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Mission Statement of St. James School 
  
The mission of Saint James School, rooted in Jesus Christ, is to nurture the whole child 
by providing a quality academic education while living the Gospel message. 
 
Philosophy 
 
St. James 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 of Bridgeport.   
 

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 to others 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. 

 
It is the consensus of the faculty that every human being has a right to pursue 
knowledge corresponding with his/her dignity and God-given ability, regardless of 
background or gender. In the early years, education is often of the utmost importance 
because through education and guidance the children of today become the Catholic 
citizens of tomorrow. 
 
History 
 
St. James School was founded in 1945 by St. James Pastor John H. Anderson, in 
response to the deep desire of St. James' devoted parishioners to create a school in 
which their children could be filled with the light of the Catholic faith, while receiving 
a quality academic education. In its inaugural year, two kindergarten classes were 
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created and housed in the Philips House on Main Street. Each subsequent year saw 
the addition of a new grade, until the school reached K-8 status in the fall of 1953. 
The present school building was opened in September of 1949 and consisted of ten 
classrooms, as well as a cafeteria and rooms in the lower level. Due to growing 
enrollment, additions were made at both ends of the building in 1955, resulting in the 
current structure. 
 
Until 1984, St. James School was staffed by the Sisters of St. Joseph of Chambery. St. 
James remained a parish elementary school until 1991, when Bishop Edward Egan re-
organized the elementary schools into regions, under the governance of all the 
pastors of parishes within each region. This governing structure continued until July 1, 
2006, when, at the direction of our past bishop, Most Reverend William E. Lori, each 
elementary school became an independent school part of the Bridgeport Diocesan 
Schools Corp. responsible for its own financial solvency and governed by the school 
principal, a lay advisory board, and the parish pastor. St. James School functions 
according to the policies, curriculum, and directives of the Office for Education, 
Diocese of Bridgeport, under the leadership of Bishop. 
 
Title IX 
 
St. James School adheres to the tenets of Title IX:  “No person in the United States 
shall, on the basis of sex, be excluded from participating in, be denied the benefits of, 
or be subjected to discrimination under any education program or activity receiving 
federal financial assistance.” 
 
Nondiscrimination Policy 
 
St. James School admits students of any race, color, and national or ethnic origin to all 
the rights, privileges, programs, and activities generally accorded or made available to 
students of the school.  It does not discriminate on the basis of race, color, national or 
ethnic origin in the administration of its educational policies, admissions policies, or 
athletic and other school-administered programs. 
 
Child Abuse Laws 
 
St. James School abides by the Child Abuse laws of the State of Connecticut.  This law 
mandates that all cases of suspected abuse and/or neglect MUST be reported to 
Department of Children and Family Services. 
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School Programs 
 
Early Childhood 

• Preschool (3 to 5 years of age) 

Elementary 

• Kindergarten 

• 1st Grade 

• 2nd Grade 

• 3rd Grade 

• 4th Grade 

• 5th Grade 

Middle School 

• 6th Grade 

• 7th Grade 

• 8th Grade 

 
After School Clubs/Activities 
 

If a student is in an after-school club or activity, parents should speak with the 
teacher running the program to determine where children are to be picked up at the 
end of the activity.  If a parent is late, the student may be asked to join the After-
School Program and a fee for that day will be charged. 
 
Parent or Caregiver Supervision during After School and Evening Events 
 
In order to attend a school function of any kind, St. James students, regardless of age, 
must be supervised by an adult.  This policy also extends to students who are 
volunteering at school events.  There must be a responsible adult to whom that 
student reports.  Furthermore, this policy extends to all St. James socials events 
organized by parents, parent committees, or parent clubs which includes social and 
athletic events. (e.g. Welcome Back to School Picnic, sport games, etc.) it is expected 
that parents or caregivers will supervise their own children.  Please ensure your child 
is behaving appropriately and following school rules and guidelines.   
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For events that are organized and supervised by parents, the school expects parents 
to adhere to the school’s rules and Food Allergy Policy.  Since the chaperones of the 
event are parents and there may not be any school faculty or staff present, it is 
possible there may not be an adult trained in the Epi pen delivery system, inhaler use, 
medication administration or other medical treatment or monitoring.  If your child 
has a condition or allergy that may require medical intervention, please consider 
volunteering as a chaperone.  If you are unable to serve as a chaperone, it will be your 
responsibility to find someone among the parent chaperones who will accept 
responsibility for your child’s health needs. 

