedmtfice to be released to the parent.

If students are absent 13 days in a report caidghehey will not receive their grades unless a
satisfactory make-up plan is agreed upon and dongditnet.

MEDICAL / DENTAL APPOINTMENTS

Parents are asked to schedule medical, dentattoydumtic appointments outside school hours.
When there are no other alternatives and appoirtsmenst be scheduled during school hours,
parents must pick up and sign-out their childretnatoffice. A note from parents should be
given to the teacher on or before the morning efappointment to advise the teacher; the note
should include the time and reason for the absence.

TARDY
Tardiness interferes with the progress of the sttjdee teacher and the rest of the class.

Students must report to the office and pick upr@ytalip if they arrive after the opening bell at
08:00 a.m. Accepting the responsibility for amigito class on time is the obligation of students
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and their parents. Reasonable excuses are acaeptalote is received. The following is the
school's tardy policy:

Excused Tardy:a valid reason for being tardy, examples wouldilbeess, medical
appointments, unexpected major traffic delayspcablems or flooding / natural
disaster.

Unexcused Tardyreasons such as oversleeping, parent's faultAésr. five (5)
unexcusedardies within a trimester, the student and pamey be required to attend
Saturday school from 9:00am until 12:00pm. Theetimill be spent cleaning up the
school grounds of debris and other activitieschifd and/or parent do not attend
Saturday school at the scheduled time, a confenaitbehe principal will be arranged to
discuss the matter.

The Principal shall take appropriate action whatuaent is absent or tardy without validation or
if there is reason to suspect the validity of theuse.

VISITATION

All parents, volunteers and visitors to the schoakt sign in at the office and get a nametag
before entering a classroom for any reason (frgbddriver, room parent, birthday, speaker, etc.).
Parents must also have “livescan” clearance poi@ntering a classroom.

Class InterruptionsOnly in the case of an emergency are teacherstadénts to be interrupted
during school hours. Parents should leave messadesjotten articles at the office; late
delivery lunches are placed on the bench nearftloe @oor.

All messages to students will be given to themrdyimorning or noon recess.
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VI. COMMUNICATION

APPOINTMENTS

Parent / Teacher Appointmefiteachers want you to keep in touch and welcome yderest in
your child's education. Do not let a concern becameoblem due to lack of communication.
Questions or concerns regarding your child shoelgirbwith your child's teacher. Teachers are
available between 7:45- 8:00 a.m. to ask a quigstjon or to set an appointment and 03:15-
03:30 p.m., if you need a brief, informal conferenShould you want a formal conference;
parents are advised to set an appointment witketieher to insure readiness and ample time to
confer. PLEASE DO NOT SPEAK WITH YOUR CHILD’S TEACHER DUR ING
DISMISSAL. TEACHERS ARE RESPONSIBLE FOR THE SUPERVISION OF ALL
STUDENTS DURING THESE TIMES AND MUST NOT BE DISTRAC TED FROM THIS
VITALLY IMPORTANT TASK.

Teachers can be contacted by e-mail. Howeveretblesuld be kept to a minimum as 25+ e-
mails from each student’s parent each night woelthipossible to answer. Please save e-mails
for significant issues. You can expect a respavid@an 24 hrs.

If there is a need for further assistance, therPtivecipal should be contacted in the manner
described below:

Parent / Principal Appointmenin order to serve you in a more efficient manitds suggested
that you call the office or come in personally thesdule an appointment with the Principal.
Every effort will be made to see you in a timelymar. Understandably, appointments will be
made to work around the Principal's schedule afitento students, classes, meetings,
observations, faculty, staff and other importanhamstrative affairs.

When you phone for an appointment, please providédllowing information: (a.) your name
and phone number; (b.) the name of your child(randt (c.) the purpose of your appointment.

CALENDARS

A yearly calendar is provided to parents at tharbegg of each school year. A monthly calendar
is sent home each month via the weekly family espelsystem.

FAMILY ENVELOPES

The weekly family envelope system is a major fofre@nmunication between the school and
each family. Every Thursday, the envelope will fregou via the youngest child.

The envelope is to be opened and the contents Yeadmnay send any correspondence, payment or
completed forms via this envelope. You must retheenvelope the following day (Friday) signed
by the student’s parent. This is done to try ®uas that all parents receive the weekly envelope.
Please impress upon your child the need for beamgaentious in delivering the envelope to you
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each Thursday. Monies sent in for multiple purgaseist be noted on the check. The initial
envelope will be supplied by the school; in ordekéep this office expense at a minimum, if the
envelopes are lost or not returned a replacemeri@pe will be provided at a charge of $5.00 each.

NEWSLETTER

Included in the family envelope is a weekly newtsletThe newsletter is "published” by the
Principal and is used to communicate informatidatireg to school affairs and activities.
Any item you wish to be published in the newsletierst by submitted to the Principal for
approval by Tuesday morning.

PARENT/SCHOOL

Communication between parents and school is of sttin@gportance. In order to facilitate this
communication, parents are responsible for:

A. Reading this handbook and understanding thed@hpolicies, rules and philosophy.

B. Signing pertinent documents (progress reppeanission slips, etc. )

C. Attending all Parents' Club "Open" meetings padicipating in the Parent Involvement
Program.

D. Discussing and offering suggestions/solutianarty problem or concerns they may have

regarding their child or the school.
E. Parent involvement in the Out of Harms Way iatre
ROOM PARENTS

This program focuses on assisting the teacher etinthaas a liaison between the teacher and
parents. Duties vary, but could include: helpinghie classroom, coordinating field trips,
planning parties, arranging speakers, etc. As mnparent, you are the coordinator/contact for
the classroom in connection with class/school exéBging a room parent is strictly voluntary
and is a very rewarding experience. Attendanedl atheduled room parent meeting is essential
to continuing in this position. Parents of studemtw to the school are ineligible to be room
parents. The Director of Special Projects, workinogn the office facilitates all volunteer

activity.

TELEPHONE

Students do not usually use the office phone. $hawgtudent need to use the phone, the call
should be of a serious nature. A permission simfthe teacher must accompany students
wishing to use the office phone. After school agements may not be made using the school
phone.NO CELL PHONE USE IS PERMITTED ON CAMPUS BY A STUDE NT.
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VII. DISCIPLINE

Discipline in the Catholic school is consideredaapect of moral guidance and it is best
achieved in an atmosphere of cooperation betwesrelamd school. The purpose of discipline is
to teach the value of being responsible for oneis choices and actions. In correcting our
students, we try to do so in a loving, but firm wag they realize that their behavior is
unacceptable by others, while they, as an indiVjdara loved. We learn from our mistakes.
Sacred Heart School subscribes to the Marvin M#rBliscipline without Stress model of
behavior modification.

DISCIPLINE POLICY
In order to avoid misunderstandings regarding schdes and regulations, the principle

violations which result in disciplinary action apdssible suspension / expulsion from school
have been summarized below:

A. Lack of respect for and lack of cooperationhiigachers, staff, aides or adult volunteers
assisting at school.
B. Open and persistent defiance of the authofith® school, either in action or language,

in or out of the classroom.

C. Refusing to comply with reasonable request taaher, in or out of the classroom.

D. Leaving the school premises without office pission (includes leaving the campus to
retrieve playground equipment).

E. Habitual tardiness, cutting class or truancy.

F. Fighting or behavior which might provoke a figim or off campus.

G. Defacing or destroying school property. Studantd/or parents are held liable for the
cost of replacement or repairs as required by law.

H. Stealing, cheating, copying, plagiarizing or fogger

l. Use of vulgar or profane language or possessigrornography.

J. Possession of anything that might harm anotheiope(§irecrackers, knives, guns, laser
light pens, etc.).

K. Possession and/or use of tobacco, narcotietcohol, on or in the vicinity of the school
grounds.

L. Harassment or threatening (physical, verbaliatasexual).

M. Actions gravely detrimental to the physical,nacand spiritual welfare of others. Any
disrespectful behavior which demeans or intimidatesther person (verbal or physical);
poor sportsmanship.

Habitual or repeated violation of school rules

Bullying or threat of student violence.

Oz

A. There shall be no tolerance of threats ofenck. Any and all threats to inflict
serious harm to self or others must be takewgsly. This will include the
presence of threat of using weapons or accesgsieignet web sites dealing with
weapons or destruction.
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B.

Who ever hears of becomes aware of any threderbg a student should
immediately report it to the principal or his/ltslegate. In all cases, the
superintendent of schools must be kept apprissdi@i situations and their
proposed resolution.

The school should immediately notify the poldeen the threat is made or the
school becomes aware of such threat.

A student who has made a threat should be kepiei school office under
supervision, separated from his/her belongingsl the police arrive.

The parent/guardian of any student who has rtteelthreat should be notified
immediately.

Any adult or the parent/guardian of any studembd has been verbally mentioned
as a potential victim or listed in writing as @tgntial victim should be notified
immediately.

