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Accredited by the Western Association of Schools and Colleges

BIOGRAPHY OF SAINT MALACHY

Saint Malachy was an Irish Bishop who was born in Armag in 1094. After studying for the priesthood, he was ordained a priest in 1119. He continued his studies and became an abbot, head of a monastery in Bangor in 1123. A year later, he was consecrated Bishop of Connor, and in 1132, he became the Archbishop of Armag, the oldest diocese in Ireland.

Saint Bernard was a very good friend of Saint Malachy. Saint Bernard writes that Malachy worked hard to restore discipline in the Church, which had grown lax in observance of the doctrine and morals received. After several years, Malachy believed he had achieved his goal of renewing the Church, and he wished above all, to provide good priests for his diocese to ensure continued growth in sanctity.

In 1139, he journeyed to Rome, and visited with Saint Bernard in his monastery in Clairvaux. In Rome, Pope Innocent appointed him a papal legate to Ireland. On his way back to Ireland, Malachy requested that Saint Bernard give him five monks to start a monastery in Ireland. This became the great monastic foundation of Cistercian monks at Mellifont in 1142.

In 1148, Malachy undertook another journey to Rome, but arriving at Clairvaux; he became sick and died in the presence of Saint Bernard on November 2. He was canonized by Pope Clement III on July 6, 1199.

In our patron, we have a great model for the renewal of the Church and formation of holy men and women to carry on Christ’s work in the Church. Let us pray to him to assist us in the renewal and growth of our parish community, and that we may be blessed with many holy men and women who will dedicate their lives to sanctify their families and the area of our parish dedicated to Saint Malachy, our patron Saint.
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All parent/guardian and students agree to be bound by the terms of this Handbook. The principal reserves the right to amend the handbook at any time. Parents and students will be promptly notified of any amendments.

NOTE: The Principal (and/or Pastor) is the final recourse in all disciplinary matters and may, for just cause, at his/her discretion waive any disciplinary rule. 

II. INTRODUCTION

A. PHILOSOPHY OF ST. MALACHY CATHOLIC SCHOOL

Saint Malachy School, located in the Florence District of South Central Los Angeles, serves to provide a strong Catholic educational foundation.

The dynamics of South Central have always been in constant transition. With so much change, our neighborhood lacks a past to draw upon. The surrounding area is one permeated with economic hardship, misunderstanding and diminishing expectations. As a result, crime, gangs, intolerance, and fear have penetrated every aspect of our community. Those who live in our community search for hope and identity.

Saint Malachy School is dedicated to improving the life of the community through the empowerment of our children. We offer hope and a positive faith centered identity. We are committed to break the cycles of poverty, ignorance, and spiritual emptiness. 

Saint Malachy School is a safe haven, providing students with the knowledge, experience, and the courage to dream beyond the boundaries of South Central Los Angeles. 

We nourish the love of God, Christ, and the Church. We teach respect and love of self and family, and we promote an appreciation for the larger global communities.

We have established a faith community that fosters the full growth of each individual-spiritual, aesthetic, intellectual, physical, and social. We foster self-assurance in students, which enables them to preserve and overcome.

We provide educational programs that enhance students’ ability to problem solve, think critically, think morally, and to make informed-intelligent decisions. Moreover, we strive to cultivate a life-long love of learning. 

We appreciate parents as the primary educators and a powerful force in the educational and spiritual growth of our children. We also recognize that the dynamics of the community sometimes place our parents at a disadvantage. As such, our goals extend beyond the students and into the family, where we strive to be a system of support for our parents. 

Our school climate encourages each individual student, parent, and educator to develop and nurture a system of Christian values, which will enable the individual to respond to an ever-changing world, and to live as a responsible contributor to our human community.

B. MISSION STATEMENT

Saint Malachy School is a faith community that fosters the growth of each individual-spiritually, intellectually, socially, physically, and psychologically.

C. SCHOOL PRAYER

Irish Blessing

May the road rise to meet you.

May the wind be always at your back.

May the sun shine warm upon your face.

The rains fall soft upon your fields.

And until we meet again,

May God hold you in the palm of his hand.

May God be with you and bless you:

May you see your children’s children.

May you be poor in misfortune,

Rich in blessings.

May you know nothing but happiness.

From this day forward.

May the road rise to meet you

May the wind be always at your back

May the warm rays of sun fall upon your home

And may the hand of a friend always be near.

May green be the grass you walk on,

May blue be the skies above you,

May pure be the joys that surround you,

May true be the hearts that love you.

D. HISTORY OF ST. MALACHY SCHOOL
Saint Malachy Catholic School opened in the fall of 1948 with a total of 303 students from grades one through seven. The school was originally staffed with the Ursuline Sisters of the Roman Order. In 1949, an eighth grade class was added to the school. Enrollment increased to 397 students.

At the time, the ethic make-up of the school and the surrounding community was primarily Irish and Italian descent. By the mid 1950’s, the school experienced an influx of African-American and Latino Immigrants.  In 1965, the school population was 90% African-American and 10% Latino. During the 1980’s, the Latino population gradually increased. In 1989, the Ursuline Sisters withdrew from the school and parish. In the following year of 1990, the first lay principal was hired. The school was staffed completely by laity, and the student population was equally made up of Latino and African-American students. In 1992, a lay principal was hired and the demographics of the school remained the same. In 1998, another principal was hired. In 2000, a kindergarten was established and the population had become predominantly Latino. By 2002, the school had a student body of 271 students in grades Kindergarten through eighth, 87 percent Latino, 12 percent African-American, and 1 percent Filipino. In 2003, a lay principal was hired and student enrollment was at 265. In 2004, a new principal was hired. Enrollment that year was at 224 with 91.5 percent Latino, 5.8 percent African-American, and 1.3 percent Filipino. Unfortunately, the school has lost families due to the fact that rents and mortgages have increased in the Florence-Firestone district.

E. SCHOOLWIDE LEARNING EXPECTATIONS

A)   A Saint Malachy student is a SPIRITUALLY ALIVE INDIVIDUAL who:

· Applies Catholic Gospel morals and values to their everyday life

· Attends and actively participates in weekly Mass

· Appreciates and practices the power of daily prayer

· Cherishes and shares their Catholic identity

B)  A Saint Malachy student is a SERVANT LEADER who:

· Seeks opportunities to actively participate in service to the community

· Acts as positive role model for the entire community

· Demonstrates leadership by humbly sharing Christ’s gifts

C)  A Saint Malachy student is a RESPONSIBLE DECISION MAKER who:

· Takes responsibility for all their thoughts, words, and deeds

· Is organized and focused in their daily activities

· Practices honesty to build integrity

· Makes choices with their own interest, the interest of others, and God’s will in mind

D)   A Saint Malachy student is a LIFELONG LEARNER who:

· Appreciates and enjoys reading

· Has a desire to persevere and continue in their education

· Uses positive and negative experiences as opportunities for growth

· Can apply their learning to everyday life

E)  A Saint Malachy student is a SELF-DRIVEN DREAMER who:

· Respects themselves and others in thoughts, words, and actions

· Sets and strives for high attainable goals

· Is motivated to achieve their full potential.

F. SCHOOL PERSONNEL

St. Malachy School is a Catholic, parochial school under the jurisdiction of the Archdiocese of Los Angeles.

Administrative

The Pastor: is ex-officio the chief administrative officer of the school who carries out the Archdiocesan policies. He determines the policies appropriate to the needs of the school, in harmony with the Archdiocesan School Board. 

The Principal: as the delegate of the pastor, is the administrative officer of the school, and as such is responsible for the direction and supervision of the school program.

The Vice-Principal: is the administrative officer who, in the absence of the principal, makes all the decisions necessary to operate the school.

The Administrative Assistant: is the assistant administrative officer of the school, and as such is responsible for assisting the principal with the operating of the school.

Instructional

The Lay Faculty: comprise and integral and important part of the faith community as full-fledged members of our teaching staff. Their loving dedication to our children and Catholic education is the basis for the fruitfulness of St. Malachy School. 

Teacher Aide: enrich the school program by taking care of some essential basic duties. She supplements and reinforce the work of the teacher by assisting in the classroom and working with small group of students. 

Religion Coordinator: coordinates all religious activities (liturgies, prayer services, etc) on campus.

Choir Teacher: assists the students in the development of an appreciation of Church music and of their singing ability.

SCHOOL MAP
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II. GENERAL INFROMATION

A. Admission Policy

· Preferences shall be given to active members of the parish.

· Under Archdiocesan guidelines for financial considerations, the optimum number of students per classroom is thirty-five (35).

· The recommended age for Kindergarten students is five (5) years of age on or before September 1, but required by December 1.

· The recommended age for first grade student is six (6) years of age on or before September 1, but required by December 1, unless waived by the Principal.

· All students must comply with current California immunization and health requirements prior to enrollment.

· The parish school will strive to have Catholic education accessible to as many students as possible, both with its educational programs and financial considerations; however, it may have sufficient resources to serve the educational needs of all students.

· The pastor and principal will review a students’ continued eligibility for enrollment in the parish school.

Parent Agreement:

Parents agree that certain responsibilities require their continuous support if the school is to achieve its goals. Parents, therefore, agree to:

1. Participate with their child(ren) in the Eucharist/mass every Sunday and Holy Days.

2. Participate in the religion program and related activities (e.g., Sacramental and religion meetings) in order to make the teaching of religion a reality in the life of their child(ren).

3. Encourage their child(ren) to learn by providing an environment suitable for home study and to see that homework is completed.

4. Abide by all school and Archdiocesan regulations and policies and to accept all disciplinary action, including withdrawal of child(ren), for non-compliance with these regulations and policies (action taken will be suspension three times, and withdrawal).

5. Complete and return all forms and records necessary to comply with school regulations.

6. Attend Parent Meetings, events and the Christmas Program.

7. Abide by the uniform policy of the school at all times: e.g., uniform only purchased at KWD Uniform Company, proper school shoes, tucked shirts at all times, black belt, length of uniforms, approved haircuts, etc. (Parent-Student Handbook, Uniform Policy)  

B. SCHOOL STUDENT NON-DISCRIMINATION POLICY

The school mindful of its mission to be a witness to the love of Christ for all, admits students regardless of race, color, or national and/or ethnic origin to all rights, privileges, programs, and activities generally accorded or made available to students at the school.

The school does not discriminate on the basis of race, color, disability, sex, or national and/or ethnic origin in the administration of educational policies and practices, scholarship programs, and athletic and other school-administered programs, although certain athletic leagues and other programs may limit participation.

While the school does not discriminate against students with special needs, a full range of services may not always be available to them. Decisions concerning the admission and continued enrollment of a student in the school are based upon the student’s emotional, academic, and physical abilities and the resources available to the school in meeting the student’s needs.  

C. INCLUSION PROCEDURES

Through the mission of the Archdiocese, our schools strive to serve children with varied learning needs. All educators in Archdiocesan schools follow “Directions for the Inclusion Process in Catholic Schools: Support Team Education Plan Process (STEP) and Minor Adjustment Plan Process (MAP).” Parents or guardians who feel that their student may need a minor adjustment to enable him/her to participate in the general education curriculum of the school should consult the student’s teacher and principal to determine how best to meet the student’s needs. Parents or guardians may request the “Disability Discrimination Complaint Review Process” from the principal to address unresolved issues.

