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handbook if ever the need arises. In that event, parents and 
guardians will be notified. 
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PARENT MEMORANDUM OF UNDERSTANDING  
 

Every Catholic school student has a right to be treated as a child of God, 
with the love and respect that implies, regardless of family circumstances. In like 
manner, the believing community has the right to education guided by Catholic 
teaching and identity, unimpeded by pressures contrary to Church teaching.  

 
As parent/guardian of a student in a Catholic school, I understand, affirm, 

and support the following: 
  

1. The primary purpose of a Catholic school education is two-fold: to 
strengthen the Catholic community in its faith, and to form students in the 
teachings of Jesus Christ and the Catholic Church. 
 

2.  Catholic schools are distinctive religious education institutions guided by 
the teachings of the Catholic Church. They are not simply private schools 
offering a positive moral code. Rather, they exist to advance the faith 
mission of the sponsoring Catholic parish(es), Archdiocese, or Catholic 
religious community.  
 

3. While Catholic education places a high value on academic excellence and 
extracurricular achievement, its fundamental priority is fidelity to Catholic 
teaching and identity. 
 

4. Attending a Catholic school is a privilege, not a right. The school and its 
administration have the responsibility to ensure that Catholic teaching and 
moral integrity permeate every facet of the school’s life and activity and that 
the school is able to function as a community of faith.  
 

5. In all questions that involve Catholic teaching, morals, and Church law, the 
final determination rests with the Archbishop.  

 
As a parent/guardian desiring to enroll my child in a Catholic school, I accept 

this memorandum of understanding. I pledge support for the Catholic identity and 
mission of this school and by enrolling my child I commit myself to uphold all 
principles and policies that govern the Catholic School.  
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Mission Statement 
 
Sacred Heart School provides a safe, welcoming, and 
challenging learning environment for our students. 
Administration, faculty, and parents empower the 
students to reach their fullest moral, spiritual, 
intellectual, social, and physical potentials. We strive 
to equip students to respond to the evolving demands 
of the twenty-first century. Informed and enlivened 
by the teaching and life of Jesus Christ, students 
render service generously through prayer and action. 
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GOALS AND OBJECTIVES 
 
We, the teaching staff of Sacred Heart Catholic School, recognize and 
dedicate ourselves to the following principles: 
 
• We recognize each student as an individual loved by God, blessed with 
gifts, talents, and abilities which will enable the development of his/her 
God-given potential. 
 
• We seek to form in each student a concern and respect for each other 
and for all God's people as brothers and sisters in the Lord. 
 
• We recognize the need for a structured environment, until the time 
when each student has grown to self-awareness, self- discipline, and 
self-direction. 
 
• We seek to maintain consistently and continuously a high quality of 
education in every aspect of schooling. We will make every effort to 
motivate and challenge all students to develop the skills and 
understanding necessary to reach their maximum intellectual capability. 
 
• We teach our students the truths and virtues of Jesus Christ so 
that they may experience the fullness of life here on earth and in eternity. 
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ADMINISTRATIVE PROCESS 
 

Sacred Heart Catholic School is under the jurisdiction of the Archdiocese of Philadelphia 
and follows its educational policies and procedures. 

 
ROLE OF THE PASTOR 
 

The pastor of Sacred Heart Parish is the spiritual leader of the school. The priest is the 
shepherd and leader of the Eucharistic community which exists at Sacred Heart Parish. 
Following in the footsteps of the Good Shepherd, the pastor must feed the flock entrusted to him. 
Since Sacred Heart School is an organic part of the life of the parish, it comes under the pastor's 
guidance. While the principal is responsible for the general direction of the religious and 
educational program, the pastor is kept fully informed of all important happenings and no major 
step is taken without his knowledge. 
 
ROLE OF THE PRINCIPAL 
 

The principal of Sacred Heart School is appointed by the pastor and is charged with the 
spiritual, academic, and managerial policies in cooperation with the faculty, and the Archdiocese 
of Philadelphia. As the primary school administrator, the principal motivates the staff to 
formulate clear goals and objectives for each school year and guides their development and 
accomplishments. As a school inspirator, the principal's primary goal is to build and live 
community in a spirit of trust and charity. 
 

ROLE OF THE TEACHER 
 

The role of the teacher in Sacred Heart School is not exclusively that of educator, but is 
multifaceted including that of servant-leader, organizer, instructor, motivator, counselor, 
evaluator, and exemplar within the environment of his/her own classroom. He/she has the unique 
and sacred privilege of developing in his/her students a love for learning. Each teacher accepts 
the responsibility to use his/her personal endowments to the best advantage of the students. Thus, 
the students are exposed to a variety of teaching styles, strategies, methodologies, and classroom 
activities chosen by each teacher to promote optimum learning experiences. The teacher 
willingly cooperates with the principal in carrying out the religious and academic goals of the 
school, and in a spirit of generosity, accepts additional responsibilities that affect the school 
community and programs. 
 
 
ROLE OF THE PARENT 
 

The important role of the parents to catechize and educate their children is acknowledged 
by the Church through the pronouncement of the National Catechetical Directory, Norm 212: 

  
"Parents are the primary teachers of their children.  They catechize informally but 

powerfully by example and instruction. They communicate values and attitudes by 
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showing love for Christ and His Church and for each other, by reverently receiving the 
Eucharist and living in its spirit and by fostering justice and love in all their 
relationships..." 

 
Concrete ways that parents contribute to nurturing the education of their children include 

the following: 
 
• Participate in policy-making through the Home and School Association (HASA). 
 
• Provide for the physical and mental daily readiness of their child for school. Proper rest, 

exercise, diet, and study will provide a good framework for learning. 
 
• Promote a positive image of self, home, school, and others which will nourish a healthy 

attitude for wholesome relationships. By being faithful to Catholic moral teaching in 
decision-making, virtue, and worship, the parents themselves provide the most fruitful kind 
of Catholic education relative to the moral development of their child. 

 
• Demonstrate the role of co-educator to the children, parish, and school personnel, by actively 

supporting school activities, attending Parent/Teacher conferences, joining the Home and 
School Association, and participating in school and parish celebrations. 

 
 
ROLE OF THE STUDENT 
 

Students are charged with the goal to develop excellent academic, vocational, and 
professional skills because God wishes an abundant life for every one of His children. This goal 
is furthered by enhancing his or her talents to the fullest. Moreover, through their personal 
witness and achievements, students glorify God and lead others to the truth. 
 

Students of Sacred Heart School commit themselves to be peacemakers, 
servant-leaders, community builders, and eager learners who practice of 

virtues of respect, generosity, hospitality, kindness, and industry. 
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POLICIES AND PROCEDURES 
ABSENCE 
 
Excused: Illness, quarantine, death in the immediate family, or other exceptionally urgent 
reasons for school absence constitute lawful absence. 
 