The student who has made the threat shoulddpesded and not be considered
for readmission to school unless and until thiewang steps have been
completed:

1. If the parent/guardian of the student wantscthikel to be readmitted to the
school, he/she must give the school requestedipgions (as listed
below) and fully cooperate with the school aéfls.

2. A psychiatrist or psychologist must conducbmprehensive mental
health evaluation/risk assessment. If a psyesigerforms the primary
evaluation, he/she shall determine the necessittilize a psychologist
for psychological consultation and/or testiriba psychologist performs
the primary evaluation, he/she shall determiveerteed for psychiatric
consultation. The cost of all evaluation/risis@ssment is the
responsibility of the student’s parent/guardian.

3. The school shall provide the mental health paoéessional (psychiatrist
or psychologist) with the written permissionpairents, with all relevant
facts, including but not limited to aggressihbvior details of the threat
as known to the principal, copies of any drawingwritings, disciplinary
history of the student, behavioral concerns,thechames of any known
victims or potential victims.

4. The mental health care professional, with emigpermission of the
parents/guardians of the child, shall provideghincipal a written
comprehensive, detailed evaluation report arich@nted treatment plan
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stating the basis upon which he/she determinadthe student is
not/does not pose a danger to self or othehe réport shall also address
any other concerns raised by the principahéorhental health care
professional.

5. The evaluation report and all subsequent re@brall be made available to
the principal who shall share them with the stlsgastor/pastoral
coordinator, the superintendent of Catholic stficand any legal and/or
mental health consultants including the schoaihselor assisting the
principal in his/her decision regarding the me&sion of the student.

6. With the concurrence of the pastor and the rsufeedent of Catholic
schools, the principal may notify the parentfdien of the student when
he/she may be readmitted to the school. Isthdent is determined to be
a possible danger to self or others, the scimagl remove the student
from the school.

7. The mental health care professional shall pi@the principal a follow-up
assessment within 30 days of readmission ta¢heol. The follow-up
assessment shall inform the principal if theragmunseling and/or other
treatment will be needed or provided.

H. Counseling should be available to a victim of@es threatening behavior if it is
determined that such is warranted or requested.

Documentation from the mental health profesd®oancerning any student is to
be placed in a separate, confidential file armlkhnot be part of the student’s
academic or disciplinary file. This documentatioay be kept for a period of one
year beyond the time the child leaves the schsda result of expulsion,
withdrawal by parent/guardian or graduation.

J. This policy should be communicated clearly tdaadulty, staff volunteers,
parents/guardians and students on an annual Haach school will provide for a
sign off process to indicate awareness of thieypdby all the above mentioned
individuals.

K. This policy will be reviewed periodically or aseded to accommodate changes,
as the mental health care professionals areraaty addressing the area of risk
assessment for violent or potentially violent dabr.

Each level and each teacher establishes and senudsiis/her own individual classroom rules
and procedures for dealing with inappropriate beireer a particular age group.
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SUSPENSION / EXPULSION / TRANSFER

Suspensionis defined as temporary removal from school fdeaignated period. A student who
receives two (2) suspensions during the school iyegrbe expelled. The actions/behavior listed
in the discipline policy above will warrant suspemgs). Work missed while on suspension will
be recorded as a zero in the teacher’s grade book.

In-House Suspensioifthe principal may elect to have a student serugspension on school
property. Students serving in-house suspensiolhbevallowed to do class work that is brought
to them throughout the day; however, the work i@irecorded as a zero in the teacher’s grade
book.

Expulsion-

The final decision to expel a student rests withRhincipal and the Pastor .

A. Full credit shall be given for work accomplishieglthe student prior to the time of
expulsion.

B. Only in exceptional cases will expulsion be oved for a student who is in the eighth
grade and has been enrolled in the school for treeore years.

C. Expulsion or recommended transfers will usublymade at the end of the semester,

unless the severity of actions requires immedieselution.
STUDENT TRANSFER DUE TO FAMILY BEHAVIOR

Proper Catholic education and care of each chddires mutual trust and cooperation of the
school and family. Ordinarily, a child is not pemeatl for actions of parents or family members.
However, the Principal may recommend and/or redhiegransfer of a student for any of the
following reasons:

A When parent(s) have been persistently and gvenitooperative with the school staff.

B. When parent(s) have repeatedly failed or refusecomply with school policies,
regulations or programs.

C. When parent(s) have repeatedly caused schasbmel undue aggravation, annoyance
or distress.

D. When parent(s) have interfered in matters bbstadministration or discipline to the

detriment of the school's ability to serve theitdien or others.

After reasonable effort to elicit the minimum resjte parental cooperation, and after appropriate
consultation, the Principal may recommend transfehe parent(s) refuses the recommended
transfer, the Principal will order a mandatory &f&n of the student from school, following the
procedure of (a.) the notification to parents; ébgonference with parents; and (c.) written
documentation of all events related to the transfer
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STUDENT BEHAVIOR AND RESPONSIBILITIES

The responsibility for basic behavior developmeghtfully belongs with the student and his/her
parents. Parents will be expected to cooperateamithassist the school in promoting and
maintaining acceptable moral and social standdrderauct. The Christian identity of our
School resides in the actions of our students.

In accordance with diocesan guidelines, it is #sponsibility of the student:

A. To comply with the rules of the school.

B. To pursue the prescribed course of study.

C. To respect and respond to the authority of theal personnel.
D. To respect the rights and property of othersexpkct the same.

STUDENT CITIZENSHIP

It is each student's responsibility to display digsd of good citizenship. Their best conduct is
expected in the halls, lunch areas, playgroungsateom or upon leaving the school grounds and
at activities where students are representing 8ddeart School. Teachers want students to
become good citizens, therefore, expect teachemmod students of their shortcoming.
Teachers will give special emphasis to Christiacfices of honesty, morality, courtesy,
obedience to the law and respect for our countliggs Appreciation of the Constitution, respect
for parents and home, recognition of the dignitgt arcessity of honest labor, are characteristics
desired and expected of all students. Charactarrifallmark. We must stand up for honesty
and justice.

PARENT RESPONSIBILITIES

Parents are the primary educators of their childrehcan encourage Christian behavior by
maintaining a Catholic atmosphere at home by:

» Encouraging regular family prayer and a wholesowmadenvironment.

» Fostering in the student a Christ-like concernalbclassmates and their reputations.

» Helping to develop in the student the Christiarwate of respect for their own
belongings and the property of others.

» Regularly attending Mass on weekends.
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Vill. HEALTH

Sacred Heart School is equipped with a Health Rlmmated in the school office. It hagasic
first aid supplies and two rest beds.

If a child has a health problem, (diabetes, alksgasthma, etc.), it is absolutely essential that
this information be given to the office atalthe classroom teacher EACH YEAR.

EMERGENCY INFORMATION

By law, the school is not authorized to treat & sicinjured student. In order to properly attend
to the student, parents are required to completéBhUE EMERGENCY SHEET" each year,
the card must be on file on/or prior to the firaydf school. All information on the "BLUE
EMERGENCY SHEET" must be current and updated whenary information is changed.
Most importantly, among the information requestld,school requires parents' home and work
phone numbers and two emergency contact persdmer @ban parents). This completion and
submission of this form is mandatory. IT IS THE FEBNSIBILITY OF PARENTS TO KEEP
EMERGENCY CARD INFORMATION CURRENT.

ILLNESS OR INJURY

In accordance with diocesan policy, should a studenome injured or ill, the parents shall be
contacted. No student shall be permitted to go hbefiere this contact is made. If the parent
cannot be reached, such designated persons nantkd student's BLUE EMERGENCY
SHEET shall be contacted. If there is serious ynand parents cannot be contacted
immediately, the physician listed on the BLUE EMBERE®CY SHEET will be contacted. In
extreme emergency situation, the school may needrttact paramedics or other such
professional medical personnel.

All injuries must be reported to the school offioemediately.

Here at Sacred Heart School, when students arthél,are sent to the office and are monitored
by the office staff for a short period. The studetemperature is taken and his/her parent is
called.

If at any time the staff attending the studentrisure of the condition of the child, the parent

shall be called for direction. A student who ikdiefore leaving for school should not be
brought to school. The school office is not alwayguiet and restful place.
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INSURANCE

All students attending parochial schools in thed@ge of San Bernardino have student accident
insurance with the insurance carrier chosen byibeese of San Bernardino. The insurance
premium is paid from your registration fee. Paremesgiven opportunity to purchase additional
insurance at the beginning of the school year foorminal fee.

When a student has sustained an accident thavésexunder the terms of the policy, the school
must be advised of the injury within 24 hours,aluychoose to file a claim. School insurance
claim forms are available in the office; claims s filed by the parent/guardian.

