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Saint Leo the Great Catholic School
3704 Old Lee Highway
Fairfax, Virginia 22030
703.273.1211(fax) 703-273-6913
703.273.1212

www.saintleothegreatschool.org

Continue to Grow in Grace and Wisdom

Saint Leo the Great Catholic School is accreditethb Virginia Catholic Education Association
(VCEA) whose accreditation process has been apgrbwyethe Virginia Council for Private
Education Committee on Accreditation as authorizgthe Virginia State Board of Education.

Design for Excellencis the accreditation process for Virginia Catheliementary/middle
schools. The Saint Leo the Great Catholic Schelblssudy document, visiting team report, and
five-year plan for strategic improvement are aaédgor review in the school library and main
office.

School Phone Number: 703-273-1211

Preschool: 703-273-1211 ext. 652
Extended Day Program: 703-359-6648

Email Faculty: Please refer to website above toildazulty directly
CCD: 703-273-4868

Youth Ministry: 703-591-6089

Parish Rectory: 703-273-5369

School Office Hours: 7:30AM - 3:30PM

School Colors: Maroon and Gold

School Mascot: Lion

Elementary Parent/Student Handbook
2011-2012



WHO DO | CALL WHEN | NEED HELP WITH...?
We recognize that sometimes it is confusing to kmawom to contact when questions arise.
Please use the following as a guideline when yoe lgaiestions concerning:

Academics **Subject Teacher

Administrative Office Manager Mrs. Barbara Rannazzisi, ext.688
Admissions Director K-8 Mrs. Cynthia Washington, ext.645
Attendance Amy Wilson ext. 640

Building Use After School Hours Mrs. Mary Adam®87273-5369)
Clinic/Health Records Mrs. Theresa Ferlotti,.@46
Community Needs (PTO) Mrs. Julie Mertz (PTO Dioeg)
CYO Sports Programs (PTCGebliory) Brian Gormley
Development Mrs. Mary Lou Hartnett (703-273-886
Extended Day Director Blanca Figueiredo, ext.648
Guidance Ms. Mary Ann Thompson, ext.649
Kitchen and Lunch Program Mrs. Jessica Cabrata®hs0

Library Mrs. Monica Craven, ext.651
Music Programs/Activities Mr. John Barger ext.660

Band Program Mr. Barry Ward

Parent/Teacher Organization, President Mrs. Tdfes@n (PTO Directory)
Preschool Director Mrs. Blanca Figueiredo, &2.6
Principal Mr. David DiPippa, ext.644
Providence Hall Mr. Larry Novak (703-978-6137)
Room Parents Ms. Mizuho Akiba grades K-5

Mrs. Marianna Gordon grades 6-8th
(PTO Directory)

Sacramental Programs Mr. Lee Cena (703-273-4868)

Scouts Mrs. Beth Ward (Girls) (PTO Directory)
Mr. Jerry Robertello (Cub) (PTO Directory)
Mr. David Pepin (Boy) (PTO Directory)

Standardized Testing Ms. Mary Ann Thompson,6&€.
Student Grades **Subject Teacher

Student Transcripts Mrs. Debbie Schnabel, ekt 65
Technology Coordinator Mr. Mike Hedderson, ex1.64
Tuition / Fees Mary Lou Gross (703-273-5369)
Saint John Vianney Center Mrs. Karen Hardy, 685

Volunteers Nancy Wiegand (PTO Directory)
Youth Ministry Mrs. Nina Wieczorek(703-273-5369)

** [f concerns arise, parents should first conthet subject teacher.

Phone calls to administration, teachers and staffabe made to the school. The school office
number, 703-273-1211, is to be used for all schadlstudent related matters. Extensions are
provided when applicable. Unless otherwise na#daontact persons may be reached through
the same school number.

Elementary Parent/Student Handbook
2011-2012



Principal’'s Message 2011

Dear Parents:

Welcome to Saint Leo the Great Catholic Schooltaed2011-2012 academic
School year! We are happy to have you as part o€atholic school community.

While we prepare for a strong academic year,ifmgortant that our learning takes place in an
atmosphere that reflects our Catholic values aadittons. We all must work hard to create an
environment that demonstrates our commitment taCGatholic faith and its teachings. It is very
important, therefore, that both our students aed fharents know what is expected of each Saint
Leo student. The Parent/Student Handbook will gtewiou with important information as well

as guidelines for acceptable behavior here at $cRacents and students should read these
guidelines carefully so that both the Diocesan soitol policies are clearly understood.
Adherence to these policies will allow us to bernfefim the experiences that Saint Leo the Great
school has to offer.

We all know that by working together we can buildaur strong Catholic tradition steeped in
faith, and committed to academic excellence. Yauntigbutions of time and energy in our
school enhance your child’s learning environmeher€ are many opportunities for you to share
in the academic, spiritual and social developmégbar children here at school. The success of
school events is highly dependent on your involvainse we truly appreciate all your efforts to
share your time and talents.

Diocesan policy requires that each student anchpargn an acknowledgment form that they
have read and understand the policies and procedutbe Parent/Student Handbook. For your
convenience, the pink acknowledgment form for yggnature will be sent home with every
student. This form must be signed and returnedhiod byTuesday, September 6, 2011
Please feel free to contact me at school regattisgnformation. | am always available to
discuss and aspects of the Handbook or any otimeeces that you may have.

Sincerely in Christ,

David J. DiPippa

David J. DiPippa
Principal

Elementary Parent/Student Handbook
2011-2012



PHILOSOPHY OF EDUCATION/MISSION STATEMENT

DIOCESAN PHILOSOPHY OF CATHOLIC EDUCATION

Go, therefore, and make disciples of all nations
Teaching them to carry out everything | have condedryou.

Matthew 28:19-20
These words of Christ addressed to the aposttege @tscension bestowed on the Church the office
of teacher. Obedient to this divine challenge, @meirch provides education permeated with the
spirit of Christ and dedicated to promoting thé digvelopment of the human persdrhe two-fold
goal of Catholic schools is to provide an environmghich will foster rich religious training as
well as solid academic education in a Catholic eadtiented manner.

! Declaration on Christian Education #3

SCHOOL MISSION STATEMENT/PHILOSOPHY
MISSION STATEMENT

Saint Leo the Great Catholic School provides dffited learning environment where we strive
to teach as Jesus did --- by example, with resgpeticompassion for all.

PHILOSOPHY OF LEARNING

Recognizing that each person has unique God-gi¥ex) we employ a variety of techniques to
assist students in achieving their spiritual, letgtbial and social potential. In collaborationtwit
parents, the child’s primary educators, our commyysriovides a safe, nurturing atmosphere,
infused with faith, morals and Catholic principl&sgether, we prepare children to be faithful
Catholics and productive citizens in a global anerehangingsociety.

STUDENT/PARENT HANDBOOK

Each school shall utilize the OCS template to dgveind distribute a handbook for students and
parents. All local policies and procedures mustiteconformity with Diocesan policies,
guidelines and regulations.

A committee, representative of the total school mamity, shall be involved in the development
and periodic revision of this handbook.

All parents, along with students in middle and hggiool, are required to sign a form stating
they have read the rules and regulations outlinethis handbook and they agree to abide by

11
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those rules (see Appendix AG-1 and AG-2). This aigre form will be given to students when
they receive a copy of the handbook and the fornstnime signed and returned as soon as
possible, but no later than the date when firgrint grades are distributed. Failure to have a
signed form on file will not prevent the school froenforcing its policies, but result in
disciplinary action being taken and/or preventugleht from enrolling (or continuing enroliment)
in the school.

Faculty and staff members shall be given copiedlachool handbooks.

Handbooks and all subsequent changes are subjpdbtowritten approval by the Diocese. To

the extent any local handbook or policy statemkeetdin may be inconsistent with the policies,
guidelines or regulations of the Diocese, the Dsacepolicies guidelines or regulations shall be
of controlling force and effect.

PARENTAL ROLE

Since parents have given their children life, tlaeh@lic Church recognizes
parents as the primary and principal educatorkeif thildren. The Catholic
parents' promise at baptism to raise their childieCatholic supports this
premise. The Catholic school exists to assist patiarthe Christian formation of
their children.

In this Handbook, the term parent refers not oalg thild's natural or adopted
parent, but to a student's non-parent legal guatidao any person or agency
authorized to act in place of parents.

The Diocese of Arlington Catholic Schools respéagsrole of parents as the
primary educators of their children. Since the sti®a continuation of the
education children are receiving at home, Dioce&sahools should demonstrate
respect and support for the parents in their ingmrand challenging task.

Parents are expected to support the school's miasid commitment to Christian
principles; support the school policies as outlimedchool handbooks (i.e.,
annually sign the school’'s Handbook Agreement Fome of the conditions for
initial and continued enrollment at the schooleseaipt of this signed form
indicating the parent’s support of the school’'dgdophy, policies, and
regulations. In the event a parent desires taudsa problem with his/her child's
teacher, the parent should make an appointmeiat poivate meeting with the
child’s teacher. Teachers welcome the opportunitjiscuss a matter of concern
with parents before it becomes an actual probleny. garent who wishes to
speak with the principal may do so, but after atiaihmeeting with the classroom
teacher.

If a parent repeatedly or seriously violates pragmmool protocol, displays
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inappropriate or disruptive conduct toward studemtslisplays disrespectful,
disruptive or harassing behavior toward teacheteward school, parish or
diocesan staff, the school may take correctiveoactbuch corrective action may
include, at the discretion of the principal (arat, parish schools, the pastor of the
parish) the following: imposition of particularles or procedures the parent must
follow in interacting with the school and its statkeand staff; restriction or
termination of the parent’s access to school asparoperty; dismissal of the
parent’s child(ren).

The school may impose other appropriate correetot®n, without prior
recourse, based upon the nature of the parentucbiand the surrounding
circumstances.

As foundation for a faith-community, parents angted and encouraged to
participate in the school’'s celebration of prayed &iturgy.

Parents are encouraged to participate in the prgravhich are developed for the
education of their children. The wide spectrumhig involvement includes
volunteer work, participation in parent-teacherfeoences, attendance at
meetings and seminars designed to help parentt #ssir children at home, and
active involvement in the school's Parent-Teachga@ization.

NON-DISCRIMINATION CLAUSE

Catholic Schools, administered under the authafitthe Catholic Diocese of Arlington, comply
with those constitutional and statutory provisicas,may be specifically applicable to the schools,
which prohibit discrimination on the basis of racelor, sex, age, marital status, disability, nadio
origin or citizenship in the administration of theducational, personnel, admissions, financial aid
athletic and other school administered programs.

This policy does not preclude the existence oflsirsgx schools, nor does it conflict with the
priority given to Catholics for admission as studenThis policy also does not preclude the ability
of the school to undertake and/or enforce apprigpaetions with respect to students who advocate
on school property or at school functions any jrastor doctrines which are inconsistent with the
religious tenets of the Catholic faith.

NON-CATHOLIC STUDENTS

The presence of students from other faiths provedesnderful diversity to the school. However,
the presence of non-Catholic students in the scttwadl not alter the primacy of Catholic religious
formation as an integral component of the educatiprogram in the school. As such:

. Non-Catholic students are expected to participatéhe religious formation and
education programs of the school.
. Non-Catholic students must participate in liturgresreats, other religious functions
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and religion classes for credit.

. Non-Catholic students may be exempt from formatwoicular or extra curricular
sacramental preparation programs, but not from ctttechesis held during the
school day.

. Students are expected, for testing and discussigropes, to be knowledgeable of

the Catholic Church’s positions on scripture, ratteh and moral practices. While
Catholic teaching respects the various faith tiawlit of the students attending the
Catholic school, parents must be aware that tasQatholic position that will be
taught.

In light of the unique situations which may arieghe educational process, and because it
is impossible to foresee all school issues thaeathe faculty and administration reserve
the right to address and to take appropriate adtiomny such situations not specifically
referenced in this manual. In addition, in view tbe unique and essential religious
mission of the Schoal, it is expressly understdat the school may take actions in cases
where moral offenses occur which reflect adversalyhe school, the Catholic Diocese of
Arlington or the Roman Catholic Church, or whickenfieres with the ability of the school
to perform its religious mission or to effectivelpaintain the intimate working
relationship of the school and the Community othai

This handbook may be modified by the school atasonable notice to the
parents/students of the effective date of any changny section headings are for
convenience of use, and shall not affect the inédagion of any provisions. If the school
should elect not to take action in a particularatibn, this shall not be construed or
interpreted as a waiver or preclude the school faoting in a subsequent situation of the
same or similar kind.
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ACADEMICS

CURRICULUM
RATIONALE :

Curriculum encompasses all of the sequentially edéearning experiences that the school
provides for its students. The total curriculumlires the development of Catholic values
and attitudes, as well as the attainment of knogdeaind skills necessary for the students’
spiritual, moral, intellectual, social and physiadvelopment.

POLICY :

* The school curriculum shall be in accord with thei§tian philosophy and the goals and
objectives of the Office of Catholic Schools. Eletaey School Guidelines, developed
by the Office of Catholic Schools, will serve ascaerview of basic skills to be taught at
each grade level. They will be implemented on twall level to address the particular
needs of the student population served.

* The basic curriculum for all schools in the Diocsball include the following subjects:
Religion, Reading, Language Arts (English, SpelliHgndwriting), Mathematics, Science,
Social Studies, Fine Arts (Art and Music), Healttd &afety, Physical Education, Computer
Education, Library, and Worldanguage.

SPIRITUAL AND MORAL DEVELOPMENT

Rooted in the gospel message, Catholic valuesiggenioven throughout our daily routine
and in all of our interactions with others. Thrbugeligious education, we assist students
in coming to know Jesus in a personal way and ireldping a loving relationship with
Him. The outgrowth of this relationship is loveegee and hope within the individual
student and the school community.

RELIGION PROGRAM

As a Catholic school, Saint Leo the Great prova&eligion program that blends with all
aspects of life, family, community and study...schewde and classroom daily prayer,
daily classes in Religion, regular attendance atsMa which students actively participate,
sacramental preparation, additional opportunitiesparticipate in the sacrament of
Penance (Grades 2 through 8), a commitment to cgeitiojects for our brothers and
sisters in need, and education in all disciplimelsght of the Catholic faith.
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Religion programs and texts approved by the DiocekeArlington are used in
Kindergarten through Grade B reverence, all building activity ceases during chool-
wide prayer.

LITURGICAL PARTICIPATION

The entire school participates in bi-weekly celéibraof the Eucharist. Each class has an
opportunity to plan a monthly celebration as well @articipate more fully as readers,
singers, musicians, altar servers, and participansocession. When school is in session
on Holy Days, the student body attends Mass dwaigol hours.

Students are also provided with the opportunityrdoeive the Sacrament of Penance
several times during the school year.

Para-liturgical celebrations are held at variogmisicant times of the year, in addition to
being part of the classroom instruction.

Parents/guardians, families, and friends are idwibeall liturgical and para-liturgical
celebrations

SERVICE

In the pastoral letter, "To Teach as Jesus Did ,American Bishops outlined three areas
which the Catholic school must address. Thesesasea the MESSAGE of Jesus, the
COMMUNITY of the Church in which the Catholic schoexists, and the SERVICE
which Jesus modeled and which He indicated wasvinein which all might know He
had been sent by the Father. In keeping withldlisr, students at Saint Leo the Great are
encouraged and expected to be of service in imitatf Jesus. Many opportunities for
service are provided according to the age levél@ktudents.

SACRAMENTAL PREPARATION

Saint Leo the Great Catholic School provides a mawgof religious instruction for
students, which mandates parental/guardian paatiop in pre-sacramental programs
prior to the child's reception of the sacramentsPeihance, First Communion, and
Confirmation.

Students must have attended one year of CCD om@a#thool prior to receiving either
First Penance or First Communion. First Penangedsived as a group in late winter.
First Communion is received in May. The fall d&ie Confirmation is scheduled by the
Bishop's office.
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PENANCE AND FIRST COMMUNION

Students in Grade 2 are prepared for the Sacranoéri®enance and First Communion
during their religion classes. Special parent/dizar meetings are held before the
reception of each sacrament to explain the childigmreparation.

CONFIRMATION

Preparation for Confirmation occurs during religiclasses beginning in Grade 7. Each
student is also a part of a Confirmation team, isting of CCD and Saint Leo the Great
students, who complete several spiritual and semiojects. The Confirmation teams are
lead by adult volunteers. Reception of the sacreumecurs in the fall of eighth grade.

All Sacramental programs are held in conjunctiothwine Saint Leo the Great Religious
Education Office.

Diocesan time allotments are followed for each afde curriculum. Some flexibility is
allowed in the weekly schedule in view of the tataVerage over a semester period.

SPECIAL EMPHASIS ACCORDING TO GRADES

Students are grouped heterogeneously. Kinderg#mtengh Grade 3 are self-contained
classes. Within the classroom, students may bielativinto smaller groups and given

additional assistance to meet their individual seadd learning styles. In Kindergarten

through Grade 3, instructional assistants assist dlassroom teacher. A modified

departmental program begins in Grade 4 and incseasethe students progress to the
middle school grades.

KINDERGARTEN

The curriculum provides for active involvement aedhphasis on basic skills and
concepts; pre-reading and reading, language, nsaibnce, social studies, art, music,
Spanish, and physical education. Instruction ligicus truths and values is an integral
part of the program.

GRADES 1 AND 2

Primary objectives include stimulation of a greatgerest in reading and an effort to
increase vocabulary, speaking, listening, comprgben and creative writing.

Concentration is on the core subjects with an esiphan reading, writing, and math.
Reading and language arts are integrated and thistitioapproach to learning is

encouraged. Students continue their progress eneticore subjects of Art, Spanish,
Music, Physical Education, Library and Technology.
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GRADES 3 THROUGH 5

A program of continuous practice and expansion asfglage arts and math skills
accompanied by their application to content aregsavided in Grades 3 through 5.

The core and encore subjects, as well as Spameskfladied in greater depth.

Children on this level are provided with additiormgportunities to work independently,
according to their abilities. Teachers continueetiuip the children with knowledge,
appreciation, skills, habits, and attitudes neagdsa successful living. The major thrust
of these grades is growth in maturity and respalitgib

MIDDLE ScHOOL (GRADES 6 THROUGH 8)

Middle School students work with a time scheduld ahange of classes to provide for
instruction in each of the core and encore suhjectStudents are given greater
responsibility in their learning as well as in piding leadership. Working within the
middle school concept, emphasis is placed on teaknaod the recognition of each
student’s contributions to the learning process.

Based on their mathematics progress, aptitudeteswther recommendation in sixth grade,
students are placed in either Mathematics 7 orARgebra for the following academic
year, and are notified of this placement at thearsixth grade on the final report card..

Based on their mathematics progress, aptitudeug@inad the lowa Algebra Aptitude Test
score), and teacher recommendation in seventh gsaadents are placed in Introduction
to Algebra (aka Basic Algebra), Algebra 1, or HanAtgebra 1. Students are notified of
their placement at the end of seventh grade ofirthkreport card. Honors Algebra 1 and
Algebra 1 are full High School level courses. Shuddaking these courses are eligible to
take the Algebra Exemption Exam offered by Cathéligh Schools. Introduction to
Algebra is an introductory course. IntroductiorAigebra students need to take Algebra 1
at the high school level and therefore are nott#édgor the Algebra Exemption Exam.

This path would be followed by those student idesatias capable of completing High
School ALGEBRA in the 8th grade.

SIX TO SEVEN (effective 2011-2012)

Prior to entering Pre-Algebra as a seventh gratler, student will have mastered all
Diocesan Mathematics Curriculum for students imgsakindergarten through seven.

For Placement in Pre-Algebra in the seventh grade:
Students must satisfy the following criteria::

1. Math Composite standardized test score Nationaeipgle: 93 or above
2. Class grade in 6th grade math: 90 or above
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3. End of year diocesan comprehensive test. 80 ovealf@ecommended time of
testing — May of 6th grade year)
4. Favorable teacher and principal recommendation

SEVEN TO EIGHT (effective 2012-2013)

Prior to entering Algebra | as an eighth grade, dtudent will have mastered all Diocesan
Mathematics Curriculum for students in grades kigdegen through pre-algebra.

For Placement in Algebra I in the eighth grade:
Students must satisfy the following criteria:

1. Math Composite standardized test score NationaeiRgle: 93 or above

2. Class grade in 7th grade math: 90 or above

3. lowa Algebra Aptitude Test results: 80 or abovec@emended time of testing —
May of 7th grade year)

4. Favorable teacher and principal recommendation

Because the Algebra | course incorporates numexoug problems that students need to
solve, a teacher’'s recommendation should takeciosideration the reading comprehension
standardized test score when making a final decisioplacement in Algebra I.

Advanced Fifth-Eighth Grade Math Track

This path would be followed by those students lbkgpaf completing High School
GEOMETRY in the eighth grade.

FOURTH TO FIFTH (effective 2012-2013)

Prior to entering Advanced math as a fifth gradee student will have mastered all
Diocesan Mathematics Curriculum for students irdgsakindergarten through fourth. This
course will include both fifth and sixth grade mathricula.

Students must satisfy the following criteria:

1. Math Composite standardized test score NationaeiRgle: 96 or above

2. Class grade in 4th grade math: 93 or above

3. End of year comprehensive test: 80 or above (Re@nmded time of testing — May
of 4th grade year)

4. Favorable teacher and principal recommendation

FIVE TO SIX (effective 2012-2013)
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Prior to entering Pre-Algebra as a sixth grader,student will have mastered all Diocesan
Mathematics Curriculum for students in grades kigdeen through seven.

For Placement in Pre-Algebra in the sixth grade:
Students must satisfy the following criteria:

5. Math Composite standardized test score NationakeRgle: 96 or above

6. Class grade in 5th grade math: 93 or above

7. End of year diocesan comprehensive test: 80 oreafld@commended time of testing
— May of 5th grade year)

8. Favorable teacher and principal recommendation

SIX TO SEVEN (effective 2012-2013)

Prior to entering Algebra | as a seventh grader stihdent will have mastered all Diocesan
Mathematics Curriculum for students in grades kigdeen through pre-algebra.

For Placement in Algebra | in the seventh grade:
Students must satisfy the following criteria:

1. Math Composite standardized test score Nationaeipgle: 96 or above

2. Class grade in Pre-Algebra: 93 or above

3. lowa Algebra Aptitude Test results: 85 or abovec@emended time of testing —
May of 6th grade year)

4. Favorable teacher and principal recommendation

Because the Algebra | course incorporates numesoud problems that students need to
solve, a teacher’'s recommendation should takecmsideration the reading comprehension
standardized test score when making a final decisioplacement in Algebra 1.

SEVEN TO EIGHT (effective 2011-2012)

Prior to entering Geometry as an eighth gradersthéent will have mastered all Diocesan
Mathematics Curriculum for students in grades kigdeen through Algebra I.

