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 2022-2023 HANDBOOK ACKNOWLEDGEMENT 

 Parent/Student Handbook Acknowledgement: 

 It is required that parents/guardians return this form (one per family or household) to the school 
 office by  August 19, 2022 . 

 We have read and discussed the 2022-2023 Saint Clare of Assisi Catholic School Parent/Student 
 Handbook.  We agree to comply with the procedures and policies as stated in this Parent/Student 
 Handbook. 

 ___________________________ 
 Print Parent/Guardian Name  Child’s Name/Teacher’s Name 

 ___________________________ 
 Signature of Parent or Guardian  Child’s Name/Teacher’s Name 

 Date 

 The school and/or the Principal retain the right to amend this handbook for just cause.  
 Parents will be given prompt notification if changes are made. 
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 WELCOME LETTER 

 Dear Parents and Students, 

 Welcome to Saint Clare of Assisi Catholic School. The faculty, staff, and administration are 
 looking forward to this academic year with anticipation and wish to extend a warm welcome to 
 everyone! 

 Our school operates under the auspices of the Roman Catholic Archdiocese of 
 Galveston-Houston, in cooperation with the Catholic Schools Office (CSO). Saint Clare of Assisi 
 Catholic School is fully accredited by the Texas Catholic Conference of Bishops Education 
 Department (TCCB ED) and the Texas Catholic Conference Accreditation Commission 
 (TCCAC), which is recognized and approved by the Texas Education Agency (TEA). We also 
 hold membership in the National Catholic Educational Association (NCEA). 

 Parents and guardians, as the primary educators of their children, lay the foundation for learning 
 and faith. Parents model virtue to the absorbent mind of their infants and toddlers, and actions 
 always speak louder than words. Parents and faculty join as partners, reinforcing and integrating 
 our Christian values and educational experiences into the daily life of each student. 

 The purpose of this school Parent and Student Handbook is to provide parents and students with 
 information that will help them understand school procedures and policies. Parents’ and 
 students’ knowledge of the information in this handbook along with their cooperation will help 
 make for a successful and productive year for all. 

 The school reserves the right to amend the contents of this handbook as needed during the school 
 year. Parents will be notified in writing and an additional signature page will be required. 

 Questions concerning the procedures and policies in this handbook should be addressed to the 
 school office at (281) 286-3395. 

 Yours in Christ, 

 The Faculty and Staff of Saint Clare of Assisi Catholic School 
 weight 

 3 



 TABLE OF CONTENTS 
 2022-2023  Handbook Acknowledgement………………………………………………………..  2 
 Welcome Letter………………………………………………………………...…………………  3 
 Table of Contents…………………………………………………………………………………  4-5 
 Catholic Philosophy of Education……………..…………………………………………………  6 
 Statement of Philosophy………….………………………………………………………………  7 
 Catholic Schools – Archdiocese of Galveston-Houston…………………………………………  7 
 Saint Clare of Assisi Catholic School – Statement of Philosophy……………………………….  8 
 Mission Statement………………………………………………………………………………..  9 
 Saint Clare of Assisi Catholic School……………………………………………………………  9 
 Student Learning Expectations…………………………………………………………………...  9 

 Active, Christ-centered Catholics…………………………………………………….  9 
 Effective Communication…………………………………………………………….  9 
 Responsible Citizens………………………………………………………………….  9 

 General Administrative Policies and Procedures…………………………………………………  10 
 Accreditation……………………………………………………….………………...  10 
 Curriculum…………………………………………………………………..………..  10 
 Sacramental Preparation………………………………………………...……………  10 
 Non-discriminatory Policy……………………………………………………………  11 

 Admissions………………………………………………………………………………………..  11 
 Immunization Requirements…………………………………………………………  12 
 Registration and Fees…………………………………………………………………  12 
 Tuition……………………………………………………………………..…………  12 
 Tuition Delinquency…………………………………………………………………  13 

 Student Attendance……………………………………………………………………………….  14 
 Daily Schedule……………………………………………………………………….  15 
 Dismissal……………………………………………………………………………..  16 
 Playground and Facility Usage……………………………………………………....  17 
 Visitors………………………………………………………………………………  18 
 Volunteering…………………………………………………………………………  18 
 Classroom Parties……………………………………………………………………  19 
 Birthdays………………………………………………………………….…………  19 
 Lunch and Recess Expectations……………………………………………………..  20 
 Library Procedures…………………………………………………………………..  21 
 Field Trips……………………………………………………………………………  21 
 Late Work and Special Projects Policies……………………………………………  22 
 Homework……………………………………………………………………………  22 
 Grading………………………………….…………………………………………...  23 
 Report Cards and Progress Reports………………………………………..…………  23 
 Honor Roll and Awards……………………………………………………...………  24 

 Parent Assistance…………………………………………………………………………………  25 
 FACTS – Electronic Gradebook………………………………………………..…….  25 
 Release of Final Report Card/School Records……………………………………….  26 
 Parent-Teacher Conferences……………………………………………………….....  26 

 4 



 Retention……………………………….…………………………………………….  27 
 Special Needs Learners and Referrals……………………………………………….  28 
 Standardized Testing Programs…………………………………………….……..…  31 
 Personal Grooming……………………………………………………………..…….  31 
 Uniforms……………………………………………………………………………..  31 
 Additional Uniform Information……………………………………………………  32 

 School Discipline…………………………………………………………………………………  33 
 School-wide Positive Behavior Management System………………………………  35 
 Behavior………………………………………………………………………  3 
 General Rules………………………………………………………………………..  43 
 Electronic Devices…………………………………………………………………… 
 Parental Cooperation………………………………………………………………… 
 Christian Code of Conduct…………………………………………………………… 
 Home Study/Extended Leave……………………………………………………….. 
 Suspension…………………………………………………………………………… 
 Expulsion…………………………………………………………………………… 
 Use of Controlled Substances……………………………………………..………… 
 Guns and Weapons…………………………………………………………...……… 
 Grievance Process - Problem and Conflict Resolution……………………………… 

 Health Services…………………………………………………………………………………... 
 School Health Records………………………………………………………………. 
 Medication in the School……………………………………………………………. 
 Illness and Contagious Disease……………………………………………………… 
 Student Accident Insurance…………………………………………………………. 
 Disaster Plan…………………………………………………………………………. 
 Fire Drills………………………………………………………………. 
 Emergency Evacuation………………………………………………………...…….. 
 Emergency Closing of the School……………………………………………………. 
 Laws Followed at Saint Clare of Assisi Catholic School………………………….… 

 CATHOLIC PHILOSOPHY OF EDUCATION 

 5 



 “THE CATHOLIC SCHOOL” 

 Christ is the foundation of the whole educational enterprise in a Catholic School. His 
 revelation gives new meaning to life and helps people to direct their thought, action and will 
 according to the Gospel, making the beatitudes his norm of life. The fact that in their own 
 individual ways all members of the school community share this Christian vision makes the 
 school “Catholic.” Principles of the Gospel in this manner become the educational norms since 
 the school then has them as its internal motivation and final goal. 

 The Catholic school is committed thus to the development of the whole person, since in 
 Christ, the Perfect Man, all human values find their fulfillment and unity. Herein lies the 
 specifically Catholic character of the school. Its duty to cultivate human values in their own 
 legitimate right in accordance with its particular mission to serve all people has its own origin in 
 the figure of Christ. He is the One who ennobles people, gives meaning to human life, and is the 
 Model that the Catholic school offers to its pupils. 

 If, like every other school, the Catholic school has as its aim the critical communication 
 of human culture and total formation of the individual, it works towards this goal guided by its 
 Christian vision of reality “through which our cultural heritage acquires its special place in the 
 total vocational life of the person.”  Mindful of the fact that people have been redeemed by 
 Christ, the Catholic school aims at forming in the Christian those particular virtues which will 
 enable him to live a new life in Christ and help to play faithfully his part in building up the 
 Kingdom of God. 

 These premises indicate the duties and the content of the Catholic school. Its task is 
 fundamentally a synthesis of culture and faith and a synthesis of faith and life; the first is reached 
 by integrating all the different aspects of human knowledge through the subjects taught in the 
 light of the Gospel; the second, in the growth of the virtue’s characteristic of the Christian. 
 (  Vatican Document 1977  ) 

 STATEMENT OF PHILOSOPHY 
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 CATHOLIC SCHOOLS - ARCHDIOCESE OF GALVESTON-HOUSTON 

 We believe that the curriculum of the Catholic schools of the Galveston-Houston 
 Archdiocese involves a total, Christ-Centered environment. This environment enables a 
 community of learners to live and model Christian Catholic values and ethics. 

 We believe the pivotal point of the curriculum for each student is interaction with teachers. The 
 vehicle for this interaction is the content area, central to the educational process. 

 We believe in a learner-centered curriculum that recognizes and supports the uniqueness of the 
 individual and the development of the whole person. Therefore, our curriculum is based on the 
 firm belief that every child, regardless of his/her preferred learning style, can learn and reach 
 beyond the level which he/she has already mastered. 

 We believe that rapid-societal changes challenge us to continually evaluate and update 
 our curriculum utilizing current educational research and technological advances. We are 
 therefore committed to the continuous professional growth of all responsible for delivering the 
 educational process. 

 Finally, we believe that the outcome of all learning experiences in a Catholic school is the 
 formation of an active, life-time learner. Each student becomes a Christian eager to embrace 
 his/her responsibility of “message, community and service” to the world. 

 SAINT CLARE OF ASSISI CATHOLIC SCHOOL 
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 STATEMENT OF PHILOSOPHY 

 ●  We hold that our religious identity is the heart of our school. Staff, students, and parents 
 strive to model a strong and challenging faith. We seek an enduring faith community based 
 on Jesus' command to love one another. The Catholic identity of our school is evident 
 throughout its community. Daily witness of administration, faculty, staff, students, parents, 
 and clergy creates a warm, nurturing school environment. Saint Clare of Assisi Catholic 
 School is a lived experience of Church beliefs, traditions, and sacramental life, bringing the 
 students to Christ. 

 ●  We acknowledge that Saint Clare of Assisi Catholic School shares with the family the 
 educational mission of the Church. Parents are the primary educators of their children; 
 teachers are the facilitators of learning. We commit ourselves to a challenging curriculum 
 that integrates the subjects of Religion, Language Arts, Mathematics, Science, Social 
 Studies, the fine arts, technology, as well as health and Physical Education with themes 
 rooted in Gospel values and Catholic tradition, while meeting the challenges of living in a 
 complex, confusing, technology-driven, and global society. 

 ●  We accept the responsibility to educate our students to become adaptable, resilient, life-long 
 learners who know how to learn, how to collaborate, how to communicate effectively, and 
 how to ethically use the knowledge technology offers to improve life for all people. 

 ●  We foster a supportive and challenging climate that affirms the dignity of all persons within 
 the school community. An essential dimension of the Saint Clare of Assisi Catholic School 
 mission is a focus on the needs of the whole person. Recognizing that today's students are 
 tomorrow's leaders, the school balances high expectations with respect for individual 
 differences. Students are encouraged to manage their lives effectively, assume responsibility 
 for their actions or omissions, and internalize positive, healthy attitudes founded upon the 
 virtues and in recognition of their own self-worth as being made in the image of God. 

 ●  We believe that Saint Clare of Assisi Catholic School is an integral part of the Church 
 mission to proclaim the Gospel, build faith communities, celebrate through worship, and 
 serve others. We value apostolic service to deepen student awareness of and involvement in 
 social concerns. 

 ●  We share the commitment, wisdom, and gifts of the parents by inviting them to work with 
 the students, teachers, and administration, both directly and indirectly. We believe that this 
 level of partnership in education leads to the development of a strong faith community, 
 builds a safe environment, and fosters a deep reverence for the unique value of each person. 

 SAINT CLARE OF ASSISI CATHOLIC SCHOOL 
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 MISSION STATEMENT 

 “Love God, Serve God; Everything is in That!” The mission of Saint Clare of Assisi Catholic 
 School is to provide a Catholic education that forms the mind through the Holy Spirit. 

 Student Learning Expectations 

 We, the stakeholders of Saint Clare of Assisi Catholic School, believe our mission is to provide a 
 Christ-centered, academically excellent, and safe school environment in which each student may 
 develop his talents and gifts according to his God-given potential. So that he might fulfill his 
 duty to live as a Disciple of Christ ever-increasing in virtue. The Saint Clare student expected to 
 be: 

 Disciples of Christ 
 ●  Practice Gratitude 
 ●  Possess a basic understanding of scripture and tradition 
 ●  Participate in the sacramental life of the Church 
 ●  Always be mindful to the plight of the poor and vulnerable 

 Life-Long Learners 
 ●  Exhibit curiosity and a desire for knowledge 
 ●  Demonstrate competency over challenging subject matter 
 ●  Read and think in a critical and analytical manner and solve problems 
 ●  Interpret sources of information with an authentic Catholic anthropology 

 Effective Communicators 
 ●  Write clearly and effectively 
 ●  Possess public speaking skills 
 ●  Able to effectively practice truth and charity in debate 

 Integrated Persons 
 ●  Know and practice virtue in pursuit of personal excellence 
 ●  Who hold themselves accountable to the standards of the Catholic faith 
 ●  Appreciate goodness, beauty, and truth 
 ●  Develop an authentic sense of leisure 

 SCHOOL GOALS 
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 School-wide goals (STARS) are posted in every classroom to remind our school 
 community to work towards the daily demonstration of desirable behaviors that ensure the 
 attainment of our school goals and every student’s success: 

 S – Show Self-Discipline 
 T – Talk When Appropriate 
 A – Accept Responsibility 
 R – Respect Authority 
 S – Stay on Task 

 With God’s help and the cooperation of the students, parents, and staff, each student will go forth 
 from Saint Clare of Assisi Catholic School as a faith-filled young man or woman who has a 
 sense of the value of his or her religious culture intertwined with the laws and duties of society as 
 honest, courteous, open-minded and enterprising citizens. 

 GENERAL ADMINISTRATIVE PROCEDURES AND POLICIES 

 ACCREDITATION 
 Saint Clare of Assisi Catholic School is fully accredited by the Texas Catholic 

 Conference of Bishops Education Department (TCCB ED) and the Texas Catholic Conference 
 Accreditation Commission (TCCAC), which is recognized and approved by the Texas Education 
 Agency (TEA) and the National Catholic Educational Association (NCEA). Saint Clare of Assisi 
 Catholic School is designated as a STREAM Synergy campus as we emphasize the Science, 
 Technology, Religion, Engineering, Arts, and Mathematics fields among our core subjects. 

 CURRICULUM 
 Saint Clare of Assisi Catholic School provides a rigorous and challenging curriculum 

 based upon Archdiocesan Standards (created by Via Learning Source from the state TEKS), 
 which meets or exceeds TEA, TCCB ED, and NCEA expectations.  To most effectively convey 
 the content of the curriculum teachers employ traditional techniques.  Furthermore, Saint Clare 
 of Assisi Catholic School strives to furnish students with an education informed by a curriculum 
 informed by the Catholic intellectual and spiritual tradition. The curriculum is designed to 
 support student’s intellectual and spiritual growth so that they assume responsibility for their 
 own growth in virtue and in discipleship. 

 SACRAMENTAL PREPARATION 
 In accordance with the mandate from Daniel Cardinal DiNardo, Archbishop of the 

 Archdiocese of Galveston-Houston, preparation for the sacraments of Reconciliation and First 
 Communion is the responsibility of the student’s home parish. Participation in daily religion 
 class does not fulfill sacramental requirements for their home parish. In order for consideration 
 of aforementioned courses to be used as credit towards sacramental requirements individuals 
 must seek approval from the pastor of the parish where the family is registered. 

 NON-DISCRIMINATORY POLICY 
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 Saint Clare of Assisi Catholic School admits all students to the rights, privileges, 
 programs, and activities made available to the entire student body. We do not discriminate on the 
 basis of sex, age, race, color, nationality, or ethnic origin in the administration of our admission 
 policy (in accordance with the law). 

