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WELCOME STATEMENT

Sacred Heart School welcomes all families and students desiring a Catholic education.  As a Roman
Catholic school in the Diocese of Nashville, we joyfully exercise our responsibility to teach Catholic
faith and morals in all fullness and especially as expressed in the Catechism of the Catholic Church
(CCC). It is possible, though, that some parents, guardians, and non-Catholic persons whose
religious practices and beliefs do not coincide fully with Church teaching, may experience conflict as
we promote and instruct these teachings, particularly as they relate to same-sex attraction and
gender dysphoria.

Sacred Heart School seeks to partner with parents to assist the child, especially when matters of this
nature arise.  We, therefore, commit to guiding the family to pastoral care and supports. While
sincere questions of the practices of the Catholic faith to understand them more deeply are welcome,
purposeful disruption to the school community, public defiance and challenge of Catholic truths or
morality would indicate a student, parent, or guardian are no longer partners in our evangelical
mission and thus, may be denied admission or may be asked to leave the school.

Dear Parents and Students,



I would like to welcome you to Sacred Heart Catholic School and express my sincere
appreciation for permitting us to share in the education of your child.  All faculty and staff at
Sacred Heart envision Catholic Education that leads all students to the Lord as well as inspiring
each other to create a Christian life of compassion and service. In partnership with you, it is our
sincere desire to do what is best for your child(ren). Working together, as a team, will ensure
that your child(ren) will continue to become a well rounded child of God. We ask for your
continued prayers, collaboration, support and active involvement in your child(ren)’s education
and the school’s events and liturgies.

This Parent/Student Handbook reflects the policies of Sacred Heart Catholic School for the
2021-2022 school year. Please read this document carefully and sign the attached agreement.
This agreement states that you intend to abide by the values, philosophy and policies of Sacred
Heart Catholic School during the 2021-2022 school year.

The faculty and staff of Sacred Heart Catholic School look forward to working with you to
promote academic excellence and spiritual development in the context of the teachings of the
Catholic Church. We always remember that Christ is our teacher. We thank Him for the gift of
our school. His message of His life, death, and resurrection is proclaimed and His model of
discipleship is ever present in our lives.

God bless you,

Mrs. Teresa Leon
Principal

Sacred Heart School



PARENT/STUDENT HANDBOOK

The Principal has the right to amend this Handbook. Parents will be notified of the
changes.

Forward
The school is an extension of the home, and it is the home to which the school looks for support and
cooperation. This Handbook will inform the parents and students of Sacred Heart Catholic School
about school history, philosophy, and policies. It is supplemented by school bulletins and/or letters
that are intended to keep parents apprised of the latest news.

History of Sacred Heart Catholic School
Sacred Heart Catholic School of Loretto, Tennessee, was started in September 1872 when
students were taught in the frame church building. In September 1876, the Sisters of the
Precious Blood were sent to Loretto. In 1904, these sisters were forced by poverty to return to
their motherhouse.
In October 1907 Reverend Kempheus, having completed a large frame building, appealed to
St. Bernard Convent in Nashville, Tennessee, for nuns. Sacred Heart Catholic School reopened
on October 22, 1907, staffed by Sisters of Mercy.
In 1946, a new modern brick building was built. His Excellency Most Reverend W. L. Adrian
solemnly blessed the  new building on December 8, 1947.
In 1963 a multipurpose gym was constructed behind the school building.
In 1994 the Sisters of Mercy withdrew from Sacred Heart School. A Catholic lay faculty then
staffed the school.
From the fall of 1997 through the spring of 1999 the Sisters of the Sacred Heart from Kerala,
India, sent a sister to teach religion in the school. Since their withdrawal in 1999, Sacred Heart
School has been staffed primarily with a Catholic  lay faculty.
In 2003-2004 the gymnasium and cafeteria complex was renovated. In 2004-2005 a Parish
Life Center (PLC) was constructed and dedicated.
A Pre-Kindergarten Program, located in the new PLC, was launched in January 2007 for
Sacred Heart School.  A Kindergarten Program was added in August 2007.The school library
was returned to the lower level in 2011.The computer lab was updated, and more computers
were added in the spring of 2011 and again in the fall of 2014 and spring of 2018. Currently
(2021), the students are one-to-one using computers.
This year (2021-2022) is the 149th year of Sacred Heart Catholic Schools providing a quality
faith-filled education for students in this area.

Accreditation/Affiliation
Sacred Heart School is a diocesan-approved and State of Tennessee approved Catholic elementary
school in the Diocese of Nashville, Tennessee. Sacred Heart School is accredited by the Southern
Association of Colleges and Schools Council on Accreditation and School Improvement
(SACS/Cognia). Sacred Heart School has membership in the National Catholic Education
Association (NCEA).

I. VISION/MISSION STATEMENT

Mission Statement
The mission of Sacred Heart School is to pass the truths of the faith and knowledge of



God’s world to the  next  generation.

Vision
The vision of Sacred Heart School is to be a cornerstone of Catholic school education,
inspiring the young to be people of COMPASSION, CHARACTER, and COMPETENCE
through the ministry of Jesus Christ.

Beliefs
● In partnership with the parents and the parish community, the students are taught

the truths of the Catholic faith and are given the instruction necessary to live
according to the spirit of these teachings. ∙ The truths of the Gospel and the spirit
of Jesus Christ are to be shared with all in our local community. ∙ Each person has
dignity and value in that he/she is created in the image and likeness of God. ∙
Each person can and must achieve his/her God-given potential—spiritually,
academically, socially,  emotionally, and physically.

● By God’s design, the primary educators of the children are the parents or legal
guardians. ∙ Children learn and develop in different ways; therefore, teachers, as
well as the curriculum, must  challenge all students to achieve their maximum
potential and become confident, self-directed, and  lifelong learners.

Philosophy
Sacred Heart Catholic School endorses the call of the Catholic Bishops of the United States to
express its educational ministry  through the objectives of personal spirituality, social justice, and
a strong academic program in accord with the  Curriculum Guide for Catholic Schools in the
Diocese.

1. To develop the total Christian personality by instilling in the students a respect for life
and reverence for Christian living.

2. To develop within the school a strong religious education program based on Catholic
Theology, Scripture,  Liturgical experience, and service so that each child will grow and
develop in the Christian way of life.

3. To facilitate the intellectual, social, and physical development of each child through a
variety of  instructional methods such as small and large group instruction, departmental
classes, and other tools for  basic knowledge and formation.

4. To aid students in evaluation of their own capabilities and vocational possibilities.

Parents and School
Parents, as primary educators, are the best ones to make provisions in their children’s lives for
the continual process of educational growth. It is expected that parents will want to be active
participants in their children’s education.  Opportunities to volunteer in the classroom and
work on School projects are numerous. An interested participating  parent promotes student
success in school.

School/Parent Partnership Agreement
As the primary educators of their children, parents/guardians freely make the choice of a
Catholic education for their child/children. Registration and acceptance at Sacred Heart
School constitutes an agreement by the  parent/guardian to accept and abide by the rules and
regulations of the institution and to support its vision of  education.

A cooperative relationship between the Sacred Heart personnel and the parent/guardian is essential
for the overall education of a student. It is critical that a cooperative relationship be maintained



through constructive dialogue between the teachers  and the parent/guardian.

If a parent/guardian refuses to abide by the rules and regulations of Sacred Heart School, or by
word or action is unsupportive of its goals, or is a source of criticism or division within the school
community, or otherwise fails to meet his/her obligations under school or Diocesan policies, the
administrator may require the parent/guardian to withdraw his/her child or children from Sacred
Heart School.

Additionally, parents/guardians will be held to the same standards of respect as students are in
regards to their interactions  with administrators, teachers, staff, and students.

Parents must supervise their child when on school premises for events where other care is
not provided through  the school.

Mediation of Disputes
According to the Diocesan policy, disputes should be solved at the lowest level of authority if at
all possible. The following  guide is given:

∙ Approach the person with whom there is a problem and attempt to resolve the dispute.
∙ If efforts to solve the issue on this level fail, take the concerns to the Principal.
∙ If a good faith resolution cannot be reached with the Principal, contact the Pastor in
the parish school.