 
If a child is absent from school the day of a school event, they will not be able to 
attend the after-school event. 
 
Birthday Observances 

 
The celebration of student birthdays in the classroom is at the discretion of the 
teacher.  In keeping with the ddiocesan policies regarding food in school, celebration 
food treats are not permitted due to the rising number of allergies as well as obvious 
health concerns such as the epidemic of childhood obesity.   We encourage parents 
who want to provide a special treat at school, to be creative with alternative non-food 
treats. 

 
Personal invitations for student birthday parties may NOT to be sent home through 
school UNLESS every student in the grade is included.  In addition, sstudents should 
not exchange individual gifts at school.  This gesture only creates hurt feelings among 
other students. 
 
Smoking 
 
St. James School is a smoke-free campus.  There is no smoking allowed on any part of 
the property.  This also includes vaping and the use of e-cigarettes. 
 
Lice  
 
Students with nits are allowed to be in school. Students with live lice will go home to 
be treated by a parent or caregiver. When a child is sent home for lice, the Nurse will 
check the child in the morning before he or she can enter class to ensure there are no 
more live lice. 
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Snacks and Lunch from Home 
 
Students are encouraged to eat a nutritious breakfast each morning. Full day students 
bring their own lunches and beverages or participate in the hot lunch program. 
Parents should not send candy, gum or soda to school appropriate snacks include: 
raw carrots, raw celery sticks, cucumbers, pretzels, crackers and cheese, mozzarella 
string cheese, apple slices, orange or clementines, grapes, kale chips, dried seaweed, 
hummus, yogurt, and raisins.  Snacks with a high level of protein and complex 
carbohydrates help curb hunger and feed growing muscles.   
 
School Visitors 
 
School visitors (volunteers, parents, etc.) must come to the main office and sign in.  
For safety and security reasons, each person is required to sign-in at the office when 
he/she enters the building for any reason.  All visitors and/or volunteers are required 
to wear a badge that may be picked up in the office. Virtus training and a background 
check is a requirement for every adult working or volunteering with the children 
during the school day or during an extracurricular activity.  
 
Parents that are requesting to visit with a teacher must schedule a visit in advance 
with the teacher.  The principal has an open door policy and if available, is happy to 
make time for unannounced visits.   
 
Parent/Teacher Conferences 
 
There are two Parent/Teacher Conferences per year.  However, parents are invited 
and encouraged to schedule a conference with their child’s teacher at ANY time 
during the year if they have questions or concerns about their child’s progress.  
Parents do not need to wait for October or May to meet with their child’s teacher. 
 

1. October Conferences 
Goal is to share your child’s progress during the first 6 weeks of school 

 
2. May Conferences 

Goal is to review the overall progress of your child during the course of the 
school year 

 
Conferences are regarded as an important part of the home/school relationship. 
Parents are expected to attend both the October and May conferences to discuss 
their child’s growth and progress. 
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Parents should check the current school calendar for specific conference dates. 
Several weeks prior to the actual, parents are provided an online sin-up to schedule 
their conference. This procedure enables parents to choose the time which best fits 
their schedule. Parents with multiple children at St. James may find it best to sign up 
early so that they can see their children’s teachers consecutively.   

 
Student Records 
 
St. James School adheres to the Buckley Amendment (Family Education Rights and 
Privacy) regarding access to student records. 
 
Students requesting records/transcripts/recommendations must make a five school-
day request to the school office.  All forms should be submitted to the St. James 
school office for distribution.  Completed forms will be sent via U.S. Mail.   
 
No records will be sent to transferring schools of students whose financial 
commitment is in arrears. 
 
