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(This handbook replaces all previous handbooks)

The purpose of this handbook is to present the philosophy, organization and policies of Our
Lady of Victory School. The policy statements are necessarily general and the administration
reserves the right to make specific applications as circumstances arise. We ask that you read

this handbook carefully and keep it for reference during the school year.

Policies stated in this handbook are in accordance with the guidelines established by the
Department of Catholic Schools of the Archdiocese of Los Angeles and contained in the
Archdiocesan Administrative Handbook. The administration retains the right to amend the
Parent-Student Handbook for just cause. Parents will be notified promptly of amendments
through the school bulletin.



Dear Parents and Students

Welcome to Our Lady of Victory School! We are honored and excited to welcome you to a

community that upholds the values and philosophy of a Catholic School education.

As a member of Our Lady of Victory School, we are committed to embracing the school's
mission and philosophy, which prioritizes academic excellence and spiritual development. We
believe that nurturing the mind, heart, and soul is essential for personal growth and meaningful

life.

Our Lady of Victory School faculty and staff contribute to the school's mission and create an
environment where students can thrive academically and spiritually. We are ready to collaborate

with every family to foster a positive and supportive learning community for our students.

I'm looking forward to a fulfilling and enriching experience with the school community!

Blessings,

Mrs. Yvonne Wilcox

Principal



HISTORY

Our Lady of Victory School was established in 1940 to serve the parish founded in 1911, the
school has gone through various stages of growth and changes in staffing.

In its early days, the school comprised five classrooms and a parish hall, with the educational
needs of 188 students being met by four dedicated Sisters of St. Joseph of Orange. Over the
years, the school expanded both in terms of facilities and enrollment. By 1947, additional
classrooms were acquired, leading to an enrollment of 418 students. This growth continued, and
the school kept adding classrooms until 1964 when it reached a remarkable student enrollment of
800.

However, like many educational institutions, Our Lady of Victory School experienced
fluctuations in enrollment. By the mid-1970s, the number of classrooms was reduced due to a
decline in enrollment, which stood at 385 students in 1975.

But the school's story of resilience and growth didn't stop there. In the fall of 1975, the Sisters of
the Holy Family of New Orleans took over from the Sisters of St. Joseph of Orange to staff the
school. With their dedication and commitment, the school saw its population rise again, leading

to the addition of more classrooms and reaching an enrollment of over 600 students.

In a significant turning point, the administration transitioned from the Sisters of the Holy Family
of New Orleans to lay personnel in the late 90s, marking a new era for Our Lady of Victory
School. The 2024-2025 school year marks the school’s 84th year of service to the community.

PHILOSOPHY

At Our Lady of Victory School, the primary focus is to guide students in their development as
active Catholics in today’s world. The school aims to provide a supportive environment where
students can grow in their faith and develop their God-given talents. The emphasis is on helping
each child realize their potential.

The school follows a performance-based approach to education, which means that it utilizes
assessment strategies to measure achievement and hold all stakeholders accountable. Teachers,
students, administrators, and parents are all expected to actively participate in ensuring that
students are performing at or above grade level.



Our Lady of Victory School is committed to delivering quality education and fostering a positive
climate for learning. The school strives to nurture and support each student, enabling them to
achieve success and academic excellence. Recognizing that parents are the primary educators of
their children, the school also partners with parents in the religious and academic formation of
their children.

Our Lady of Victory School aims to provide a comprehensive education that integrates faith,
academic excellence, and a strong partnership with parents to prepare students for their future
roles in society as active and engaged Catholics.

MISSION STATEMENT

The mission of Our Lady of Victory School is to emphasize the teachings of Christ and
Gospel values. We help build a strong foundation for the student’s spiritual growth and
character development. Our Lady of Victory provides a transformative Catholic education
that aims not only to impart knowledge and academic skills but also to instill values,
compassion, and a sense of purpose in the students’ lives. This approach helps them grow
into well-rounded individuals who can make positive contributions to society.In
partnership with families and the community, we show a commitment to creating a
supportive and nurturing environment for all students to flourish.

PARENTS ARE THE PRIMARY EDUCATORS

Our Lady of Victory School aligns its educational principles with the teachings of the Catholic
Church, particularly the recognition that parents are the primary educators of their children. This
principle acknowledges the critical role parents play in shaping their children's values, beliefs,
and overall education.

By embracing this principle, the school actively encourages and expects the active involvement
of parents in all aspects of school life. Our Lady of Victory School recognizes that education is a
cooperative effort between the school and families, and each family within the school
community has a vital role to play in the education and growth of the children.

One of the primary expectations the school has of parents is their active and ongoing support of
the religious formation that the school seeks to instill in the children. Religious education and
spiritual development are essential components of a Catholic School education, and the school
relies on the partnership with parents to reinforce and nurture these values at home and in the
community.

This collaborative approach between the school and parents creates a strong support system for
the students, fostering a sense of unity and shared responsibility for their overall well-being and
growth. By working together, Our Lady of Victory School can provide a nurturing environment
where academic excellence, spiritual development, and moral values are all deeply integrated
into the students' educational journey.



Here are some ways in which parents can actively support and reinforce the religious formation
that the school seeks to instill in the children:

e Regular Mass Attendance: Attending Mass together on Sundays and Holy Days of
Obligation not only fulfills an important religious obligation but also provides an
opportunity for the family to participate in a communal act of worship and celebrate their
faith as a community.

e Open Communication About Faith: Taking the time to have regular conversations with
their children about God, faith, and spirituality. Encouraging questions and discussions
about religious concepts can deepen their understanding and foster a strong connection to
their faith.

e Family Prayer: Praying together as a family on a daily basis can create a sense of unity
and strengthen the family's bond with each other and with God. It can be a time for
gratitude, reflection, and seeking guidance in life's challenges.

e Involvement in Religious Education: Being informed about the religious concepts and
topics that their children are learning at school. This enables parents to engage with their
children's religious education and support their learning journey.

e Personal Faith Development: Continually seeking to develop their own faith and deepen
their understanding of Catholic teachings. Parents who actively grow in their faith can
serve as positive role models for their children and inspire them to embrace their faith
with enthusiasm.

e Participating in Church Activities: Engaging in parish activities and volunteering as a
family can foster a sense of belonging to the larger Catholic community and instill a spirit
of service and charity in children.

e Celebrating Religious Traditions: Observing and celebrating religious traditions and feast
days at home can create meaningful and memorable experiences for the family,
reinforcing the significance of their faith in their daily lives.

By actively participating in these practices, parents not only strengthen their children's faith but
also contribute to the overall spiritual well-being of the entire family, your domestic church. It is
through this collaborative effort between parents and the school that students can develop a deep
and meaningful connection to their faith, guiding them in their journey of spiritual growth and
understanding.



OUR LADY OF VICTORY SCHOOL
STUDENT LEARNING EXPECTATIONS

An Activ holic Who:
Understands and practices the Catholic faith

e Lives the Gospel values while deepening his/her relationship with God
e Participates in the life of the parish and school through prayer, worship, and service projects
e Works for social justice at school and home
e Has a developed moral conscience- makes good choices
TK-3 Version
e Knows church teachings and prayers
e Prays daily
e Attends Mass
e Acts like Jesus

A Self-Motivator Who:

Exhibits an interest in learning

Is confident and has a solid sense of self-esteem

Is a personal self-achiever

Works independently and is an effective communicator
Exhibits leadership and accepts responsibility for own actions

An Active Learner Who:
e Demonstrates a solid foundation in the core subjects

e Is able to speak and write clearly

e Uses technology appropriately

e Listens actively and follows directions

e Is creative and independent

e Communicates effectively and confidently

A Globally Aware Citizen Who: (Compassionate and Empathetic towards others)
Recognizes and respects our multicultural society

[ ]

e |s cognizant of current and world events

e Respects nature and has respect for life

e Advocates the preservation of the earth

e Has a sense of responsibility towards those in need

TK-3 Version
e Makes good choices and follows directions
e Treats others with kindness and respect
e Take cares of the Earth and all of God’s creations
e Willing to help others



Lion Spirit Award:
e The Lion Spirit Award is bestowed upon a student who demonstrates hard work,
perseverance, and a positive mindset each and every day.
This student may have occasional challenges, but is able to stay focused and motivated.
Doesn’t give up
Works hard regardless of outside influences that may challenge their daily learning.

CODE OF CHRISTIAN CONDUCT COVERING
STUDENTS AND PARENTS/GUARDIANS

The student’s 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 from
Our Lady of Victory School.

It shall be an express condition of enrollment that the student behaves in a manner, both on and
off campus that is consistent with the Christian principles of that school as determined by the
school in its discretion. These principles include, but are not limited to, any policies, principles
or procedures set forth in any student/parent handbook of the school.

It shall be an express condition of enrollment that the parents (father and mother) or appointed
guardian of the student shall also conform themselves to standards of conduct that are consistent
with the Christian principles of the school, as determined by the school at 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:

(1.) For Catholic parents, weekly Sunday Mass attendance is expected. (2.) Parents/guardians
are expected to work courteously and cooperatively with the school to assist students in meeting
the academic, moral, and behavioral expectations of the school. (3.) 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. (4.) 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, at its discretion, when conduct is of such a
severe nature as to warrant immediate action without warning and/or intermediate step
short of withdrawal.



ADMISSIONS / ENROLLMENT

Our Lady of Victory School is a non-public Catholic parish school under the supervision of the
Archdiocese of Los Angeles Department of Catholic Schools. The principal determines the
admission policies of the school as stated in the Administrative Handbook.

Vaccinations/Immunizations
Our Lady of Victory School REQUIRES that all students meet the vaccine requirements of the
California School Immunization Law. As quoted in their handbook, located at

http://www.cdph.ca.gov/programs/immunize/Documents/Handbook Text.pdf

“Whenever children are brought into group settings, there is a potential for the spread of infectious
diseases. To prevent some of the most serious infections, the California School Immunization Law
requires that children receive a series of immunizations before entry to schools, child care centers,
or family child care homes. In addition, the California School Immunization Law requires schools,
child care centers, and family child care homes to enforce immunization requirements, to maintain
immunization records of all children enrolled, and to submit reports to the health department.”

Non-Discriminatory Race Policy

OLYV School does not discriminate on the basis of race, color, or national and ethnic origin in
admissions policies, administration of educational policies, scholarship and loan programs, athletic
and other school-administered programs.

Likewise, OLV School does not discriminate against any applicant for employment on the basis of
sex, pregnancy, age, handicap, race, color, and national and/or ethnic origin.

Applications
Applications for new students are available in the school office. The following are required to
complete the registration process:

(J completed application form

[J copy of Baptismal certificate

[J copy of First Holy Communion certificate, if applicable

[J previous year’s report card

[J copy of immunization record indicating required immunizations are current

The principal determines if a student is eligible to enroll. All applicants MUST meet all vaccine
requirements. Furthermore, all applicants will be tested academically and must demonstrate the
potential to perform the grade-level tasks related to learning. Previous effort, behavior, and grades
are also considered.



Transitional Kindergarten Admission
The required age for TK is four (4) years of age on or before September 1st.

Kindergarten Admission
The required age for kindergarten students is five (5) years of age on or before September 1st.

Please visit https://www.cde.ca.gov/ci/gs/em/kindergartenfag.asp for more State of
California Kindergarten Enrollment Regulations.

First-Grade Admission
The required age for first-grade students is six (6) years of age on or before September 1st.

ADMISSION IS BASED ON:

A. A completed application form/registration contract. A signed parent's agreement to follow the
rules and regulations of Our Lady of Victory School and the Administrative Handbook of
the Department of Catholic Schools.

B. Payment of the registration fee. The registration fee is non-refundable.

C. Admissions test

D. Completion of all requested forms and documentation.

E. Up-to-date immunizations, T.B. test, and physical exams requested.

F. Acceptable records from the previous school, grades, test scores, and a letter of
recommendation, if requested, from the previous principal or teacher.

G. For students transferring from another Catholic school, all tuition and fee balances owed to
the previous school must be paid prior to the beginning of school attendance at Our Lady
of Victory School.

D. Preference for admission is given to registered supporting members of Our Lady of Victory
Parish. Catholic parents are expected to be registered parishioners of Our Lady of
Victory Church. It is further expected that registered members support the church
regularly through the use of Sunday envelopes.

E. Non-registered Catholic or Non-Catholic families are expected to abide by the rules and

regulations of Our Lady of Victory Church, school, and the Department of Catholic Schools.

F. The principal has the final decision, in accordance with the regulations of the Department of

Catholic Schools, in all cases of admission.

G. For returning students enrolled at Our Lady of Victory School the previous year, we require
satisfactory academic, conduct, and attendance records, as well as account balances that
are up-to-date at the time of registration for the following school year.

NON-DISCRIMINATION POLICY

Our Lady of Victory 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 this school, or in the
administration or educational policies and practices. Likewise, the school does not discriminate
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against any applicant for employment on the basis of sex, age, handicap, veteran status, race,
color, or national and/or ethnic origin.

PROBATIONARY PERIOD FOR NEW STUDENTS

All new incoming students will be admitted on a probationary status during the first trimester, in
order to provide ample opportunity to assess the student’s needs and strengths. Should school
personnel identify a serious problem; the parents will be notified no later than the first trimester.