∙ If a resolution cannot be reached with the Pastor, the Superintendent of Schools
may be contacted.

An aggrieved person may apply to the Diocesan Tribunal for mediation services at any time.

Parent – Teacher Organization-(PTO)
The school and parents work together for the benefit of the child. Parents have been involved in
and supportive of Sacred Heart School from the beginning. Parents are encouraged to take an
active interest in this association by attending meetings  and taking part in volunteer opportunities
within the school.

School Advisory Board
The School Advisory Board is committed to a quality Catholic school education in Sacred
Heart School. The School Advisory Board is an advisory group to the Pastor and the
Principal. It is subject to policies and regulations impacting Catholic education that proceed
from the Bishop and Superintendent of the Diocese of Nashville.

II. ACADEMICS
Conferences
Two conferences are scheduled on the school calendar. Parents or teachers may request conferences



at any other time  when deemed necessary. To make an appointment with a teacher, a parent may
call the school office and access the teacher’s  voice mail. Teachers’ schedules fluctuate and they
need an opportunity to schedule an appropriate time so they will be  prepared and the
communication will be clear. Parents are asked not to visit teachers or “drop by” without notice
when  teachers are supervising students or preparing for class.

Special Programs
Sacred Heart offers opportunities for personal, social, physical and spiritual development. These

programs include drug and alcohol prevention programs, sexual awareness and safety, as well as
social/personal skills development. Examples of such programs include: retreats and team building
workshops.

Homework
Homework time per night should not exceed the amounts below. Parental help is suggested and
encouraged for students in grades K-3.

10-20 minutes Grade K
20-30 minutes Grade 1 60-75 minutes Grade 5
20-30 minutes Grade 2 60-75 minutes Grade 6
30-45 minutes Grade 3 90-120 minutes Grade 7
45-60 minutes Grade 4 90-120 minutes Grade 8

Homework time does not include long-range assignments/projects, make-up work, or required
class work not completed  during school hours.

Time allotments for homework must, out of necessity, be flexible. All children vary in their
ability to perform any task.  Parents should provide proper conditions in the home, a quiet place,
and appropriate time homework completion.  Parents are also urged to help the child realize that
study and review of assignments are as vital and necessary as any written  work.

Make-up assignments are the responsibility of the student. If it is necessary for a parent to
pick up assignments for a  student, the school office must be notified before 12:00 noon.
Assignments will be available after 2:45 P.M.in the office. Teachers are not expected to give
assignments ahead of time for student absence.

Report cards
Kindergarten students receive their first official report card at the end of the 2nd quarter.
Students will receive a progress  report at the end of the 1st grading quarter. Kindergarteners do
not receive standard mid-term reports. Instead,  Kindergarten children receive scholastic
reports of progress which are noted by the following scale:

∙ Developing Adequately
∙ Improvement Needed
∙ Not Applicable

Grading Scale

Grades 1 and 2 use the following scale:



Grading Codes: Percent: Conduct/Effort Codes:

93- 100 E=Excellent

92- 86 G = Good

85- 77 S= Satisfactory

76- 70 N = Needs Improvement

Below 70 U = Unsatisfactory

Grades 3 –8th grade use the following scale::

Grading Codes: Percentages: Conduct/Effort Codes:

A+ 99-100 A 95-98 A- 93-94 E=Excellent

B+ 91-92 B 88-90 B- 86-87 G = Good

C+ 84-85 C 79-83 C- 77-78 S = Satisfactory

D+ 75-76 D 72-74 D- 70-71 N = Needs Improvement

F Below 70 U = Unsatisfactory

Effort Comments are, but not limited to, the following:
1. Outstanding effort
2. Progressing well
3. Missing/incomplete assignments
4. Low test/quiz scores
5. Late assignments
6. Unprepared for class
7. Poor class participation
8. Performance influenced by absences/tardiness

Conduct Comments are, but not limited to, the following:
9. Demonstrates reverence for prayer and liturgy
10. Does not demonstrate reverence for prayer and liturgy
11. Demonstrates respect for others
12. Does not demonstrate respect for others
13. Follows rules
14. Does not follow rules
15. Demonstrates appropriate behavior outside classroom
16. Does not demonstrate appropriate behavior outside classroom

Grades for each nine-week grading period will be based on class work, class participation,
homework, tests, and/or  projects, and other experiences in the learning process. The average of
the year will be the average of two semesters. The  passing mark is D- (70). A child earning an



“F” average in a core curriculum class for the year, must make up the class in  summer school or
through pre-approved tutoring by an administrator. Written evidence must be given to the school
indicating that the student has satisfactorily completed this requirement before the next school
year begins in order for the  student to be eligible for the next grade level.

Modifications may be made for a student with an IEP (Individualized Education Program). If
modifications are made  regarding the quality or amount of material covered, the grade will be
accompanied by asterisk (*). This will be indicated on  the report card and the permanent
record.

Honors
Grades 4-8 are eligible for the Honor Roll. The requirements are:

Honor Roll:
∙ One or two grades may be 86-92 (Bor G)
∙ All other grades must be 93-100 (A or E)
∙ The student must have “Good” or “Satisfactory” in conduct.

End of the year Honor Roll awards will be awarded to students who have met the above
requirements for the first three  quarters of the year.

Mid-term Reports
Mid-term Reports will be sent to the parents midway through the nine-week period. The reports
indicate satisfactory or  unsatisfactory work.

Progress Reports
Parents can keep track of students’ progress through examining weekly folders, FACTS, and
the mid-term report. Both teacher and parents should work together when a serious and
continuing lack of progress is noted. Parents should be notified or a conference should be
scheduled if a student receives a grade of D or below on the mid-term or report  card.

Grade Level Promotion/Retention
Kindergarten
A decision to retain a student in the Kindergarten program shall be based on the progress of the
child, especially with regard to the level of maturity attained and the ability to handle the
academic program of the first grade. A conference will be scheduled if there is a concern or need
for retention.

Primary Grades 1-3
Inability to read causes more children to experience failure or lack of progress in school than any
other single factor. The  foundation in reading is laid in the primary grades, especially the first
two grades. Hence, in the primary grades, promotion is to be determined mainly by the child’s
progress in reading. It is important to determine the overall ability of the child in making such
decisions.

Intermediate-Junior High (Grades 4-8)
Promotion in grades 4-8 is to be determined by a combined average of the grades students
receive in the following  subject areas:



Christian Doctrine
Language Arts(Reading, Literature, English, Composition, Spelling/Vocabulary)
Mathematics (General Math, Pre-Algebra)
Social Studies/History
Science

A student who has received a general average of “70” or “D-” in these subjects for the
year is to be promoted,  provided he/she has passed BOTH Mathematics and Language
Arts.

Standardized Testing
Each year, all Catholic schools in the Diocese of Nashville administer a series of standardized tests.
Standardized tests are a means of identifying each child's academic potential and thereby
improving the instructional program as it relates to the child as an individual and to the class as a
whole. The test currently used in the Diocese of Nashville is the ITBS (Iowa Test of Basic Skills).
It is not the policy of Sacred Heart School to release individual or class scores to anyone other than
the child's parents.  Sacred Heart does not publish scores for the purpose of comparison.

Sacred Heart School administers
∙ ITBS (Iowa Test of Basic Skills) to grades K-8.
∙ 2nd, 4th, 6th CogAT— Cognitive Ability Test
∙ Kindergarten - 8th grade students take the Diocesan Religion Assessment

Library
Pre-K through 4th grade are assigned a regular library period. Books may be checked out for one
week and renewed   for a longer time if needed. Books that are lost or damaged beyond repair
will be charged to the student responsible for the damage of the book. The price will be $20.00.
Students with overdue books may not check out additional items from the library until the
overdue items are returned or replaced.

Curriculum Areas
The Diocesan curriculum guidelines, consistent with the State of Tennessee for secular
subjects, are followed for the teaching of all curriculum areas.