MEDICATION

School personnel may not administer any type oficagidn (even non-prescription) to students
without WRITTEN PERMISSION from parents and WRITTBAWTHORIZATION, ORDERS
AND INSTRUCTION from a doctor. Parents must complatMedication Authorization Form
for each medication (a copy of this form can beaoigd in the school office). Any medication
must be provided in its original container and maestlelivered to the office by the parent. If
your child needs to take medication of any kinal{iding cough drops and lozenges) during
school hours, the above conditions must be met.

MEDICAL RELEASE FOR CONTAGIOUS ILLNESSES

Students who contract a contagious illness or hgamtiblem (chicken pox, measles, lice, etc.)
must obtain a medical release certifying theirdfgs to return to school. This release must be
presented to the school secretary BEFORE a chlldwiadmitted to his/her classroom. This
policy has been designed to protect the healthnaitare of students and staff. It will be
followed without exception.

PETS

For liability and health reasons, no pets are albwn the school grounds without permission (in
advance) from the Principal.

SCREENING
The school regularly schedules screening testsittigacoliosis, vision, dental, etc.). Parents

are notified of test dates and are given the oppdst to have their child tested. These tests are
voluntary and require a consent form provided lgydffice. \

31



IX. SAFETY AND WELFARE

BICYCLES

Bicycles are permitted on campus for older studdBity/cles must always be walked on
campus.In the interest of safety, bike riding on schoaperty is noppermitted at any time.
Bikes are locked on the rack at the west side @&tthool behind our offices. REMEMBER,
HELMETS MUST BE WORN BY ALL BIKE RIDERS as requireay Law.

CLOSED CAMPUS

Students are expected to stay inside the schoaidaoies. At no time are students free to leave
the school grounds during school hours withouttemifpermission from parents and
administration. All students must be signed ouhatoffice before being released to parents.
Students who walk to school must provide writtempssion, signed by the parent, authorizing
such.

DISASTER/EMERGENCY

Students are trained for fire drills and earthquaiap drills, which would be used in the event of
a fire or natural disaster. During drills, all stidis, staff and volunteers must participate and
vacate the building. If a disaster were to occurrduschool hours, the students would be kept at
school until called for by a parent or authorizeduglian.

All parents and volunteers on campus at the timenagmergency must report to the incident
commander as they may be asked to fulfill the dubiea staff member not present. In case of an
earthquake, a two-hour waiting period is advisedllmw the city time to clear the roads of
electrical wire and check broken gas lines. Eaatfilfamust complete the blue "EMERGENCY
RELEASE INFORMATION FORM" and it must be on file the office at the beginning of each
school year. IT IS THE RESPONSIBILITY OF PARENTS KEEP THIS INFORMATION
CURRENT.

In time of local, regional or national emergencgc&d Heart School will most often follow
local Public School policy with regard to closing.

Each child is provided with an earthquake kit ihaa. The kit has a shelf life of five (5) years
and will support life (with the proper proteins arithmins) for three (3) days.
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SCHOOL PROPERTY

The learning environment that the school strivesréate is one which fosters an appreciation of
education. Christian behavior among students, otipattitude toward fellow students and
school authorities, and respect for all propertgxpected of all Sacred Heart students.

A. Books-Books are school property. For this reason, loslamaged books must be
reported and replaced at family or student expefi$e school provides book covers.
Textbooks must be kept covered at all times.

B. Facilities-The buildings, grounds and equipment are to ladrewith the greatest
respect. Students are expected to take care oblsptaperty. If through carelessness or
willful destruction, any property is damaged, thosgponsible are required to replace or
repair the item.

WE WANT TO BE PROUD OF OUR SCHOOL; PLEASE TAKE CAREF- IT.
C. Food, Drink and GunBecause of the maintenance and safety problenedgodloors

and furniture, eating and drinking are not perrdifteside the classroom. NO GUM IS
ALLOWED ON THE SCHOOL CAMPUS.

SUPERVISION

The school (principal and Faculty) is responsibleddequate supervision of students during the
regularly scheduled school day. The school dagimdd as 08:00 a.m. - 03:00 p.m. For those
students enrolleth extended care, the hours are 07:00 a.m. -05r80Adequate supervision is
provided by the school through support staff pengbrParents and volunteers are always
welcome. No student is allowed to run or play befor after school, on school grounds.

TRAFFIC PATTERN

Traffic onto the school grounds is from the Deemyom Road access. Parking is not permitted
in the lot off Deep Canyon in front of the playgnalias this is used for student recess. If you
wish to park your car, use the areas west of thecth

During dismissal (3:00 p.m.) students are linedsafely by their teachers. We request that
parents picking up children do so at the designpigldup areas and do not attempt going to
classrooms to pick up children. 'Drive-throughtkaups will have the children directed to their
cars by designated staff. For morning drop-offndorelease students until your car is at the
designated area. No students should walk unescorteaffic areas. Please refer to school
dismissal and drop off maps mailed over the sunonér the school office for more details.
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X. STUDENT SERVICES

ALTAR ASSISTANTS

Students from Sacred Heart have the privilege nfirsg on the altar at the Eucharistic
celebrations (Mass) under the training and supervisf Sacred Heart Parish personnel.
Students 10 years of age and older are eligible. hiyhly recommend that every Catholic
student, in this age bracket, be involved in teivige to their church. Daily Mass at 7:45 a.m.
provides this opportunity.

MASS

Each First Friday, a school-wide Mass is attendedlbSacred Heart School students. In
addition, weekly Mass is attended by all SacredrtHemdents each Wednesday morning. Each
class takes responsibility for preparing the lijuagnd having an active part in at least one Mass
during the school year. Parents are invited andwaged to attend these Masses which start at
8:30 a.m. on First Fridays and 8:30 a.m. on Wedhnes (Note: During the first week of the
month, students will attend Mass on the First Bricdher than on Wednesday.)

All students must wear their Mass Attire (dressamn) on First Fridays (refer to Uniform
Policy). Students must wear Mass Attire for Wedagsuiorning Mass. Students who
participate in P.E. (Physical Education) classas day may bring their P.E. uniform to change
into during recess. We expect parents to sugpertiress uniform policy by insuring that their
children leave home properly dressed for Mass,akas all school days.

We also look forward to seeing all our familiedi¢ekend Mass. This is one way of putting into
practice what is taught in school. Family Massesat 9:30 and 11:00 on Sunday morning.
Student choir provides singing at the 9:30 Masscr&l Heart School student readers are
selected to read at these family Masses, altegnateekends with students from the CCD
program. Parents are invited and welcome to bhamthe gifts or to be otherwise involved in
these Masses. Please inform the school officeufare interested and would like to participate.

MISSION PROGRAM

Sacred Heart School actively supports the Holy@lubd Association, which is a world- wide
mission program, to raise funds for underprivilegaddren in underdeveloped countries. It is
very important for students to grow in awarenessganerosity for those blessings they have
received.

OUTREACH PROGRAM

Families are involved in an on-going outreach paagthat includes:
Visits to Angel View which assists with the youn@avare physically challenged.
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Visits to the Elderly in retirement/convalescenires.
Martha's Kitchen -Brown Bag Friday program and hegserve the hungry .
Donations to Catholic Charity organizations.

EXTENDED CARE

This service is provided for the convenience ofr8a¢ieart School families who have working
parents and for emergency situations. All studpatticipating must have the necessary forms
completed and on file with the extended care supervPayments may be sent utilizing the
family envelope system (similar to tuition payménBarents must abide by the directives in the
Extended Care Handbook. All rules and regulatmiithie school day also apply.

FIELD TRIPS

Field trips of educational and cultural value aneairaged and are arranged by the classroom
teacher with the help of the room parent. A Sclaivity/Field Trip Parent Consent Form
must be completed by the parent for each studehtareach field trippr school-sponsored
activity. This consent form is the parents' authation for their child to attend the field trip. In
addition, it releases the school from liabilitythie consent form is not received prior to
departure time, the student will remain in schbdlither telephone calls nor faxed notes will be
accepted in lieu of the signed consent form.

For liability reasons, only students enrolled atr$d Heart School can attend field trips; siblings
of students are not allowed to accompany themdFigls are considered part of the planned
curriculum; however, the principal, teacher, orgpéirmay restrict a student's participatcre to

a failure to meet academic or behavioral requirgmelti a child's participation is declined, the
child will remain at school to do work provided the teacher.

For any trip outside of the Palm Desert area himgskes should be used.

Drivers for field trips must complete the necesdaryns and have them on file in the office in
order to be authorized to drive. A seatbelt forheperson is required.

All parents participating on a field trip must haweir “livescan” completed. Please see the
office staff if you have not completed this requient.

LUNCH

Students may bring a box or sack lunch or may @mseltihot lunch” on the days when it is
available at school. Students are not permittechtl parents for a "forgotten lunch”. Hot lunch
will be provided for students who do not otherwhisere a lunch and billed accordingly.