Unexcused: Absences that are not due to illness, weather, or emergencies are considered 
unexcused.  Also, absences that have not been pre-approved by the principal, such as family 
vacations, are considered “unexcused/unlawful.”  Truancy, parental neglect, or personal choice, 
oversleeping, and missing the bus are not valid excuses for absence. 
 
Extended Illness:  If a legitimate extended illness is expected, it is advisable to contact the 
principal and the child’s teacher(s) to make arrangements for study assignments.   
 
Phone:  Please call the school office between 7:00 AM and 8:30 AM to report your child's 
absence. Leave a message on the answering machine stating your child's name, grade, and reason 
for absence. 
 
Notes: Upon return to school, the student presents to the homeroom teacher  a written note signed 
by a parent or guardian containing the reason and dates of absence. An excused illness that 
extends beyond three days requires a doctor’s note upon the student’s return to school. 
 
 
ADMISSIONS 
Registration Requirements 
 
•  Grade 1 – Six by September 1 
•  Kindergarten – Five by September 1 
•  Pre-school – Four by September 1 
•  Birth Certificate 
•  Baptismal Certificate (if not baptized at Sacred Heart Parish) 
•  Confirmation Certificate (if applicable) 
•  Most Recent Report Card 
•  Information on any medical conditions 
•  Legal Custody Agreements / Legal Directives 
•  IEP (if applicable) 
•  Social Security Number of Child 
•  Immunization Records 
•  Registration Fee 
 
All newly enrolled students are accepted on a 30-day probation period.  
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APPOINTMENTS 
 

If at all possible, every effort must be made to arrange medical and dental appointments 
during  non-school hours. 
 

Students may not be excused early from school without a written request from parents, 
which is to be forwarded to the principal. In an emergency, a call to the principal will suffice. 
Parents are to sign out the student at the main office. State law forbids us to dismiss a student 
during school hours unless an adult accompanies the student. 
 

BOOKS 

 
Except for religion books, school books are funded by the State of Pennsylvania. All 

books must be covered at all times and carried in a school bag. Any student who defaces a book 
in any way or loses a book will be required to pay for the book. 
 

BULLYING 

 
Bullying is a unique form of aggression. It is distinct from isolated incidents of students 

lashing out in anger circumstantially or conflicts that occur between two students. Bullying 
occurs when a student or group of students targets an individual repeatedly over time, using 
physical, psychological, emotional, or relational aggression to dominate the victim. Therefore, 
bullying behavior has the following components: 

• •  Repeated 
• •  Intentional 
• •  Targeted to create and enforce an imbalance of power 

 
Sacred Heart School, in accordance with PA Senate Bill 71, commits itself to provide a 

safe, positive learning climate for all students. Therefore, it is the policy of this school to 
maintain an educational environment in which bullying and cyber bullying in any form will be 
met with serious consequences. 
 

Students who believe themselves to be bullied are directed to report the incident to the 
teacher, counselor, or principal. Complaints will be investigated promptly, and corrective action 
will be taken if complaints are warranted. This action involves conferences with parents, 
resolution on the part of the offender that bullish-type behavior will cease and promised effort on 
the part of the offender to take active measures to be a peacemaker. The offender will serve 
detention. If bullying continues, suspension or expulsion may result. 
 
BUS 
 

The school district in which the student resides is responsible for providing bus service 
for our students. In compliance with state and diocesan laws, the students are to be seated at all 
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times during their ride, speak in moderate tones, and obey the directions of the bus driver. 
Parents will be notified if the rules are not obeyed. 
 
 
CALENDAR 
 

A school calendar is published annually according to the guidelines of the Office of 
Catholic Education of the Archdiocese of Philadelphia.  A monthly calendar is emailed to 
parents. Dates and events of importance are noted for the convenience of parents.  

 
Assure student attendance for standardized tests (Terra Novas), final assessments, and 

school-wide events. 
 

CAR RIDERS 
Morning Drop Off 

•  In single file, cars are to enter from West Chester Pike and drive to the school door.  Drivers 
remain in the car.  Students exit from right-side car doors and enter the school building.  The car 
then continues in U-turn fashion to exit the school yard via West Chester Pike. No car may exit 
on Manoa Road, nor park in the schoolyard. Unless the driver intends to participate in the Parish 
Mass at 8:30 AM, no car is to park in the Church Parking Lot. 
 
 •  Gate entrance from Manoa road is reserved for WALKERS ONLY. 
  

Afternoon Pick Up 
•  Car riders are to be picked up in the schoolyard at dismissal. Vehicles should enter on West 
Chester Pike and exit on Manoa Road.  
 
•  Children may not be picked up in the Church parking lot.  
 
Vehicles are not permitted in the schoolyard during school hours from 8:00 AM to 3:00 PM. 
Caution is especially important in inclement weather. 
 

CELL PHONES and iWATCHES  
 

iWatches are not permitted. Students may not use cell phones during school hours. Any 
contact that needs to be made during the school day will be done through the Main Office.  If a 
student brings a cell phone to school, it is to be off and remain in the student's school bag during 
school hours or stored by the classroom teacher. Cell phones will be confiscated and sent to the 
principal if a student is found carrying it. A parent will be required to pick it up. If this occurs a 
second time, the phone will be confiscated for the duration of the school year. 
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CHANGE OF ADDRESS / PHONE / EMAIL 
 
Change of address or telephone number (home or work), or email must be sent to the 

homeroom teacher and forwarded to the principal immediately so that all records are maintained 
up to date. It is important to have current information in the event of an emergency. 
 
COMMUNICATION 
 

Effective communication is a pivotal goal of the faculty/staff of Sacred Heart School. 
Teacher-Parent conferences are scheduled, requested, and/or arranged at a time and place that is 
mutually agreeable. 

If a faculty member initiates a contact with a parent via a note, phone call, email, fax, 
etc., the parent is asked to respond via method of choice so that the teacher may be assured that 
the message was received. The teacher also is asked to respond within 48 business hours to any 
contact that a parent may initiate. 

If you have any questions or concerns about your child, the teacher is your first contact. 

Education of a child requires a respectful partnership between parent and school.  If, in 
the opinion of the administration, the parent-school relationship is irretrievably broken, the 
family will be dismissed from school and a pro-rated tuition will be returned. 
 

Most communications from school administration and organizations are emailed 
WEEKLY via  Option-C.  At times, teachers communicate throughout the week.  Parents are 
encouraged to review Option-C regularly. 

 
 

CODE OF CONDUCT 
 

As a student of Sacred Heart School I commit myself to be a peacemaker, 
servant-leader, community builder, and eager learner who practices of virtues of respect, 
generosity, hospitality, kindness, and industry. 
 