 ADMISSIONS 

 The Catholic schools in the Archdiocese of Galveston-Houston admit all students to the 
 rights, privileges, programs, and activities made available to the student body. We shall not 
 discriminate based on race, color, age, national, or ethnic origin in the administration of its 
 admission, financial, athletic, or scholarship programs. Children must show satisfactory 
 achievement on the admissions/screening assessment given to them at time of application. 

 The following policies have been formulated regarding student admissions: 

 An application and personal interview are required prior to admission. Applicants must be 
 scholastically qualified. All prospective students must present, when applicable, acceptable 
 transcripts, current report cards, standardized test results, and/or results of professional testing. 
 New student applicants are assessed by the Principal or his designee, such as the Office Manager 
 or faculty member, prior to acceptance. 

 Eligibility for admission and  continued attendance  is contingent upon payment of all past-due 
 tuition and fees  as indicated in the Tuition Agreement. 

 Yearly admissions will be based on the following order of priority: 
 ●  Students presently attending Saint Clare of Assisi Catholic School and their siblings 
 ●  Catholic students living within the boundaries of Saint Clare of Assisi Parish 
 ●  Students transferring from another Catholic School 
 ●  Catholic students outside the boundaries of Saint Clare of Assisi Parish 

 All required forms must be returned, and fees paid before placement is assured. Forms include 
 application, enrollment, conditional acceptance, birth certificate, baptismal certificate (if 
 applicable), sacramental records (if applicable), copy of social security card, immunization 
 records, copy of insurance card, report cards (if applicable), standardized tests (if applicable) and 
 an annual income eligibility parent survey (required by the Archdiocese to determine eligibility 
 for Federal Funds). 

 Admission of each new student is conditional according to Archdiocesan guidelines and is based 
 on a one-year contract. Re-admission of current students each subsequent year is contingent upon 
 the successful completion of academic courses and the demonstration of appropriate behavior on 
 the part of both the student and the parent(s). 

 According to accreditation requirements, students must be age-appropriate for the desired grade 
 level by September 1  st  of the current school year  in order to be admitted to Saint Clare of Assisi 
 Catholic School. This applies to grades PK3-1st.  For example, a child may be admitted to the 
 preschool (PK3) class after having reached the age of 3 by the first day of September. 
 All students must be potty-trained prior to the first day of school. For Saint Clare of Assisi 
 purposes, “potty-trained” means the child identifies his/her need to go to the bathroom, 
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 independently removes his/her pants, cleans/wipes him/herself independently, replaces his/her 
 clothing and can call for assistance, as needed. If the child is not potty-trained, he/she may be 
 withdrawn from school until potty training is accomplished. 

 Students are accepted for admission with the approval of the Principal. The Principal assess the 
 current academic levels of the prospective student through informal and formal assessment, upon 
 request, review samples of the student’s work, and conduct an interview with the student and 
 parents before making a final decision on admission. 

 All acceptances are probationary for nine weeks. 

 The Principal reserves the right to contact any former schools the child may have attended. It is 
 the policy of Saint Clare of Assisi Catholic School that the Principal has the authority to accept 
 or refuse admittance of any individual as a student at this school for any reason. This decision is 
 based on the state and Archdiocesan policies for admittance and on all information received from 
 the applicant at the time the application for admittance is made. All new students are accepted on 
 a nine-week probationary basis. A complete immunization record indicating that requirements 
 are met, with a physician's signature, is required at the time of registration. Archdiocesan policy 
 requires that any new student present written evidence of TB testing and the results. 

 IMMUNIZATION REQUIREMENTS 
 Students in the Archdiocese of Galveston-Houston Catholic Schools must be following 

 the immunization requirements of the Texas Department of Health, Immunization Division. 
 Enrollment requirements for first-time students include a current immunization record on all 
 required immunizations. 

 Parents/Guardians will be informed of needed immunizations for students already enrolled in 
 school.  Parents/Guardians have 14 days to obtain the  required immunizations.  If, after 14 days, 
 the student has not received the required immunizations, the student will not be allowed to return 
 to school until proof of immunizations is received. Please refer to the list of required 
 immunizations in the back section of this handbook. 

 REGISTRATION AND FEES 
 Registration is complete when all previous accounts are up-to-date, the applicant has been 
 approved by the Principal, all forms have been returned, previous school records (if applicable) 
 are on file and the enrollment and books & supply fees have been paid.  The enrollment fee, 
 books fee, and supply fee are  non-refundable  . 
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 TUITION 
 Please refer to the Tuition Schedule for information concerning tuition rates and plans available 
 at Saint Clare of Assisi Catholic School. Payment of tuition may be managed in three different 
 ways: 

 1. Payment of tuition  in full  is due by July 1 or  on the first day a student is enrolled 

 2. Payment of tuition in  two installments  is due by  July 1 and January 1. 

 3.  Monthly payments  are collected by Electronic Funds  Transfer (EFT)on the 1  st  or 15  th  of each 
 month from July through May by automatic deduction from your bank account. 

 Please refer to the Authorization Agreement for Electronic Funds Transfer enrollment form for 
 the terms and conditions of tuition payments payable on a monthly basis. A $40.00 fee per 
 family is assessed each year for the Electronic Funds Transfer services. 

 TUITION  DELINQUENCY 
 The purpose of the tuition delinquency policy is to underscore Saint Clare of Assisi Catholic 
 School’s need for prompt payment of tuition by all families. The financial policies at Saint Clare 
 of Assisi Catholic School are based on a need to maintain a strong fiscal foundation. If 
 unforeseen financial difficulties arise, families should immediately contact the school Principal 
 to review the financial hardship and seek to find a mutually-agreeable alternative tuition payment 
 plan. Understanding that unexpected situations can and do arise, Saint Clare of Assisi Catholic 
 School strives to work with our families. The School must, however, maintain an adequate 
 revenue stream to meet its financial commitments and to ensure that all students and their 
 families are treated fairly and equitably. Families who become delinquent in their tuition 
 obligations pursuant to the agreement they have reached with Saint Clare of Assisi Catholic 
 School will be notified that their child(ren)will not be allowed to continue their education at 
 Saint Clare of Assisi Catholic School until the tuition obligation is current. 

 Specific guidelines are as follows: 
 1. All past due/delinquent tuition and fees must be paid by the first day of class or the 
 student(s) may not be seated. 
 2. When tuition is 10 days past due (Level I), a letter will be sent to the family requesting that 
 tuition be brought current. 
 3. When tuition is 20 days past due (Level II), a second letter will be sent (Certified Mail) to 
 the family explaining the non-admission policy. 
 4. When tuition is more than 30 days past due (Level III), the Principal will contact the 
 family to come into the School Office for a meeting within five (5) business days to: 

 ●  Discuss the family situation 
 ●  Review and sign a Tuition Delinquency Contract between the School and the family. 
 ●  Any delinquency from the time the contract has been signed may necessitate the 

 enactment of consequences listed in the contract including the denial of the student(s) 
 attending the upcoming semester or future years of enrollment until the delinquent 
 balance is paid in full. 

 5. If ALL tuition payments are not current as of December 31  st  , the student(s) may not be 
 seated in January upon return from break. 
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 For the second half of the year, the same protocol will be followed with the following 
 modifications: 

 If ALL tuition payments are not current three weeks prior to the last day of class, the 
 student(s) may not take the final exams and report cards may show an incomplete in each 
 subject. In addition, eighth graders may not be allowed to participate in graduation exercises. 
 The same shall apply to students in Grades Pre-K through 7  th  Grade. 

 All CHECKS PAYABLE TO THE SCHOOL AND RETURNED FOR INSUFFICIENT 
 FUNDS  must be paid with cash, money order, or a certified  check from a bank or lending 
 institution. A $25.00 late fee must accompany the payment. 

 Please Note:  The total annual tuition does not currently  cover the cost of educating a child at 
 Saint Clare of Assisi Catholic School which is  $7,500.00  per child (K-8) and $6,300.00 per 
 child (PK-3 - PK-4)  . Therefore, all students who attend  Saint Clare of Assisi Catholic School 
 are currently receiving tuition assistance. When enrolling your child in Saint Clare of Assisi 
 Catholic School, parents are expected to support the school in all its efforts in fundraising, 
 volunteer functions, and other related activities.  Saint Clare of Assisi Catholic School students 
 and parents are not to conduct door-to-door solicitation in the name of the school. 

 STUDENT ATTENDANCE 

 All of the Catholic schools in the Archdiocese of Galveston-Houston must follow the Texas State 
 compulsory attendance laws. Parents/guardians are expected to honor the calendar established by 
 the School as it is vital to the process of teaching and learning. School absence is categorized in 
 the following manner: 

 Absence due to illness  – if a student is unable to  come to school due to illness, the 
 parent/guardian is expected to notify the school office by  9:00 a.m  .  to report the reason for the 
 child’s absence, state if the illness is expected to be prolonged (in case of a communicable 
 disease), and  send a written note explaining the reason  for the absence upon the student’s return 
 to school  . 

 Should the child be absent for  3 days  or more  , a doctor’s  note must accompany the child upon 
 his/her return to school. If a child is expected to be absent for more than one day, please notify 
 the child’s teacher to make arrangements to pick up homework/missing assignments after the 
 first day of absence. Teachers will not automatically prepare this work. Students are given a 
 reasonable amount of time to make up assignments and tests. The general guideline for the 
 amount of time given to make up work would be one week from the date the student returns to 
 school. 

 Absences for other reasons  – Parents are required  to submit a “Request for Excused Absence 
 Form” (located in the back of this handbook) prior to taking a student out of school for any 
 reason other than illness or family emergency if the family wishes to not have unexcused 
 absences on their child’s academic record. The Principal will determine if the absence will be 
 considered an excused or unexcused absence.  Absences  due to family trips/vacations/reunions 
 will be unexcused  (family weddings and funerals are  not considered vacations, but days spent 
 before or after the wedding/funeral doing recreational activities at amusement parks or at the 
 beach, for instance, may be considered vacation). Students with excused absences will be 
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 allowed to make up work  to the extent that the work can be made up outside of class  . Missed 
 classroom instruction cannot be replicated, and each assignment missed raises the weight of each 
 other assignment the student completes. Teachers are  not  required to provide assignments prior 
 to a planned absence, but may if they are able.  The  school staff is not obligated to provide 
 special services whenever a parent opts to schedule personal or family activities that cause 
 a student’s absence on compulsory attendance days as indicated on the annual calendar. 
 Students who miss assignments or tests due to unexcused absences will not receive zeros for the 
 missed work, but may have fewer grades to average at the end of the grading period, which 
 raises the weight of each assignment or test. Parents and students should realize that a student 
 may score poorly on exams or assignments following an unexcused absence from school due to 
 missed instruction. 

 Absences during standardized testing  – Students absent  during the weeks of standardized 
 testing for reasons other than illness or family emergency will not be given makeup tests. Other 
 forms of assessment may serve to replace the missed test in the event of student absences. 

 Tardiness  –  Students should arrive at school between  7:40 a.m. and 7:55 a.m  . The 
 instructional  school day begins promptly at 8:00 a.m.  Students are expected to arrive  in  the 
 Family Life Center/Gym for Morning Assembly by  7:55  a.m  . Students arriving after 10:00 a.m. 
 will be counted as absent for half a day  . 

 All students are expected to be on time for school.  Five or more tardies in an academic quarter 
 will place the student on academic probation.  Continued  absences may require additional hours 
 to make up the work. In addition,  five tardies will  be marked as one absence in the grade book  . 

 Tardiness, like absence, interferes with a child’s progress in school and may lead to the formation 
 of unfortunate character traits. When the child is late, he/she misses the initial lessons of the day, 
 loses the critical understanding of the subject being taught after they return, and interrupts 
 classroom instruction for him/her and their classmates. 

 Routine doctor, dental, and orthodontist appointments should be scheduled outside of 
 instructional hours  so as to not interfere with learning. 

 DAILY SCHEDULE 
 6:45 a.m.  Before School Care begins 
 7:40 a.m.  Students proceed to the Parish Life Center/Gym 
 8:00 a.m.  Instructional day begins 
 3:00 p.m.  Pre-K 3 through Kindergarten - School dismissal 
 3:15 p.m.  1st Grade through 8th Grade - School dismissal 
 3:00 p.m.  After School Care begins 
 6:30 p.m.  After School Care ends 

 All other students may arrive no earlier than 7:40 a.m.  Students will be allowed to enter the 
 Parish Life Center/Gym at 7:40. 

 Parents are welcomed to walk their children into the Parish Life Center/Gym, encourage their 
 child(ren) to sit with their class as quickly as possible, and participate reverently in the Morning 
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 Assembly’s prayer and pledge. Parents are asked to clear the Parish Life Center/Gym 
 immediately after morning assembly as this is not the time for ad-hoc parent-teacher 
 conferencing or catching up with other school parents. Parent are certainly welcomed to schedule 
 a conferences with a teacher at other times. 

 In order to comply with accreditation guidelines and reduce distractions to students who have 
 already begun their instructional day, parents arriving with their children after 8:00 a.m. will be 
 asked to check their child in at the front office. Parents arriving after 8:00 a.m. with school 
 business must sign in and sign out at the school office. 

 Parents walking students into the building  must  park  in the parking lot.  Leaving unattended or 
 parked cars under the porte-cochère at any time is prohibited. By state law, parking in a 
 handicapped space without a valid (state-issued) permit is also prohibited. 

 Dismissal 
 The safety of our students at Saint Clare of Assisi Catholic School is of utmost concern to us. For 
 this reason, the following procedures for dismissal will be followed: 

 State law prohibits the use of cell phones or distracting  devices by the drivers of a 
 moving vehicle on school grounds  . 

 Car seats or booster seats are  required  for certain  ages, weights, or heights of small 
 children. 

 All children should be picked up  promptly  at dismissal  time. Car tags will be issued to parents at 
 the Parent-Information-Night event in order to expedite the loading process and to identify 
 carpool riders. Please form a single file car line to pick up your children under the porte-cochère. 
 Pull up as far under the covered area as possible so  that between three and  five cars can be 
 loaded at a time. Children will be assisted into the car or van by a staff member in an orderly 
 fashion. Pull slowly out into the parking lot and then stop to fasten seat belts.  For the safety of 
 all, parents are to remain in their vehicles while the students enter through the passenger’s 
 side.  Do not use this time to conference with teachers.  If you need to talk with a teacher, call the 
 office and request a conference. 

 Due to our increasing enrollment and the operation of the Before and After School 
 Program in the afternoon, parents are strongly encouraged to use the car line exclusively when 
 picking up children at the end of the school day. Parents and students are expected to leave 
 school grounds promptly after dismissal time, unless they are sponsoring a club or sport, 
 observing a sports game, etc.  T  he school is not responsible  for any accidents or injuries to 
 children or their siblings before or after designated school hours. 

 Under no circumstances are parents to pick up their child from the car line without the 
 child being officially dismissed by a teacher. To expedite dismissal, parents or authorized drivers 
 should display your car tag so a teacher in the car line is able to clearly see it. This procedure 
 will help ensure the safety of all. Please be prepared to show proper identification to the teacher 
 when picking up your child in person from the car line if you are not recognized. 

 16 



 On the rare occasion that a funeral or other parish activity conflicts with the school’s 
 regular dismissal, an alternate dismissal procedure will be put into operation. Large orange cones 
 blocking the porte-cochère driveway will be the signal to parents for the alternate dismissal 
 procedure. Please form the car line at the end of the sidewalk located on the east  side of the 
 school building (outside of the courtyard). All children will exit the school through the north 
 doors and proceed to the parking lot sidewalk area for pick up.  Please do not walk through the 
 courtyard and into the main entrance of the school while a funeral service is in progress. 
 When possible, parents will be given prior notification of the need for alternate dismissal 
 procedures. 

 The school staff is extremely cautious and prudent in the dismissal of a student to a 
 parent, guardian, or childcare facility. Please make sure the list of people authorized to pick up 
 your child from school on the signed registration form is kept up to date. It is the responsibility 
 of the parent/guardian to inform transportation providers about early dismissal dates, dismissal 
 time and proper pick-up procedures. Additional school calendars and car tags are available in the 
 school office for childcare providers and family members. 