For Placement in Geometry in the eighth grade:
Students must satisfy the following criteria:

Math Composite standardized test score Nation@eagle: 96 or above
Class grade in Algebra I: 93 or above

Scoring 77% on the Diocesan Algebra | exemptiomexa

Favorable teacher and principal recommendation
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LIBRARY SERVICES

The Library’s instructional program follows the Ra&se of Arlington Curriculum Guidelines for
Library and Media Skills, which include: instruation use and care of library materials;
appropriate library behavior; circulation procedurerganization and use of library materials;
research skills; identification, use and evaluatibrelectronic reference and research resources;
literature appreciation, and critical thinking kil

Use of the library is integrated within the variaugriculum areas. The Librarian coordinates
instruction with classroom instruction whenever gible in order to teach research skills in a
practical context. Students in Kindergarten thtograde 5 attend library classes with the
homeroom regularly. Middle school students attido@ry classes as part of their electives, and
are provided additional opportunities to use thealy as needed.

All books chosen for classroom reading in Diocesamools must be appropriate for students not
only in age level and reading ability but also tltee moral development which we are working to

foster. All books shall conform with Diocesan p@& and guidelines regarding Catholic

education.

Parents or teachers who object to reading or audi@l/computer materials must complete an
Objection to Content Form (Appendix K) and subntittd the school principal. A review
committee (to include an Office of Catholic Schoatember) will subsequently discuss the
objection and decide the disposition of the chakehmaterial. The parent or teacher initiating the
review should be personally notified of the resaftthe review.

Circulation:  Students in Kindergarten through Grade 4 maydvortwo books per week.
Students in Grades 5 through 8 may borrow thre&sper week.

Due Date: Library materials are always due on the day tinelent’s class is scheduled for
Library. In Grades 6 through 8, books are due weeks from the date of withdrawalf a
student is ill on the day the class is schedulde materials are due the next day the student is
in school,not the student’s next library class day.

Overdue Materials: A student having overdue material is prohibitednfrehecking out
additional material until the overdue item is retd.

Damaged Materials: Students are responsible for the proper care hamdiling of Library
materials they have checked out. If materialsrangrned to the Library in such a condition that
the materials cannot be circulated again, the stud# be assessed a replacement fee consisting
of the current price of the item plus shipping spsthen applicable.
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Lost/Missing Materials: Students are responsible for returning items iore tand in good
condition. If a student has lost an item, the studvill have one month from the due date to
locate the item. If at the end of the month tlemitis still missing/lost, the student will be
assessed a replacement fee consisting of the tyomier of the item plus shipping costs, when
applicable. Fees must be paid no later than tHeoéthe current academic quarter.

Electronic Resources: Students are responsible for following the “Adedge Use Policy”
when using electronic resources in the Library.

Photocopying/Printing: The Library charges $.10 per page for photocopi€slor computer
printing is not permitted. Only in-class projeetsd class assignments completed during the
school day may be printed at school.

Library Volunteers: Volunteers are always welcome. Typical tasks ieluchecking in books;
shelving and repairing materials; book fair aseiga and special projects. Interested volunteers
should contact the Librarian.

IMPLEMENTATION OF FAMILY LIFE PROGRAM

Catechesis in Sexuality is an important and seestomponent of a comprehensive program of
catechesis. According to the Second Vatican Coufi8# they (children and young people)

advance in years, they should be given positive pmdient sexual education.” Education in
sexuality includes all dimensions of the topic: atorspiritual, psychological, emotional and

physical. Its goal is training in chastity in aatavith the teaching of Christ and the Church, to be
lived in a wholesome manner in marriage, the sisglee, the priesthood and religious life.

Saint Leo the Great School does not employ a sepBeanily Life Program. Using the Religion
textbook as a guide and the Formation of ChrisBaastity Program, we partner with parents in

building sound moral attitudes. The greatest faceme ongoing dialogue between parent and
child on sexual matters and the example providederhome

TEXTBOOKS/SUPPLEMENTAL MATERIALS

Current textbooks and materials are used in allssoéthe curriculum. Texts are selected by the
principal and teachers from approved lists in ataoce with the various courses of study

TECHNOLOGY
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There is no expectation or right to privacy or tigh freedom of speech when using the school’s
computer resources, which are the school’'s propémy use of the School's computers and
Internet access must be in support of educatiorresehrch and be consistent with the educational
objectives of the Office of Catholic Schools.

Using school facilities for Internet access andais a privilege, not a right. Inappropriate use
which includes but is not limited to unauthorizednsmittal or improper use of copyrighted
materials or materials protected as trade sedratssmission of threatening or obscene materials;
vandalism of computer files; and violation of cortgusecurity as determined by the school
administration can result in a cancellation, dergaspension and/or revocation of those privileges
by the school administration and also subject teer uo other disciplinary action. Where
appropriate, the school should submit a completeériet Threat Report form to the
Superintendent of Schools and to the local poleggadment. Vandalism is defined to include any
malicious attempt to harm or destroy data of amatier, the Internet or any agencies or networks
connected to the Internet. The creation and/opaghhg and/or downloading of “computer
viruses” are expressly prohibited.

Additional responsibilities for use of school fé@s for the Internet and e-mail are:

1. When using networks or computing resources of athgainizations, students must
observe the rules of that organization regardimty sise.
2. Users should not reveal their personal addressphame number(s), and shall not

reveal the personal address or phone number(s) tioérso without their
authorization/permission.

3. Users are reminded that electronic mail (e-mailpes guaranteed to be private.
Operators of the network/system have access toall Messages relating to or in
support of illegal activities may be reported te #uthorities.

4. Students shall immediately notify the systemmiadgstrator/school administration if
they suspect that a security problem with the systed/or the Internet exists.
5. Any attempt to log onto the Internet or theagdts network/system as a systems

administrator will result in a loss of user prigés at the school. Any user identified

as a security risk by the school administrationésys administrator due to a history

of actual or suspected unauthorized access to athraputer(s), network(s) or
system(s) may be denied access to the school'sutenspnetworks and/or systems.

6. Users shall abide by generally accepted rdlestwork etiquette, which include but
are not limited to:

a. Messages to others shall be polite and shabeatbusive. Messages shall
use appropriate language and shall not use obesenitilgarities or other
inappropriate language. Use of the network shall disrupt use of the
network by others.

7. The Diocese/schools make no warraotyany kind, whether express or impljed
for Internet service. The Diocese/school will net fesponsible for any damages
suffered. This includes loss of data resulting frdedays, non-deliveries, mis-
deliveries or service interruptions caused by s amegligence or user errors or
omissions. Use of any information obtained vialtiiernet is at the user's risk. The
school specifically denies any responsibility fdretaccuracy or quality of
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information obtained through its services.

At Saint Leo the Great Catholic School, computesht®logy enriches all aspects of the
instructional program in a fully networked enviroamt.

Color printing, other than printing in technologylclasses, is not permitted. Only in-class ptsjec
and class assignments completed during the schgarmtl or approved by the teacher may be
printed at school.

TESTING

The school’s testing program is intended to adsigthers and administrators in a systematic
evaluation of the academic and religion progrants, dtagnose students’ strengths and
weaknesses and to aid in revision of the curricuduneh planning of instruction.

In addition to academic tests for grading purposks, school will administer standardized
religion and achievement tests according to thee$ian testing program. All eighth grade
students take the high school placement test usetktermining placement in diocesan high
schools. Eighth grade teachers are encouraged/immenly the format and style of the high
school placement test with their students.

The following assessment tools are used:

= PALS
Administered to Kindergarten students in early &aid early spring, this measures the
student's pre-reading readiness, visual, lang@amgkquantitative development.

» TERRANOVA:
Administered to students in Grades 2 through 7.isTiR a standardized group
achievement test administered in the spring.

= TEST OF COGNITIVE SKILLS ( InView):
Administered in the spring to children in Gradeg, 2his measures the child's capacity to
acquire the knowledge and skills that will enabla/her to be successful in the school
program.

= HIGH SCHOOL PLACEMENT TEST:
Administered to all eighth grade students in e@®&cember. This standardized group
achievement test is used by the diocesan high &choodetermine entrance and/or
placement.

= NCEA ASSESSMENT OF CATHOLIC RELIGIOUS EDUCATION (AC RE):
Administered in April to Grades 5 and 8. This asseent is designed to evaluate, affirm
goals and objectives, and identify areas needimthdu development in the area of
Religion.

At parent/guardian request, a student may parteipatesting and/or assessments conducted by
other schools for their programs.

Any requests for paperwork and/or records for outschool testing/assessment that must be
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completed or provided by teachers or administratianSaint Leo the Great Catholic School
must be submitted to us at least two weeks priothe due date. If testing/assessment will
occur after our school year has ended, all requestast be submitted at least two weeks prior
to the last day of school according to the SaintoLie Great school calendar.

All information provided by Saint Leo the Great Riaic School is mailed directly to the receiving
school. Parents/guardians do not hand carry stueeords. Required documentation for gifted
and talented or special education programs in aittevols generated by Saint Leo the Great
Catholic School may not be hand-carried

HOMEWORK

In order to reinforce daily work and develop godddyg habits, the school promotes specific
homework policies.

Although homework has different purposes at diffeigrades, homework is required at all grade
levels. The amount of homework a child may havamygiven day will vary depending upon the
nature of the assignment, the amount of work thlel clompletes in school that day and the speed
at which the child completes his/her work at home.

SUGGESTED TIME ALLOTMENTS

Homework is ordinarily assigned daily, but usualtyt on weekends or the eve of holidays and
other special occasions (with the exception of Aigel, Honors Algebra 1 in eighth grade, and
Spanish in seventh and eighth grades). Long-tessigaments may extend over the weekends if
not completed during the week. Assignments areudgrowth of class work and are intended to:

» supplement learning

» review independently what was taught in class

» provide an opportunity to use research skills

= develop good study habits

» involve the parents/guardians in the child's acad&vork

The following is a general guide:

Grades 1 through 3 15 - 30 minutes daily
Grades 4 and 5 30 minutes - 1 hour daily
Grades 6 through 8 1 - 2 hours daily

High School or Advanced Courses Average of 1 hailyd

Not all assignments are written. All students stiaeview math, Spanish, and read daily. As
students progress they should study vocabularcandepts presented in content areas.

Parents/guardians should provide a suitable enwieon for study and homework; show interest
and give encouragement; but should not completeehassignments for their children. An
occasional check on the papers the children inteménd in the next day is recommended.
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If a parent/guardian feels that the homework iesgive, he/she is invited to discuss the matter
privately with the teacher.

HOMEWORK DURING ABSENCE

Students who are absent one or two days shoulédaociassmates and/tre school websitéo
obtain assignments. If a child has an extende@&s#inthe parent/guardian should contact the
homeroom teacher in Grades K through 5 or the ‘shidlvisor in middle school to make
arrangements.

In Kindergarten through Grade 5, parents/guardcafigng in an absence to the attendance line
may leave the request for homework to be sent haitte a sibling, sent home with another
student, or left in the main office to be picked hgtween dismissal and one half hour after
school.

Teachers do not routinely plan and provide make-upvork in advance for any extended
family vacation (i.e., a vacation taken at times other than thtsted on the school calenda)

for other personal reasons With administration’s approval, it is the stutiemesponsibility to
inquire about the work missed when he/she retundsta make it up in a given amount of time
as stated by the individual teacher. Work beingenagal due to an absence for an illness must be
completed within the same number of days of theeadxs i.e. absent 2 days, work completed
within 2 days of return unless otherwise agreedchuppthe individual teacherThe school is not
under any obligation to provide a tutor, make-upkyver special testing schedules for such a
period of unexcused absence. Modified gradesrexcused absences will be at the discretion of
the administration.

HOMEWORK DETENTION

In the lower grades (through Grade 5), late andsimgsassignments may result in the teacher
requiring the student to come to class before delmwaemain in class during recess, during a
portion of the lunch period, or after school.

At the middle school level student who fails to complete a classroom assigt by the date
specified by the teacher and/or disregards theh&acinstructions as to how to complete an
assignment will loose a homework point. After &lbomework points in the same subject area,
the student will receive a homework detention foifhis form will state the date/time that
detention is to be served. This detention wilsbeved after school. The parent/guardian MUST
sign the form and the student MUST return the feonthe issuing teacher the following school
day or the student will loose a responsibility pomthe passport for the first day and a warning
note for the second day.

Parents/guardians must inform the administratiaorpo the detention date if the student is
unable to serve detention on the specified Tueaftay school. At that time, the next Tuesday
date will be scheduled.
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If a student does not show up to serve detentiotherspecified date, he/she will be required to
make up that detention and serve another detentioa.student accumulates two detentions in
this manner, and one of these is not served aslglgts a Behavior Report will be issued by the
administrator. Further disciplinary consequenceay aiso be imposed.

In an emergency situation, parents/guardians mustige a written note on the day that the
detention was to have been served, stating themehg detention was not served. A parental
note of explanation must be approved by the adinatisn as an acceptable reason for not
having served the detention. A parental/guardiate meritten the following day will NOT be
acceptable, unless the child was absent from sahodhe day the detention was to have been
served.

In the case of after school detention, the paraatitjan is responsible for transportation and
timely pick-up of the student.

At the middle school level, for multiple detentiassued during the same quarter, the Personal
Development section of the report card will be etiéd as follows:

2" Detention = 1 (NI) Completes Assignments

3 Detention = U in Completes Assignments

4™ Detention = 1 (NI) in Organizes Self

5" Detention = U in Organizes Self

6" Detention = Accepts Responsibility plus BehaviepBrt with contact by advisor

In the event of a"7Detention, a second Behavior Report will be issuigd a possible meeting as
indicated in Section VIl of the Parent/Student Havak.

PARENT-TEACHER COMMUNICATION

Teachers are expected to be reasonably availalplarémts throughout the school year to keep the
lines of communication open in the best intereshefstudents. Parent-teacher conferences can be
scheduled throughout the school year if neces®aments should first privately contact a teacher
with any concerns about a student or class condefiwe seeking intervention by the school
administration.

SCHEDULING AND OTHER CONFERENCE | NFORMATION

Contacting Faculty

A parent/guardian may consult a teacher any timeeal or concern arises through voice-mail, e-
mail or by sending a note to the teacher requestiegnference. The teacher will respond to
arrange the specific date and time. Conferences@reduled on school days from 7:30AM to
3:30PM. The school office can be contacted at \2¥3-1211, Monday through Friday, from
7:30AM -3:30PM. In addition, a voice mail messagen 24 hours a day.
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Teachers are with students from 7:45AM until 3:00RMd they will not be called to the phone
during these hours.

Before 7:45AM, teachers are preparing for the sttelarrival. Unscheduled visits are not made
at this time. When a parent/guardian wishes to confer with a tedeer, a time mutually
agreeable to both parent and teacher may be arrangeeither before or after school hours.

TEACHERS ARE NOT TO BE CALLED AT THEIR HOMES BY
PARENTS/GUARDIANS TO CONFER ABOUT THE CHILDREN OR S CHOOL
PROGRAMS UNLESS PRE-ARRANGED BY THE TEACHER.

PARENT TEACHER CONFERENCES

Formal parent/teacher conferences with the hometeachers and/or middle school advisors
are mandatory at the end of the first quarter,aedscheduled for each family after the
distribution of first quarter report cards. Schieduconferences are 15 minutes in length.
Longer appointments may be requested at other fayjegther parent/guardian or teacher
between the hours of 7:30AM and 3:30PM.

GRADING/REPORT CARDS

Overall evaluation of the student must be basedeasher judgment and observation of the
student’s daily work, class participation, efforidaperformance on teacher prepared tests (to
include but not be limited to projects, portfoliasd other tools of assessment).

The purpose of report cards is to alert the pa@mispresent to them an assessment of their child’s
achievement in his/her academic studies.

Students with identified disabilities who have arent IEP or Student Assistance Plan should
receive an asterisk on their report card grade winadifications have been made to the curriculum.
A modification changes the content, instructioreael or student work load of subject matter or
tests. Conversely, accommodated programs shoulsendénoted.

FOR THE 2011-2012CHOOL YEAR:
Saint Leo School will be piloting the new Diocesaport cards for Kindergarten through grade
8. The following description is in regards to tie report card format.

GRADING SYSTEM

Kindergarten and Grades 1-2
M Meets Grade Level Standards - Child consistanets skill

P Progressing Towards Grade Level Standards - @Ghitdprocess of developing skill
NI Needs Improvement — Child is not demonstratiitj s
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Academic Progress Scale

The letter M, P or NI is indicated in the approfgibox for each subject area.
* (asterisk) indicates modified curriculum

Grades 3-8use numeric (percentage) grades. Below 70 is datgd by an F.

Indicators for Effort, Encore classes and PersondDevelopment Grades 1-8

3 Very Good

2 Satisfactory/Good

1 Needs Improvement
U  Unsatisfactory
HONOR ROLL

Saint Leo the Great recognizes outstanding acadgmades and personal development for
students in grades four through eight. Studentseaay Honors for their achievement. Criteria
are as follows:

First Honors: 93-100% in each subject. No 1s or Us in the Paldoavelopment Section or
effort grades, with the except of Handwriting.

Second Honors:89-92% in each subject. No 1s or Us in the Petdoegelopment Section or
effort grades, with the except of Handwriting.

Third Honors: 85-88% in each subject. No 1s or Us in the Petddeaelopment Section or
effort grades, with the except of Handwriting.

St. Leo Student Award:No 1s or Us in the Personal Development Secticeffort grades, with
the except of Handwriting.

PROMOTION/RETENTION/PLACEMENT POLICY

A major goal of the school is to assist studentsoimplete each academic year satisfactorily. The
repetition of a grade is recommended when it isT@ek by the school to be necessary and
advantageous to the particular needs of the student

. The final decision to promote or retain a studeriiased on the student’s academic
performance and best interest as determined hyrihepal.

. Teachers will notify parents if their child is notogressing satisfactorily toward a
passing grade in the course.

. Elementary students failing one or two academiasaraust successfully complete

summer school or another program approved by thecipal in order to be
promoted to the next grade. If a student failseloemore core academic subjects,
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the student will not be promoted to the next grade.

. Students who have not successfully completed sursofeol or another program
approved by the principal but would not benefitnfrdoeing retained in the grade
may be “placed” in the next grade level; howevex fithool must prepare and
implement an “Academic Intervention Plan” for theident as a condition of
placement.

Promotion is based upon recommendation from theht&¥ato the principal in accordance with
the following principles applicable to the apprepei grade:

» A child must have at least a "D" (70%) average {{8sa3 through 8).

* He/she must have a grade of M or P in:

Grades 1 and 2: Reading, Math
» He/she must have a passing grade (70 or above) in:
Grades 3 through 5: Reading, Math, English, Segenc
Social Studies
Grades 6 through 8: Reading, Math, English, Segenc

Social Studies, Spanish

Failure in an individual subject is defined as reicg) an average grade of 69% or less, or
an individual subject average grade of “NI” in Geadl and 2. Written verification of
enrollment and successful completion of summer agmmgrams for failing grades must
be submitted to the principal no later than thetfttay of school of the new academic
year.

Eighth graders with a final grade of F in any acaigesubject will not be promoted or
receive a graduation certificate until the sub@ci¢/are made up and passed during the
summer.

In Kindergarten through Grade 8, excessive absentematurity may constitute a sufficient
reason for retention.

SCHOOL COUNSELORS

A school counselor is available to confer with stid in areas which may extend beyond
academic matters. While the conferences are géneaifidential, the counselor may need to
disclose certain information to parents, schooliadtration or other authorities.

The guidance program at Saint Leo the Great Scisoobordinated by a full-time, qualified
guidance counselor. The guidance counselor previagividual counseling, works with class
groups and small groups of children, and orgamareiscoordinates guidance activities.
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After a child meets with the counselor for thetftrsie, written parental/guardian permission is
required for subsequent visits

AWARDS

President’'s Award for Educational Excellence

At the completion of each academic year, we awaed”resident’s Award for Educational
Excellence to rising®®and rising 8 grade students who qualify according to the ddter
established by this program. The criterion to ¢aismiaward is as follows:

For rising &' grade students:
* Students must achieve in the 85% or above in Matngdsite or Reading Composite in
their 3% and 4" grade standardized Terra Nova testd
« Students must have maintained a 90% GPA (gradée aeémage) in their4grade year
and first semester (quarter 1 and 2) of thBigtade year.

For rising 9" grade students:
* Students must achieve in the 85% or above in Matngdsite or Reading Composite in
their 8" and 7' grade standardized Terra Nova testd
« Students must have maintained a 90% GPA (grade peémage) in their'8and 7"
grade years and first semester (quarter 1 and teaf8” grade year.

Principal’s Academic Award

The Principal’s Academic Award is presented togteluating 8 grade student who has
maintained the highest middle school GPA (an a\&ani@h grade final grades,”?grade final
grades and the average of the first 3 quarterf gf&de).

Principal’s Good Samaritan Award

The Principal’s Good Samaritan Award is presentesigraduating'8grade student who best
demonstrates in his or her life the gospel messhtiee Good Samaritan. The characteristics which
this student exhibits include: dependability, chdeess, loyalty, respect, steadfastness, and
service.
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ADMINISTRATIVE PROCEDURES

ADMISSIONS

DIOCESAN INITIAL ADMISSION REQUIREMENTS

Students who desire an educational experience &lond the Catholic philosophy of education
and who fulfill the age, health, academic, and biginal requirements are eligible for admission to
the school.

The school sets registration procedures and admigsilicies. The availability of space and the
order of preference for admission is determinedhleyschool according to the following general
criteria:

Children from the parish
Children from parishes without schools
Children from parishes with schools (for sufficieeason)
Children from non-Catholic families
If approved by the pastor, and where practicabkesiblings may receive special consideration.

Age for Admission to Kindergarten

Children who will have reached the age of five gelay September 30th may be admitted to a
kindergarten program. Readiness testing, at therafisn of school officials, may be used to
determine, among other things, the developmentgiyropriate placement in the kindergarten
program. Readiness testing (fine/gross motor, ctpeand language screen) is required for
kindergarten entry and within 60 days of school iadion for new students in grades 1 — 3.
Additional school readiness testing may be conduatehe discretion of school officials. In those
cases where the school has sufficient reservategasding the potential for success, those students
may be admitted on a conditional basis with datesaiteria of evaluation established in writing;
however, the decision of whether to extend or resremnditional admission status should be made
by school officials at their discretion.

Requirements for School Admission: Pre-school d&a

1. Presentation of an original birth certificaten@ols are expected to keep a copy of
the certificate on file)

Baptismal certificate for Catholic students

Proof of custody where applicable

Current report card and previous academic yegpsrt card as applicable

Current standardized test scores and previaus,)iéapplicable

Completed Diocesan Application Form (Appendix J)

A non-refundable application fee

A fully executed MCH-213 Commonwealth of Virginschool Entrance Form or
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equivalent, which stipulates the following must fadomitted prior to the student
beginning school:
1. Proof of exact dates of immunization as requirethibyCode of Virginia
2. Current Certification of Immunization
3. Physical examination covering all required aspastsnandated on the
MCH-213, within 12 months prior to entering schémi the first time.
Equivalent school entrance physical forms from la@otstate may be
acceptable. (Note: A preschool physical does ak# the place of the
required kindergarten entry physical unless it asnpleted within 12
months prior to kindergarten entry.)
9. Proof of satisfying tuition requirements at doymer Diocesan school if previously
enrolled in a Diocesan school.