Teacher/Homeroom Assignments & Class Placement 
 
A student’s current teacher makes recommendations for placement to the next 
grade.  The process for assigning students to the next year’s teacher/homeroom is 
involved with thought and care given to each placement.  
 
Parents may, before June 1st, of any given year, make a written request for a specific 
teacher or student pairing to the principal. Requests will be considered during the 
process of class placement; however, there are no guarantees that a request will be 
honored.  Placements are final and at the approval of the principal.  No parent may 
ask in advance of the stated “Summer Packet” distribution date who his/her child has 
been assigned.  Parents must be current in all financial obligations to receive the 
summer packet, including the homeroom assignment. 
 
Field Trips 
 
All field trips must be reviewed by the principal before final approval is given. 
 

• Field trips are designed to correlate with teaching units and to achieve 
curricular goals. 

• All grades do not always have the same number of field trips. 
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• Field trips are permissible for all grades when advanced planning, location, and 
the experience insure a successful learning opportunity. 

• Individual teachers, in consultation with the administration, reserve the right to 
restrict or deny student participation on any field trip due to, but not limited to, 
poor academic performance and/or poor conduct. 

• A written official permission slip, signed by the parent, is required before a 
child will be permitted to attend a field trip activity.  Verbal permission cannot 
be accepted.  Permission slips are due in the office forty-eight hours after 
receipt of the permission slip. 

• A field trip permission slip is located at the end of this book.  This is the only 
format that may be used to allow a student to leave school during school hours.  
If your child fails to bring his/her permission slip home, you may print the form 
provided.  Call the school for information needed to complete the form.   

• Parents may refuse to permit their child from participating in a field trip by 
stating so on the form. 

• All monies collected for the field trip are non-refundable. 

• Students participating in a school sponsored field trip MUST ride to and from 
the destination on the school arranged transportation. 

• All parent chaperones must be background checked and VIRTUS trained prior to 
participating in a field trip experience.  

 
Lunch Program 
 
Saint James School offers a hot lunch program daily.  Meals are prepared through the 
services of outside vendors.  Families will be provided with a monthly menu.  
Teachers will have a master list of all the student lunches for the month and hand out 
a lunch ticket to those who appear on the list for the day.  

 
Students may choose to bring their lunch each day.  Students should not bring glass 
bottles, soft drinks or candy. 
 
It is very important for children to have a daily lunch please make sure you have 
purchased a hot lunch or send your child to school with a bagged lunch. 

 
Students are expected to use the same manners required in the classroom during 
lunch.  Courtesy toward other students and cooperation with lunch monitors are in 
order at all times. 
 
Volunteer Requirements 
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All individuals who volunteer in the school must complete Virtus training and 
complete a background check.  The school will keep a copy of the Virtus card on file 
for each person. As mentioned earlier in the Handbook, all families are expected to 
volunteer 30 hours to support the school.  If families choose not to volunteer, they 
have the option of paying $300. 
 
Lockers 
 
Each student in grades 4 – 8 is assigned a locker or cubby in which to store clothing 
and textbooks.  In order to maintain a quiet atmosphere for class, students are only 
allowed to go to their lockers only at specified times.  The school reserves the right to 
inspect lockers at any time.  Lockers may not be decorated on the outside.  Inside 
decorations may not be glued on, and the student may not write on the inside walls.  
Middle School students are required to keep their book bags or back packs in their 
lockers.  Under no circumstance are students allowed to open another student’s 
locker without permission. 
 
Transfer of Students 
 
Notice of withdrawal of a student should be made by the parent in writing to the 
principal in advance of the withdrawal date.  This enables the school to prepare 
necessary information and settle accounts.  No student records will be forwarded to 
another school until all financial accounts have been settled.  (See previous section 
on Student Records for transcript information.) 
 
Office Records 
 
Parents/Guardians are requested to notify the school office in writing of any change 
of address, home telephone numbers, cell phone numbers, business phone numbers, 
e-mail addresses and/or phone numbers of emergency contacts.  This will guarantee 
that office records are accurate, complete, and up-to-date. 
 