 
CURRICULUM 
 

Sacred Heart offers ten years of continuous curriculum development with Religion as the 
core. This academic curriculum strives to educate the whole child.  It is based on the Common 
Core State Standards for ELA (English Language Arts), Math, and the Next Generation Science 
Standards as adopted by the Office of Catholic Education of the Archdiocese of Philadelphia. 
Information about the Standards is available for review at www.catholicschool-phl.org. 
Instructional guidelines of the Sisters, Servants of the Immaculate Heart of Mary are used to 
augment and support the Archdiocesan guidelines. 
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Elementary curriculum areas include: Religion, Mathematics, English Language Arts, 
Social Studies, Science, Library Science, Technology, Music, Art, and Physical Education.  In 
grades 5 - 8, an Honors Math program is offered for students who meet the requirements. 

Curriculum coordinators monitor the needs of teachers and students and make appropriate 
recommendations for advancing quality education. 
 
 
 
 
CURRICULUM EXTENDER-PROGRAMS – ACTIVITIES such as: 
 

Altar Servers 
Band 
Book Club 
Children’s Choir 
Crazy Eights Math Club, K-2 
Drama Club 

Future City Club 
Hand Bell Choir 
Piano Lessons 
Prayer Partners 
Reading Olympics 
Science Explorers, 1-5 

Service Club 
Sports Programs (CYO) 
STEM Club 
Student Council 
Yearbook & Newspaper 
 

 
 
 
 
DISCIPLINE 

Sacred Heart School Code of Conduct 
 

Sacred Heart School is committed to assisting parents/guardians in the whole-person 
formation of their children. We recognize that this task of helping children grow into the best 
versions of themselves, cannot be accomplished alone. Together, through the intercession of the 
Sacred Heart, our patron, our children can grow into confident, self-reliant, respectful, self-
disciplined adults who recognize that their primary vocation is to serve God and others. 
 

It is the philosophy of Sacred Heart School to instill within each student the self-
discipline that is necessary for a successful life. In fidelity to our Catholic tradition, we promote 
understanding, acceptance, and practice of the Ten Commandments and the Beatitudes as laws 
for living. We strive to guide each child in a positive manner.  To encourage positive behavior, 
we endeavor to affirm the good that is done.  To discourage negative behavior we apply 
consequences designed to deter misbehavior and to instruct the student in ways to act 
appropriately in the future.  It is our hope that each student will come to accept the rules, 
regulations, and expectations of Sacred Heart School as a necessary part of our society and to 
understand that these are in place to promote the general well-being and common good. 
 

The Sacred Heart School Code of Conduct applies to students, parents and guardians, 
both in school and at school-sponsored events, as well as in the school/parish community and 
outside the school/parish community where the behavior is contrary to Catholic teachings or 
could bring disrepute or embarrassment to the School. 
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At the start of each academic year, parents/guardians are asked to review the Conduct 
Code with their children, using language that is understandable to their children. We ask parents 
to emphasize that their expectations for their child match those of the school. After careful 
discussion, parents/guardians and all children attending Sacred Heart School are asked to sign 
the School Handbook Agreement Form and return it to school. This indicates that the family 
understands and agrees to be governed by of the Code of Conduct: (1) General Student 
Expectations, (2) Particular Conduct Issues and (3) Disciplinary Procedures. 

 
 

 
 

GENERAL STUDENT EXPECTATIONS 
 

Serving God and others is the primary vocation of a student at Sacred Heart School.  It 
follows, then, that all students are expected to: 

 
• demonstrate the core values of SHS that are expressed in the student code of conduct 

 
CODE OF CONDUCT 

As a student of Sacred Heart School I commit myself to be a peacemaker, 
servant-leader, community builder, and eager learner  

who practices of virtues of respect, generosity, hospitality, kindness, and industry. 
 

• cooperate with all school personnel by following directives willingly. 

• give proper respect to all school personnel: administration, faculty, staff, and volunteers 

• accept correction graciously as an opportunity to learn and grow 

• respect schoolmates and the individuality of each student. 

• use class time effectively and contribute to the learning environment. 

• be responsible for the timely completion of all assignments and projects. 

• take pride in their school, caring for the buildings (especially the bathrooms), equipment 
and supplies at their disposal.  

• cooperate with Lunch Program Policies. 

• display the characteristics of patriotism and citizenship, while at the same time, honoring 
the cultural diversity that makes America great. 

• respect the dignity of human life by avoiding substance use, fighting, foul language, 
sexual innuendos, gestures, and verbal, visual, or physical actions of a sexual nature 
within a school setting.  [Define “School setting” to mean within the school building, on 
the school grounds, in school vehicles, at a designated bus stop, on a school bus, or at 
any activity sponsored, supervised, or sanctioned by the school.] 
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• safeguard a positive learning environment. Items that detract from a learning environment 
are not permitted at school or in the After School program. Items such as, but not limited 
to: questionable books and pictures, white-out, any aerosol cans, radios/players, iPods or 
MP3 players, toys, trading cards, pagers, or cell phones are not to be brought to school. 
The administration will determine the appropriate disciplinary measures to be taken 
concerning the presence of items in the school. Items that are taken away from students 
will only be returned to the parent/guardian. Chewing gum is not permitted on the 
grounds or in school at any time. 

 
 
 

GENERAL APPROACH TO COUNTER-PRODUCTIVE BEHAVIOR 
 

Since no person is perfect, students may make negative choices. Sacred Heart School 
encourages parents and teachers to view such opportunities as “teachable moments.”  

 
Teachers work with children at various developmental stages. That requires 

individualized        methods of discipline, a variety of age-appropriate strategies, and sometimes 
incident-specific assignments for reporting misbehavior. Often the report requires a parent 
signature.  Individual classroom policies are presented at the Back-to-School meeting.   

 
One way or another, teachers will correct a child as needed, but please note: usually, 

several teacher interventions occur before a teacher issues a written infraction or initiates 
contact with parents.  For instance, eye contact, calling out the student’s name, expressing a 
verbal correction or warning, tapping on the student desk, etc.  Consequently: 

 
•  If a comment appears on Option-C, conclude that it was a result of cumulative non-
compliance and not a first response on the part of the teacher.  
 
•  Additionally, once a behavior has been corrected, the school considers it reasonable to 
expect that the student will self-correct and not repeat the behavior. 

 
If a student in grades PreK-5 fails to cooperate regarding the above expectations, he/she 

will receive a warning. If the behavior continues, an e-mail or phone call to parents will be 
initiated informing them of the unwanted conduct/behavior. Continuous disregard for school 
regulations and policies may result in disciplinary action at the discretion of the 
teacher/principal. If the situation so warrants, it may be necessary to suspend a student from 
class. For serious violations of discipline, a student may be denied participation in school related 
activities, including field trips. Parents will be notified in writing if a student is not eligible.  
 