D. TUITION AND FEES

Actual Tuition Cost Per Student: $4,520 Yearly

Entrance Exam: No Fee
All new students must take their entrance exam and have an interview with the principal after exam is taken. 

Registration Fee: $230.00 per child (includes book rental, insurance, and standardized testing). This is NON-REFUNDABLE!

FACTS Yearly Processing Fee: $38.00

All families must be enrolled in FACTS electronic tuition payment program. Payments are collected electronically every 5th or 20th of every month starting August1012-June 2013. 
Tuition Payment Plan “A”:
                                    11-Payments                         Yearly                              

1 Child                        $229.09

           $2,520.00
2 Children                 $324.55

           $3,570.00
3 Children                 $420.00

           $4,620.oo
4 Children                 $477.27

           $5,250.00
5+ Children 
           $513.63

           $5,650.00
Tuition Plan 2: Tuition & Fundraising
                                   11-Payments                          Yearly  


1 Child                         $274.55


 $3020.00
2 Children                  $370.00


 $4,070.00
3 Children                  $465.45


 $5,120.00
4 Children                  $522.73


 $5,720.00
5+Children  

$559.08


 $6,149.88
Actual Tuition Cost to educate each student would be: $4520 yearly.

Other Fees:

The following fees only apply to those students who participate in these events:

First Communion: $50.00 (Program fee) 
Graduation Fee: 8th gr. $200.00 (includes cap & gown, class  

          sweatshirt, diploma, retreat, and buses)

-1st payment due Nov. 1st
-2nd payment due Feb.1st
Graduation Fee: Kinder $50.00 (includes cap & gown, diploma, ceremony, 

                                                                     and memory book)

Sport Fee: $40.00 (referee fee, uniform rental)

*Fee are subject to change

Tuition Assistance: 

This scholarship is awarded on the basis of financial need and the basis of service to the School and Parish. All families are encouraged to apply for this Scholarship. Applications are usually distributed to all families at the February or March Parent Meeting. At no other time will the Scholarship Applications be distributed. Families should meet and follow guidelines and deadlines in order to ensure that their application is submitted.
Families who are in need of financial assistance should schedule an appointment with the Principal. Families will be asked to fill out an application and to bring their tax forms to verify earnings.  

E. TUITION POLICY

Saint Malachy has adopted the following tuition payment options for the school year. Families must choose from one of the three Tuition Payment Plans:

1. Full Payment of tuition due by August 18, 2012
2. Two Payments: First payment due August 18, 2012. Second payment due December 2, 2012.

3. 11 Automatic Monthly Payments through FACTS Payment Plan. Payments will start in August of 2012 through June 2013. You may choose the 5th or 20th day of the month.

If you choose to budget through FACTS, you will authorize your bank to automatically transfer your tuition payment from your Checking Account or Savings Account on the day chosen. FACTS will charge a $25 fee for payments that do not clear by your bank (Insufficient Funds).

Families do not have the option of making tuition payments at the school office, unless you choose Plan A or Plan B. 

A $25 charge will be added to your account for checks made to the school office that do not clear with the bank. All fees must be paid in cash after a check has bounced for the remainder of the year. No post dated check, please. 

Fund- raisers – MADATORY
All fund-raisers are mandatory. School fundraisers will be announced at the beginning of the school year and/or throughout the year. 

Serves Hours
Families in this plan are required to participate in all the school fundraising events and volunteer 30 service hours.

Any serves hours not completed by May will be added to your standing balance. SAINT MALACHY HAS A NO REFUND POLICY!
At the time of Final Registration:
· All tuition and fees uncollected from the previous year must be paid in full – if a delinquency exists, no child will be registered from that family.

· The first tuition installment fees must be paid in full and all required forms, emergency information, etc. must be complete.

· No family will be allowed to re-register or will be considered as re-registered if any tuition or fees are unpaid and delinquent in May. This means that the delinquent family will lose its preferred position on the schools rolls.

· No Eighth Grader will be allowed to participate in graduation activities or ceremonies if tuition and fees are not fully paid. Hence, no Diploma will be awarded.

· In accord with Archdiocesan Policy, a notice will be sent to the student’s High School recommending a denial of acceptance of an Eighth Grader. 

F. FAMILY COMMITMENT

Families understand that tuition and fees cover only a part of the total cost of educating a child. Therefore, families agree:

· To support the school through regular tuition payments, fees, and all fundraising activities.

· As a family to meet a minimum amount through fundraising which will be determined by the principal and pastor. This amount, or any part of it not met, will be charged to the tuition account.

· To work 30 service hours per year starting on the first day of school-a week before the last day of school.
Required/Mandatory Obligations:

1. 2 Books of Raffle Ticket must be sold for the Parish Festival. If not sold it will be charged to the tuition account. Stubs and payment should be submitted to the school office to receive credit for the sale of your tickets.

2. Participation with the school’s fundraisers, such as the Deanery 16 raffle, Noche Latina, the Mini-Kermes, World’s Finest Chocolate, Casino Night, the Parish/School Festival, Family Movie Night, Popcomopolis/or others.

3. Attendance at Parent meetings is mandatory. You will be charged a fee of $25 for each parent meeting you do not attend. You will receive 1 service hour per family for attendance. Please check your service hours booklet for those dates.

Recommended Service Hours Opportunities:

1. Library Aides

2. Lunch Recess Supervision

3. Athletics (Coaching)

4. Field Trips (Chaperones)

5. Parish Religious Education Teacher (15 hrs. max)

6. Health Committee (hearing, visual, dental, scoliosis screening)

7. School Maintenance

8. Donations

9. Parent Board Member

10. Any special talent or service you can provide the school

Parent Requirement from the Archdiocese of Los Angeles:

All parent volunteers participating in service hours must attend VIRTUS Protecting All God’s Children Audit Awareness Training. Training Sessions will be held at St. Malachy Parish. The office will be posting dates and times. You can also go on line to www.virtus.org to view available training days. Once you are on line, hit Help and then it’s going to ask you to select a Region. We are in the Our Lady of the Angels Region. Please make sure you bring a copy of your certificate that you took the training to the school office.

You will also receive the Guidelines for Adults Interacting with Minors at St. Malachy School and will have to sign an Acknowledgement of Receipt Form, which we will keep in the school office.

Accountability:

During the school year, you will record your hours as you complete them. Service Hours Books will only be signed when the work is completed. Therefore, you must have the book with you on completion of work. You will not be credited for hours worked if you do not have the book.

G. SCHOOL HOURS

7:50 a.m.              Students prepare for morning assembly

7:55 a.m.              Assembly begins

8:00 a.m.              Classes begin (Students are consider late after 8:00) 
3: 00p.m.              Preparation Bell

3:10 p.m.              Dismissal

3:20 p.m.              Extended Day Care until 6 p.m. (Depending on the amount of 

       children enrolled)
School will be dismissed every other Wednesday at 1pm.
The school office is open from 7:30 a.m. to 4 p.m. For safety and insurance reasons, we ask that no students arrive at school before 6:45 a.m. The school will accept no liability for students on school grounds or parish grounds before that time. Parent Cooperation on the matter of supervision is mandatory.

The same policy holds true after 3:20 p.m. for all students who are waiting for rides at that time. It does not apply to those students who are staying for an after-school activity or those in the Extended Day Care Program. Students who remain on campus after 3:30 p.m. will be sent to After School Day Care and his/her parents are subject to a $5 fee each day their child in under the supervision of the day care staff. 

H. CHILD ABUSE REPORTING OBLIGATIONS

In accord with Diocesan Policy and California Law, school staff is obligated under penalty of a fine and jail term to report the reasonable suspicion of physical abuse, emotional abuse, and exploitation. In this very serious and legally narrow area, the school will not contact parents in advance of making a report to legal authorities which is the procedure followed in most other legal matters. The clear intent of the law, based on the seriousness of the crimes listed above, is to mandate a report of the reasonable suspicion of abuse be made. School staff will make such reports in the best interests of the affected child and do not, once reasonable suspicion is established, have any legal alternative except to make the report to the proper authorities for their investigation and review.

I. FEDERAL ASBESTOS MANAGEMENT COMPLIANCE

Asbestos regulations for schools found in the Asbestos Hazard Emergency Response Act and as promulgated by the Environmental Protection Agency are followed at St. Malachy School and monitored by the Archdiocese of Los Angeles. The management program will control fiber releases to ensure that the day-to-day management of the building is carried out in such a fashion as to prevent injury to students, staff, and others. Parents interested in obtaining more information are encouraged to contact the Principal.

J. STUDENT INSURANCE

The student insurance program is provided for all full-time students in Archdiocesan schools. This program assists only with medical expenses incurred because of accidental bodily injury sustained by students while attending school, while traveling to or from school  field trips or while participating in a school sponsored and supervised activity, including school sponsored sport and extended day programs.

An explanation brochure is provided to parents in August, and additional copies may be acquired through the school office. It is the responsibility of the parent to request an insurance claim accident form from the office and to submit it to the appropriate claims office.

K. ARCHDIOCESAN SCHOOL LUNCH PROGRAM

We offer our students the Archdiocese Food (Breakfast & Lunch Program) as an option. Families are welcome to apply for this free, reduced, or full priced meal program. One must be eligible, according to your income. Applications are in the office.

L. HOME/SCHOOL COMMUNICATION

St. Malachy School Newsletter and Calendar are published monthly. A copy is sent home with the oldest or only child in a family envelope. Please save and post this newsletter as it contains all current information regarding school activities and events. If you are not receiving this newsletter, check with your child or the school office. You may also visit the school website at: www.saintmalachyschool.com to receive any current information, student grades, homework assignments or for any upcoming events.

M. CODE OF CHRISTIAN CONDUCT COVERING STUDENTS,  

       PARENTS AND LEGAL GUARDIANS

The students’ interest in receiving a quality, morally based education can be served if students, parents, and school officials work together. Normally, differences between these individuals can be resolved. In some rare instances, however, the school may find it necessary, in its discretion, to require parents/guardians to withdraw their children.

It shall be an express condition of enrollment that the students and parents/guardians shall conform themselves to standards of conduct that are consistent with the Christian principles of the school, as determined by the school in its discretion. These principles include, but are not limited to any policies or procedures set forth in any student/parent handbook of the school.

These Christian principles further include, but are not limited to, the following: 

Parents/guardians are expected to work courteously and cooperatively with the school to assist the student in meeting the academic, moral, and behavioral expectations of the school. 

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

· Any parent/guardian or other person whose conduct in a place where a school employee is required to be in the course of his/her duties materially disrupts class work or extracurricular activities or involves substantial disorder is guilty of a misdemeanor. This statement does not apply to any otherwise lawful employee concerted activity, including but not limited to, picketing and the distribution of handbills.