The core subjects are:
∙ Religion
∙ Language Arts (Reading, Literature, Grammar, Spelling/Vocabulary,
Penmanship, Writing)
∙ Mathematics
∙ Social Studies (Includes Geography and History)
∙ Science/ Health.

Disciplines that are taught several times a week depending on grade level are: Music, Art,
Computer, Library, and  Physical Education.

Book Rental
Textbooks are the property of the school and will be used by other students from year to
year. Therefore, it is very important that the students take proper care of the books. If books
are lost or destroyed, students will be charged a replacement fee in accordance with the cost
of the books.



Graduation
Sacred Heart Catholic School graduation for eighth grade shall be a simple and
appropriate religious ceremony. Graduation exercises shall be arranged by the Principal.

III.  ADMISSIONS

Admission
Students who desire an educational experience founded on the Catholic philosophy of
education and who fulfill the age, health, academic and behavioral requirements are eligible
for admission to the school.

A student is admitted to the school on the premise that the student will benefit from and
contribute to a Catholic,  educational environment. Students are admitted on a probationary
basis, subject to the student successfully completing one or more grading periods. Students
with academic, behavioral or other needs that cannot be reasonably accommodated by the
school may be denied admission or readmission. It is the responsibility of the Principal to
make decisions concerning acceptance of applicants.

Notice of Non-Discriminatory Policy
Sacred HeartCatholic  School does not discriminate on the basis of sex, race, color,
national or ethnic origin in administration of educational policies, admission policies,
athletic and other school administered programs.

Age for Admission to Kindergarten
Children entering kindergarten shall be five (5) years of age on or before August 15 th.

General Requirements for Initial Admission
1. Completed application
2. Presentation of an official birth certificate
3. Baptismal certificate for Catholic students
4. Immunization and other health records
5. Test scores, and report cards for students entering grades 1-8.
6. Record release form signed and records received from the previous school. This

includes special services, test scores, grades, and recommendations. The
withholding of information may render the admission null and void.

Upon acceptance, to complete admissions file, additional paperwork will be needed, such as:
∙ Media Release Form
∙ Technology Acceptable Use Policy
∙ Emergency Form
∙ Signed Handbook Agreement Form

Requirements for Admission of Current Students
The following should be returned to the school office by the specified date:

∙ Intent to Return Form
∙ $150 Tuition Deposit (perstudent)



∙ Tuition Assistance application

Student Withdrawal from School
When parents withdraw a student from the school they must provide the school written notification
of the withdrawal.

Family Volunteer Hours Requirements:
Each family must volunteer to help with a minimum of two events (fundraising or student event;
4 hours minimum)  during each school year. Two of these hours required volunteering with our
Annual 4th of July picnic event (before, during, or after the event). The following are examples of
volunteer opportunities: 4th of July Picnic setup, 4th of July  Picnic booth, 4th of July Picnic
cleanup, Field trip chaperone/driver, PTO activities, Costumes for plays, Book Fair, Catholic
Schools Week Activities, Classroom parties  (games/food), Flea Market pricing/setup, Flea
Market (day of), Fundraiser delivery (organize orders, items received,  etc.), Help in the
classroom with Arts & Crafts activities, Easter Egg Hunt, Field Day, Help with organizing the
Uniform Closet.. A commitment form was in the registration packet that each family was asked to
sign and returned to the office.

IV. GENERAL SCHOOL
POLICIES

Arrival and Departure
The gym will be open at 7:00 A.M. Parents are asked to wait in the car until their child is safe
inside the school or gym. Teachers ask that students enter the classroom unaccompanied by
parents or other adults in order to help students develop independence and maturity. Parents who
have questions or concerns are asked to see the Administrative Assistant to set up an
appointment with the teacher outside of regular school time. Please do not try to approach a
teacher during the school hours of 7:15 a.m. – 2:35 p.m. unless you have an appointment. The
teacher is responsible for the supervision of students and for their learning during these times.

The prime objective at dismissal is to keep the students safe. Students picked up by their
parents will drive behind the school to do so. The first vehicle will need to drive to the
Resource Room (old kindergarten building) and stop until a teacher brings the student to the
awaiting vehicle. Parents are asked to remain in the vehicle until the student is brought to
them. It is important that parents/guardians follow these guidelines and the directions of the
faculty and on duty during departure. On days of inclement weather, the student will be picked
up under the awning so that the student will remain dry.

Parents are asked to call the office before Noon if there will be a change in dismissal
arrangements for their child.

Attendance
Regular attendance by the student is mandatory in order to achieve the goals and objectives of
the curriculum, as well as a development of a sense of responsibility.



Absence
Teachers shall check and record daily attendance for all students. Written excuses are required
for all absences. Parents/Guardians must call the school office to report an absence. Students
who are absent may not participate in any school event during school or afterschool on the
day of the absence.

Excused absences are as follows:
1. Personal illness of the student.
2. Medical and dental examination of the student when the appointment cannot be
scheduled other than during school hours.
3. Student participation in school sponsored activities taking place during school hours.
4. Death in the immediate family.
5. Reasons for extenuating circumstances to be judged by the Principal.

Unexcused Absences are all those not mentioned above. In the case of an unexcused
absence, the teacher is not  required to instruct again, give credit for work missed, or
provide make-up tests.

Make-up assignments are the responsibility of the student. If it is necessary for a parent to pick
up assignments for a student, the school office must be notified before 12:00 noon. Assignments
will be available after 2:45 P.M. in the office. Teachers are not expected to give assignments
ahead of time for student absence. Students are given one day per day absent to complete
make-up work.

Perfect Attendance awards will be given at the end of the year. Perfect attendance is defined as
not missing school for any reason. This includes not being late or leaving early.

Tardiness
The tardy student provides a disturbance for the class and personally begins the day in a
disorganized manner. The bell rings at 7:35 a.m. for school to begin. Students arriving in
their classrooms after the bell has rung are late.

Excessive Absence
State law requires that parents be notified in writing when a student has missed five unexcused
days of school. These do not have to be five consecutive days. The teacher will contact parents
in the case of excessive absence or tardiness. If the situation is not corrected, the office will
contact the parents and set up a conference with the Principal, teachers or staff members who
may contribute to a solution or decide the course of action. The accumulation of a total 40 days
of  absences, including tardies, can be a cause for a student to be retained in the current grade.

Class Schedules
At the beginning of the school year each classroom teacher will give students a copy of the daily class
schedule.

Calendar
The school calendar of events contains the various meetings and school activities at Sacred
Heart School. This calendar is compiled within the framework of the Diocese of Nashville
school calendar. Dates and school events will be published through the Tuesday Communicator
that is emailed each week and will be published through FACTS and on the school website
www.shsjparishes.com/school.



Daily Schedule
Sacred Heart Catholic School follows a traditional August to May schedule. The school day
begins at 7:35 A.M. Dismissal is at 2:35 P.M. The gym is open at 7:00 A.M. The school is not
responsible for the supervision of students who arrive before 7:00A.M. or for the supervision of
students who are left at school after dismissal. Students on the premises after dismissal will be
charged for supervisory services unless prior arrangements have been made.

Educational Field Trip
Educational trips serve as an important aspect of our curriculum. Adequate preparation for the
trip is made with the class regarding the nature of the trip, its purpose, things to be observed
and/or recorded, and any special plans or requirements for the trip.

Students may be deprived of participating in a class trip as a disciplinary action. Students should
be made aware of the fact that field trips are privileges afforded them; no student has an
absolute right to a field trip. Students can be denied  participation in field trips if they fail to
meet academic or behavioral requirements.

WRITTEN PERMISSION MUST BE OBTAINED FROM A PARENT OR GUARDIAN
BEFORE A STUDENT WILL BE ALLOWED TO GO ON A TRIP NO LATER THAN ONE
WEEK PRIOR EVENT. There are NO EXCEPTIONS to this rule. Phone calls are not
accepted as written permission.

Any parent who accompanies students on school activities has the responsibility and duty to
enforce all rules of good  conduct and safety. Younger children and/or siblings may not be
brought on a field trip experience because the first duty of the accompanying adult is the
supervision of the students from the class taking the field trip.