Via Option-C students in grades 6-8 who choose to disregard the Code of Conduct will 
receive a BEHAVIOR REPORT for unacceptable behaviors like (1) behavior that disrupts the 
classroom or interferes with the “common good,” (2) chronic mis-behavior, and (3) behavior that 
is repeated after the usual warnings.  
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Normally, a Behavior Report is the culmination of several previous interventions. The 
usual procedure for reporting negative behavior includes several steps:  

(1) CORRECTION without a negative consequence; no reporting on Option-C 
(2) CAUTION: reporting on Option-C.  No negative consequence attached 
(3) WARNING: reporting on Option-C.  Deduct one point. 
(4) BEHAVIOR REPORT:  reporting on Option-C chronic, disruptive, defiant behavior 

or misbehavior after having received previous correction, warning, caution…  Deduct 
two points. 

 
Two negative Behavior Reports in one trimester (total of 4 points) will result in an 

after-school detention with the principal (or her designee) on a day convenient to the principal.  
 
Two detentions in a trimester (total of 8 points) will result in a suspension from school 

and a mandatory meeting with the parents, student, and principal. Misconduct may keep a child 
from participating in school-related events, field trips, team-sports/CYO events, running for 
Student Council, serving on committees, etc. 
 
Option-C point deductions will affect the effort and/or the conduct grade on the report card. 
 

4 = No “Behavior Report” and no more than one “Warning” (1 negative point) 
3 = No “Behavior Report” and no more than two “Warnings” (total 2 negative points) 
2 = Two “Behavior Reports” (= one detention) OR a total of 6 or more negative points 
1 = Two Detentions (Suspension) and/or Suspension for a serious violation of the discipline  

Code of Conduct 
 

An accumulation of 10 negative points during a Trimester may eliminate the student from 
privileges like field trips and extra-curricular celebrations.  Reasoning:  If a student has 
demonstrated the inability to practice self-control and good judgment within the confines of a 
classroom, the school will not assume the responsibility of safety outside the school or in a 
“crowd-situation.”  
 

Examples of behaviors that warrant contact via Option-C [Caution, Warning, or Behavior 
Report], or (2) teacher-communication via a phone call or e-mail; or (3) a disciplinary conference 
include, but are not limited to the following behaviors: 
 
• Stealing, Cheating, Lying, Plagiarism, 

Forgery 
• Incomplete homework 
• Uniform infractions 
• Disrespect to an adult 

• Disrespect to a peer 
• Misuse of technology 
• Classroom disturbances by student 
• Use of abusive, vulgar, immoral, or 

profane language, actions, gestures 
 

These categories do not cover every possible situation. The school is responsible for 
determining appropriate or inappropriate behavior. 
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PARTICULAR CONDUCT ISSUES 
 
1. Harassment 
 

The school follows the Philadelphia Archdiocesan Policy that prohibits harassment, 
including sexual harassment. Sexual harassment refers to any unwelcome sexual attention, 
sexual advances, and requests for sexual favors or other verbal, visual or physical conduct of a 
sexual nature. 
 
2.  Violent/Threatening/Harassing and Inappropriate Conduct 
 

It is the intent of the school to provide an educational environment free from all forms of 
improper threats, intimidation, hostility, and offensive and inappropriate behavior. Such 
improper conduct, by either a student or a parent/guardian, may take the form of unwanted 
verbal or physical conduct, verbal or written derogatory or discriminatory statements, and 
behavior not otherwise conducive to the educational and religious mission of the school.  
 
3.  Electronic or cyber bullying is the use of technology such as phones, internet, websites, 
blogs, cameras, video, iPads, etc., to engage in bullying behaviors. Bullying means any repeated 
or pervasive intentionally harmful gesture, graphic, written, electronic, technological, or verbal 
communication, or physical or social acts directed at another student or students that does any of 
the following: 

•  Causes fear, humiliation, pain, emotional distress, or injury 
•  Causes social isolation or ostracism based on actual or perceived characteristics of the 

student/s who are objects of the bullying behaviors 
•  Creates or reinforces a power imbalance which disadvantages a student 
•  Substantially interferes with a student’s education 
•  Creates a threatening environment; and/or intentionally uses cyber bullying that is 

harmful, graphic, or sexual 
•. Substantially disrupts the orderly operation of the school. 

 
Consequences are determined for a violator on a case-by-case basis, taking into 

consideration, age, development, the degree of harm, and other contextual factors. Conduct that 
rises to the level of bullying (as defined above) will warrant disciplinary action assigned to the 
student responsible for the bullying behaviors. Disciplinary action regarding bullying scenarios 
will focus on stopping the bullying behaviors, ensuring emotional and physical safety for all 
students, and decreasing the likelihood that the bullying behaviors will re-occur. False 
accusations of bullying behaviors and retaliation against those making reports of alleged 
behaviors are also a violation of our code of conduct. 
 
 
4.  Bus Conduct 
 

Every School District has established the following general rules in order to ensure the 
safety of all passengers.  They are: 

•   Use only the bus and the bus stop assigned. 
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•   Orderly behavior is required at the bus stop. 
•   Remain seated, facing front, when the bus is in motion. 
•   Talk quietly and make no unnecessary noises. 
•   Do not talk to the driver unless it is necessary. 
•   Keep head and arms inside the bus. 
•   Do not litter the inside of the bus or throw anything out the window. 
•   Be quiet when the bus is crossing railroad tracks. 
•   Students are not permitted to change their assigned bus (even to go home with a friend) 

without district authority. 
•   Never stand until the bus comes to a complete stop. 

 
Infractions of the above rules are reported by the school district to the parents through the 

Principal. Continual abuse of bus privileges will result in a suspension or the denial of 
transportation. 
 
5.  Cafeteria Conduct  
 

The same general expectations for classroom behavior apply in Everett Hall. Respect, 
courtesy, and good manners are expected of all students at all times. Therefore, students are to: 

•  Remain orderly in line while awaiting the purchase of food. 
•  Speak in a modulated tone of voice, i.e., (Volume 2 out of 10) 
•  Obey and respect the lunch monitors. 
•  Leave the table only when excused by the designated adult. 
•  Obtain permission to leave the cafeteria or yard. 
•  Remain seated at the designated table. 
•  Check that the eating area (table and floor space) is left clean and orderly. 
•  Follow the directives for dismissal from the cafeteria. 
•  Pray the Grace after Meals reverently; no eating or drinking during the prayer. 

 
If a student’s behavior is unacceptable, appropriate action will be taken to correct the 

situation. This may include administrative intervention, conduct demerits, and/or conferencing 
with a parent. 
 
 

SUSPENSION 
 

Suspension is a serious disciplinary measure.  It may occur when the student has received 
two after school detentions, demonstrates continued disregard for school regulations, displays 
disrespectful or disruptive behavior, or for other serious reasons. The length of the suspension is 
up to the discretion of the principal. Parents/guardians will be notified when a suspension occurs. 
The student will not be re-admitted to school without a parent conference with the principal. The 
report of the suspension will be filed in the principal’s office. Suspension may make a student 
eligible for immediate dismissal. 
 