RELEASE OF STUDENTS

Our Lady of Victory School has limited personnel and resources available to serve students with
special needs. In the case of a student with severe learning disabilities, it may be necessary to
recognize that the school is not equipped to meet the needs of every student. If a student has been
identified to have a severe learning or behavior issue, it is best that the parents reconsider
registering or re-registering their child in this school. We try to identify students with significant
learning difficulties by the end of the first trimester. If difficulties persist, a transfer may be
necessary.

RE-ADMISSION POLICY

Students, who have been asked to leave the school for disciplinary or academic reasons, as well as
for delinquent balances for tuition and fees, will not be readmitted to Our Lady of Victory School.

WITHDRAWAL OF STUDENTS

Our Lady of Victory School grants full credit for all work accomplished by any student up to the
time of the student's transfer to another school.

ACCESS TO RECORDS

The principal only, as custodian of records, authorizes the release of personal information about
any student. Access to records may include not only an oral description by the authorized school
official but also permission to read the original record. Official transcripts are not given to parents,
guardians, and/or students. Only the following persons may receive such information: the
parent/guardian of a student, an officer of the school where the student attends or intends to enroll,
and/or those so authorized in compliance with a court order or through an official position.

TRANSFER OF RECORDS

Whenever a student transfers to or from another private school or public school district and
transcripts are requested, the student's Cumulative Student Report and original Health Records
shall be transferred electronically to the school where the student plans to enroll. Official
transcripts are not given to students or parents. However, copies of the transcripts may be given to
parents or students. The school may withhold from parents/guardians the grades, diploma, or
transcripts of a pupil pending payment of tuition/damages or return of loaned property.

CARE OF SCHOOL PROPERTY

The appearance of the school and the way it is maintained has a great deal to do with the reputation
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of the school. For this reason, all persons using school property will assume

responsibility for the care of such property. Textbooks and library books should be kept in the best
possible condition. If a book or Ipad is lost or damaged, the parents are expected to pay for the loss
or damage. Any person who damages school property will be required to make restitution either
through work or payment.

The Non-Traditional Family

Divorced or separated parents (father & mother) must file a court-certified copy of the custody
section of the divorce or separation decree with the principal. The school will not be held
responsible for failing to honor arrangements that have not been made known in writing.

Re-Registration

Students currently attending Our Lady of Victory School in grades TK through 7" grade and who
wish to attend OLV School the following year must complete a Re-Registration form and pay the
required non-refundable registration fee by the deadline in the spring of the current year.
Re-enrollment and early bird registration fees ensure your child’s enrollment spot for the following
year. Failure to re-enroll during the Spring registration period may result in a possible loss of
enrollment.

Student Records

Full and accurate records, including standardized test results, of each student, are entered on the
official Archdiocesan Record form and are kept on file permanently. Only authorized personnel may
have access to these records. When a student transfers or graduates, the school retains the permanent
record.

Los Angeles Archdiocese School Food Service Program

All students may enroll in the federally funded lunch program in which Our Lady of Victory School
is a participant. The National School Lunch Program application will be sent home at the beginning
of the school year. Students may be eligible for either free or reduced-price lunch. Families who do
not qualify may still participate in the program and will be billed the full-price for breakfast and
lunch. Breakfast is served Monday through Friday. Lunch is served Monday through Thursday.
Families will receive monthly billing statements.

Homemade Lunches

Unless children are enrolled in the federally funded lunch program, they must bring their own
lunches to school with them in the morning rather than having a parent bring them. This gives the
child a sense of responsibility, helps the students keep to regular schedules, avoids anxiety on the
part of the students who are wondering if their lunch is going to arrive on time, and contributes
toward a safer environment. Please send juice and or water for lunch in plastic bottles; glass

containers are not safe at school. Candy, soda, and gum are not allowed on school premises.

ANY ONLINE FOOD DELIVERY SERVICES WILL NOT BE PERMITTED AT
SCHOOL.
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FINANCES

Our Lady of Victory School shall determine annually the costs per student based on the budget

projections for the next school year. Tuition rates and fees will be established based on these costs.
Rates and fees will be set for registered supporting members of the parish, and non-registered,
non-supporting members of the parish. Fundraising will help meet the needs of the school and the
costs per student. All parents are expected to participate in the fundraising efforts. Service hours
will be required. The requirements for fundraising and service hours, as well as any other required
fees, will be published and distributed before accepting the registration of students.

Parent Financial Obligation

Tuition installment payments are due on a predetermined date established by your FACTS
agreement. each month and must be paid through FACTS. If the payment date falls on a weekend
day, then tuition is due on Monday. If attempts to collect payment fail, the student will be
placed on Financial Suspension and may not attend school or school activities until past due
balances have been received and account is clear of any delinquencies.

Financial Suspension

1. Tuition: A parent’s failure to pay the school tuition within five calendar days of the due date
will result in the child or children being put on Financial Suspension. Your child will not be
allowed to attend school until full payment of the month’s tuition.

2. Lunch Program / Day Care: If attempts to collect payment for the lunch program fee and/or
daycare fee upon receiving a written notice from the lunch coordinator and/or daycare
supervisor, it will result in a parent conference with the principal to discuss viable options.

3. Fundraisers & Service Hours: If attempts to collect payment for the fundraisers and service
hours on or by the specified due date, it will accrue a $50.00 late fee. Furthermore, a parent's
inability to fulfill their fundraising quota by the predetermined date will be an indication
that the parent is unable to fulfill their contractual agreement, and therefore their
child(ren) will not be allowed to return to school.

4. Student Materials Fee: A parent’s failure to pay the per child Student Materials Fee by the
specified due date will accrue a $50.00 late fee. Furthermore, a parent's inability to pay by
the predetermined date will be an indication that the parent is unable to fulfill their
contractual agreement, and therefore their child(ren) will not be allowed to return to
school.

Care of Textbooks/iPad

A materials fee is paid at the beginning of the school year to rent the textbooks and iPad and it is
therefore the responsibility of the child to take care of these. With the understanding that
textbooks and iPad need to last for many years, parents are asked to assist in helping their
children take care of these. Parents are responsible for paying for any damaged or lost books or
iPad used by their child. All students should use a durable, protective carrying bag so that
schoolbooks and other materials may be protected.



Failure to comply with the Tuition Policy explained earlier, and parents' failure to notify the
school of reasons for delinquency and non-payment will result in: students not receiving report
cards and, if applicable, diplomas; students not being able to return to the school at any given
time during the year as determined by the Principal; delinquent accounts forwarded to a
collection agency; records not being sent to any other school; eighth graders not allowed to
participate in graduation activities and ceremony.

Non-payment of tuition and required fees, or balances due for fundraising or service hours may
result in the removal of the student at the end of the trimester, and the refusal to accept an
application for re-registration for the following year.

PAYMENTS TO THE SCHOOL

All payments to the school office must be acknowledged with a numbered receipt pre-printed with the
school information and signed by a member of the office staff. We cannot credit payments based on a
verbal assurance from the parents that payment was made.

FUNDRAISER POLICY

Fundraisers

Fundraising Quota: $600 per family. Fundraisers may be changed from year to year. Fundraisers
include, but are not limited to: Parish Fiesta, Raffles, Popcorn Sale, Cookie Dough Sale,
and Family Mass Food Sale.

PARENT AND STUDENT SERVICE HOURS

Parent Service Hours
Parent service hours are both a way to reduce expenses and keep tuition low, as well as a way to
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build a cooperative environment honoring the principle that parents are the primary educators of

their child/ren. By participating in the service hour program, you are able to meet the faculty and
parents on a new level and see the school program in action. You will also find that by helping
with the service hour program you can give an outlet for many of your talents.

*Please note: parents will not receive service hours for supervising their own child while at
school, service hours are awarded for providing service to the school as a whole.

Each family is required to complete 40 hours of service annually at $15 per hour for a total up to

$600. Any unserved hours will be billed at the end of the year.

It is important to note that THERE WILL BE NO EXCEPTIONS MADE TO THOSE WHO
HAND IN LATE VOLUNTEER HOUR FORMS. With prior approval of the principal,
donations (e.g. food, office and classroom supplies) may be provided in lieu of hours. Receipts
must be presented to the school office to verify the cost of these donations.
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Family Mass Food Sales

Each class will have one Family Mass food sale a year, which will take place during one of our
Sunday family masses. ALL PARENTS ARE REQUIRED TO DONATE A SPECIFIED
ITEM OR $20 FOR THE PURCHASE OF FOOD AND MUST WORK AT LEAST 1
HOUR DURING THE SALE.

* % % PARENT SERVICE HOURS OPPORTUNITIES * * *

Parents who wish to volunteer when children are present must be VIRTUS
Trained and Fingerprinted by the Archdiocese of Los Angeles. (No exceptions)

Food Sales
An hour will be credited for a donation which is valued at $15.00 or for a store-bought item with
proof of receipt.

Lion Family Meetings (PTO)

One hour will be credited to service hours for attendance at each PTO meeting. With the
assistance of some very dedicated parents, Our Lady of Victory has developed a Parent/Teacher
Organization. The PTO organizes various events throughout the school year to raise funds for
the school. We are always in need of parents to assist with the PTO activities.

Repairs
Electrical, plumbing, painting, carpentry work, and door locks, replace broken windows,
handyman, and other specialties as needed.

Classroom Assistance
Our teachers are in constant need of assistance. If you would like to assist with various tasks in
the classroom please notify the teacher in advance.

Athletic Coaching Volunteers

Due to the state of the current economy, we are only able to have an athletic program with the
assistance of our parents and faculty. If you are a sports enthusiast and would like to volunteer
your time coaching our talented students, please notify the office.

Volunteers
Volunteers must be at least 18 years of age and dress appropriately.

Room Parent

Please consider volunteering to be a room parent and speak with your child’s teacher about this
by the end of September. Room parents organize classroom parties with the pre-approval of the
teacher and principal.

Field Trip Chaperones
Service hours will be awarded to those who attend field trips as a chaperone. One service hour
will be provided for each hour spent chaperoning. Chaperones must pay the cost of attending the




field trip and only the parent or grandparent may attend.

Eighth Grade Service Hours: 20 service hours per school year
All graduating eighth-grade students are required to complete 20 hours of service per school

year. Ten service hours must be completed by December 6, and the remaining ten service hours
must be completed by May 9. The eighth-grade students will be provided with a service hour
form to track the hours they have completed. The forms must be turned in to the 8th-grade
Religion teacher by the assigned due date. Service hours will not be awarded for lost forms.
Student service hours can be completed in a variety of ways, such as:

1. After School Tutoring during our After School Program

2. Yard Clean Up

3. Participating in Community events that help care for God’s world
4. Volunteering in the community

5. Actions to help those in need

Junior High Service Hours

® 7th Grade - 15 hours
at least 10 hours of community outreach
® 6th Grade - 10 hours

PLEASE NOTE: NO 8" GRADE STUDENT WILL BE ALLOWED TO PARTICIPATE
IN ANY 8™ GRADE GRADUATION ACTIVITIES, INCLUDING GRADUATION IF
THEIR SERVICE HOURS ARE NOT COMPLETED BY MAY 31°"

ORGANIZATIONS

All parents of students attending Our Lady of Victory School are members of the Parent Group.
When parents enroll their children at OLV School, they are expected to do the following:

A. attend all general parent meetings

B. contribute toward all school and parish fundraising activities

C. perform volunteer work at school-related activities

D. reinforce the teachers and administration in their efforts to educate the students

E. pay tuition by the predetermined date each month

F. participate in parish life ( e.g., regular attendance at Mass and weekly use of Sunday
envelopes).

Non-compliance with any one of these parental responsibilities will jeopardize their children’s
continued attendance at Our Lady of Victory School.

Our Lady of Victory Parent/Teacher Organization (The Lion Family) Every
school year a Parent-Teacher Organization (Lion Family) is formed through an organized
voting process where the following board members are chosen: President, Vice-President,
Secretary, and Treasurer. The purpose of the PTO is to enhance the quality of education by
providing opportunities for communication between home and school and to facilitate parent
education, parent involvement, and organizing fundraisers and social events. While there are

15
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designated board members who organize specific events, ALL. PARENTS ARE MEMBERS
OF THE LION FAMILY AND ARE ENCOURAGED TO PARTICIPATE.

Student Council

Students in grades 6-8 may run for student council offices. To qualify, each candidate must have a
B average or higher in all academic subject areas and be recommended by his/her homeroom
teacher. If a council member’s grades fall lower during his/her service, he/she will be ineligible
until the following report card. Elections are held at the beginning of the school year.

The purpose of Our Lady of Victory School student council is to help develop leaders who act
out of Christian values and principles. A second goal is to help increase the quality of education
by planning activities that promote and encourage the spirit and morale of the school.

OUR LADY OF VICTORY ATTENDANCE POLICY

Attendance

A student may not leave the school before the regular dismissal time without a written request
from a parent/guardian. The request must state the reason for early dismissal. The
parent/guardian must sign out the student, recording the date and time.

Tardiness

Being late should rarely, if ever, happen. “LATE” is any arrival after 8:15 am. A tardy student should
be accompanied by the parent to the office. A student is tardy if he/she arrives after 8:00 am. If the
student arrives 30 minutes after the designated beginning time (8 a.m.), or leaves 30 before the
designated ending time (3 p.m. or 12:00 p.m.) he or she is marked absent half a day. If your child is
tardy/absent an excessive amount of time (5 or more times per trimester or 15 times per year) the

school will report the parents/guardian to the appropriate authorities, as they are being negligent.
When a student has been tardy or absent from school, the State of California requires a written

excuse signed by the parent or legal guardian. Students who arrive after 8:15 am will be marked
tardy.