· Any parent/guardian, or other person who insults or abuses the principal or any teacher in the presence of other school personnel, students or parents and at a place which is on school premises or public sidewalks, streets, or other public ways adjacent to school premises or at some other place if the principal or teacher is required to be at such place in connection with assigned school activities, risks the continuation of their child in the school.

· These expectations for students and parents/guardians include, but are not limited to, all school-sponsored programs and events (e.g., extended care, athletics, field trips, etc.).

The school reserves the right to determine, in its discretion, when conduct is of such a severe nature as to warrant immediate action without warning and/or without an intermediate step short of withdrawal. 

III. ACADEMIC INFORMATION

A. CURRICULUM

Beginning in Kindergarten and continuing through Grade Eighth, the adopted curriculum in the Archdiocese includes instruction in the following areas:

Religion                                Family Life                          Reading/Literature

Vocabulary                           Spelling                                Language

Handwriting                        Math                                     Social Studies

Science                                  Physical Education            Art/Music

B. FAITH FORMATION

As a Catholic school, the greatest emphasis is placed on providing a religious education for all students. Daily, we invite the presence of God in our daily school lives. As a school community, we recognize the importance of prayer. The prayers listed in Appendix I are said on a regular basis. In addition to daily religious instruction, worship and service are an integral part of the child’s growth and a central part of the Catholic identity of the school. Throughout the year, students attend Mass and prayer services and are requested to be in formal day uniform for these occasions.

Religious Curriculum

Students in K-8 will receive Religious Instruction daily. Students will learn about Jesus, prayers, sacraments, the history and doctrine of the Catholic faith and morality.

Family Life

In order to respond to the obligations of the educators set forth in Church documents, St. Malachy School Faculty provide a course of instruction in family life, which includes positive and prudent education in sexuality. This course of instruction will be implemented and carried out in accordance with official Archdiocesan guidelines. 

Parents have the primary right and responsibility to teach their children regarding family life and sexuality. This includes the right and responsibility:

· To create a home environment of love where children can learn and experience the purpose and meaning of family life.

· To become well informed both about the church’s teaching regarding family life and sexuality, and about their own children’s developmental need for instruction in those areas. 

· To make and to implement informed, prudent, and positive choices about when and how to proceed with instruction in those areas.

Your child’s regular teacher will teach the Family Life Program in the school within the time period assigned for Religion. The program is coeducational and is age appropriate.

Parents are encouraged to view their children’s textbooks. Copies of the textbooks are available to parents during regular school hours.

While primary, parental rights are neither absolute nor exclusive. Parental rights are circumscribed by the rights of their children to age appropriate, value, oriented, Catholic instruction, by the rights of the church to preach the whole gospel to all people, and by the rights of society as a whole to have its citizens appropriately prepared for responsible and mature living. 

The child has correlative rights and duties to receive and cooperate with the efforts of his/her parents and of the church to provide him/her with age-appropriate, values oriented, Catholic instruction in family life and sexuality. 

Sacramental Preparation

· All students who are accepted to our school must provide an original copy of their Baptismal Certificate.

· Students who are not baptized cannot make their First Communion until they are baptized. If a child is less than 6 years of age, you can still baptize him at the parish you are registered at. If the child is 6 years of age or older, they must go through the Parish RICA Program. This is a 2 year program. 

· Preparation for First Communion is given to students who are in the Second Grade. Students who have not made their first communion in the other grades will be pulled out twice a week for preparation for this Sacrament. 

· The Sacrament of Confirmation, in accord with Diocesan Policy, is reserved for reception by students who have undergone a two-year program while in the Ninth and Tenth Grades. Eligible students are invited to contact the Religious Education Office for further explanation and class dates.

School Liturgy

Religious worship is an integral part of the child’s growth and a central part of the Catholic Identity of the school. Throughout the year, students will attend Mass on Fridays at 8:30am. School Family Masses will be held on the last Sunday of every month at 10 am Mass. Please check the monthly calendars as days might change due to holidays/parish events. Students are to come in their formal school uniform to all of our School Masses.

C. GRADUATION REQUIREMENTS

Graduation from St. Malachy School indicates that a student has successfully completed the required course of studies. The graduation ceremony is a privilege reserved for those students who maintain satisfactory academic progress and behavior throughout the school year. The following policies apply to our Eighth Grade students:

1. Academic grades must be at a C+ or higher. Fs on the Report Card any quarter will place them on academic probation and can jeopardize their graduation. Ds or Fs on the last Quarter (Progress Report) in May will seriously jeopardize participation in graduation activities and ceremonies.

2. No suspensions or serious discipline problems.

3. Clearance of all money owed and service hours (Green Book) due by May 31st. This includes all fundraising events and tuition fees. 

Every effort will be made to help students improve.

D. COMPUTER EDUCATION

The computer lab contains 15 PC computers with DSL Internet access for class use. Students in Kindergarten through Eighth Grade receive computer instruction once a week. Students are instructed in computer literacy, word processing, and work with software that enriches skills and supplements the grade curriculum. 

E. LIBRARY

Students in Kindergarten through Eighth Grade are taken to the Library once a week. They are allowed to check-out books. Students are responsible for the lost or damaged books. Parents or guardians will be charged the cost of the lost book. 

F. TITLE I REMEDIAL SERVICES

Students who scored at a low average in Language Arts on their ITBS Test are eligible to receive Title I services, provided by the Los Angeles Unified School District. Students are taken out of class for 30 minutes twice a week for services. 

G. EXTENDED DAY CARE PROGRAM

During the school year an Extended Day Care Program (Before School Care and After School Care) is available before and after school. Program times are as follows on all school days: 6:45 am-7:30 am, 3:20 pm – 6:00 pm. On early dismissal days, Day Care will be available from 1pm-6pm.


Extended Day Care Program Reminders:

· Students in the before and after school care will have the opportunity to complete homework assignments, read or play games.

· Study time provided is not a guarantee that all homework will be completed, but only that time will usually be provided for homework to begin-parents must check their child’s work nightly.

· The parent who picks up the child must legally sign the child out; neither the child nor a sibling may sign him/her self out. 

· Conduct expectations will be identified at the beginning of the school year for students enrolled in the Extended Day Care Program. Failure to adhere to conduct expectations will result in loss of enrollment in the program, especially in cases involving a serious violation of school rules or persistent and willful violation of rules set out by the program teacher. 

· When a child is not picked up and signed out by 6:00 pm, a late fee will be charged. 

Note: Extended Day Care will depend on our families needs.

H. EXTRA-CURRICULAR ACTIVITIES

Students are encouraged to participate in extra-curricular program if their grades permit. Before participating in try-outs or practice, a student’s parent(s) and teacher(s) must sign a Permission Slip indicating that the student currently meets the following requirements:

Eligibility is determined by the most recent progress report or report card. To participate in any extra-curricular activity, the student must have a 3.0 GPA and nothing lower than a “B-“ in Conduct. If a student is deemed ineligible for sports, he/she will be suspended from athletics for a two-week probation period during which they are not allowed to participate in games or practices. If the student desires to continue with athletics, he/she must demonstrate significant improvement in conduct and/or the sufficient subject area. The student may request to be reinstated into an extra-curricular activity by completing a Grade Verification Form, which must be signed by his/her teacher(s).

At the discretion of faculty members and Administration, a student may be removed or reinstated temporarily or permanently from participation in extracurricular activities based on academic and/or behavior performance. 

In addition to extra-curricular sports offerings, students may choose a variety of enrichment programs including Student Council, Choir, Christmas Program, Academic Decathlon, and other programs that may be offered throughout the year. Where substantial interest among families exists, the school will gladly co-sponsor any worthwhile programs that challenge student interest. Parent volunteers for coaching, etc., makes possible extra-curricular activities. All volunteers are expected to follow the guidelines present in school policy as well as C.Y.O. League Handbook Policy.
I. HOMEWORK POLICY
In recognition of the role of parents as primary educators, and in recognition of the school’s philosophy with respect to the value of quality family time outside of regular school hours, homework is not assigned on weekends except in the following cases:

· Unfinished class work may be assigned as homework where the student was unable to finish the work in class but did not do so;

· Make-up work may be assigned over the weekend in the case of student absence. Previously assigned homework which was not completed due to student absence on the date it was originally given will be assigned as weekend homework;

· Homework may be assigned on Thursday and due the following Monday.

The time spent on homework should be quiet and uninterrupted and not exceed the following:

Grades 1,2               30 to 40 minutes

Grades 3, 4,5          45 to 60 minutes

Grades 6, 7, 8         Not to exceed 2 hours

Long-range research assignments should be carefully planned giving adequate time to avoid last minute rush efforts. If a student cannot finish his/her homework in the time given, a signature of either parent on the paper with appropriate explanation will be accepted provided this is done only for exceptional reasons. 

For any student, homework prudently assigned and carefully executed can be considered as preparation for the type of work demanded in successive years. We urge all parents to take an active interest in the child’s homework. It is the responsibility of the student to see to it that assignments are properly written down and are completed on time. Homework assignments will be posted weekly in each teacher’s web page on our school website: www.saintmalachyschool.com.  All students are expected to contact the teacher if problems arise, and parents are asked to monitor their child’s efforts in this regard. Parents you may also contact the teacher through email. Concerns relative to homework must be immediately addressed to the teacher who assigned the homework.

J. GRADING POLICY

 In as far as possible, the administration and faculty of St. Malachy School are seeking to measure student performance: in class work, homework, evaluative testing performance, class participation, and where appropriate, work on special projects. Therefore, written grades will be given so as to keep students and parents aware of performance. Our primary concern is that students perform at full potential. Any matter involving a student’s work or behavior must be taken up with the teacher first (and principal second when it is necessary). 

The grading system is as follows:

PRIMARY LEVELS (GRADES K, 1 & 2)

O= Outstanding

G= Good

S= Satisfactory

NI= Needs Improvement

GRADES 3-8

A   = 93% - 100%

B+ = 92% - 90%

B    = 87% - 89%

B-  = 85% - 86%

C+ = 80% - 84%

C   = 75% - 79%

C- = 70% - 74%

D  = 65% - 69%

F  = 64% - Below

Student grades will be available online. They will be posted bi-weekly. Make sure you visit our website at: www.saintmalachyschool.com Each student will receive an ID number and each family will be given a password to be able to login to Gradelink. 

K. REPORT CARDS AND PROGRESS REPORTS

At the end of each grading period, report cards will be distributed. A formal parent-teacher conference will accompany the distribution of the first report card and the third report card. At the end of any other quarter, parents and/or teachers may request a formal conference after school hours. Parent-Teacher Conferences are recommended any time a parent or teacher recognizes a need. Informal contact by note, phone, or visit is welcomed with the reminder that arrangements should be made in advance for a visit with the teacher.

Report Cards are to be signed and returned to school within the week they are given.  

Progress Reports for grades K -8th will go home at the mid-term of each quarter or at any time thereafter for students whose grades have dropped. The progress report must be signed and returned to the classroom teacher the next day. It shall be the responsibility of the student and parent to inquire at that time as to steps that may be taken to correct any deficiency. Families are reminded that the Progress Report is not a Report Card-it is an indication of progress to date in a specific area. 