Insurance
Students participating in organized sports are required to be covered with medical insurance.

School Office Hours
The school office is open on all school days from 7:00 A.M. - 3:30 P.M. Please call and make
an appointment to  see the principal. During school hours, the principal will be assisting in the
school program and monitoring  students.

Lunch/Cafeteria Program
Due to the Covid-19 Pandemic all students will be served Breakfast and Lunch at NO COST.
All students are encouraged to participate in the school breakfast and lunch program, but if it is in
the best interest of the student to bring a packed lunch from home, please notify the cafeteria.
Please request and refer to the guideline set in place for packed lunches. If your child has a
medical issue, we will be happy to accomodate. Please contact the cafeteria to request a dietary
medical form to be filled out by your child’s physician.

Sacred Heart School participates in the National School Lunch program and thereby can furnish
the children a well balanced meal. Information and application forms for free or reduced lunches
are distributed each year. All families who feel they are eligible should apply for Federal subsidy.



This helps the families, but it also helps the school. For instance, the school’s E-rate (education
rate) for technology is based on the percentage of students qualifying for reduced or free lunches.
These forms are available throughout the year. All students will be provided with a free lunch
during the 2021-2022 school year unless dietary or personal issues conflict. If your child has a
medical problem or other concerns, please let us  know. Students may bring in food to
supplement lunch, but no food should be dropped off at lunch time.

Lunch Payments
We are currently setting up the payment system through FACTS. In the future, lunch payments
will be completed using this system and no lunch money will be exchanged in the cafeteria or
through the classroom teacher.

Juice, milk and water bottles are sold at breakfast and lunch times for $0.75 each. Each
child will be responsible for his or her extra money, with the exception of Pre-K and
Kindergarten, this will be collected by the teacher in the classroom. Do not send checks for
the extra drink items, please send the correct change.

Parents are welcome to eat lunch with their child. Please notify the cafeteria 2 days in
advance to make the  arrangements. If you are choosing not to participate in the free
breakfast and/or lunch program, send a sack lunch from home. Please do not purchase a
restaurant meal and bring it to school for your child.

“USDA is an equal opportunity provider and employer”

Lost and Found
Parents should mark all articles with the student’s name. Articles lost by students are kept in the
lost and found bin where they may be claimed by the student or parent. Articles not claimed by
the end of the month will be disposed of or given to charitable organizations.

Students are asked not to bring valuable items or large sums of money to school.
The school will not be responsible for the security of valuables or money.

Media Release Form
The school requires the use of the waiver/right to object form when students are
participating in videotaping, audio recording, school pictures, other photography,
Internet or media.

Office Records
Parents/Guardians are requested to notify the School Office in writing of any change of
address, custody, home telephone numbers, cell phone numbers of emergency contacts.
This will guarantee that office records are accurate, complete, and up-to-date. Sacred Heart
Catholic School adheres to the Buckley Amendment (Family Education Rights and
Privacy Act) in regard to student records and the rights of non-custodial parents. It is the
responsibility of the parents to share any official custodial information determined through
the courts. Official custodial agreements will be kept in a confidential file in the office of
the principal.

Parties



If the teacher desires, the students in grades Kindergarten through Grade 8 may have
Halloween, Christmas and Valentine/Mardi Gras parties. Planning and organization of parties
are the responsibility of the teacher. Teachers may be assisted by volunteers.

Treats in the classroom are at the discretion of the classroom teacher. Permission must be
sought and obtained prior to bringing them to school. Any child celebrating a birthday may
bring a small treat (not a party) along with  napkins to share with classmates, if parents desire.
Individually wrapped treats are recommended. The designated time for the treat is at the
discretion of the teacher.

Record Release
A Record Release Form must be sent from the transferring school and signed by the parent
before the school can transfer academic records. Academic records, report cards, and
graduation certificates will not be released until all tuition and fees are paid in full.

Both the state and Federal law give non-custodial parents access to children’s educational records,
including “a copy of the child’s report card, notice of school attendance, names of teachers, class
schedules, standardized test scores and any other records customarily available to parents.” (TCA
49-6-902). Non-custodial parents should request copies of these records in writing.

Speakers/Public Relations/Fundraiser
Only speakers enhancing the school curriculum will be allowed to speak to groups of students.
Any speaker (group) meeting this criteria must present a format to be approved by the Principal.
Only literature approved by the administration of the school can be distributed by students or
teachers on school property, or at group meetings during school hours or at school functions. All
flyers and information sheets put out by organizations within the school must be approved by the
school administration prior to publication and distribution. This includes all fundraisers.

Technology
Sacred Heart Catholic School has an Acceptable Use Policy. We believe that knowing and
understanding the proper use of the computer and internet are as important to instruction as
using the computer itself. We ask you to read the policy (found in the appendix of this
handbook), sign it with your child and return the signed copy to the school.

Telephone
Ordinarily, students will not be called to the telephone. If the matter is urgent, please give the
message to the Administrative Assistant. Likewise, students are not permitted to use the office
telephone unless an emergency arises and the proper permission from the office has been
granted.

Visitor
If you come to the school for any reason, ring the bell to be let in school. You will be
directed to sign in and receive a visitor’s tag. When you leave please come to the
secretary’s office, return your visitor’s tag and note the time of departure. No one should go
directly to a classroom.

Volunteer
Parent help and support have been one of the greatest assets at Sacred Heart School. A



background check may be required for the safety of our students.

Weather Emergency
School closing: If weather threatens or any other unforeseen event occurs which would close
school, please check the  local media. Text alerts and/or voice message alerts will be issued.

V. FINANCE

Tuition Rates, Fees & Payment Due Dates
Tuition payments are to be set up online through FACTS Tuition Management System. Book fees
are $350 per student. A  $25 supply fee per student is due at the time of registration.

Notice Regarding Delinquent Tuition or Other Debts
Report Cards and grades will not be released at the end of the quarter until tuition or other debts
such as lunch balance,  library fines, textbook replacement, or other responsibilities are satisfied.

No student will be allowed to begin in August unless all delinquent tuition, fees or other financial
responsibilities from the  prior school year are paid in full. Records will not be forwarded to
another school until all financial responsibilities are satisfied.

VI. STUDENT RESPONSIBILITIES AND BEHAVIOR

Discipline and Courtesy
The development and practice of self-discipline are an important part of the Catholic school
environment. Students are  expected to maintain a high standard of conduct and to exhibit
Christian attitudes toward others inside school and out. These include respecting the rights of
others, acting honestly, and taking responsibility for personal choices.

In the area of discipline and moral guidance, it is essential that parents and teachers work together
for the child’s social, emotional and spiritual growth. A progress report on the conduct and effort of
the child and requires the signature of the parent is sent home mid-quarter. The report is an important
tool for conversation and commendation of good behavior as well as discussion of mistakes. It is the
principal's expectation that the parents respect the school’s discussions with their child(ren). If
parents do not agree with or understand a judgment of the teacher or school, they should first contact
the teacher, then Principal, and discuss the matter.

When a child is thought to be guilty of a serious infraction of appropriate conduct, he or she is
given the opportunity to  explain his/her behavior. Parents or guardians who are dissatisfied with
decisions have the right to appeal to the Principal,  Pastor, or his/her designee.

Harassment, Intimidation, Bullying or Cyber-bullying
Harassment, whether sexual, emotional or physical, will not be tolerated at Sacred Heart School.



Reports of such behavior will result in immediate action according to Diocesan, State, and school
policies.

The State of Tennessee has passed a law relating to bullying and social aggression (cyber-bullying) in
schools.

● Bullying, harassment or intimidation may be defined as any act (written,
verbal, or physical) that substantially interferes with a student’s
educational benefits, opportunities or performance.

● Sexual harassment—treating someone inappropriately based on their
gender.

● Cyber-bullying—the use of any electronic technologies to tease,
humiliate, or harass someone.

● Sexting—transmission of inappropriate photos or videos through
electronic devices.

The effect can be emotional or physical harm, or place a student in fear of harm or create a
hostile education  environment. Sacred Heart School prohibits any acts of this kind.