Mass Days- Please make sure your child is in school by 7:50 am on Mass Day. Students who arrive
at school late on a day in which they are to attend Mass at 8 a.m., must be walked to the main office
by a parent/guardian. Those students who arrive late for mass will be marked tardy.

Absences

When an absence occurs, parents are to write a dated note to the teacher explaining the absence
when the student returns to school. The excuse must include the date of the absence, the reason
for the absence, and be signed by the parent/legal guardian. If after three days, a parent/guardian
fails to send a written note, the school will contact the parent/guardian and the situation will be
investigated.

If a child has been diagnosed as having a contagious disease, kindly notify the office so that
precautions can be taken and notifications can be sent home if need be. In order to provide the
continuity necessary for students to learn, daily attendance at school is very important.
Therefore, only for very serious reasons should a child be kept out of school.
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Truancy

A student who is absent from school more than three (3) days in one school year or is tardy in
excess of thirty (30) minutes on each of four (4) days or more in one (1) school year, without a
valid excuse, is truant. A child who has been absent 15 or more times within the school year
may be required to be retained to make up any missing assignments.

Once all resources at the school level have been exhausted to resolve the situation, the
principal will notify the local public Child Welfare and Attendance Authorities.

Leaving School Early

If a student must leave the school during regular school hours, parents must write a note stating the
time the student is to leave school, his destination, and return time. This note should be given to
the teacher in the morning. A release form must be signed in the office by the parent/guardian who
comes to pick up the child.

Medical and Dental Appointments

Students are legally credited for attendance when time is spent in medical and dental
appointments if they return with a form signed by the doctor showing the date and time spent in
the doctor’s or dentist’s office. This is called a medical absence and is valid only when the time
not spent at the doctor’s or dentist’s office is spent at school. Frequent absences of this type are
detrimental to the student’s classwork and should be kept to a minimum. These appointments
should not conflict with the dates of standardized testing. A note from the doctor stating time in
and out of the medical office will be recorded as a medical absence rather than a tardy.

UNIFORM REGULATIONS

SCHOOL UNIFORM: The school uniform is to be worn at all times, beginning with the first day
of school. Students who are not dressed in the appropriate uniform will not be permitted in the
classroom. All uniform articles must have the school logo on them with the exception of the
boy's/girl's blue uniform pants and blue uniform walking shorts, girl’s skirts, jumpers, and skorts.

Uniforms should fit well; being neither baggy, too big, nor too short.

All students must be in complete uniform. Uniform items must be purchased from Cambridge
Uniforms. A description of the required school uniform has been given at a parent meeting as part
of the registration documents. Any unusual circumstances in which a student cannot be in full
uniform must be reported by the parent and approved by the Principal. The school will not be held
responsible for lost or stolen items belonging to the student. It is the student's responsibility to care
for his/her belongings, and the parent's responsibility to mark them permanently and clearly to
avoid any confusion regarding which the item belongs to. Items not claimed at the lost and found

within a month will be donated.
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Out-of-uniform slips will be given to students who are not following the uniform policy. A student
with three (3) out-of-uniform slips will serve detention after school. Anticipated notice will be given

to the parents regarding the detention date and time the student must serve.

STUDENT HAIR POLICY: Hair must be properly groomed, clean, and neat in appearance, and
must be a natural color. Exaggerated or extreme hairstyles, hair that hangs in the face or that
emulates gang or criminal affiliations distract from the educational experience are not permitted.
Facial hair is not permitted. The school administration shall determine if a student’s hairstyle

violates this policy.

REQUIRED SCHOOL UNIFORM

Boys and Girls
e Royal Blue Cardigan Sweater

e Royal Blue Vest

e Royal Blue Jacket

e Light Blue Polo shirt with school logo
e Navy Blue sweatshirt with school logo
e Navy Blue walking shorts

e Safe Sole All black shoes athletic shoes.

B rades TK-8th
* Navy blue twill pants
* Black or White socks
e Light blue button shirt
* Navy Blue walking shorts
* Navy Cross Tie

TK — 5" Girls:

* Plaid Jumper

* Plaid Skort

« Grades 6"-8" Plaid, pleated skirt

* Light blue, button-front blouse with Peter Pan collar
* Navy Cross Tie

-Royal, Navy Blue or White knee high sock

-Navy blue twill pants or walking shorts

P.E. Uniform May ONLY be worn on scheduled P.E. days or special activities.

GIRL’S UNIFORM: Girl’s skirts, jumpers, shorts and skorts must be no shorter than_two inches
above the knee. Socks-Royal Blue or White knee socks with ALL BLACK Safe sole athletic shoes.
Girls may wear one (1) pair of studs (nothing dangling) if their ears are pierced. Rings are not
recommended, as an injury to the hand can make it difficult to remove any rings. No nail polish,
false nails, or make-up of any kind is permitted.




BOY’S UNIFORM: Neat & Tucked shirts. Boys may not wear earrings. ALL BLACK Safe
sole athletic shoes.

MASS UNIFORM: Every FRIDAY for school mass, and every Family Mass, students must wear
their formal uniform bottoms (pants, plaid skirts, or jumpers) with a light blue button shirt and a
school tie. Students may wear their school-appropriate tennis shoes. Students may not wear school
sweatshirts to mass; students must instead wear either their school jacket or a school cardigan

while in mass. Shorts and Polo Shirts MAY NOT be worn on mass days

P.E. UNIFORM: May be worn on P.E. day. ALL PE UNIFORM ITEMS MUST HAVE THE
SCHOOL LOGO ON THEM.

Free Dress Days
On special occasions, students are allowed to wear Free Dress to school. The clothing worn must

be appropriate for a Catholic School. If a student arrives at school wearing an item that the
principal or teacher deems inappropriate, the child’s parent will be called to bring the child a

change of clothing. The student will remain in the school office until the parent arrives.

Some of the items deemed as inappropriate are:

e Shorts, skirts or dresses which are more than 2 inches above the knee
e Spaghetti strap dresses or tank tops

e Shirts, sweatshirts or jackets with inappropriate pictures or language
e High heeled shoes

e Tight clothing of any kind

e Baggy Jeans

e Torn Jeans

e Cropped tops

e Shirts with inappropriate logos/wording

Additional Regulations
1. The school uniform is to be worn at all times, beginning with the first dav of school.

Students who are not dressed in the appropriate uniform will not be permitted in the
classroom.

2. Parents are responsible to see that the girl’s skirts, jumpers, and ‘skorts’ are no shorter than
two inches above the knee.

3. All girls must wear royal or navy blue knee-high socks. White or navy blue tights during
cold weather. Navy blue, black, or white crew neck socks may be worn with uniform pants
or shorts.

4. All boys must wear either navy blue, black, or white crew neck socks.
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5. All students should own a school jacket or sweater with the school logo or emblem on it.

6. Facial hair (mustaches, beards, long sideburns, etc) are not permitted.

7. A simple religious medal or cross may be worn.

8. Girls may wear ONE (1) pair of stud earrings if their ears are pierced (nothing dangling or

hoops)

9. No nail polish, false nails, or makeup of any kind is permitted.

10. Girls may wear plaid (matching the uniform), navy blue, black, or white hair accessories
ONLY.

11. During cold weather students may wear white or navy blue long-sleeve shirts underneath
their uniforms. Girls may also wear navy blue tights under their skirts.

12. Walking shorts are optional and may be worn when the weather permits.

13. If a student violates one of the above uniform policies/regulations, the parent will be
called and asked to bring the appropriate article of clothing and/or shoes. The student
will remain in the school office until the parent arrives.

The Principal will be the final authority in determining what is and what is
not appropriate.

ARRIVAL/DISMISSAL PROCEDURES

School begins promptly at 8:00 a.m. All children must meet in the auditorium for morning assembly and
prayers. Students may not arrive before 7:00 a.m, Our Lady of Victory School will not assume any
legal responsibility for children who arrive prior to 7:00 a.m. Families enrolled in the morning care
program must sign in their child with the morning care staff person. No child may be dropped off
unsupervised.

Parents may park in front of the school or in the parking lot of the office building to drop off or pick up
students. Please follow any indications from school personnel and honor any parking guides in the areas
where parents can park. Please DO NOT DOUBLE PARK; this is both dangerous and against the law.
Please use the crosswalk and instruct your children to do so.

School dismissal takes place at 3:00 p.m. All children must be picked up promptly by 3:15 p.m. unless
they are enrolled in our Day Care program or involved in a supervised after-school activity. Students who
are not picked up by 3:15 p.m. will be sent to Daycare and the person picking the child up will be charged
the $10.00 fee per child. Our Lady of Victory School will not assume any legal responsibility for children
after 3:30 p.m. unless they are supervised by school personnel or enrolled in the Day Care program.
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SCHOOL SCHEDULES

DAILY SCHEDULES:

MORNING CARE 7:00 am - 7:45 am

OPENING PRAYERS 8:00 am - 8:05 am
SNACK/RECESS 9:30 am - 10:00 am (TK-5)
SNACK/RECESS 10:00 am - 10:20 am (JH)
LUNCH/RECESS 11:30 am - 12:15 pm (TK/K - 5)
LUNCH/RECESS 12:00 am - 12:45 pm (JH)
REGULAR DISMISSAL M-TH 3:00 pm

EARLY DISMISSAL- FRIDAYS 12:30PM

OFFICE HOURS
School office hours are 7:30 a.m. to 4:00 p.m. Lunch hour will be from 12:30-1:00 p.m. Please call the
school office in advance if you need special scheduling with office hours to take care of urgent business.

DAY CARE PROGRAM

Day Care is available Monday through Friday from 3:00 to 5:00 p.m. and Fridays from 12:30 to 5:00 p.m.
Parents may call for children to stay on any particular day and pay the daily flat fee of $10.00 a day.

Students who are not picked up at dismissal are also sent to DayCare and charged the daily fee.

If a child is not picked up by the end of the Day Care program at 5:00 p.m. the contacts listed on the
emergency card will be called and a charge will be made of $20.00 for each additional 10 minutes that a
child must be supervised. If we cannot contact anyone by 5:30 pm, we will call for an officer from the
Compton Sheriff's Dept. to come out to the school to pick up your child.

FIELD TRIPS/EXCURSIONS

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 go on a field trip without a
signed permission slip.

Field trips are taken in conjunction with the school curriculum and have a definite educational goal
in mind. Field trips offer a rich extension of the school curriculum and are to be encouraged. A field
trip is not a “day off from school”. Therefore, all eligible students are required to participate.
Permission slips must be completed and signed by parents/guardians for each field trip. Ordinarily,
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each child pays transportation and admission fees for field trips. Every effort is made by the school
to keep these costs at a minimum.

Field Trip Chaperones

If you are a chaperone on a school field trip:

e Please submit your Virtus Certificate and Proof of Live Scan to the school
office.

e Please arrive promptly at the appointed time, and check in at the office.

e Wear comfortable and appropriate clothing for the particular destination.

e Wear comfortable walking shoes.

e Remember to bring a sack lunch for yourself if the trip includes lunch time.

e Remember you are an authority figure, & are responsible for a group of students.
e Remember that tour guides are talking to the students; pay attention quietly.

e Do inform the teacher of problems-either involving students or others.

e Be proactive when chaperoning, and step in if there is a need for discipline.

e No siblings are allowed on the trip; the students need your undivided attention.

OFF-LIMITS AREAS

Students are not to be in the classrooms, halls, cafeteria, or schoolyards, without an adult present. Students
are not to enter the kitchen, faculty room, janitor’s room, or closets. Furthermore, students are not to be in
any room, office, or laboratory without a faculty member present. Students may not remain in front of the
school after the main gates are closed

CLOSED CAMPUS

Our Lady of Victory School is a closed campus. Students may not leave campus during the school day
without a parent. Students from schools other than Our Lady of Victory are not permitted to visit the school
at any time during school hours. After dismissal, students may not return to the school without a parent or
guardian once they have left the campus.

A secure school is a place where students can learn and teachers can teach in an environment free of
fear and intimidation. It is a setting where the educational climate fosters acceptance and care for
each child, where behavior expectations are clearly communicated, consistently enforced, and fairly
applied. It is an environment that maximizes academic achievements and personal growth.

In response to this policy, the following procedures have been implemented at

Our Lady of Victory School:

1. All outer doors and gates of OLV School remain locked at all times during the school day.
2. A sign-in / sign-out log and visitors name tags are available for approved visitors.

VISITORS

All parents and visitors must check in to the school office for a pass before entering the school grounds.
Other visitors must have prior permission from the Principal, before entering campus.

PARENTAL VISITS AND EXPECTATIONS
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Parents are welcome at any time to visit the school or their child's classroom. However, lunches,
homework, or any items parents are dropping off to students, are to be dropped off in the office. The office
will take the items to the student or teacher at a time that does not disrupt the class. Recess and lunch
periods are designed for students to interact with each other. Parents are welcome to observe but not sit
with their children during these times. All parents and visitors must check in to the school office for a pass
before entering the school grounds.

CONFLICT RESOLUTION

Any person with a complaint is encouraged to try to resolve the complaint by discussing it frankly with the
responsible official and/or persons directly involved at an appropriate time and in a private manner.