L. AWARDS

1. Honor Roll

At the end of each report card period, the teachers turn in a list of students eligible to be posted on the Honor Roll. Students in the Honor Roll are recognized at the Honor Roll Assemblies with a Certificate. This is how teachers determine who made it to the Honor Roll:

· The following subjects are counted: Religion, Reading, Language, Spelling, Math Social Studies and Science. 

· Gradelink will automatically generate each student’s grades.
Principal’s Honor Roll Certificates

· “A” Honor Roll: “A”s  in all subjects
· “B” Honor Roll: “A”s & “B”s in the different subjects
· Students must have “B” or better in behavior. Anything lower will disqualify the student.

· Any “Ds” or “Fs” in the Report Card will automatically disqualify a student from being in the Honor Roll.

2. Student Learning Expectations

At the end of each quarter, teachers turn in a list of students whom have witnessed having met or embraced any of our St. Malachy Student Learning Expectations. They too are recognized at the Honor Roll Assembly.

3. Sports

Students must have and maintain a 3.0 G.P.A. or above in order to participate in our athletic program.

 At the end of the year, we recognize students for their sportsmanship who were in our Athletic Program with a Dinner and awards ceremony.

M. ACADEMIC PROBATION

Any student having more than two “Fs” or “Ds” in an academic quarter will be put on Academic Probation. 

N. TESTING AND ASSESSMENT

In addition to the regular testing in the curriculum, standardized testing is administered to each child in Grades 2 – 8 in the beginning of October. 

The ITBS Test used in our school is mandated by the Archdiocese of Los Angeles to assist us in evaluating student achievement and the educational process.

Teachers receive test results for their class as a group and for each individual student. They use this information to: 

· Plan instruction – remedial and enrichment

· Better understand individual student needs and to plan instruction accordingly. 

Teachers may not use standardized test scores as part of the students’ report card grades, nor may they use them as a sole indicators of ability.

In general, there will likely be a consistent pattern between standardized test scores and classroom grades for most children. However, students who are not working to potential may show average to below average standardized test scores. 

The ACRE (Assessment of Catechesis Religious Education) Test is administered to students in the 5th and 8th Grades. This assessment measures the religious knowledge of students. This will assist teachers in determining the strengths and areas for growth in our religious instructional program. Our goal is to help students achieve the highest levels of faith knowledge, information and understanding.

O. GRADE LEVEL PROMOTION

All students are expected to achieve at least grade level proficiency in order to merit promotion to the next grade. Teacher evaluation and standardized test score review will form the basis of the decision.

P. FIELD TRIPS

During the academic year, field trips that are directly related to the curriculum and are of educational and/or cultural value may be taken by each grade. Field trip permission forms will be sent home prior to the field trip. The permission slip will state the date and times, the place to be visited, the fee and the mode of transportation. Parents are to sign and return this form, thus giving parental consent for their child’s participation in the field trip. No student may go on a trip without the signed consent of a parent or guardian. Verbal consent over the phone cannot be accepted. Field trips are a part of the students’ curriculum; therefore, no student should be prevented from taking part without a serious reason.

The school uniform is usually worn. Other clothing is permitted for certain trips at the discretion of the principal. 

Buses with the legal amount of insurance are the normal mode of transportation. Cars may be permitted for rare, exceptional occasions with the following stipulations: Parents who are driving must give the school a copy of their valid driver’s license and car insurance. Cars used must have a working seat belt for each child in the car. 

Policies

· Field trips are a privilege and students may be kept at school if they do not meet academic and/or behavioral requirements.

· No student will be allowed to attend a field trip without a signed permission slip.

· Teachers may require a parent to accompany a child if there are concerns about the child’s health or behavior.

· All Permission and Authorization Forms must be in the possession of the supervising adult during the trip.

· A field trip driver must be 25 years of age or older, with a good driving record and provide a valid Class C driver’s license and current, valid California car insurance with limits of at least $100,000/$300,000.

· School employees, including teachers and coaches, shall not drive students to or from athletic and co-curricular trips or events.

· No siblings or unauthorized visitors shall attend the class field trips.

Q. TUTORING

· If a student requires private tutoring or parents wish to have a student tutored in school subjects, the parents are responsible for engaging the tutor and paying all tutoring costs. The school may assist the parents in identifying tutoring resources.

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

R. SUMMER SCHOOL

· Notification of opportunities for remedial help and enrichment during summer school are sent home to parents as information is made available to us. For some students, promotion or acceptance may be conditional on Summer School performance or tutoring. 

S. COUNSELING POLICY

The mission and purpose of the school is education. We do not assume the responsibilities proper to the family and to society. St. Malachy School does not assume the responsibility for psychological counseling or therapy because we are not qualified or licensed to provide such counseling or therapy.

St. Malachy does engage in the following activities in addition to providing classroom instruction:

· Provide advice regarding academic subjects and student progress in school;

· Give limited guidance to students who present with non-academic personal issues and situations;

· Provide referrals to marriage and family counselors, child psychologists, licensed academic psychologists, psychiatrists and similar professional for diagnosis and treatment. When providing referrals to parents, the list will include three names of qualified persons and entities;

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

In cases of actual or suspected child abuse or abuse of vulnerable adults, the Archdiocesan Victims’ Assistance Ministry is available as a resource. The Victims’ Assistance Ministry provides outreach and guidance to those suffering from abuse; sponsors a faith-based trauma recovery program; and assists in informing parish, school, archdiocesan and governmental authorities of the allegations of abuse. Referral to the Victims’ Assistance Ministry is not a substitute for mandated reporting of suspected abuse. Such a report must be made in accordance with the Archdiocesan policy.

IV. SCHOOL POLICIES
A. GENERAL SCHOOL RULES

The following are procedures that we ask all parents to follow for the smooth operations of St. Malachy School.

Morning

· On Mondays, students will line up outside for Morning Prayer that will be led by our Student Council Members.

· As for the other days of the week, students are to line up in front of their classrooms at the first bell. By the second bell, they are to be in the classrooms, ready for Morning Prayer. 

· No walking around during prayer. It is disrespectful and distracting. Late arrivals wait in the office hall, by the locker area until prayer concludes.

· Parents should not be waiting around in the morning after the sound of the bell. Gates need to be closed to secure our school campus.

· Always stop by the office for all business.

· Appointments are necessary to talk to your child’s teacher.

Lunch

· All late snack money or lunches must be brought to the office where the children will collect them.

· Parents must check in the office before doing lunch/playground duty.

Afternoon

· Parents do not wait by the classroom doors for the children. Please wait outside of the premises or in the pick-up carpool lane.

Students walking home

· Students walking home must submit school consent form signed by parents allowing students to walk home. 

Homework

· Please call the school office when your child is absent. We will inform the teacher so that the child can pick up his/her homework assignments when they return to school. You also have the option of visiting our website: www.saintmalachyschool.com to check the homework assignments. 

B. ATTENDANCE, ABSENCES, TARDIES, DISMISSAL and MEDICAL   APPOINTMENTS

Parents are requested not to interrupt a class at any time unless prior arrangements have been made with an appointment. Parents and students must realize the importance of consistent attendance at school, especially being punctual each day. Students who are absent or tardy are held responsible for any work they may have missed. 

Attendance

These are the new attendance rules from the Archdiocese of Los Angeles:

· Students will no longer be given a Medical Excuse if they visit the doctor and bring back a doctor’s note. They are either absent or present.

· “L” means they came LATE from the time the morning bell rings until 30 minutes late. 

· “L/” means a morning absence after 30 minutes from the morning bell.

· If they leave 30 minutes before the last bell rings, they are marked “/L”

· If they leave after lunch, but before the last 30 minutes they are marked as “/A”

· If they do not come at all, they are still “A” for absent.

Excessive absences or tardies may result in non-promotion, a reduction in grade based on the fact that the student was not present at school during the course of a lesson or part of a lesson, disqualification from the honor roll or discontinuation of enrollment. Any student who is absent from school without a valid excuse, or who is tardy in excess of thirty minutes total for any week may be reported as truant and thus reported to the County Attendance Officer by the Principal. The Principal may further inform the Department of Public and Social Services if grounds exist for “neglect” by the parent. 

Upon returning to school after an absence, a written excuse stating the reason for the student’s absence must be presented to the teacher (State of California Education Code). If a child is absent from school, you must notify the office before 9:00 am. The school accepts no liability for a student’s absence unless the parent has contacted the school to inform the office that the student will not be in attendance that day. If a student has been diagnosed as having a contagious disease (e.g., Chicken Pox, Strep) kindly notify the office, so that the precautions can be taken and notifications sent home. A student who has been absent because of a reportable communicate disease, must have a permit issued by the Health Department, a physician or a nurse before he/she is readmitted to school. The principal may readmit a student who has been absent because of a non-reportable communicable disease such as chicken pox, rubella and influenza. If your child is not well prior to the beginning of the school day, you are required to keep the child home.

At no time during the daily session are students allowed to leave the school grounds, even during recess or lunch period, except by previous arrangement. If arrangements have been made and the child is to be picked up, the parent or legal guardian who is picking up the child must present a signed note before the child is released. 

A child who re-enters school the same day must sign in at the office and receive an admittance slip to go back to class. The school assumes no liability in cases where students leave the premises in violation of the above policy. Students may not leave the school grounds after school and return for a school sponsored activity. Students may not enter any business establishments on their way to or from school without the express permission of their parents.

If a child is absent during the school day, he/she may not return to take part in sports or other extra-curricular activities that day. 

In the case of long-term absences, parents must apply for permission from the principal and notify all of their child’s teachers at least two weeks prior to departure. Advance assignments will not be given, and all assignments, tests, etc. will have to be made up when the student returns. At the discretion of the principal, summer school attendance/tutoring may be required. If for any reason, your child must leave the school prior to the last day of the school, an “incomplete” on the transcript must be completed during summer school in order for grades to be entered for the Fourth Quarter and for the year.

Should a student become injured or ill during school hours, a parent will be phoned. Students will not be allowed to go home without parental permission. The school does not take responsibility for the effects of delayed care upon your child. In cases of serious injury or illness when parents cannot be reached, the administration will call the paramedics.

It is important to keep your emergency card up-to-date with the numbers of your home, office, cell phone, etc., and those authorized by you to pick up your child in case you cannot be reached. Please notify us immediately if these numbers are changed.

Tardiness
It is the parents’ responsibility to see to it that the students arrive before 8 am. Persistent tardiness will, at the discretion of the principal, result in a reduction in grades, disqualification from honor roll, and at the discretion of the principal, dismissal from the school.  Students who are tardy for school must receive a tardy slip that must be signed by the parent and a member of the office staff.

Dismissal for Medical or Dental Appointments
Every effort should be made to schedule doctor or dental appointments outside of school hours.  A doctor’s note will no longer excuse your child. The child will be marked absent. We need your cooperation to make sure our students have minimal disruption in their studies.