Requirements for Admission to Grades 6 — 12

1. Presentation of an original birth certificateh@ols are expected to keep a copy of
the certificate on file)

Baptismal certificate for Catholic students

Proof of exact dates of immunization

Records from previous school, including standaxitest scores

Proof of custody where applicable

Completed Diocesan Elementary or High Schoollidgpon Form (Appendix J)

A non-refundable application fee

If previously enrolled in a Diocesan school,gfrof satisfying tuition requirements
at that former Diocesan school.

ONOOOAWN

General Conditions of Admission

A student is admitted to the school on the preitiisestudent intends to learn the Catholic religion

and be educated in a Catholic environment. In icetases, students may be admitted on a
probationary basis subject to the student sucdBssfumpleting one or more subsequent interim

evaluations. Students with academic or other n@esls behavioral), which cannot be reasonably
addressed by the school may be denied admission.

School application forms may request disabilitgtedl information. The Americans with
Disabilities Act (ADA) does not prohibit a schoalom asking questions about a student’s
disabilities provided that information does notcdiminate (automatically prohibit a student from

applying).

International Students

The Diocese of Arlington endeavors to remain dediby the U.S. Immigration and Naturalization
Service to admit F-1 Non-Immigrant students. Thieost, therefore, adheres to the following
policies for enrolling non-U.S. persons:

A. International students who apply for admissio@ Diocese of Arlington Catholic school will be
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considered for admission, upon meeting the follgvaanditions:
2 Meets Diocesan admission requirements as statedlicy 601.2;

b. Currently holds or is in the process of obtainimgFal (Non-Immigrant) student
visa,;

c. Resides at the same U.S. address as the guardian;
I. Guardian cannot house not more than two internaltsmdents;
d. Pays tuition in full upon school admission;

I. There is no refund given for registration, tuitmmother related fees;

1. The F-1 (non-immigrant student) status appliehtsé aliens who are in the United States
for the purpose of attending school. Once a studentetermined to meet the school's
requirements for admission, the family must contiaetOffice of Catholic Schools or other
"designated official" to process the Certificate HElfgibility for Non Immigrant (F-1)
Student Status form for eventual admission andistélye United States as an F-1 student.
International students who enroll in a school ia Biocese for the first time must provide
documentation they are free from communicable tubesis.

2. For students who hold a visa other than F-1, refekppendix AJ Nonimmigrants Who
Can Study,

b. International students who are currently in B-12,BF-2, or M-2 status cannot
begin their studies prior to approval of their ofpanto F-1 (Non-Immigrant)
student. Obtaining a change of status is the nssipitity of the parent or guardian.

B. Any student applicant whose passport, Unitedddattravel document or other Immigration
and Customs Enforcement (ICE) documents indicdtas the student is a refugee, asylee,
parolee, lawful non-immigrahr permanent resident may be admitted to the sstufahe
Diocese of Arlington under normal requirementsadmission. This policy would also include
undocumented children.

CLASS PLACEMENT

The principal/administration and faculty reserve tight to place students in a class which is
consistent with the results of the student’s peimademic records and any admission testing.

Reqistration Process

All children of registered parishioners of Sainblthe Great who qualify by reason of academic
ability, moral character, and personal conductedigible for admission to Saint Leo the Great
Catholic School if maximum class size is not redche

Apppndiy Al fora ]iqh'ng of lawfiil hnn-immigranfq who mav attend school
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Canon Law makes a distinction between parishiomdrs reside within the parish boundaries
proper and those who are out-of-boundary parisihgon€he established order for admittance is:

1. In-boundary parishioners with siblings already detb
2. In-boundary parishioners (new applicants).
3. Catholic non-parishioners with siblings alreadyodied.
4. Catholic non-parishioners (new applicants).

Note: Proof of Parish Registration is required.

If maximum class size is not yet reached, otheldodm with the above qualifications who are
not parishioners will be admitted in the followiagler:

Catholic non-parishioners with siblings alreadyotied.

Catholic non-parishioners without a parish school.

Catholic non-parishioners with a parish school.

Students of other faiths who are siblings of stisleiready enrolled.
Students of other faiths who are new applicants.

oo

NO STUDENT WILL BE REFUSED ADMISSION OR PARTICIPADIN IN EDUCATIONAL,
ATHLETIC, OR OTHER SCHOOL ADMINISTERED PROGRAMS BEAUSE OF RACE,
COLOR, OR ETHNIC ORIGIN.

APPLICATIONS — NEW STUDENTS

GRADESK THROUGH 8

The application process for new students begifdowvember. Announcements are placed in the
parish bulletin. Application packets are pickedatiphe school and must be returned via the U.S.
Mail. Documentation required to complete the aggglon packet includes:

1. Verification of original birth certificate by schb@ersonnel reflecting minimum age
requirements and a copy of the birth certificatdéokept in the school file. (Kindergarten
students must be five years old on or before Sdmei30.)

Copy of Baptismal certificate.

Completed application form with Social Security raenlisted.

Non-refundable application fee.

Proof of parish registration and participation.

Copies of report cards (present and previous tvaosye

All standardized test scores.

Scholastic Form completed by the most recent @assrteacher, guidance counselor, or
school administrator.

9. Custody or naturalization papers, where applicable.

10. Comprehensive Physical Examination Requirement:

NG hAWN
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Kindergarten All children entering Kindergarten must have laygical examination
performed within twelve months prior to the stdrsohool. Preschool physicals cannot
be carried over for entrance into Kindergarten. e Tghysical examination must be
documented on the Commonwealth of Virginia Healthnk: Part 1 must be completed
and signed by the parent or guardian. Parts IllAndust be completed and signed by
the child’s health provider.
Grades 1 through8If the student is transferring from another Viig school, a copy of
the original Commonwealth of Virginia School EnttarHealth Form must be sent to St.
Leo the Great Catholic School from the former sthoti is the parent’'s/guardian’s
responsibility to do this at the time of transfer.
Out of state transfer studentslf the student is entering from a school outsitie
Commonwealth of Virginia, he/she must have a playssamination performed within
twelve months prior to the start of school. Theygital examination must be
documented on the Commonwealth of Virginia Schoolr&ce Health Form. Part |
must be completed and signed by the parent or guardParts Il and Ill must be
completed and signed by the child’s health provider

11. Copy of immunization record. State law recaiitee following immunizations
for all students prior to the admission to school:
D.P.T. - 3 doses (one must be after the 4th kagthd

POLIO - 3 doses (one must be after the 4th baghd
MEASLES - 2 doses (one after 12 months of age)
MUMPS -1 dose (after 12 months of age)

RUBELLA -1 dose (after 12 months of age)

HEPATITIS B- A complete series of 3 doses is regglifor all children on or after
January 1, 1994.)

VARICELLA - All susceptible children born on andtaf January 1, 1997, shall be
required to have one dose of chickenpox vaccindradtared at age 12 months or older.
Effective March 3, 2010, a second dose must be mdtared prior to entering
Kindergarten but can be administered at any tinter dhe minimum interval between
dose 1 and dose 2.

TETANUS, DIPHTHERIA, PERTUSSIS (Tdap) booster fdirresing 6th grade students
prior to the start of school in September, unlesgef than five years has passed since
their last Tdap immunization.

TUBERCULOSIS test is also recommended. Foreigdesits who enroll in a diocesan
school for the first time must provide documentatithat they are free from
communicable tuberculosis.

A Kindergarten readiness assessment is conductem f admission to determine the
developmentally appropriate placement. In Gradeshrbugh 8, assessments in reading
comprehension, mathematics and written languageyedsas a personal interview may be
conducted. After reviewing a student's completeliagtion folder containing all required

documents, the school will notify the parents/giearsl.
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Copies of complete "Category 1I" files or other edtional or psychological testing results, if
applicable, are also submitted.

Parents/guardians are obliged to provide the sclamhinistration with a complete copy of the
information/results of any evaluation of their clfien) including, but not limited to, educational
and/or psychological testing. Refusal to providetsinformation upon initial enrollment, or upon
evaluation at a later date during that year or auccessive yeatr, is a basis for negating
enrollment in the school.

ATTENDANCE

DIOCESAN PoLICY FOR ATTENDANCE REQUIREMENTS

In order to achieve the goals and objectives ofctiveculum, regular attendance by the student is
mandatory.

The school (K-8) is normally in session not lesnti80 days per academic year or the length of
time as required by the Virginia Catholic Educatfissociation.

* Once a student is enrolled in the school, the jaMadministration and teachers will insist on
regular attendance. Neither the Diocese, the Offidgatholic Schools, the school nor any
of its employees are, however, responsible for mglactual attendance. This is the
responsibility of the student's parent(s)/guardign(

» Students in grades kindergarten through grade igbtmiss ten or more days of the school
year, whether excused or unexcused, and who hawatsfactorily completed the required
work, may be considered for retention. Certificatiof absence by a physician is an
exception to the ten-day limit. However, satisfagtcompletion of required work is still
required.

ABSENCE/T ARDINESS/L EAVING SCHOOL

In order to ensure continuous progress in schegllar attendance and habits of punctuality are
essential. The school defines proper procedures as:

1. A written excuse, explaining the reason for abseand signed by the parent, must
be presented upon a student’s return to school.
2. Persistent absences may cause serious acadeivienps (including but not limited

to course failure) and could result in the disnlissthe student. The administration
or the class teacher will normally review the nratigh parents before a decision is
made by the administration. Persistent absencesalsayesult in the student being
subject to appropriate disciplinary action.

3. Except in cases of emergency as determinedegyrihcipal/administration and/or a
faculty member (as applicable or necessary), a&studay only (a) be released from
school with the prior written authorization of teident's parent, or (b) leave the
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school grounds with the prior authorization frora ghrincipal/administration.
Tardiness

The tardy student will normally be subject to ampiate disciplinary action by the school
administration or by the class teacher.

A student who is tardy, as determined by localgypkhould report to the principal's office
or attendance office.

A student who arrives late with an excused reaisendpctor’s note) is counted tardy.

The student who is tardy due to unexcused reas@ysh® subject to appropriate disciplinary
action. Frequent cases of tardiness should be brdaaghe attention of the principal so that the
parent may be contacted.

Arriving to school or class late results in disiaptof the learning process not only for the
student who is tardy, but also for the entire clakscauses the teacher to repeat directions and
assignments. Class activities and discussionsotdiere-created. Therefore, students must be
responsible in arriving to school and class on timgrepared to work.

Students are tardy if not present in the classroonat 8:00AM. Prayer and announcements
begin at 8:05AM. Instruction begins promptly atl®AM. The parent/guardian may not
accompany a tardy student to the classroom.

Saint Leo the Great Catholic School requires thpar@nt/guardian or responsible adult leave a
message in thattendance voice mailbox, accessed through the masthool number (703-
273-1211 press #1 or x640 or 703-359-6648yailable 24 hours a day, 7 days a week, when a
child will be tardy. These calls should be recdiy the office by 9:00AM.Upon arrival, a
written excuse or the parent/quardian or responsil# adult must accompany the child to the
office.

A student who is tardy enters through the frontrdamd reports to the office for a tardy slip
before going to his/her homeroom, middle schoolissty or classroom. The tardy slip must be
given to the homeroom teacher, middle school adwsteacher.

Unexcused and/or repeated tardiness is not acdept@be following are acceptable reasons for
tardiness:

» Doctor’s appointment

» Speech/Language/Testing appointments/Educatiomaicgs

» Emergency in the family

Unless there is a major accident on the roadway, raffic” is not an acceptable excuse.

Frequent cases of tardiness (5 or more days pdeaga quarter) are brought to the attention of
the administration. The parent/guardian is contheia a Detention Form issued to the student.
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The student will serve one detention for each fiays of tardiness per academic quarter.
Detention is held during the student’s recess tiFalure to serve an assigned detention will
require the student to serve an additional deteraid further disciplinary consequences may be
imposed.

Absences for Other Reasons

When parents wish to take their student out of slcfoy several days for personal and/or medical
reasons, the parents should discuss the studergiseps with the teacher. However, the school is
not under any obligation to provide a tutor, makework or special testing schedules for such a
period of absence. The administration has thediséetion to determine the conditions and terms
governing such absences.

ATTENDANCE /REPORTING PROCEDURES
Absence

Saint Leo the Great Catholic School requires thgtaeent/guardian notify the school of all
absences. If the illness is extended for more @ day, a call on the first day is sufficient.
Calls are not accepted from minorghe Attendance voice mailbox is accessed by callinige
main school number 703-273-1211 press #1 or x640 003-359-6640._All calls should be
received by 9:00AM The voice mailbox is in service 24 hours a day,days a week.If the
parent/guardian or other responsible adult doesreqmirt the absence, the school will contact
him/her at home or at work. If a student atteresss Ithan three hours in a given school day,
he/she is considered absent for the day.

Medical excuses

In addition to calling in an absence, upon returnimg to school, the student is to present a
written excuse to the homeroom or middle school adsor stating:

1. date(s) of absence

2. reason for absence

3. signature of parent/guardian or email from parert/guardian

Students absent for reasons other than doctorsirdpgents, illnesses, death or other family
tragedy, or other reasons deemed valid by the ashration, are considered unexcused absences.

Anticipated absence

In the case of anticipated, excused absence, tteatfguardian must send a written note to the
teacher, with a copy to the office, listing the efa} of absence and expected return.
Assignments will not be given ahead of time. Ithse student’s responsibility to make up all
work upon his/her return to school and by the date dgreed upon with the teacher(s).
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Out of Town

If parents/guardians are traveling out of town #&dcaregiver will be someone other than an
emergency contact already listed with the schoakitéen note signed by the parent or guardian
must be submitted to the front office, clinic, exded day and classroom teachers. Information
should include who has permission to take the @eiig home from school or in the event of
illness or emergency. A parent/guardian signasurequired on the note.

Release of students

During school and extended day hours, studentsmaagr leave school or parish property
without the permission of an administrator, whichynbe given only at the written or in-person
request of the parent/guardian. Leaving the schaoh property or playground area without
permission is a very serious offense.

Perfect Attendance

Students who are present in school during 100%heftime that school is in session (i.e., no
absences, tardies, early dismissals, or High Schists during the school day) receive the
Perfect Attendance Award at the end of the scheat.y The student will be ineligible for perfect
attendance if he/she has a pre-planned absenowiiadj the date that the award is presented.

TRANSFERRING TO ANOTHER SCHOOL

The school must be notified in writing by the pagenof a student regarding a decision to transfer
a student to another school, including the last ttieystudent will attend classes at school. All
school-owned materials such as textbooks and yitmaoks must be returned to school and all fees
paid before leaving. Scholastic information will bent to the new school upon a “Release of
Student Records” from the new school. All fees tittbn MUST BE PAID prior to the release of
the student’s records.

Parents must provide at led@sto weeksadvance written notice regarding a decision tosfier a
student to another school. Parents do not hamg stadent records to the receiving school.

Upon transfer/withdrawal from Saint Leo the Greatt®lic School, the tuition is fully payable for
the month of departure and all previous monthsfuritks will only be granted if payments have
been made for months not yet attended. Any feagyeld are non-refundable.

REQUEST FOR COPIES OF TRANSCRIPTS OR LETTERS OF RECCMMENDATION

Any requests for copies of transcripts or letteérsecommendation that must be completed by
40

OFFICE OF CATHOLIC SCHOOLS Elementary Parent/Student Handbook
revised 2011




faculty members, administration, or office staff shine submitted to the schoat least two
weeks prior to the receiving school's due date. There willab85.00 transcript fee for each
transcript sent to morthan one school.

Assessments completed by teachers for the purpbsestudent’s educational/psychological
evaluations will be forwarded directly to the tasgtifacility or evaluation source by the school.
No evaluations/assessments will be given to paigdsdians for transport to another location.

LUNCH/MILK/SNACK PROGRAMS

Rules for acceptance and participation in the UD8partment of Agriculture Child Nutrition
Programs are the same for all students withoutrdeigerace, color, sex, age, handicap or national
origin. Any person who believes he or she has lgstriminated against in any USDA related
activity should write to the Secretary of Agricutu\Washington, DC, 20250.

M ILK

The school's milk program is subsidized by the falgovernment and is offered to the students
at a nominal fee. One payment for the entire y®graid at the beginning of the school year.
Refunds for absences are not made. Enclose mytkgat in an envelope with the child's name,
grade, room number, and specify the one type & rajuested.

Please note that:

* White (1%) and chocolate (1%) milk is served.

» Families with more than one child buying milk mayckse payment in one envelope. Be
sure to list all the names, room numbers, and ¢oyprilk for each child on the outside of the
envelope.

* Milk payments should be kept separate from tuiaad other payments.

» Children in Kindergarten receive milk at snack timeconjunction with their Kindergarten
fee.

LUNCH

Saint Leo the Great Catholic School does not diféull service cafeteria. Students bring their
own lunches or may arrange to purchase lunchedviaree through our lunch program.

All lunches are pre-purchased monthly. Cost pechuis $4.25. Every student must have
his/her own lunch card There is no card sharing. The kitchen is nsgpoasible for lost cards
or tickets. Lunch cards are valid for the curnernth only. Refunds for absences of any kind
are not made, nor are credits issued toward futymerchases

Ice cream will be included with the Pizza and CHi@kA lunches only. Ice cream will not be
sold separately.
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Regarding menu changes for missed school daysodoneléement weather: In order to remain on
our established menu schedule, the school is reggerfor payment to our food suppliers for
missed lunches. Therefore, refunds or creditviargrovided.

A menu is sent home monthly. It is the responigybilf students and parents/guardians to review
the lunch menu and ensure that a lunch will belmsed at school or be brought from home. If
a student does not have a lunch card and has ooglir something from home, a lunch (not
necessarily the lunch offering of the day) will fp@vided. This courtesy will be extended once,
after which time the parent/guardian will be billEg any subsequent lunches that the kitchen
provides. A $4.25 charge per lunch is assess®gbices for missed lunches are sent home to the
parent/quardian and payment is due upon receipt.

If your child brings a lunch from home or purchakesch at school, soda and other carbonated
beverages, including caffeine drinks or energy kdrinand glass bottles are prohibited.
Additional written information, including all luncprocedures, is provided to parents/guardians
at the beginning of the school year and as neduzddfter.

You are invited to have lunch with your child(renPlease include this information when pre-
purchasing lunches for the month, indicate the (datand lunch period(s) and include the
additional lunch fee at the time of your child’sler. Upon your arrival, remember to check in at
the main office before going to the cafeteria.

The Monday through Friday lunch schedule is:

Grades 3, 4, 5: 11:50AM-12:10PM followed by outdoeress until 12:25PM
Grades 6, 7, 8:12:15PM-12:35PM followed by outdemess until 12:50PM
Grades K, 1, 2:12:40PM-1:00PM followed by outdosrass until 1:15PM

SNACK

Students in kindergarten through Grade 5 may kaihght snack from home each day as
morning snack time is provided. Food for snacksughceflect healthy nutrition and should
come from the suggested “All the time” food listlwded in this handbook. Potato chips,
cookies, and candy should not be sent for snack.

PEANUTS/TREE NUTS, PEANUT BUTTER, PEANUT BUTTER CRKERS, PEANUT
CANDY, PEANUT BUTTER CANDY or ANY FOOD WITH OVBIOUSPEANUTS/TREE
NUTS or PEANUT BUTTER MAY NOT BE sent in for morrgrsnack in grades K-5, extended
day, advisory parties or any classroom parties.

CLASSROOM SNACKS/CELEBRATIONS
Saint Leo the Great Catholic School will encourageariety of healthy well-balanced foods for
all classroom celebrations and special school ameasRoom Parents/Celebration organizers

will follow nutrition guidelines as set forth bydiwellness policy.

Nutrition guidelines for school events
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* Food brought into school for celebrations/speciants needs to be within the following
nutrient requirement per serving:
* 200 calories or less an® grams of fat or less per serving

* Provide a list of All the Time Foods, Once in AvéhFoods, and Never Foods to be used
as the basis for planning food items for celebretio

» Food served should include a variety of healthy&imcluding fruits and vegetables, low
fat fruit and vegetable dips, portion controllectebe servings with whole grain crackers,
popcorn, pretzels, granola bars etc.

» Caffeine Free Only soda during the school day will be restrictedite middle school
passport parties. All drinks should be served iripo controlled cups.

» All snacks, pastries, cookies, and candy will beaimportion controlled serving as
recommended on the packaging per serving size a& the nutrition guideline &00
calories or less an® grams of fat or less

Ice Cream Social Parties
* Low fat ice cream served in portion-controlled sege will be provided.
* Toppings will be limited to 4-5 class chosen fatesi

Lent
» Ice cream in the cafeteria will not be availablegarchase during lent.
* Classroom celebrations, not including birthdaysyusth be encouraged to have foods
from the All Time List during the season of lent.

Extended Advisory
» Food should be limited to light breakfast foodshsas muffins, mini-bagels, breads,
English muffins, or foods from the All the Timetli$slazed donuts or pastries should be
limited to once per month.
* Fruit juice, milk, low fat hot chocolate are amddgas for beverages.
* No soda. Any soda brought into school will be halthe office until dismissal time.

Birthday Celebrations
» Birthday celebration treats should be in portiontoolled servings and meet the nutrition
guideline as set forth in the wellness policy.

Cupcake Holiday Celebrations
» cupcake celebrations can be hosted by the roomntgafer special occasions. One
cupcake per student will be served at lunch. (kaken, Catholic Schools’ Week, and St.
Patrick’s Day)
» Celebration will take place on a day when ice creamrookie is not served.
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Healthy School Snhacks or Special Occasion Foods
In keeping with the school’s wellness policy, tbédwing should be used as a guide for all
foods served:

“All the Time Foods” include but are not limited to
* Fresh or canned fruit
» Applesauce
* Dried fruits
* Fruit Salad
» Fresh Vegetables
* Low-fat dip or dressing for fruit or vegetables
e Salad
* Veggie pockets
* Whole grain crackers, breads, and cereals
* Rice cakes
* Low-fat popcorn
» Granola and cereal bars
* Low-fat Yogurt
* Low-fat cheese
* Low-fat pudding
» Pre-packaged portion controlled 100 calorie snacks
* Pretzels
e Low Fat Jell-o

“Once in a While Foods”

* Foods that have 200 calories or less and no mare $hgrams of fat per serving. It is
recommended that all snacks in this category bedividual packages or be served in
portion-controlled servings.

» Cake for a special occasion served in portion-ciatt slices.

* Glazed donuts

“Never Foods?
» Any food that has more that 200 calories or moaa th grams of fat per serving.
» Cake donuts
* Cake donut holes

ARRIVAL AND DISMISSAL

Since promoting safety and avoiding accidentsj@rda home and school responsibility, we ask
your cooperation with the following arrival and missal procedures:

All drivers MUST enter the carpool lines in the mioig and afternoon. Cars must never enter an
area when barricades/cones are in place. Studeyonly disembark on the passenger side of
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the vehicles. Drivers may NOT park in the cenpatking or faculty spaces, wait until the
7:45AM school opening to disembark children or ludigsmissal time to load children and then
exit the parking lot. The only exceptions are tihve Auction Gala carpool winners. Likewise,
no driver may walk their child(ren) to the entrantteen return to the car and leave the property.