Drop-off and dismissal are not appropriate times to address concerns. If a complaint is not able to be
resolved at the school/parish level, the person bringing the complaint may request further review by
submitting the complaint in writing and specifying the solution being sought.

Chain = Parent > Teacher > Principal > Archdiocese

We ask that the parents follow the chain of communication as follows in dealing with any grievances.

COMPLAINT REVIEW PROCESS

Our Lady of Victory School also adheres to the Complaint Review Process of the Archdiocese of Los
Angeles Department of Catholic Schools, which offers assistance in those situations where schools and
various persons come into conflict, and reconciliation at the local level cannot be attained. The purpose of
this process is to provide a structure for bringing about a resolution in an atmosphere of mutual
understanding with respect for the dignity and worth of all parties. Any person filing a complaint is to be
free from restraint, coercion, discrimination, or reprisal in any form.

ABUSE OF SCHOOL STAFF

Any parent, guardian, or other family member who upbraids, insults, or abuses the principal or any teacher
or staff member of the school is risking their child's continuation in the school. Any parent/guardian, or
other person who insults or abuses the principal or any teacher or staff member in the presence of other
school personnel, students or parents and at a place which is on school premises or at some other place, if
the teacher is required to be there in connection with an assigned school activity, risks the continuation of
their child in the school.

RECOMMENDED TRANSFER DUE TO PARENTAL ATTITUDE

Under normal circumstances a student will not be deprived of a Catholic education on grounds relating to
the attitude of parents; nevertheless, it is recognized that a situation could arise in which the uncooperative
or destructive attitude of parents might so diminish the effectiveness of the school, that continuation of the
student in school might be impossible in practice. In such a case, the opinion of the principal would be
sustained by the archdiocese.

CHILD ABUSE REPORTING POLICY

In compliance with the Child Abuse Reporting Law and under penalty of fine and jail, all employees of
Our Lady of Victory School are required to report any reasonable suspicion of physical abuse, emotional
abuse, emotional deprivation, physical neglect, inadequate supervision, or sexual abuse and/or
exploitation. School staff members will make such reports in the best interests of the affected child and,
once reasonable suspicion is established, do not have a legal alternative except to make a report to the
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proper authorities.

WRITTEN/VERBAL CONFIDENCES

Principals, teachers, and other school personnel will respect the verbal or written confidences of students,
except in cases where the health or safety of the student or others is involved.

OUR LADY OF VICTORY HARASSMENT POLICIES

Harassment Policy

Our Lady of Victory School is committed to providing a learning environment that is free from
harassment. Harassment of any student by another student, lay employee, religious or priest is
prohibited. The school will treat allegations of harassment seriously and will investigate such
allegations promptly and confidentially. A charge of harassment will not, in and of itself, create the
presumption of wrongdoing. However, substantiated acts of harassment will result in disciplinary
action, up to including dismissal. Students found to have filed false or frivolous charges will also be
subject to disciplinary action, up to and including dismissal.

A change of harassment occurs when an individual is subjected to treatment in a school
environment, which is hostile or intimidating because of the individual’s race, creed, color, national
origin, physical disability, or sex. Harassment can occur any time during school-related activities. It
includes but is not limited to, any or all of the following:

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

Physical Harassment: Unwanted physical touching, contact, assault, and deliberate impeding or
blocking movements, or any intimidating interferences with normal work or movement.

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

Sexual Harassment: Includes unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of sexual nature. When any or all of the following occurs:
1. Submission to such conduct is made either explicitly or implicitly, a term or condition of a
student’s academic status or progress.

2. Submission to or rejection of such conduct by a student is used as the basis of academic
decisions affecting the individual.

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s
environment.

Specific examples of sexual harassment include but are not limited to:
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1. Making unsolicited sexual advances and propositions

2. Using sexually degrading words to describe an individual or individual’s body
3. Displaying sexually suggestive objects or pictures

4. Telling inappropriate or sexually related jokes

5. Making reprisals, threats of reprisals or implied threats of reprisals following a negative
response to sexual response

It is the responsibility of Our Lady of Victory School to:

1. Implement this policy through regular meetings with all administration ensuring that they
understand the policy and its importance.

2. Make all faculty, staff, students, and parents aware of this policy and the school's
commitment to its strict enforcement.

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

4. Establish practices designed to create a school environment free from discrimination,
intimidation, or harassment.

It is the student’s responsibility to:

1. Conduct himself or herself in a manner which contributes to a positive school environment

2. Avoid any activity that may be considered discriminatory, intimidating, or harassing

3. Consider immediately informing anyone harassing him or her that the behavior is offensive and
unwelcome

4. Report all incidents of discrimination or harassment to the principal

5. If informed he/she is perceived as engaging in discriminatory, intimidating, harassing, or
unwelcome conduct, to discontinue that conduct immediately

Complaint filing and investigating procedures:

The following procedures must be followed for filing and investigating a harassment claim

1. The student may first choose to be the individual causing the harassment that the conduct is
offensive and must stop. If the objectionable behavior does not cease immediately, the student
must report the harassment to the principal or the teacher who will report it to the principal, or
the Regional Supervisor if the principal is the subject of the allegation.

2. The student alleging harassment will be asked to complete a formal, written complaint. The
claim will be investigated thoroughly, involving only the necessary parties. Confidentiality will
be maintained as much as possible.

3. The investigation will include a meeting with the person alleged to have been harassed , sharing

with that person the nature of the allegation as well as the name of the person bringing the

allegations. If appropriate, the alleged harasser will be placed on paid administrative leave during
the course of the investigation.

4. Once the facts of the case have been gathered, the principal, in consultation with the Regional

Supervisor, will decide what, if any, disciplinary action is warranted. The disciplinary action will

relate to the nature, context, and seriousness of the harassment and can include all disciplinary

actions up to immediate termination.

5. If the complaint is against a non-employee such as a parent, parishioner, volunteer, or vendor, the

school will take steps, within its power to investigate and eliminate the problem.
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SCHOOL POLICIES AND REGULATIONS

School Calendar

A calendar for the entire school year is posted on the GradeLink website. Family trips or vacations,
for obvious educational reasons, should not be taken during school time.

School Hours

The school assumes responsibility for students during the hours stated and during after school
activities sponsored by the school. Upon arrival on the premises and at no time during the school
day may students leave the school premises to go to nearby stores, to use the telephone across the
street, or for any other reason.

Property Identification
All personal property such as sweaters or lunches, must be clearly labeled with the student’s name.

Birthday Treats and Parties

Parents may send cookies or cupcakes to school for a treat for the entire class on their children’s
birthdays. Treats will be given to the children at lunchtime or at the end of the school day. Parents
MUST ask their student’s teacher for permission at least 24 hours in advance before sending
treats to school. Teachers will inform the rest of the parents in case there are students with
dietary restrictions/allergies.

School Pictures

School pictures are taken each year by a professional photographer usually in the fall and are
available for purchase. In order to have these professional pictures, and any other pictures, taken for
school use (including but not limited to pictures for the Yearbook or social media platforms), the
parent/guardian must return to the school a signed Photo/Video Release Form.

Car/Pedestrian Safety

For the safety of all our children at Our Lady of Victory School, all children must be dropped off
and picked up in the school drive-through area. Cars will drive up to Willow,on the cafeteria side,
and wait for a staff member to help your child exit or enter the car. Please follow their directions
remembering that they are there to keep our students safe.

Walking Pass

Students in grades 4th thru 8" may walk home if they have the permission of their parents to walk
home. Walking Authorization Forms are available in the school office and are sent home during the
first week of school. Students with permission to walk home will receive a pass. Students may not
leave the school without a walking pass. Students must show their walking pass to their classroom
teacher and the yard supervisor in order to leave the school premises.

Students who are walking home are instructed to use the pedestrian crosswalks and traffic signals
for their safety. Do not jaywalk to cross the street on Palmer. Crossing in the middle of a block
is dangerous.
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Other Safety Issues

Once children are on campus, they may not leave to go to a store or anywhere else. Once children
leave campus at dismissal, they may not go to a store and come back to campus. Please do not buy
from vendors around the school. There can be no loitering around school, and most vendors are not
licensed, as they are required to be. No one can guarantee sanitary conditions or that the food is
being kept at proper temperatures.

Parent-Teacher Relationship

Formal parent-teacher conferences are scheduled at the end of the first report card period. Students
are dismissed early on the days that the conferences take place.

Parents are encouraged to request conferences at any time during the school year. Such requests
must be made in writing or by telephone and an appointment will be set in advance. Teachers may
not confer with parents during the school day, since this time must be devoted to giving full
attention to the students. Parents may not interrupt classes during the school day.

Report cards are distributed three times a year at the times stated on the school calendar. In
addition to report cards, families will also receive progress reports mid-trimester.

If a problem arises, parents are requested to uphold school authority. The classroom teacher
should be contacted first and usually, a solution can be reached at that level. If the problem
persists, or if no satisfactory solution can be reached, an appointment should be requested with
the principal.

Conferences with Teachers and Administrators

Parents should not drop-in unexpectedly for a conference as the teachers and administrators are
frequently engaged in other school business, including faculty meetings, Archdiocesan meetings,
etc. To avoid disappointment and inconveniences, make an appointment ahead of time. Parents with
complaints regarding classroom issues, including discipline and grading, should not speak with the

principal about these concerns without having first attempted to resolve the issue with the teacher.

Verbal / Written Confidences Policy
Principals, teachers, and other school personnel will respect the verbal or written confidences of
students, except in cases where the health or safety of the students or others is involved.

Parent Newsletters
The principal and teachers will communicate with parents through email or class Dojo. Please read
any communication sent by teachers and staft.

General Parent Meeting Policy
The following are 100% mandatory:
1. Back-to-school Night

2. Parent-teacher Conferences

3. Scheduled Parent Meetings
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School Supplies

Besides what is supplied by the school, students are responsible to purchase their own school
supplies such as binder paper, pencils, pens, erasers, sharpeners, rules, etc. Teachers may request
specific items, such as Kleenex, and items for art lessons. Many of the requested items are
consumable and must therefore be replaced throughout the school year.

Student Folders, Notebooks, and Backpacks
Students MUST keep folders and notebooks free of any explicit material such as gang-related
graffiti or inappropriate pictures from magazines. Students not following this policy will be subject

to disciplinary action. Backpacks must be kept clean and free of any explicit written messages.

Cell Phones

The school realizes that it is necessary for some students to have cell phones in case of an
emergency. Each teacher will collect cell phones at the beginning of the school day and place them
in a secure location for the remainder of the day. At the end of the school day, the student may
receive their phone back. Students MAY NOT use their private cell phones at any time during
the school day. Any student found with a cell phone during the school day will have it
confiscated. Parents will need to pick up their child’s cell phone from the office

Students' Use of Telephone

Students do not use the office telephone except for emergency calls, and only then with permission
from their teacher. Students will NOT call home because they missed a required assignment or
signed note deadline.

Electronic Device Policy

Students MAY NOT bring electronic devices (IPad, video games, etc.) to school. Electronic devices
are not appropriate at Our Lady of Victory School. They distract children in a learning environment
and discourage interpersonal conversation and relationships. Moreover, they are often expensive and
difficult to replace in the case of loss or damage, which is likely in a school setting. If a school
employee sees or hears such a device on school grounds at any time, including during lunch, recess,
or after school, he/she will confiscate the device. Repeated infractions become grounds for
suspension and/or expulsion. As with cellular phones, only parents can claim confiscated electronic
devices after school. The school accepts no liability for the loss or damage of such devices,
including in the event of confiscation.

COMMUNICATION

The school will regularly inform parents about the educational and behavioral progress of their children.
Parents will be informed consistently and in a timely manner of school activities, special dates, and
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schedules. We will make every effort possible to ensure that both parents and students understand the rules
and policies of the school and agree to cooperate with them.

Parent with Teacher:
Parent cooperation and active communication with the teacher is most important for a student's success.
A parent wishing to meet with the teacher should send an email using the school email address or send a
note to the teacher or call the school office to set up an appointment to discuss any school matter. The
teacher can be available for a parent conference half an hour after school dismissal.

Teacher with Parent:
The teacher will communicate with the parent in a variety of ways - individual conferences, a written
note, a telephone call, a scheduled Open House, class work and homework assignments to be signed by
the parent, progress reports sent home and report cards sent home after each trimester grading period,

three times a year. The teacher will respond to any concern of the parent within twenty-four hours of
learning of such a concern; a conference will be scheduled if necessary.

Administration:
The school exists to serve the needs of each student. As such, the Principal or delegated staff member will
meet with any parent about any concern that might affect the education of the student. An appointment is
necessary to meet with the Principal. The parent must state the reason for the meeting to the person
scheduling the appointment. An email, a note, a phone call, or a visit to the main office during business
hours is all that is required to schedule a conference with the Principal.

Calendars/Emails:

In the course of the school year a yearly calendar and monthly calendars listing days of attendance,
minimum days, events, etc. will be available through Gradelink. This communication hub can be used to
email teachers/staff, view grades, and view calendars. Any changes to the calendar will be given at least
one month in advance.

Weekly newsletters from the teachers and principal will be emailed. Please check your inbox often for the
latest updates.