Students who feel they are being harassed, bullied or intimidated should report this concern to a
teacher or administrator. Students may report anonymously, and anonymous reports will be treated
in the same manner as other reports. If a student will not notify a teacher, parents are encouraged to
do so.

The following factors will be considered in determining the appropriate response to students who
commit one or more  acts of harassment, intimidation, bullying, cyber-bullying, or sexting:

1. The developmental level and maturity levels of the parties involved;
2. The levels of harm as determined by the student’s ability to be educated in a

safe and orderly environment;
3. The surrounding circumstances;
4. The nature of the behavior(s);
5. Past incidences or continuing patterns of behavior;
6. The relationship between the parties involved;
7. The context in which the alleged incidents occurred.

Consequences and appropriate remedial action for students who commit acts of harassment,
intimidation, bullying,  cyber-bullying or sexting may range from behavioral interventions up
to and including suspension or expulsion. In all  reported cases, parents will be notified.

Off Campus Conduct
The school may and has the right to consider acts of harassment, bullying or social aggression that
do not occur on campus  or during school functions as falling under the school’s jurisdiction since
the harassment has the potential to impact the student’s feeling of safety, security and/or comfort at
school. Students may not post or text derogatory comments, pictures or videos on the internet or
through any social media. (This Includes defamatory comments regarding the school, faculty,
other students or the parish.) Students engaging in such activity (seriously or in jest) face detention,
suspension and/or  expulsion.
Even when not under the school’s jurisdiction, the school hopes that students will conduct



themselves with dignity,  integrity and courtesy.

Technology Concerns
Cell Phones/Electronic Device
No student is authorized to carry a cell phone or electronic device during school hours unless issued
by the school. If used during these times, disciplinary action will be taken and parents must come to
the office to retrieve  items. The school reserves the right to search any electronic device brought to
school. Sacred Heart is not responsible for loss, damage, or misuse of any electronic devices brought
to school.

Texting/Electronic Communication
Students should at no time be involved in texting or any type of electronic communication (Twitter,
Facebook, email, etc.) during the course of the school day. Students involved in texting or
unauthorized electronic communication at school face detention, suspension, and/or expulsion.

Sexting—Students involved in possession or transmission of inappropriate photos or
videos through electronic  devices face suspension and/or expulsion.

In-School Suspension
During an in-school suspension the student comes to school but is removed from the regular
classroom and from all  activities. The student is given assignments and academic work to
complete. The student may or may not receive credit for tests and assignments given on this day

School Rules and Discipline
a. Students are expected to show respect for peers, faculty, guests and volunteers through
words and actions.
b. Students are to be in proper school uniform as detailed in the handbook.
c. Students are to remain seated if the teacher must leave the room.
d. All property, personal and school, must be given proper care. Rented texts should be
covered at all times.
e. Classrooms should have a quiet atmosphere beginning at 7:30 AM.
f. Students may not run inside the building.

Serious Disciplinary Action
Sacred Heart School’s disciplinary action addresses suspension, expulsion, and removal, specifying
the procedure in such circumstances. The student’s chance to speak and express opinions in serious
disciplinary circumstances will be respected.  When serious misconduct occurs, the student will be
allowed an opportunity to express his or her explanation of the situation.

Due to the fact that there are many serious actions which cannot be itemized, the Sacred Heart
School administration  reserves the right to decide about serious disciplinary actions and their
subsequent consequences.

Just cause for disciplinary action (detention, in-school suspension, or expulsion) will include, but not
be limited to any of  the following serious violations.

∙ Fighting of any kind
∙ Harassment
∙ Truancy



∙ Disrespect
∙ Academic dishonesty, including cheating, forgery, or plagiarism
∙ Belligerent, disruptive or incorrigible behavior to school staff, teachers,

students or volunteers
∙ Smoking or carrying of cigarettes or tobacco
∙ Use of profanity
∙ Obscene conduct, sexual acts, or possession of obscene literature or materials
∙ Theft or deliberate damage to the property of school, church or another person
∙ Possession, handling, or transmitting of any object(s) that can be considered a weapon or

dangerous object of no  reasonable use to the student at school
∙ Possessing, receiving, buying, transmitting, selling, or being under the influence of any

narcotic drug,  hallucinogenic drug, amphetamine, barbiturate, marijuana, crack,
alcoholic beverage, controlled substance, any  illegal substance, mind-altering
substance, inhalant, or intoxicant of any kind

∙ Possessing, receiving, buying, using, transmitting, selling, or being under the influence of
any counterfeit  controlled substance. A counterfeit controlled substance is any
substance that is made to look like a controlled  substance or that a student believes to
be a controlled substance

∙ Buying, selling, transferring, or using any drug, medication, inhalant, or other substance
which can be taken  internally where the student or students involved cannot show a
legitimate health or other reason for the use of  such substance

∙ Leaving school grounds without proper permission
∙ Any other just cause

All school rules and policies apply to students on the school grounds during or immediately before
or after school hours, on the school grounds at any other time when the building is being used by a
school or non-school group, off  the school grounds at a school-related function, activity, or event,
and in vehicles when students are being transported to or from a school-related function, activity, or
event .

● Parents who believe their child has been expelled from school for insufficient
reasons have the right to appeal to  the Superintendent of Schools, whose decision to
uphold the decision of the school or to order reinstatement of  the student will be
final.

PLEASE NOTE
Anyone caught with drugs, weapons, who threatens another student or adult will be suspended
immediately pending expulsion. A student accused of a serious wrong can be placed on home
study pending an outcome or adjudication. Sacred Heart Catholic School reserves the right to
search cubbies/desks/lockers (any property of the school) at any time, for the health, safety and
welfare of all students and personnel. Backpacks and purses may be searched in the event that
there is suspicion of a student possessing a harmful, dangerous or illegal item or substance.

Grievance Procedure:
In the unfortunate event of expulsion of a student from Sacred Heart School, the procedure



followed in suspension  will apply. Coupled with the due process, Sacred Heart School will
comply with the Diocesan Board of Education Policy.

∙ Written notice will be sent to the student and the parents, stating reasons for the student's
proposed removal and  expulsion.

∙ The case must be discussed with parents, Principal, and/or other appropriate personnel. ∙
The Principal, in consultation with the Pastor, makes the final decision as to whether or
not a student will be  expelled.

∙ The Principal shall inform the Superintendent of Schools.
∙ Parents who believe their child has been expelled from school for insufficient reasons have

the right to appeal to  the Superintendent of Schools, whose decision to uphold the decision
of the school or to order reinstatement of  the student will be final.

∙ The withdrawal of the student must be reported to the local public school
attendance officer.

∙ A transcript of credits must be sent:
∙ When an elementary school student transfers to another Catholic school, a duplicate of

his/her Permanent Record Card is to be sent to the school that the child is entering. It is not
to be given to the pupil or to the parents.
∙ If the pupil is transferring to a public school,
his/her personal information records of Baptism, First Communion, and Confirmation need
not be sent.

It is hoped that disciplinary procedures set down in this code will clarify standards of behavior
expected of students at Sacred Heart School. If there are any questions, do not hesitate to check
with the school office.

Uniform Policy and Dress Code

*******PLEASE NOTE********

THERE HAS BEEN A CHANGE IN DRESS UNIFORM: Students are now required
to wear their dress uniform on Tuesdays and Thursdays.

The Sacred Heart School uniform policy was designed to be workable for parents and
enforceable by the school. The goal is to help students focus on learning and not on what
other students are wearing. All faculty, staff and principal have the right to judge what is and
what is not appropriate regarding the student dress code, and to enforce consequences for
inappropriate dress. A uniform infraction log will be kept in each classroom and for every
third uniform infraction a child will lose their fun wear dress privilege for the next scheduled



occurrence. Continued infractions could result in other disciplinary action.

Uniform Guidelines for Students
Uniform items may be purchased through Land’s End or Tommy Hilfiger. Items marked with
an *** must be purchased from one of these vendors. The school also maintains a Uniform
Closet of donated, gently-used clothing, which is available to all families at no charge.