Immediate suspension may be warranted for reasons which include, but are not limited to 
the following behaviors: 
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• Blatant disrespect for authority 
• Fighting or deliberate physical or verbal 

harassment of others 
• Serious inappropriate behavior 
• Stealing 
• Possession or use of cigarettes, e-

cigarettes, tobacco, alcohol, or drugs 

• Truancy 
• Use of profanity 
• Destruction of school property 
• Leaving school grounds or classroom 

without permission 
• Abuse of the Internet 

 
 

PROCEDURES FOR STUDENT SUSPENSION 
 

Formal suspension (removal from the school community) is a serious disciplinary action 
taken by school authorities against a student whose actions constitute a major disciplinary 
infraction and are contrary to the good order of the class or entire school community. The 
principal will inform and discuss the matter with the pastor. A suspension will automatically 
result in the student receiving a "1" in Personal and Social Growth for that trimester marking 
period. 
 
• The degree of seriousness of the infraction will be determined by the school. 
• Parents/Guardians of the student will be informed in writing of the suspension as soon as 

practical. 
• Suspensions will be implemented [in School or out of School], at the discretion of the 

principal. A charge of $50 to pay for an adult supervisor accompanies in-school suspension. 
• Following suspension, parents or guardians will conference with the principal. 
• Students removed from the school community will not be re-admitted before a parental 

interview has been conducted and all other conditions for re-admittance have been satisfied. 
• Parents and student are to sign a formal agreement in which they signify their understanding 

and agree to assume responsibility for future behavior. 
• Where necessary, a student will be referred to a counselor. 
• Signed agreement of parents and a written report of the suspension will be filed in the 

student’s record. 
• Ordinarily, suspension records will be made available only to authorized school personnel and 

parents. 
 
 

EXPULSION 
 

Ordinarily a minimum of two formal suspensions may lead to a student's dismissal. In 
certain incidents, the seriousness of the offense may warrant immediate expulsion (S319.2). 
Sacred Heart School policy for suspension and dismissal follows the guidelines (S 319.2) of the 
Archdiocese of Philadelphia.  Reasons for Expulsion include, but are not limited to, the 
following behaviors: 
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• Actions detrimental to the moral and 
spiritual welfare of other students 

• Habitual profanity or vulgarity 
• Assault, battery, harassment or any 

threat of force or violence directed 
toward any school personnel or student 

• Open, persistent defiance of authority 
• Continued willful disobedience 
• Use, sale, or possession of narcotics, 

and/or other controlled substances on or 
near school premises 

• Use, sale, distribution or possession of 
any alcohol or drugs 

• Stealing 
• Smoking or possession of tobacco 

products 
• Vandalism 
• Possession of firearms, real or toy 
• Possession of a weapon 
• Abuse of the Internet 
• Chronic disruption of the orderly 

operation of class or school 
 

The possession, use, or distribution of tobacco, drugs, alcohol, or weapons or any threats 
made by a student on school property or at school-related functions will merit immediate 
disciplinary action. Parents will be contacted, and the student will be suspended, expelled, and/or 
referred to appropriate agencies. A student may be required to have psychological or psychiatric 
clearance before returning to school. 
 

SUMMARY 
 

Admittedly, the above categories do not cover every possible situation. The school will 
determine which behavior is inappropriate in school situations. This policy applies both in and 
out of the classroom, in the school community generally, and outside the school community 
where the behavior is contrary to Catholic teachings or could bring disrepute or embarrassment 
to the school. 

 
Conduct by students or by parents/guardians, or by anyone acting on their behalf that is 

incompatible with the educational and religious mission of the school is grounds for disciplinary 
action, including but not limited to, the immediate dismissal of the student as well as reporting 
the incident to the appropriate legal authorities where appropriate. 
 

In the case of threats of violence or harassment in any form, (including oral, written, or 
electronic communication made by a student against any member of the school community), the 
student, if suspended but not dismissed from SHS, may be required to have psychological or 
psychiatric clearance before returning to school.  Documentation of this clearance would need to 
be provided to the school by the parents. 
 

If the principal receives a report from a student, teacher, and/or parent that a particular 
student has made a threat to commit a crime of violence, this matter shall be immediately 
referred to the local law enforcement agency. In addition, the student who has made the threat to 
commit a crime will be suspended upon investigation and/or expelled. 

 
Students who are expelled may apply for re-admission after one full year, provided their 

academic average is 75 or above, and that Effort/Conduct is a minimum of 85%.  The school 
administration will determine whether re-admittance is appropriate. 
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Option-C Reporting Positive Choices 

 
Specific standards for student behavior at Sacred Heart School are summarized by the 

terms: peacemaker, servant-leader, community builder, and zealous learner.  SHS core values 
are: respect, generosity, hospitality, and kindness.  We expect our students to demonstrate these 
standards/values.  Annually, at the beginning of the school year, teachers and students together 
define the terms and voice typical examples of each term. Standard cooperation is celebrated via 
occasional free or themed dress days, spirit activities, field days, extra recess, and other “fun” 
events.  It is acknowledged by a grade of “3” or “4” on the report card.   

 
When a student chooses to act “above and beyond” the standard-expectation, Sacred 

Heart School desires to celebrate him/her.  Therefore, in addition to using the Option-C Conduct 
Module to communicate negative choices, the principal and/or teachers will use the Option-C 
Conduct Module to report positive student conduct that goes “above and beyond” the norm. 
 

For every positive point, a CELEBRATION TICKET will be issued. Tickets will be part 
of a monthly drawing where the winning ticket will earn for the student a celebratory option such 
as: a dress up day, ½ hour of game-board time for self and three friends during lunchtime, no 
written homework on a night of choice, replacing lowest grade test/quiz score with 100, first pick 
of bus seats on field trip, lunchtime "chew and chat with Sister Pat,” 50% discount on snacks, 
etc.  
 

Redemption Option:  Negative behavior interrupts the education of all students.  It harms 
the climate of the school.  Students may choose to make restitution by serving the school.  One 
hour of service will eliminate one negative point from the student’s conduct record.  If a student 
chooses to redeem his/her actions, he/she may initiate arrangements with principal, teachers, or 
school office to give one hour of service, at a time that is convenient to the adult. 
 
 
DISMISSAL (END OF SCHOOL DAY) 

Pre-K 2:40 PM 
K - 8 2:50 PM 

Warning bell at 2:40 PM followed by prayer at 2:45 PM and then dismissal. 
 
Lines are formed in each hall and the students are led from the building in good order by 

members of the faculty and the Safety Patrol. Quiet self-control is expected in the classrooms, 
halls, and stairways.  Silence facilitates an orderly, safe, and quick dismissal. (“Single, Straight, 
Still, Silent”) 

 
Pre-Kindergarten Students dismiss by the back door at 2:40 PM unless they are going 

with an older sibling.  In that case, the Pre-K child walks out in the line with their sibling. 
 
 



 22 

DRESS CODE 
Students must be in complete uniform each day beginning with the first day of school. 