ACADEMIC EXCELLENCE

CURRICULUM

The faculty of Our Lady of Victory School is united in its efforts to meet the curriculum requirements set
forth by the Archdiocese of Los Angeles and the California Department of Education. By following the
Archdiocesan guidelines, we strive to promote a desire for learning. Students are offered classes in
English Language Arts, Math, Science, Social Studies, Religion, Music, and Physical Education. Our
curriculum is based on the belief that every child can and will learn in accordance with the
implementation of the Common Core Standards in English Language Arts and Math. The standards for
science instruction are based on Next Generation Science Standards (NGSS).
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SCHOOL PROGRAMS

Religion Program

The school's philosophy is rooted in cooperation with parents, who are recognized as the primary
educators of their children, and the school aims to support the religious and spiritual development of
students through various means.

Religion as a Central Course: Religion is not just one subject among many; it is considered a central
and essential course in the school curriculum. It is taught daily at all grade levels, emphasizing the
importance of religious education.

Integration of Religion Across the Curriculum: The school goes beyond teaching religion as a

standalone subject; it seeks to permeate the entire curriculum with religious values and principles.
This integration allows students to see how their faith connects with different aspects of their
education and life.

Sacramental Preparation: The school actively prepares students in grades 2-8 for receiving the
Sacraments of Reconciliation and Holy Eucharist. The preparation involves not only classroom
instruction but also parent education classes, involving parents in the faith formation process of their
children.

Mass: Regular Mass celebrations are an essential part of the school year, emphasizing the
importance of communal worship and participation in the Eucharist. Students are involved in the
planning and implementation of school liturgies, fostering a sense of ownership and engagement
with their faith community.

Confession and Para-liturgical Services: The school provides opportunities for students to avail the
Sacrament of Reconciliation during the school year, encouraging the practice of confession as a
means of spiritual growth. Additionally, other para-liturgical services and prayer sessions further
enhance the students' spiritual experiences.

Daily Prayer: Prayer is an integral part of the school's daily routine. Incorporating prayer in each
classroom, allows students to develop a habit of prayerfulness and fosters a sense of connection
with God throughout their day.

By emphasizing both academic learning and spiritual growth, this Catholic Elementary School
strives to create a nurturing environment that fosters the holistic development of its students. The
cooperation between the school, parents, teachers, and priests ensures that the students' religious and
spiritual formation remains a priority throughout their educational journey.

Weekly Mass Attendance

Students in grades TK through 8" attend the 8 a.m. mass once a week with their class and the
community. Attendance at the weekly mass is mandatory and part of the student’s Religion grade.
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Family Mass Attendance

The Family Mass for Our Lady of Victory School families is once a month at 9:00 a.m. All
Catholic students are expected to attend Mass every Sunday and all are invited to Our Lady of
Victory Church Family Mass at 9:00a.m. Students must come to mass in their full uniform.

ACADEMIC PROGRAM

TESTING AND ASSESSMENTS

In addition to student assessment in the classrooms to determine grades, all students will be taking the
Standardized Testing and Reporting (STAR) assessment. The STAR assessment is an adaptive measure that
is used to measure student progress and provide valuable data to teachers that will influence their
instruction.

GRADING

At the beginning of each school year, teachers explain to students and parents the system used for grading;

this system is aligned with the grading interpretation on trimester report cards. The purpose of grading is to
provide a measure of pupil progress. It is meant to motivate and encourage the best efforts of the pupil.
Factors to consider in measuring pupil progress are class participation, satisfactory completion of class work
and homework assignments, and success in oral and written tests. Report cards will be issued three times
during the year. Academic development, along with skill and habit development will be reported to parents.
Effort, behavior, and attendance will also be noted. Parents are asked to review the card with the child and
then sign and return it to the school. The first report card will be presented at Parent-Teacher conferences in
November. It is highly recommended that the child attend the session with the parent and teacher. If an
individual conference is requested, it is suggested that the parent contact the teacher.

TITLE I Program

Through the cooperation of the Compton Unified School District and the Archdiocesan

Department of Education, the school participates in a federally funded program under the Education
Consolidation and Improvement Act. Children are selected for this program according to their
standardized test results and on the basis of their educational needs as determined by mutual
agreement of the classroom teachers, principal, and Title I personnel.

GRADE SCALE AND POLICIES

Report cards and progress reports are distributed each trimester. Progress reports and report cards
are viewable through GradeLink.

Percentage and Letter Grade Equivalents

Grade Awarded Grade Point Description Grade Scale

A 4.00 Outstanding 94.00% — 100.00%




A- 3.67 90.00% — 93.99%
B+ 3.33 Good 87.00% — 89.99%
B 3.00 84.00% — 86.99%
B- 2.67 80.00% — 83.99%
C+ 2.33 Average 77.00% — 79.99%
C 2.00 74.00% — 76.99%
C- 1.67 70.00% — 73.99%
D+ 1.33 Poor 67.00% — 69.99%
D 1.00/0.00* 64.00% — 66.99%
D- 0.67 60.00% — 63.99%
F 0 Fail Below 60%
Academic

A= outstanding achievement — indicates an exceedingly high quality of work

B=above average — indicates good progress above the average

C= average achievement — indicates a quality of work indicative of this grade

D= below average — indicates a great need for work to meet the requirements of this grade
F= unsatisfactory - indicates a failure to produce an acceptable quality for work

Effort

A= satisfactory effort and initiative in all subjects
B= satisfactory effort and initiative in most subjects
C= improvement needed in some subjects

D= improvement needed in many subjects

F= unsatisfactory effort in most or all subjects

Behavior

A= consistency, attains the ideals of school conduct

B= usually attains the ideals of school conduct

C= improvement needed in some areas of school conduct

D= much improvement needed to attain the ideals of school conduct
F= continued and willful failure to observe ideals of school conduct

Grading System for Kindergarten-3" Grade
O= Outstanding, 90%-100%
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G= Good, 80%-89%
S= Satisfactory, 65%-79%
NI= Needs Improvement, 64% and Below

+= Area of Strength
v/ = Area for Improvement

Academic Probation Policy for 5" — 8" Grade Students

When a student receives a failing grade of 64% or below (F or NI) in any subject, including
behavior, they will be placed on academic probation. That student will not be permitted to take part
in any extracurricular activities such as dances, field trips, and/or sports. Any student who
consistently remains on academic probation will not advance to the next grade. Furthermore, a
student may be asked to withdraw from school for consistently low grades if this is due to a lack of
effort.

Promotion and Retention
Ordinarily, students who satisfactorily complete the prescribed course of study are promoted to
the next highest grade at the end of the school year. Exceptions are made at the discretion of the

principal with consultation from the teacher and the parents/guardians.

The decision to retain a student in the present grade is based upon consideration of the overall
welfare of the student. This decision is made by carefully weighing academic, emotional, and social
factors. In the event that retention is under consideration, the principal will consult with the teachers
and parents/guardians.

Homework =10%

Enhancing Learning Experience: The school believes that consistent completion of homework
assignments contributes to a student's overall learning experience. By engaging with the material
outside of the classroom, students can reinforce their understanding, develop critical thinking skills,
and apply what they have learned independently.

Academic Skill Building: Homework is recognized as a means to help students develop necessary
academic skills that are fundamental for their future schooling. Consistent practice through
homework can lead to improved academic performance and competence.

Balancing Rigor and Well-being: The school acknowledges that excessive or overly challenging
homework can create significant stress for students and their families. The homework policy seeks
to strike a balance between maintaining academic rigor and considering the well-being of students.

Individual Needs: The policy recognizes that students have varying learning styles and personal
circumstances. By acknowledging these differences, the school aims to create an inclusive learning
environment where students can thrive.



Approximate Time Allotments for Nightly Homework Assignments
e TK/Kindergarten-1st Grade: approximately 20 minutes with Family

Activities

Grades 2nd-3rd: approximately 20 - 30 minutes
Grades 4th-5th: approximately 30 - 50 minutes
Grades 6th-8th: approximately 50 - 80 minutes

Nightly Reading/Reading Logs
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Besides the regular homework assignments, 20 minutes of daily reading is required and additional

studying is encouraged. Some teachers provide their students with a Reading Log each month,

which demonstrates that they have met the 20-minute requirement. The log must be turned in to the

student’s teacher at the end of the month. The reading log will be counted toward the student’s
reading/literature grade.

NO LATE HOMEWORK/PROJECTS WILL BE ACCEPTED UNLESS PRIOR
ARRANGEMENTS HAVE BEEN MADE

GRADUATION REQUIREMENTS

In order to receive a diploma at graduation, a student must maintain a GPA of 2.0 in the 7" and 8" grades.

If, at the end of the 7" grade, a student has not maintained a 2.0 GPA, he/she will not be promoted to the
8" grade unless summer school is successfully completed. If at the end of the 8" grade, a student has not
maintained a 2.0 GPA, he/she will not participate in the graduation ceremony nor receive a diploma until

summer school is successfully completed.

All financial obligations must be met by May 1st in order for students to participate in any graduation
activities.

GRADUATION CEREMONY

In accordance with Archdiocesan Policy, the graduation ceremony will be a simple ceremony taking place
with the Eucharistic Liturgy (Holy Mass). Our Lady of Victory School will not sponsor any graduation

parties.

HONOR ROLL

All students who receive grades of A's or B's on the trimester report card and exhibit good discipline,
attendance, and punctuality will be listed on the Honor Roll for each trimester.

REQUIREMENTS FOR VALEDICTORIAN

To be eligible for consideration as class valedictorian, an 8" Grade student must have maintained a GPA
between 3.50 and 4.0 in the 7" and 8" Grades. The student must have been actively involved in at least one
school activity and service-oriented in the total life of the school. He/she must be a role model for other
students by exhibiting excellent conduct. A recipient of numerous detentions or a suspension is
automatically disqualified for consideration for this honor.
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EIGHTH GRADE STUDENTS

Graduation Policy

1. All students must maintain a 2.0 grade point average

2. All students must complete 20 hours of Christian Service. The 8" graders will have many
opportunities to complete their Christian Service hours with school-sponsored activities.

3. All students must maintain satisfactory behavior.

4. No student may miss more than 10 days during the school year. The exception would be a
medical excuse.

5. Graduation fee must be paid by February 15. The fee covers rental of gowns, purchase of cap,
purchase and personalization of diplomas & certificates, flower arrangements for church, and
partial entrance fee to a theme park.

6. FAMILIES WHO OWE TUITION, FEES, AND/OR PARENT/STUDENT SERVICE
HOURS WILL NOT BE PERMITTED TO PARTICIPATE IN ANY 8TH-GRADE
ACTIVITIES, INCLUDING BUT NOT LIMITED TO GRADUATION.

Students who do not adhere to Our Lady of Victory School Graduation Policy will not participate in
the graduation mass or the graduation ceremony, and will not be allowed to participate in 8th-grade
activities or field trips.

Eighth-Grade Policies
High schools in the area notify the school of placement tests and orientation days for incoming
freshmen. Students and parents usually receive this information through our school or inquiries can

be made directly to the high schools.

In addition to regular school field trips, eighth graders may be allowed to go on an outing toward the
end of the school year. The principal reserves the right to discontinue this trip. Eighth graders
are responsible to bear the cost of the outing in addition to the $300 graduation fee.

BEHAVIOR POLICIES

Hallway Behavior

Students are expected to move quietly and efficiently from one activity to another, always following
the instructions of the staff member in charge. Running and eating are NEVER permitted in the
hallways or the stairwells.

Student Threats

Our Lady of Victory School works in partnership with the parents of OLV to help keep our school
safe for everyone. OLV School will take seriously all threats to inflict serious harm to self or
others. The school will respond to any statements or behavior of a threatening nature with or
without weapons, and any behaviors by individuals that might pose a threat to the well-being of
students, staff, or others.

This is not an area for practical jokes or off-hand comments, as recent events demonstrate the
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importance of investigating thoroughly all potential concerns. If you become aware of a threatening
situation, you must immediately report it to the teacher or the principal. In any case, the school, as
co-tenant of student desks and lockers/cubbies, reserves the right to search them at any time without
notice. Law enforcement will be notified immediately!

Bullying

Bullying is a form of harassment and it is NEVER permitted at Our Lady of Victory School.
Students who bully others will be asked to withdraw from the school immediately if their actions
are not corrected.

Inappropriate Language or Name Calling

Obscene language (including swearing and ethnic slurs) is never acceptable (whether in verbal or
written form such as through the use of internet sites such as Instagram, Discord, Facebook, or any
other social media platform) and will result in immediate disciplinary action (detention, suspension,
or expulsion). Respecting the feelings of others is an essential part of Christianity, and students are
expected to respect those around them at all times.

Cheating/Plagiarism

Cheating of any type is never permitted at Our Lady of Victory School. Students who choose to
cheat will earn a failing grade and also face detention, suspension, and/or expulsion. The
inappropriate use of Artificial Intelligence (AI) will result in disciplinary action.

Fighting

Physical violence is never permitted at Qur Lady of Victory School. Any hitting, kicking,
biting, spitting, etc., is considered inappropriate behavior. Any student engaging in such violent
behavior will be suspended or expelled immediately. If a student is not expelled they will be placed
on a behavior contract which monitors their behavior.

Drugs and Alcohol

Any student that possesses drugs or alcohol at school, or at any sponsored activity or function,
MAY BE EXPELLED.

Graffiti

All penalties related to a student willfully defacing school property may result in expulsion.

Weapons Policy

Rule 1: Using any item, including seemingly harmless ones like pencils, combs, or bats, in a manner
that threatens or harms others to hurt themselves or others will not be tolerated. Such behavior can
lead to suspension or expulsion to ensure a safe learning environment for everyone.