∙ Polo Shirts: Red, Navy or White with the school logo. Shirts must be tucked. Polo
shirts can only be purchased at Land’s End or Tommy Hilfiger***

∙ Slacks and Walking Shorts/Cargo Shorts: Khaki or Navy; Must be belted securely at
the waist; no bagging or sagging; shorts must be no shorter than 3 inches above the
knee; Shorts are only allowed  August-October and March-May ***

∙ Skorts (girls): Khaki or Navy; Must fit securely at the waist and be no shorter than 3
inches above the knee; only allowed August-October and March-May***

∙ Skirts and Jumpers: All skirts and jumpers must be no shorter than 3 inches above the
knee. A plaid Jumper (girls K-4) or plaid skirt must be purchased from Land’s End or
Tommy Hilfiger as part of the dress uniform for Tuesdays and Thursdays; khaki or
navy jumpers and  skirts may be worn on any day but Tuesdays and Thursdays. The
girls must wear shorts under their skirts if tights or leggings are not worn. Shorts must
not hang out below skirt length.

∙ Dress Shirts: A navy polo with SHS logo (long or short sleeve) must be worn.

∙ Jeans: Students may wear jeans year-round on any day except Tuesdays and
Thursdays. Skinny jeans and jeans containing holes or bling are prohibited.

∙ Sweaters/Sweatshirts: Navy or red cardigans, navy or red pullovers with the school
logo can be worn. Must be purchased through Land’s End or Tommy Hilfiger.

∙ Vests /Jackets: Red or Navy vests, jackets with the school logo, purchased through
Land’s End or Tommy Hilfiger; a plain red or navy vest or jacket will also be allowed

NOTE: The jackets, sweaters, and sweatshirts described above are the only
outerwear garments permitted to be worn in the classrooms during school hours.

∙ Watches:  Wrist watches may be worn

∙ Belt: solid black, navy, tan, or brown; must be worn as they complete the outfit.

∙ Socks: Girls may wear white or black ankle socks, white or navy knee socks, white,
black, or navy tights; navy, black, or white leggings. Boys must wear white, black, or
gray socks. Socks must be worn at all times.

∙ T-shirts: T-shirts worn under shirts and blouses must be white with no inscriptions or
logos and cannot hang out under the short sleeve of the shirts and blouses. Also,
turtlenecks are not allowed.

∙ Shoes: A “gym” type shoe (mostly white, gray or black) is required. Dress shoes are to be



worn on dress uniform days. Girls may wear closed-toe flats or boat shoes (ex.
Sperry’s) on dress uniform days. No boots, open backs, sandals, flip-flops, clogs, Crocs,
or high heels.

Examples: (For color reference only)

∙ Jewelry: Bracelets and rings should be minimal. A wristband for a specific
cause may be worn by any student for charity. 7th and 8th grade girls may also
wear a single, modest bracelet in addition to the band for a specific charitable
cause. Necklaces should be of a religious nature. Body piercing of any kind
other than the ears is prohibited--Girls may wear small, pierced, post earrings
that do not dangle--ear clips are not allowed. Boys may not wear any type of
earrings.

∙ Hair and hair color: Hair must be well kept and groomed. Hair color must be natural.
Extreme hair coloring and bleaching are prohibited.

∙ Hair Accessories: Hair accessories may be purchased at Land’s End; if the accessories
are not purchased at either company, then the accessory must be either solid navy, solid
red, or solid white. No scarves should be worn in hair.

∙ No visible tattoos of any kind

Please print the student’s name in all articles of clothing such as sweatshirts, jackets, vests, and
sweaters.

Example Uniforms for Both Seasons

BOYS: (All Days except Tuesday and
Thursday)

Summer Uniform *Polo Shirts
*Walking Shorts or Cargo Shorts or Jeans
(may be worn anytime except on Tuesday
and Thursdays)

Belt: Solid black, navy, tan, or brown

Winter Uniform *Polo Shirts (long sleeve or short sleeve)
*Navy or Khaki slacks (may be worn
anytime) or Jeans (may be worn anytime
except on Tuesdays and Thursdays)
*Jackets/Sweatshirts



Belt: Solid black, navy, tan or brown

Dress Uniform (Every Tuesday and
Thursday)

*Navy Polo (long or short sleeve)
*Khaki or Navy Slacks

Shoes: Dress shoes (boots are not allowed)

Belt: solid black, navy, tan, or brown

GIRLS: (All Days except Tuesdays and
Thursdays)

Summer Uniform *Polo Shirts
*Walking shorts, Skort (navy or khaki),
jumper or skirt (knee length or no more than
3 inches above the knee), or jeans (may be
worn anytime except on Tuesday and
Thursdays.

Belt: solid black, navy, tan, or brown

Winter Uniform * Polo Shirts (long sleeve or short sleeve)
*Slacks, jumper or skirt (knee length or no
more than 3 inches above the knee), or  jeans
(may be worn anytime except on Tuesdays
and Thursdays.
*Jackets/Sweatshirts

Belt: solid black, navy, tan, or brown

Dress Uniform (Every Tuesday and
Thursday)

Shoes

*Plaid skirt or Plaid jumper
* NAVY polo (long or short sleeve) with
plaid skirt or plaid jumper

* Dress shoes (Boots are not allowed)

Special Occasions/Days: Certain days will be designated as "Fun Wear Friday" and “Out of
Uniforms Days”. Students should refer to the designated paragraph listed below. If  there are any
questions about dress code for these days, please consult with the faculty and administration.

Fun Wear- (every Friday unless indicated otherwise)
∙ School T-shirts and Sweatshirts may be purchased from the school office.



∙ T-shirts from previous years may be worn but must not be faded, stained or have any holes.
∙ Blue jeans, blue jean shorts, uniform shorts, or skorts (for girls) may be worn
∙ “Fun-Wear” T-shirts do not have to be tucked in.

Out of Uniform/Dress up Days
∙ Clothing should be neat--No worn, frayed, torn or soiled clothing.
∙ Clothing containing messages that are not in keeping with the teaching of our faith are not

allowed.
∙ No short shorts (shorts length must be less than 3 inches above the knee)
∙ No sleeveless or off the shoulder tops are allowed

Make-up Guidelines
Make up is not allowed. Nail polish, if worn, must be pastel pink or neutral in nature, no

glitter, iridescent or bold colors

Exceptions allowed for 7th and 8th grade girls

∙ may wear a light application of black or brown mascara
∙ may wear lightly tinted lip gloss
∙ may wear a modest application of foundation
∙ may wear a natural French manicure (white tips only), but no additives of jewels,

stick-on, acrylic or dipped nails.

VII. HEALTH AND SAFE

Emergency Response Plan
Sacred Heart Catholic School Loretto

Crisis Plan
Sacred Heart School has implemented a “crisis plan” in case of dangers in the area,
including but not  limited to fire, tornado, earthquake, lockdown situations as recommended
by local law enforcement,  and intruders on campus or in the building. All teachers and staff
are aware of the procedures to  follow to keep your children safe. All teachers have been
trained by DEFEND Systems in active  shooter response and bleed control training (Winter
2020). First Aid kits are located in each  classroom. Teachers have also received training in
basic first aid, CPR, and mental health first aid. A  complete Emergency Response Plan is
available for review in the school office on request.

In the event that such an emergency constitutes need for evacuation, the building will be
evacuated  and students will be moved to one of two secure designated locations:

1. On Campus: Parish Life Center

2. Off Campus: one block east at Loretto Telecom.



Emergency information will be shared with parents when safe to do so.

Lockdown Off-Campus Threat
a. Coded announcements will be given.
b. Close and lock all classroom doors. Close all window coverings.
c. All students and teachers remain in the classroom until otherwise notified.
d. If necessary leave the classroom for lunch, etc… an extra adult will help the teacher escort the
class  and watch for threats.

Lockdown/Intruder in the Building
a. Coded announcements will be given.
b. Close and lock all classroom doors. Close all window coverings.
c. All students and teachers remain in the classroom until otherwise notified.
d. When necessary, doors will be barricaded and students moved to “blind”
spots.