 No child is allowed to leave the school grounds once school has begun for the day unless 
 properly checked out through the school office or reception desk by a parent or person 
 designated by the parent. When parents know an early pick-up will be necessary, a request for 
 permission to have a student dismissed early should be made to the office in writing and the 
 classroom teacher notified. On short notice, a phone call to the office will be helpful. Parents 
 must come into the office and/or reception desk to sign students out prior to the student being 
 released. A child who has been signed out of school by a parent and who returns the same day 
 should be signed back in at the reception desk or in the school office upon his/her return to 
 school. 

 In the case of divorced parents, a certified copy of court paperwork designating custody and 
 visitation must be on file in the school office. 

 On occasion, a parent must plan for some other adult to pick their child up from school. 
 Parents may call the school office and request a “change in pick up” message to be delivered to 
 the child’s teacher. However, only persons already listed as “authorized to pick up your child” on 
 the enrollment form will be allowed to do so. This policy is for the protection of all. The school 
 will request identification from any person not recognized as a person “authorized” to pick up 
 your child. 

 Students of Saint Clare of Assisi Catholic School are permitted to walk or ride a bicycle 
 home, but parents must contact the school for more information. 

 In case of illness, the parent, legal guardian, or a person designated by the parent will be notified. 
 Sick children will not be allowed to remain at school. 

 PLAYGROUND AND FACILITY USAGE 
 To ensure the safety and security of all, the preschool/early childhood playground is off-limits to 
 students and parents before and after school hours. The playground is also off-limits during the 
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 school day unless a staff member is present for supervision. Parents and/or students are not 
 allowed to enter an empty classroom or building unless accompanied by a staff member. 

 VISITORS 
 All visitors and volunteers must present a valid ID, sign in and out at the reception desk. After 
 signing in, a badge will be issued by the receptionist and worn until you sign out. Sign-in 
 destination as “office” or “classroom” does not justify visiting classrooms in session or roaming 
 the facility. 

 VOLUNTEERING 
 We welcome volunteers. All prospective school volunteers (when frequent, ongoing, recurring 
 contact is expected) must attend the  CMG Safe Haven  online safe environment  training program 
 offered by the Archdiocese, free of charge. 
 CMG Safe Haven is an online training on child sexual abuse prevention which has replaced the 
 VIRTUS training. If you have attended the VIRTUS training within the past 5 years, your 
 training is considered current. Otherwise, applicants must register for CMG Safe Environment 
 training on-line by going to  https://galvestonhouston.cmgconnect.org  . 
 As part of the CMG Safe Haven training process, volunteers must complete a background check. 
 All parts of the process must be completed in order to be fully certified. 
 The campus Safe Haven Coordinator and Safe Environment Coordinator (SEC) is  Anna 
 Naughton,  anna.naughton@stclarehouston.org  . 
 ALL VOLUNTEERS MUST BE CERTIFIED PRIOR TO WORKING ON CAMPUS OR 
 ATTENDING FIELD TRIPS – NO EXCEPTIONS! 
 Please allow 3-4 weeks for your certification to be processed and for you to be able to volunteer 
 on campus. 
 Please keep your certification current. 
 If the prospective school volunteer has attended training previously, the Coordinator will verify 
 the “active” status of the volunteer. If it has been 5 or more years since the volunteer has taken 
 the initial training, the volunteer must register for the ongoing training. If it has been less than 5 
 years since the prospective volunteer has taken the first training, the Coordinator may alert the 
 volunteer as to when their initial volunteer approval will expire. 

 GENERAL VOLUNTEER EXPECTATIONS 
 Catholic schools depend on the consistent and loyal services of volunteers. Volunteers serve the 
 school in many and varied capacities, such as room parents, chaperones, committee members, 
 etc. This includes, but is not limited to, Home and School Committees, School Advisory Council 
 Committees, helping the school run events as well as assist in decorating classrooms and bulletin 
 boards along with volunteering as lunch aide or making class sets of instructional materials in the 
 office or Faculty Workroom (Room 1). Indeed, there are ways to even help at home, such as 
 spreading the news of school events at extracurricular practices or playdates, sharing 
 school-related posts on social media, or creating things on your home computer. 

 All Saint Clare of Assisi School volunteers must sign the Volunteer Handbook 
 Acknowledgement sheet, pass a criminal background check, and attend  CMG Safe Haven online 
 safe environment  training. Volunteers will also be  requested to present their valid picture ID for 
 the RAPTOR system when they come to campus. 
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 Volunteers may  not  take younger siblings along on field trips or other school sponsored 
 activities. Due to liability and supervision concerns, siblings are never allowed to accompany a 
 parent who is volunteering service to the school. As with visitors, all Saint Clare of Assisi School 
 volunteers are expected to be dressed appropriately, as modesty and decorum are virtues we all 
 are to model for our students. Volunteers are asked to refrain from wearing shorts, low necklines, 
 or immodest clothing. Volunteers are expected to dress in business casual and are held to the 
 same standards of dress as the faculty. 
 Parents are discouraged from interrupting classes or walking the building to observe their child, 
 clean lockers, find lost supplies, etc. because of the possible disruptions this may cause. 
 Teachers are all on duty supervising students at 7:40 a.m. and are not able to meet with parents 
 while parents are volunteering. If parents would like to schedule a conference with a teacher, 
 please reach out to the teacher to find an agreeable time. If you would like to visit your child’s 
 classroom, please schedule an appropriate time with your child’s teacher. 
 Volunteering in a classroom means spending quality time on work assignments requested by the 
 classroom teacher. We request that the volunteer attends to the teacher’s students’ needs, without 
 undue distractions (for example, constant device usage). The expectation is that our volunteers 
 will confidently work with our students to improve their classroom experiences. It is also 
 expected that the volunteer maintains  strict confidentiality  about what is observed in the 
 classroom. 

 CLASSROOM PARTIES 
 Classroom parties will depend upon the discretion of the teacher. The teacher may request parent 
 volunteers to help plan and execute the party. All activities must be pre-approved by the 
 classroom teacher. Sign-up sheets may be available for parents to have the opportunity to help or 
 supply refreshments. Only those food items approved by the teacher and Principal will be 
 allowed at classroom parties. In keeping with our Catholic tradition, Saint Clare Catholic School 
 only observes celebrations that are a part of our rich Catholic heritage. In particular, secular or 
 pagan celebrations that conflict with the school’s Catholic identity are prohibited, though the 
 Church has always sought to baptize such celebrations whenever possible. Any celebration of a 
 secular or pagan holiday must be via a baptized/Catholicized method, such making the holiday 
 about the liturgical season, a saint, etc. 

 BIRTHDAYS 
 Parents may provide the class with a small treat to honor their child’s birthday. At Saint Clare of 
 Assisi Catholic School, an acceptable treat is a cupcake, cookie, or ice cream cups.  Treats must 
 be store-bought with a label indicating that the ingredients are nut free and also free of any 
 exposure to machinery that has processed nuts.  In  grades PK-3 – 8, birthdays are celebrated at 
 the end of the school day or during the lunch period. Birthday bouquets of flowers, balloons, or 
 other gifts are not allowed. As to not make other children feel excluded, birthday invitations are 
 not to be distributed at school. Please contact your child’s teacher  24 hours in advance  and 
 collaborate to plan birthday recognitions, and avoid notifying the school the day of the event. 

 Lunch & Snacks 
 Parents are encouraged to occasionally have lunch with their child during the student’s lunch 
 period, so long as the visits are not disruptive to the educational process. All lunch rules and 
 school regulations will be adhered to even though a parent is present. Parents must sign in and 
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 out at the reception desk and obtain a visitor’s badge before entering the lunch area. This badge 
 must be worn until you sign out. 

 Lunch is brought daily from home in appropriate lunch kits and containers that can easily be 
 managed by the child. GLASS CONTAINERS ARE NOT ALLOWED. No food may be brought 
 from home that needs to be heated at school. In order to encourage healthy eating habits, lunches 
 should be nutritious and easy for a child to eat within the 30-minute lunch period. Chocolates 
 and sugary candy should be reserved for parties and birthday treats. 

 Upon availability, Jason’s Deli, Chick-fil-A, or other restaurants’ meals may be served 
 throughout the week. This may begin in mid- September and order forms will be available at the 
 beginning of each month. Pizza tends to be served in large slices, so please order only what your 
 child may be able to eat. The school holdsfast to the Catholic tradition of not serving meat to 
 students on Fridays, or certain days during Lent, such as Ash Wednesday. 

 In the event that a child forgets a lunch and the school is unable to contact the parent to bring it 
 in time for lunch, the school may provide a simple and nutritious meal.  If this happens more 
 than 2 times per nine week grading period (a quarter), a parent conference with the 
 teacher or Principal may be scheduled. 

 Children in  Pre-K 3 - Kindergarten  classes eat a  healthy  snack  during the day. Please send a 
 small nutritious snack and drink  for them to enjoy.  Candy and sugary treats are  not  considered a 
 nutritious snack. 

 LUNCH AND RECESS EXPECTATIONS 
 The following rules and procedures have been developed to ensure that lunch and recess will be 
 enjoyable, orderly, and safe for the students: 

 Lunch Rules and Procedures: 
 ●  Students should use the restroom and wash hands before eating lunch. 
 ●  Students should remain seated to eat. Students may have assigned seats. 
 ●  Students should raise their hand if they need assistance. Permission to leave the table 

 must be given by an adult monitor after the student raises his/her hand. 
 ●  Students will refrain from sharing food due to concerns related to food allergens. 
 ●  Students should clean their own eating area. Students will take turns wiping off the table 

 and sweeping the floor before they leave. 
 ●  Students may be given a recess period after they have finished eating. 

 Recess Rules and Procedures: 
 ●  Students must stay within marked or verbally stated boundaries. 
 ●  Students must follow all directions given by the teacher/lunch monitor. 
 ●  Students will use play equipment in the manner for which it is intended. 
 ●  Students will demonstrate good sportsmanship and observe all safety rules. 
 ●  Students will refrain from throwing rocks, pebbles, sticks, or mulch. 
 ●  Students will refrain from climbing on benches or fences. 
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 Consequences: 
 ●  Verbal warning 
 ●  Silent lunch for part or entire lunch period 
 ●  Isolation from recess activities 
 ●  Notify homeroom teacher (conduct may be affected on report card) 
 ●  Notify Principal (students may meet with Principal) 
 ●  Serious offense (sent straight to Principal with a call to parents) 

 Library Procedures 
 Although students do not have scheduled weekly library visits, students may visit the library 
 with their Homeroom teacher/ELA teacher once or twice a month. The library is available daily 
 for use during school hours to meet educational needs by faculty with their classes. Students 
 receive instruction from our Resource Center employee or their teacher in general library skills 
 including the use of school-wide intranet and Internet resources. 

 Check-Out Policy 
 ●  Children in grades Pre-K 4 – 8 may check out books. 
 ●  Books may be checked out for a period of two weeks and may be renewed. 
 ●  Check-out limits are as follows: 

 ●  PK4 - 1st graders may check out  one book  , 
 ●  2  nd  – 4  th  graders may check out  two books  , 
 ●  5  th  - 8  th  grade students may check out  three books  at a time.  Replacement fees will be 

 charged for lost or damaged items. Charges will include replacement value plus a $2.00 
 replacement processing fee. 

 ●  Items that are one month or more overdue will be assumed lost and treated as such. 

 All students are expected to reflect the following Saint Clare “STAR” behaviors. 
 ●  Listen to and follow directions 
 ●  Respect Library resources 
 ●  Read silently 
 ●  Respect others 

 Field Trips 
 Field trips are an extension of classroom instruction and should provide a valuable educational or 
 cultural experience for students. Field trips are taken after proper planning, which includes the 
 assessment of their educational value, correlation with the subject being taught, assurance that 
 the objectives are appropriate for the grade level of the students, pre-trip teaching and 
 preparation, and appropriate follow-up activities. 

 Parents will always be notified of a planned field trip prior to its occurrence. 
 Students will only be allowed to take part in a field trip with written permission from a parent or 
 guardian. A field trip permission form will be provided and must be completed and returned. No 
 other form or verbal permission will be accepted. No exceptions will be made. 

 A school day spent on a field trip is a legal day of school, so attendance is counted for each 
 student  . 
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 All students are expected to participate in planned field trips for their class unless a student’s 
 classroom behavior indicates to the teacher that such behavior might be detrimental to student 
 safety and security on a trip. Participation in a field trip is an earned privilege. Students not 
 allowed to participate in a planned field trip will be counted absent unless arrangements have 
 been made for the child to remain supervised at school between the student’s parents and the 
 school office. If a parent does not wish for a student to participate in a field trip, the school 
 should be notified in writing, preferably with a reason as to why the parent would like their child 
 to not be present at the field trip. Transportation for field trips is provided for all students either 
 by parent volunteers or contracted bus services. Parent volunteers need to complete CMG Safe 
 Haven online safe environment training prior to the field trip. Parent volunteers are to refrain 
 from purchasing treats or items during the field trip. For contracted bus service, each student 
 who participates may be assessed a bus fee. Please contact the school Principal for information 
 on financial assistance funds to cover the cost of a school-sponsored field trip. 

 Grading Policies 
 Homework 
 Homework is essential to a rigorous curriculum and serves as: 

 ●  a review of previously learned material 
 ●  supplementary reading 
 ●  a means to connect of past and present content learned 
 ●  further knowledge/practice of material already covered 

 We ask parents, as the chief means of quality control while the student is at home, to check to see 
 that written assignments are neat and legible, following the directions of the assignment.. 

 The child reaps no benefit from assignments that are completed by the parents, so parents should 
 avoid over-helping their child in order to avoid preventing their growth. We ask parents to 
 encourage their son or daughter to work independently to the best of his/her ability, asking for 
 assistance or guidance whenever needed. Parents should contact their child’s teacher 
 immediately if their child has difficulty completing homework assignments in a timely manner. 
 Faculty work together in horizontal alignment (Homeroom teachers and other teachers who teach 
 different subjects to the same grade level) to ensure that homework assignments do not pile up 
 and become overly burdensome on one day while leaving other days rather sparse of homework 
 assignments. Homework over the weekend is up to the discretion of the teacher, but it is 
 generally discouraged so that families may spend quality time together during the weekend. 
 Families may wish to utilize the homework to get ahead in reading and such to lighten the 
 homework load throughout the week. Some students may also wish to complete week-long 
 assignments over the weekend at their discretion. 

 The following  approximate  time allotment (not including  breaks) for completion of daily 
 homework for students who are undistracted and focused is listed below: 

 Pre-K 3-Kindergarten: 10-15 minutes 
 Grades 1-2:  15-20 minutes 
 Grade 3-4:  35-40 minutes 
 Grade 5-6:  55-60 minutes 
 Grade 7-8:  80-90 minutes 
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 Students should complete their homework in a consistent location, usually at home, that is free of 
 distracting noise, conversation, movement, or other forms of stimulation. Students should avoid 
 doing their homework in locations that are sleep-inducing, due to their quiet, dark, warm, and 
 cozy nature. Students are encouraged to have their homework checked by their parents  after  they 
 complete the assignment, rather than after every problem or so. 

 Late or Missing Assignments 
 Submission of late or missing assignments is at the discretion of the individual teacher of each 
 subject, but faculty generally wish to encourage the student to focus on catching up and joining 
 the class in learning the current day’s content, rather than focus on demonstrating learned 
 objectives taught while the student was not present in the classroom. For this reason, teachers 
 often exempt students from submitting late or missing assignments, to as to avoid the snowball 
 effect of making up work while also trying to remain caught up with current homework 
 assignments. Parents and students should note well that each excused or exempt 
 homework/classwork assignment or test or quiz will cause the effect of raising the weight 

 Planners 
 Students in Grades 2–8 are provided with student planners provided by the school to record 
 homework assignments. This activity teaches the students independence, responsibility and 
 much-needed organizational skills. Many faculty post their daily homework to GoogleClassroom 
 to assist any students who wrote their homework incorrectly, was absent for part or the entire 
 school day, etc. It is essential that parents allow students to be responsible for their own 
 homework assignments. “Rescuing” students from the logical consequences of a forgotten book 
 or a missed/late assignment only serves to perpetuate poor study skills over time. It is better for 
 them to learn to be responsible by making mistakes earlier than later. 