 
Any day, but required November 1st  – March 31st  

BOYS (Grades 1 - 8).  
• Gray dress trousers worn properly with belt at waist level (no casual styles) 
• Belt - brown or black (not optional) 
• Regulation tie: Grades K-6 Plaid, Gr. 7-8 Striped 
• White tucked-in shirt (November 1 - April 14) 
• Prescott Red V-neck pullover sweater or V-neck pullover sweater vest 
• Red or white knit shirt (Shirt must be tucked in.) 
• Shoes - Tan, brown, or black non-scuff sole BUCS 
• Not permitted: Boots, Sneakers, Athletic Shoes 
• MIDDLE SCHOOL ONLY:  Privilege/Option = Flynn O’Hara Quarter Zip Sweatshirt 

 
KINDERGARTEN BOYS 

• Red or white knit shirt all year (Button down shirt and tie are optional.) 
• Gray dress trousers worn properly with belt at waist level (no casual styles) 
• Belt - brown or black (not optional) 
• Red V-neck pullover sweater or V-neck pullover sweater vest 
• Tan, brown, or black non-scuff sole BUCS 
• Not permitted: Boots, Sneakers, Athletic Shoes 

 
Regulations:  Boys’ hair must be trimmed to the top of the collar and must be above the 
eyebrows. No fad hairstyles are permitted: No tails, shaved heads, Mohawk styles, lines, designs, 
spikes or bleached/colored hair. Earrings are not permitted. 
 
GIRLS (Grades K-5) 

• Tartan plaid jumper (knee-high length) 
• White perma blouse - Peter Pan collar 
• Red V-neck pullover sweater or Prescott Red cardigan 
• Red knee socks or black tights 
• BUCS shoes - tan, brown, or black 
• Not permitted: Sperry Docksides, boots, sneakers, athletic shoes, dress pumps, clogs, 
or buckled shoes. 
 

GIRLS (Grades 6-8) 
• Tartan plaid kilt (knee length) 
• White oxford button down blouse 
• Red or white golf shirt tucked-in to kilt 
• White or red knit shirt banded at bottom 
• Privilege/Option = Flynn O’Hara Quarter Zip Sweatshirt 
• Red V-neck pullover sweater or Prescott Red pullover sweater vest 
• Red knee socks or black tights 
• BUCS shoes - tan, brown, or black 
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• Not permitted: Sperry Docksides, boots, sneakers, athletic shoes, dress pumps, clogs, 
or buckled shoes. 

 
Regulations:   

1. Bleached, highlighted or tipped or colored hair is not permitted.  
2. Hair bands, barrettes and bows are plain and simple. 
3. No cosmetics (makeup) of any kind nor costume jewelry of any kind may be worn. No 

fake nails including acrylics. Only light, natural colored nail polish is permissible. 
4. If ears are pierced, one pail of small earrings may be worn on the ear lobe.  No excessive 

dangling or hoop earrings are permitted. 
 
 
 

OPTIONAL SPRING/FALL UNIFORM 
Fall = Opening of School to October 31     and    Spring = April 1 to School Closing 

 

• Khaki shorts must be purchased from Flynn & O'Hara 
• Brown or black belt for girls and boys 
• White or red tucked-in knit shirt 
• White or black plain quarter crew socks (no logos) 
• Bucs - tan, brown, or black with non-scuff sole 

 
GYM UNIFORM 

 
• Red Sacred Heart T-shirt 
• Gray gym shorts (FALL-Opening - October 31) a n d (SPRING- April 1 to Closing) 
• Red and Gray Sacred Heart Sweat Suit (WINTER - November 1 to April 1) 
 

PRE-SCHOOL STUDENTS:  Students wear the gym uniform throughout the year and sneakers 
only (no boots). 
 

If for some serious reason a student cannot be in full school uniform, a written note must 
be sent to the teacher and forwarded to the principal. 
 
 
EMERGENCY SCHOOL CLOSING 
 

In the event an emergency closing, we will use Option-C Phone and Email 
Communications. A message will be left on your phone if no one answers. There may be a 
delay of 3 seconds before the message is activated, so please wait after picking up the phone. 
You will also receive a text message and email. 
 
Other ways to obtain school closing information include: 

•  Announcements on KYW News Radio 1060 AM 
•  Listing on the website: www.kywschools.com   
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•  Scrolled on TV stations like CBS 3 Eyewitness News 
This procedure applies to situations arising before the morning school opening to those 

occurring when the students are already in school. Our school decision is normally in 
conjunction with the Haverford Township School District. Our school closing number  is 540. 
 
 
FIELD TRIPS 

Field trips planned to enhance and supplement the instructional program are strongly 
encouraged. Each class is permitted two field trips a year to an educational environment. 
It is the responsibility of school personnel to select chaperones and to communicate various 
responsibilities that chaperones will have throughout the field trip experience. All chaperones 
must secure all required clearances. Unless exempted by the Pastor, students whose families are 
behind on tuition or fees (CARES) payments are not eligible to participate in class trips.  
 
 

FIRE SAFETY 
Fire drills are required by law and are held several times throughout the school year at the 

principal's discretion. Teachers and students must be familiar with a well-planned fire drill route. 
Students should follow the directions posted in the front of each classroom and leave the room 
and school building in silence and good order. Members of the staff are assigned responsibilities 
during the drill by the principal. 
 
 
GRADING 

Report cards are issued three times a year. Progress reports are issued mid-way in each 
trimester. Parents are directed to use these documents to encourage their children for their efforts 
to work to the best of their ability. If a child is not doing his/her best – academically and/or 
socially – the parent should make immediate contact with the involved teacher(s) to address the 
situation. 
 

Factors contributing to the determination of grades include the following: class 
participation, home study, test average, caliber of projects. Parents monitor the weekly progress 
of their children by signing test papers and returning them to the teachers at the required times. 
Parents also have access to grades via Option-C. If parents are not receiving test papers or other 
academic communications during the marking period, they should contact the teacher. 
 
 
HEALTH CARE 
 

Students who are ill or had an accident are sent to the school nurse by the teacher or other 
school personnel. Emergency health cards are kept on file in the nurse's office for each student, 
providing information to assist in locating parents, family physician, or an emergency contact 
person. Please notify us of any change that occurs regarding this information. 
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The School District of Haverford Township provides 5 days per week of on-site nursing 
services to Sacred Heart School. We acknowledge with gratitude that service. In the event of an 
accident, the parents will be notified to determine if the child needs further medical evaluation. 
 
HEALTH - STATE REQUIREMENTS 
 

When medication, either prescription or non-prescription, is to be administered in school 
by the school nurse or other school personnel designated by the principal, written permission 
must be obtained from the student's licensed physician. Parental or guardian request and 
authorization to give each specific medication must accompany the physician's approval/written 
request. Medicine must be in the original labeled pharmacy container listing needed information. 
 