In the event thathose few children who walk from home to schaalve just before 7:45AM,
they are the only children who may wait at the @mte door (CCD door). All others must wait
in their cars on the carpool lindrivers may not park off property (such as but notlimited

to Van Dyck Park, Daniels Run Elementary School, ocity streets), drop off or pick up
their child(ren), or escort their child(ren) to or from our property to those areas

If you must leave your car to conduct businesshm $chool office, park in the most central
parking lot spacesCross only at the designated crosswalk and use tfrent entrance of the
school. The side entrance is for students only; pants/quardians or other visitors must use
the front entrance of the school building at all times during the school day

Students in Kindergarten through Grade 8 arrivé:4bAM. Students are dismissed at 3:00PM.
Exceptions are noted in the school calendar.

Students who arrive before 7:45AM or who have not &en picked up in the carpool line at
dismissal will be taken to the Extended Day Program Parents/guardians will be
responsible for Extended Day payment of $6 per houand registration fee of $75 after the
second use of Extended Day.

Upon arrival, but not earlier than 7:45AM, drivers drop students off in the designated
drop-off areas. Students enter the building diredy through the side entrance beginning at
7:45AM. Parents/guardians do not accompany childme to their classrooms. If a child
requires assistance in carrying an item, the parentirops the item off at the office and the
child picks up the item when needed. Any visitor mst indicate his/her destination to
school office personnel, receive approval for theisit, sign in at the main office, and obtain
a visitor’'s pass before visiting any other area athe building.

Students participating in the T.V. crew and safetirols may enter the school through the front
door no earlier than 7:30am on the days they hate d

Parking spaces located in the front of the buildind between the building and Van Dyck Park
are reserved for administration/faculty/staff. uthat are painted yellow are designated fire
lanes. Cars are not to be left unattended alolhgweurbs. The roadway in this area is “one
way” only.

Parents/guardians having children in both the eletagy/middle school and the preschatbp

off older children in Area 2 and pull into the piaudx area between the school and the grass island
after dropping off the older child(ren)Preschool children may not be dropped off with olde
siblings. Preschool children are picked up by thepreschool staff at the designated
preschool drop-off location.
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CAR RIDERS

During arrival and dismissal, Areas 1 and 2 are tlomly designated drop-off areas. Parents
with a student in PM Pre-School and in Grades K-8ist use the regular carpool procedure
and may not use the Pre-School parking area to wait the older children to exit. This is a

safety risk.

Area 1l
Is located in the parking lot farthest away frorhea, near the Church and rectory. This
area is used by cars arriving from the east on l@kl Highway (e.g., Mosby Woods,
Vienna, Oakton).

Cars using this area_must turn leftwhen exiting the parking lot.

In the morning, cars arriving by 7:45AM wait forethbell to ring before to disembarking
students. Those cars arriving after 7:45AM musteyobthe direction of the
administration/faculty/staff on duty. These studemust remain in their cars until given the
direction to disembark. Area 1 students must vaédkg the church sidewalk to the orange cones
and WAIT to be crossed to the student entrancentadalt or patrol on duty.

When picking up in the afternooform lines parallel to the curb facing Old Lee Highway. Do
not leave excess space between your car and ttehead of you. When all children are loaded
you will be signaled to move.
Area 2
Is located in the parking lot closest to the sci{adlere the children play at recess time).
This area is used by cars arriving from the westlsmon Old Lee Highway (e.g.,
Centreville, Chantilly, Fairfax Station, Burke).

Cars using this area_must turn rightwhen exiting the parking lot.

In the morning, cars arriving by 7:45AM wait forethbell to ring before to disembarking
students.Follow all arrows and pull up along the curbside otthe school building, as close to
Old Lee Highway as possible, to drop off your child Children in the car pool line must be
unloaded ONLY at the designated drop-off points alng the sidewalk of the school.

In the afternoon, Area 2 cars enter the blacktai pp area by turning onto Old Post, left onto
Cornwall, and driving onto St. Leo property pagt Knights of Columbus hall. Line up first along
the curb side of the church in a single file limdten that is full, form additional lines in the sam
manner. When all children are loaded, cars wilsigaaled to move.

Always pick up the children in the same area. @&mvand children must move to their cars
quickly so that traffic can begin exitingDO NOT LEAVE YOUR CAR UNATTENDED
DURING ARRIVAL OR DISMISSAL.

For all PM Drivers
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Both Area 1 and Area 2 lots will be closed to catsen students begin to leave the school
building at dismissal. Any driver arriving afteisthissal must use Old Post Road to Cornwall
Drive to enter our property and form a line behinel chain in Area 2.

Students who do not find their cars will be esabttethe back atrium entrance of the school by a
faculty member. Once the chain in Area 2 is rerdpears may form an additional line closest
to the school to pick up any children waiting a¢ #mtrance. Once those cars have entered the
parking lot and children have been retrieved, amaining children will be signed into the
Extended Day Program by a faculty member on oudidg. In this case, parents/guardians are
financially responsible for payment to the Exten®&y Program from dismissal time (11:30AM

or 3:00PM) to the time of pick-up. All parents/gdians must sign their child(ren) out of the
Extended Day Program before leaving the property..

If a driver is parked in either Area 1 or 2 and thddren involved in the carpool do not arrive to

the vehicle, it is very important for the driver $peak to either an administrator or teacher on
duty to inform him/her that the children have notived. Without an administrator or teacher

being informed, charges will be levied from Extetid®ay at the end of the month. Area 1

drivers who have not located their children mugt G¢d Post Road to Cornwall Drive to enter

the back of our property. Area 2 drivers shoulé@ tise parking spaces in the front, central
parking area of the property, then sign childrenafiextended Day.

WALKERS

The only students considered walkers are those wdilk to and from their homes to school.
Walkers are dismissed with either Areas 1 or 2eddmg upon the direction in which they walk
home. Walkers enter and exit through the sideaan# of the school. Students who are walkers
may ride a bicycle to school and secure it to tleydte rack located near the side school
entrance. Skateboards are not permitted.

Students who walk to and from school must havetaripermission on file in the main office
and must always cross Old Lee Highway where thesomg guard is located. Students must
follow the directions of the crossing guard at tathes. Once a student leaves the school
grounds, the school is no longer legally responsifor the safety of the child.

BUSRIDERS
In the morning, students who ride the city bus ($0Ea day care bus enter the school building
through the side entrance. At dismissal, CUE hders exit the building through the front

entrance. Saint Leo the Great Catholic School does not sponsmr provide a bus
transportation system to or from school. Parentsi@ urged to arrange carpools.

CHANGE IN TRANSPORTATION
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When a student's normal mode of transportatiom@nged, the parent/guardian sends a note to
the school stating the change in plans. If the@¢hange due to an emergency, please notify the
office as early as possible to ensure that youd cbceives the message.

EARLY DISMISSAL

Students should present a note to their homero@ohé& or middle school advisor when
requesting permission to leave class early. The sbould state the time being picked up and
must be signed by the parent/guardian. This nollebe& sent to the office and kept on file.
When a student leaves class during the day fopaoiatment, he/she must be picked up at the
school office and signed out by the responsibldtadu

The office will close (phone calls will be answetsdautomated system during this time) for
afternoon announcements and dismissal4ipm (3:00pm dismissal days) afd:15am(11:30
dismissal days)Any parent who needs to pick up students prior &smool must do so before
these times, otherwise students must proceed wigtrégular carpool dismissaln order for the
student to be authorized to leave school earlgestis must be signed out in at the front officaby
parent/guardian and the office personal will aaliite classroom for the student.

Except in cases of emergency as determined bydimengstrator, a student may only be released
from school with the prior written authorization thfe student's parent/guardian, or leave the
school grounds with the prior authorization frora #dministrator.

PICK-UP FROM AFTER SCHOOL ACTIVITIES

Students attending after school activities (inatgddetention) must be picked up promptly when
the activity is finished. The concluding time bétactivity will be communicated ahead of time.
Any student not picked up within 10 minutes after he scheduled concluding time, will be
escorted by the activity moderator to the Extendeday Program. Parents/ guardians will be
responsible for any Extended Day fees incurredtduate pick up.

Carpool riders or other siblings waiting for bamadents during after school band rehearsal must
wait in the Extended Day program. Parents/guasdsaa responsible for any fees incurred.

All persons picking up band students after schasdtwait at their cars.
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GENERAL SCHOOL POLICIES

ADMINISTRATIVE
STUDENT CUSTODY AND GUARDIANSHIP

At the time of school entry or at any other timeeweha change in custody status/arrangements
occurs, it is the responsibility of the parentésptovide the principal/administration with a tiamed
correct copy of the legal document for any studentvhich there is a legal custody agreement or
for any student not residing with his/her parent.

School communication with the appropriate guardiagssential. Accordingly:
a. Custodial parents should identify in writing othadults who may have access to
information regarding their child.
b. Non-custodial parents may receive information (whegjuested) regarding the child unless
specific documentation to the contrary is providethe legal custody agreement.

ACCESS TORECORDS

Parents have a right (unless prohibited by the tsour a custody agreement) to the timely
inspection of the educational records (cumulativeé eonfidential) of their child during school
hours. The school shall respond to reasonable s¢gj@r explanations and interpretations of the
records.

If the education records of a student contain imftion on more than one student, the parents
are limited to the specific information about thehild only.

Student records shall be open to authorized sgreysbnnel only (principal, assistant principal and
those to whom they extend access within a given)yea

The School administration may elect to provide @dtgphotocopies of a student’s educational
records to parents, but documentation is to bedrunofficial.”

TRANSFER OF RECORDS

Schools may disclose a student’'s cumulative refiagdPermanent Record card, attendance card,
test results) to another school with legitimatecadional interest provided a written request for
such records, or when those individuals to whonctistodial parent has given written permission,
have requested the child's records to be reledment signature is required for release of a
student’s confidential file (i.e. special educatienords, psychological reports, disciplinary relsor
anecdotal information or reports by the school setlor).

Only copies of student records may be releasedjir@t Cumulative Health Record and MCH-
213 transfer with the student
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Parents may not hand-carry records to another §olmept under extraordinary circumstances.
If this occurs, the records are to be placed ieadesl envelope and marked "hand carried.”

As a general rule, each school, at the discretigis principal, shall have the right not to certifhe
student's graduation or provide transcripts ofdiaelent's academic record to third parties such as
other schools, colleges, or employers, or to issGertificate of Diploma to the student, if theesh
been a breach of a material condition of the conhtfiee., failure to meet financial obligations,
infractions against the school’s code of conduct).

Parents are obligated to share educational/psygicalaesting results and any resulting plan with
the school. If a student has a documented disgkalitopy of the Individualized Education Plan
(IEP), Individualized Services Plan (ISP), 504 pawd/or Student Assistance Plan (SAP) should be
maintained in the student's confidential file. Tatisal to provide such information is a ground for
terminating enrollment in the school.

Confidential records for dis-enrolled studentsrasgged with the students’ cumulative files.
RETENTION OF RECORDS

The following student records are to be retaineefinitely:

Permanent record card (to include transcriptspdétece record and standardized test results)

The following student records are to be retaine@¥%oyears:

IEP/ISP or 504 Plan

Student Assistance Plan

Eligibility Minutes
Student Assistance Team minutes

The following student records are to be retained fgears or age 25 whichever is greater:

. Application

. Counselor notes

. Discipline notes

. Court Documents

. Psychological reports

ScHooL VISITORS

All persons other than school staff and currerglyistered students must first report to the school
office immediately upon entering school groundgngn and wear an identification tag when
visiting the school.

UPON ARRIVAL TO SCHOOL, ALL PARENTS/GUARDIANS AND V ISITORS MUST
USE THE FRONT ENTRANCE ONLY, REPORT TO THE SCHOOL O FFICE,
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INDICATE HIS/HER DESTINATION TO SCHOOL OFFICE PERSO NNEL, RECEIVE
APPROVAL FOR THE VISIT, SIGN IN, AND PICK UP A VISI TOR'S BADGE. No
person may go directly to a classroom or other areaf the school during school hours.
These measures help to ensure the safety of adergtiand enable us to keep track of who is in
the building. Unannounced visits to the classroamesnot permitted, as they are distracting to
the learning environment. Previous St. Leo studexitsnni and or student siblings may not visit
during school hours, as it is a disruption to tbademic day and are not the responsibility of the
school for supervision. They may sign in after pif®0dismissal to see teachers.

All classrooms are locked at dismissal and will m®unlocked by the custodial staff in order to
retrieve forgotten items. Parents/guardians mayetuest that teachers/staff working in the

building after school hours provide them with asamsany classroom or office area for any reason,
other than for a pre-arranged activity.

ScHooL COMMUNICATIONS

Principal’s Communication

The Principal’'s communications are frequent andoarg through various means: the school
website, email, the weekly Thursday newsletter seghrate written communications whenever
necessary; monthly PTO meetings, monthly Schooleld@ment / Enrollment Management
Committee meetings; evening and weekend school @atddent functions; and
meetings/dialogues with parents during the schagp! d

Take-Home Communication

All materials prepared by parents for release ¢éoRhrish or school community must be approved
by the Principal or his/her designee.

Regular weekly communication between school andensniy means of the “Thursday Folder.”
Each Thursday, the oldest or only child takes hamramunications from his/her teacher(s), the
school office, or other departments. At some gtadels, classroom work is also included in the
folder. It is the parent’'s/guardian’s responsipito review this information each Thursday, and to
respond (when required) in a timely manner. If pla@ent/guardian prefers for the folder to be
routinely brought home by a different sibling, fpthe main office with your request.

Website Communication

Consult the school's website aww.saintleothegreatschool.orfpr news and information
regarding the school and its programs. The we€Khursday Newsletter” from the office is
available on the site and contains important infidrom about current or upcoming activities. It is
the parent’'s/guardian’s responsibility to revievistinformation each Thursday, and to respond
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(when required) in a timely manner. Parents/gaaglivho do not have access to the internet may
notify the school office and other arrangements ¢l made. Calendars and additional school
information are also included, and the site mayde to contact faculty members by email.

CHANGE IN FAMILY |INFORMATION

Changes in address, or home, work, or emergencgegphambers must be communicated in
writing to the school office immediately.

TELEPHONE USE/MESSAGES FORSTUDENTS

Students are permitted to use the telephone iiH#ath Clinic for emergency situations or if a
lunch has been left at home, and only whenompanied by a note from the teacheor with
approval from administration or the office staff.

Parental messages for students are to be communicated to tbfice before noon. Messages
left after the noon hour will be relayed to studens only in case of emergency.

Any items parents/guardians bring to school musteltein the school office with the child’s
name and room number clearly marked. If possiliglents should be told ahead of time to pick
these items up in the office. It is the studengsponsibility to retrieve these items. Office
personnel will not deliver items to the classroom.

INCLEMENT WEATHER /SCHOOL CLOSINGS

In addition to the traditional 180 school days,®uh should add at least three extra days to the
Diocesan school calendar each year to accommadiaye off due to inclement weather or other
non-weather related emergencies. In the evene timetement weather/emergency days are not
used, schools may dismiss for summer after conmglethe required 180 school days. If,
however, during the course of the year, the schos¢s more than three inclement
weather/emergency days, it is not necessary fostheol to extend its school year beyond the
183 budgeted days, provided the school has sugh&&€ehours of instructional time (as defined
by the Commonwealth of Virginia).

If during the course of the year, the school usetement weather/emergency days, it may be
necessary to modify the published school calendar.

When the Fairfax County Schools are closed becafusazardous road conditions, Saint Leo the
Great School is also closed. If Fairfax County egk change in the opening or closing of
school due to weather conditions, Saint Leo theaGdees the same. It is the parent/guardian’s
responsibility to consult the school website, sten to the radio or T.V. for this information.
PLEASE DO NOT CALL THE SCHOOL. In cases of inclamheveather, or other non-weather
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related emergencies, and the cancellation of dassee school is in session, calls from the
children to the parents/guardians will be discoadag

Since our school is air-conditioned, we DO NOT FQWW Fairfax County School closings due
to intense heat.

If Fairfax County Schools are not in session and $a Leo the Great is in session, consult
the school website, TV channels 4, 7, 8 and 9, asten to WMAL 630 AM or WTOP 103.5
FM for any school closings or adjustments in opengtimes

DELAYED OPENINGS

Kindergarten through Grade 8

e |If there is aONE HOUR DELAYED OPENING ON ANY 11:30AM classes are
dismissed at2:30PM.

o If there is aTWO HOUR DELAYED OPENING ON ANY 11:30AM EARLY
DISMISSAL DAY , classes are dismissed3ad0PM. Please be sure to send a lunch and
drink with your child if it would have been a regull1:30AM dismissal day since neither
lunch nor milk is provided on those days.)

Extended Day Program

The Extended Day Program always opens hour beforeschool:
» Delay ofone hour. open af7:45AM
» Delay oftwo hours: open aB:45AM

When school closes early all children must be piake from the Extended Day Program within
two hours of dismissal. Parents/guardians areoresple for listening to the radio or T.V. for
announcements.

If Fairfax County cancels after school activitidsg Extended Day Program will close within two
hours of dismissal.

PHOTOS AND OTHER MEDIA

Schools must state in their Parent/Student Handtlm®kight for parents to forbid their children
from participating in videotaping, audio recordingchool pictures, other photography, or
participation involving the Internet. When a pareecides to exercise this right, the school is
required to use thev/aiver/Right to Objediorm (Appendix N). All student or parental publicas
are subject to review and approval by the schowlilgidtration prior to publication.

Students may not use personal cameras at schawwipermission from the administration for
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a specific event.
L IBRARY

All books chosen for classroom reading in Diocesamools must be appropriate for students not
only in age level and reading ability but also e moral development which we are working to
foster. All books shall conform with Diocesan p@&and guidelines regarding Catholic education.

Parents or teachers who object to reading or awvdigl/computer materials must complete an
Objection to Content Form (Appendix K) and subntitta the school principal. A review
committee (to include an Office of Catholic Schoatember) will subsequently discuss the
objection and decide the disposition of the chaéehmaterial. The parent or teacher initiating
the review should be personally notified of the ulss of the review.

FIELD TRIPS

» Field trips are privileges planned by teachers gmglroved by the school administration with
educational purposes as the primary objective mtight of financial considerations.

* Field trips are considered an extension of theadaltey and the code of conduct will apply.

» A student must give to the sponsoring teacher migsion form signed by a student's parent(s)
prior to a student participating in each activiyppendix).

* In the event private automobiles/vehicles of stiglgparents or other authorized adults are to
be utilized to transport students on field tripg trivers and/or the vehicle owners must have a
valid driver's license and sufficient liability, mhieal and uninsured motorist insurance coverage
as defined by the Diocesan Risk Manager. Evideacthis effect must be presented to the
principal/administration for review and approvaloprto the use of such vehicles. The
principal/administration shall have the right t@lpibit for any reason a proposed driver from
transporting students on a field trip.

» Parents/guardians are to be furnished with detail#iten information about the field trip, and
must be given the opportunity to “opt out” theirldren from the field trip.

Teachers and other school employees should na siidents in their personal vehicles.

* It should also be understood, in light of world ditions and specifically threats of terrorism
against Americans, it may be necessary to can¢elossponsored trips due to world and
national developments at any time.

» School-sponsored ski trips are not permitted.

Trip arrangements, bus transportation and tripscast arranged well in advance of the trip and
costs are calculated on the total number of stederthe class. Parent/guardians who opt out of
a field trip for their child(ren) must notify thedcher at the time costs are calculated. Field trip
fees are paid by parents/guardians and are natdefile. Written parental/guardian permission
must be obtained prior to the excursion. Usudlyg field trips per year are permitted. Fees
associated with field trips are paid by parentsfdiaas. There is no refund for missed lunches
due to field trips.
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Chaperone lists for all field trips must receivaoprapproval from the administration. All
chaperones must be at least 21 years of age. (@mgseremain with students in the designated
area at all times, and must refrain from smokinglevim the presence of children at any school-
sponsored field trips or events.

The school reserves the right to refuse a studemtigsion to participate in a field trip if his/her
behavior is inappropriate or could jeopardize teespnal safety of self or that of the group.

OVERNIGHT TRIPS

Overnight trips are not permitted for elementatyosd children.

MARCH FOR LIFE PoLICY

Students are offered varied opportunities to gpgte in activities that promote the sanctity . li

Based on the principal/administration’s decisidndents in grades 7 and 8 may be permitted to
participate in the March for Life as a school angbarish sponsored activity. Field trip procedures
will be followed. Students in grades K through 6l wot participate as a group in the March for
Life. Students with written parental permission magompany their parents on the March for Life.

Students who accompany parents on the March fer dhibuld not be marked as absent for that
day.

GRADUATION REQUIREMENTS/CEREMONIES

The school does not guarantee the award of a degee®y certificate of satisfactory completion of
any course of study to students. In order to Gué&br graduation, students must satisfactorily
complete (by attaining a passing grade) all coussagquired by the Diocese of Arlington and the
Commonwealth of Virginia. In addition students maemply with all school regulations and
policies.

The principal shall have the right to withhold deration of a student's graduation or provide
transcripts of the student's academic record terathools, or to issue a Certificate of Completion
to the student, if there has been a breach of arralatondition of the contract (i.e., failure teeet
financial obligations or infractions against the®al's code of conduct).

Graduation ceremonies should be characterized dpyitdiand due consideration for practical
and economic realities.
A celebration of the Eucharist should be held liergraduates close to the date of graduation.

FINANCIAL ACCOUNTS AND GRADUATION

Eighth grade students will participate in graduatiactivities provided that all financial
obligations are met by April 30of the current school year.
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Eighth grade records are released to high schdias all financial obligations to Saint Leo the
Great Catholic School are satisfied

PARENT ORGANIZATIONS

Parent-teacher (and/or home-school) organizatioassponsored by the School to promote a
cooperative effort at meeting certain needs ofstiveent body. The parent organization is subject
in all respects to the control of the school, athgparent organization activities and all materials
prepared by parents must be submitted to the pahedministration for approval prior to
implementation and/or distribution.

Persons nominated to serve as a PTO board memlstrreneive the approval of the pastor and
principal.

The parent organization should strive:

1. to serve in an advisory capacity to support theggpal/administration;

2. to provide a means by which parents can respectéuticulate their values and

expectations regarding the school so that theséoeaxamined and addressed by

the principal/administration;

to support and promote quality Catholic educeadibthe school;

to encourage Catholic values of family life;

to share with teachers the values that pareatsteempting to develop with their

children at home;

6. to acquaint parents with up-to-date informationcerning current developments in
educational initiatives as they may affect the stiso that they can be in a better
position to promote the legitimate rights of thehildren;

7. to unify parents in an effort to raise fundshegear for the school.

ok ow

VOLUNTEER PROGRAM

The purpose of the Saint Leo the Great Volunteegim is to assist the teachers and to provide
adult role modeling for the children. Volunteestdi must be approved by the administration.