 GRADING 
 Grade 1-8 Subjects 
 A numeric score is given for Religion and all major or core subjects: 
 Grades 1-5  : Religion, Reading, English, Spelling,  Science, Social Studies, and Mathematics 
 Grades 6-8  : Religion, Reading, English, Spelling,  Mathematics, Social Studies, Science, Spanish, 

 Music, Art, PE/Health 

 Outstanding  Above 
 Average  Average  Below 

 Average  Failure 

 A+  99-100  B+  91-92  C+  84-85  D+  76-77  F  Below 70 
 A  ..  95-98  B  ..  88-90  C  ..  80-83  D  ..  72-75 
 A-  93-94  B-  86-87  C-  78-79  D-  70-71 

 The following designated evaluation code is to be used for Kindergarten and all other subjects in Grades 
 1-5 (Spanish, Music, Art, PE/Health, Handwriting, and Conduct). 

 Evaluating Code:  E  Excellent  93 and above 
 S  Satisfactory  77-92 
 N  Needs Improvement  70-77 
 U  Unsatisfactory  below 70 
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 A functional grade level must be indicated for Mathematics and Reading when the student is 
 working below grade level. 

 Late Work and Projects 
 All assignments should be completed and turned in when due. When students do not complete an 
 assignment in class, it may be assigned for homework. For special or long-term projects, 
 submission of work is expected on the due date. For each day late, each individual teacher may 
 determine the points deducted from the final grade and the teacher may communicate “late 
 work” policies to families at the beginning of the year.  Many teachers do not accept “late 
 work” at all; it is their discretion to do so or not. 

 Behavior/Study Traits for Grades 1-8 
 An overall conduct report is given by the classroom teacher on the report card. Special/ancillary 
 teachers give a subject grade and a conduct report for each special subject that they teach and 
 may affect the class grade. 

 All teachers may use the Conduct/Trait numbers or comments when there is need for 
 improvement. 

 Report Cards and Progress Reports 
 Essentially a child is in school to learn, not to earn grades. However, it is helpful for a student’s 
 primary educator, their parents, to see some tangible evidence as to the amount of progress made 
 in learning over the span of the academic year. These points are for your consideration. 

 Parents should recognize the capabilities of each of their children individually. Some parents 
 expect and demand extremely high grades when the child’s gifts and talents may not merely be 
 academic. Situations like these can be daunting to the child and foists unrealistic expectations 
 upon the teacher, because both want to serve the primary educator of the child the best that they 
 can. On the other hand, there are parents whose child could be doing outstanding work but who 
 fails to do so because his/her parents are satisfied with mediocre effort and average grades. We 
 must consider the long-term, far-reaching effects of both unfortunate situations. 

 Parents are encouraged to avoid comparing the achievements of one of their children with 
 another in the same family, in the same class, or with a neighbor’s child. God made us all unique, 
 and while there are general norms of IQ according to one’s age of development, students grow 
 and develop at different rates. No two children are alike in ability. Rather than demanding high 
 grades, it is more suitable to demand  great effort  from your son or daughter. A child who learns 
 to put forth effort eventually proves to be far more successful than the child who can earns good 
 grades without even studying. 

 Each grade level is a little more challenging. Each teacher imposes different and increasing 
 demands based on content and grade level. Therefore, it is to be expected that a student’s grades 
 may differ from year to year. Graded assignments in upper elementary require more abstract 
 reasoning and higher-order thinking skills. Natural strengths and weaknesses begin to emerge in 
 the Third or Fourth Grade. Positive reinforcement is beneficial for every child for all 
 accomplishments. Extra encouragement and help are especially beneficial when a weak area 
 becomes evident. 
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 Parents of preschoolers (Pre-K 3 and Pre-K 4) are given progress reports two times a year at a 
 required parent-teacher conference. Parents of Kindergarten students will have a required parent 
 conference in lieu of the First Quarter report card and a second required parent conference during 
 the Second Semester. Kindergarten students will receive their first report card in January. 

 Report cards are issued four times a year, after each quarter. Report cards are designed to provide 
 information and invite cooperation of the parents  .  Progress Reports are sent home midway 
 through each quarter so that parents are able to assist their child redirect their academic trajectory 
 in order to prevent low grades by the end of the quarter. 

 Award Ceremonies 
 At the end of each year, Saint Clare of Assisi Catholic School conducts an award ceremony in 
 honor of those students who demonstrated great academic achievement and virtue over the span 
 of the school year. Although awards may be added or removed each year, the typical awards 
 students earn are the following: 

 Star Students Award  – Presented at the end of each  academic year to honor the top two 
 students in each class in grades 1-8 who exemplify the highest characteristics of Christian 
 values and community service expected of Saint Clare of Assisi Catholic School students. 

 A- Honor Roll  – Students who earn an overall semester  average of A in all major subjects 
 and an E in special classes may earn the  A Honor Roll  recognition at the end of each 
 semester. Students must earn an E or S in conduct. A quarterly average of D or F in a 
 core subject, or N or U in conduct or any special class may disqualify the student from 
 earning this award. 

 A/B- Honor Roll  – Students who earn an overall semester  average of at least one A and 
 all B’s in all major subjects and an E or S in special classes may earn  A/B Honor Roll  at 
 the end of each semester. Students must earn an E or S in conduct. A quarterly average of 
 D or F in a core subject, or N or U in conduct or any special class may disqualify the 
 student from earning this award. 

 Athletic Award  – Scholar-athletes may earn recognition  for their perseverance on and off 
 the playing field at the end of the academic year. 

 Saint Clare Singers Certification of Participation –  Students who participate a part of the 
 choir in the Liturgical worship through their gift of singing are recognized with this 
 certificate. 

 Opportunities for individual awards will be available and awarded at the end of the year Awards 
 Ceremony. Individual clubs and organizations will communicate the possible awards available to 
 the students and the requirements needed to achieve them throughout the year. 
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 PARENT ASSISTANCE 
 EACH DAY: 
 Assure your children that you love them as unique gifts from God, not because of their abilities 
 or achievements. 

 Provide opportunities for your child to develop his or her faith life. Pray together at meal and 
 bedtime. Send them off each morning with God’s blessing. 

 Make sure they get plenty of rest each night. At least eight hours are needed for healthy bodies 
 and minds. Check after an hour to make sure your child is not playing or reading under the 
 covers or on a device. 

 Monitor what your child is reading or exposed to online or in other sources of media. Make sure 
 it aligns with a Catholic worldview and moral teaching. Many book series, video games, and 
 televised shows begin very benign, and the content progressively becomes dark, violent, and 
 sexualized. 

 Provide nourishing food for meals and snacks. Bodies need the right food to develop strong 
 muscles physically and mentally. 

 Make time to talk with your children about school (activities, lessons, books, projects). Be 
 positive and enthusiastic, rather than digging for the dirt, so to speak - build a parent/teacher 
 coalition. 

 Help them to keep a daily schedule and consistent routine for homework, chores and leisure 
 activities. 

 Manage device usage, media consumption, as well as video game, movie, and internet usage, 
 especially during the school week. 

 Make sure your children come to school neat, clean and appropriately dressed according to the 
 school’s uniform expectations.  All uniforms should  be labeled with the child’s or family’s 
 name. 

 Honor the academic calendar established by the school. Help your child to be on time and in 
 attendance every school day unless ill. This demonstrates the value of faith and education above 
 leisure activities. 

 Have your children read out loud, recite poems or math facts, or catechism answers to you at 
 least ten minutes daily and take time to read to younger children before bedtime, as this 
 demonstrates your prioritization of scholastic pursuits above the mundane, like the weather 
 forecast or the local sports team’s performance. Classic works of literature and the Lives of the 
 Saints are excellent choices of stories for Catholic children. 
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 Be an example of virtue, as well as the type of personality and demeanor you desire to cultivate 
 in your children. Children are imitators. In order to be a model of virtue for children, one must 
 first learn the Church’s teaching on virtues, such as the Cardinal (Moral) Virtues - Prudence, 
 Justice, Temperance, and Fortitude, as well as the vices that form in the absence of them, or the 
 Theological Virtues - Faith, Hope, and Charity. 

 FACTS– Electronic Gradebook 
 Saint Clare of Assisi Catholic School uses a version of an electronic parent communication 
 system called FACTS (formerly known as RenWeb). FACTS allows you, as parents, to view 
 your child’s grades after they are entered by the teacher. ALL families are given access 
 information to FACTS as part of the enrollment process. 

 FACTS is Internet-based, so it may be viewed from your browser or on your phone. You may 
 need to check your computer settings or contact Sue Foster at  sue.foster@stclarehouston.org  for 
 assistance if you are unable to access it. 

 Alerts may be set for events in which a student’s grades drop to a certain level, or if he or she 
 scores below a certain grade on an assignment. This is a helpful tool for parents to retain an 
 awareness of their child’s grades, and all parents are highly encouraged to check their child’s 
 grades regularly (on Fridays, before the weekend, at least). 

 Students in grades Pre-K 4-8 will have their grades and attendance posted in FACTS. Students in 
 Pre-K 3 will only have attendance posted. 

 Attendance will be posted by teachers daily. Grades may be posted at least once per week by 
 teachers, and faculty often use codes to communicate with parents via the gradebook, such as 
 “M” for missing (student never turned in the assignment), “P” for pending (teacher is still 
 grading the assignment), “E” for excused (during times when student was unable to complete the 
 assignment or take the test, but it will not count as a grade), or “A” for absent (if the student was 
 out of the school when the test was given or the homework was assigned). 

 Release of Final Report Card/School Records 
 Parents and students must reconcile all obligations before the end of the school year (financial, 
 uniform violation fines, make-up-work, library fines, return of all library books, textbooks, and 
 equipment).  The report card will not be issued to  the student or parent, nor will it be 
 forwarded to another school, until all financial obligations are met. Student records will not 
 be released until all tuition, fees, and fines owed to the school are paid in full. In addition, 
 the release of preliminary documents to a prospective (future) school will not be made at 
 any time during the year if financial accounts are in arrears. 

 Parent-Teacher Conferences 
 There are two parent-teacher conferences scheduled on the school calendar, one after the first 
 quarter and another after Third Quarter. This in-person time provides a more complete picture of 
 how a child is doing in school. Parents are strongly encouraged to take advantage of the 
 opportunity to work with the teachers to see that your child is maximizing his/her potential. 
 Sign-up sheets/websites are often used by the office to allow parents to select a convenient time 
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 on for their conference time. In some situations, a phone or video conference may be substituted 
 for a face-to-face parent-teacher conference. 
 Throughout the year, parents may confer with the teachers after school hours or during school 
 hours by appointment. Parents may not conference with teachers between 7:40 a.m. and 3:15 
 p.m., as the best time for this is after the school day. If you need to schedule a parent-teacher 
 conference, call the school office between the hours of 7:30 A.M. and 4:00 P.M. 

 Retention 
 If a child receives a yearly average of 69% on their report card or below, it is considered that the 
 child has failed the subject. If two core subjects(Religion, English Language Arts and Reading, 
 Math, Science, Social Studies) are failed for the year, the child is recommended for retention 
 (holding the student back to repeat the grade level again). In addition to grade point average, 
 other factors will be considered when making a retention decision, such as maturity, cognitive 
 and social development, emotional needs, or learning differences. 

 Special-Needs Learners and Referrals 
 Introductory Statement 
 Consistent with the contents of the Church document,  To Teach as Jesus Did,  and the Pastoral 
 Statement of the U.S. Bishops,  Persons with Disabilities,  the Archdiocese seeks to include 
 students with specials needs in our schools to the extent that the need of such students can be met 
 within the scope of the programs and resources offered. The Catholic Schools Office is aware 
 that it is unrealistic to serve all categories of special needs students. Saint Clare of Assisi 
 Catholic School and the other Catholic Schools are cognizant of the fact that admission of 
 special needs students must be considered and reviewed on an individual basis. 

 Legal References to Special Services 
 The Individuals with Disabilities Education Act (IDEA) requires that local school districts 
 locate, identify, and evaluate all private school students suspected of having a disability (for 
 Saint Clare of Assisi Catholic School, the local district is Clear Creek ISD). This “Child Find” 
 process must be conducted in consultation with the private schools’ representatives to ensure 
 equitable access for private school students. In IDEA, these children are often referred to as 
 “parentally-placed private school children with disabilities,” and the benefits available to them 
 differ from the benefits for children with disabilities enrolled in public schools. 

 The Rehabilitation Act of 1973, Section 504 educational section (frequently called “Section 
 504), provides that no otherwise qualified individual with a disability shall, solely by reason of 
 his/her disability, be excluded from participation in any program receiving federal assistance. 
 Catholic educators strive to recognize and address the needs of all those who seek a Catholic 
 education. Within our resources, Saint Clare of Assisi Catholic School and other Catholic 
 schools will offer services to eligible students with special needs, when possible. Private and 
 Parochial Schools are not required to significantly alter their programs, lower or substantially 
 modify their standards to accommodate a child with special needs. Private educational 
 institutions are only required to make minor adjustments to accommodate eligible students. 

 Records for Special Needs Learners 
 All psychological and educational evaluations/reports regarding special needs testing of students 
 received from local public schools, persons, or agencies are forwarded to Saint Clare of Assisi 
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 Catholic School, upon request. These records are kept on file at the school for a period of seven 
 (7) years after the exit of the student. These records are kept in a secure file and area accessible 
 only to the Principal, the Intervention Specialist, the Counselor, and any other appropriate staff 
 member working with the student. Parents may view their child’s record at any time. These 
 records may  not  be forwarded to any other individual  or agency. 

 Criteria for Acceptance of Students with Special Needs 
 In decisions regarding the admittance of a particular student, the school will review the child’s 
 ability to meet the school’s academic, behavioral, and physical qualifications. Each Catholic 
 school determines its ability to meet the needs of the student applicant. Consideration will be 
 given to the following: 

 ●  Students’ ability to meet grade-level expectations; 
 ●  Record of student’s ability to follow school rules and regulations; and 
 ●  Students’ ability to meet the physical requirements of attendance. 

 Services of Students with Special Needs 
 New Students  – When the Admissions Office or the Principal  is notified that an incoming student 
 may have special learning needs, the Principal and other appropriate school staff review current 
 academic, social, medical, and psychological evaluations to determine if the applicant’s needs 
 can be met, with or without his/her disability. If the applicant’s needs can be met, the Principal 
 and grade level teacher will then determine if reasonable adjustments can be made to the 
 educational program which will accommodate the student’s needs. If admission is determined, 
 the school will begin the procedures with parents to discuss a  Catholic Accommodation Plan 
 (CAP). 

 Currently Enrolled Students  – If a teacher (or parent)  is concerned about a child’s academic, 
 behavioral, or emotional progress and feels that testing may be needed, he/she will discuss 
 concerns with the parent/family and the Principal as soon as possible. Together, the parent, 
 teacher, and Principal work as a team to do what is best for the child and will discuss the 
 following: 

 ●  The student’s current educational status, including attendance records, grades, assessment data, 
 and classroom observations; 

 ●  Previous educational efforts and strategies provided for the student and the results; 
 ●  Documentation of recent vision and hearing screenings; 
 ●  Updated general health history inventory; and 
 ●  Other information provided by the parents or teachers. 

 Parents will be expected to disclose any pertinent information that may assist the school in 
 educating the student. The Principal and teachers are responsible for recommending educational 
 alternatives and/or referral to the local school district and/or private agency of the parent’s choice 
 for further evaluation. 

 In some cases, the campus may not have the resources necessary to help the child be successful. 
 The Principal will then assist the family to locate an appropriate educational program for the child. 

 Documentation for all referrals must be kept on file. This documentation will be included in the 
 student’s records. If an evaluation determines the student requires minor accommodations, the 
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 school will begin the procedures with parents to discuss a  CAP.  Accommodations for a child will 
 be noted on the report card and in the child’s permanent folder. 
 Student Success Expectations for Special Needs Learners 
 All available school resources shall be utilized to promote student success. Lines of 
 communication will be kept open to inform parents of student progress in all areas. The 
 classroom teacher and parent will address concerns about a student initially. 