C. PARENTS’ RESPONSIBILITIES

As stated in the school rules, St. Malachy School and parents work together for the complete development of the child. To ensure that all parties work more effectively, the following guidelines will be observed:

· St. Malachy is a closed campus. During the normal school day (8am – 3:10 pm) no parents or visitors may enter the classroom. The principal, teachers, teacher aide, and employees of St. Malachy School may enter classrooms while school is in session. Parents who come on a regular basis to complete volunteer hours may also be in the classroom with the principal’s approval and the request of the teachers. Parents must be VIRTUS Certified. These parents must stop by the office to sign in and receive a volunteer badge. This is for the safety of all students.

· Parents are reminded of the need to know the people who are to pick up your child/ren after school. This person or persons should also be known to St. Malachy School personnel and/or on the emergency cards.
· Parents are required to have their child/ren on time every day. The practice of punctuality is a quality which remains with a student for life.

D. ADDRESS/TELEPHONE NUMBER

It is mandatory that you notify the school secretary when there is a change in your address and/or phone numbers. THIS IS EXTREMELY IMPORTANT so that we keep our emergency information cards up to date. 

E. SKATEBOARDS

Skateboards or skateboarding are not allowed on the school grounds.

F. BOOK BAGS AND PERSONAL ATHLETIC EQUIPMENT

All students, except for Kindergarten students, are encouraged to use durable, protective book bags that lessen the wear and tear on school materials. Backpacks with straps (wheel optional) are acceptable. Larger bags are not allowed. They do not fit in the closets and/or desks and pose a danger if left on the aisles in the classroom. Athletic or any personal equipment not specifically requested by the teacher is not allowed. 

G. ARRIVAL/DISMISSAL PROCEDURES

Drop Off-Pick Up

Use the back gate on 82nd street, located right to the Church Rectory (Mango-Colored Building to enter, drop off your child, and then exit onto 81st Street to the left of The Convent. Once children are dropped off, they are to walk immediately to the school playground. YOU CANNOT DOUBLE PARK OR MAKE U-TURNS ON THE CARPOOL LANE. If you decide to park, you may do so in the parking lot in the back, or on the streets.  If the gates are closed, it means your child is late and you must drop them off in the front office. The pick-up procedures are the same as the drop off procedures with only one addition. The Naomi Gate will be open for walkers at the time of dismissal. We ask you to cooperate with us. If you are on the carpool lane, waiting for your children who for some reason have not been dismissed from class, please be considerate and drive off through 81st street and park. It is unfair to cause traffic behind you. 

YOU ARE NEVER TO PARK ON THE PLAYGROUND! 

H. DISCIPLINE

The faculty and staff of St. Malachy School commit themselves to the belief that all students have the right to learn in a distraction-free environment. No student has the right to disrupt the learning environment of any other student, and teachers have a right to maintain a positive learning environment. To this end and with this goal in mind, the faculty will develop a set of school-wide and classroom specific expectations for student conduct, make those expectations known to all students and available to parents, establish a set of positive rewards for recognition and good behavior. 

If a teacher deems it necessary, a student might receive a Disciplinary Referral Form. The form will indicate the behavior of infraction: the child will then be referred to the Principal. There, the student will be counseled and the form will be sent home to be signed by the child’s parent(s). The form MUST BE SIGNED and returned the next school day. If parents wish, a conference can be arranged, but the form must be returned signed. 

If the child receives three of these forms, he/she will be automatically suspended from school for at least one day. (There are circumstances that are grounds for immediate suspension, even if no prior Disciplinary Referrals have been issued, for instance, cheating or harassment). Before the child may return to school, a conference must be held with the principal and the parent(s). At the conference, the child will be placed on probation for the remainder of the school year.

Suspension and Expulsion:

General Guidelines- Suspension from school is not an ordinary punishment. It will be used when other corrective measures have failed or a serious offense committed. When a student is suspended, the parents will be notified of the suspension and the reason for this disciplinary measure. The following quotations, taken from the California Education Code, will be the criteria used.

NOTIFICATION OF SUSPENSION: Notice of suspension shall be given to the parents or guardian by telephone, mail, or other appropriate method within a reasonable time after the suspension advising of the fact of the suspension, its duration, and the reasons therefore, and further stating that if desired, a prompt meeting or hearing will be held at which time matters pertinent to the suspension will be discussed.  
A student may be placed on suspension for serious misconduct, on campus or off campus during school related activities, or for continued misconduct after having been placed on probation. Official suspension may assume various forms depending on the circumstances. The student may attend class but lose the right to participate in any school activity on or off campus. The student may be suspended from a particular class required to report to a specific place on campus during that time. Students may also be required to report to a maintenance work responsibility. In unusual cases, the student may be sent home for the entire period of suspension provided that he/she be assigned academic work to make up for loss of class time. 

Specific Suspension Procedures:

a. The student shall be given oral or written notice of the charges and fair opportunity to present his/her side of the story.

b. The gravity of suspension requires that notice be given to the parents by telephone or other appropriate methods within a reasonable time, followed by written notice signed by the principal. 

c. A conference with the parents, students, and appropriate school staff will be arranged.

d. A written form of suspension must be signed by the parents and students. On this form, the exact length of the suspension period shall be specified, and the reason for the suspension clearly noted. 

e. The Principal is required to maintain dated documentation of the facts and the parents’ conference.

f. In emergency situations constituting a clear and present danger to the lives, safety or health of students or school personnel, suspension may be imposed without a prior conference. In this case, notice to parents will follow within 24 hours. 

g. A suspension must be approved by the Principal or in the absence of the principal, the pastor. In the absence of both, the vice-principal. 

h. Since the grounds for suspension ordinarily differ only in degree from the grounds for expulsion, the possibility of expulsion or a recommended transfer for continued or repeated misconduct will be clearly stated to the student and parents.

i. The length of any suspension is left to the discretion of the principal in accord with the nature of the conduct and all circumstances.

j. To the extent that such opportunity can be reasonably provided, a suspended student has the right to make up all assignments and tests missed during the period of suspension, and upon satisfactory completion, to be given full credit. 

Expulsion from School:

The following offenses committed by students while under the jurisdiction of the school are reasons for expulsion:

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

2. Habitual profanity or vulgarity. (E.C. 10602)

3. Assault, battery or any other threat of force or violence directed toward any school personnel or student. (E.C. 10602)

4. Bullying or harassing school personnel or other students.

5. Open, persistent defiance of the authority of the teacher. (E.C. 10602

6. Continued willful disobedience. (E.C. 10602)

7. Use, sale or possession of narcotics, drugs or any other controlled substance (E.C. 10603)

8. Use, sale, distribution, or possession of any alcoholic beverages on or near school premises. (B. and P.C. 25608)

9. Smoking or having tobacco. (E.C. 10602)

10. Stealing.

11. Forging signatures.

12. Cheating or plagiarism.

13. Willful cutting, defacing or otherwise injuring in any way property, real or personal belonging to the school. (E.C. 10602)

14. Habitual truancy.

15. Possession of harmful weapons (e.g., knives, guns, etc.) or materials that can be used as weapons.

16. Membership in, active involvement in, or affiliation with a gang or group responsible for coercive or violent activity.

17. Actions in or out of school which are detrimental to the school’s reputation.

18. Violation of the Electronic Communications Policy policies and guidelines.

19. Inappropriate conduct or behavior unbecoming a student in St. Malachy School.

Procedure for Expulsion

When the reasons for expulsion are purely disciplinary. I.e., when serious moral reasons are not involved, the following steps will be taken:

· A conference will be held with the parents/guardians, student, teacher, and principal present to advise the family that serious action is contemplated unless there is immediate improvement in behavior. The pastor will be notified of the conference, given an opportunity to attend and provided a report of the discussion.

· If there is no improvement in behavior, the final decision will be announced at a second conference attended by the principal, teacher, and parents/guardians. If the parents fail, without cause, to attend the conference, the pastor, principal, and teacher will reach a final decision. The final decision rests with the pastor in consultation with the principal. 

· In no case will a teacher on his/her own authority expel a student.

· Full credit will be given for all work accomplished by a student up to the moment of expulsion.

I. GENERAL STUDENT RULES

In addition to those individual rules and consequences posted in every classroom, the following are to be recognized:

a. Gum chewing and/or sunflower seeds are not acceptable in the classroom or on the school grounds at any time. Students who chew gum or sunflower seed are subject to a $5 fine.

b. Students may not leave the school grounds at any time without written permission and clearance from the office.

c. Students are not allowed in the classroom at any time unless the teacher is present (California Education Code).

d. All students will be responsible for the protection and preservation of school property and for the good of others.

e. Fighting or “play-fighting” is prohibited and subject to suspension.

f. Actions occurring off campus but related to school shall be dealt with as if they occurred at school. 

SPECIAL NOTE REGARDING FIGHTING, DRUGS OR DRINKING

An automatic suspension for the remainder of the day will be the result of any of these infractions.

Fighting in any form between students result in suspension for all involved parties. Time of dismissal, procedure for dismissal, duration of suspension, and notification of suspension are followed according to the Administrative  Handbook For Elementary School, Archdiocese of Los Angeles.

a. Any of the reasons listed for expulsion with less severe circumstances are adequate cause of suspension of student.

b. Notice of suspension shall be given to the parents or guardian by telephone, mail or other appropriate method advising them of the suspension. 

c. Pink slips (conduct referral) will be given for the reasons mentioned under expulsion and suspension and any other infraction to the rules and policies at St. Malachy School. A student who receives a third pink slip will have a parent, teacher, student conference. A student receiving a fourth pink slip will be placed on probation, following a conference with parent, teacher, and principal. A student who receives a fifth pink slip will be asked to leave the school. Parents will be notified by phone on receipt of a second pink slip.

J. GANGS: MEMBERSHIP/INVOLVEMENT

Members in, active involvement in, or affiliation with or dress in a gang or group responsible for coercive or violent activity is grounds for expulsion.

K. GRAFFITI

In order to discourage the appearance of graffiti on campus and school property, the principal will have it removed immediately whenever it appears. All penalties related to the willful defacing of school property pertain to graffiti as well, including restitution and the possibility of expulsion.

L. EMERGENCY/NATURAL DISASTER

A family emergency card is kept in the front office. Parents are notified immediately of serious injury or sudden illness that occur during school hours. For this reason you must notify the school office when there is a change of phone number or person to be contacted when you cannot be reached. It is understood that enrollment at St. Malachy confers upon the school the obligation to select emergency care providers in instances where we are unable to reach the parents and that no liability would attach to such a decision in the events that the parents cannot be reached.

Fire:

Faculty and students practice fire drills monthly and cooperate with all safety and educational programs of the Los Angeles Fire Department.

Natural Disaster:

In case of a major disaster, St. Malachy School will make an attempt to take the same actions as the Los Angeles Unified School District and/or the Department of Catholic Schools. Turn your radio to KNX 1070 am for he latest information from the Department of Catholic Schools or individual sites. Children will be released to the parents, or those adults listed on the Earthquake Emergency Card only, from a designated evacuation is the upper school yard on the 82nd Street entrance. Please be aware that the children will remain calm if the adults around them are calm and assuring.

If an event occurs out of school hours every effort will be made to contact room parents for phone trees. The administration will also attempt to leave a message on the office answering machine regarding school information.   