Parents who bring a lunch before the schedulechlime are to mark the student's name on it
and place it on the bench located by the office.
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Parents bringing a lunch after the lunch periodrizegre asked to take it to the office for
delivery. Students are not allowed to pick up e the parking lot. We discourage delivery
of fast food lunches by parents and disallow dejiv®y outside vendors to students at lunchtime
since it creates unwanted problems. If you musp a@ff a “forgotten lunch”, it must be one that
has preferably been prepared at home. All lunomest be dropped off by 11:30am.

Hot Lunch is prepared by an outside vendor withhibikp of parent volunteers. Lunches are
available at school for purchase Monday througbdyri Students in grade K — 3 may order a
box lunch. Each month a calendar and order forlinbeisent home for students to order from.
The due date marked on the calendar is strictlg teel No late orders will be accepted.
Students in grades 4 — 8 will be allowed to brirgey to purchase their lunch from an ala carte
style menu.

All measures are taken to inform parents of th@ses énh which your child will not need to order
lunch in the up coming month, (i.e. field trip$owever it is the parents responsibility to cross
reference classroom newsletters and calendarsasthidy are not paying for uneaten lunches.
The school will give credit for “unknown” paid faout missed lunches, (i.e. previously
unscheduled field trip), however, credit will na &llowed for missed lunches outside of the
school’s control, (i.e. sick days).

Kindergarten, Grade 1 and Grade 2 students beginltmchtime at 11:30; Grade 3 — Grade 5
students will begin lunch at 11:50; Jr. High studdregin their lunch at 12:15.

The following lunch rules apply at all timeal students must go to lunch area with their ckdss
thetime and to the placethe class is assigned.

A. Students will say grace as a class before gdiog to lunch area.

B. Students must remain at the lunch tables fteagt 15 minutes to allow adequate time to
eat.

C. Older students need to pace their own eating;tat least 10 minutes. No student is to

be released to play until his/her eatinguaseclear and clean.

D. Teacher or Aides in K-2 may dismiss studenfslay beginning at 11:50 a.m., if the
students are ready.

E. "Individual” place clean-up and trash dispesaequired.

Lunch Hour is as follows:

Grades K -2 11:30 a.m. to 12:10 p.m.
Grades 3-5 11:50 a.m. to 12:30 p.m.
Jr. High 12:15 p.m. to 12:45 p.m.
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INTRASCHOOL COMPETITION

All students are eligible to participate and repreur school in a variety of activities.
Basketball, Football, Volleyball and Soccer progsaame offered to our junior high students.
Additionally, the Riverside Catholic Schools Trddket is held once a year and is open to all
students in first through eighth grade. This iseagopportunity to meet other Catholic Schools
in our nearby area and compete for trophies armbrib. Students are also eligible to compete in
the annual Geography Bee, Science Fair, Spellirga®el Academic Decathlon. Palm Desert
Art & Essay competition is provided annually. Aleise are wonderful opportunities for fun
competition and intra -school social interaction.

Eligibility:  To participate, students must maintain a “2.08rage in eacbf their
subjects. Eligibility checks will be done pericdily throughout the school year to
determine eligibility. The principal, at his/hdiscretion can determine the eligibility
status of a student. The eligibility standardgies to all extra-curricular activities.

LIBRARY

All students have access to the library at lease@week at scheduled times. All students are
responsible for returning books on the due date. A¢telerated Reading Program, which
entails students reading books and taking a conepsebin "review", is in full operation.
Students in grades 2 through 8 are required tacpgaate in this program. Accomplishments or
lack thereof, are reflected on report cards.

LOST AND FOUND

All personal items must be permanently labeled wime and grade. Clothing, school bags,
lunch boxes, notebooks, etc. should be properiytified. "Lost and Found" is located on the
benches in front of the school office. If clothibgms are not marked with the students name and
are not claimed, they will be sold through the si!sd'unique” uniform sales.

SCHOOL PERSONNEL ARE NOT RESPONSIBLE FOR LOST ITEMS

MUSIC/CHOIR

Music is taught twice a week in the classroom (@sald-5). A select choir starts in late
September. Practice is held at a time and placeelkevhen the group first meets, usually after
school or 12:30- 01:30 p.m. once or twice weekily.

PHYSICAL EDUCATION
P.E. classes are held twice a week for 45 to S5Qitegper class for all students. Students must
wear their P.E. uniforms.
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SCHOOL PICTURES

Pictures are taken each fall and spring. Then@igbligation to purchase them. Students will
wear their Mass attire for pictures (refer to UmifoPolicy). These pictures will be used in our
school's yearbook and cumulative files. We alderadptional spring pictures in non-uniform
attire available for purchase.

STUDENT COUNCIL

The purpose of the student council is to provideise to the school community, to develop
leadership and to encourage student involvemesit aspects of school life. The student council
meets regularly and plans activities for the stislender the supervision of a moderator. These
students are invited to take part in the Studeatleeship Program held each summer at Aquinas
High School in San Bernardino.

ART

Art classes are offered in all grades and tauglgamp classroom teacher in grades 1-8. Classes
are taught weekly in K-5 and offered as an eleatijenior high.

NATIONAL JUNIOR HONOR SOCIETY (NJHS)

Students in the"sthrough 8' grades, if eligible, are invited to apply to ttNJHS). Invitations
are offered after theand 29 trimesters. Sixth graders are not eligible uaftiér the second
trimester. Students must have an acceptable GBAl@monstrate a high degree of character,
citizenship, leadership and service. Please sbliS staff advisor for additional information.
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XI. TUITION

Catholic Schools are_a blessiag they strive to be affordable so that any chalad lsave the
opportunity for a Catholic education. Catholic salsan our diocese must be financially
responsible organizations in order to survive. $thperations, maintenance, supplies and staff
salaries are dependent upon tuition, fees, andfaisérs and the loyalty and generosity of
parents, grandparents, patrons and friends of 8a&teart School. To keep the school affordable,
parent/family participation is essential and vitathe successful operation of our school.

Parochial schools, such as ours, were previouglgated by the parish. Sacred Heart School in
its earlier years benefited heavily from such geegedowment. Our new school, which opened
in September of 1993, was built from parish-produtendraising monies. We are fortunate to
have a very supportive pastor, but Sacred Heam@chust strive to be self-supporting; this is a
diocesan directive.

TO ASSURE A VIABLE CONTINUED OPERATIONAL BUDGET, TU ITION MUST BE
PAID ON TIME.

STANDARD PAYMENT POLICY

Tuition may be paid yearly, semi-annually or in tareleven equal monthly payments, June or
July through April inclusive. Monthly installmentgll be made through FACTS. (See FACTS
Information Sheet). If tuition is not paid by tee date, an automatic LATE CHARGE will be
added to your account. If tuition is past due saisfactory arrangements for payment have not
been made, parents will receive a letter from thekkeeper and/or the principal. Failure to
comply with their request for payment can resulpanents being asked to take their children out
of school.

A $20.00 school handling fee will be charged fazteaeheck that is RETURNED by the bank for
any reason (in addition to applicable FACTS retdrpayment fees and/or any bank service fees
charged.) After a check has been returned bydh&,lihe school will acce@NLY CASH
PAYMENTS from that family, at the discretion of the prinaipPost dated checks cannot be
accepted by the school at any time.

No deductions will be made from the monthly tuitfees for days missed from school by a
student.

END OF YEAR PAYMENTS/TRANSFERS

At the end of the school year, each child's tuifees must be paid in full by the first week in
April (the final tuition payment month) of that subl year.
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Transfers -Any child who transfers to another s¢lad@any time must have his/her tuition fees,
and any other fees, paid in full BEFORE THE LAST DAF ATTENDANCE at Sacred Heart
School.

The tuition is considered earned for that month thea transfer takes place; all other prepaid
tuition will be refunded. Transcripts, report caesgl/or awards may be withheld until tuition
and any other fees are paid in full.

PARENT INVOLVEMENT PROGRAM

Over and above the paying of tuition, parents apeeted to adhere to the Parent Involvement
Program, which is responsible for helping suppoetgchool financially, as well as assisting in a
variety of areas. With respect to tuition, the fuaters provide monies which directly affects
the tuition paid by each family by reducitige amount charged. Fundraising proceeds are used
to meet school expenses and to assist with onggtemelopment of our school programs.
Without parent involvement in fundraising, our it rates would have to carry these expenses.
All families bear their fair share of the resporig§pfor reasonable tuition.

With respect to support services, the parent irsmmlent program assists by providing volunteers
who help in the daily operation of the school. Thesrvices range from the maintenance of the
school to the daily operation of the office, lipracomputer and the hot lunch program; services
which would otherwise require the employment ofiaddal staff (which would have to be paid
for by increasinduition) or simply doing without them.

By reviewing the parent involvement program acdig; you are made aware of the needs of the

school and, as a result of parent involvement, admytuition is so affordable in comparison to
private schools in the area.
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TUITION RATES

Catholic schools are parochial schools and noggeigchools, nor are they supported by the
government like public schools. Tuition pays fdraspects of operation and staffing the school.