 School success can only be attained through cooperation between parents and educators. Parents 
 are expected to disclose any pertinent information (diagnoses and recommendations) from 
 private resources that would be of specific educational value in programming adequately for 
 their children. If it is determined that the school’s resources cannot meet the needs of a student, 
 or if a parent(s)/guardian(s) fail to act on the school’s recommendations for remediation or 
 diagnostic evaluation, the Principal may request withdrawal of the student or deny admission for 
 the following year. 

 Accommodations for Special Needs Learners 
 The purpose of an accommodation of any type is to provide the appropriate instruction according 
 to the individual student’s special needs. As a result of a diagnostic evaluation, a student may 
 meet certain criteria to qualify for accommodations to his/her schoolwork. In many instances, 
 accommodations (changes in methods of instruction) can be made in the classroom for students 
 with special needs or for struggling students. Students who are diagnosed with a learning 
 difference or who are diagnosed with a special need through the public-school system, private 
 doctors, or through special agencies may be referred for special assistance with the Principal and 
 grade level teacher after the administration has verification of the student’s recommended 
 accommodations. (Curricular modifications are not provided because modifications require 
 alterations of curricular learning objectives.) The number of intervention sessions per week, 
 length of sessions, and goals will be determined by the Principal and grade level teacher after all 
 available information has been reviewed. 

 Gifted/Talented Students 
 It is our belief and philosophy that Saint Clare of Assisi Catholic School provides a rigorous 
 curriculum and academic opportunities which exceeds the bare essentials required in many 
 schools since we meet or exceed state and national standards and incorporate a Catholic 
 worldview. Although Saint Clare of Assisi Catholic School does not have a GT Program, we 
 strive to difference. 

 Standardized Assessment for Students with Special Needs 
 Standardized assessments are one of several means of evaluating student performance.  All 
 students participate in the Archdiocese standardized assessment program. Students with 
 disabilities identified through IDEA may require assessment accommodations. These 
 accommodations should be provided on a weekly basis through the classroom teacher.  These 
 testing arrangements must be planned for in advance through a meeting with the Principal. Any 
 adjustment made on the standardized assessment must be requested from the Catholic Schools 
 Office via special request on the appropriate form. Students with disabilities not identified 
 through IDEA  do not require special scoring. 
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 STANDARDIZED TESTING PROGRAMS 
 Standardized Tests are meant to give the teacher and the administrator a certain amount of 
 information regarding the natural aptitude and the educational growth of the student as he/she 
 advances in age. Achievement testing is  one  of several  means of assessing pupil performance. 
 All students in the Archdiocese participate in the testing program.  Special consideration may be 
 given to students who have been diagnosed as having a learning difference/impairment/condition.  
 A student must have written documentation of prior accommodations having been provided in 
 such areas as grading and delivery of instruction implemented throughout the school year. 
 Saint Clare of Assisi Catholic School students in grades 1-8 take the Northwest Evaluation 
 Association (NWEA) Map Growth Assessment which is given three times a year. Students in 
 Grades 5 and 8 also take the annual Assessment of Children/Youth Religious Education (ACRE) 
 test recommended by NCEA and required by the Archdiocese of Galveston-Houston. 

 Students in Grades 5 and 8 also take the Assessment of Children/Youth Religious Education 
 (ACRE) test recommended by NCEA. This allows us to monitor the effectiveness of our 
 catechetical instruction. 

 PERSONAL GROOMING 
 The way a student dresses affects the way that student behaves. In order to maintain an 
 atmosphere that is conducive to learning, we expect our students to be clean, neatly groomed, 
 and modest in appearance. Hair should be clean, brushed, and secured out of the child’s face. 
 Hair accessories must be coordinated with the colors in the uniform. Purses and other 
 non-uniform accessories should be left at home as they tend to become distractions during the 
 instructional day. 

 UNIFORMS 
 Uniforms are a way of demonstrating school unity and pride, therefore, the wearing of uniforms 
 at Saint Clare of Assisi Catholic School is a privilege and required for all students in attendance. 
 Please refer to the uniform list of required and optional uniform items. If you have any questions 
 concerning school uniforms, contact the school office or our school Uniform Coordinator. 
 Uniforms must be purchased from Dennis Uniform Company located at 11145 Westheimer 
 Road, Houston, TX. 77042. Angela Dina is our Dennis Uniform Sales Representative and may 
 be reached at (713) 789-0932. Uniforms may be purchased online at  www.dennisuniform.com  . 
 Our school code is  VCA  . 

 Daily Uniform Expectations 
 Pre-K 3 – Kindergarten 

 Monday-Thursday: 
 Boys: Navy pants/shorts and polo shirt 
 Girls: Navy skort/white mono blouse (sailor top) 

 (navy hosiery may be worn during cold weather) 
 Fridays: (Mass) 

 Boys: Navy pants required and polo shirt 
 Girls: Navy skort/white mono blouse (sailor top) 

 (navy hosiery may be worn during cold weather) 
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 Cardigans should be worn with uniform, not hoodies or athletic jackets. 

 1st – 5th Grade 
 Monday – Thursday: 

 Boys: Navy pants/shorts and white/red polo shirt 
 Girls: Navy skorts and white/red polo shirt 

 Girls may also wear skort/jumpers w/navy modesty shorts 
 (navy hosiery may be worn during cold weather) 

 Fridays: (Mass) 
 Boys: Khakis, white oxford, navy blazer, uniform tie, leather belt, leather shoes, 

 navy or tan dress socks. 
 Girls: (1st-3rd grade) Plaid jumper w/navy modesty shorts and white blouse. 

 (navy hosiery may be worn during cold weather) 
 Girls: (4th -5th) Plaid skirt w/navy modesty shorts and white oxford blouse. 

 (navy hosiery may be worn during cold weather) 

 Cardigans should be worn with uniform, not hoodies or athletic jackets. 

 6th-8th Grade 
 Monday – Thursday: 

 Boys: Navy pants/shorts and white/red polo shirt 
 Girls: Navy skorts and white/red polo shirt 

 (navy hosiery may be worn during cold weather) 
 Fridays: (Mass) 

 Boys: Khakis, white oxford, navy blazer, uniform tie, leather belt, leather shoes, 
 navy or tan dress socks. 

 Girls: Plaid skirt w/navy modesty shorts and white ¾ sleeved blouse. 
 (navy hosiery may be worn during cold weather) 

 Cardigans should be worn with uniform, not hoodies or athletic jackets. 

 Additional Uniform Information 
 Saint Clare of Assisi Catholic School students are required to wear full and complete uniforms to 
 school every day unless otherwise instructed by the school office or their classroom teacher. 

 Oxford and polo shirts must be tucked into the pants, shorts, skorts, or skirts for students in 
 grades 1-5. T-shirts may remain untucked. 

 Uniform pants should be a length so that the pant legs fall between the ankle and the top of the 
 shoe and worn at the waist (just above the hip bones). Pants should appear in good condition, 
 free from fading, holes. or excessive wrinkles. Ensuring that student uniforms are ironed 
 whenever necessary is important for allowing each student to demonstrate the school’s uniform 
 and inform each student with decorum and a pride of one’s presentation, thereby instilling the 
 virtue of magnanimity and diligence within our school culture through our student body. Pants 
 must be worn with a blue/brown leather belt. 
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 P.E. dress for students in grades 1-5 will consist of the required navy-blue shorts/skort or pants, 
 braided belt, and polo shirt. Girls may wear jumpers with navy privacy shorts.  Navy blue 
 sweatshirt with the school’s emblem may be worn on P.E. days only. Tennis shoes are required 
 on P.E. days. Girls’ hair should be pulled back for safety reasons. 
 Each Middle School student is required to purchase at least one physical education uniform from 
 the Saint Clare P.E. Department, to be worn throughout the school year during their scheduled 
 P.E. class time. The uniforms may be purchased through SquadLocker at 
 https://teamlocker.squadlocker.com/#/lockers/334076  . 
 Each student will be provided a small gym locker to store their clothing and necessities during 
 class. Students may purchase more than one P.E. uniform. 

 On Mass and Prayer Service days, all boys in Grades 1-8 must wear  white, short-sleeve, 
 button-down oxford shirt, red and blue necktie that matches girls' skirt pattern, navy blazer with 
 gold buttons,  khaki pants, b  rown leather dress belt  or blue braided belt, white or navy mid-calf 
 dress socks, and brown leather dress shoe or dress loafer. 

 Boys in PK3, PK4, and Kindergarten must wear a red or white Polo shirt. Dark (preferably black 
 or brown) shoes which do not scuff the floors should be worn to Mass. 

 All undershirts must be plain white. 

 An official Saint Clare of Assisi Catholic School Spirit Shirt may be worn with the required 
 school pants/shorts/skorts as an option on Wednesdays or special days designated by the school 
 office. Spirit shirts may be purchased through HSA. The appearance of the Spirit Shirt must 
 remain in compliance with the uniform policy. No student-made (art) t-shirts or modifications 
 will be allowed. 

 Official Saint Clare of Assisi Catholic School jackets and sweaters must be in compliance with 
 the uniform policy and labeled with the child’s name. Heavy coats which may be required in cold 
 weather must be stored in the student’s locker throughout the day. 

 Shoes should not be distracting. Refrain from wearing brightly colored shoes, platform or 
 raised-heeled shoes, clogs, sandals, boots, lights on the shoes, Heelys, or other distractions. 

 Girls are required to wear white or navy blue socks above the ankle which are free of any 
 embellishments or logos. White or navy blue tights may be worn, in place of leggings. Leggings 
 may not be worn. Boys are required to wear plain navy or tan dress socks above the ankle. 
 Athletic socks are not permitted. 

 Natural hair color and non-distracting hairstyles are the expectations at Saint Clare of Assisi 
 Catholic School. Feathers and extensions may not be worn. Be conservative with hair bands, 
 bows, etc. Hair bows/barrettes/headbands must be red, white, navy blue, black or brown, or a 
 combination of these colors. Boys’ hair must be neatly cut off the collar, extend no further than 
 half the ear, and must be above the eyebrows. Boys with visible peach-fuzz or any form of facial 
 hair must also shave or remove the hair by some appropriate means (razor, electric razor, etc.) 
 before coming to school. 
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 Girls may not wear makeup while in uniform, but may have chapstick, at the discretion of the 
 teacher(s), in order to prevent distraction. Perfume and sprintzes are not to be worn by students, 
 but deodorant or antiperspirant is highly encouraged from Fourth Grade and above. 
 Nails should be natural and neatly trimmed. Clear nail polish may be acceptable. Colored nail 
 polish or embellishments are not permitted. 
 Tattoos (temporary or permanent) are not permitted. 

 Watches, studs or small hoop earrings that hug the earlobe (girls only), and a single necklace 
 with a cross or other religious medal of faith is the only permissible jewelry. The wearing of a 
 rosary around the neck is not permitted.  Watches that  connect to the Internet should remain 
 at home.  Students may not bring smart watches to school  during school hours. 

 Uniforms must be kept clean, in good repair, and appropriately sized. Hemlines for shorts, 
 jumpers, skorts, and skirts are to be no more than two inches above the knee. Alterations or 
 purchases of new items may be necessary if they become too short. Replace items as they 
 become faded or dingy. All replacements and repairs need to be taken care of once a parent is 
 sent a notification. 

 Students may receive notification in writing of uniform infractions. Most corrections will need to 
 be made before returning to school the next day. 

 For every 3 violations, a fine of $10 may be assessed. 
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 SCHOOL DISCIPLINE 

 Behavior Procedures and Policies 
 Behavior Policy:  The educational purpose of the school  is best accomplished in a climate where 
 student behavior is appropriate and conducive to the teaching/learning process. Saint Clare of 
 Assisi Catholic School and each classroom teacher have realistic and reasonable guidelines for 
 all students to follow so that learning can take place without disruption or distraction. Students at 
 Saint Clare are held accountable for their actions in a manner that is formative for any 
 misbehaving student, as well as just for the class overall, to each individual student in the class, 
 and to the teacher. If a parent has any questions about a disciplinary action, the parent should 
 contact the school personnel who handled the situation, though the Principal has final recourse in 
 all disciplinary situations. 

 To grow, children must be guided, encouraged and rewarded at times, and corrected and 
 disciplined at other times. The discipline procedures at Saint Clare of Assisi Catholic School, 
 seeks to provide clear guidelines for behavior; both positive reinforcement for positive and 
 courteous behavior and consequences for immoral or uncourteous behavior, as well as guidance 
 to the student’s parents -their primary educators- whom the Holy Spirit leads to entrust their 
 child to the faculty and staff of Saint Clare of Assisi Catholic School. 

 Because of the age difference among the student body, the age-appropriate consequences 
 for poor behavior will vary depending on the grade level of the student (Early Childhood and 
 Lower Elementary— Kinder through 2nd Grade, Upper Elementary Level— 3rd through 5th 
 Grade, Middle School— 6th through 8th Grade) in order to accommodate each individual 
 student’s age and mental development, considering the willfulness of their misbehavior. 

 Early Childhood and Lower Elementary 
 Students who are very young and still in a period of tremendous mental development, as 

 is the case for students from Pre-K 3 up to Second Grade, require consequences that result as 
 quickly as possible after the instance, enabling them to link their misbehavior with the 
 age-appropriate consequence. This in-born requirement in young students, as they develop, for 
 immediate resulting consequences makes Detentions and In-School Suspensions ineffective as 
 the child rarely learns a lesson from a punishment experienced so long after their instance of 
 misbehavior. In more serious cases of misbehavior, parents will be brought into the situation 
 rather quickly and conferences will be made in order to remedy the issue via collaboration 
 between parents from home and faculty at school. 

 The Early Childhood and Lower Elementary order of consequences are as follows: 
 1. Verbal warning 
 2. Silent lunch 
 3. Parent contact or conference 
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 Upper Elementary and Middle School 

 Saint Clare of Assisi Catholic School, in order to support families as well as faculty and 
 staff, has adopted the following Behavior-Management Table of Infractions and resulting 
 Consequences, as a guide to assist faculty and staff follow consistent behavior-management 
 practices horizontally (each teacher involved with a certain grade level) and vertically (each 
 teacher across multiple grade levels from 3rd through 8th).  This table’s purpose is to ensure 
 consistent enforcement of school policies between Grades 3-8, in order to support students 
 with a structured environment within which students know and understand the boundaries 
 of misbehavior. 

 The school shares the following Behavior-Management Table in order for families to 
 understand the “spirit of the law” within the behavior-management strategy of their child’s 
 school, rather than as a means for anyone to hold a teacher or the school overall to the “letter of 
 the law” of this table, since the table is a general guide rather than a sacrosanct mandate 
 indicating strict cause and effect, because such a table cannot account for the subtleties in the 
 context and nature of each instance of misbehavior. Also, each child is unique with differing 
 levels of culpability therefore each student requires a unique means of behavior management, 
 though children are not so unique that such a table is rendered unnecessary or unusable. Because 
 of this tension between similarity and uniqueness, this table is the  general rule for enforcing 
 appropriate student behavior  but some consequences  from time to time will and should deviate 
 from the suggested movement from one Consequence to another due to the details and context of 
 each infraction. For instance, frequent offenders of Minor Vandalism (Level 2) may merit more 
 strict consequences than a first-time or third-time offender, whereas the details revealed in an 
 instance of Bullying or Fighting may merit an In-school Suspension or Expulsion rather than a 
 Saturday Detention. It is impossible to create a usable table that can perfectly meet the needs of a 
 school’s behavior-management system, but having one in place with the understanding that 
 circumstances dictate the severity of the Infraction and the resulting Consequences merited by 
 the misbehaving student is worthwhile and needed. It is presupposed that faculty, staff, and 
 administration will be working hand-in-hand with students and their parents to make right any 
 hurtful or damaging words or actions committed by a student as well as to help support the 
 misbehaving student so that they learn from their mistake so as not to commit it again. 
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 Upper Elementary and Middle School 
 Behavior-Management Table 

 Level 1  Level 2  Level 3 

 Example of Possible Infractions: 
 ● Disruption or speaking 
 inappropriately in the classroom 
 ● Disrespect toward peer 
 ● Disruptions or speaking 
 inappropriately in the hallway 
 ● Out of seat without permission 
 ● Defiant behavior (rolling eyes, 
 huffing, sighing, stomping, pouting, 
 etc.) 
 ● Eating or drinking outside of 
 designated time 
 ● Failure to come to school prepared 
 ● Minor Misuse of technology 

 Example of Possible Infractions: 
 ● Academic dishonesty (cheating, 
 forgery, plagiarism, etc.) 
 ● Inappropriate language 
 ● Aggressive physical or verbal 
 interactions 
 ● Disrespect toward adults 
 ● Use of personal technology during 
 school hours without permission 
 ● Minor Theft (lower value to student or 
 school) 
 ● Minor vandalism or destruction of 
 school or another person’s property 
 (lower cost of damage) 
 ● Major Misuse of technology 

 Example of Possible  Infractions: 
 ● Bullying 
 ● Insubordination 
 ● Continued defiant behavior 
 ● Fighting or assault 
 ● Major theft (higher value to student 
 or school) 
 ● Major vandalism or destruction of 
 property (higher cost of damage) 
 ● Misuse of technology 
 (cyberbullying, accessing and/or 
 spreading scandalous content, etc.) 