Volunteers are limited to parents, grandparents, ad siblings over 21 years of age unless
specifically approved by the administration. Children under the age of five shoulebt
accompany volunteerswhile they assist at school which includes bunha limited to the
following activities:
» Working with teachers and assisting with activitieh in and outside the classroom
» Working with small groups of children in an eduoatl setting for either enrichment or
remediation
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Assisting the librarian in checking out books, bgirepair of books, and book selection
with children

Providing enrichment through class presentatiossisng with field trips

Serving as room parents, organizing and servingeatptions, and helping with
fundraising activities

Providing lunchroom/playground supervision

A more comprehensive list of volunteer opportusitie provided to each family at the beginning

of the school year. Contact the Volunteer Cooringo learn more about how you can assist.
Consult the Family Directory for the appropriateepdione number. Your assistance and time is
greatly needed and appreciated!

Volunteers must provide evidence of a negative rublesis skin test or X-ray, and meet the
diocesan requirements for volunteers. EffectiveeJ2004, the Diocese of Arlington revised its
requirements for volunteers. Volunteers who hauestantial contact with students are required
to complete the following:

1)

2)

3)

4)

Background packetwhich includes:
» Diocese of Arlington Criminal Background History &1k Authorization

» Virginia Department of Social Services/Child Proi@ec Services Request for
Search of the Criminal Registry and Release ofrinfgion Form

* SP-24 National Criminal Background Check for Empley or Volunteers
Providing Care to Children, the Elderly and Disable

Policy on the Protection of Children/Young People rad the Prevention of Sexual
Misconduct and/or Child Abuse: Read the policy, sign and detach the back page, an
mail it directly to the Diocese to the address ed. Questionnaire: Complete and
mail it directly to the Diocese to the address pied.

Code of Conduct for Church Personnel in the Diocesef Arlington: Review, sign the
back page, and return it to school.

Attend the VIRTUS Protecting God’s Children Seminar and provide electronic
confirmation of attendance including the place addte. Register on line at
Www.virtus.org

Volunteers identified as those with substantial taonwith students at Saint Leo the Great
School are:

1) Lunchroom / Playground monitor

2) Room parent

3) Chaperone foany event

4) Volunteers who are working 1:1 or in small groupghwchildren, i.e. math parent
helper, or any who may interact with children withthe teacher’s presence
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5) Library volunteer
6) General volunteer who comes into the school orsotesn more than one time a year
to do various jobs

Volunteers who help in the classroom once per geamot required to complete the background
check. Science fair judges, field day Assistantdpnial day helpers, medieval day helpers,
presidential fitness testers (that remain withgiaip), and guest speakers do not need to complete
a background check with the understanding thatritiwidual will not be alone with a student at
any time during these events.

If a person has completed the required backgrowamemqork and attended the Virtus through
another parish/school, please contact the St. latwd@ Office of Child Protection and Safety

Volunteer Liaison (School Nurse) at the beginnihghe school year or upon transfer to have your
name added to the St. Leo School volunteer congdiagport.

CYO coaches, scout leaders (girl, cub, and boyyasgided with background check materials
through the rectory; CCD volunteers are providethulese materials through the CCD office.
Volunteers who meet the requirements through theorng or CCD office can be added to the
school general volunteer list.

FUND-RAISING

Any program of fundraising at the school must hakie approval of the pastor and the
principal/administration. Fundraising activitiesoshd be organized and executed so that the school
program is not interrupted. Students may partieipatand cooperate with worthy collections and
fundraising projects conducted by the school oispar

Any school group or moderator of a group wishingdaduct a fundraiser at any time during the
school year is required to complete the appropfiatdraising request formAll requests must
receive prior approval from the pastor and principarms are available in the school office.

STUDENT PHOTOGRAPHS

Opportunities for professional student photogragtes available twice during the school year.

Individual photographs are taken each fall; clalsstpgraphs are taken each spring. Notice is
sent in advance to advise parents/guardians ofingdprocedures. As a fundraiser, the school
receives a percentage of the sale of these phqiogfaom the photo company. These funds are
used to enhance instructional programs during¢hed year.

USE OF SCHOOL/PARISH PROPERTY

Commercial enterprises (individual or group), adwam of personal family businesses and
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solicitation of any kind are prohibited on schoaliph property.
BUYING AND SELLING OF ITEMS IN SCHOOL

No students may buy or sell items in school orarosl/parish property for personal profit or for
organizations outside of school. All buying andlisg of items must be cleared through the
school administration.

TRANSPORTATION/PARKING

Always follow the directional signs and arrows wlesttering the school/church property. Cars
must never enter an area when barricades/cones place. If you must leave your car, park it
in the most central parking lot spacd2arents/quardians or other visitors must use the tint
entrance to the building at all times

Parking spaces located in the front of the buildind between the building and Van Dyck Park
are reserved for faculty. Curbs that are paintdby are designated fire lane€ars are not to
be left unattended along yellow curbs. The roadwain this area is “one way” only.

Parking in Area 1 is not permitted one and a half burs prior to the opening and closing of
any school day.

The first parking places (in Area 2) at the front ©rners of the school, are reserved for the
winners of these items purchased at the School Déopment annual Auction Gala.
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FINANCES

DIOCESE OF ARLINGTON TUITION ASSISTANCE PROGRAM

Application Process & Requirements

a. All school families participating in the program stisubmit the same application
form (available in English and Spanish) along vethrocessing fee payable to the
private vendor.

b. To become eligible for receiving funds from thiogram, students must satisfy
all of the criteria described below:

A baptized Catholic or convert officially receivado the Church

» Family resides within the boundaries of the DiocaisArlington

» Family is registered and an active member of thieshba

 Student attends or is accepted by a Catholic séhdbk Diocese of Arlington

c. The deadline for submitting applications to thetcacted vendor is determined
annually. Applications received after the state@ date will be considered for
tuition assistance if funds are still available.

d. Although students from families residing on localitary bases are not domiciled
in a Diocesan parish, those students are eligibtetiie Diocese of Arlington
Tuition Assistance Program.

e. The funds from the program will be paid directlyth@ school that the qualifying
student attends. Schools will credit the tuitiomamts for those families who
have been approved to receive aid for that scheenl.y

SCHOOL TUITION POLICIES

The Pastor, in consultation with the Principal &dance Council, establishes the amount of
tuition and educational fees to be charged each iyeaccordance with the diocesan salary
guidelines for a parochial Catholic elementary stlamd parish financial policies.

In-parish rates are based on parishioners' registriaion at St. Leo the Great Catholic
Church.

DuUE DATES

Monthly tuition payments are due by the"16f each month, based on a ten-month school year.
The first payment is due by Julyl@nd by the 19 of each succeeding month through April
10" All educational fees for each child are due in fullwith the first tuition payment in
July. Registration is subject to cancellation if firsttuition payment is not received by July
20". A tuition booklet is provided to each family to uke payment. Requests for alternate
methods of payment of fees must have the prioraygprof the principal. Tuition (exclusive of
fees) may also be paid yearly or quarterly.

Accounts must always be current by the end of thecademic quarter. The child will not be
allowed to attend class until outstanding tuitionJate fees, and all other fees are paid in full
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by the current quarter, or unless specific arrangerents for payment have been discussed
with the pastor or the principal.

Late Fees

A late fee of $30.00 is charged to monthly tuitecounts that are ten days past due, and for
each month that tuition is in arrears. We reséneeright to require a money order, cashier’s
check or certified check from families who have hhdee returned checks within any of the
school financial areas. Any amounts outstandingobeythirty (30) days, related to tuition
payments, fees or any other similar item, are past accounts. Following the expiration of
thirty (30) days, and after consultation with thest®r and the Office of Catholic Schools, past
due accounts may be placed with an attorney fédectdn. In the event that the School obtains a
judgment for the subject past due account, theodedgrees to pay, in addition to any principal
amount that may be owing and due, actual attorrfeg's and costs associated with obtaining the
enforcement of the respective judgment.

FINANCIAL ACCOUNTS AND RE-REGISTRATION

In-house re-registration for students currentlyoad is permitted only for those families whose
financial accounts are current. Re-registratiarthie following year will not be considered final
until all tuition and fees for the current year aaad in full by the due date established by the
school.

In certain circumstances with administrative appfotuition may be pro-rated up to the date of
withdrawal. This is handled on an individual bagith administration.

To process paperwork, parents/guardians are tadeadwo-week notice prior to student’s last
day of school.
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FINANCIAL ACCOUNTS AND GRADUATION

Eighth grade students will participate in graduatiactivities provided that all financial
obligations are met by April 200f the current school year. Any Extended Day fieesirred
after April 20" must be paid in full by the last full week of sohprior to graduation.

Eighth grade records are released to high schdis all financial obligations to Saint Leo the
Great Catholic School are satisfied.

RE-REGISTRATION FOR STUDENTS CURRENTLY ENROLLED

In-house re-registration for students currentlyolad takes place at the beginning of the second
semester. Parents/guardians complete the apppeigegistration form and submit this with
the re-registration fee as follows:

1 child $100.00
2 children $150.00
3 or more children $175.00

All re-reqistration fees are non-refundabl&he only exception will be for families who tréeis
their residence to another geographical location.

Tuition is based on a 10 month school year (which ay be paid in 10 equal installments).
The first payment is due July 10, 2012 and by the0f' of each succeeding month through
April 2013. If your first tuition payment is not received by u20, 2012, your registration
and guaranteed class placement is subject to cdatien. This will allow us to notify those
on the waiting list

In-parish rates are based on parishioners’ registron. Payments received after the 20 of
the month will be considered late and will be assssd a $30.00 late fee.



TUITION AND OTHER FEE SCHEDULES

2011-2012 TUITION RATES:

In Parish Annually
1 child $4,728
2 children $8,078
3 children $10,491
4 children $11,240

_————

Out of Parish Annually
1 child $6,360
2 children $10,006
3 children $13,005
4 children $13,755

_—=————

Families of Annually
Other Faiths
1 child $7,273
2 children $13,597




3 children $19,304

4 children $20,048

*charts are based on 10 months, 40 weeks, 180afaghool*

ADDITIONAL FEES:
The additional fees are paid_in full and are due wh the first tuition payment July 10, 2011

M(Necessary to provide for smaller class size,tfoie instructiona

[KINDERGARTEN FEE | $350 per chil assistants, and additional consumable art supplies)

lEDUCATIONAL FEE $350 per Chilcu(Provides for the purchase and rental of bookskhaoks, paper
P art supplies, and playground/lunchroom supervigion.

8th GRADE FEE $175 per chilg{class activities/Graduating expenses - Due Noverhp2011)
IEINANCIAL AID (As stewardship to assist those families in need are unable tc
STIPEND (OPTIONAL) $30 per famlly{ meet the necessary tuition/fees payments; matcyn&adint Leo
the Great parish.)
$36.00 per Milk fee is paid byseparate checkat the Open House in Augus
IMILK FEE (OPTIONAL) [child for the ina gepargte envelope markgd with chlld/ren(s)e(a)ngraFIe;
vear specify white or chocolate. Milk can also be pusgthany time

|during the school year.




EXTENDED DAY PROGRAM

|[Registration Fee

$75 per family

[Hourly Rate

$6.00 per hour per child Fees cover each boyrart of an hour.

|(For the first half houonly of each day, fees are one-half the rate.)

|Late Pick-up Fee

$25, per family, for each 15 mésudr portion thereof, beyond closing tifne.

All accounts are due and payable by the 10th df esmnth. Payments received after the 20th of thetmare considered late

and are assessed late fees as follows:

Total outstanding balance of $50.00 or less = $10.0

Total outstanding balance of $100.00 or less =(20.

Total outstanding balance of more than $100.00G-Ck3



CO-CURRICULAR AND EXTRA CURRICULAR ACTIVITIES

PARTICIPATION

Participation in co-curricular and extra curricuativities is a privilege, not a right. Students
who successfully meet the school’'s academic reongrgs and adhere to the code of conduct
will be given the privilege of participating in @awricular and extra-curricular activities. Girls
are not allowed to participate in boys’ footbalbfor wrestling activities.

Students participating in school-sponsored tearet&thactivities must have proof of an annual
physical. Submission of a pre-sport participatibggacal examination form and consent form for
elementary and middle school based athletic prograrticipation is required, excluding parish
CYO.

When a student is requesting a waiver from padiong in Physical Education classes and/or

recess, parents are required to submit a writi@ersient from their child’s physician that states

any activity restrictions with regard to particijpat in Physical Education classes and/or recess.
The statement is expected to include a specifie fi@me for the activity restrictions.

TRANSPORTATION OF ATHLETES

Students participating in a school-sponsored spbd wish to drive to and from practice and
games in a privately owned vehicle must have aewripermission from their parents/guardians.
This approval does not permit a student to trarispibier passengers, under any circumstances,
unless that passenger is a member of the car pquéranitted by the parents and administration.

Although CYO athletic teams are separate and distfrom parish/school activities, the
pastor/principal retains the right to possible iméation by the school in the event a significant
incident would bring the reputation of the parishd@r school into question within the
community.



CO-CURRICULAR ACTIVITIES

ALTAR SERVERS

On a rotating basis boys and girls, who have besned by Saint Leo the Great Parish, act as
altar servers for school Masses, daily 9:00AM paNMasses, on holy days, and for funerals as
needed. Initial training is offered by a membeittad clergy to interested boys and girls, fifth
grade and older. Altar servers who are schedulesitee during the school day are responsible
for finding a substitute server and communicatihgs tchange to the Altar server school
coordinator. Students wearing PE uniforms must hftng their uniform dress shoes to serve.

CULTURAL ENRICHMENT PROGRAM

Cultural enrichment programs in the form of fielgh$, school assemblies, or classroom speakers
are meant to broaden the interests of the stud@aitso supplement the curriculum.

INSTRUMENTAL MuUsIC PROGRAM

Saint Leo the Great Catholic School participateshim Diocesan Band Program. Lessons are
given on a rotating basis during school hours.| Bahd practice is usually held for one hour
once a week. Students in Grades 4 through 8 whoirgerested in the band program are
provided with all necessary information at the begig of the school year. It is the
responsibility of each band member to make up dagscwork missed during lessons or band
practice. Band lessons are contracted by the paiém the Garwood Whaley Music Program
and the fee for lessons is paid directly to theypm.

The Saint Leo the Great Band is an award winnirgmehtary/middle school band. They
participate in the Diocesan Band Festival as webre other competition during the school year.
The many trophies and awards earned by the b&est & their superiority.

NATIONAL JUNIOR HONOR SOCIETY

The purpose of this organization is to create esidsun for scholarship, stimulate a desire to
render service, promote leadership, develop chemaahd encourage citizenship in students of
Saint Leo the Great Catholic School. Membershipnshonor bestowed upon a student.
Selection for membership is by majority vote of tfaeulty council and is based on the
outstanding scholarship, character, leadershipjcggrand citizenship during the middle school
years. Candidates become members at a specialtimduceremony scheduled during the
academic school year. Specific criteria for sébecbf members are disseminated to parents and
students in the fall of each academic year.

Transfer students entering St. Leo’s who have dyréeen inducted into a NJHS, may submit a
letter from their NJHS moderator and transfer theémbership.

Eligibility
Students in seventh and eighth grade will be diditwr membership.
Selection Process:
1. Students with Middle School cumulative GPA of 92f6English,



Literature, Math, Science, Social Studies, Spaargh Religion will
receive an activity form to complete and returthi® NJHS Faculty
Advisor. Returning eighth grade students will bealeated for
admission at the end of the first quarter. Eightdg students who
have only transferred to St. Leo School during rtleéghth grade
year and all seventh grade students will be evialndbr admission
after the first semester.

2. Middle school and encore teachers as well as stafhbers who
teach/work with the students will provide a chageact
recommendation.

3. The faculty council will take into considerationhet Personal

Development section of the report card where stisdeould
maintain 2s and 3s in all areas, the completedripctiorm, and
teacher recommendations during the selection psodestential
candidates with one 1 or one U may appeal to thenab for
consideration.

4. Candidates who are invited to join the Saint Le® @reat Chapter
of the NJHS will become members after their indutteremony.

SAFETY PATROL

Students in Middle School (Grades 6, 7, and 8kgctetl by teacher recommendation, act as
safety patrols during the school day. They worketsure everyone's safety, particularly at
arrival and dismissal. All members of our schamhenunity, as well as visitors, are expected to
abide by the instructions given to them by thetggdatrols

STUDENT COUNCIL

Student Council officers, President, Vice Preside®écretary/Treasurer, Commissioner of
Religions Affairs, Commissioner of Publicity and dia Relations, Commissioner of School
Spirit and Athletics, (Grades 6 through 8) andsrlasm representatives (Grades 4 through 8) are
elected each year by the student body. A facultyniver acts as advisor to the Student Council.
The Council works toward the betterment of all atpef school life. This activity provides the
students with the opportunity to develop leadershifls; promotes a sense of responsibility and
service to the school, church and community; antberages students to use their creativity in
promoting school spirit.

Student Council officers are elected in the sprpr@r to the new school year. Potential
candidates must have maintained 2s and 3s in trsof@ Development section of the report
card in the year running for office. Potential caatles with no more than one 1 or one U in the
Personal Development section of the report card appeal to the Student Council Faculty
Advisor for consideration.

In addition any student running for President oce/President must maintain an average no
lower than 85% with no subject grade lower than 7ir%the election year and must have

attended St. Leo School for one year prior to tgloffice. President must be an eighth grade
student while in office. Vice President must be@venth or eighth grade while in office.



All other officers must maintain an average no loW®n 77% with no subject grade lower than
70% in the election year. The secretary/treasurestalso have attended St. Leo School for one
year prior to taking office. All other officers muse in sixth, seventh or eighth grade while in
office.

Student Council representatives must maintainsaiirtl 3s on the Personal Development section
of their report card to remain an active membethdly receive a 1 or U, they will be placed on
probation for one quarter and an alternate studalhttake their place. They may earn their
student council office back by not receiving anyot4Js the next quarter. If the representative is
unable to accomplish this, they will not be ableséove on the council. It is important that the
student takes the time to concentrate on their logravior during this time.

YEARBOOK (THE PRIDE)

The Pridedepicts the highlights of the current school yaad is compiled annually. Order
forms are sent home at mid-year; distribution og@irthe end of the school year. Yearbook club
is a selected group of Middle School students wieoetigible to apply to serve on the yearbook
editing team in the fall of the new school yearefmeet afterschool on a regular basis.

EXTRA CURRICULAR ACTIVITIES

7™ AND 8™ GRADE DANCES

Students in grades 7 and 8 have the opportunigttend several Diocesan dances during the
school year. These take place during the earlgiagehours, are limited to Saint Leo the Great
7" and &' grade students, and are chaperoned by administrdgculty, and parent volunteers.
Parent Permission and emergency forms are requitdietr expenses, funds raised through the
sale of tickets are used to help offset the cobtsighth grade graduation activities. Refer to
Dress Code regulations for appropriate attire.

SCOUTING

Students have the opportunity to participate in fokowing scouting programs: Daisies,
Brownies, Girl Scouts, Tiger Cubs, Cub Scouts aog 8couts. Parent volunteers run the scout
troops. Students receive information about thegarozations through flyers and information
sent home from the school. Representatives frastouting programs are also available at the
Open House in August. Neither Saint Leo the Gresth@ic School nor Parish operate these
programs.

SPORTS

Saint Leo the Great students participate in thetidon Virginia Junior Catholic Youth
Organization (CYO) sports program in basketbakedhall, cheerleading, softball, tennis and track.
Parent volunteers coach each team. Neither Bainthe Great Catholic School nor Parish operate
these programs. Interested students in Gradesdgthn 8 have the opportunity to sign up and try
out for the teams at school at the beginning os#ason. Grade requirements vary according to the



individual sport.

SUPERVISION OF STUDENTS

The school is not responsible for providing supeovi for students who remain on school property
after the conclusion of the instructional day, salghe student is participating in a school-
sponsored activity (such as athletics or theater).



STUDENT RESPONSIBILITIES & BEHAVIOR

CODE OF CONDUCT

In all areas of learning, discipline must be coestd in the development of the whole person.
The Code of Conduct is based on the Gospel messfagesus. Growth in self-discipline, a

responsibility for Catholic moral values and a hayirespect for the rights of all persons is
encouraged and nourished by the Code of Conducachave these ends, parents, faculty and
students work together to create a Catholic scéoalronment. These basic components include:

. Teachers have a right to teach. No student wip) ghe teacher from teaching.

. Students have a right to learn. No student wilb tnother student from learning.
Based upon the Catholic moral values and lovirgpeet for others taught by
Jesus, students:

will be honest and committed to integrity.

will be respectful and courteous toward all teaslzard adults.

will refrain from harassment of any kind.

will use appropriate language.

will speak respectfully to and about others.

will complete all assignments and participate futllass.

will respect all school and personal propé@are of School Properly

will refrain from any deliberate disruption in teehool.

will adhere to the school’s cell phone policy.

10 will comply with the Internet Acceptable Use Policy

11. will demonstrate good sportsmanship when engaged ischool-sponsored co- and
extra-curricular activities.

12.will be present for all required activities unlessdficially excused by the
administration.

13. will adhere to the dress cod@réss Code).

14. will not give or receive unauthorized assistanceesis, quizzes or assignments.

15.will not leave school grounds during the school day any reason without
permission from the principal/administration.

16. will not bring to schoolnor possess at school any real or toy knives, gonsny
facsimile thereof), sharp objects that may be wsed weapon, matches, lighters,
sparklers, laser devices or any facsimile therktas understood if this term is
violated, suspension or expulsion may reg@tbstance Abuse/Weapoasd
Inappropriate Materials).

17. will maintain and support others who maintain a&said drug-free environment at or
near school and at all school sponsored functiotigities with the understanding
that possession or distribution of alcohol, drugbacco or any other substance
that may be harmful or dangerous and forbiddemtiude drug paraphernalia
will result in suspension or expulsion from scho@ee also Substance
Abuse/Weapons).

18. will not engage in any physical or verbal contatthvanother student which could be

interpreted to be an inappropriate display of difec Such conduct is prohibited

CoNokrwhPE



on school grounds or at school-spons@etivities.
19. will, at all times, whether at school or in the aoomity, conduct themselves in a
manner which reflects the Catholic values and jples of the school.

The school observes this Code of Conduct becausebitilt on fundamental Catholic social
teachings. The role of the principal/administratistaff and faculty is to work with the students
and parents to assist the students in developstigpag Christian attitude toward life.

SUBSTANCE ABUSE/WEAPONS

The school makes every effort to make students ewhthe dangers and consequences of the
unlawful use of substances.