There are two options for tuition.

Option A
$7, 700 per child There will be no other tuition, parent participator school-
wide fundraising obligations for the year. Thigin may be paid all at once or
in monthly installments of $770.00 beginning Jufy 1

Option B Family Rate
This rate will include annual tuition rate (seeexthle below), completion of 20
parent hours (10 for single parents) and $100Qmwlfaising. This fundraising
amount must include a minimum $300 profit from 8@RIP Program. Detailed
descriptions of the various fundraising opport@sitwill follow later. Fundraising
obligations not met by May*iwill be added to the family’s tuition balance.

Elementary school monthly rates are as follows*:

Year 10 Month 11 Month
ONE Child $4,694.00 $469.40 $426.73
TWO Children $8,919.00 $891.90 $810.82
THREE Children $12674.00 $1,267.40 $1,152.18
FOUR Children $15,960.00 $1,596.00 $1,450.91
FIVE Children $19,246.00 $1,924.60 $1,749.64

Preschool monthly tuition rates are as follows:

ONE Child $5,328.00 $532.80 $484.36

TWO Children $10,123.00 $1,012.30 $920.27
Tuesday/Thursday** $2,336.00 $233.60 $212.36
Monday/Wednesday/Friday** $3,307.00 $330.70 $600.

*Sibling discount: 2 child receives a 10% discount® 8hild 20%; &' and subsequent children 30%
**Sibling discount does not apply

PRESCHOOL EXTENDED CARE OPTION — 12:00 noon up 1805.m.
$25.00 per day/per child or $250.00 per month/péddf paid in advance.

K-8 EXTENDED CARE RATES AND OPTIONS ARE AVAILABLEMN REGISTRATION PACKET.
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REGISTRATION FEES $250.00 per student

MATERIAL FEES $250.00 per student
TOTAL $500.00 per student, preschool —
grade eight

Voluntary Scholarship Endowment Fee $100.00 peiljfam
Registration fees are non-refundable.

The Voluntary Scholarship Endowment Fee has bembleshed to offer those families in need
of tuition assistance the opportunity to attendr&a¢ieart School. It will take time to build up
the fund and your assistance is appreciated.

Sacred Heart School strives to make Catholic edutatwailable to all families, even if all
families cannot meet the full cost of tuition. Tait increases, necessary due to the rising costs
of education, are not meant to alienate anyonefadibtate this goal, the school administration
will meet with families who have a concern with amd/or all financial obligations.

All matters relating to individual tuition assistance are held in the strictest confidence
between the receiving family and the school admirtistion.
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Xll. UNIFORM POLICY

Students are best prepared for school when thegraperly dressed and groomed. They are
expected to follow standards of cleanliness, nesataed modesty in everything they wear.
Students wear a uniform in order to promote a meetif equality for all children while
discouraging competition in dress. We take prideunschool and the uniform provides a means
of identity for the students with our school. Ihfalirness to other students and their families
who honor the policy with the designated uniforne, sincerely hope that you respect the
uniform policy, which will be strictly enforced.

Parents and students both share in the respotsibiliseeing that the uniform policy is
appropriately observed and maintained.

STANDARD UNIFORM

Distributor:

Norman’s Uniforms

371 W. & Street

San Pedro, CA 90731

Phone Orders: (310) 832-8342

Fax Orders: (310) 832-1410

Internet: www.normansuniforms.conchool Code: 43775

Grades K-5

Boys: Mass attire Norman’s Uniform shorts/pants, white oxford shirt.
Everyday -Norman’s Uniform shorts/pants, white or gray polo shirt.
P. E. days Norman’s Uniform gray SHS t-shirt, navy mesh shorts/sweatpants.

Girls: Mass attire — Grades K — #torman’s Uniform white SHS blouse and plaid jumper.
Grade 5Norman’s Uniform white uniform oxford shirt, plaid skirt.
Everyday -Norman’s Uniform white SHS blouse, white or gray polo shirt,
shorts/skort/pants.
P. E. days Norman’s Uniform gray SHS t-shirt, navy mesh shorts/sweatpants.

Jr. High

Boys: Mass attire Norman’s Uniform navy (not tan) shorts/pants, white oxford shirt.
Optional navy sweater vest.
Everyday -Norman’s Uniform shorts/pants, navy or tan, white, gray or navy sblirt.
P. E. days Norman’s Uniform gray SHS t-shirt, navy or black mesh shorts/swaatp
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Girls: Mass attire Norman’s Uniform white uniform oxford shirt, plaid skirt. Optioning
sleeve blouse with vest attached or navy sweatdr ve
Everyday -Norman’s Uniform white, gray or navy polo shirt, tan or navy shipasits,
tan or navy skort. Any of the required mass shmréy also be worn with the shorts,
pants or skorts.
P. E. days Norman’s Uniform gray SHS t-shirt, navy or black mesh shorts/swagatp

Please remember....
* The old SHS logo is no longer acceptable.
* The navy sweaters/cardigans are the only acceptaidewear items allowed to
be worn in Church.
Uniform Socks
Grades Preschool —8 Grade

Boys and Girls:

* Socks must be white.

e Students coming to school wearing socks not in d@amge will receive an Out of
Uniform notice to be signed by a parent and rewithe next day. A replacement pair of
socks will be given to the student and familied b charged $5.00.

0 Students must return the signed Out of Uniformaeoéind $5.00 to the school
office the next morning before proceeding to class.

Uniform Shoes
Grades Preschool —8 Grade

Boys and Girls:
» All students must wear athletic shoes in Navy, Wbit Black. The shoes may have
simple swooshes or designs provided they are ig,valite or black. (No gray,
platinum, silver, etc. accents.)

« Shoes must be secured by shoe laces.

« Velcro shoes will be acceptable in Grades PresefSainly.

* No buckle or slip-on shoes will be permitted.

» Students coming to school wearing shoes not in tiange will be sent to the office and
will not be allowed to return to class until acadge shoes are brought to school.
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Haircut Policy
Grades Preschool —'8 Grade

Hair styles must be neat, clean, simple stylesh&locoloring of any kind is allowed.

Boys' hair length must be cut abovehe ears, eyebrows and shirt collar

RULES FOR ALL GRADES

A. All shirts and blouses must be buttoned withhmare than the top button, unbuttoned.

B. All shirts and blouses must be tucked in; naghisto be tied or rolled around the waist
(sweaters, sweatshirts, etc.)

C. No turtlenecks or long sleeve shirts are peeditt

D. Sweaters and sweatshirts must be uniform if vimthe classroom; in cold weather. Non-

uniform attire (jackets, winter sweaters, etc.) rhayworn outdoors only.

E. Uniforms should be replaced when worn, tornaglefl; all uniforms should be appropriately

sized:

Boys: Shorts, including PE, length must be talwove the knee

Girls: Shorts, including PE, length must be t@bove the knee
Skirt, skort and jumper-length must be no mbent3 inches
above the knee. Girls’ skirts must display/conemedesty in dress.

F. No make-up or nail polish is allowed; no jewdlexcept for post earrings-one in each
ear). No rings or bracelets may be worn. No acnydiils are allowed.

G. Hair styles should be neat, clean, simple styM® hair coloring of any kind is allowed.
Boys' hair length must be above the ears, shitacahd eyebrows. No sideburns.

H. Any undershirt worn must be solid white.

OPTIONAL (FREE) DRESS GUIDELINES:
When permitted by the Teacher and Principal, stisderay have the opportunity to have a free
dress day (meaning that they do not have to wear dniform). Parents and students are expected
to use good judgment in student dress; if you ar yhild have a question regarding whether or
not an item of clothing is appropriate for schgdgase discuss it first with your child's teacher o
the principal. The following are guidelines to hethen selecting your child's dress:

A. Clothing must be neat and respectable.

B. No tight-fitting, baggy or short shorts.

C. No tight-fitting, baggy or long pants.

D. No low necklines halter tops, bare midriffs, spagtstraps, tank tops or mini skirts.
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E. Respectable T-shirts or sweatshirts without offemsiogans.

F. Shoes must be appropriate for recess or P.E.

G. Shoulders must be covered. No tank tops.
The school's guidelines on make-up and jewelry alin effect on free dress days. The
administration reserves the right to make the fadeisions regarding appropriate dress
and personal appearance.
OUT -OF-UNIFORM NOTICE
If a student is out of uniform, a notice will bensdome to advise parents. Parents may also be
called in to bring the proper uniform to schoolpRated infractions may result in more serious
disciplinary action.
RULE FOR PARENT(S)

Because parents are role models for the studémsexpected that parents will always be
dressed appropriately when on campus.
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THE DEVELOPMENTAL POINT OF VIEW MEANS.....