 Level 1 Consequences: 

 *1st Infraction = Warning at the 
 teacher’s discretion 

 2nd Infraction = Silent Lunch 

 3rd Infraction = Before-school or 
 After-school Detention with an 
 appropriate restitutive action. 

 3 Detentions in 1 Quarter = 
 parent meeting and Saturday detention 
 with appropriate restitutive action. 

 Note: Level 1 Infractions are expunged 
 after the end of each Quarter. 

 Level 2 Consequences: 

 1st Infraction = Silent Lunch 

 2nd Infraction = teacher or Principal 
 contacting parent along with an 
 appropriate formative and/or restitutive 
 action. 

 3rd Infraction = teacher or Principal 
 contacting parent along with a 
 Before-school or After-school Detention 
 and an appropriate formative and/or 
 restitutive action. 

 4th Infraction = Saturday Detention, 
 formative and/or restitutive action, and 
 parent contact. 

 Level 3 Consequences: 

 1st Infraction = teacher or Principal 
 contacting parent along with a 
 Saturday Detention and an 
 appropriate restitutive action. 

 2nd Infraction = teacher or Principal 
 contacting parent along with two 
 different Saturday Detentions and an 
 appropriate restitutive action. 

 3rd Infraction = the same 
 consequences as a 2nd Infraction 
 along with a Final Warning from the 
 Principal. 

 4th Infraction = Principal contacting 
 parent to notify them of the student’s 
 Expulsion from the school with 
 assignment of restitutive action to the 
 child, if necessary. 

 Note: In some cases, the Administration may deem removal from participating in school programs 
 (such as athletics or clubs) as a permissible consequence. 

 *Faculty know when a secondary or tertiary warning to a student is appropriate for him or her to 
 learn and adopt the correct words or actions, so teachers are granted the freedom to offer warnings 
 until the warnings appear to be enabling the misbehavior while the student seems to need more 
 serious Consequences for him or her to modify their behavior. 
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 Explanation of Terms in the Behavior-Management Table: 

 Silent Lunch:  Silent lunch is assigned to students  whenever they require a second infraction 
 within the Level 1 category of misbehavior. Silent lunch consists of a student sitting apart from 
 the class in order to allow him or her to assess the behavior that led to them meriting this 
 repercussion. Often, an assignment (such an apology note or essay about the effects of such 
 misbehavior) will be given to the student to ensure that he or she takes advantage of this 
 opportunity to help positively form him or her as to how he or she should behave next time. 

 Detention:  Detention is any consequence held before  or after school merited by a misbehaving 
 student due to the nature of their misbehavior. School personnel who assign detentions will 
 provide prior notice to parents regarding the detention. If a student misses a detention, the 
 Principal will contact the student’s parents to determine appropriate restitutive measures. 

 Detentions are proctored by members of the Administration or the school faculty, and 
 may feel the need to provide feedback regarding the degree of respectful behavior, the 
 quality of work, etc. to the parent in the pursuit of better forming the student through 
 parent collaboration. 

 There are three categories of Detention: Before-school Detention, After-school Detention, 
 and Saturday Detention. The details regarding these distinctive forms of detention are as 
 follows: 

 -Before-school Detention  : Students are to arrive to  the school office at (and no 
 later than) 7:00 am, and it typically consists of the student conducting formative 
 and/or restitutive consequences until Morning Assembly at 8:00 am. 
 -After-school Detention  : Students are to remain at  school after dismissal and will 
 remain with the detention proctor, who will supervise the student as he or she 
 conducts formative and/or restitutive consequences. 
 -Saturday Detention  : Students are to arrive to the  office (an no later than) 7:00 am 
 and will remain at the school until 12:00 pm (noon), supervised by the detention 
 proctor as the student conducts formative and/or restitutive consequences until 
 12:00 pm (noon), upon which the student is dismissed to their parents from the 
 school office (not the  porte cochere  or parking lot). 

 Consequences:  All consequences that students receive  should be focused on building up of their 
 spiritual, emotional, psychological, physical, and relational well-being. The personnel at Saint 
 Clare of Assisi Catholic School are devoted to assisting parents, who are the child’s primary 
 educators, in rearing the child as they wish, in keeping with the doctrine and practices of the 
 Catholic Faith. For this reason, we ensure that all consequences for misbehavior are both 
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 formative of the student as well as restitutive, are ideally informative of the proper virtues and 
 vices involved in their actions. 

 -Formative Consequences are those actions that seek to help form the student to 
 understand the effects of their action, how they affect the student themselves as well as 
 others, and how to discontinue such behavior in the future. 

 -Restitutive Consequences are those actions that seek to make right and just any damage 
 or hurt caused to the student themselves and others, as well as the property of the school 
 and others, in the pursuit of amending justice. During Detention, students will be asked to 
 reflect upon their words and/or actions as they conduct formative and/or restitutive acts, 
 such as writing apology letters or essays explaining the importance of moral and 
 courteous behavior, clean and organize areas on campus in order to positively contribute 
 to the school community, assist Coach or a teacher in service to the students, etc. 

 In-school Suspensions:  An In-school Suspension is  held during school hours, during which the 
 student is counted “present” and does not miss an instructional day, according to our 
 Accreditation Agency (TCCB-ED). The purpose of the In-school Suspension is to quickly meet 
 the needs of the misbehaving student, providing them the attention that they need to them 
 understand the nature of the misbehavior and the effects that it causes via formative and 
 restitutive consequences, while also not placing them back into the classroom environment 
 where he or she may be inclined to commit the infraction again. 

 In some cases, the Principal may substitute another Consequence in place of In-School 
 Suspension, depending upon the circumstances causing the need for the In-school Suspension. In 
 other cases, the Principal may substitute In-School Suspension in place of another Consequence 
 due to the severity of the misbehavior or the recidivism of the misbehaving student. Some forms 
 of misbehavior require immediate consequences. In these circumstances, the parents will be 
 contacted immediately and the student will not be allowed to continue classes with their fellow 
 classmates until completing the In-school Suspension and will be documented with an unexcused 
 absence. 

 Expulsion:  Behavior and activities, which can result  in the immediate expulsion of a student 
 include, but are not limited to the following: 

 - the sale, purchase, or possession of alcoholic beverages, illegal drugs, or controlled 
 substances. 

 - possession of a weapon 
 - explicit promiscuous or licentious activity 
 - behavior that demonstrates a flagrant disregard for the rights, property, or 

 well-being of others 
 - activity on or off campus that seriously disparages the school and/or causes 

 significant damage or disruption to the school’s Catholic and familial environment. 
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 Some instances of misbehavior, be in a Level 1, Level 2, or Level 3 Infraction, may merit a 
 student being expelled from Saint Clare of Assisi Catholic School, due to the details of the 
 situation, such as the frequency or the severity of the misbehavior. Although this is generally a 
 rare circumstance, the Principal may do so in order to retain the order, safety, and sanctity of the 
 classroom and school environment. 

 Anti-Bullying Policy 
 As Catholics we believe in the dignity and respect of each individual created in the image 

 of God. Bullying is contrary to Gospel values and has no place in the Catholic school 
 community. Bullying/harassment is an intentional, consistently repeated, and hurtful act by one 
 or more persons toward others. Bullying is characterized by repeated aggressive behavior, and it 
 is often a power struggle. Bullying behavior causes short - and long-term negative consequences 
 for both the victim and the bully and is contrary to Catholic principles. Bullying behavior of any 
 kind is not tolerated. 

 School personnel interact daily in the lives of students, serving as mentors and living 
 exemplars of the Catholic faith, formally reminding students of school rules, establishing norms 
 and limits of safe and courteous behavior, as well as creating sanctions and providing 
 consequences whenever needed. However, because instances of bullying are malicious and 
 damaging to a particular student, deliberately covert from adult observation, and repeated over 
 time, dealing effectively with such behavior demands an immediate, consistent, and school-wide 
 response as soon as such a pattern of misbehavior is observed in order to preserve a positive, 
 welcoming, and loving school environment for each child. 

 Definition of Bullying:  Bullying is defined as a persistent,  repeated, and/or chronic pattern of 
 aggressive behavior, either physical, verbal, and/or psychological, that is intended to harm 
 another person. Included in this definition are alternate forms of aggression to include relational, 
 indirect, and social aggression: 

 - Relational aggression: acts that harm others through damage (or the threat of damage) to 
 relationships or feelings of acceptance, friendship, or group inclusion. 
 - Indirect aggression: acts that allow the perpetrator to avoid confronting his/her target. 
 - Social aggression: acts intended to damage self-esteem or social status of another within 
 a group. 

 Strategies for Intervention:  If a student is inflicting  any type of bullying aggression towards 
 another student, a strategic Intervention Plan will be implemented to correct that behavior by the 
 Administration; parents will also have a meeting with the Administration and must be part of this 
 plan of action for it to be successful. A system for responding to students who bully should take 
 into account that bullying behavior among children ranges from an isolated incident to chronic 
 and persistent cases, but it often takes multiple instances for school personnel to identify a 
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 pattern of deliberate bullying. The ultimate goal of the Intervention Plan is to change the bullying 
 child’s misbehavior. 

 The Intervention Plan uses specific strategies including reflective activities, social learning 
 activities, and restorative activities to help students who have been involved in bullying 
 incidents. All of these activities will be used in conjunction with our discipline policy and will be 
 planned in collaboration with the Administration and teachers. 

 ● Reflective activities: encourage a student to think about what happened and the role 
 he/she played in the incident. 
 ● Social learning interventions: engage a student in positive social interaction with 
 his/her peers (This will provide the student opportunities to make a positive contribution 
 to the climate of a school, to reconcile with the student he/she has mistreated, as well as 
 to learn and afterward practice positive social behaviors). 
 ● Restorative activities: allow the student to make reparative actions for any harm he/she 
 may cause to restore justice to one or more students, class overall, and/or one or more 
 teachers. 

 Order of Events after Bullying is Identified 
 A first offense  for bullying will result in a meeting  with the student’s parents, and potentially a 
 one-day In-school Suspension (considering the Intervention Plan), as well as the implementation 
 of a strategic Intervention Plan depending on the severity of the first offense. 
 A second offense  will result in a two-day In-school  Suspension (considering the Intervention 
 plan), another meeting with the parents, and continued implementation of the Intervention Plan. 
 A third offense  will result in a third meeting with  the student’s parents with a final warning that 
 the misbehavior cannot occur again as well as a two-day In-school Suspension (considering the 
 intervention plan). Any further acts of bullying will result in an immediate expulsion of the 
 student from Saint Clare of Assisi Catholic School. 

 If the severity of the case of bullying is enough that it causes serious social or emotional damage 
 to another student, movement from the results after a first offense to the results after a third 
 offense may be necessary (offering a final warning after a second offense). 

 Since directives and rules in the Parent-Student Handbook cannot anticipate every 
 situation, wording and phrases are subject to amendment with or without advanced notice. 
 Parents/guardians will be given prompt notification if changes are made to school policy. 
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 GENERAL RULES 
 School begins at 8:00 a.m. Students are tardy after 8:00 a.m. No student or parent will be 
 permitted to go to the Parish Life Center/Gym before 7:40 a.m. except when weather conditions 
 necessitate. 

 A written excuse for absence is required and should be turned in to the teacher on the day the 
 student returns to school. 

 Books are to be kept always covered. All students must have a book bag or backpack to carry 
 books and take-home folders to and from school. Students in grades 1– 8 will be permitted to use 
 rolling backpacks properly and with caution when the load is heavy and only if wheels do not 
 leave black marks on floors. 

 School notices are to be taken home promptly and replies to be returned to the teacher or school 
 office when required. 

 Students are to take responsibility for the proper care and handling of all school supplies issued 
 to students throughout the year. There should be no reason to borrow or call home for these items 
 at any time. 
 Homework assignments are to be completed neatly and turned in on time. 

 Interruption of instruction in a classroom by any student which prevents a teacher from 
 teaching or a fellow classmate from learning will not be permitted. Serious and repeated 
 infractions of this nature may result in temporary and/or permanent suspension from Saint 
 Clare of Assisi Catholic School. 

 Respectful attention should be given to a speaker or presenter who is addressing the group during 
 Mass, instructional time, assemblies, or other gatherings. Parents should model appropriate 
 behavior. 

 Students are to speak politely and respectfully to all adults and fellow students. Put-downs, 
 detraction, calumny, or negative comments are not allowed. There is a no tolerance policy 
 regarding bullying. 

 Students are to always obey the directions of all school personnel. 

 Students are to respect school and church property – defacing walls, desks, or misuse and abuse 
 of school property are serious offenses. Parents of a vandalizing child will pay for damages. 

 Obscene language is never permitted. 

 Fighting or threats (verbal or written) to teachers or other students will not be tolerated and may 
 lead to temporary and/or permanent suspension. 
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 Matches, weapons, or dangerous objects are prohibited on school grounds. No student shall come 
 to school under the influence of drugs or be involved in the selling or purchasing of drugs on 
 school grounds. Such activities will be grounds for immediate expulsion. 
 Chewing gum is not permitted at any time. 

 Smoking is prohibited on school and parish grounds. 

 Walking is the standard of movement when inside the school. 

 Students are to maintain order and silence in the hallways when going to and from special 
 classes, prayer service, Mass, and any other special activities during instructional time. Silence is 
 also essential during emergency drills. 

 No personal games or toys may be brought to school without permission from the teacher or 
 Principal. Such items will be collected and turned in to the Principal for pick-up by a parent after 
 school. 

 Due to health reasons and liability factors, pets of any kind are not allowed on school grounds 
 without written permission from the Principal. This also applies to pets on leashes or held by 
 parents in the courtyard, porte-cochère, or inside the building during dismissal times. 

 Respect and courtesy should be shown to adults and to other students. Students and parents are 
 expected to conduct themselves in a refined and courteous manner whenever attending 
 assemblies, games, field trips, meetings, and other school or parish sponsored activities. 

 ELECTRONIC DEVICES 
 During school hours and after school activities, cell phones must be turned off and stored in the 
 student’s locker or in a backpack. These devices may not be accessed nor used during the school 
 day.  This is inclusive of the wait time during dismissal  at the end of the day or before school 
 care or before school clubs. 

 The following items are not permitted on campus for any reason: 
 ●  Watches that connect to the Internet 
 ●  Electronic Games 
 ●  Handheld or worn electronic devices 

 Failure to comply will result in confiscation of the device and the following consequences: 
 Fine of $50.00 for the first offense 
 Fine increases by $100.00 for each succeeding offense 
 Parents must accompany the student to the office to pay the fine and retrieve the article. 