Rule 2: Any child found to have a dangerous toy will be counseled and may be suspended. Faculty
and staff will confiscate such toys immediately and inform the principal. Dangerous toys include
pocket knives, sharp pointed scissors, toy guns that shoot darts, water or projectiles, drawing
compasses, and the like.

Rule 3: Any child found to have a lethal weapon in their possession will be immediately expelled
and civil authorities will be notified. Lethal weapons include guns that fire bullets, gas-powered
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pellets, switchblade knives, large folding razors, sharpened screwdrivers, and the like.

OLV School is committed to ensuring a safe learning environment for students. Blunt-tipped
scissors are recommended to reduce the risk of accidents and injuries. Drawing compasses might
be restricted to avoid misuse or potential hazards associated with pointed objects.

As for tools like hammers, pliers, and screwdrivers, it is understandable that they are considered
"dangerous toys" and should not be brought to school by children. These tools are designed for
specific tasks and can pose risks if not handled properly, especially by young students.

OUR LADY OF VICTORY DISCIPLINE POLICY

Our Lady of Victory prides itself in promoting a Christian Way of Life: The school aims to instill
Christian values in students, encouraging them to embody self-discipline and respect for others,
themselves, and their peers.

Create a Positive Atmosphere for Learning: The discipline process at the school focuses on
recognizing positive behaviors rather than solely relying on punitive measures. This approach aims
to cultivate a supportive environment for learning and personal growth.

Teach Appropriate Decision-Making: The school emphasizes teaching students how to make
appropriate choices and decisions. By doing so, students learn to take responsibility for their actions
and their consequences.

Cooperative Effort: Discipline is achieved when students work together with the principal,
teachers, and their peers to achieve the objectives set by the school and the classroom.

Zero Tolerance for Violence: The school has a strict policy against violent behavior. Students are
taught that violence is not an acceptable way to resolve conflicts or problems.

Encourage Non-violent Conflict Resolution: Instead of resorting to violence, students are guided
toward non-violent and peaceful solutions when faced with problematic situations.

The discipline system at Our Lady of Victory School aims to shape students into responsible,
respectful, and self-disciplined individuals while providing a positive and conducive atmosphere for
learning. By focusing on the positive aspects of behavior and promoting non-violent conflict
resolution, the school seeks to nurture the personal and spiritual growth of its students.

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.

These expectations for students and parents/guardians include but are not limited to all
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school-sponsored programs and events.

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

Discipline Policy

Step 1- The student is issued a verbal warning from the teacher.

Step 2- Student continues to disobey or disrupt class, written notice is sent home, with a phone call to the
parents.

Step 3- Student continues to disobey or disrupt class, a written notice is sent home, with a phone call

to the parents to schedule a parent-teacher conference.

Step 4- Student continues to disobey or disrupt class, a written notice is sent home, with a phone call to the
parents to schedule a parent-teacher conference, with the principal. At such time parents are informed that
the next notice is a suspension.

Step 5- Suspension.

Step 6- Expulsion (at the discretion of the principal).

Behavior Plan: Students who consistently break the rules as set forth in the Parent/Student
Handbook may be placed on a behavior plan to monitor his/her behavior. This student may be given
three chances to prove that he/she is capable of demonstrating the qualities of an OLV student both
academically and socially. When the child has been involved in three incidents that are not
reflective of a Our Lady of Victory student they may be expelled.

Detention: Students may be assigned detention for failure to follow school policies and
procedures. Parents will be notified at least the day before detention is to be served. Teachers will
have their own detention schedules. If the student does not show up for detention a meeting with
the parent will be scheduled.

Probation: A student may be placed on academic probation for a specific period of time for
relatively serious or continued misconduct or lack of effort. Parents will be notified and the reason

for the probation will be explained. A student who is on Academic Probation will not be
permitted to attend school functions, such as field trips, festivals, or dances.

Suspension: Suspension is given for serious incidents when the school administration thinks it is
imperative to remove a student from contact with other students. Parents are always informed of the
suspension and its causes. A second suspension may lead to expulsion.

Expulsion: A pupil may be expelled from school for misconduct of a very serious nature calling
for immediate dismissal without suspension or for a repetition of conduct for which the pupil has
been suspended one or more times. Expulsion is the permanent termination of a student’s
enrollment.

Grounds for Grounds for Suspension and
Detention Expulsion
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] Uniform violations 1 Fighting

] Harassment "] Stealing

] Littering 1 Lying

" Foul language "I Insubordination/Backtalk
") Defacing school property

Rude behavior/attitude toward any 1 Forging a parent signature

personnel ] Cheating

Disruptive behavior/excessive talking

"] Threatening or Bullying

Pushing/bothering another student " Habitual truancy
| Habitual tardiness
Electronic devices being used 1 Gang-related activities
during school hours "1 Verbal, physical, or sexual harassment
"] Possession of explicit material [
Chewing gum on school grounds Inappropriate physical contact with another
student

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

J
1 Repeated general infractions (three)

Additional reasons for_expulsion are, but are not limited to, the following offenses committed
by pupils:

>

YV

YVYVY

Actions gravely detrimental to the moral and spiritual welfare of

other pupils Habitual profanity or vulgarity

Assault, battery, or any threat of force or violence directed toward any school personnel

or pupil Open or persistent defiance of the authority of the teacher

Continued willful disobedience

Use, sale, distribution, or possession of narcotics on or near school premises Use,

sale, distribution, or possession of any alcoholic beverages on or near school

premises.

Smoking or having tobacco

Stealing

Willful cutting, defacing, or otherwise injuring in any way real or personal school property,
another student or teacher, or any other person

Possession of harmful weapons or materials that can be used as weapon, including play/toy
weapons Causing or threatening to cause physical harm to him/herself

Negative representation of Our Lady of Victory School and the Archdiocese of Los Angeles
through the inappropriate use of internet sites, such as Facebook, Instagram, Discord,
Snapchat and any other social media platforms.
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Rules, Regulations, and Consequences
We believe that each child has a RIGHT to learn in a Christian community, which encourages love
and directs the child toward responsible behavior. The purpose of discipline is:

To create a school environment within the school building and playground that is conducive to
learning

To promote character training- being accountable for behaviors and making moral choices. We
expect students to be like Christ and treat others with respect. The school strives to reward and
motivate positive, appropriate behavior, thus eliminating inappropriate behavior as much as
possible. Appropriate behavior is expected of all students.

OUR LADY OF VICTORY EXTENDED CARE PROGRAM

Our Lady of Victory School provides a morning and after-school program. The after-school
program is conducive to developing good study habits and will include time for the completion of
homework and support as needed.

Morning Care: 7:00am
The after-school program schedule is as follows:

Monday- Thursday: 3:15 p.m. to 5:00 p.m.
Fridays: 12:45 p.m. to 5:00 p.m.

Any child remaining on the school grounds when supervision ends (15 minutes after dismissal
of school) will be sent to our after-school program and the parents will be billed accordingly
for this time.

ARCHDIOCESAN POLICIES AND PROCEDURES

1. GENERAL INFORMATION

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

The Archdiocese deeply appreciates the choice parents and students make to enroll in its
Catholic elementary schools and secondary schools. Truly, this is a commitment for life and
many families make considerable sacrifices of time and treasure to support their students while
they are in school. Often families and students continue this support even after graduation
because Catholic education makes a difference. Indeed, Catholic schools are different.

All schools in the Archdiocese are intended to be environments that educate, nurture and support
students according to the basic Christian principles of charity and love of neighbor. Everyone
involved in the development of children and youth — teachers, administrators, parents, family and
friends — is required to behave in accordance with these principles.
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Our Christian principles provide that:

e Parents or guardians are expected to work courteously and cooperatively with the school to
assist the student in meeting the school’s academic, moral and behavioral expectations.

e Students and parents or 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.

e Parents, guardians or other responsible adults who insult or abuse school personnel in the
presence of other school personnel, students or parents on or adjacent to school premises or at
some other place where school personnel are required to be in connection with their assigned
school activities, may be asked to withdraw their student from the school.

e Conduct that materially disrupts class work or extracurricular activities or that involves
substantial disorder will not be tolerated.

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

The school reserves the right to determine, at its discretion, when conduct is of such severe nature
as to warrant immediate action without warning. The action may include the removal of a family
and its students from the school.

1.2 Zero Tolerance Policy

The Archdiocese of Los Angeles will not knowingly assign or retain a priest, deacon, religious,
lay person or volunteer to serve in its parishes, schools, pastoral ministries, or any other
assignment when such an individual is determined to have previously engaged in the sexual
abuse of a minor.

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:

e May not have any paid or volunteer assignment in any ministry in the Archdiocese, and
e May not volunteer in any non-ministerial activity or event where he or she has any
possibility of more than incidental contact or supervisory or disciplinary power over
minors.

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

Policy.

As a member of the Archdiocese of Los Angeles community, the school wants to assure that it is
in compliance with both Megan's Law and the Archdiocese’s Zero Tolerance Policy.

1.3 Safe Environment Training for Children and Youth

The school and the parish religious education programs have established ongoing safe



environment training programs for students, children and youth. All parents are provided
home-based materials to help them understand and support their student'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 students in understanding occasions of abuse, and to give them confidence in reporting
and asserting themselves in situations where they feel unsafe.

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

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

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

Revised August 20, 2007

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. 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 “Acknowledgment of Receipt” for the file at the parish or
parish school where you work or volunteer.

o 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

o [f staff members/faculty/volunteers who are supervising minors observe a situation where civil
law, parish and/or school rules are being violated, they must take appropriate action immediately
¢ Staff members/faculty/volunteers should always be aware they have considerable personal
power because of their ministerial positions. Therefore, they will maintain respectful ministerial
relationships, avoiding manipulation and other abuses of power

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

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

e Communications with minors (e.g., notes, email and internet exchanges, telephone calls) must
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be for professional reasons only
e 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
o Staff members/faculty/volunteers will respect confidential information concerning minors or
confidential information of a personal nature shared by a minor. However, if a minor shares
confidential information that could pose a threat to the minor or to others, the staff
member/faculty/volunteer has an obligation to notify the proper authorities
e 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
e 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
e Staff members/faculty/volunteers may not drive minors unless it is to or from a parish/parish
school-sponsored activity and may never drive alone with a minor. Driving minors requires
parental permission slips that indicate the transportation is by personal vehicle. The parish/parish
school administration must approve any use of personal vehicles. Trips involving minors must
have a sufficient number of adult chaperones and minors to preclude the appearance of
inappropriate personal involvement with minors
e Parent or guardian written permission is required for the publication of a picture of a minor
e Adults are permitted to interact alone with minor(s) only after complying with Archdiocesan
policies regarding fingerprinting and safe environment training. They may work with minors
only as part of a team if they have not met these requirements

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

Revised August 20, 2007

To ensure the safety of the children in the Archdiocese of Los Angeles, all youth volunteers, both
junior high and high school students, including students who are already 18, who work or
volunteer with children/youth in school or parish settings must receive training on these
boundary guidelines before undertaking their ministry in the Archdiocese of Los Angeles and
must sign a Code of Conduct form to verify that they understand their obligations. The form is
attached as Appendix A.

1.6 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,
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families may use the Parent/Student Complaint Review Process for additional assistance. All
those participating in the Complaint Review Process are responsible for striving toward
reconciliation and shall act in good faith. Legal representation is not permitted at any meeting or
mediation of the Complaint Review Process. Any person filing a complaint is to be free from
restraint, coercion, discrimination, or reprisal in any form.

1.6.a School Level

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

e [f resolution is not achieved, the complaint should be discussed with the principal (or the
Regional Superintendent, if the principal is the subject of the complaint).

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

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

1.6.b Department of Catholic Schools Level

e [f 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.

e 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.

e 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.

1.7 Parent or Parent-Teacher Organizations and Consultative School Council

If the school has a parent, parent-teacher organization, and/or a consultative school council,
those involved are advised that these bodies exist to support the school and are important for the
school’s viability, but they have very different functions. Parent, parent-teacher organizations,
consultative school councils and their members do not have any authority to act independently
on behalf of the school or parish. They are not “agents” of the school or parish and any actions
taken must receive the official written approval of the principal as the case may be.

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

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

1.7.b Consultative School Council

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

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

2 ADMISSION AND ATTENDANCE

2.1 School Student Non-Discrimination Policy
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 and some archdiocesan schools operate as single sex schools.

While the school does not discriminate against students with special needs, a full range of
services may not always be available to them. Decisions concerning the admission and continued

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.

2.2 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



46

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.

2.3 Guidelines for Admission to Elementary Schools
e Preferences are given to active members of the parish
e 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 students is six (6) years of age on or before September
1, but required by December 1, unless waived by the principal
e All students must comply with current California immunization and health requirements
prior to enrollment
e The parish school will strive to have Catholic education accessible to as many students as
possible, both with its educational programs and financial considerations; however, it may have
insufficient resources to meet the educational and financial needs of all students
e The principal will review a student’s continued eligibility for enrollment in the parish school
e The school establishes its own procedures for admission and enrollment

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

2.4.a 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 direct teacher supervision.
Pupil records may be released by judicial order such as a subpoena or a search warrant. In
specific cases, such as suspicion of kidnapping, police officers may be given access to records.