....UNDERSTANDING that growth follows an orderly cycle of developrhen
....RESPECTINGthe fact that every child is unique and has its oate and pattern of growth.
....ACCEPTING the whole child: physical, social, emotional, aimdellectual components.
Recognizing the components are equally importadtiaterdependent.

....APPRECIATING that readiness for any given task has its rootsarbiological-maturational
make-up of the child. We can neiti®RRODUCE IT, HURRY IT norIGNORE IT.

Basis of Acceptance
Students of any race, color and national/or etbrigin are admitted. Preschool childigtuST
be two years, 6 months old and toilet trained byt&aber 1\

Staff Development

In an effort to maintain a competent and profesdisiaff, Sacred Heart requires teachers,
assistants and administration to continue instoncéind training in the following areas:

Early Childhood Education and Child Development
Parent/Teacher relationships

Medical and emergency preparedness

Spirituality and personal growth

Under the California Child Abuse Reporting Law, al teachers, counselors and
administration are mandated reporters.

Registration

Procedure

Introductory facilities walk- through with Direato

Submit a financial agreement with non refundablgstration fee.

Parent attend registration meeting / open house.

Currently enrolled families in good standing haverity for re-enrollment and schedule
modifications.

All families must complete a registration packagech includes Licensing and
Diocesan forms.

m All records are kept locked in the Director’s o#i

m Files can be reviewed by a licensing analyst f@ammunity Care Licensing upon their
request.
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Options

PRESCHOOL
Core Program: 8:00 a.m. — 12:00 a.m. (4 Hour Maximum)
Classes Meet: Tues/Thurs.  Mon/Wed/Fri Mon. through Fri.

After School Care: Available Mon. through Fri. from 12:00 noon ur&iBO p.m.

PREKINDERGARTEN

Core Program: 8:00 a.m. — 12:00 a.m. or 12:30 p.m. — 4:30 p(#nHour Maximum)
After School Care: Available Mon. through Fri. from 12:00 noon urgiB0O p.m.

FINANCIAL POLICIES

Tuition

] Tuition may be paid yearly, semi-anually, or in tareleven equal monthly payments,
June or July through April Inclusive.

] Each family must register with the FACTS for auttimpayment deductions.

] Monthly installments will be made through FACTS.

] If tuition is not paid by the due date, an autamkzte charge will be added to your
account.

] Special payment arrangements can be made disgittlythe Bookkeeper at Sacred Heart
School.

] If tuition is past due and satisfactory arrangetséor payment have not been made,

parents will receive a letter from the Bookkeep®d/ar the Principal. Failure to comply
with their request for payment can result in pasdrging asked for the parents to take
their child out of school.

Monthly tuition is based upon an annual rate theeeit is continuous through holidays, closures
and vacation.

Penalties

n $20.00 charge for Non Sufficient Funds (NSF) CheckCash must be remitted along
with NSF charge.

n $1.00 per minute late fedFirst offense) when a child is picked up beyonsl tburs of
operation. Second offense will be calculated ad@per minute late fee. Late
assessments must be paid to office personal b#ferehild returns to his/ her next
scheduled day of attendance. Clocks in the scdarwk as the instruments that
determine the time of pick up.
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n $5.00 fee will be assessed for each time a childhist signed in or out. In accordance

with Community Care Licensing Regulations, all dréih MUST be signed in and out and the
time indicated on both. *The sign in sheets wdlreadily available to you however it is
your responsibility to make sure that you sign aut your child.

n $10.00 will be assessed if your child’s bedroll it brought to school. According to
Community Care Licensing Regulations all childreaysg after the morning core
program will be required to nap or rest for at t&&&minutes. The parents are required
to provide their child with bedding in order to slo. If bedding is forgotten, parents can
bring it to school before 12:00 noon or be asseds2810.00 fee and one will be
provided for your child.
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OPERATING POLICIES
Hours

Monday — Friday 7:30 a.m. — 5:30 p.m.

Attendance
Please notify the school by 9:00 a.m. when youddkiabsent foany reason

The core program begins at 8:00 a.m. or 12:30 pmival after 8:00 a.m. or 12:30 p.m. is
considered tardy. Please make every effort togbywur child on time so he/she can integrate
into the program easily.

Sign-In and Sign-Out
The childMUST be signed in anBRESENTED TO A TEACHER, ASSISTANDIRECTOR

The time and signature sections MUST be completedhe sign-in/fout sheet. Parents are
required tosign their full first and last name and time Community Care Licensing requires
all students to be signed in / out. If signatuaes not attained, you will be charged a $5.00 fee
for each signature not attained. Sign-out occurena child leaves the facility. Once a child has
been signed out, they are not allowed to be brobgbk to school unless they were taken out for
a Doctor or Dentist appointment. A child will beleased ONLY to those persons who have
been authorized by the parent on the Identificatioth Emergency Form and who are 18 years of
age or older. Any person unfamiliar to staff viaé asked for identification.

Once your child has been signed out, please kesp thy your side to avoid any unnecessary
accidents.

Written or verbal notification must be given to soh personnelEACH time an authorized
person other than the usual parent/guardian pipkhe child from school. A written notice is
required for all non authorized persons picking aipchild and will be asked to show
identification. The on-site administrator willidle emergency situations.

When dropping off or picking up your child from sch we ask that you please refrain from

talking on your cell phones. This will assure thmatividualized attention and safety is given to
your child.
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Morning Drop Off

Parents can either drop off their child in the cament drive through lane or they may walk their
child into the school. Parents aret allowed in the back playground area. If they wisistay
for flag salute, they must remain in the front ¢gard.

Afternoon Drop Off
The Yellow room PreKindergarten class will drop affthe green / yellow room door on the
west side of the Preschool building at 12:15 p.ronifay through Friday.

Afternoon Pick Up

12:00 Dismissal will be in the front courtyard areh30 p.m. dismissal will be through the green
/ yellow room door on the west side of the Prestbadding. Parents are advised to sign
children out using first and last name and thedcan will be dismissed directly to them.
Extended care pickup will be from the Blue rooRieaseremember to sign your child out in
both the extended care book and the clip boagince we are a licensing facility servicing
children aged 2.6-5, we require that yleeingestchild be picked up first before picking up older
children at the main school.

Visitation

Visitor presence is welcomed at any time unleskl@m become highly distracted or disrupted.
All visitors must check in with school office persel, sign in and receive a name badge upon
arrival on the premisesAn appointment is necessary for a directed tour

A Certified licensing agent from the DepartmentSaicial Services may visit the location at any
time without notice. They may review all staff asiident files as well as interview students,
staff and teachers.

Volunteers

Volunteers are welcome at any time however it igsable to check with your child’s teacher

for a schedule. Volunteering will not commenceiluatfter the first 6 weeks of school. All
volunteers must beive scanned and clearedor the Diocese of San Bernardino and
Community Care licensingAll parents must also have attended a Safe Environment Wopksho
Live Scans must be completed and cleared by Septed@. Once you have been live scanned
for the Preschool, it will be valid for your childentire time at Sacred Heart SchoBlease

note: For the safety of all children and as requiredidsnsing, siblings argot allowed to be
brought onto school campus while you are voluniegrithis includes field trips, snack time,
Halloween, Thanksgiving Feast, Christmas Aroundweld, Snow Day, Water Day, Sport’s
Day, Read Across America). When volunteering indtigool, all parents, grandparents etc. must
be dressed appropriately. Cell phoMddST be turned off and not used during volunteer times.
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Withdrawl

A two week written notification is required wherlaild is withdrawn from the program. This
applies to both Sacred Heart Preschool and paréngso-rated tuition fee will be assessed if
written notification is received.

Dismissal

The school may discontinue enroliment when a familylates the policies, procedures, or
philosophy of the school. The school may alsoatiiaue enrollment if it becomes evident that
a child is not best suited for this school or isble to meet the expectations in our discipline

policy.

Extended Care

The extended care program is offered as a bewodfiit families and it is considered a privilege
to stay for this program. All policies and behaweapectations are required during extended
care as well as during the morning core progratmoufl any child not be able to comply with
the policies and behavior expectations, it maydxensary that they will no longer be allowed to
participate in the extended care program. If yauusing the extended care program
occasionally as a drop in you must contact thedPies Office with 24 hours advance notice in
order that we can ensure adequate staff is availabl
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HEALTH POLICIES

Physician’s Report — Verification of a recent physical examinationcarent immunization
record, and a TB clearance is required. CHILD WIBE EXCLUDED FROM THE
PROGRAM if a completed Physician’s Report is notfitm Children who are ill will not be
permitted to stay at school. Parents must proaitdenative childcare in this instance.