 A Chromebook, Kindle, Nook, iPad, or any other approved device may be used in class for the 
 sole purpose of reading a novel or other educational purpose. When not in use, these electronic 
 devices must be turned off and stored in the appropriate place. 
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 DEVICE DETOX 
 We ask families to be considerate of the effect that extensive and/or consistent consumption of 
 the media for entertainment purposes and frequent device usage for entertainment purposes has 
 upon the human mind and body. For an example, we suggest that families consider what would 
 take place if the child had the smartphone/computer/tablet/game console was taken from the 
 child for a three-day weekend. If one’s child would view it as a direct punishment and any other 
 pastime is a long and distant second preference from using a technological device for 
 entertainment, the faculty and staff of Saint Clare would suggest managing their usage of the 
 device and seriously consider conducting a device detox, consisting of taking away the device 
 and providing a list of after school activities (school and rec. sports, school clubs, dance, martial 
 arts, etc.) as well as books and games (such as chess, rubix cubes, legos, or puzzles) and any 
 other form of analogue hobby that does not involve a screen. 

 The cycle of restricting device usage before eventually buckling to the child’s requests and 
 pleading, resulting in the parent then allowing frequent device usage, is often due to one or two 
 students in the class who have unfettered access to their device almost immediately after school 
 until late into the evening. Parents seeking to restrict device usage feel like the mean, oppressive 
 parent when their children use the argument of other students having fun online and playing 
 games together with their friends from school as an attempted empathetic plea to cause their 
 parents to pity their child and give in, for fear of causing their child further social isolation on 
 this side of the Covid-19 lockdowns. The root of this addiction to devices often starts due to the 
 lax device usage policies in the home of parents who are frequently busy with work or preparing 
 dinner, and want to occupy their child in such a way that the child remains quiet and 
 self-sufficient so that the parent may complete their evening work, errands, etc. The result is 
 other students using that child with a lax device usage in their home as evidence to prove to their 
 own parents that their friends are online and they don’t want to be left out. 

 The solution to solving this seemingly school-wide addiction of students to their devices and 
 after school media/videogame consumption after school must also be school-wide. Remember 
 that, teachers know that telling a child not to do something is not as effective as redirecting them 
 to other, better things and ways of behaving. The school will be providing opportunities to 
 occupy, intellectually stimulate, and socialize our students through after school clubs, sports, and 
 events. We will give of our time after the school day to demonstrate our devotion in service to 
 your children as well as how important it is to combat this school-wide issue head on. Join us! 

 PARENTAL COOPERATION 
 All VIRTUS or CMG Safe Haven online safe environment trained parents may be afforded the 
 opportunity to assist the teacher with special parties, field trips, and similar events. Teachers may 
 send notification of the opportunity to volunteer to parents. 

 Parents are the primary educators and children learn best by example. Parents are expected to 
 teach their children honesty, responsibility, how to demonstrate respect for self and others, as 
 well as healthy habits including proper nutritional choices, sleep habits, work-life balance, 
 grooming and hygiene, and interpersonal skills. 
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 Parental cooperation is essential for the welfare of all. Chronic, repeated, or threatening behavior 
 of a parent or guardian that disrupts the teaching and learning process or instructional 
 environment at Saint Clare of Assisi Catholic School may require the administration to ask 
 parents to withdraw their child(ren) from the school.  Parents who consistently disregard or 
 question the Saint Clare of Assisi Catholic School Code of Conduct and campus expectations 
 will be asked to withdraw their child(ren). Disruptive, threatening (including bullying of others), 
 or illegal behavior of a parent/guardian may result in the expulsion of that student. The 
 authorities will be immediately notified if parents disrupt, threaten, or engage in illegal behavior, 
 including but not limited to, assaulting another student or school personnel. Assault is a crime 
 that occurs when one person tries to physically harm another in a way that makes the person 
 under attack feel immediately threatened. Actual physical contact is not necessary; threatening 
 gestures or language that would alarm any reasonable person can constitute an assault. Parents or 
 family members using profane language targeted to a student or another adult may face charges 
 after a police officer has been called. Even without formal charges, the parent and student may 
 be banned from campus. 

 CHRISTIAN CODE OF CONDUCT 
 Christian behavior and respect shall be observed during any verbal and nonverbal 
 communication at all levels within the school community. The following actions will be termed 
 in violation of Christian charity and may result in dismissal from the school: 
 Public criticism of school personnel, policies, or procedures or ANY behavior which does not 
 promote the school in a positive manner (this includes social media sites) 
 Threats of any nature (implied or actual) toward personnel or families (this includes social media 
 sites) 
 Verbal/nonverbal acts of aggression including yelling, screaming, pushing, threatening pictures 
 or gestures, etc. 
 Public discussion/generation of rumors about students, family matters, staff, faculty, or 
 procedures or ANY behavior which does not promote the school in a positive manner (this 
 includes social media sites) 
 Consistent and persistent disagreement with the administration or teacher policies. Rules are 
 established to maintain order, provide a faith-based religious education, and teach strong 
 academics (this includes social media sites) 
 Blatant disregard to follow and support the requirements and expectations of all handbook 
 policies. 

 We acknowledge that we are not the school for all families, and we may exercise the right to ask 
 families to leave when the standards for Christian conduct are not followed. 

 CHEATING 
 Students are expected to demonstrate academic honesty, diligence in their studies for the Greater 
 Glory of God, and docility in their studies and in their performance at Saint Clare of Assisi 
 Catholic School. Cheating will not be tolerated, but it will be used as a formative opportunity 
 whenever possible, in order to set the student up for success later on when the repercussions may 
 be greater and lasting. Anytime a student is caught cheating, faculty are to ask, “What is the 
 cause of the cheating?” In other words, “What took place in this child’s life that incentivized 
 them to seek to acquire the perception of a mastery over the content and skills rather than 
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 acquiring the knowledge and skills themselves.” The faculty of Saint Clare would encourage 
 families to ask the same of their children after it is discovered that their child has stolen another 
 students’ or resource’s answers. 

 HOME STUDY/EXTENDED LEAVE 
 In the event of an investigation by the school, local, state, or federal officials, of serious 
 wrongdoing, a student will be placed on Home Study/Extended Leave (under the direction of the 
 parent/guardian), pending adjudication or an investigation into the matter. The length of time of 
 the home-study/extended leave program may vary for each child/offense. These absences will be 
 excused, and the student will have an opportunity to complete assignments without reduced 
 credit during the leave. The parent/guardian will be responsible for the education of the student. 
 A parent/guardian may not avail themselves of the grievance process when a student is placed on 
 Home Study/Extended Leave. 

 On rare occasions (pandemic and natural disasters), it may become necessary that Distance 
 or On-line Learning may be implemented for all students when face-to-face classes are 
 ill-advised. Distance Learning is neither punitive nor optional. Students and parents are 
 expected to cooperate with ongoing instruction to the best of their ability. 

 SUSPENSION 
 Suspension is a serious punishment that shall be used when a student is in serious violation of the 
 Discipline Code or commits a major offense. Should it be necessary to suspend, both oral and 
 written notice will be given to the student and parents. The suspension will be an out-of-school 
 suspension. This is at the discretion of the Principal and it will result in a “U” in conduct for that 
 9-week period. 

 School suspension requires that the student remain  away from the school under the 
 parent's supervision. At the teacher’s discretion, schoolwork may be assigned, and completion 
 required. Any behavior resulting in two out-of-school suspensions may be cause for withdrawal 
 from Saint Clare of Assisi Catholic School. A student who receives an out-of-school suspension 
 may not return to campus for any reason until that suspension is fulfilled. 
 Major offenses include, but are not limited to: 

 ●  Destruction of property or vandalism of any kind 
 ●  Smoking or use of tobacco, alcohol or other harmful substances, or possession of such items 

 (See Diocesan Policy below) 
 ●  Theft/cheating 
 ●  Fighting 
 ●  Harassment (including sexual harassment), bullying, cyber-bullying, hazing 
 ●  Intimidation or defiance, including bullying or cursing/verbal assault of adult personnel or 

 students 
 ●  Leaving the classroom, campus, or school grounds without authorization 
 ●  Repeated acts of incorrigible behavior (resulting in repeated discipline referrals) 
 ●  Possession of weapons and/or other potentially dangerous items 
 ●  Other acts of behavior unbefitting a Saint Clare of Assisi Catholic School student. 

 46 



 EXPULSION 
 Expulsion is an extremely serious matter and, generally, every other possible solution will have 
 been explored with the student and his/her parents prior to taking this action. A student's 
 continued enrollment at the school will be subject to his/her meeting the scholastic and 
 behavioral standards set by the school's administration. If any student fails to meet these 
 standards, and if the Principal believes that continued enrollment of the student is not in the best 
 interest of the student or the school, the Principal shall advise the pastor. A written notification of 
 the expulsion, stating the circumstances and dates of the matter shall be sent to the Archdiocesan 
 Superintendent of Schools. Parents may appeal the expulsion through the appropriate grievance 
 process. 
 Immediate expulsion can take place when a student: 

 ●  Participates in disruptive activities by a group, including but not limited to gangs and 
 consistent bullying or harassment 

 ●  Possesses, uses or delivers narcotics, dangerous drugs, harmful substances, or alcohol on the 
 school campus or school-sponsored activities 

 ●  Smokes or uses any tobacco product on school property or at school-related activity 
 ●  Possesses, uses, or conceals a weapon or any item construed to be a weapon on school 

 property or at a school-related activity (a weapon is any instrument which might produce 
 bodily harm or death) 

 ●  Threatens bodily injury or harm to a student/school personnel 
 ●  Assaults a student or any school personnel that results in physical injury 
 ●  Leaves the school ground without authorization, disrupting the learning environment 
 ●  Vandalizes school property or the property of others 
 ●  Commits persistent acts of incorrigible behavior 

 Expulsion Exclusion 
 A parent who has withdrawn his/her student from the school may not avail themselves of the 
 grievance process. 

 USE OF CONTROLLED SUBSTANCES 
 The Archdiocesan policy regarding the use of controlled substances states,  "The use of illicit 
 drugs and the unlawful possession and use of alcohol is wrong and harmful. A student is subject 
 to removal from class which may result in suspension, expulsion, or referral for prosecution. 
 This policy is in effect whether the student is on school property or attending a school sponsored 
 or school-related activity on or off school property." 

 The following are examples: 
 ●  Chemical substance use, possession for consumption, sale or dispensing of illegal drugs and 

 narcotics. 
 ●  Acting under the influence of an illegal drug, alcohol, narcotic, marijuana, or a controlled 

 substance. 
 ●  Medication misuse or over-dosage. 

 GUNS AND WEAPONS 
 We are a weapons-free, gun-free campus. Guns and other weapons on campus can be a hazard to 
 the welfare of human beings and a safe learning environment. They will not be permitted nor 
 tolerated on our campus by anyone other than law enforcement officers. Possession of such items 
 by students will result in immediate notification of the appropriate authorities. 
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 GRIEVANCE PROCESS - PROBLEM AND CONFLICT RESOLUTION 
 Every effort shall be made to resolve situations so that the education process can continue. 
 Before differences become formalized grievances, both parties shall make every effort to resolve 
 problems through open communication. If a parent seeks resolution of a situation relating to a 
 student, the following steps should be taken: 
 The parents should request a conference with the teacher to check their understanding and try to 
 resolve the problem. 
 If the matter cannot be satisfactorily resolved with the teacher, the parent may then discuss the 
 issue with the teacher and Principal. 
 After discussion with the teacher and Principal, if the case is still unresolved, the complainant 
 may then present the grievance in accordance with the Archdiocesan Appeals Process (Contact 
 the Catholic Schools Office for appropriate forms). 

 Archdiocesan Appeals Process and Grievance Policy 
 The purpose of this process is to provide parents/guardians of students enrolled in any parish or 
 regional school within the Archdiocese of Galveston-Houston (AGH) with an orderly procedure 
 or the equitable and prompt resolution of complaints. This process is intended to resolve disputes 
 through subsidiarity, at the lowest possible level, in a cooperative, conciliatory Christian 
 atmosphere. 
 Although the Archdiocese endeavors to establish a harmonious Christian atmosphere within its 
 schools, it recognizes that misunderstandings or differences of opinion sometimes occur. Ideally, 
 such matters can be resolved informally by a parent or guardian meeting with the immediate 
 authoritative person to discuss the matter. If, however, the matter is not then settled to the parent 
 or guardian's satisfaction, the parent or guardian may institute a formal grievance. 

 Scope and Statement of Non-Discrimination 
 No person shall be discriminated against because of filing or participating in this grievance 
 process, and no reprisals of any kind shall be taken against any person because of participation in 
 this complaint process. 
 The process is not intended to be adversarial in nature and neither party to the grievance shall be 
 represented by legal counsel during any phase of the process. This process replaces all previous 
 processes and statements regarding the institution and processing of complaints at both the local 
 and AGH levels. 

 Exclusion 
 A parent who has withdrawn their student from the school may not avail themselves of this 
 grievance process. 

 Level One – Informal Resolution/Conciliation (Campus Level) 
 Prior to following a formal grievance process, the parent/guardian shall meet with the person 
 with whom he/she is having a dispute. If the concern is not resolved, he/she should move to the 
 person’s direct supervisor in an effort to find a resolution. If the matter is not satisfactorily 
 resolved with the person’s direct supervisor, the parent/guardian should request a meeting with 
 the Principal. If the matter is not satisfactorily resolved with the Principal, the parent/guardian 
 should request a meeting with the pastor. If the Pastor agrees with the Principal’s decision, the 
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 Pastor may decline to meet. If the Pastor agrees to meet, but the matter is not then settled 
 satisfactorily, the parent/guardian may appeal the decision to Level Two after the parent/guardian 
 has informed the Pastor and Principal of their intent to do so. 

 Level Two – Grievance Committee (Catholic Schools Office/AGH) 
 If a satisfactory resolution is not reached at Level One, the parent/guardian may appeal, in 
 writing, to the Level Two Grievance Committee. The CSO for the AGH has established a 
 Parent/Guardian Grievance committee for the purpose of hearing complaint appeals from Level 
 One of the process. The committee reviewing the complaint will consist of an assistant 
 superintendent from the CSO and two AGH Principals. 
 To begin the Level Two process, the parent/guardian shall contact the CSO at 713-741-8704to 
 request the Level Two Appeal/Grievance Form. The parent/guardian has five (5) working days 
 following the receipt of the Level Two form to the Catholic Schools Office via an email 
 addressed to  csogeneral@archgh.org  , along with any  additional materials or documentation the 
 parent/guardian would like reviewed by the committee. 
 Other steps, the complete process, and the appeal/review functions of this grievance policy will 
 be explained in the documents sent by the CSO to the parent/guardian requesting a Level Two 
 grievance. 

 Procedural Issues 
 While the grievance process is designed to accommodate all parent/student disputes that may 
 arise within the AGH, it is understood that some situations require flexibility. Any issues 
 regarding the use of Level One or Two, or the appropriate administrator at those levels, shall be 
 resolved by the Archdiocesan Superintendent of Catholic Schools. 

 Computation of Time for Complaints 
 The time limits of the complaint process shall be based on working days, i.e., Monday through 
 Friday. If any of the timeline falls on school holidays or breaks, the timeline shall be extended to 
 add the corresponding number of working days to the timeline. Time limits may require 
 flexibility and, if necessary, may be modified at the discretion of the CSO. 

 HEALTH SERVICES 

 SCHOOL HEALTH RECORDS 
 The school is required to maintain a health record for every student. Required immunizations, 
 including a Tuberculin Test or questionnaire, must be on file for every child prior to entering 
 school. In addition, several screenings are completed each year. 

 Vision screening  is provided every year, currently  at no charge, for grades PK4, K, 1, 3, 5, and 
 7. Any concerns are reported to parents soon after the screening. 

 Height & weight screening  is provided every year by  the school nurse. In addition, blood 
 pressure screening is required annually for middle school students at no charge. 
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 Hearing and speech screening  is required and provided by the school, at no charge, for grades 
 PK4, K, 1, 3, 5, and 7. It is mandatory for all children 4 years and older entering school for the 
 first time to have these tests. Any concerns are reported to parents soon after the screening. 

 Spinal screening  is required and provided by the school,  at no additional charge. Girls must be 
 screened at age 10, grade 5 and age 12, grade 7 (age as of September 1  st  of the school year)  or all 
 girls in grades 5 and 7.  Boys must be screened at  age 13 or 14 years, grade 8 (age as of 
 September 1  st  of the school year)  or all boys in grade  8.  Any concerns are reported to parents 
 soon after the screening. 