Emergency Protocols/Drills

Fire (Drills Held Monthly as required by State Law)
a. Close classroom doors, outside doors, and any fire doors that may be
open.
b. Do not close any windows that may be open.
c. Students walk silently in an orderly single line.
d. Exit following directions posted in the classroom.
e. Once outside, students join their homeroom teacher who checks the roll.
f. Stay in designated spots in silence until signaled to return to the building.

Tornado/Disaster
a. Students walk silently in single lines to designated areas away from glass doors or
windows.
b. Students take a seated position until signal is given to take cover and then will cover
heads.
c. Teachers supervising the class checks their role.
d. When instructed to do so, students will return to the classroom in silence.

Designated Areas for Storms
Students in the main school building have designated areas in the basement for shelter. Students
in  the Pre-K building take shelter in the hall and restrooms.

NOTE: Classes outside or in the gymnasium will be summoned to the building.

Earthquake
a. Drop, cover head immediately
b. Crawl under desk or nearest table
c. Listen for further instructions.

Child Abuse Laws
Sacred Heart Catholic School abides by the Child Abuse laws of the State of Tennessee.



This mandates that all cases of suspected abuse and/or neglect be reported to Child
Protective Services.

Communicable Disease
When a suspected case of coronavirus, chicken pox, measles, impetigo, mumps, contagious
conjunctivitis (pink eye), streptococcal infection (including scarlet fever), head lice, or other
communicable disease is reported, the student will be  isolated and parents will be called
immediately to come take the child home.

A child suffering from any communicable disease and in need of special medical attention
shall be excluded from  attendance and readmitted upon receipt of a doctor’s written
verification of recovery or wellness to attend school.

Epinephrine Auto-Injector
Sacred Heart Cacholic School is committed to providing a safe and healthy environment for
all its students. Parents/guardians are responsible for notifying the school about a child with
severe allergies.

● For students diagnosed with severe allergies, parents/ guardians should provide the
school with medication orders from a  medical provider and the specific prescribed
medication in order to ensure the medication will be available at the school and on field
trips per the student’s Individual Health Plan (IHP).

● School provided auto-injectors may not be available on site at school at all times so a
medication order and parent/guardian provided prescription is the only way to ensure the
medication will be available for students.

● The school may maintain epinephrine auto-injectors to treat a student believed to be
having a life-threatening allergic or anaphylactic reaction at school. When maintained at
the school, an auto-injector would be stored in at least two (2) unlocked, secure
locations, including, but not limited to, the school office and the school cafeteria.

● In the event that a student’s personal epinephrine auto-injector is not available or a
student is having a reaction for the first time, trained school personnel may utilize- if
available- the school supply of epinephrine auto-injectors to respond to anaphylactic
reaction at school, under a standing protocol from a physician licensed to practice
medicine in the area.

● Depending on the individual student and school circumstance, the principal, in
coordination with the office staff, will determine which school staff are to be trained to
administer epinephrine in an emergency situation. Such individuals will be trained in the
prevention and recognition of severe allergic reactions and anaphylaxis, administration
of epinephrine by auto-injector, appropriate handling and disposal of auto-injector,
immediate care of the patient until help (911) arrives, and classroom management of
students at risk for severe allergy and anaphylaxis.

● Training and refresher training will be provided on a yearly basis.
● In all cases, emergency medical services (EMS) must be notified immediately following

administration of epinephrine by calling 911. In addition, the parent/guardian of a
student to whom epinephrine has been administered must be notified as soon as possible.

Illness Policy
If a child becomes ill during school time and needs special attention, parents will be contacted. If



we are unable to locate the parent, the name and number noted on the “Emergency Form” will be
called. In the event that there is still no  response, we will attempt to call a relative or friend. No
child will be sent home without permission of the parent, or one  designated to take the place of the
parent. No child will be sent home alone during school hours; therefore, it is required that the
emergency number be filed for each student and kept up-to-date.

If a student has been ill with a fever, cold, sore throat, skin rash or skin eruption, he/she should
NOT be in school. A child should be free of ailments and/or fever for twenty-four hours
before returning to school with a note from guardian or doctor.

A child should not be sent to school with symptoms of an illness which may include a stomach
ache, headache, or other  ailment. If a child has a fever, is vomiting or is not well enough to stay in
class, a parent will be called to come and take him/her home.

Medical examination forms and immunization forms are required of all Pre- Kindergarten
students, and all new students in  grades K through 8. A note from a physician is required if a
child is physically unable to participate in Physical Education.

The school requires the immunizations legislated by the state.
∙ Basic series of DPT and boosters
∙ Basic series of Polio
∙ MMR vaccine
∙ Hepatitis B Vaccine for entry into Kindergarten
∙ Varicella (Chickenpox) for entry into Kindergarten and 7th grade.(Parent or physician

history of disease is also acceptable.)
∙ Hepatitis A series
∙ Tetanus-diphtheria-pertussis booster (Tdap) required for entry into 7th grade

A child will not be permitted to start class until all required health forms have been
completed by a physician and returned to the school office. In compliance with rule
1200-14-01-.29 from the Tennessee Department of Health  regarding communicable and
environmental disease, Sacred Heart School must obtain proof of adequate  immunizations
prior to admitting a child. It is the duty of the school to enforce this regulation. A parent can
no  longer choose to not have their child immunized due to moral/religious reasons. Any
child without the appropriate  immunizations must have a medical form from a physician on
file in the office before school begins.

Medication
If a child is on medication and the medication must be self-administered during school time, the
parent must complete the Diocesan form with the following information:

∙ Name of Child
∙ Date
∙ Medication

o Dosage
o How to be administered
o Refrigeration needs



o Time(s) to be administered
o Doctor signature if applicable

Prescription medicine must be authorized by a doctor. All medicines must be brought to the school
office. Students may  not carry medicines on their person unless there is a written recommendation
by a physician and for a serious reason.  Designated school personnel will assist in
self-administration of medication.

GENERAL ADMINISTRATIVE POLICY
The Principal of Sacred Heart Catholic School reserves the right to amend, adapt, or

suspend any policy of the school handbook, if it is deemed necessary to do so in the best
interest of a student or of the entire school community.

Wellness Policy 2021
Sacred Heart Catholic School Loretto

Sacred Heart is committed to providing a school environment that promotes and protects
children’s  health, well-being, and ability to learn by supporting healthy eating and physical
activity.

Meals
Meals served through the National School Lunch Program will be appealing and attractive to
children. Students are offered a variety of healthy items daily including fresh fruits and
vegetables.Breakfast and  Lunches meet the minimum and maximum nutrition requirements
set by the National School Lunch Program. Free drinking water is available in the cafeteria
daily at all lunch times.  Please provide a medical form if your child has dietary restrictions.

Snacks
Students may and are encouraged to bring healthy snacks if needed to add to school meals
or playtime. State Approved beverages are sold in the cafeteria for .75 each at breakfast and
lunch. Beverages brought from home  are to be bottled water, juices, Gatorades, or
TRANSPARENT refillable bottles for Water only.  It is recommended that refillable bottles go
home routinely to be washed and returned to school.  Our goal is to teach students how to
lead healthy lives.

No Carbonated Beverages
No carbonated beverages are allowed on school campus for students during school hours.

Reward Parties
SHS should limit the use of food and beverages as rewards. Non-food items are
recommended such as stickers, pencils, extra recess time, etc. Reward parties may include
food  items that include nutritional items. Parties should be planned in the afternoon.

Celebrations
Celebrations should be limited to once a month. Each party that includes food should meet
with  50% of the food with nutritional value. Example - chips and cupcakes with fresh fruit and
fruit  juice. We have a No Carbonated Beverage Policy so soft drinks cannot be used as a
non nutritional food item. Celebrations should be planned in the afternoons.

School Sponsored Events
Events after school hours that offer or sell food items are encouraged to have nutritional



food  items or beverages available also. Bake Sales and Field Day Foods and Beverages
sold during  the school day outside of the cafeteria should be no more than once a month.
There is not a  restriction on the sale of the food items.