Daily Health Check
Daily Health Check is conducted when the childvasi at school. For the well being and

protection of all the children, the parent will Bdvised to remove the child from school when
the following or other questionable symptoms arseobed:

Watery, inflamed or crusty eyes Inflamed nostrils istlessness or extreme
fatigue

Watery, inflamed or crusty eyelids Deep cough Simgear coughing

Glazed appearance of eyes Fever Frequent  stumbling
falling

Heavy nasal discharge Unusual irritability Vomitioggagging

Mucus that is NOT clear Rash / insect bites Slezgsn

Open sore cuts Clammy appearance Unusual aggresss/e

Unusual loudness of voice Bruises Unusual numbetripé to
bathroom

Being well enough to attend school means that la éhiwell enough to participate with other
children in daily activities, including outside pla

Communicable Diseases

Please notify the school if your child has contd@&ay of the following communicable diseases.
A physician’s statement may be required for re-adtimce.

Chicken Pox Impetigo Mumps
Scabies Measles (Rubeola) Ringworm
Pinworm Scarlet Fever Strep Throat
Head Lice (Pediculosis) Fifth Disease (Slap Cheggerman Measles (Rubella)
Pink Eye (Conjunctivitis) Hand, Foot and Mouth
Disease

Accident Reports
Injury reports are prepared for any accident o@éegrduring the course of a child’s school day.
INJURIES ABOVE THE SHOULDER WILL BE REPORTED TO TPA&RENT BY A
TELEPHONE CALL If the parent cannot be notified, persons lisiedhe Emergency Medical
Form will be advised.
Please sign any accident report pertaining to goud.
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Health Check Observation Forms

Occasionally a health observation may be made gutire day which warrants parent
communication. Parents will be directly notifieg tthe office of any findings. Since it may be
necessary for a child to be picked up early duartallness, it is imperative that the telephone
information we have on file is kept up to date.dPdsMUST be available to be reached in case
of an emergency.

SAFETY PROCEDURES
Disasters

Monthly practices are held for earthquakes, disaamté/or fire safety. In the event of a major
disaster, staff will care for children until paremirrive on site.

Emergency Disaster Procedure

IN THE EVENT OF A DISASTE®o NOT phone the school. Telephone lines must be kept
available for emergency aid.

Do NOT panic. Attend to your own safety. We vaidire for your child. Nutritional food for a
48-hour period is kept as part of the school’'s BisaPreparedness supplies.

When the initial emergency has passed, and youraael, come to the school to pick up your
child. We will release a child only to those paersavho have been authorized (IN WRITING)
by you.

Children will be kept together until they are reded to an authorized person. YOUR CHILD
MUST BE SIGNED OUT. If it becomes necessary toréethe church grounds, a sign will be
posted informing you of the whereabouts of youtdchif you are unable to get to the school, go
to your home so we can contact you.

When a prolonged loss of electrical power or watexperienced, the school will close. Parents
or the local emergency contact person, as indidatedch child’s file, will be notified.

REMEMBER : We will keep your child safe and comfortable!

First Aid

Staff members are trained in first aid and C.Pc@dures as outlined by the American Red
Cross. In the event of a serious injury, 911 Wwél called and parents notified immediately. If
you are not available, the child’s physician will bontacted. If the injury warrants treatment —
but not the urgency of a call to 911 — and you oarbe reached, the persons listed on the
Emergency Medical form will be notified to act oowy behalf.
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Safety Precautions

Toileting takes place under the supervision o#f shember. Because the school is a shared use
facility, we ask parents/caregivers to NOT alloweithchildren to use the bathrooms
unsupervised.

The Playground gate must be kept closed at allstiare handled by ADULTS only. School
doors are heavy and should only be handled by AD&ILPlease adhere to a 3 M.P.H. speed
limit in the parking lot and drive in the approgaadirection. Avoid “cutting across” parking
spaces. DO NOT park along red curbs or in hangedspaces unless authorizegdl EASE
HOLD YOUR CHILD’S HAND WHILE WALKING TO AND FROMHEIRPARKING LOT AND
INTO/FROM THE BUILDING.

Once your child has been signed out, they becormaengsponsibility. Please keep them by your
side in order to avoid any unnecessary accidents.

Children not enrolled in our school must remainhwttieir adult at all times. Children should
NOT be left in unattended cars.

Due to Community Care Licensing restrictions, Pnest playground equipment may only be
used by children who are only enrolled in our Phest.

Unregistered children should not accompany parehinteers. It is important that volunteers
are free to give their undivided attention to thedents they are servicing.

Parent volunteers are prohibited from using cetir@s during the time the adult is responsible
for the supervision or transportation of children.

Transportation for Field Trips

Transportation for field trips may be parent driweicles utilizing seat belts or in a private bus.
When parent vehicles are used, children underesixsSOR weighing 60 Ibs. or leddUST use a
federally approved car seat. It is the parentspoasibility to provide the teacher or field trip
driver with their child’s car seat on the day of thip. If a car seat is not used when required, t
child will not be allowed to participate in theltigrip.

Parent volunteer drivers must carry insurance @meiof at least $100,000 liability per person
and $300,000 liability each accident in order toetméhe minimum standards. The driver's
insurance would be the PRIMARY CARRIER in the evehain accident. The Diocese of San
Bernardino insurance would cover losses in excéfisecaforementioned amounts. Parents will
be required to sign a statement regarding the $000$300,000 coverage. All voluntary drivers
must complete the Diocesan Field trip form.
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In some instances, parents not meeting the insarstandards as stated above may drive their
own child on a field trip. In such a circumstant®e school will not assume responsibility.
Children are to be SIGNED-IN with their teacher n@orival at the field trip site, and SIGNED-
OUT when leaving the location. This policy willsal apply in the event a parent transports a
child without the use of a car seat when legalgumed to do so.

Siblings are not allowed on school-sponsored fiefs. The rationale for this policy includes:
» Insurance liability, appropriate chaperone attentispace limitations, fairness to the
class-enrolled child.

FOOD

Parents are responsible for providing nutritiousdfowhen their child stays for lunch.
PARENTS NEED TO BE MINDFUL OF APPROPRIATE CHILD-SHZPORTIONS. Uneaten
foods will be returned home so parents may gaugeliid’s true lunch needs. As required by
licensing, teachers aMOT allowed to heat up children’s lunches.

Lunch guidelines include the following:

* Children will be requested to eat a sandwich otginoitem and fresh fruit before other
nutritious snack-type foods.

* 100% fruit juice beverage instead of sugared-wateducts.

» The five food groups are: dairy products, proteinsts, vegetables and grains.

* Nutritious snack foods include: carrot and celeticks, cucumber rounds, cherry
tomatoes, bell peppers, grapes, pretzels, crackegsirt without sprinkles, applesauce,
pudding, low sugar granola bars and food low iraswgntent.

* Fresh fruit is preferred over 100% fruit roll-ugsnned or dried foods.

Snacks

Your child will be asked to supply a simple, nutnitis snack, about once or twice a month, for
you child’s class. Snacks should be left in yduitdis classroom and the teacher will refrigerate
any items that need refrigeration. A snack calendl be sent home each month to let you
know which day(s) is your child’s snack day. P&psovide enough snacks for 20 children on
your child’s scheduled day. Forgotten snacks camate a bit of confusion, so please be
thoughtful in remembering your child’s scheduleg.d&ruits should be fresh and juice must be
100% juice, not a sugared-water product. The odnleknjoy trying a variety of juices however,

to cut down on the sugar, milk is a healthier alive. If milk is not your selected drink, please
provide another source of calcium such as yogucheese. The Teacher will notify you if there

are any special allergy needs within the classrodost of all have fun with it! Snack day is a

great opportunity to involve your child in the phang process.
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Sharing Time

Your child’s snack day is also their day to brirgrething to share with their classmates.
Sharing time is an excellent learning experienaeyfmr child. For sharing, your child may
bring something special from home and talk abouwt itircle time. Sharing time encourages
your child to speak in front of a group. Childrare encouraged to bring something they have
made; something hand-made by someone they knowetearg from nature; a book to read; a
souvenir from another place. These make the moatesting topics for sharing. Unfortunately
pets are not allowed in the school and this isleypset forth by the Diocese of San Bernardino.

Birthdays

Birthdays are fun at school. We celebrate youldthbirthday in a special way. Your snack
day will be assigned either on your child’s birtiida as close as possible to the day. You may
bring a special snack for a birthday — cupcakese e4c.

Nap/Rest time

Pursuant to California Administrative Code, proersimust be made for a rest or relaxation time
for those children staying after luncill children will rest . Children that do not nap will rest
quietly for 30 minutes before resuming activitidfie parent is to provide a youth sized bed
sheet and a child sized blanket or a bed roll afes@&ind for use during napping time. All linens
must be individually labeled with the child’s nanaed stored in a ZIPPER-TYPE BAG.
Bedding will go home daily to assure cleanlinegs$10.00 fee will be charged to you if your
child does not have their bedding with them. Yaayrbring it in before 12:00 noon to avoid the
fee or we will provide one and you will be chargdd.00.