 

MEDICATION ADMINISTRATION DURING A FIELD TRIP 
When a child goes on a field trip and there is medication required, the medication needs 

to  go with the child on the field trip. The trip is considered an extension of the school. 
According to HTSD policy, the parent can give the medication, a nurse with current license  can 
give the medication, or the child can self-administer a rescue inhaler or epi pen/auto-injector IF 
the parent and doctor have signed off that the child has their permission, and is responsible, and 
can administer the medication properly and safely. The nurse needs to make sure this is so as 
well. This paperwork MUST be obtained before a child should be allowed to self-administer any 
medication. The parent of a child requiring medication are encouraged to go along on the trip. If 
unable, the parents in the class who are nurses are invited to go and volunteer to administer the 
medication. If they still don't have a nurse, then the teacher goes to a pool of nurses the district 
has approved and hires one of them to attend the trip. 
 
 
HOME AND SCHOOL ASSOCIATION (HASA) 
 

The objective of this association is the advancement of Catholic education and the 
welfare of  all children of Sacred Heart School. It is an active organization which works directly 
with the principal and the faculty by providing services and programs on behalf of the 
membership. Home and School Board meetings, Committee meetings, and General Membership 
meetings are planned and scheduled by the Executive Board members in consultation with the 
principal. 
 
 
HOMEWORK 
 

Homework refers to an assignment made by a teacher that will positively reinforce or 
expand a concept presented in class and should include both written and study components. 
Homework assignments should be such that they can be done by the student independently. While 
this does not preclude parental help or interest, the assignments should not require undue 
parental assistance or supervision. Extracurricular activities are not acceptable as reasons for not 
doing homework. 
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The Office of Catholic Education of the Archdiocese of Philadelphia sets a standard of 
suggested time allotments for both written and studied assignments: 
 

Grades 1-2 30 minutes 
Grades 3-4 60 minutes 
Grades 5-6 90 minutes 
Grades 7-8 120 minutes 

 
Homework completion is a component of our school discipline policy. In grades K - 5 if 

assignments are not done or are incomplete the teacher will contact the parents to clarify  what 
the child needs to do. In grades 6 - 8, students begin each trimester with 100% homework grade. 
For each missed homework assignment throughout the trimester, points  are deducted from 100%. 
The point deduction value is determined by the teacher. 
 
Parents are directed to the following actions: 

• Provide a place and time for study for Monday through Thursday.  If a student reports 
that there is no homework, use that time for review, reading, preparing a future 
assignment, organizing school work, etc. 

• Verify that work is completed. 
• Oversee that the written work is neat/legible. 
• Give needed assistance, but do not do the work. 
• Contact the teacher if a question arises concerning any assignment. 

 
 
HOURS OF SCHOOL 
 
Grades K - 8   
First School Bell 8:00 AM  
School Day Begins 8:10 AM  
First Lunch 11:25-12:05 (Gr. 1-5) 
Second Lunch 12:10-12:45 (Gr. 6 - 8) 
Dismissal 2:50 PM  
   
Pre-Kindergarten   
Full Day 8:00 AM - 2:40 AM  
Half Day 8:00 AM - 11:15 AM  
  
  
 

Students should not be on the premises before 7:40 AM. 
The school cannot accept responsibility for students arriving prior to this time 

since no adult is on duty until 7:40AM. 
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LATENESS 
 

The importance of punctuality is stressed and highly encouraged by the faculty of Sacred 
Heart School. Since we are aiming to prepare our students for a worthwhile contribution in their 
future vocations, we ask you to join us in our efforts to  instill the values of punctuality and 
responsibility. 
 

Lateness is a detriment to both the individual student, as well as the entire class. Lateness 
interferes with the learning process for all. Students arriving after 8:00 AM are late unless  they 
use the school bus for transportation and the bus is detained. The routine procedure for late 
students is as follows: 

• Report to Main Office to obtain a late pass. 
• Parent must sign student into school OR student must present a signed note from  parent 

stating the reason for lateness. 
• Present both the late pass and the parent note to the homeroom teacher. 

 
The principal reserves the right to address excessive and/or unexcused lateness. 

 
LIBRARY 
 

When we have the services of a librarian, he/she employs curriculum-integrated 
instruction as an integral part of the learning process. Otherwise, Sacred Heart School Library is 
open daily for individual research and reference work. As possible, library periods are scheduled 
for each class to complement the classroom schedule.  Classroom teachers and the school 
librarian collaborate in planning productive library classes so that current subject matter, topics, 
themes, etc. can be integrated into library instruction. 
 
 
LOCK-DOWN 
 

This is defined as a crisis or event that requires either all external doors and/or classroom 
doors to be locked for protection.  In a lock-down situation, no one is permitted  to enter school to 
pick up children until the local authorities have given an all clear for the  building to be 
evacuated. 
 
 
LUNCH PROGRAM 
 

Students may pre-order hot lunch from the school.  Otherwise, students are expected to 
bring lunch with them when they arrive at school.  If an exception is necessary, deliver the lunch 
to the School Office by 11:00 AM.  Clearly label the lunch with the student’s name and grade.  
Students may not receive lunch from an outside food delivery service. 

  
Ideally, lunch aides are employed to care for and supervise the students during the lunch 

period. Faculty/staff members also serve in a supervisory capacity. McGillicuddy's Restaurant 
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provides a hot lunch program and the Home and School organizes special lunches on Fridays. 
Lunch orders must be returned on the due date. 
 

Student behavioral expectations are outlined in the section, “Cafeteria Conduct.” 
 

We are always in need of parent volunteers to help with cafeteria and recess. 
 
 
MUSIC 
 

Any parent wishing his/her child to participate in the vocal and/or instrumental music 
programs should make arrangements with the music directors at a mutually convenient  time. A 
Winter Concert and a Spring Concert are held each year. 

 
 

RELIGIOUS PRACTICES 
 

• First Friday Liturgies for the entire student body 
• Special occasion liturgies throughout the year 
• Class liturgies during Lent 
• Sacrament of Reconciliation (approximately 4 times) 
• Stations of the Cross weekly during Lent 
• Living Stations during Lent 
• Living Rosary during October 
• Sacred Heart Day (near feast of St. Margaret Mary Alacoque) 
• Mary Marathon Monday 
• Annual May Procession 
• Daily communal prayer conducted over the P.A. system 
• Prayer in individual classrooms at the beginning and end of AM and PM  sessions and 

during each class period. 
 
 
SAFETY PATROL 
 

Middle School students are organized into a School Safety Patrol and directed by a 
faculty moderator. The members of the patrol aid in maintaining order and promoting safety in 
the  school building, in the immediate school area, and on the school bus. 
 