 TRAT2DC  screening (a precursor to diabetes) is required  for grades 3, 5, and 7  annually, at no 
 additional charge. Any concerns are reported to parents soon after the screening. 

 MEDICATION IN THE SCHOOLS 
 Your child may have an illness or condition that requires medication for relief or cure that does 
 not prevent his or her attendance at school. When possible, such medication should be taken at 
 home. However, according to the Texas State legislature, medication may be dispensed to a 
 student by school personnel if the following requirements are met by the parent or legal guardian 
 requesting the service. Catholic Schools of the Galveston-Houston Archdiocese adhere to Texas 
 Education Code 21.914 on the administering of medications by school employees. 

 Parents/guardians are encouraged to schedule the administration of student medicine in such a 
 manner that medication brought to school will be kept to a minimum. (For example, the 
 physician may be able to prescribe the medication before/after school and at bedtime.) 

 Medication (prescription or non-prescription) may only be administered to students upon written 
 request by the parent/guardian and physician. The request must state the following:  student’s 
 name, name of medication, prescribed dosage of medication, time(s) of administration of 
 medication, exact dates medication is to be given, liability release, signature of the 
 parent/guardian and physician. Parents, guardians, or designated adults must deliver and pick up 
 medicine to be administered. (See request form in the back of the Handbook.) 

 All medication, prescription or non-prescription, must be in its original container and be properly 
 labeled in English. A properly labeled prescription is one with a pharmacy label stating the 
 student’s name, name of the medication, and the date the prescription was filled. 
 Non-prescription medication must be in the original container indicating directions for use and 
 labeled with the student's name. 

 If there is a medication discrepancy that might be injurious to the student, the health coordinator 
 or Principal designee has the responsibility to question the discrepancy or refuse to give the 
 medication. Any consultation with the Archdiocesan nurse, the student’s physician or 
 parent/guardian will be documented by the health coordinator or Principal designee. 

 All medication will be locked in a drawer/cabinet in the clinic unless refrigeration is required. 

 It is the responsibility of the student to report to the clinic or designated area to take his/her 
 medication. 
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 At the end of the school year, all medication is to be picked up by the parent or destroyed. 

 In the absence of the health coordinator, the Principal designee may administer medication. 

 A Daily Log for Medication will be maintained on each student taking medication at school. 

 All cuts and or abrasions may be treated with only soap and water at school. 

 ILLNESS/CONTAGIOUS DISEASE 
 If your child is sent to the office because of a serious illness or accident, you or the person listed 
 as an emergency contact will be notified by the school nurse or Principal designee. It will be 
 your responsibility to get medical attention unless the emergency is so great that your child must 
 be taken from school to be immediately treated. You will be notified as soon as possible. 
 Emergency rooms will not render emergency care without the parent or guardian’s permission. 
 Therefore, the office must be kept informed of any telephone number change. For the protection 
 of all the students, the following rules have been established and will be followed without 
 exception. A child having one or more of the following symptoms will be sent home: 

 ●  fever of 99.6 degrees or higher 
 ●  suspected contagious disease 
 ●  vomiting 
 ●  diarrhea 
 ●  persistent cough or congestion 
 ●  general malaise, feels too badly to remain in class. 

 If your child has any of the above symptoms in the morning  before  school, please  keep your 
 child at home.  A student who has an infectious or  contagious disease is not permitted to attend 
 classes until the danger of transmitting the infection or disease to other students is over. 
 Requirements for determining when a student may return to school are those of the Texas 
 Department of Health. 

 PLEASE NOTE: 
 Report cases of communicable diseases to the school as soon as possible. 

 Keep a child home when he/she has a BAD COLD, SORE THROAT, TEMPERATURE, EYE 
 INFECTION, UNUSUAL SKIN ERUPTION, SWOLLEN GLANDS, NAUSEA, VOMITING, 
 DIARRHEA or  FLU/COVID-LIKE SYMPTOMS.  Any child exhibiting  such symptoms will 
 be sent home. 

 If the child is suspected to have come in contact with the Covid-19 virus or has been 
 diagnosed using the PCR test please contact the school Health Coordinator, Anna 
 Naughton. For detailed Covid – 19 procedures please see the appendix. 

 STUDENT ACCIDENT INSURANCE 
 We have purchased mandatory student accident coverage for all students enrolled in Saint Clare 
 of Assisi Catholic School. This program will include coverage for all students in PK3 through 
 the 8th grade while attending or participating in school sponsored and supervised activities on or 
 off premises. 
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 Reimbursement for covered medical expenses is based on usual & customary charges, a 
 definition common to most insurance contracts. The insurance is excess over any other valid 
 coverage but becomes primary if no other insurance is available. This coverage will also fill in 
 the existing insurance, e.g., pay deductibles or reimburse for other usual & customary expenses 
 that might not otherwise be covered. The scope of coverage is broadly defined as follows: 
 $1,000,000 Accident Medical Maximum per student (no deductible) for all school sponsored and 
 supervised activities including: 

 ●  Travel in transportation furnished or arranged by the school 
 ●  Participation in gym 
 ●  Night and summer activities 
 ●  Religious activities and necessary travel 

 Claim Instructions: (sample claim form and brochure available in school office) 
 Claim form must be submitted within 90 days from the date of injury. 
 Treatment must commence within 90 days from the date of injury. 
 Physicians must complete the appropriate part on the back of the claim form, or attach itemized 
 bills indicating type of treatment, dates of treatment and fee charges. Forward additional bills to: 

 Plan Administrator: 
 The Maksin Management Corp.         Telephone:  1-800-257-6250 
 CN 98000 
 Pennsauken, New Jersey 08110 

 Indicate the name of the Archdiocese on all bills and correspondence. 
 No additional claim form is necessary. 
 Do NOT leave a claim form at the hospital or physician’s office. 
 Benefit payment will be processed to doctors and/or hospitals involved unless billings are 
 accompanied by paid receipts. 

 For parents who may wish to purchase additional coverage directly, there is coverage made 
 available on a voluntary basis to individual parents. For a fee of $50.00 per student, parents may 
 enroll their child in an additional program that will provide 24-hour accident protection whether 
 the child is involved in a school-sponsored activity. This coverage is offered as a supplementary 
 option and does not affect the school program. Coverage is in excess over other available 
 insurance and becomes primary in the absence of any other insurance. Information on this 
 program is available directly from Maksin at 1-800-375-6826. Please identify yourself as a 
 parent with a student participating in the Archdiocese of Galveston-Houston student accident 
 program. 

 Crisis Management Plan 
 Saint Clare of Assisi Catholic School follows the guidelines of the Archdiocese to be prepared 
 for disasters or other events that may cause our students to be sheltered in place or required to 
 remain at school beyond the regular school day. 

 Fire Drills 
 Fire drills are conducted during each school year at unannounced and varied times.  All persons 
 must leave the building in an orderly fashion following routes mapped for each room. The school 
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 office has been equipped with a weather alert radio that issues up-to-the-minute weather 
 advisories during inclement weather. 

 Emergency Eva 
 If there should be an emergency evacuation, a parent will be notified to come and remove his/her 
 child from the school premises or a designated safe location. For this reason, it is imperative for 
 the school office to have current work phone numbers, cell phone numbers, and contact 
 information on file. A FACTS alert system will be sent out by the school to help in the 
 notification of parents should an emergency require the evacuation of students from school 
 premises. Please tune into a local media station for public service announcements. 

 Emergency Closures of the Schools 
 There may come a time when an emergency storm alert, or other conditions may necessitate the 
 closing of school. Every effort will be made to contact parents by phone. During periods of 
 inclement weather, a FACTS alert will be sent. It is imperative that contact information is kept 
 current. You may also tune in to local media stations for emergency information concerning 
 school closures. PLEASE DO NOT RELY ON CALLING THE SCHOOL OFFICE. In the case 
 of inclement weather only, Saint Clare of Assisi Catholic School will generally follow the 
 decision of the Clear Creek ISD. Distance Learning options may be implemented if a prolonged 
 school closing is unavoidable. 

 Particularly Notable Laws Followed 

 Title IX –  Saint Clare of Assisi Catholic School adheres  to the tenets of Title IX: “No person in 
 the United States shall, on the basis of sex, be excluded from participating in, be denied the 
 benefits of, or be subjected to discrimination under any education program or activity receiving 
 federal financial assistance.” 

 Child Abuse Laws –  Saint Clare of Assisi Catholic  School abides by the Child Abuse 
 Prevention, Adoption, and Family Services Act. This law mandates that all cases of suspected 
 abuse and/or neglect be reported to Child Protective Services. 

 Student Records –  Saint Clare of Assisi Catholic School  adheres to the Buckley Amendment 
 (Family Education Rights and Privacy Act) regarding access to student records. 

 Saint Clare of Assisi Catholic School adheres to all copyright laws. 

 Covid Protocols 
 Student Health Protocols 

 ●  Parents should not medicate their child to lower a fever prior to coming to school. Masks 
 are optional.  

 ●  All students will be instructed on methods to protect themselves and others from 
 COVID-19 at school. 

 53 



 ●  All students should practice appropriate physical distancing, hand hygiene, and 
 respiratory etiquette. 

 ●  All students should regularly wash their hands for 20 seconds, or use hand sanitizer 
 regularly if unable to wash their hands. 

 ●  All students will be trained on proper handwashing techniques and participate in 
 teacher-scheduled handwashing times throughout the day. 

 ●  All students have the option to wear a face mask to cover nose and mouth. 

 Employee Health Protocols 
 ●  All employees will receive training on procedures and will know and practice methods to 

 protect themselves and others from COVID-19 at work. 
 ●  All employees must practice appropriate cleaning and disinfection, hand hygiene, 

 respiratory etiquette (for example, cough/sneeze into arm, cover mouth with tissue, etc.), 
 and wear a mask, as needed. 

 ●  All employees will be cognizant of maintaining appropriate distancing from others, 
 unless intervening in an emergency where an individual’s safety is compromised. 

 ●  All employees have the option to wear masks to cover the nose and mouth. 
 ●  Students and staff will be trained in proper health hygiene and disease transmission 

 prevention measures. 

 Building Procedures and Logistics 
 ●  The campus will post self-screening and mitigation practices. 
 ●  Classrooms will be arranged with mindfulness about distancing, as much as is possible, 

 within the constraints presented by the facility and the functions within each classroom. 
 ●  Students will begin attending Mass on the first full week of school.  Grades Pre K4-8 will 

 be in attendance. Students will not be permitted to sit outside of their class group. 
 ●  Water fountain spigots will not be in use by students, but waterbottle fillers at water 

 fountains are open for student use. (Please note: if water bottles are left behind, they will 
 be put in the lost-and-found in the school office.)  

 ●  All practices will be reviewed regularly to promote mitigation procedures and limit the 
 spread of disease. 

 Arrivals, Dismissals, and Transitions 
 Arrivals/Drop-Offs 

 ●  Drop off procedures will return to Pre-Covid procedures, with parents of students in 
 Pre-K 3 through Third Grade (along with older siblings in Grades 4-8 in the school) 
 parking on the south parking lot and walking their children into the Narthex. This 
 allows for a great opportunity to meet, as well as greet, faculty and staff, and for 
 employees of the school to catch up with our beloved families. Parents with students 
 in Grades 4-8 will drive up on the north side of the parking lot, and the student(s) may 
 let themselves out of the door and carefully walk up to the school by the entrance/exit 
 by the Middle School lockers, where Mrs. Kempf will be waiting to greet and assist 
 students. 

 ●  All staff members will be on campus no later than 7:30 a.m. to help greet the 
 students. 
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 Dismissal 
 ●  The large areas of the campus will be utilized for dismissal procedures: Porte-cochère 

 and narthex 
 ●  Parents are asked to be patient when picking-up their children 

 Transitioning 
 ●  Traffic patterns have been established throughout the campus to separate grade levels 

 in the restrooms. 
 ●  Locker usage will be monitored for grades 2-8. 

 Lunch 

 ●  Students will eat lunch outside whenever possible, but in the gym if the weather is 
 inhospitable.  

 ●  Volunteers will be allowed to assist with supervising students during lunch time but 
 will be required to complete Safe Haven training beforehand.  

 Campus Response: 
 Lab-Confirmed Cases of Covid-19 and General Information 

 ●  Reports of a lab-confirmed COVID case will be provided to both the Archdiocese CSO 
 and the Harris County Health Department  

 ●  Saint Clare will work closely with the HCHD for contact tracing for any individual with a 
 positive COVID-19 test. 

 ●   “Close contact” is determined by an appropriate public health agency. If “close contact” 
 factors are met at any time in the previous 10 days, at the same time the infected 
 individual was infectious, input should be sought immediately from a physician. 
 Individuals are presumed infectious at least two days prior to symptom onset or, in the 
 case of asymptomatic individuals who are lab-confirmed with COVID19, two days prior 
 to the confirming lab test.  

 ●  “Close contact” with an individual who is lab-confirmed to have COVID-19 is defined 
 below. 

 o  Being directly exposed to infectious secretions (ex., coughed on you while NOT 
 wearing a mask or shield; (or) 

 o  Being within 3 feet for a cumulative duration of 15 minutes, while not wearing a 
 mask or shield. 

 ●  COVID-19 symptoms are listed below. These are symptoms found to be common with 
 the virus. Children with these symptoms should remain off-campus and parents should 
 consult their physician. 

 o  Feeling feverish or a measured temperature greater than or equal to 100 degrees 
 Fahrenheit 

 o  Loss of taste or smell 
 o  Cough 
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 o  Difficulty breathing 
 o  Shortness of breath 
 o  Headache 
 o  Chills 
 o  Sore throat 
 o  Shaking or exaggerated shivering 
 o  Significant muscle pain or ache 
 o  Diarrhea 

 Illness Isolation Plan for Students and Staff 
 ●  Additional and changing information may be forthcoming about school closures and 

 campus protocols related to COVID-19 from the Archdiocese of Galveston-Houston and 
 the Legal Department. This guidance will be shared, when received. 

 ●  Any  student  or  staff  member  with  a  temperature  greater  than  or  equal  to  100  degrees 
 and/or showing symptoms of COVID-19 will be treated as a possible positive case. 

 ●  Symptomatic  individuals  will  be  provided  a  mask  to  wear  and  sent  to  the  clinic  to  be 
 evaluated and either returned to class or await pick-up. 

 ●  The  ill  individual  will  remain  isolated  with  the  clinic  staff  or  designated  staff  member  to 
 be monitored and receive medical care, if needed, until pick-up is made.  

 ●  Family  members  will  be  provided  with  instructions  regarding  criteria  for  re-admission  to 
 in-school activities (CDC and CSO guidance will be used). 

 ●  An  accounting  system  will  be  utilized  to  ensure  students/staff  who  are  sent  home  with 
 illness  do  not  return  sooner  than  allowed  by  current  guidelines  unless  medical 
 documentation is provided stating the individual is clear to return to school. 

 ●  The  staff  member  assigned  to  monitor  the  isolation  room  must  perform  hand  hygiene  and 
 wear PPE for the duration of the isolation period for the sick individual. 

 ●  The  campus  will  immediately  notify  the  Harris  County  Department  of  Health  and  the 
 Catholic Schools Office and will follow guidance provided. 

 ●  After  emptied,  the  isolation  room  will  be  sanitized  using  approved  germicidal  agents  by 
 the campus cleaning crew who will wear appropriate PPE. 

 ●  The  sick  individual  does  not  report  to  school  or  participate  in  or  attend  other  school 
 activities.   The  student  may  return  to  campus  after  5  days  have  passed  from  symptom 
 onset  with  improvement  in  symptoms,  and  at  least  24  hours  have  passed  with  no  fever, 
 without  the  use  of  fever-reducing  medication.  (CDC  guidance  may  change  about 
 quarantining and we will follow the most recent recommendations.) 

 ●  Vaccinated  individuals  will  not  be  required  to  quarantine,  unless  he/she  exhibits  COVID 
 symptoms. 

 Ad Majorem Dei Gloriam 
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