Backpacks
Every child is required to bring a backpack or béak) each day to school. Each student will be

given a folder for class work, homework, and paretices.IT IS IMPORTANT TO CHECK
YOUR CHILD’S FOLDER DAILY.
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UNIFORM POLICY

Uniforms will be required from Monday — Thursday. Friday will be a free dress day. Please
refer to the dress restrictions in the next sectidfe will be using Norman’s Uniform in order to
maintain consistency between the Preschool and Btdinol.

Girls: Everyday  Tan skort, tan shorts or tan pants.
White or navy polo
Schgatket or sweater with SHS logo
Whgecks
Tenslwes, (white, black or blue)

Mass: Peter pan sleeve top
Solid navy jumgeo plaid allowed)
Navy cardigan steea
White socks
Solid white, namyblack mary janes

Boys: Everyday: Tan shorts or pants
White or navy polo
School jacket or sweatethv8HS logo
White socks
Tennis shoes, (white, black or blue)

Mass: Tan shorts or pants
White oxford shirt shortlong sleeve
V neck pullover sweater
White socks
Tennis shoes

Clothing Free Dress — Fridays

Clothing worn to school should provide comfort amguld be conducive to play. Clothing
should allow for independence: overall, one pmaés, belts with buckles, trousers with zippers
and snaps are inappropriate UNLESS the child carageathem independentl§paghetti

straps, halter tops, backless shirts, tank tops, @hsun dresses are not allowed.

Hair should be clean and neatly combed everydayy'sthair should be above the collar and
above the ear.

Every child needs a complete change of clothirgchool; clothing needs to be clearly labeled

with indelible ink and STORED IN A LARGE ZIP-LOC BA Keep clothing current to the
child’s growth and appropriate for the season.
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Rubber soled tennis shoes are recommended fopksafeFlip flops, smooth soled shoes,

Crocs, clogs, jellies, and western type boots aremsidered unsafe footwear and should not
be worn to school. Sandals with straps must be woemwith socks. All shoes must be worn
with socks.

* All Free dress clothing and shoes are at the @igon of the Director.
PROGRAM
Placement Process

Classroom placement will be made in accordance wWith child’'s “whole” development —
his/her social, emotional, intellectual, physicatladaptive behaviors.

Children are not necessarily promoted in any pterd@ned sequence. Year to year, the make-
up of any specific classroom will vary based upbe tevelopmental ages of that year’s
enrollment.

Parents will be consulted in the event a childsugr placement needs to be reviewed. Staff will
make the final decision as to the child’s apprdpriplacement. Children will have the
opportunity to visit a classroom before a changeasle.

Children must be three by Septembét i order to attend the five day a week Preschool
program. Children must be four by Septemb&rirl order to attend the PreKindergarten
program.

Parent/Teacher Conferences

Parent/Teacher conferences are held as neededjtioatLthe year for all children. Refer to the
school calendar for specific dates. Children areimvited to be present during conferences. A
parent may request a conference with their chtleBsher at any time.

DISCIPLINE POLICY

We use the term “guiding positive behavior” whenagsist children in understanding and using
constructive behaviors. A child’s self-esteem gg@s he or she develops self-control. Positive
re-enforcement and positive re-direction are usedhelp children learn acceptable social
behaviors. Ideally, children follow our example emhwe speak and interact with them and
others in Christ-like ways, encouraging acceptaieleavior versus “punishment”. Sacred Heart
Preschool does not condone nor tolerate corponakspment. Sacred Heart Preschool has the
right to suspend a child if he/she is behaving jmapriately or constantly does not follow the
school policy.

As a high-quality early childhood program, we fell@ertain practices that support a child’'s
social, emotional, physical and cognitive developime
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The curriculum is designed to allow active partatipn by all children.

Adults have appropriate expectatioetative to the age and social development of each
child (i.e. 2 year olds engage in solitary or patgllay. Cooperative play is not expected
at this age. 3 yr. olds will be able to “take &iriefore the concept of “sharing” can
even be considered.)

The physical environmenboth indoor and out, is arranged to meet the s\@éceach
group of children. The daily schedule also recogsia need for quiet and active times.
There are enough engaging materials for the chiltbaise.

Supporting children in their growth towards certajoals is a primary focus;

% To develop confidence in themselves and their tadsli

% To increase their self-control.

% To have a positive self-concept.

+ To develop an awareness of and empathy for others.

% To begin to understand how their behavior affdotsé around them.
+ To have a positive experience in school.

The staff uses the following approach to help chiidachieve the above goals:

Anticipate and make accommodations for the needseoindividual child.

Clearly explain expectations and boundaries to ¢hadren (routine, rules, use of
equipment, social interactions.)

Communicate the consequences related to inapptepbeahavior to the children.
Sometimes, it may be necessary to re-direct orragpa child from a particular situation
or from the group. This may be done if there daager of physical harm or the child’s
behavior is inappropriate for the situation. Thepgose of the separation or removal is to
allow the child time to calm down and perhaps rakeate his/her behavior. (i.e. Child
may be directed to leave the area if he/she misingebikes; to sit off the rug if hitting
occurs during group time, to choose a differeny plieea if throwing blocks.)

Consistent follow-through of consequences.

Give choices to allow children to direct their olxehavior within the limits set by adults.
Discuss with children and listen sensitively. Aduimodel communication skills and
provide vocabulary to enable children to expressirtlemotions, both positive and
negative.

Model and empower children with social problem sajvskills, which include active
listening, negotiation and generating solutionshildCen are encouraged to verbally
resolve conflicts by using their words. Cooperatititudes and cooperative learning is
promoted.

Foster self-help and independent skills.
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PARENT INFORMATION
Communication

Please understand teachers are responsible fodml from 7:30 a.m. until dismissal time. If
you need to discuss an issue or concern with afy/rsiember, please do so before or after their
“on-duty” hours.

Monthly calendars are sent home as well as infaandtom each class. This information will
go home in the child’s backpack.

Parent Involvement

Parent involvement is a vital link between home scitbol. We take pride in our school being a
“Parent-Active” school. There are many ways pa@ain become active: reading stories to the
children, volunteering on one of the many groupsnfed for “special” programs, assisting the
teacher in the classroom, etc. Talk to your chil@acher or room parent to find out how you
can help. All volunteers must be Live scanned eledred before any volunteering can take
place. Volunteers must sign in at the office amdam a name badge before going to the
classroom. Please note: For the safety of all children, siblings are_notallowed to be
brought onto school campus while you are volunteanqg (this includes field trips).

Expectation for Parents

* To have a positive attitude toward the schoolpltsosophy, policies and procedures

* To support the goals which comprise the thrushefdchool

 To make certain children are consistently presece@ when ill or there is a family
emergency

* To maintain the overall health of the children bg\wpding nutritious meals, snacks and
reasonable bedtimes

» To attend parent/teacher conferences

* To share your gifts and talents in the Parents Gittbnd meetings and the special events
of the school

* To support fundraisers with your time, energy aggburces

* To attend mandatory meetings throughout the year

* To communicate fully in order that we may best egrour children

* To be a partner with the teachers in the educatigour child
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Grievance Procedure

Before allowing differences to become formalizetb igrievances, every effort shall be made to
resolve disputes through discussions between pdrtiwlved. Disputants can request to meet
with a third party (a conciliator) who will endeavio guide them to a resolution of the problem.
Formal grievance procedure can be found in the &ieof San Bernardino’s Policy Handbook,
section 2220, located in the school office (teacHeector, Pastor, Superintendent of Catholic
Schools, Diocesan School Board).

CURRICULUM

Sacred Heart Preschool is first and foremost a dliatiPreschool. The faith formation of a
young child is an ongoing process. Ideas about &l His world are incorporated into the
daily classroom activities as opportunities occuChildren participate in songs, stories,
dramatizations and prayers. Church celebratiomseknowledged in age-appropriate ways.

PLAY IS ESSENTIAL TO LEARNING. The environment @éesigned whereby children learn
through their play. Children test, explore, disegwadapt, classify, organize and construct their
knowledge through play experiences.

Children learn best when they can experience saongethith all their senses. Curriculum is
presented in a hands-on, multi-sensory approadfildr€n are encouraged to make choices and
decisions.

Our Language Arts program is phonics-based, whasteldbps listening and speaking skills. The
foundation for reading and writing is experiencedyd

Science and mathematic concepts are learned thtbeghanipulation of concrete objects.
Physical development is an important component ah#d’'s learning and overall growth.

Along with daily outdoor play, all children partpate in a specifically designed P.E. program
guided by Kids in ActionKids in Motion or Movement with a Purpose

Curriculum is integrated through thematic unitsstddy that are relevant to children’s lives.
Learning centers are planned to meet the develo@eaibilities of the children in each
classroom. Learning centers provide children tpbpootunity to explore concepts in small
groups or on a 1:1 basis with teachers and astsstan

Field trips which correlate to the units of studg @lanned. Field trips are considered off-site
curriculum and are invaluable.

63