M. FAMILY ENVELOPES

Each family will receive a monthly newsletter and items of school business during the last week of every month. These items are sent home with the oldest/only child in a family envelope. This only applies to those families who opted not to use the school website. 

N. FAMILY PRESENCE AT WEEKLY MASS

As a Catholic School, we recognize that there is no greater opportunity for parent-directed religious education than presence for Saturday evening/Sunday Mass. As a Parish School, it is understood that weekly Mass attendance provides tremendous opportunity for community-building in a Christ-centered environment. It is therefore, essential to our mission as Catholic educators, in partnership with parents for the Catholic education of children, that families attend Mass on a regular basis. As the primary religious educators of their children, parents are encouraged to consistently follow through on this most serious obligation. 

O. FORGOTTEN LUNCHES, BOOKS, HOMEWORK, TELEPHONE USE

To minimize classroom disruptions, any forgotten article brought to school during class time must be deposited at the office, not the classroom. The children may then come to the office at recess or lunch to collect anything left for them. No parent may visit a classroom during school hours unless provisions have been made for this through the principal. Parents are strongly discouraged to bring any hot lunches from fast food places to their children at lunch time.

Any student who needs to use the telephone during the school day must have permission from the teacher and present a note to the administrative assistant. The reasons that we do not allow students to call home for items such as homework or P.E. clothes:

· It does not teach the children responsibility and self-discipline;

· It is an inconvenience for the parents to come from home or work;

· It is hard to say “no” to children, but we must do this for their own good. They will b happier as adults because they learned to be responsible for themselves, and they will know that rules are made for their own good and the good of others.

P. IMMUNIZATIONS/MEDICAL RECORDS/MEDICATIONS

Students entering our school for the first time must bring a record of State of California required immunizations. State regulations demand that each Kindergarten student and/or any new student have a California Immunization
 Record on file. In some cases, the information required on this form might be repetitious to that of the School Health Record, but it is necessary to complete both forms.  Failure to provide the requested verification will result in suspension. 

First graders must have a Report of Diagnostic Examination (CHDP) on file. Forms are available in the office. Seventh graders must have Hepatitis B (3 doses) before school starts. 

Students who attended St. Malachy School last year need only to have cards kept current. If the student has received any immunization during the year, or if there is any additional information that should be listed on the health card, please bring dates and/or information to the school office.

Medications must be marked with student’s name, direction for use, and must be accompanied by a signed permission note for the office. If medications have to be refrigerated, the parent must clearly mark it as such.

ALL MEDICATION MUST BE TURNED IN TO THE OFFICE. 

Minor first aid will be administered through the office. 

Medication:

To protect al children and to conform with the State Education Code, no student may bring any medication (prescription or non-prescription) to school. Only medication prescribed by a health care provider may be taken during school hours. 

If a student needs medication either for a few days or over an extended period of time, and it must be given during school hours, an “Administration of Medicine during School Hours Form” must be requested from the office. Physician/health care provider will write directions on the form. It must be signed and dated.

Medications must be delivered by the parent or guardian to the office in the original labeled prescription bottle, together with the medication form signed by the health care provider and parent/guardian.

Students carrying inhalers must have physician/health care provider’s release on file stating that he/she may have it with them while at school or at a school activity.  Only under these conditions may any medicine be given at school.

Q. PUPIL PREGNANCY

Catholic education seeks to lead students to grow in Christian value and moral conduct. It teaches that the body is the temple of the Holy Spirit. Premarital sexual activity is contrary to that value. Elementary students involved with a pregnancy have changed their status and their obligations, responsibilities, and priorities. They have accepted the responsibility of bringing a new life into the world. This responsibility calls for a change in status. St. Malachy School will follow the guidelines set by the Archdiocese of Los Angeles in an event of a student pregnancy.

R. ABORTION

Abortion is contrary to the teaching of the Catholic Church. Therefore, the involvement of any student in procuring or assisting in procurement of an abortion is cause for such student to be dismissed from St. Malachy School. 

S. LOST AND FOUND

Please mark all uniform items and lunches. Lost articles may be claimed after school from the school office.

T. MIXED PARTIES/INVITATIONS

Mixed parties involving students of the upper grades, even though these parties are held at home, are strongly discouraged. Parents are asked to cooperate with this regulation, even though a parental-sponsored party is one primarily involving parental control and not that of the school. Failure of parents to accede to this request places an unreasonable burden on the students. The only permissible exception to this policy would be in the case of events sponsored by the school or church.

Invitations to parties at all grade levels are not to be passed out on school grounds. It is a distraction, and all children who are not invited are hurt.

U. GRADUATION CEREMONY

In accordance with the Archdiocesan Policy, the graduation ceremony will be a simple ceremony taking place with the Eucharistic Liturgy. St. Malachy School will not sponsor or be the sponsor of any graduation parties. The Religion Coordinator, eighth grade teacher, and administration will assume responsibility for the Mass. 

V. UNIFORM POLICY

St. Malachy School believes that a dress code is necessary, not only in recognition of the economic necessities of families, but also because we hope that a de- emphasis of the material incentive placed o what one wears will foster an appreciation of the beauty that each student possesses as a child of God. Our school uniforms are to be purchased from KWD Uniform located at:

Michael’s Uniforms
225 S. Market St
Inglewood, CA 90301
310-672-2170
Regular Days:

Girls Uniform                                         Boys Uniform                                                                          

Plaid Skort                                                    Green/Gray Polo Shirt (logo)

Green/Gray Polo Shirt (logo)                    Charcoal Gray Pants

Green/White knee high socks                   Black Belt

Oxford Shoes (navy & white) by KEDS    Black Shoes

Green vest                                                      Green Cardigan  

Green Cardigan                                             Green Vest

Green Pull-Over Sweater                             Green Pull-Over

Green School Jacket                                     Green School Jacket

On Cold days, girls are allowed to wear white tights. The knee high socks must be worn on top of the tights. Turtle necks are not permitted for the girls or boys. 

Boys must only wear white undershirts. No other colors will be allowed.

Formal Days:

Girls Uniform                                              Boys Uniform
Plaid Skort                                                       Charcoal Gray Pants

White Oxford Shirt                                        White Oxford Shirt

Criss Cross tie                                                  Tie

Green vest/cardigan/pull over sweater     Green vest/cardigan/pull over sweater

Green/White knee high socks                      White socks (over the ankle)

Oxford Shoes (navy & white)                        Black shoes/Black belt

Boys and girls must have their shirts tucked in all day.
GIRLS AND BOYS P.E. UNIFORMS

Green Shorts with School Logo 

Grey T-Shirt with School Logo 

Green Sweats with School Logo Only (Used in Winter)-
Green Workout Sweater (Used in Winter)
AthleticTennis shoes (cross trainers / running shoes). No high tops!

Students must come to school dressed in their P.E. Uniforms on Thursdays. Dressing regularly will be reflected in the student’s grades. P.E. is a class and should be regarded as such. Students should not be kept from P.E. for any reason, except for illness or a note from the doctor.

Students who do not come to school with the appropriate Saint Malachy Uniform (purchased from Michael’s Uniform) will not be admitted to class and parents will be informed and will have to bring their proper uniform. Parents are responsible for the appearance of their child.

DRESS CODE RULES

For Girls:

· Jewelry may be worn in moderation; only one article may be worn at a time. One bracelet, watch, ring, necklace, and a pair of earrings (preferably studs). Hoops or dangling earring are not permitted for safety reasons.

· Hair should be clean and changing of ones hair color, designs or shaved sides is not permitted.

· Make-Up is forbidden

· Nail Polish or fake fingernails are forbidden.

· Colored Contacts are forbidden.

· No sunglasses.

For Boys:

· Jewelry may be worn in moderation; only one article may be worn at a time. One bracelet, watch, ring, necklace. Boys may not wear earrings.

· Hair should be kept neat, groomed, and out of the face. Extreme hairstyles (spiked, long or other fads) are not allowed. This includes the shaving of the hair on any part of the head. No #0 or #1 haircuts are permitted. Changing of one hair color in any manner and excessive use of hairspray, gel or moose is not permitted. Boys’ hair should not reach the top of their shirt collar. The length of their bangs should not obscure vision. 

· No facial hair allowed (mustaches or beards). 

· Hats or bandanas are forbidden. 

BOYS & GIRLS

· No ankle socks        

· No Dickies                             

· No Turtle Necks       

· No Cargo Pants or Cargo Shorts                         

· No Colored Socks    

· No Colored Shoes or Tennis Shoes

NON-UNIFORM DAYS 

On days that are declared  “Dollar Dress” or “Free Dress,” students are to wear those clothes reserved for the special occasions. Students may not wear tight jeans, low rise baggy pants, tight shorts or shirts, or spagatti straps. Sandals are forbidden. 

SPECIAL NOTE:

The uniform is not to be altered to accommodate a passing rend (e.g., oversized, baggy, etc.) Eighth grade students have the option of wearing a special uniform sweatshirt. 

a.  CELL PHONE POLICY

Cellular phones are not permitted. Students do not need cell phones at our school. There is a phone in the office that students can use if there is an emergency. If cell phones are brought to school or school events, they will be confiscated and released to the parents on the last day of school. 

          

b.   CAMERA POLICY

Students cannot bring cameras to school and take pictures, unless it is authorized by the Principal.  

V. MISCELLANEOUS

A. VERBAL/WRITTEN CONFIDENCES POLICY

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

B. WORK PERMITS

Under California law and other relevant laws, a minor student may not work without a work permit issued by the appropriate authority. To obtain a work permit, certain information is required from the student’s school. Information regarding work permits and how to apply is available from the California Department of Education website: www.cde.ca.gov.

The minor/student after obtaining a promise of employment must obtain a “Statement of Intent to Employ Minor and Request for Work Permit.” The minor, the employer and the parent/guardian must each complete their sections and submit the completed application to the school. The school will verify the information entered on the application by the minor and parent/guardian and will also examine the student’s records and consult the teacher to confirm the student’s satisfactory academic achievement to date. The student  must then submit the form to the “work permit issuing authority.” If all requirements are met, the work permit issuing authority may issue the “Permit to Employ and Work.” The “work permit issuing authority” is the Superintendent of the local public school or those persons authorized in writing by the Superintendent to issue the permit.

A copy of the signed work permit will be kept in the student’s file.

C. GRIEVANCE PROCEDURE/CONFLICT RESOLUTION

St. Malachy School adheres to the grievances and arbitration procedures of the Archdiocese of Los Angeles that were developed by the Archdiocesan Board of Education.

When differences, misunderstanding, and/or concerns arise, parents should first contact the teacher and open-mindedly discuss the situation. If a solution is not

reached, a conference with the parents, teacher and principal will be arranged. The principal will not see parents regarding concerns unless they have previously discussed the situation with the teacher. 

If the principal, teacher, and parents are not able to come to an agreement, the assistance of the pastor may be sought. As stated above in the case of the principal, the pastor will not entertain concerns from parents unless they have previously discussed the situation with the principal. 

The purpose of the grievance procedure is to review the facts of the situation objectively and provide all parties a process to bring resolution to the concern.