1. It is unlawful for any person to manufacturd|,s& distribute or possess with intent to

sell, give or distribute any controlled substaniceitation controlled substance or marijuana
while upon the property of the school; on any sthHmgs; upon any public property or any

property open to the public use within 1000 feeth#d school (or any school bus stop when
students are waiting to be picked up and transpader are being dropped off from school or a
school-sponsored activity.) If a student knowsuspects that any of the foregoing activities are
occurring, he/she must immediately report the mattehe school administration/faculty so the

appropriate law enforcement agency may be contacted

2. If a student is suspected or is discovered t@ l{a) violated the foregoing policy with
respect to any controlled substance, imitation rodled substance or marijuana or (b) used,
possessed or distributed alcohol or tobacco wigtnuthe property of the school; on any school
bus; upon public property or any property openhi public use within 1000 feet of the school
(or any school bus stop when students are waitingetpicked up and transported to or are being
dropped off from school or a school-sponsored dgjivthe student will be subject to
disciplinary action, up to and including expulsidn.the event school officials believe that a
student is under the influence of an illegal substathe parents will be notified. School officials
reserve the right to require that the student kentdor drug testing within 24 hours and that the
results of the testing be shared with the apprtgisahool officials. If, however, a violation of
the law has occurred, the proper law enforcemesn@gwill be contacted (see also Policy 615).

3. A student shall not possess or use drug pamgleerincluding, but not limited to, water
pipes, cigarette paper rolling machines, and mingascales on the property of the school, on any
school bus and/or any school-sponsored activityetisdr discovered in an authorized search of
his or her private property (Policy 615, paragraplor on school property (e.g., lockers—Policy
615, paragraph 2). Any student who violates tihavigion will be subject to disciplinary action
up to and including expulsion.

4. A student shall not possess, use or threateis¢oon the property of the school, on any
school bus; and/or at any school sponsored actiaity weapons (including but not limited to
any pistols, revolvers, rifles or other firearmgjnsweapons, tasers, knives, flailing instruments
(which may sometimes be known as nunchucks orifighthains), sling shot, metal knuckles,
any type of pointed metal throwing disk or dartcegpepper spray or other similar propellant or
any type of explosive, incendiary or poison gasmbpgrenade or rocket) or any facsimiles
thereof, or any object that can be used with theninof threatening or harming an individual,



except when expressly authorized by a member of stfeol administration/faculty for
authorized school purposes (such as knives foonbein food preparation activities in family
life/home economics class; chemicals solely forinsastructional lessons as part of the school's
academic curriculum; etc.). Any student who viddatthis provision will be subject to
disciplinary action up to and including expulsidinthere is reason to believe a violation of law
has occurred, parents as well as the proper lawrerthent agency will be immediately
contacted.

DISCIPLINE

Because it is impossible to foresee all problemgkvarise, this handbook empowers the faculty
and administration to take disciplinary action &y behavior (within or outside of the school

community) which violates the spirit, philosophydacode of conduct of the school, even though
not specified.

In justice to the other students, circumstances dizgte that a student be removed temporarily or
permanently from the particular school setting.

USE OFDISCIPLINARY ACTION

In cases where a student is continually disrupti’ethers or in the case of a single serious
disciplinary infraction, the teacher will appraitbe principal/administration of the situation. They
will assist in the development of a course of actmbe taken to correct the situation.

Students who lack self-discipline or who violates thights of others can expect disciplinary
action. Each offense will be dealt with on an indbal basis according to the age of the student,
the nature of the infraction and the severity & tase. Repeated infractions can result in more
serious consequences, up to and including susperena/or expulsion, but there is no
requirement for progressive discipline.

DISCIPLINARY MEASURES

The following are some approved disciplinary measur
Counseling and/or conference with the student amdly
Assignment of special tasks

Denial of privileges

Detention

Probation

Suspension

Dismissal

Expulsion

NG AWNE

SPECIFIC DISCIPLINARY POLICIES
Disciplinary measures may also include any of tiewing:

» Warning to student (verbal or written)



* A written note from student to parent/guardian

» Supervising adult, teacher, or administrator issu®garning Note, Behavior Report, or
Disciplinary Referral

* Time-out period

» Denial of privileges (which may include field tripsd/or school-sponsored social events)

* Financial restitution for damage caused to schompgrty or belongings of another

Self discipline and conseguences

“Discipline means hearing the voice of another,arathnding the meaning of what is heard, and
applying the message freely and appropriately ¢osituation...and leads him or her to become
inner-directed, responsible, responsive, and caoper” (Student Self-Discipline in the
Classroom and Beyond, p.xiii-Xiv)

Any form of discipline should be a means of helpegtudent to modify or change his/her
behavior and to help him/her develop self-discrlirit is understood that a moderate number of
verbal daily reminders for children in Kindergartdmwough Grade 3 are considered to be a
natural part of the learning process in becomingeanber of the school community. Teachers in
Kindergarten through Grade 5 may elect to use nafeincentives and consequences. At the
middle school level, a “Pride Points” system (camd in each student’s assignment book) is
used.

Uniform Violations

In Kindergarten through Grade 5, use the designfated to notify parents/guardians of student

uniform violations. Teachers keep a copy as anmdearito ensure that the student returns the
signed form the following day. If an encore teacheeds to issue a uniform violation, he/she
should give the copy to the homeroom teacher gdalaw-up can occur the following day.

Kindergarten through Grade 2 students do not hlawecategory of “adheres to Dress Code” on
the report card as do the older grades. If thirglation forms are issued in K through 2, teachers
may give an “1” for “Accepts Responsibility” on threport card if more than three violation
forms are issued, students may receive a “U” of ‘Mihere applicable). However, grade level
circumstances should be taken into consideration.

Uniform violations at the middle school level areted in the student’s “passport” and/or the
designated uniform form.

WARNING NOTES, BEHAVIOR REPORTS, AND DISCIPLINARY REFERRALS

Any student in Kindergarten through Grade 8 magirexWarning NotesBehavior Reportsor
Disciplinary Referrals These are issued for, but are not limited tolations of the Code of
Conduct. They may be issued by an administragacher, or staff membeiWarning Notes
(and/or loss of Pride Points for middle school enid) are issued for less serious violations.
(Refer to Middle School Passport for consequenoesdpeated point deductionsBehavior
Reportsare issued for more serious violatiorBisciplinary Referralsare issued for violations



deemed very serious in nature. Violations of aimgllare deemed serious in nature when they
are repeated behaviors.

Warning Notes Behavior Reports or Disciplinary Referrals always require a
parent/guardian signature. In Kindergarten through Grade 5, notes, reports and referrals
are returned to the homeroom teacher the followingschool day _beforethe student is
readmitted to class. In Grades 6 through 8, theyra returned to the advisor the following
school day _beforethe student is readmitted to class.

At the administration’s discretion, student actioasulting inWarning Notesnay be reflected in
the Personal Development section on the quartepprt card during the academic quarter in
which the notes are received. Student actions trieguin Behavior Reportsor Disciplinary
Referralswill be reflected in the Personal Development isact Warning Notes, Behavior
Reports, and Disciplinary Referratkd not accumulate beyond the present academic year

Warning Notes

The purpose of th&arning Note is to inform the student and parents/guardiansnofor
violations of the rules, and to provide the studsith the opportunity to correct this behavior
without disciplinary action. The combined effoftgarent/guardian and teacher to instruct and
inform the student should correct the behavior.

Behavior Reports

When the same minor violation is repeated for aois@dime, aBehavior Reportis issued.
When a student has three violations, each diffemadt minor in nature, Behavior Reportvill

be issued. Additionally, 8ehavior Reporican be issued when a violation is deemed more
serious in nature. ABehavior Reportnecessitates direct communication with the student,
teacher, and parent/guardian. When a studentvescéhie first behavior report, the behavior is
discussed and a plan of action is formulated; pis@ry consequences and the plan of action
(when applicable) is communicated to the parerteevia email, phone call or conference. A
critical part of the plan includes enlisting theppart of the student's parents/guardians in
promoting self-discipline in their child. Complieen and active cooperation by the
parents/guardians is essential.

If the student receives a secoBdhavior Reporta conference via phone or in person during
school hours occurs between the student, parentigma teacher, staff member (when
applicable), and an administrator to discuss armladment further dimensions to plan of action.
Disciplinary consequences are communicated, when applicablanpli@mce and cooperation
between family and school is essential.

Disciplinary Referrals

If the student has a third serious violationP&ciplinary Referralis issued. A meeting or
conference call during school hours occurs betwhenstudent, parent/guardian, teacher, staff
member (when applicable), and an administratore 3ériousness of the situation is discussed,
especially regarding the severity of reaching Ehgciplinary Referrallevel, a reassessment of



the plan of action is conducted, and a revised @amplemented. Disciplinary consequences
are communicated. Compliance and cooperation legtwee family and school is essential.

Since a plan of action has preceded Disciplinary Referral it is noted on the referral, the plan
of action may be modified, and the student may bepended and placed on disciplinary
probation. If another violation, deemed very sesidy the administration, occurs during the
probationary period, it is considered grounds fermissal/withdrawal or expulsion.

If the student has committed a first violation deemvery serious, he/she will receive an
immediateDisciplinary Referral This will initiate a conference via phone orgarson during
school hours with the student, parent/guardiarylfaenember, staff member (when applicable)
and administrator.

Since a plan of action has not preceded Ehggiplinary Referral a plan of action for student
improvement and self-discipline is implemented.sdiplinary consequences are communicated.
A critical part of the plan includes enlisting teapport of the student’s parents/guardians in
promoting self-discipline in their child. Complism@and active cooperation between family and
school is essential.

If a repeated serious violation occurs or if thedsht commits a second serious violation, a
secondDisciplinary Referralis issued. The student is suspended and placedisciplinary
probation. If the student receives a thDasciplinary Referralfor an infraction deemed very
serious by the administration, it is consideredigas for withdrawal/dismissal or expulsion.

DISCIPLINARY DETENTION

When a student is assigned before or after schetehtion, the parent/guardian will be notified
of the date and time by means of a detention foffhe parent/guardian signs the form; the
student returns the signed form the following sd¢hi&y. Parents/guardians are responsible for
the timely arrival (for before school detention) mick-up (for after school detention) of the
student. In the case of after school detention, students whare not picked up within ten
minutes after the schedule concluding time, will besent to the Extended Day program
Parents/guardians will be responsible for any ed¢dnday fees incurred due to late pick-up.

SUSPENSION

Suspension may be imposed as determined by thecigaifadministration. Once the
principal/administration suspends a student, paneraty be required to sign a behavioral contract in
which they signify their understanding of the peshl and agree to work with the school in
correcting the situation.

The failure of the parents to execute the abowreated agreement shall preclude the student from
returning to the regular instructional program. sTholicy applies to in-house and out-of-school
suspensions.



Suspension may be imposed by the administratioa fogjor infraction of school rules or for the
accumulation of disciplinary referrals as outlingldove. The principal may consult with the
pastor. The number of days for suspension depgoais the severity of the offense.

Cheating (which includes copying another student’svork/homework or providing work to

be copied by another student) and or verbal/writtefphysical threats of violence results in
suspension. Students may receive in-school or out-of-scha@psnsions. Schoolwork is
assigned for in-school suspension. Credit is gif@ncompleted work only. Work missed
during out-of-school suspension is either completedome or made up and credit is given for
completed work only. Discipline for cheating walso result in an U in self-control on the report
card.

All work is due on the day that the student retuim<lass, unless otherwise specified by the
teacher. Upon return, the student will have faityht hours in which to make up all tests and
quizzes. The teacher is not responsible for rekieg material taught during the suspension
period.

If, in the principal's judgment, the student's @asi warrant removal from the school community
for a period of time, the parents/guardians aréiadtby the principal or delegate immediately.

Written notice of the school's actions will followStudents who have received an out-of-school
suspension cannot be readmitted until a parentdgarameets with the principal or delegate and
agrees to cooperate with the school and sign avimrhhcontract.

Signed agreement of parents/guardians and a wrigeort of the suspension are filed in the
student’s confidential folder, but do not becomet p the student's permanent record or
cumulative record.

The Pastor is apprised of circumstances involvisgigsal or expulsion.

DismISSAL

Conduct which is disruptive to the learning atm@sphand/or contrary to the school's Code of
Conduct is justification for a principal/adminidtca to dismiss a student at the close of the dchoo
year.

Students who are dismissed may apply for readnmgsiany Diocesan school after one full year.

EXPULSION

Expulsion may be resorted to when one or all ofeHewing are present:

1. a serious infraction of school rules occurs;

2. the student has demonstrated continuing disregasdhmol rules for which other
means of discipline have proven ineffectual;

3. the student's continued presence in the schoohisidered by school officials to be
a serious hindrance to the safety or welfare ostt@ol community;

4, a parent repeatedly or seriously violates propenodc protocol, displays

inappropriate or disruptive conduct toward studeotsdisplays disrespectful,



disruptive or harassing behavior toward teachergowrard school, parish or
diocesan staff.

If the principal/administration believes it necegda expel a student, the principal/administration

will notify the student and the student's parebtsuathe student's action and provide them with an
opportunity to respond in accordance with the sthaisciplinary hearing process before making

any final decision on the matter.

A parent whose child is expelled may appeal thigisiten in writing to the Superintendent of
Schools within 5 working days from the time of tett notification.

During the pendency of any appeal, the expelledestu shall be removed from the school
community in compliance with the expulsion noticdess otherwise directed in the discretion of
the principal/administration.

Students who have been expelled from any Diocedamos may not apply for admission to that
school or another Diocesan school for a minimurongf (1) year from the date of expulsion.

STUDENT REGULATIONS AND PROCEDURES

Privacy of individual students must be balancedregdhe need to protect the health, welfare and
safety of other members of the school community.

STUDENTS AND STUDENT PROPERTY
Searches

The principal/administration or his/her designes tiee right to protect the health, welfare and
safety of school patrons against drugs, weaporajtharized publications and other contraband
materials. Search of a student's person and/oromedrsproperty on school property (e.g.
automobiles, etc.) or at school activities may dredeicted by the school principal/administration or
other designated officials. It is only necessant thsearch be reasonable and related to the school
rights in these regards. The failure of a studentvdluntarily submit to a search shall be
presumptive evidence of the existence of contrakamdl grounds for appropriate disciplinary
action.

Interrogation of Students

Unless provided with a court-issued warrant, thetqug(or principal if Diocesan high school) or the
Office of Catholic Schools must first be consulbeore law enforcement authorities are allowed
to speak to any student for interrogation purpasesleged illegal activities. This policy does not
apply to Child Protective Services (CPS) officevBp are by law entitled to interview children.

The questioning by police officers of studentsdhaol or on school grounds about alleged illegal
activities shall meet the following conditions:

» The principal, the assistant principal, or the gipal’'s designee shall be alerted.



* The police officers shall report to the principaiféice.

* Permission from the student’'s parent/guardian,eeithy phone or in person, prior to
guestioning must be acquired.

» The principal or a school representative shallresqnt.

» The questioning shall be conducted in a privatenredhere participants cannot be seen or
heard by students and/or other school personnel.

The police officers, under unusual circumstances;, take legal actions that they deem necessary.

Students and Student Property

Students are solely responsible for their own petsqroperty. The school accepts no
responsibility for items left unattended in the ecoam areas of the school. It is the responsibility o
the student to turn in wallets, watches and otlaéwables to the physical education teacher/coach
when participating in athletic events away fromasthitems of personal property or clothing not
directly related to academic or athletic eventsnspeed by the school should not be brought to
school.

SCHOOL L OCKERS AND DESKS

Lockers and desks are school property and aredubjesearches by school authorities to protect
the safety of all. A student to whom a locker askdeas been assigned has vis-a-vis other students
exclusive use of the locker or desk but has norgtapy rights versus the school.

Lockers are located in each classroom (Gradesdughr 8); separate locks are not permitted.
Lockers/desks may be used to store books and sgppkcessary to the normal classroom

routine. School officials retain the right to metically inspect student lockers/desks. Students
are responsible for any damage they cause to lecker

CARE OF SCHOOL PROPERTY

Students are to care for school property in a @fydenanner. Students who deface or damage
school property or the property of others will mdikencial restitution. If library books are not
returned, students will be assessed an amount emtia value of the book or its replacement,
whichever is greater, as determined by the prit@gdeinistration.

Chewing gum is never permitted in school or at stho functions.

DRESS CODE

The dress code provides a standard for our studehish fosters an environment conducive to
learning and respectful behavior.

Final decisions regarding the school uniform ragh #he principal/administration.



UNIFORM REQUIREMENTS & OTHER PERTINENT |NFORMATION

The complete school uniform is worn each school dathen there is an exception, the students
will be notified. School uniforms must be purchéé®m:

Flynn & O’Hara 703-503-5966
Fair City Mall Toll Free: 1-800-441-4122
9650 Main Street www.flynnohara.com

Fairfax, VA 22031

Flynn & O’Hara remains the sole supplier of uniforms for Saint Leo the Great Cathdic
School. Clothing similar in color and texture is t considered uniform. Belts and socks
that meet dress code requirements may be purchasetsewhere.

Girls: Grades K-5

Fall/Winter Uniform:

Jumper plaid

Blouse white uniform blouse, long or short sleelaging a plain, rounded "peter
pan" collar

Socks plain, white, visible socks (without lacedesigns), white knee socks, or
white tights (tights are continuous coverage offtieg, no leggings)

Sweater maroon cardigan with Saint Leo the Grdai@emblem

Optional black, uniform twill with black belt, wlt uniform blouse, uniform
cardigan

Optional Early Fall/Spring Uniform :
(August- October 21, 2011 and beginning April 1812; otherwise the fall/winter uniform is
worn.)

Shorts plaid, cuffed uniform walking shorts witla¢k belt
Shirt white golf shirt with Saint Leo the Great nagram/emblem
Socks plain, white, visible socks without lacedesigns

Girls: Grades 6-8

Fall/Winter Uniform:

Skirt plaid kilt
Blouse white uniform oxford type with button-dowallar, long or short sleeves
Socks plain, white visible socks (without lacedasigns), black or white knee

socks, or black or white tights (tights are continsl coverage of the foot,
no leggings)



Sweater maroon vest or long sleeve sweater witimtSa@o the Great school
emblem

Optional black, uniform twill with black belt, wht uniform blouse, uniform
sweater or vest sweater

Optional Early Fall/Spring Uniform :SAME AS K-5

Additionally, girls (grades 6 through 8) may wearhite golf shirt St. Leo the Great
monogram/emblem and kilt. (August- October 21, 2GEnd beginning April 16, 2012;
otherwise the fall/winter uniform is worn.)

Boys: Grades K-8

Fall/Winter Uniform:

Pants black, uniform twill with black belt

Shirt white uniform oxford type with button-downltar, long or short sleeves
Socks plain, visible length, black

Sweater K-5: Maroon cardigan with Saint Leo@reat School emblem;

6, 7, 8. Maroon vest or long sleeve sweater wilintSLeo the Great
School emblem

Tie K-8: Uniform stripe (worn only from Octobed 22011 through April 5,
2012)

Optional Early Fall/Spring Uniform :
(August- October 21, 2011 and beginning April 1812; otherwise the fall/winter uniform is
worn.)

Shorts/pants  black, uniform twill with black belt

Shirt white golf shirt with Saint Leo the Great magram/emblem; or
white uniform oxford type with button-down collar

Socks plain, visible, white without designs (wahorts only); plain, black (with
pants only)

NOTE: For boys, only black socks are worn with urfiorm pants, and only white socks are
worn with uniform shorts.

PHYSICAL EDUCATION UNIFORM FOR GRADES K-8 (GIRLS AND BOYS)

The P.E. uniform consists of maroon monogrammedhiif-end black monogrammed shorts
with Saint Leo the Great logo, maroon logo swedtsind sweatpants (middle school students
may opt for the uniform maroon logo warm-up suiplace of uniform sweat suit), white, plain,
visible socks, and athletic shoes. Athletic shaesrmt canvas fashion sneakers; these are not
safe or appropriate for P.E. class activities.

Students in Kindergarten through Grade 8 wear tRdi. uniforms/athletic shoes to school in
place of their school uniforms on the day of PlEss.



In cold weather and from October 24, 2011 through Aril 5, 2012:
* Students in Kindergarten through Grade 5 are reduio wear the maroon school
logo sweatshirt and sweatpants.
* Middle school students must wear either uniform. Rslgeat suit or warm up suit to
school_in addition téhe uniform P.E. shirt and shorts.

Only students wearing the required clothing maytigaate in physical education class. For
safety reasons, girls with long hair wear it pulbsttk for PE class.

GENERAL UNIFORM INFORMATION FOR ALL STUDENTS

» Every student is expected to wesran, neat clothes.

» Every student is expected to enter and leave theadichurch property in a full and
properly worn uniform.

» Jumpers and kiltmwust reach the knee or lower in both the front andack.

» Pants/shorts (including P.E. shorts) must be waitet) at the waist. Shorts (including
P.E. shorts) are worn knee length, but not shdhan two to three inches above the
knee.

» Shirts and blouses must hdly tucked into pants, shorts, and skirts. Shirstaihy not
be folded under in place of being tucked. Longtskeeves are not worn rolled up.

* When ties are worn, collars are completely buttoaed ties are tightened at the collar.
Students who wear oxford shirts must wear all calide buttons buttoned.

* When shirts are worn open at the neck, no more dharbutton may be unbuttoned.

* T-shirts worn under school uniform must be solidteh

» If tights and socks are worn together with the/fafiter uniform during the cold weather,
these must both be white. Sweatpants or leggiraysbre worn under the uniform jumper
or kilt only while outsidein cold weather. These may not be worn insidesitieol
building.

* Socks must be worn and visible at all times.

» Middle school students may not wear black sockh Wie school P.E. uniform.

* Middle school girls may not wear black sport soekth the school uniform kilt, black
knee socks are permitted grades 6-8.

» Undergarments should not be seen through clothing.

» Earrings should be small post or stud earringfiénearlobe only. Only one earring may
be worn in each earlobe. Boys do not wear earrings

« “Choker style” necklaces (beaded, braided, or ahgrotype) and or excessive amounts
of jewelry are not permitted.

* Nail polish, artificial nails, and makeup are nairwto school.

* Tattoos, temporary tattoos, or body graffiti aré permitted.

* Hats are not worn indoors.

» Hair that is dyed an unnatural color or is an eredifference from your own natural
hair color is not permitted.

* Fad or unusual hairstyles, partly shaved head, avdks or extremely spiky hair or other
distracting styles are not permitted. In additiboys' hair must be neat, trimmed at or
above the ear, above the eyebrows, and may ndt thecshirt collar.

» Facial hair is not permitted.




* Hair spray, perfume, cologne, or aerosol deodorargshot to be brought to school. All
mouthwash products, in liquid or strip form, arelpbited.

» Students may not wear perfume or cologne to school.

» For safety reasons, unusual hair adornments afakethair pieces, including clip-in hair
extensions, are not permitted.

SHOES

Sturdy brown or black dress shoes must be worn thighschool uniform. Girls may wear black
and white saddle shoddeels may not be higher than one inch (measured fno the back of
the heel). When wearing shoes with ties or Velcro closuttesse must be tied or Velcroed at all
times. The following styles are natceptable with the uniform:

* boots, high tops, or 3/4 high tops of any kinddther boys or girls

» athletic or “skater” type shoes

* shoes made of canvas

* backless shoes; clogs

* sandals

o "ellies”

Students may change to athletic shoes for playgr@aativities. Athletic shoes asdwaysworn
for physical education activities. Athletic shoege aot canvas fashion sneakers; these are not
safe or appropriate for P.E. class activities.esehmaye low, 3/4, or high top.