Parents and legal guardians of minors have the absolute right to access their 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 to write responses to information regarding
disciplinary action. A non-custodial parent without visitation rights has no right of access to
records of any kind.

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

The school will, to the extent possible, minimize access to student telephone numbers or personal
email addresses, unless the parents or legal guardians consent to broader access. To the extent
possible, users should try to minimize access to or distribution of student telephone numbers or
personal email addresses, unless the parents of legal guardians consent to broader access Room
parent rosters, class lists, telephone numbers, email address lists or any other personal
information about families and students are considered confidential and may be used only for the
purposes specified. In no cases should commercial enterprises be given access to Directory
Information.

2.4.c Parent Authorization to Use Child’s Personal Information

Whenever a student’s image, name, voice and/or work is to be published or used for
non-commercial purposes, including, but not limited to, publicity, exhibits, printed or electronic
media broadcasts, student publications, marketing or research, parents must execute the Parents
Authorization to Use Child’s Image, Name, Voice and/or Work for Non-Commercial Purposes
giving permission for such publication.

See Appendix B, Parent's Authorization to Use Child s Image, Name, Voice and/or Work for
Non-Commercial Purposes.

2.4.d Verbal/Written Confidences

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

2.5 Transfer of Records
2.5.a Student Transfers, Withdrawals and Graduation

Whenever a pupil transfers from one school to another, a copy of the Cumulative Student Report
and the original Health Record will be transferred by the former school upon a request from the

school where the pupil intends to enroll and a release from the parent or guardian. The original
Cumulative Student Report remains at the school. A record of the transfer, the reason for the
transfer, and the name of the school to which the student is transferring or entering after
graduation should be entered on the original copy of the Cumulative Student Report and in the
Student Attendance Register.

Official transcripts are not given to students or parents. The school grants full credit for all work
a student accomplishes up to the time of transfer.
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Principals may be required by the County Board of Education to report the severance of
attendance by any student.

2.5.b Withholding of Records

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

2.5.c Cumulative Pupil Record

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

e Permanent records cards include only the following information:

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

e Standardized test data

® Transcript of classes

e Attendance information shall be included

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

e Verification of or exemption from required immunization through high school graduation

2.6. Absence

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

2.6.a Absences with Acceptable Excuse

When a student has been absent, a written excuse signed by the parent or guardian is required,

and the excuses are kept on file for a period of one year. An acceptable excuse includes illness,

attendance at medical or dental appointments, funeral services for family members, quarantine

directed by County or City Officials or emergency or special circumstances as determined by the
school authorities. Excessive unexcused absences may result in loss of academic credit.

2.6.b Extended Absences
When, for family reasons, parents wish to take their children out of school temporarily, the
principal and teacher will discuss with the parents the possible effects of such an absence. If a

student is absent for an extended time, (e.g., 15 or more days), official grades may be withheld.

Note: In addition to the policy stated above, the school has its own extended absence policy,



which is provided in the Appendix.
2.6.d Leaving School Early

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

2.6.e Tardiness

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

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

2.6.f Truancy

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

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

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

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

2.6 Work Permits

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

required from the 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 or
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 or
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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” may be the
local public school superintendent , those persons authorized in writing by the public school
Superintendent to issue the permit, or a school staff member who has been designated and trained
as the work permit issuing authority for the school.

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

For additional information and forms see
http://www.dir.ca.gov/DLSE/ChildLaborPamphlet2000.html

2.7 Student Accident Insurance

The Student Accident Insurance Program is provided for all full time students in archdiocesan
schools/parishes. This program assists only with medical expenses incurred because of
accidental bodily injury sustained by students while attending school, while traveling to or
from school or while participating in a school sponsored and supervised activity, including
school sponsored sport and extended day programs. This insurance supplements any insurance
maintained by the parents.

3 ACADEMICS AND CO-CURRICULAR ACTIVITIES

3.1 Tutoring

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

Teachers may not be paid for tutoring students assigned to their classes. With prior permission
from the principal, teachers may tutor other students who attend the school and be paid for such
tutoring by the parents.
A school may arrange with independent contractors or entities, who are not teachers or staff at
the school to provide tutoring on a fee basis. Independent entities must have appropriate licenses,
agreements for use of the premises and insurance.
All tutors and entities must comply with the procedures and policies of the extended school day
program and the Archdiocesan Guidelines for Adults Interacting with Minors at Parish or Parish
School Activities or Events.

3.2 Counseling Policy

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

The school may engage in the following activities in addition to providing classroom instruction:
e Provide advice regarding academic subjects and student progress in school

e Give limited guidance to students who present with non-academic personal issues or

situations

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

e 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 or
guardian’s expense

In cases of actual or suspected child abuse or neglect 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 or neglect. Referral to the Victim’s
Assistance Ministry is not a substitute for mandated reporting of suspected abuse. Such a report
must be made in accordance with Archdiocesan policy.

4 DISCIPLINE

Discipline in the Catholic school is an aspect of moral guidance and not a form of punishment.
The purpose of discipline is to provide a school climate conducive to learning and one that
promotes character development. Discipline is maintained in a classroom or school when
students work cooperatively with the principal, the teachers, and their classmates towards the
attainment of the class and school objectives. However, it should be noted that the legitimate
interest of the school extends beyond the school day and beyond the school hours.

4.1 Maintenance of Effective Discipline
Effective discipline is maintained when there is:

e Reasonable quiet and order in the building

e Positive correction of behavior

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

e Consistent follow through



4.2 Disapproved Disciplinary Measures
The following disciplinary measures are forbidden:

e All corporal punishment, including shaking and slapping

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

e Using religious exercises or important class assignments as punitive measures

e Bizarre and unusual punishments

e Withholding or altering rightfully earned academic grades

e Any disciplinary action that isolates a student without proper supervision

4.3 Detention

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

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

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

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

4.4 Suspension

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

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

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

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

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

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

e Actions gravely detrimental to the moral and spiritual welfare of other students @
Habitual profanity or vulgarity

e Assault, battery or any threat of force or violence directed toward any school personnel or
student

e Bullying, harassing or hazing school personnel or other students

e Open, persistent defiance of the authority of the teacher

e Continued willful disobedience

e Use, sale or possession of narcotics, drugs or any other controlled substance
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e Use, sale, distribution, or possession of any alcoholic beverages on or near school
premises

e Smoking or having tobacco

e Stealing

e Forging signatures

e Cheating or plagiarism

e Willful cutting, defacing or otherwise injuring in any way property, real or personal
belonging to the school

e Habitual truancy

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

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

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

Violation of the Electronic Use policies and guidelines

e Inappropriate conduct or behavior unbecoming a student in a Catholic school

4.5.b Procedure for Expulsion
Except in cases involving grave offenses, the following steps must be taken:

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

e If behavior does not improve, the final decision will be announced at a second conference
attended by the principal, teacher, and parents or guardians. If the parents fail, without cause, to
attend the conference, principal, and teacher will reach a final decision. The final decision rests
with the principal in consultation with the regional superintendent.

e In no case will a teacher on his or her own authority expel a student @ Full credit will be
given for all work accomplished by the student up to the moment of expulsion

4.5.c Written Record

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

4.5.d Cases Involving Grave Offenses

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

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

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

4.5.e Time of Expulsion
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e An expulsion may be made immediately if the reasons are urgent

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

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

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

4.5.f Reporting of Expulsions

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

4.5.g Right to Make Exceptions

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

4.5.h Home Study

Circumstances may arise which dictate that a student, at the discretion of the principal, be
excluded from school attendance for a period of time. This is a remedy for unusual situations and

is not considered a suspension. Students may be given tests, efc. outside school hours so that
grades can be reported.

4.6 Harassment, Bullying And Hazing Policy

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

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

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



e Verbal harassment: Derogatory comments and jokes; threatening words spoken to

another person.

e Physical harassment: Unwanted physical touching, contact, assault, deliberate impeding or
blocking movements, or any intimidating interference with normal work or movement e Visual
harassment: Derogatory, demeaning or inflammatory posters, cartoons, written words,
drawings, and gestures

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

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

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

e Sending inappropriate text, e-mail, or instant messages

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

e Using someone else’s username to spread rumors or lies about someone

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

Students are responsible for:

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

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

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

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

As appropriate, the students involved may be asked to complete a formal, written complaint

which will be investigated and will involve only the necessary parties. Confidentiality will be
maintained as much as possible.

4.7 Student Threats
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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 principal, or a teacher. The principal will notify the police and the
Department of Catholic School immediately.

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

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

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

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

4.8 School Searches

Students’ legitimate expectation of privacy in their person and in the personal effects they bring
to school must be balanced against the obligation of the school to maintain discipline and to
provide a safe environment for the school community. Accordingly, 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 a parent’s permission to conduct a search of the student
and/or the school’s or a student’s personal property, as long as they have a reasonable suspicion
that a law or school rule is being or has been violated.

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

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

An alert from a trained and certified detector dog is sufficient to allow the school official to have
a reasonable suspicion and to conduct a search of the student’s locker, car or his or her personal
property and effects. In addition to this policy on searches by the school, every student is subject
to the Archdiocesan and school use and privacy policies concerning cell phones and other
electronic devices, whether the devices belong to the school or to the student. If a student refuses
to cooperate in a reasonable search of the school or student property (including electronic
devices), the student’s parents and/or the police may be called for assistance or referral.



5 ACCEPTABLE USE AND RESPONSIBILITY POLICY FOR
ELECTRONIC COMMUNICATIONS [“ARCHDIOCESAN AUP”]

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

These policies, standards and procedures apply to all users of technology, whether adult, child or
youth, whether they are paid or volunteer staff, clergy or members of religious orders, in the
Archdiocese or in any Location.

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

5.1 Definitions

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

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

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

5.2 Electronic Communications Systems, Devices and Materials and Users

Covered

a. All electronic communications systems, devices and materials in the schools, parishes, the
seminary, cemeteries, archdiocesan departments or offices, or other archdiocesan operating
units (the “Premises”).

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

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

d. All personal devices and materials, regardless of where they are situated, that are used in such
a manner that the Archdiocese and/or the Location may be implicated in their use e. All users of
electronic communications systems, devices and materials, including, but not limited to,
volunteers, clergy and religious, students, employees, staff or contractors associated with the
Archdiocese and/or the Location.

5.3 Ownership and Control of Communications

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

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

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

5.4 Guidelines for Email Correspondence and Other Electronic
Communications

a. All users of Archdiocese and Location communications systems and devices should use care
in creating email, text, video, still images, instant or voice mail messages or in any postings on
any social networking site. Even when a message has been deleted, it may still exist on a backup
system, be restored, downloaded, recorded, printed out, or may have been forwarded to

someone else without its creator’s knowledge. The contents of email and text messages are the
same as other written documentation and cannot be considered private or confidential. b.
Email and other electronic communications are not necessarily secure. c. As with paper
records, proper care should be taken in creating and retaining electronic records for future use,
reference and disclosure, as applicable.

d. Postings to “All Employees,” “All Parents,” “All Seminarians,” “All Parishioners” and the
like on intranets or the Internet must be approved by the person in charge of the parish (pastor,
priest administrator or parish life director), principal or other person in charge of the Location
before they are sent out.

e. Use of personal electronic communications devices and materials during regular business
hours should be kept to a minimum and limited mainly to emergencies.
f. Archdiocese and Location systems, devices and materials are not private and security cannot
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be guaranteed. Passwords and user IDs are intended to enhance system security; not to provide
users with personal privacy. User account passwords for systems not controlled by a

centralized user directory or authentication system must be on record with the person in charge
of the parish (pastor, priest administrator or parish life director) principal or other person in
charge of the Location.

g. User IDs and passwords should not be disclosed to unauthorized parties or shared with

other employees, students or volunteers. User accounts are intended to be used only by the
assigned party.

h. All information systems that create, store, transmit or otherwise publish data or information
must have authentication and authorization systems in place to prevent unauthorized use, access,
and modification of data and applications. Systems that transmit or publish approved information
that is intended for the general public may allow unauthenticated (anonymous) access as long as
such systems do not allow unauthorized posting and modification of the published information.
1. Any device accessed or used by minors on the Premises must include updated and functioning
filters to preclude access to prohibited content. All obscene materials, sexually explicit materials
including pornography, and materials that are otherwise harmful to minors or in violation of this
electronic communications policy are prohibited and must be blocked. Before allowing minors
to access the Internet, a responsible adult must ensure that appropriate content filters are “ON”
and functioning.

J. 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 location.

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

1. Critical information should be copied onto backup storage periodically. Backed up
information should be stored in a safe place and be available for recovery in case of a loss of the
original information. Depending on the complexity of a Location’s information systems, a
detailed disaster recovery plan may need to be developed.

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

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

5.5 Prohibited Practices

Users of Archdiocese and Location electronic communication systems, devices or materials and
users of personal devices and materials on the Premises under circumstances when the
Archdiocese and/or the Location may become implicated in the use may not: a. Violate any
federal, state or local laws or regulations.

b. Violate any rules of conduct, codes of ethics, safe environment or any educational

policies, including but not limited to those that apply to communications or the use of
information.

c. Post or cause to be distributed any personally identifying information about the user or others
without permission or review by a responsible adult person, unless required by the user’s job
duties or assigned responsibilities. Personal identifying information includes, but is not limited
to, names or screen names; telephone numbers; work, home or school addresses; email
addresses and web addresses (URLs) of social networking sites or blogs.

d. Post or distribute any communications, video, music or pictures which a reasonable person,
according to the teachings of the Roman Catholic Church, would consider to be defamatory,
offensive, harassing, disruptive, derogatory or bullying. This includes, but is not limited to,



sexual comments or images, racial or ethnic slurs, or other comments or images that would
offend someone on the basis of race, creed, gender, national origin, sexual orientation, age,
political beliefs, mental or physical disability, or veteran status.