D. HARASSMENT, BULLYING AND HAZING POLICY

St. Malachy School is committed to provide a safe and comfortable learning environment that respects Christian values and is free from harassment, bullying or hazing in any form. Harassment, bullying or hazing of any student by another student, lay employee, religious, clergy, or school volunteer is prohibited. The school will treat allegations in a prompt, confidential and thorough manner. This policy shall be communicated clearly to faculty, staff, volunteers, parents/guardians, and students. 

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

Harassment: occurs when an individual is subjected to treatment or a school environment, which is hostile or intimidating based upon legally protected class, such as race, sex, ethnic origin or religion. It includes, but is limited to, any or all of the following:

· Verbal harassment: Derogatory comment and jokes; threatening words spoken to another person.

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

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

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

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

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

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

· Sending inappropriate text, email or instant messages.

· Posting inappropriate pictures or messages about others in blogs or on Web sites.

· Using someone else’s user name to spread rumors or lies about someone.

It is the responsibility of the school to:

· Establish practices and provide staff development training and age appropriate information for students, designed to create a school environment free from discrimination, intimidation or harassment. 

· Make all faculty, staff, students, parents/guardians and volunteers aware of this policy and the commitment of the school toward its strict enforcement. 

· Remain watchful for conditions that create or may lead to a hostile offensive school environment.

It is the student’s responsibility to:

· Conduct himself or herself in a manner that contributes to a positive school environment.

· Avoid any activity that may be considered discriminatory, intimidating, harassing, bullying or hazing.

· If possible, inform the other person(s) that the behavior is offensive and unwelcome. 

· Report all incidents of discrimination, harassment, bullying or hazing to the principal or teacher.

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

E. STUDENT THREATS

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

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

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

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

Practical jokes or off-hand comments of a threatening nature will be taken seriously and will be investigated. The sheriff department may be notified and these actions may result in suspension or removal of a student from school. 

F. SCHOOL SEARCHES

A student’s legitimate expectation of privacy in their person and in their personal effects they bring to school must be balanced against the obligation of the school to maintain discipline and to provide a safe environment for the school community. Accordingly, school officials may conduct a search of the student’s person and personal effects based on a reasonable suspicion that the search will disclose evidence that the student is violating or has violated the law or a school rule.

School officials do not need a warrant or parent’s permission to conduct a search of the student and/or the school’s or s student’s personal property, as long as they have a reasonable suspicion that the law or school rule is being or has been violated. Whenever a school principal conducts a search of a student’s person or personal effects, an adult witness should be present.

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

A student has a greater expectation of privacy concerning his/her backpack, purse, clothing and other personal effects. A school official who finds it necessary to conduct a search of a student’s backpack, purse, clothing or personal effects, must have a reasonable suspicion that the student is violating or has violated a law or school rule. The student’s parents will be notified of any such search. 

An alert from trained and certified detector dog is sufficient to allow the school official to have a reasonable suspicion and to conduct a warrantless search of the student’s locker, his/her personal property and effects. In addition to this policy on searches by the school, every student is subject to the Archdiocesan and school use and privacy policies concerning cell phones and other electronic devices, whether the devices belong to the school or to the student.

If a student refuses to cooperate in a reasonable search of the school or student property (including electronic devices), the student’s parents and/or the police may be called for assistance or referral.

In the event that any items belonging to a student are confiscated, the principal should document that fact and, when possible, take a photograph of the place where the confiscated object was found and of the object itself. It is also recommended that the school obtain a signature from the student acknowledging that the item was in his or her possession at the time it was found.

G. PRIVACY AND ACCESS TO RECORDS

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

Pupil Records

“Pupil Records” means any record related to a student that is maintained by a school or one of its employees. It includes health records. It does not include “directory information” or a school employee’s informal notes, if the notes remain in the sole possession of the maker and are not made available to others, except to a substitute. 

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

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

Directory Information

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

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

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

H. TRANSFER OF RECORDS

Student Transfers and Graduation

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

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

Official transcripts are not given to students or parents. 

Damaged or Loaned Property

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

I. ELECTRONIC COMMUNICATION POLICY

1. Systems, Devices and Materials
· Electronic Communication Systems include, but are not limited to, electronic mail, voice mail, facsimile machines, stand-alone or networked computers, intranets, the Internet/World Wide Web and any other communications systems that may be created in the future.

· Electronic Communications Devices include, but are not limited to, regular and mobile telephones, computers, lab tops, electronic notebooks, audio and video equipment, flash drives, memory sticks, iPods, MP3 players, Blackberries, and other wireless equipment. 

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

2. Electronic Communications Systems, Devices and Materials and Users Covered
· All electronic communications systems, devices, and materials whether in a parish, school, or archdiocesan department or office.

· All electronic communications devices and materials take from the parish, school or archdiocesan office for use at home or on the road;

· All personal devices and materials bought from home and used on parish, school or archdiocesan premises during regular business hours;

· All personal devices and materials, regardless of location, that are used in such a manner that the parish, school or archdiocese may be implicated in their use. 

· All users of electronic communications systems, devices and materials, including, but not limited to, students, employees, staff, contractors, volunteers, clergy and religious, and their families.

3. Ownership and Control of Communications
· All systems, devices and materials located in a parish, a school or an archdiocesan office, and all work performed on them, are property of the parish, school, and archdiocese. These systems, devices and materials are to be used primarily to conduct office, parish, school, archdiocesan business, not personal business.

· With permission from the pastor, principal or any other person in charge, individual may use systems, devices and materials, including access to the Internet, for personal business and web exploration outside regular business hours or during breaks. All users are expected to conform to appropriate content management and web surfing guidelines, whether during or outside regular business hours.

· Parish , school and archdiocesan systems, devices and materials are not private and security cannot be guaranteed. Passwords and user IDs are designed to protect confidential information, not to provide users with personal privacy. User account passwords for systems not controlled by a centralized user directory or authentication system must be on record with the pastor, principal or other person in charge at the parish, school or archdiocesan department.

· Minors may only access the Internet from devices with updated and functioning filters for prohibited content. All obscene materials, child pornography or materials that are otherwise harmful to minors or in violation of this electronic communications policy must be blocked. Before allowing minors to access the Internet, a responsible person must ensure that content filters are “ON.”

· Content filters for minors may NOT be disabled or turned “OFF” without obtaining prior permission from the archdiocesan Applied Technology Department or the person with equivalent authority at the parish or school.

· All files downloaded from the Internet, all computer disks received from outside sources, and all content uploaded from portable memory devices must be scanned with updated/current virus detection software. Immediately report any viruses, tampering or other system breaches to the person in charge at the parish, school or archdiocesan department.

· Parishes, schools and the archdiocese reserve the right to monitor, access, retrieve, read and disclose all content created, sent, received, or stored on parish, school or archdiocesan systems, devices and materials (including connections made and sited visited) to law enforcement officials or others, without prior notice.

4. Guidelines for E-mail Correspondence and Other Electronic Communications
· All users of parish, school or archdiocesan communications systems and devices should use care in creating e-mail, text, instant or voice mail messages. Even when a message has been deleted, it may still exist on a backup system, be restored, be printed out, or may have been forwarded to someone else without its creator’s knowledge. The contents of e-mail and text messages are the same as other written documentation and cannot be considered private or confidential.

· E-mail and other electronic communications are not necessarily secure.

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

· Postings to “All Employees,” All Parents,” “All Parishioners” and the like on intranets or the Internet or the World Wide Web must be approved by the pastor, principal, or other person in charge at the parish, school or archdiocesan department before they are sent out. 

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

5. Prohibited Practices:

    Users of parish, school or archdiocesan electronic communications systems, devices or materials and users of personal devices and materials on parish, school or archdiocesan premises, during normal business hours or under circumstances when the parish, school or archdiocese may become implicated in the use, may not:

· Violate any federal, state or local laws, regulations, rules of conduct, codes of ethics, safe environment or any educational rules. 

· Post or distribute personal contact information about the user or others without permission or review by a responsible adult person, unless required by the user’s job duties or assigned responsibilities. Personal contact information includes names or screen names; telephone numbers; work, home or school addresses; email addresses and web addresses (URLS) of social networking sites or blogs.

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

· Engage in improper fraternizing or socializing between adults and minors. Minors may not agree to meet someone they have met online without their parents’ approval and the presence of a parent at any meeting. 

· Engage in pirating or unauthorized distribution (such as “podcasting”) of copyrighted materials, music or film; arrange for the purchase or sale of any drugs, alcohol, or regulated substances and goods; or participate in internet gambling.

· Post chain letters or engage in “spamming” (sending annoying, unnecessary or unsolicited commercial messages); report a message that was sent privately without permission of the person who sent the message.

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

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

· Upload, download, view or otherwise transmit copyrighted, trademarked, patented, or indecent material, trade secrets, or other confidential, private, or proprietary information or materials to which the user does not have access rights. Regarding copyrighted materials, certain exceptions are given for educational and liturgical purposes. If in doubt, consult the pastor, principal or other person in charge.

· Damage, alter, disrupt, or gain unauthorized access to computers or other systems, e.g. use others’ passwords, trespass on others’ folders, work or files.

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

· Transmit confidential, proprietary, or insensitive information unless the transmission falls within the scope of the user’s job duties or assignment by a responsible person.

· Introduce a virus, attempt to breach system security or tamper with a system. 

· Alter, without authorization, a start up screen or the desktop, or install applications that will subvert these functions.

· Allow any minor to access the Internet on school communications devices before a responsible adult has checked to insure that active filtering of prohibited materials enabled. 

·   Use electronic communications devices or systems to transmit an radio frequency signal that is not permitted and/or licensed by the Federal Communication Commission (“FCC”) or that would violate FCC rules or policies.

6. Consequences of Violations of Electronic communications Policy
Violations of this policy, including breaches of confidentiality or security, may 

result in suspension of electronic communication privileges, confiscation of any electronic communication device or materials and disciplinary action up to and including termination of employment, removal from parish or school activities, or other appropriate disciplinary action.

J.  PARENT ORGANIZATIONS AND CONSULTATIVE SCHOOL BOARDS
It is expected that each catholic elementary school will establish a Parent Teacher Organization and a Consultative School Board. Both groups exist to support the school and are critical to the school’s viability, but they have very different functions. 

Parent Organization

The main functions of the Parent Teacher Organization are to raise funds for the school’s current operational expenses, to promote parental support for the school program, and to increase mutual understanding between school and parents. The membership of the parent teacher organization shall include the pastor, the principal, the parents or legal guardians, and the faculty of the school. 

Financial operation of a parent teacher organization shall be governed by the regulations for financial operations as found in the Parent Teacher Organization Bylaws.

Consultative School Boards

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

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

The regional supervisor at the Department of Catholic Schools is available to assist and guide schools in the implementation of a Consultative School Board.

K. ARCHDIOCESE OF LOS ANGELES “ZERO TOLERANCE POLICY”

Under the “Zero Tolerance Policy” of the Archdiocese of Los Angeles, any person guilty of sexual misconduct with a minor under the age of 18:   

· May not have any paid or volunteer assignment in any “ministry” in the Archdiocese, and

· May not volunteer in any “non-ministerial” activity or event where he/she has any possibility of more than incidental contact or supervisory or disciplinary power over minors.