Students are not to change out of uniform befoawitg school unless going to the Extended
Day Program. Requests to change at other timeshaus the approval of the administrator.

Students in Kindergarten through Grade 5 may natrwelored shoelaces.

NOTE:

“Name tag” all clothing and personal items.

Sweatshirts, jackets, or sweaters may be worn T@ AROM school or while outside, but
NOT IN school. If your child wears a sweater irh@al, it must be the appropriate uniform
sweater.

Dress Code violations may be issued for, but aréimded to:
» wearing non-uniform trousers, shorts, shirts, ldsyusweaters or clothing
* no sweater, vest, tie or belt
» skirt/jumper length too short
» improper school shoes
* no socks or wrong socks; wrong color socks or sight
* no PE uniform or incomplete PE uniform

Uniform compliance is reflected in the Personal &epment section of the quarterly report card
and may affect the student’s placement on the hatior

BOOK BAGS



For safety reasons, any wheeled book bags musblbet@fit fully inside the student’s locker
while still accommodating any of the student’s b®akd supplies that must be stored there.

OUT OF UNIFORM DAYS/ DRESS DOWN DAYS

Certain days approved by the administration magraeated throughout the school year as “out-
of-uniform” days. On those days, students may weaual clothing and shoes to school. Jeans
or other casual pants may be woshprts may only be worn August through October 21,
2011 and beginning again on April 16, 2012 througliune. Pants must be worn at the waist;
shorts and skirts must be of acceptable lengthhicig may not be tight; muscle shirts and mini
skirts may not be worn, tops must cover the shaosldad midriff and not be low cut; clothing
must be in good repair and always be in good t&&tds may wear leggings with dresses or
skirts. Hats may never be worn in the buildingpHlops may not be worn for safety reasons.
The administration reserves the right to deny ‘@utiniform” privileges to any student for non-
compliance.

DRESSCODE FOR DANCES

Refer to “Out of Uniform Days” for proper code akds.

SPIRITWEAR DAYS

On the following dates during the 2011-2012 sclyealr students wearing spirit wear will be
allowed to dress out of uniform. Students dressimgof uniform must wear a shirt or sweatshirt
with the Saint Leo the Great logo (this includes BT O shirt, CYO team shirts, and other
school/parish activity shirts), jeans or other eéhg@ants, and casual shoes (including
sneakers/tennis shoeshorts may only be worn August- October 21, 2011 anbeginning

April 16 through June 2012 Please see the above Out of Uniform Policy fecs

guidelines. Students may also wear sneakers oa t®s.

To help students and parents show their pridedoisohool the PTO has designed a Saint Leo
the Great T-shirt. The PTO has designed spiritwhats available for purchase.

The following are the Spirit Wear Days 2011-2012:
« Friday, September 16th
- Friday, November 18th
« Friday, January 13th
« Friday, April 5
- Friday, May 25

BIRTHDAYS



Students maylress upon their birthdays. When students dress up they do not wear jeans,
sneakers, or t-shirts. “Dressing up” means thatudents dress equal to, or better than, the
uniform. During winter months, this does include @e. Length of skirts and shorts MUST be
consistent with the uniform dress code policy. $hs not a “dress down” or “out-of-uniform”
day.In the event that a student’s clothing is not imptiance, a phone call will be made to the
parents. During the appropriate times that thengfearly fall uniform may be worn, i.e. August-
October 21, 2011 and beginning April 16, 2012, stugl may wear shorts only if they are dress
shorts. If the student’s birthday falls on a PE,dhgy may dress up the day prior or after their
actual birthday, but they should not dress outlenRE day.Please note, if students do not
comply with the rules on their birthday dress out ay, they will forfeit the privilege of
dressing out on the next scheduled dress out or spwear day and will be required to wear
their regular uniform . Middle School Students will also loose a Dress Cogmint in the
passport.

The school celebrates the student’s birthday byancing his/her name on the morning TV
broadcast. Parents/guardians should check with their child's ¢éacher on how to celebrate
the child's birthday in the classroom. No balloon, flower, restaurant or other professiona
deliveries will be accepted for students at theosth Unless invitations to a private birthday
party are distributed to the entire class, theytnigs sent via US mail or delivered by some
alternate means off of school grounds.

Students may choose to purchase a book for theryilais their "birthday gift" to the school.
Please check with the librarian before purchasipgréicular book. A special nameplate will be
placed in the book. In this way, the studentscsdabrate a birthday long after the donor has
graduated.

INAPPROPRIATE MATERIALS

Students are not permitted to possess the folloviteps on school property or at school
functions:

unauthorized playing cards, remote control devicgdeo games, skateboards, roller-skates,
roller-blades, heelies, sharp objects, beeperserpagor any sound-producing electronic
equipment.

Cell phones must be kept in the student’s lockeghén“off’ position during the school day and
in the “off” position while in attendance at theteded day program. Cell phones may not be
used at dismissal time unless authorized by a tiaeunember. Students should wait for late
arriving parents by the gym door. Violation of thige will result in the confiscation of the cell
phone and possible forfeiture of the privilege ahing it to school. Cell phones found on or
being used during the school day for texting, photw phone calls will be held in the office for
parent pick-up. Students found violating the célbipe policy will be written up and may receive
further disciplinary action. If parents have a dp@amf carpool plans, please contact the school
office by 2:45pm and we will notify the student.

Students are discouraged from having valuable releict devices at school such as but not



limited to iPods, tablets, or e-readers. These stemust remain in their backpacks, in lockers,
and “off” throughout the school day. St. Leo thee@r School is not responsible for lost or
damaged devices.

The possession (on school grounds or at any scmation off grounds) of laser pointer
devices, real or toy knives, real or toy guns, mmes$¢ lighters, stink bombs, aerosols or any
device that causes an explosion including, butinoted to, devices requiring a fuse for ignition
of any chemical, are serious offenses and will imistely render a student subject to suspension
or expulsion.

Possession and/or distribution of inappropriate emats which would cause injury to the
individual or others, or possession of printed make, deemed objectionable in nature by school
administration, is considered a serious infractamd will be handled on an individual basis.

Any items that interfere with the learning proce$sany student will not be tolerated and may
result in disciplinary action.

PLAYGROUND REGULATIONS

All students go outdoors for recess unless sppeiahission is given to remain indoors.

To ensure the safety of all on the playground, stuelents are expected to obey the following
playground regulations. Consequences for infrasti@re noted in the disciplinary code.

» Consideration and respect for others and for ptaygd equipment is to be shown at all
times. Above all, PLAY FAIR.

» Students may not bring toys from home to play withlecess such as dolls, stuffed animals,
etc.

» Supervising adults on the playground are to bergihe same respect and obedience as the
classroom teacher.

» Students play in the assigned area and followuskrof that area.

» Avoid the type of playing that tears and ruins lciog).

» Fighting, pushing, shoving, tackling, wrestling,"keep away” are not acceptable.

» Climbing on any fences is prohibited.

» Language used on the playground is the same awliictt is used in the classroom.

* Only soft-type balls are used. Hard objects mayenée used or thrown (including, but not
limited to, baseballs, rocks, snowballs, pine chnes

» Keep hands away from other students.

* Running and tag games are not allowed in the eadlpkyground.

» Wood chips remain on the ground in the enclosegpgpteund area.

* The slide is one-way, down only, bottoms only, fist, one person at a time.

* Follow the posted schedule of use times for thdosed playground area and basketball
hoops.

Students line up in an orderly manner on the apm@atgphomeroom/homebase line when the bell
rings to signal the end of recess.



LUNCHROOM REGULATIONS

Given the risk of potential harm, students’ accassd use of microwave ovens are prohibited.
Student meals provided by parents must not be dhaatenicrowave ovens by school personnel
and/or school volunteers.

All students:

Walk at all times.

Use indoor voices.

Form a single line when purchasing lunch.

Sit in assigned sections for their grade level, mwéeplicable.

Eat their ownlunches.

Pick up_alltrash in their immediate areas.

Fulfill table captain responsibilities cheerfullgcdhconscientiously.

Clean the table with the sponge/brush/dustpan geali

Raise hand to be dismissed by the monitor.

Walk to trash container and put trash in.

Visit the restroom, if necessary, befg@ng outside for lunchtime recess.
When choosing to eat ice cream outside - eat inltiseggnated area and dispose of trash
in the trash container.

GUIDELINES AND RULES FOR ENCLOSED OUTDOOR
PLAYGROUND

Use playground equipment properly and safely

Share so everyone has a turn.

Keep hands to yourself.

Leave mulch on the ground.

The slide is one-way, DOWN only.

Slide down one at a time in a sitting position} feeward.
Never push someone down the slide.

Climbing on any of the fences is prohibited.

If the jungle gym becomes overcrowded, adult mon#serves the right to ask students to leave.
If there is unacceptable behavior, students @ik the jungle gym area and their teacher(s)
will be notified.

Assigned days for use of outdoor playground:
Monday: % grade and kindergarten
Tuesday: # grade and®igrade
Wednesday: ®grade and™ grade
Thursday: Girls only



Friday: Boys only

Students in grades 6, 7, and 8 are not permittetiejungle gym at any time.



HEALTH, SAFETY, & WELFARE

STUDENT HEALTH, SAFETY, & WELFARE

Parents and guardians have the primary responhgsioitithe health and well being of their children.
School health services supplement, rather thantisibs for parental care and concern for the
health of the students.

PREVENTION OF SEXUAL MISCONDUCT AND/OR CHILD ABUSE

The Catholic Diocese of Arlington Policy on the Wmetion of Sexual Misconduct and/or Child
Abuse generally applies to all clergy, all empl®yaad all volunteers.

It is the policy of the Diocese that sexual misastdnd/or child abuse while performing any work
or activities under the auspices of the Dioceseoigtrary to Christian principles and outside the
scope of any authority, duties, and/or employméang clergy, employee or volunteer.

Any clergy, employee or volunteer with the Dioced® knows or has reasonable cause to suspect
that an incident of child abuse or illegal sexuéaonduct has been perpetrated by any individual,
including clergy, employee or volunteer with thetese,

. must comply with applicable reporting and otherursgments of state and local
law;
. must report the incident to the Moderator of thei&af the Diocese of Arlington.

Virginia law imposes upon school personnel thelleggsponsibility of reporting to the local child
protective services agency any incident of suspethéd abuse or neglect.

School personnel who suspect the abuse or nedlecstdent must report the matter directly to
Child Protective Services and to the school prigic{vho in turn will call the Moderator of the
Curia). At that point, confidentiality must be resfed.

According to theCode of Virginia (Section 63.2 — 151&uthority to Talk to a Child or Sibling
“Any person required to make a report or conducinaastigation or family assessment, pursuant
to this chapter may talk to any child suspectebenfig abused or neglected or to any of his siblings
without consent of and outside the presence gbdment, guardian, legal custodian, or other person
standing in loc parentis, or school personnel.”

WELLNESS POLICY

The Diocese of Arlington Office of Catholic Schodlgellness Policy (2006) meets minimum
federal standards and establishes goals for phygsloaation, nutrition and healthy environments in
schools. All schools must develop, and continuevaluate, local school wellness policies. The
local policies create a framework for increasediextt activity, staff wellness, safe and healthy



environments and the elimination of foods of minimatritional value, during the school day. All
schools have wellness committees to implementasuahd evaluate the local wellness program.

ACCIDENTS AND FIRST AID

The parents of an injured student will be notifieef the accident/injury by the
principal/administration or the principal/admington's designee as soon as reasonably possible,
taking into consideration such factors as the agyaeverity of the accident/injury and the prorit

of providing assistance to the student.

If an incident results in a medical condition ojumy which can be reasonably known to the
appropriate supervisory faculty/staff member andhder principal, the school and/or its staff are
authorized to render reasonable basic first aisudh direct medical assistance would, in the
opinion of the school, serve to minimize the sdyedf the injured person’'s condition.. In
addition, staff may secure professional diagnos®@ treatment if such action, in the opinion
of the school, appears to be reasonably warrarikd. school and school officials shall be
expressly held harmless from any liability costseapenses associated with the professional
diagnosis and/or any treatment or first aid prodidmcluding but not limited to the cost of
transportation), such costs or expenses being @lponsibility of the injured party or, if a
student, the student's parents.

ILLNESS

Each school will provide a health office or comédnte space, apart from the student population,
where children who become ill or injured can beedafor following Virginia School Health
Guidelines, ¥ edition.

Children with fevers, contagious or infectious dises will be sent home promptly and excluded
from school while in that condition, per Virginieepartment of Health regulations. Once the
student is confirmed to be free of communicableesls by a healthcare provider or is fever
free/symptom free for 24 hours without taking datier medications, the student may return to
school, afterschool and extracurricular activities.

When a student is requesting a waiver from padtaig in Physical Education classes and/or
recess, parents are required to submit a writeeraent from their child’s physician which states
any activity restrictions with regard to particippatin Physical Education classes and/or recess. Th
statement is expected to include a specific tiramé for the activity restrictions.

A child must not be sent to school if he/she:
* Has had a fever of 100 degrees Fahrenheit or higiti@n the previous 24 hours
* Has been diagnosed with a contagious illness asdhbayet received medication for a
minimum of 24 hours or until your physician indesitthat your child is no longer
contagious
» Has received medication for an illness for the iregl24 hours, but still has a fever
* Has vomited the night before or in the morning befxhool



e Has diarrhea

If your child has been diagnosed with a strep thoogink eye, notify the school attendance line
when reporting the child ill.

The health clinic is open every day during reg@ehnool hours and is staffed by a registered
nurse.

If a child is ill enough to go home, the parentigiien, principal's office, and child's teacher are
notified. If the parent/guardian cannot pick upge tbhild, he/she must designate another
responsible adult. No child may ever be sent haloee or to a home where there will not be a
responsible adult present. At no time is an illcclho be removed from the school by anyone
without prior permission of the school office. $ohpersonnel must always be apprised of what
time and with whom an ill child leaves.

In case of severe injury or life threatening illgegarranting emergency room care, the Rescue
Squad will be called and the parent/guardian vellinotified. The principal and child’s teacher
will also be notified. School personnel never $@ort children to the hospital due to insurance
restrictions.

It is imperative that parents/guardians submit ¢émeergency information, which directs the
school's course of action in cases when parentsfigues cannot be contacted. This form will be
sent home the first day of school and must be metlito the school office during the first week
of school. A separate form is required for eaakdah school.

If a child is well enough to come to school, thdctls expected to participate in all activities.
There will be outside recess (weather permittiry)dil children. If a child is not feeling well
enough for outside recess, then he/she shouldgieakbome.

Any student who is absent from school or who leaady due to illness may not attend the
Extended Day Program.

If a student is required to use crutches or a wtleair for any given amount of time, special
arrangements for pick up and drop off may be mhadmigh the clinic. Once a student is able to
walk on their own, not using crutches or a wheaeligtstudents are expected to return to the
regular carpool procedures.

M EDICATION ADMINISTRATION OVERVIEW

Detailed Diocesan medication policies and procesluem be accessed on the Office of Catholic
Schools website, in the school clinic and in thpesqalix of this document.

All school clinic, administrators and staff are uggd to administer medication within the
framework of the procedures outlined in Diocesditpand summarized here.



All prescription and over the counter (OTC) medaa may be administered during the school
day under the following conditions:

1. When the need for administration of medicines dusohool hours has been confirmed by
the school nurse/health assistant (or the schooirestration);

2. After the first dose of any medication has beeegiat home;

3. When the parent/guardian provides and transpoetsngbdication to and from school and
the medication is given directly to the school edingalth assistant, or a senior member of
the school administration;

4. When there is a health care provider's written oprdgned by the parent/guardian
requesting the school to administer medicationogpdrmit the student to self-administer
the medication;

5. When the medication is brought to the school iroriginal container stating the name of
the student, the dosage and method of administratiescribed by a physician. It is the
parent’s or guardian’s responsibility to notify teehool of any changes to the original
prescription. The new prescription must also beupind to the school in the original
container as stated above;

6. When the appropriate medication authorization fqAppendix) has been completed,
signed and accompanies the medication;

7. For any medication, parents must document the nuofitablets or dosages to be secured
for administration by authorized school personnktablets are to be divided, the parent or
guardian is responsible for dividing the tabletst thre to be divided in order to achieve
their child’s proper dosage.

All OTC and prescription medications are to be Kegpked in the clinic/school office and be

administered by the school nurse, clinic aide, qyoia or trained designee. No student is to
carry/possess medications, without appropriate caédauthorization. No medication will be

administered unless the school has received adsigmgy of the Medication Authorization Form

(Appendix). OTC medications do not require a health care pesigdsignature unless the

medication is required for four (4) or more conseudays.

It shall be the student’s responsibility to coméh® clinic/school office at the appropriate tinoe f
medication unless a health care provider or parehitates in writing that the student cannot do
this.

Students are NOT permitted to self-medicate. THeoa@cdoes not assume responsibility for
medications taken independently by the studentephions may be made on a case by case basis
for students who demonstrate the capability toycard self-administer emergency lifesaving
medications (e.g. inhaler, Epi-pen).

Within one week after expiration of the effectivatel on the order, or on the last day of school,
the parent /guardian must personally collect anysad portion of the medication. Medications
not claimed within that period will be destroyed.

If your child requires an epi-pen for allergy maeawgnt or inhaler for asthma, the
parent/guardian will need to bring the medicatiod ALL required medication forms
completely filled out including Health Care Provide signaturesto the “Welcome Back to
School Day” on the Friday before school starts:00 am on the first day of school August 29,



2011. The forms are available on line at :
http://www.arlingtondiocese.org/catholicschoolsifis:php

If you have questions regarding this requirementy@y call or email the school nurse.
Students must have their medication and correotdavailable for the first day of school. In
addition, a second set of medication will needdgdtought in for our Extended Day Program.

SPECIALIZED STUDENT CARE NEEDS

The parent of any student on a continuing regineerafnon-episodic condition shall inform the
school principal/administration andlentify in writing the student's supervising hbaltare
provider. If necessary, and with parental writtemsent, there may be occasions when the school
needs to communicate with the health care providgarding possible effects on the pupil's
healthcare management, special emergency proceatusetavior at school.

LIFE THREATENING ALLERGY

The Diocese of Arlington Office of Catholic Schodlde- Threatening Allergy Policy (2009)
aims to minimize the risk of student exposure tovwmn allergens during the school day. All
schools will provide an annual in-service for sdhfaculty and staff to educate on the policy.
Training will include minimizing the risk of exposaito life threatening allergens in the school
setting as well as anaphylaxis recognition, meditahagement and incident reporting.

Schools will utilize the policy to develop allergenanagement communications for student
handbooks, classrooms and parental publicationfiods will recruit and train teams
responsible for managing an allergic crisis.

Parents and guardians of students with a life taréag allergy must inform principal and school
health personnel of any allergies and provide sishaith fully executed Diocesan documents,
including but not limited to; allergy action plais-4A), medication administration forms (F-6),
inhaler administration forms (F-3) and Epinephriadministration forms (F-4). Parents/
guardians are expected to supply schools with amrgency medications as prescribed and may
additionally provide the student with “safe” foofts classroom celebrations involving food.
Schools will utilize Diocesan documents to formelah emergency care plan for the student and
will share this care plan with those involved witie student including, but not limited to;
teacher(s), food service, bus driver, janitoriaffst

PARTICIPATION IN SPORTS AND M ODIFICATION OF PHYSICAL ACTIVITY

Students participating in school-sponsored tearetathactivities must have proof of an annual
pre-participation sports physical. Submission a$ form and a consent to participate form for
elementary, middle and high school based athletignam patrticipation is required, excluding
parish CYO and intramural sports.

When a student is requesting a waiver from padiong in Physical Education classes and/or
recess, parents are required to submit a writi@ersieent from their child’s health care provider
that states any activity restrictions with regaodpiarticipation in Physical Education classes



and/or recess. The statement is expected to incudgpecific time frame for the activity
restrictions.

CHRONIC MEDICAL CONDITIONS OF STUDENTS

The parent of any student on a continuing regineerafnon-episodic condition shall inform the
school principal/administration andentify in writing the student's supervising ployasn. If
necessary, and with parental written consent, theag be occasions when the school needs to
communicate with the physician regarding possilfffiects on the pupil's behavior at school and
special emergency procedures.

ADDITIONAL MEDICATION REQUIREMENTS

In order to insure proper administration of medaratn school, the only persons authorized to
dispense medication are: (1) the nurse, (2) theckal, or (3) the Principal designee.

ALL MEDICATION , INCLUDING NON -PRESCRIPTION MEDICATIONS , MUST BE KEPT IN THE
CLINIC . MEDICATION MAY NOT BE LEFT IN THE CLASSROOM OR IN THE STUDENS LUNCH BOX.

NO CHILD IS TO CARRYPOSSESS NONPRESCRIPTION MEDICATIONS IF YOUR CHILD MUST CARRY AN
INHALER OR EPI-PEN, PLEASE CONTACT THE CLINIC NURSE

Administration of medication during school hours dscouraged. When it is absolutely
necessary for a student to take medication at $cti@opreceding requirements must be met.

Additionally:

» All prescription tablets must be counted by theepdguardian and authorized school
personnel before they will be accepted for admiaiiin to the child.
» Parent/guardian must submit a written statemerardagg any revision in doctor's orders
concerning the medication.
Medication dispensation times should not interalgss work.

INFECTIOUS/COMMUNICABLE DISEASES

Parents must notify the school within 24 hourshéit child or any member of the immediate
household has developed a communicable diseasntRanust notify the school immediately if
the disease is life threatening. Parents mustygictheir sick or injured child in a timely manner
when contacted. If the parent cannot be reachedrgancy contacts will be called to pick up the
child.

The protection and welfare of each individual stide of importance in the schools of the Diocese
of Arlington. In an effort to enhance protectionstiidents:

1. No daycare/preschool, elementary, middle or redmy school student may attend class
without documentary proof of adequate immunization accordance with Virginia
Department of Health’s school entry requirementsnfjodified schedule as approved by



4.

LicE

licensed health care provider) on the Virginia Sttntrance Health Form (MCH-213).

a. Parents or guardians who object to the admatistr of immunizing agents for
their child on the grounds that this conflicts wiltkeir religious tenets or practices
must produce a notarized Certificate of Religiouemption CRE-1 form, which
will be retained in the student health record.

b. Students who have traveled or resided in adareountry for five months or
more during the last three years are requireddeige documentation of a recent
tuberculosis skin test result prior to school entry

Students with fevers and/or contagious or irdest diseases will be sent home promptly
and will be excluded from school while in that cibiath, according to Virginia Department
of Health regulations. Once the student is confitioebe free of communicable illness by a
health care provider or is fever free/symptom fi@e24 hours without taking anti-fever
medications, the student may return to school.