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

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

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

1. Use electronic communications devices for designing, developing, distributing or storing any
works of programming or software unless required by the duties of the job or assignment. j.
Upload, download, view or otherwise receive or transmit copyrighted, trademarked, patented,
indecent or pornographic material, trade secrets, or other confidential, private, or proprietary
information or other materials to which the user does not have access rights. Regarding
copyrighted materials, certain exceptions are given for educational and liturgical purposes. See

Archdiocese of Los Angeles Copyright and Video Screening Policy. k. Damage, alter, disrupt, or

gain unauthorized access to computers or other systems; e.g. use others’ passwords, trespass on
others’ folders, work or files or alter or forward email messages in a manner that misrepresents

the original message or a message chain. 1. Give unauthorized persons access to Archdiocese or

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

m. Transmit confidential, proprietary, or sensitive information unless the transmission falls
within the scope of the user’s job duties or assignment by a responsible adult. n. Introduce or
install any unauthorized software, virus, malware, tracking devices or recording devices onto
any system.

0. Bypass (via proxy servers or other means), defeat or otherwise render inoperative any
network security systems, firewalls or content filters.

p- Allow any minor to access the Internet on Archdiocese or Location communications
devices before a responsible adult has checked to insure that active filtering of prohibited
materials is enabled.
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g. Use electronic communications devices or systems to transmit any radio frequency signal that
is not permitted and/or licensed by the Federal Communication Commission (“FCC”) or that

would violate FCC rules or policies.
r. Access or manipulate services, networks or hardware without express authority.

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

6.1 Emergency Card

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

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

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

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

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

6.2 Examinations and Inoculations

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

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

6.3 Immunization

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

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

6.4 Health Records

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

6.5 Medical Appointments

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

6.6 Medications

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

e A release stating the nature of the medication, signed and dated by the doctor and also
signed by the parent, must be provided. See Medication Authorization and Permission Form.
e Medications administered at school must be in the original container and labeled. The
day’s dosage must be sealed, labeled and have the student’s name attached. It shall be in an
appropriate container, and kept in the school/nurse’s office.

e The student shall come to the office for medication

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

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

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

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

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

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

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

6.8 Allergies

Some students may have severe, life threatening allergies, such as a peanut allergy. While the
school will make reasonable efforts to prevent or minimize an allergic student’s contact with
allergens, the school does not promise an allergy-free environment.

6.9 Student Sexual Conduct and Pregnancy

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

While psycho-sexual development is an important aspect of the transition to Catholic adulthood,
Catholic moral teachings frame this process through age-appropriate expressions of affection,
friendship and love. Parents are expected to love and respect each other and their children and are

to be the principal role models, examples and educators for their children of these teachings.
Sexual activity that is unwelcome, that threatens an individual or involves any misconduct by a
youth or an adult toward another person not only violates these moral teachings but also may be
unlawful under state law. Misconduct, whether it occurs in the school, church, home or
elsewhere, may be subject to mandatory reporting laws and can subject youth and adults to
criminal sanctions. In certain circumstances, sexual conduct, even if it is apparently consensual,
must be reported and can have criminal implications if one of the participants is not yet 18.

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

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

To preserve the academic environment and school security, archdiocesan and parish schools are
designated as “closed campuses.” No person may enter the campus unless authorized by the
school administration. Visitors must present themselves at the school office if they are seeking
information or have business to conduct with the school.

6.11 Research Projects and Rights of Parents

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

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

Except in a limited range of research areas where an Institutional Review Board determines that
a waiver of assent is appropriate, student assent to participation in a research project must be

obtained. If a student reaches the age of consent applicable to the subject matter of the research
project, the student must be given the opportunity to provide informed consent. Students have
the right to withhold their assent and have a right to withdraw without penalty. Students who are
not participants in research studies may not be singled out in any way or penalized.

6.12 Removal of Students from School During School Hours

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

Exceptions to this rule may be made only:

e By the parent or guardian, when properly identified

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

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

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

Legally, the responsibility of notifying the parent or guardian of a student taken from the school
by a law enforcement officer or representative of a law enforcement agency rests with the law
enforcement officer. However, the principal of the school should also immediately inform the
student’s parent or guardian except when a minor has been taken into custody as a victim of
suspected child abuse, as defined in Section 11165 of the Penal Code or pursuant to Section 305
of the Welfare and Institutions Code.

6.13 Interview and Removal from School of Students by Police Officers



65

Police officers have the right during the school day to interview students who are suspects or
witnesses. School personnel should not hinder the release of a student to police officers. School
personnel are not liable for releasing students for this purpose, or other legitimate law
enforcement purposes, which require taking the pupil from the school if they are taken with
“proper standard of care” which is defined below.

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

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

e By properly identified representatives of law enforcement agencies who are making an arrest,

with or without a warrant, presenting a warrant for the arrest of a pupil, or taking a student into

custody without a warrant

e By properly identified representatives of law enforcement agencies when not making an

arrest or taking a child into custody as stated above under the following conditions, with the

express permission of the parent obtained prior to the release of the pupil and in cases of
emergency, when the parents cannot be reached

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

custody

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

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

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

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

Before releasing the student for the interview, the principal must exercise the “proper standard of
care” which is to:

e Obtain a business card and confirm the identity and official capacity of the police officer and
the authority under which he or she acts In the case of the release of the student to the officer,

the reason for such an action

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

Before a student is taken into police custody and removed from the school during school hours,



the school will attempt to inform the student’s parent or guardian. The school will maintain a
record of the circumstances involved. In cases of child abuse, parental notification is the
responsibility of police officers.

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

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

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

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

The school will consult law enforcement agencies when an alcoholic or controlled substance
violation occurs or comes to the attention of the school with each case to be judged individually.
Students are encouraged to seek help from a school counselor for themselves or their friends
when they are experiencing alcohol or controlled substance-related problems that are not
publicly known in the school or community. School personnel may provide referrals for alcohol
and controlled substance abuse so that help can be offered to parents and students.

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

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

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

e Evaluate observable symptoms

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

e Interview the student in the presence of an adult witness

e Request the student’s cooperation in conducting a search of his or her person and possessions
(search may include the student’s locker and other locations on the school grounds, the student’s
car where it is suspected that controlled or other harmful substances may be hidden)

e Determine the need for medical attention; in cases which require emergency medical
treatment, contact the parents and follow the instructions on the emergency card

e Recommend examination by a physician

e Provide information to parent or guardian regarding the availability of public or private
resource agencies for rehabilitation



e In cases where sale or possession is verified, school administrators follow these

procedures:

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

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

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

e [f an arrest is made and the student is removed from school, a representative of the law
enforcement agency notifies the parent or guardian prior to the time that the student would
normally return home from school.
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EMERGENCY RESPONSE PROCEDURE

In the event of a national or citywide disaster, the following procedures for notification and
communication will be implemented at Our Lady of Victory School.

Parents are requested to listen to the media for continuous news updates. The following stations
are recommended:

RADIO TV

Channel 2 KCBS

KABC AM - 790
Channel 4 KNBC

KFWB AM - 980
Channel 5 KTLA

KNX AM - 1070
Channel 7 KABC
Channel 9 KCAL
Channel 11 KTTV

For information about opening/closing of school, please follow the directives of the Los Angeles

Unified School District. If the LAUSD is not in session or closes during the day, OLV will do the
same. Should school be in session but parents choose to keep their children at home, the student’s
absence will be excused.

Emergency Cards

It is most important that the school have on file an accurate and complete emergency card for
each family. Please provide the school with the names of two persons, other than parents, who
can be easily reached if parents cannot be located in case of emergency or illness. Please notify
the school when the address, telephone number, or place of employment is changed. Also, please
list allergies and specific health problems, which the school should take into consideration.

Earthquake/Disaster Plan
Students participate in drills on a regular basis. The “drop drill” includes:

1. Drop

2. Listen to directions

3. Evacuate at the direction of the teacher

4. Go to assigned location outdoors

5. Be calm
Besides the regular emergency card, each family must fill out a disaster release form. In case of
widespread destruction, such as down power-lines and damaged buildings, children will be
retained in school until a parent/guardian or an adult whom parent/guardian has designated in
writing to pick up the student arrives at school. Any adult calling for a pupil at the school will be
required to identify himself/herself to an assigned staftf member. The parent/guardian or other
designated adult must sign the children out before being permitted to take them out of school.

Important Information for Parents
1. DO NOT telephone the school, lines will be needed for emergency use.
2. Listen to instructions on the radio



3. When arriving at school, follow the instructions above regarding signing your children
out.

4. Remain calm

5. Volunteer your services if you are able to do so
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Our Lady of Victory School
601 East Palmer Street
Compton, CA 90221
(310) 361-1320

OUR LADY OF VICTORY SCHOOL
STUDENT AND PARENT INTERNET AGREEMENT FORM

The use of the Internet at Our Lady of Victory School is a privilege and not a right. I understand and
will abide by the Students Internet Acceptable Use Policy. I understand that any violation of the rules
is unethical and will result in the loss of Internet privileges. I may also be subject to school
disciplinary actions such as detention, suspension and /or expulsion.

Student Name Grade
(Please Print)
Student Signature Date
As the parent/Guardian of , I have read and discussed

with my child the Internet Acceptable Use Policy. I understand that access is designed for
educational purposes; however, I also recognize that it is impossible for Our Lady of Victory School
to restrict access to all controversial materials and will not hold the school responsible for materials
acquired on the network. I give permission for my child to access the Internet while supervised at
Our Lady of Victory School.

Parent/Guardian Name

(Please print)

Parent/Guardian Signature




Our Lady of Victory School
601 East Palmer Street
Compton, CA 90221
(310) 361-1320

PARENT AND STUDENT ACKNOWLEDGEMENT FORM

I have read the Parent and Student Handbook, and agree to comply with all
policies and procedures of Our Lady of Victory School. I have also reviewed the
policies and procedures with my child(ren).

Parent Name Date

Parent Signature Date

As a student at Our Lady of Victory School, I have read the Parent and Student
Handbook, discussed it with my parents, and agreed to comply with all policies
and procedures of the school.

Student Name Date

Student Signature Date

Student Signature Date
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Our Lady of Victory School
601 East Palmer Street
Compton, CA 90221
(310) 361-1320

ADMINISTRATION OF MEDICATION DURING SCHOOL HOURS

Student’s Name Date of Birth
Parent’s Name Grade
Address Phone #

TO THE HEALTH CARE PROVIDER: Your patient has advised the school staff that he/she has a
prescription medication that must be administered during school hours. Please complete and sign this form if
medication prescribed for this child may be used during school hours.

Diagnosis or reason for medication:

Medication prescribed, dosage, time to be taken:

Special instructions or possible side effects:

How long will this medication be necessary?

Signature of Provider

Print name of Provider

Phone number of Provider Date

TO THE PARENT OR GUARDIAN: The medication, as prescribed, will be administered in the school
office by the school secretary after this form has been filed with the school office.

PLEASE SIGN THE FOLLOWING STATEMENT: I request that the school permit my child to receive
the medication as prescribed by his/her physician during school hours.

Parent Signature Date
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Our Lady of Victory School
601 East Palmer Street
Compton, CA 90221
(310) 361-1320

ADMINISTRATION OF MEDICATION DURING SCHOOL HOURS
FOR INHALERS TO BE CARRIED BY STUDENTS

Student’s Name Date of Birth
Parent’s Name Grade
Address Phone #

TO THE HEALTH CARE PROVIDER: Your patient has advised the school staff that he/she may carry an
inhaler during school hours. Please complete and sign this form if an inhaler prescribed for school age
children may be used during school hours. This form is required by the California Education Code, Section
11753.1, to authorize school personnel to permit the child to carry and use an inhaler at his/her own direction.
Diagnosis or reason for medication:

Inhaler prescribed, dosage, time to be taken:

Special instructions or possible side effects:

How long will this medication be necessary?

Signature of Provider

Print name of Provider

Phone number of Provider Date

TO THE PARENT OR GUARDIAN: The inhaler may be carried by the student and used as prescribed
after this form has been filed with the school office.

PLEASE SIGN THE FOLLOWING STATEMENT: I request that the school permit my child to carry and
use an inhaler as prescribed by his/her physician during school hours.

Parent Signature Date



Our Lady of Victory School
601 East Palmer Street
Compton, CA 90221
(310) 361-1320

WALKING HOME AUTHORIZATION FORM
4™ — 8™ GRADE ONLY

Dear Parent/Guardian:

Please fill out this form completely and send it to the school with your oldest
son/daughter. A walking pass will not be issued to any student until the school has
received a signed authorization form. If you have multiple students attending Our
Lady of Victory only the oldest child is required to submit a form.

If your child loses the walking pass they will be charged a fee of
$2.00 to replace the walking pass

Student’s Name (oldest): Grade:
Sibling’s Name: Grade:
Sibling’s Name: Grade:
Sibling’s Name: Grade:
Sibling’s Name: Grade:

Parent’s Signature: Date:
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