Students who do not comply with the safety regulations will be reported to the faculty 
moderator who will take the necessary steps to ensure safety for all. 
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SCHOOL PROPERTY 
 

The parent/guardian of a child who carelessly destroys or damages any furniture, 
equipment, buildings, or anyone's personal property will be obligated to pay the full amount of 
repairs, labor or replacement. Textbooks used by the student must remain properly covered 
throughout the year. No writing or marking of textbooks is permitted. The student will be 
responsible for any textbook that is lost or damaged. Final report cards will not be issued to any 
student who has not returned or paid for lost or damaged books. This includes library books. 
 
 
SHELTER-IN-PLACE/LOCK DOWN DRILLS 
 

Periodic drills are conducted at the principal's discretion. Students are instructed 
regarding  the procedures for all drills. Violations by students of the rules/directives for these 
drills are taken seriously and will be addressed accordingly. 
 
 
STATIONERY 
 

All student stationery items are ordered and disseminated by the school. In September, 
parents receive a total amount due per student. As a convenience, school supplies are sold  in 
school throughout the school year if/when needed. 
 
 
STUDENT COUNCIL 
 

The Student Council of Sacred Heart School consists of a five-member executive board, 
one classroom representative and one mission representative for each classroom. Members  of 
Student Council are commissioned to the following: 

• Encourage Christian leadership among students 
• Serve as a positive model to helpfulness, courtesy, positivity, and integrity. 
• Act as a liaison between the students and the school staff/administration. 
• Exemplify courage, initiative, and dependability. 
• Build a vital school spirit. 

 
For a student to qualify to serve on the executive board, he/she must be in 8th grade while 

in office, must have an over-all average of 85, and must have at least a "3" in personal  
development, social growth, and effort. 
 
 
TECHNOLOGY 

 
Sacred Heart is committed to providing a safe environment for learning with technology to 

support its students in the pursuit of their academic and instructional objectives. The students are 
granted the privilege of using the computer hardware and software, peripherals, and electronic 
communication tools including the Internet. With this privilege  comes the responsibility to use 
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the equipment correctly, respect the name and intellectual property of others, and follow the 
school and archdiocesan policies. See Acceptable Use Policy for Technology for complete 
guidelines. 
 

As with any educational endeavor, we feel that a strong partnership with families 
is essential to a successful experience. 

 
AN AGREEMENT FORM WILL BE COMPLETED BY STUDENT AND PARENT YEARLY. 

 

Chromebooks 

To enhance their learning capabilities, Sacred Heart School provides students a 
Chromebook for use during the school day. These Chromebooks are used for educational 
purposes. The rules governing this use are outlined in the Archdiocese of Philadelphia’s 
Technology Acceptable Use Policy. Misuse of the Chromebook through carelessness will result 
in forfeiture of privileges and a repair fee of not less than $50.  Continued misuse or repairs 
exceeding $150 will result in a fine of $300 to purchase a Chromebook.  

The following offences will result in the loss of the use of the Chromebook for 5-10 school days; 

• Accessing non educational material during class time. 
o Gaming sites unless permitted by the teacher  
o Youtube unless directed to do so by the teacher 
o Social Media sites including but not limited to; Snapchat, Facebook, TikTok, 

Instagram, etc. 
o Sports sites, gambling sites and similar 

• Accessing inappropriate material including gaming sites that contain violent actions.  
• Accessing inappropriate material on another students Chromebook 

 

Google Apps for Education 
 

Sacred Heart School has the ability to create accounts for 3rd – 8th grade students which 
allows collaborative sharing using Google Apps for Education. These accounts will be used for 
school related projects. The rules governing proper electronic communications by students are 
included in the Technology Acceptable Use Policy which all students receive for signature. 
Once Google student-accounts are assigned, students gain access to the wealth of collaborative 
tools available through Google Apps. 

 
This account is housed on Google servers, thereby giving your student access to Google 

Docs, (word processing), Google Sheets (spreadsheets), Google Slides (presentation software), 
instant messaging within the school community, email, calendar, website authoring tools, plus 
additional services. This will allow your student to       collaborate with teachers and other students 
at Sacred Heart School. 
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Official Email Address 
Students will be assigned an sh-school.org student email account. This account will be 

considered the student’s official Sacred Heart email address until such time as the student is no 
longer enrolled in Sacred Heart. 

 
Computer Lab Conduct 

Students are responsible for good behavior just as they are in a traditional classroom. It is 
illegal to use obscene, profane, threatening, or disrespectful language. Electronic 
communication with others should always be course-related. Students should never say 
anything via email or chat that they wouldn’t mind seeing on the school bulletin board or in the 
local newspaper. 
 

Students should notify the teacher of anything inappropriate or anything that makes them 
uncomfortable. Cyberbullying will not be tolerated.  The privacy of others must be respected    at 
all times. 

 
Access Restriction 

Access to and use of Google Apps for Education is considered a privilege accorded at the 
discretion of Sacred Heart School. The school maintains the right to immediately withdraw  the 
access and use of the account when there is reason to believe that violation of law or school 
policies have occurred. In such cases, the alleged violation will be referred to the principal for 
further investigation and application of necessary consequences. 

 
Security 

Each student account is restricted to sending and receiving email within the sh-
school.org domain. This means that students can only send and receive emails to other Sacred 
Heart students, teachers, and administrative faculty. 

 
Privacy 

Sacred Heart faculty and administration reserves the right to access and review content in 
the Google Apps for Education system at any time. 

 
Other Electronic Devices 

All other electronic devices that are used for entertainment purposes are not permitted in 
school. These include any video and/or audio devices such as iWatches, GameBoys, ear buds, 
etc.). Other inappropriate devices include laser pointers or any other personal device not 
conducive to learning.  

 

TUITION 
Unless exempted by the Pastor, families who are behind on tuition or fees, including 

CARES payments, will not receive report cards. Students will also not be eligible to participate 
in class trips.  
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VISITORS 
 

All visitors, parents or otherwise, upon entering the front entrance, will report to the 
school  office to attend to the reason of their visit. No parents nor any other visitors are permitted 
to go to a classroom during class time. 
 

Teachers may not be interrupted while classes are in session, either to answer the 
telephone or to confer with parents. Parents may request conferences with a teacher via a written 
note, email, or any other means of written communication. 
 

When bringing forgotten lunches, books, etc., please leave them in the school office, 
clearly marked with  student identification. 
 

All classroom volunteers must secure all required clearances. 
 

 

The purpose of this handbook is to provide a "snapshot" of the 
policies and general points of information that contribute to the 
successful operation of Sacred Heart School. The School Administration 
reserves the right to amend this handbook whenever the need arises. 
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Sacred Heart Peace Prayer 
 

Jesus, I desire to make Sacred Heart School  
a place of peace and respect,  

where everyone feels loved and accepted.  
Help me to remember that You are present in each person. 

Bless my words and actions.  
Help me to make good choices 

 and to always do my best to be a peacemaker. Amen. 
 

 

 
 
 

Sacred Heart School Pledge 
 

I believe that Jesus is present in each of my classmates 
and in all my teachers. 

Therefore, all my actions will show my respect for Jesus. 
 
 