Birthdays
Student’s birthdays may be celebrated. Snack items may be brought in along with napkins to
pass out to the class. Individually wrapped items are recommended. The school or cafeteria
does  not supply the paper products. Beverages may be purchased through the cafeteria if
needed.

Physical Activity
Students need physical activity beyond P.E. class. Classroom education can encourage an
active lifestyle outside of school. Students are also encouraged to participate in our Annual
4th of July  Picnic runs, Field Day events, Basketball, Soccer and Cross Country teams.

Nutritional Education and Promotion
SHS aims to teach, encourage, and support healthy eating by students. Nutrition education
can be  incorporated into classroom subjects. Communication with Parents Nutrition
information,  nutrition tips, wellness policy, and weekly menus will be on the school website.
The school will  provide information for opportunities to be physically active outside of school
such as being  involved with sports.

Goal
This is a process that will grow and change throughout the years. Our goal is to
promote a  healthy lifestyle for our children that they can carry throughout their lives.
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Sacred Heart School Prayers & Pledge

Morning Offering
O Jesus, through the Immaculate Heart of Mary, I offer you my prayers, works, joys and sufferings of this
day in union with the Holy Sacrifice of the Mass throughout the world. I offer them for all the intentions
of your Sacred  Heart: the salvation of souls, the reparation for sin, and the reunion of all Christians. I
offer them for the intentions of  our bishops and of all Apostles of Prayer, and in particular for those
recommended by our Holy Father this month.

Pledge
I pledge Allegiance to the flag of the United States of America and to the Republic for which it stands,
one nation under God, indivisible, with Liberty and Justice for all.

Guardian Angel Prayer (Dismissal Prayer)
Angel of God, my Guardian Dear to whom God'slove commits me here. Ever this day be at my side to
light and guard to  rule and guide. Amen.

Act of Contrition
My God, I am sorry for my sins with all my heart. In choosing to do wrong and failing to do good, I have
sinned against you whomI should love above all things. I firmly intend, with your help, to do penance, to
sin no more, and to avoid whatever  leads me to sin. Our Savior Jesus Christ suffered and died for us. In
His name, my God, have mercy.

Before Meals

Bless us Oh Lord, and these thy gifts, which we are about to receive, from thy bounty, through Christ,
Our Lord. Amen.

After Meals

We give you thanks almighty God for all your benefits which we have received through Christ Our
Lord. Amen, May the souls of the faithful departed, through the mercy of God, rest in peace. Amen

Sign of the Cross

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

Our Father

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

Hail Mary

Hail Mary, full of grace, the Lord is with thee. Blessed art thou among women and blessed is the fruit of



thy womb,  Jesus. Holy Mary, mother of God, pray for us sinners now and at the hour of our death.
Amen.

Glory Be

Glory be to the Father, and to the Son, and to the Holy Spirit. As it was in the beginning, is now, and
ever shall be, world without end. Amen.

FACULTY/ VOICE MAIL EXTENSIONS
and

Email Addresses

Principal Teresa Leon Ext 100 tleon@shsloretto.com

Office Assistant Coral Potts Ext 102 cpotts@shsloretto.com

PreK Staci Barnett Ext 111 sbarnett@shsloretto.com
Sherri Forsythe

sforsythe@shsloretto.com

Kindergarten Sue Vess Ext 101 svess@shsloretto.com

1st & 2nd Abby Brown            Ext 103 abby.brown@shsloretto.com

3rd & 4th Chelsea Curtis          Ext 104 chelsea@shsloretto.com

5th & 6th Zac Curtis Ext 105 zcurtis@shsloretto.com

7th & 8th Danielle Busby         Ext 106 dbusby@shsloretto.com

Pastor’s Office Father Delly Mutajuka

Church Office               Amy Brown              853-4370 amy.sacred.heart@gmail.com

Cafeteria Brenda Burks Ext 113 bburks@shsloretto.com
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Parent Signature Page

I have read the 2021/2022 Sacred Heart School Parent/Student Handbook
and agree to follow the school policies and procedures as stated.

Family Name________________________________________________________

Parent signature_____________________________________ Date_____________

Parent signature_____________________________________ Date_____________

Student signature____________________________________ Date_____________

Student signature____________________________________ Date_____________

Student signature____________________________________ Date_____________

Parent(s) and Student(s) Must BOTH
Sign.



SIGNED FORM DUE TO school office on or before August 17, 2021

PHOTO-VIDEO RELEASE

To whom it may concern:

I hereby give permission for my son/daughter_______________________
to be photographed or videotaped at Sacred Heart Catholic School. I
realize that the photo may be published in the newspaper, a magazine,
the school website, or other publication. The video may be used for
informational or educational purposes regarding the programs or
curriculum at Sacred Heart Catholic School.

Signed:____________________________________________________

Date:______________________________________________________

Return by August 13, 2021 for each child in the family.



TECHNOLOGY ACCEPTABLE USE
POLICY

Adapted from NCEA’s From the Chalkboard to the
Chatroom.

As a computer user, I agree to follow the rules and code of ethics in all of my work with
computers while attending Sacred Heart School:

1. I recognize that all computer users have the same right to use the equipment; therefore, I
will not use the computer resources for non-academic purposes. I will not waste or take
supplies such as paper, printer cartridges that are provided by the school. When I am in the
classroom, I will talk softly and work in ways that will not disturb other users. I will keep
my computer work area clean and will not eat or drink.

2. I recognize that software is protected by copyright laws; therefore, I will not make
unauthorized copies of software and I will not give, lend, or sell copies of software to
others. I understand that I will not be allowed to bring software applications, games, or
CD-ROMs from home to be used on school equipment without proof of licensure and
prior approval of appropriate school personnel.

3. I recognize that the work of all users is valuable; therefore, I will protect the privacy of
others by not trying to learn  their password; I will not copy, change, read, or use files from
another user without prior permission from that user; I will not attempt to gain unauthorized
access to system programs for computer equipment; I will not use computer systems to
disturb or harass other computer users or use inappropriate language in my communications.

I will honor my school’s procedures for the storage of information. I realize that after prior
notice has been given to me, files may be deleted from the system to protect the integrity of
the network or because of space limitations on the computer’s hard drive.

4. Each student who received Internet access will be instructed in the proper use of the
network. The use of the Internet must be in support of education and research consistent
with the educational objectives of the school. Students using network or computing
resources must comply with the appropriate rules for that network or resource.



As a user of a network, I will not use bulletin boards, chat lines, blogs or any social media
for personal use. In addition, I will not reveal my personal information, home address, or
personal phone number or those of students, teachers, or other staff members.
Transmission of any material in violation of any U.S. or state regulation is prohibited.
This includes, but is not limited to: copyrighted material, threatening or obscene material,
or material protected by trade secrets. The use of school computers and networking
resources for commercial activities is not permitted. Their use for product advertisement
or political lobbying is also prohibited.

If the content or use of any media, in and outside school, contains defamatory comments
or pictures regarding the school, the faculty, other students, or the parish the
administration may take disciplinary action.

5. Computer filtering software is utilized by the school to protect children from inappropriate
material. However, parents must realize that their students may encounter material that they
do not consider appropriate. The student is responsible for not pursuing material that could be
considered offensive.

6. The use of the computer is a privilege, not a right, and inappropriate use will result in
the cancellation of these privileges. Vandalism or intentional modification of system
settings will result in cancellation of privileges and/or school disciplinary action. The
school reserves the right to seek financial restitution for any damage caused by a student or
other user. The system administrators will deem what is inappropriate use, and their
decision is final. The administration, faculty, and staff of the school may request that the
system administrator deny, revoke, or suspend specific user privileges. Violations of the
rules and code of ethics described above will be dealt with seriously.

-------------------------------------------------------------------------------------------------------------
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Parent and Student(s) Signature Page

Please Sign and Date and return this by .Aug 17, 2021

_______________________________________________________________________
__

Parent                                                                                                        Date

_______________________________________________________________________
__



Student(s)                                                                                                 Date
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