School health personnel will follow the VirginDepartment of Health Communicable
Disease Chart, found in the Virginia School He@ithidelines, ¥ edition, when referring
suspected cases of communicable disease to thehkeaith department for excluding or
readmitting a student.

The Diocese of Arlington has comprehensive duieg for school /parish based influenza

vaccination clinics. The liability associated wttke vaccination of children is great. The
Diocese of Arlington does not promote school basettination clinics, for children during
school hours and in the absence of the parent, tiveéhexception of a state or federal
emergency. Any school wishing to offer an onsdkosl influenza vaccination program
must comply with all aspects of the Memorandum gfe&ment (appendix F-##). Vendors
wishing to serve as vaccinators must be fully el the Office of Risk Management prior
to the consummation of any contract for services.

All students determined to have an active casecefwill be excluded from school until they
receive treatment. It is the responsibility of tharent/guardian to provide appropriate and
adequate treatment for the student and home emw@ohas recommended by their health care
professional. Readmission to school is determinethé school nurse based upon re-inspection
and the effectiveness of treatment. Follow uptineat is expected and verified by the school
nurse. Classroom contacts may be inspected.

All cases of head lice must be reported to the globifice or clinic immediately.Saint Leo the
Great Catholic School has a “NO NIT” policy. If a student is discovered to have head lice
while at school, he/she will be sent to the scholioic and the parent/guardian will be contacted
to come and pick up his/her child. A letter wiieh be sent to all parents/guardians with
children in that class informing them of the inaide of lice.

After scalp treatment and the removal of all nite identified student may return to school but
must report with his/her parent/guardian to theostltlinic to be checked before returning to
class. If the student is found to have nits, he/she will ot be permitted to return.

CONTAGIOUS DISEASE



If a student has contracted a contagious diseasgctiool must be notified immediately. Fairfax
County Health Department regulations regardingdmrexasion will be followed.

BLooD BORNE PATHOGENS COMPLIANCE

Saint Leo the Great Catholic School complies wiBHA Bloodborne Pathogens regulations. A
written bloodborne pathogens exposure control @available in the school clinic.

BLOODBORNE DISEASE

The Christian community is called to respond to $ek in our midst with compassion and
justice. The diocese recognizes its obligationrtaigrt the rights of individual students infected
with Hepatitis and HIV to provide a safe environméor students, staff members, and the
public. Students who are infected with bloodborrepétitis, Human Immunodeficiency Virus
(HIV) or HIV-related conditions must be providecetbpportunity to receive a Catholic school
education in a regular classroom unless the stisdbatlth interferes significantly with school
performance.

Since it is known that bloodborne Hepatitis and Hié not transmitted through casual contact,
any student who is infected will continue educaiima regular classroom assignment unless his
or her health status requires otherwise. It isititent of the Diocese of Arlington Office of
Catholic Schools to follow the recommendationste tJ.S. Centers for Disease Control and
Prevention (CDC) and the Virginia Department of leavhich state that, most bloodborne
Hepatitis and HIV-infected children be allowed ttead school in an unrestricted setting, and
that decisions regarding school attendance be basé¢ke medical condition of each child and
the expected type of interaction with others irt g&iting.

Persons involved in the implementation and mompriof this policy shall maintain
confidentiality of records in compliance with fedkerand state law, and diocesan policy. All
diocesan schools shall also maintain a programnfafrmation and training for school staff
members to ensure a consistent and accurate umidirgy regarding prevention of exposure to
bloodborne pathogens. This includes training rdlateo the proper application of
universal/standard precautions.

FIRE/EMERGENCY DRILLS

Fire/emergency drills are conducted regularly asdated by the State of Virginia and the local
Fire Marshal. All persons in the building, inclodivisitors, must exit the building at the sound
of the fire alarm and or follow emergency schoologadures when directed.

SEXUAL HARASSMENT--STUDENTS

Sexuality affects all aspects of the person, indgdn a general way the aptitude for forming
bonds of communion with others. The Catholic Schadlthe Diocese of Arlington endeavors to
provide for its students an atmosphere free froxuaeharassment.



1. No student is to sexually harass another membdéne school community. Any
student who engages in sexual harassment shalbjpecsto disciplinary action, up
to and including expulsion.

2. Sexual harassment is defined as any unwelcomgals@dvances, unwelcome
physical contact of a sexual nature, or unwelcoembal or physical conduct of a
sexual nature. "Unwelcome verbal or physical condfi@ sexual nature" includes,
but is not limited to, "the deliberate, repeatedkimg of unsolicited gestures or
comments, or the deliberate, repeated display &nsive, sexually graphic
materials which is not necessary for school purpbtse

3. Any student who believes that he or she is beinguadly harassed shall
immediately report such information to the supenggeacher and to the school
principal/administration. A student who is uncontéibte for any reason in reporting
such alleged harassment to the teacher and/orIggtiocipal/administration, or is
not satisfied in doing so, may report the matteeatly to the Superintendent of
Schools. Any information reported shall, to theeattpossible, be treated as
confidential. All claims of sexual harassment sballthoroughly investigated in an
appropriate manner under the supervision of thee@upndent of Schools and/or
another designated Chancery official

4, No student will be subject to any retaliation aaiplinary action on the part of the
school for reports of sexual harassment made id Gath.
5. In adherence to th€harter for the Protection of Children and YoungoPle

schools will offer the “Safe Environment Progranridersed by the Office of
Catholic Schools. This program will be presentedually to students in selected
grades (Policy 616.5).

Parents should be afforded the opportunity to revlee materials prior to presenting the program
at any given grade level and reserve the rightrtwowve their children from the classes.

BULLYING

Bullying is prohibited and is defined as one or enactions of abusive treatment of another.
Examples include but are not limited to:

a. Physical intimidation or assault
b. Extortion

c. Oral or written threats

d. Teasing

e. Putdowns

f. Name calling

g. Threatening looks

h. Gestures or acts of aggression (Overt and Qovert
i. Cruel rumors & false accusations
J. Social Isolation

k. Cyber-bullying

School personnel will not tolerate any bullying Diocesan school grounds or at any school-
sponsored activity (on or off school grounds). didiion, the Office of Catholic Schools expects



students and parents who become aware of an duillging to report it to appropriate school
personnel (e.g. principal, teacher, school coumseltie Office of Catholic Schools expects staff
members who become aware of an incidence of bgllentake appropriate steps to intervene-
unless intervention would be a threat to staff mersbsafety. If a staff member believes that
his/her intervention has not resolved the matteif the bullying persists, he/she shall report the
bullying to the school principal for further invagttion.

In cases of reported bullying, the principal origese shall interview all students involved (i.e.
the aggressor(s) and the victim(s)) and investjge@ppropriate. This investigation may include
interviews with students, parents and school staffiew of school records; and identification of
parent and family issues. Any student who retadiagainst another for reporting bullying may
be subject to appropriate consequences.

a. Consequences for students who bully others sleglend on the results of the
investigation and may include:
. Counseling
. Parent conference
. Detention
. Suspension and/or Expulsion
b. Depending on the severity of the incident(sg #rincipal may also report

incidents of bullying to law enforcement if appriape.

RESPECT FOR LIFE

A fundamental tenet of our Catholic faith is thainfan life must be respected and protected
absolutely from the moment of conception. In therg\of a student pregnancy or participation in
an abortion, the school may condition continuedokment in the school upon the
student’s/family’'s compliance with the foregoingdanther corollary tenets of the Catholic
Church.



STUDENTS WITH SPECIAL NEEDS

The Catholic school recognizes the beauty and patémherent within each student. In an effort to
foster continued growth, the school embraces tlaflesige to provide assistance and programs to
serve students with special needs according teegwurces available within/to the school. Parents
are considered an integral part of the process.

In order to accommodate a student who has beenatedl for special learning needs, parents are
obligated to share educational/psychological tgstiesults and any resulting plan with the
school. The refusal to provide such informationgisunds for terminating enrollment in the
school. A student may be admitted on a probatiobasis with dates and criteria of evaluation
clearly established in writing.

If a student has a documented disability, a copyhef Individualized Education Plan (IEP),
Individualized Services Plan (ISP), 504 plan, and@tudent Assistance Plan (SAP) should be
maintained in the student’s confidential file. Stots who have a documented disability but do not
qualify for services through the local public schioay be eligible for accommodations through a
Student Assistance Plan written at the Catholioskh

When a student qualifies for special educationisesvthrough the public school and will not
receive services, an Individualized Catholic EdacatPlan can be written following the
information in the Guidelines for Serving Studenith Special Needs.

Failure of the parent to sign Student Assistanem BF Individualized Catholic Education Plan
does not negate the implementation of the plan.

Students with disabilities are expected to follbx school’s policies and honor code.

SAINT JOHN VIANNEY CENTER

As an additional resource, Saint Leo the Great d@iatlischool operates the Saint John Vianney
Center. The Center is available to any enrollediestt with special needs. Special education
teaching personnel are available to provide sesvioeindividual students and small groups of
students experiencing academic difficulties. S®wi are also provided to students with
documented learning disabilities. Teachers ormisfguardians may refer students to the Vianney
Center. There is an additional fee/tuition fortbaspects of this program.



EXTENDED DAY

EXTENDED DAY PROGRAM

The school offers an extended day program on ddaenwhe school is in session for students
who are currently enrolled in the school’'s acadeprimgram. See Section V. General School
Policies regarding fees to utilize this progranrelgs must sign their child(ren) in/out when they
are being placed in/released from the program athiginning and end of the school day,
respectively. All provisions in this handbook (ept&ection Il., Academics, but including the

section on Technology), apply to the Extended Dagram.

CRISIS MANAGEMENT/EMERGENCY PREPAREDNESS PLAN

A Crisis Management/Emergency Preparedness Plarbéas developed and approved. All
employees have been trained accordingly.

OVER-THE-COUNTER SKIN PRODUCTS

All non-prescription drugs and over-the-countemsgroducts shall be used in accordance with
the manufacturer's recommendations. Non-prescripdimigs and over-the-counter skin products
shall not be kept or used beyond the expiratioa dathe product.

For all over-the-counter skin products,
» written parent authorization noting any known ageareactions shall be obtained;
« shall be in the original container labeled with ¢éld’s name;
» does not need to be kept locked but shall be irsgdde to children under five years of
age;
 any center-kept sunscreen shall be hypo-allergamdchave a minimum SPF of 15;
« children nine years of age and older may admintstgr own sunscreen if supervised.

When insect repellent is used, a record shall Ip¢ theat includes the child’s name, date of use,
frequency of application and any adverse reactibanufacturer’s instructions for age, duration
and dosage shall be followed.

LICENSING INFORMATION

The Commonwealth of Virginia helps assure parehtt thild day programs that assume
responsibility for the supervision, protection, amell-being of a child for any part of a 24-hour
day are safe. Title 63.1, Chapter 10 of the Cod¥/iddinia gives the Department of Social

Services authority to license these programs. Wihiege are some legislative exemptions to
licensure, licensed programs include child day emntfamily day homes, child day center
systems, and family day systems. The state may\a&mtarily register family day homes,

which are not required to be licensed.

Standards for licensed child day centers addratsicdealth precautions, adequate play space, a
ratio of children per staff member, equipment, paog and record keeping. Criminal record



checks and specific qualifications for staff andsmeolunteers working directly with children
are also required. Standards require the facdityjeet applicable fire, health and building codes.

Compliance with standards is determined by annaliacel unannounced visits to the program
by licensing staff within the Department of Soctérvices. In addition, parents or other
individuals may register a complaint about a progravhich will be investigated if it violates a
standard.

Three types of licensing may be issued to progr&osditional licenses may be issued to a new
program to allow up to six months for the program demonstrate compliance with the
standards. A regular license is issued when thgramo substantially meets the standards for
licensure. A provisional license, which cannot extsix months, is issued when the program is
temporarily unable to comply with the standardse@png without a license when required
constitutes a misdemeanor which, upon convictian, ke punishable by a fine of up to $100 or
imprisonment of up to 12 months or both for eacyigiaiolation.

If you would like additional information about thieensing of child day programs or would like
to register a complaint, please contact the RegiOffece of Social Services closest to you.

Fairfax Licensing Office Verona Licensing Office
11320 Random Hill Road, Ste. 200 Post Office Box 350
Fairfax, VA 22030 Verona, Virginia 24482-0350
(703) 934-1505 (540) 248-9345
Northern Virginia Regional Office Piedmont Regional Office
320 Hospital Drive, Suite #23 Commonwealth of Virginia Building
Warrenton, VA 22186 210 Church Street, S.W., Ste. 100
(540) 347-6345 Roanoke, VA 24011-1779
Central Regional Offices (540) 857-7920
1604 Santa Rosa Road, Suite 130
Richmond, VA 23229-5008 Abingdon Licensing Office
(804) 662-9743 190 Patton Street

Abingdon, VA 24210
Eastern Regional Office (540) 676-549

Pembroke Office Park

Pembroke Four Office Building, Suite 300
Virginia Beach, VA 23452-5496

(757) 491-3990

INSURANCE

The extended day program is covered by public lltgbinsurance through the Diocese of
Arlington and the Catholic Mutual Relief Society @imerica. Student insurance must be
provided by the family through their own policy purchased through an independent school
insurance provider. The school will send home aigoolicies each fall for the families to
consider.



TAX INFORMATION

Because the Internal Revenue Service requiresifidatibn of care givers in order to claim a
credit for child and dependent care expenses, ithgrgam staff will complete and return to the
parent any W-10 that is sent in, provided Par Hlready completed by the parent.

PARENTAL INVOLVEMENT

Incompliance with state regulations for state Igmsh programs, a custodial parent shall be
admitted to any child day program. Such rightdr&sion shall apply only while the child is in
the child day program (63.2-1813 of Code of Virgini

Every family/guardian should retain monthly bills and/or canceled checks for IRS
purposes. Extended Day cannot and will not be respsible for providing end of year
statements The Tax ID number is available upon request.

HOURS OF OPERATION

The Extended Day Prograoperates in two sessions on every regularly sceedsthool day,
unless otherwise specified in the Extended Dayncle On early dismissal days (e.g.,
parent/teacher conferences, etc.), check the Estebdy calendar for hours of operation.

Morning Session: 6:45AM - 7:45AM

Afternoon Session: Immediately following dissas
until 6:00PM (or the scheduled time
or that day)

Students arriving to school between 6:45AM and AM5SMUST report to the Extended Day
Program. The Program always open onéour before school starts This includes days when
opening is delayed due to inclement weather:

» Delay ofone hour. open af7:45AM

» Delay oftwo hours: open aB:45AM
The Extended Day Program follows the Fairfax Couithool system schedule for delayed
openings, early closings, or closings due to ineletmweather. Please listen to the Fairfax
County announcement on the radio or T.V. channel®n early closing days or on days when
Fairfax County cancels after school and/or eveaittgities, students must be picked up as soon
as possible ando later than two hours after school closes

Any student who is absent or leaves school earlymoaattend the Extended Day Program on
that day.

TRANSPORTATION



Transportation to the program in the morning arek{ip in the afternoon must be provided by
the parent/guardian or by a driver authorized théhk parent/guardian. Students using carpools
must have the name of the authorized adult picklmm up on file in the Program. If
parents/guardians request that an older siblingeud@® years old picks up their child(ren),
parents/guardians must provide his/her name withtenr authorization for pick-up by the
sibling. In addition to authorization, the daystloé week and times must be noted. A picture
I.D. will be required. All students must be signed in_and out of the pro@m by the
authorized individual at drop-off and pick-up.

REGISTRATION

Separate registration and fees are required foicgation in the program.

So that the Extended Day Program may be prepared inase an unregistered student is not
picked up at dismissal, each school family (whethdhe intent is to utilize the program or
not) must complete an emergency information/contactorm at the beginning of the school
year.

Additionally, families who intend to utilize the Eended Day Program, must have a Registration
Form on file for each participating child. Thereais$75.00 non-refundable registration fee per
family, per year. Upon the second time your clsldhecked-in to Extended day, the registration
fee will be charged to the bill and the registnatiorms must be completedarents who have
not completed the registration form or paid the $730 registration fee will be called to pick

up the child(ren).

If the Extended Day Program does not have all theneergency information on file by the
first day of the child(ren)’'s attendance, parents/gardians will be called to pick up the
child(ren).

Contact the school office or the Extended Day Rmwogfor further information or registration
materials.

SIGNING IN AND OUT

Students attending the morning session must beedignby a parent/guardiarSTUDENTS
MAY NOT BE DROPPED OFF AND COME INTO THE BUILDING B_ Y THEMSELVES
AND MAY NOT BE DROPPED OFF BEFORE 6:45AM. Children attending the afternoon
session must be signed in by an adult and signetyoa parent/guardian indicating the time of
departure and must be picked up by 6:00 PM or byctbsing time stated on the Extended Day
calendar.

If someone other than the parent/guardian is pickip the child, the staff must be notified by a
written note signed by the parent/guardian and w&htthe child that day. This persdtiUST

be indicated on the list of authorized persons loa tegistration form and show picture
identification before the child is released to Hier/ In extraordinary circumstances, with the



director’s approval, a child may be released toesmme who is not on the list, provided that the
parent/guardian has provided this information ®director.

When signing in or out, the childlegal first and last name must be printed cleaNy child
may leave the school grounds and return to the Pregm. The Extended Day Prograi® not
responsible for any child until he/she reportstie Program.

Before entering the building to pick up your chilghu must identify yourself through the
intercom by stating your first and last names tim galmittance.Please be advised that if you
do not sign out, the maximum number of hours will le charged for that day

NOTE: There will be a $25.00 fee, per family, for each5 minutes, or portion thereof, that
you pick up your child(ren) past the closing time. This also includes holidays, early
dismissals, and emergency closings. If you cannpick up your child(ren) by the closing
time or by the time communicated by other means, yomust make other arrangements for
after school care. If a child is not picked up by30 minutes past the closing time, the
administration will be informed.

Late pick-up fees also apply on days when the progm is not in session and students are
not picked up. Parents/guardians are charged thedurly rate on early dismissal days when
the extended day program is not in session.

LUNCH/SNACK

On early dismissal days a lunch and drink must fmeight from home. The Extended Day
Program does not provide lunch. A child who asivathout lunch, however, will be given a
snack.

Students are responsible for bringing an afternsiack and drink. If your child has a food
allergy or other special food restrictions, pleaferm the Extended Day Director. Any food
brought to the Program must be properly wrappedraricheed refrigeration or special storage.
Students are not permitted to share food with sthecause of possible food allergies or special
diets.

AFTER SCHOOL ACTIVITIES

The Program offers a variety of activities for tBwdents. Outside free play (weather
permitting), snack, arts and crafts, board gamesyupy games, and homework time are a
sampling of activities.

Each school day, a time and a place is provideth®istudents to do homework, if they choose
to do so. The Program encourages this. Studemss loning all necessary supplieShey will
not be permitted to return to their classrooms to etrieve forgotten materials.



Students attending the Program in the afternoomldharing play clothes and sneakers or gym
shoes to change into after schogANY STUDENT WEARING STREET SHOES WILL
NOT BE PERMITTED TO PLAY BASKETBALL OR ANY OTHER TY PES OF
RUNNING GAMES IN THE GYM . Students will always play outside, weather permgttion
the fields behind the school building or on thecktap. In case of inclement or extremely cold
weather, we will use the gym. Please labkeL of your child(ren)’s belongings, as this is the
only way that we can return lost articles. Logicks will be placed in the school's Lost &
Found container located in the gym.

The adult sponsoring an after school activity (e.g., scoct®ir, hand bells, sports teams, etc.),
must sign participating students out of Extende¢ Bad then sign them back in when the
activity ends. Parents/guardians must notify tivedor, in writing, if their child has permission
to attend any after school activity.

FEES

The Extended Day registration fee is $75.00 peiilfjaper year. The hourly rate is $6.00 per
hour per child. For the first half hoanly of each day, fees will be one-half the rate. $da@te
that these fees cover each houpart of an hour.

BILLING

Bills are available for pick-up the first Monday thie month (unless there is a holiday) from the
Extended Day Stafflt is the parent’'s/guardian’s responsibility to askfor the bill. The bill

will state how many hours your child(ren) attended the fees charged. Please pay your bills
promptly. If your bill has not been picked up byuvesday of that week, it will be given to your
child’s teacher to be sent home. Look for thishie Thursday folder. If the bill is missing, the
parent/guardian must call the Extended Day Progtarfollowing day (Friday). Extended day
bills are separate from school tuition paymentsagpé do not make checks out for both payments
together.

The first time a student attends the program, &neilfy will be charged by the hour (or half hour
if arriving within one-half hour following dismiska For attendance on subsequent days, the
$75.00 registration fee must be paid in addition tethe hourly rate. From May f' through the
last day of extended day, the mandatory registridéie is $25.00.

All accounts are due and payable by th& b0 the month. A late fee is charged to monthly
accounts that are ten (10) days past due, anddohenonth that the account is in arrearShe
amount of the Late Fee varies based on the totatamding balance as follows:

1. Total outstanding balance of $50 or less, the Eatis $10.00.
2. Total outstanding balance of $100 or less, the Eateis $20.00
3. Total outstanding balance of more than $100, the Eae is $30.00



Late fees will not be waived when the parent/guardias not followed the procedures stated in
the first paragraph of this section (“Billing’All of the above billing regulations also apply to
non-registered members of carpools.

NOTE: Sending in payments ahead of time is permittBtease inform the Director if this is
your preferred method.

Accounts must always be current by the end of thecademic quarter. The child will not be
allowed to attend class until outstanding tuitionJate fees, and all other fees are paid in full
by the current quarter, or unless specific arrangerents for payment have been discussed
with the pastor or the principal.

FINANCIAL AID

Contact the Director and your situation will be diea confidentially.

CODE OF CONDUCT

The Extended Day Program follows the same CodearfdGcet and disciplinary measures as
during school hours. The reporting of infractiomay be in the form of Warning Notes,
Behavior Reports or Disciplinary Referrals.

ADDITIONAL REGULATIONS FOR STUDENTS

When INSIDE students are expected to:

o Stay in the assigned areas with their supervisod, @ways ask permission to leave if
necessary.

* Help pick up and clean their area after snaclkpm@jects, or other activities.

» Use all games provided by the Program with care.

* Return all gym equipment to staff members whersfiad playing with it.

When OUTSIDE, students are expected to:

» Stay within the assigned area, as designated, alasking permission to leave from a staff
member.

* For safety reasons, refrain from tackling when iplgyfootball, and from climbing trees or
fences.

* Return any equipment taken from the Program or igiteea staff member when finished.

NOTE: Students are responsible for the equipment teey Uf they damage or lose equipment,
they will be charged for replacement.

VOLUNTEERS



Parents/guardians who would like to volunteer thiare to the Program or help with special
projects are welcome to do so. Please contadditieetor to schedule a time.

OPEN DOOR POLICY
Parents/guardians are welcome to visit the Exteridleyl Program any time the Program is in

session or by appointment. For safety reasongprssmust show identification and wear a
visitor's badge to be admitted.

APPENDICES
Diocesan Forms — please see the Arlington Diocedssite for all school forms.

http://www.arlingtondiocese.org/catholicschools/forms.php