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

As members of the Archdiocese of Los Angeles community, we want to assure that we are in compliance with both Megan’s Law and our “Zero Tolerance Policy.”

L. SAFE ENVIRONMENT TRAINING FOR CHILDREN AND YOUTH
Each school and religious education program must establish an ongoing safe environment training program for the children at its site. Home-based materials must be provided to all parents to help them understand and support their children’s education regarding child sexual abuse. The approved programs include Good-Touch/Bad-Touch and VIRTUS Teaching Touching Safety (Mandated September 1, 2006).  

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

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

The Archdiocesan Office of Safeguard the Children will work with principals at the schools and Directors of Religious Education in the parishes to establish these programs. During the 2007-2008 year, training is expected to reach most of the children in the Archdiocese of Los Angeles. Questions concerning this program can be forwarded to Sister Mary Elizabeth Galt, B.V.M., Chancellor, Coordinator of Children’s Programs at 213-637-7460.

M. GUIDELINES FOR ADULTS INTERACTING WITH MINORS AT PARISH, PARISH SCHOOL ACTIVITIES OR EVENTS
Revised August 20, 2007

Adults acting in a staff, faculty, ministerial or other paid position in the Archdiocese are role models who are called to treat each minor with respect and care. Staff members, faculty or volunteers serving either in a paid or volunteer position need to maintain professional relationships with minors whether on or off parish or parish school locations. Please review the following guidelines and sign the “Acknowledgement of Receipt” for the file at the parish or parish school where you work or volunteer.

· Staff members/faculty/volunteers will ensure that minors are properly supervised at all times, thus providing them a safe environment. Minors must be viewed as “restricted individuals” because they are not adults and are not independent.

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

· Staff members/faculty/volunteers must avoid assuming the role of a “father or mother figure” which may create and excessive emotional attachment for all parties. 

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

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

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

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

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

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

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

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

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

· Parent/guardian written permission is required for the publication of a picture of a minor. 

· Adults are permitted to interact alone with minor(s) only after complying with Archdiocesan policies regarding fingerprinting and safe environment training. 

N. PARENT/STUDENT COMPLAINT REVIEW PROCESS
Concern for the dignity and rights of each person are intrinsic to the Church’s mission as a true witness to the spirit of the Gospel. Circumstances may give rise to conflicts among students, parents, and school staff. All parties are encouraged to use every available means to resolve these conflicts when they occur. However, if the involved parties are unable to resolve their conflicts, families may use the Parent/Student Complaint Review Process for additional assistance. All those participating in the Complaint Review Process are responsible to strive toward reconciliation and act in good faith. Legal representation is not permitted during the Complaint Review Process. Any person filing a complaint is to be free from restraint, coercion, discrimination, or reprisal in any form. 

School Level

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

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

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

After reviewing the facts and facilitating discussion of the problem the principal will respond to the person bringing the complaint. 

Department of Catholic Schools Level

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

· The supervisor will review the complaint (with such consultation as may be appropriate) in a timely fashion and will endeavor to mediate and resolve the matter.

· However, if no agreement can be reached, the supervisor will make a final determination concerning the resolution of the complaint, based on the application of Archdiocesan and school policies and/or regulations, and communicate that determination, which will be final and binding, in writing to all parties. 

 O. THE NON-TRADITIONAL FAMILY
Divorced or separated parents must file a court-certified copy of custody section of the divorce or separation decree with the principal’s office. The school will not be held responsible for failing to honor arrangements that have not been made known in writing. 

APPENDIX I

SCHOOL PRAYERS

The following prayers will be said on a regular basis:

Sign of the Cross

In the name of the Father, and of the Son, and of the Holy Spirit. Amen

Prayer of St. Francis of Asissi

Lord, make me an instrument of Your peace.

Where there is hatred, let me sow love,

Where there is injury, pardon,

Where there is doubt, faith,

Where there is despair, hope

Where there is darkness, light,

And where there is sadness, joy.

O Divine Master, grant that I may not so much seek

To be consoled, as to console;

To be understood, as to understand;

To be loved, as to love;

For it is in giving that we receive;

It is in pardoning that we are pardoned;

And it is in dying that we are born to eternal life. Amen.

The Lord’s Prayer

Our Father who are in heaven, hallowed be Your name, Your Kingdom come; Your will be done on earth as it is in heaven. Give us this day our daily bread, and forgive us our trespasses as we forgive those who trespass against us, and lead us not into temptation, but deliver us from evil. Amen

Hail Mary

Hail Mary, full of grace, the Lord is with you. Blessed are you among women and blessed is the fruit of your womb Jesus. Holy Mary, Mother of God, pray for our sinners, now and at the hour of our death. Amen.

Grace Before Meals

Bless us, O Lord, and these Your gifts, which we are about to receive from Your bounty, through Christ our Lord. Amen.

APPENDIX II

ROLE OF THE PARENT

PARENTS HAVE THE PRIMARY RESPONSIBILITY FOR THE EDUCATION OF THEIR CHILDREN, SPECIFICALLY, THIS INCLUDES THE RESPONSIBILITY:

1. To establish a home environment which teaches the moral values religious habits, social skills, self-discipline, and commitment to learning upon which successful Catholic schooling is based;

2. To make a wise and informed choice of schools for their children, keeping in mind that each school has its own unique character, tone, and strengths;

3. To be fully informed regarding all aspects of their children’s developmental progress, and where needed to take and/or support the appropriate remedial action; and

4. To make every effort to establish and maintain a collaborative and mutually supportive relationship with the school which they have selected for their children.

Schools have the correlative responsibility to guide, assist support, and compliment parents in their efforts to meet these responsibilities. Of particular gravity is the school’s obligation to assist parents is gaining the information and insight necessary to make informed judgments regarding the religious and moral education of their children. 

The school’s obligation to guide, assist, support, and compliment the parents cannot be excused in the name of mistaken difference to uninformed assertions of parental rights. 

APPENDIX III

ACKNOWLEDGEMENT OF RECEIPT

OF

GUIDELINES FOR ADULTS INTERACTING WITH MINORS

AT PARISH/SCHOOL ACTIVITIES OR EVENTS

I have received and agree to comply with the Guidelines for Adults Interacting with Minors at Parish, Parish School, Youth Ministry or Religious Education Activities or Events of the Archdiocese of Los Angeles. As stated in the copy of these guidelines: “All adults working or volunteering with minors are also accountable to follow all policies contained in any other ‘Handbooks that the parish/school may use’ (i.e.: Catholic Schools Handbook, Parish ministry handbook, etc.).”  All adults acting in a staff, faculty, ministerial or other paid or volunteer position in the Archdiocese are role models who are called to treat each minor with respect and care. Clergy/staff members/faculty/volunteers serving either in a paid or volunteer position need to maintain professional relationships with minors whether on or off the parish or parish school locations. These guidelines are part of the commitment of the Archdiocese of Los Angeles to keep children and youth safe and to provide a role model for all the minors under our care. 

Activity (ies) or Event (s) in which I am involved:

_______________________________________________________

_______________________________________________________

_______________________________________________________

Name (please print legibly):____________________________________

Signature:________________________________________________

Date:___________________________

APPENDIX IV

HIV/AIDS FOR ELEMENTARY AND SECONDARY SCHOOL STUDENTS
HIV/AIDS Policy

The Archdiocese of Los Angeles has accepted the United States’ Bishops statement: The Many Faces of AIDS: A Gospel Response, as adapted for use within the Archdiocese. 

1. In accord with the statement of California Bishops “A Call to Compassion” and the philosophy of Catholic school in the Diocese, any student found to be infected with the Human Immunodeficiency Virus (HIV) which leads to Acquired Immune Deficiency (AIDS) or AIDS-Related Complex (ARC) will be treated with respect and dignity.

2. Every precaution will be taken to protect the confidentiality of records, files, and other information about HIV status of the student.

3. Decisions regarding the type of educational and care setting for a student infected with the AIDS/ARC virus should include the behavior, neurologic development, and physical condition of the student.

4. For most infected school-age students, the benefits of an unrestricted environment should be given priority in the decision-making process. 

5. For the students pre-school child and some neurologically handicapped students who lack control of the bodily secretions or who abnormal behavior, such as biting, and those students who have uncoverable, cozing lesions, a more restricted environment is advisable until more is known about transmission in these settings. 

6. Any decision regarding the type of educational service to be provided to a student based on the presence of the AIDS/ARC virus must be made in consultation with the student’s physician, counselor, the student’s parents or legal guardian, principal, and where the superintendent and public health personnel is also advised.  

APPENDIX V

ST. MALACHY SCHOOL STUDENT PLEDGE

I, ___________________, a student of St. Malachy School, agree to join together with other students of St. Malachy School to stamp out bullying at our school.

I believe that every student should enjoy our school equally, feel safe, secure and accepted regardless of race, gender, popularity, athletic ability, intelligence, talents, and religion.

Bullying can be pushing, shoving, hitting, pinching, poking, as well as name calling, picking on, making fun of, laughing at, gossiping about, and excluding someone. Bullying causes pain and stress to the victim and is never justified or excusable as “kids being kids,” “just teasing” or any other rationalization.

By signing this pledge, I agree to:

1. Value student differences and treat others with respect.

2. Not become involved in bullying incidents or be a bully.

3. Be aware of the school’s rules and support system with regard to bullying.

4. Report honestly and immediately all incidents of bullying to a teacher. 

5. Be alert in places around the school where there is less adult supervision such as bathrooms, the hallways, out of the classroom. 

6. Support students who have been or are being bullied.

7. Provide a good role model for younger students and support them if bullying occurs. 

I know whether I am being a bully or see someone being bullied, if I do not report or stop the bullying, I am just as guilty.

Signed by ____________________________ Date________________

Print Name___________________________

I will help my child to fulfill this pledge____________________________

                                                                                  Parent signature and date

APPENDIX VI

PARENT/STUDENT POLICIES AGREEMENT FORM

ACCEPTANCE OF PARENT/STUDENT HANDBOOK

Our family has received and read the St. Malachy School Parent/Student Handbook. We are aware of, understand, and agree to follow the policies and procedures stated in the Handbook. We acknowledge that the school has the right to amend the Handbook during the school year as needed and we agree to follow the policies and procedures as may be added or amended. 

We understand that we may be asked to withdraw our child(ren) from the school or our chil(ren) may not be invited to return the following year, if we fail to fulfill our responsibilities under the Handbook and any additions and amendments that may be made. Our signatures below indicate our commitment to fulfill our obligations according to the requirements of the Handbook. 

Father’s Signature_____________________________Date___________

Mother’s Signature____________________________Date___________

Print student names and grades:

Student’s Name: _____________________________ Grade__________

                               _____________________________Grade___________

                               _____________________________Grade___________

                               _____________________________Grade___________

Please return this signed form promptly to the School Office.

This form will be placed in the students’ permanent files.
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