Using the Telephone 
 
Permission to use the telephone must be obtained from the school secretary.  
Students must be approved to visit the office from their teacher.  The office phone is 
a business phone and students are permitted to use it only in case of an emergency.  
The telephone in a teacher’s room is for the use of the teacher only.  Forgotten 
homework, athletic equipment, etc. do not constitute emergencies.  Arrangements 
for after-school visits with friends should be made at home. 
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Lost and Found 
 
Any items found in the school building or on the school grounds should be given to 
the school secretary to be placed in the “Lost and Found “ area.  The location may 
change – please check with the school administrative assistant.  Items placed in the 
lost and found remain there for 30 days.  After 30 days, items are donated to 
charity. 
 
Academic Information 
 
Grading Philosophy 

• We believe grades accurately reflect students’ academic performance.  Grades 
focus on the concepts, skills, and objectives learned. We believe that “effort” is 
vital for developing healthy learning habits and the successful learning of 
knowledge and thus, should be assessed. 

• We believe students should know the criteria for achieving a grade.  Students 
should have a clear understanding of what they need to learn in order to 
achieve a certain grade.  

• We believe grades are objective, not subjective.  Student behavior does not 
impact academic grades. 

• We believe students should focus on the learning and not the grade.  We 
believe grades should not be a source of pressure but a way to inform students 
of their progress and motivate them to learn. 

• We believe parents are important partners in supporting a healthy and positive 
mindset about learning and academic achievement.  

 
Curriculum 
 
The Diocesan curriculum guidelines,  are followed for the teaching of all subject areas.  
Curriculum Maps are available in the school office or through the Diocese of 
Bridgeport Website at 
http://www.dioceseofbridgeportcatholicschools.com/curriculum-mapping/.  
 
Report Cards & Progress Reports 
 
Report Cards are provided four times during the academic school year or every 9 
weeks.  These generally occur in November, January, April, and June. 
 

http://www.dioceseofbridgeportcatholicschools.com/curriculum-mapping/
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Parents should check the current school calendar for specific dates for the closing of 
the marking periods and when report cards are expected to be shared with parents.   
 
Progress Reports will be given mid-way between the 2nd and 3rd marking periods. 
 
Grading Scale for 4th – 8th Grade 
 

A   = 94 – 100
  
A - = 90 – 93 
  
B+ = 87 – 89
  
B   = 84 – 86 
B- = 80 – 83 
C =  77 – 79 
C =  74 – 76
          
C- = 70 – 73 
D =  66 -69 
F =  65 or 
below 

Skills 
 
1= Excellent 
2 = Good 
3 = 
Improvement  
      Needed 
4 = 
Unsatisfactory 
 

Kindergarten 
 M = Meeting Success 
 P = Progress Shown 
 I = Improvement 
Needed 

 N = Note Yet 
Expected 

 
Special Courses 
 S = Satisfactory  
 N = Needs 
Improvement 
 U = Unsatisfactory 

   
   

Please note: the Diocese has made revisions to the Preschool – 3rd grade report cards.  The 
changes are not yet reflected in the St. James School Family Handbook 2022-23 
 
Guidelines for Honors Program (Grades 5-8) 
 
Honors are calculated based on a student’s Grade Point Average (GPA) for the specific 
marking period.  GPA’s are based on all major academic subjects.  Special subjects are not 
calculated into student averages (Music, Art, World Language, and Physical Education.) 

High Honors:  3.6 – 4.0  GPA 

Honors: 3.2 – 3.59  GPA 

Testing and Assessments 
 
The following assessments are administered to students:  
 

• Kindergarten Assessment: Administered to Pre-K4 children in early spring.   
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• Iowa Test of Basic Skills:  Administered to students in grades 2, 4, 6 and 7. 

• CoGat (Cognitive Abilities Test): Administered to students in grades 1, 3 and 5.  

• Edmentum/Exact Path Assessment in grades 2 - 8 

• Developmental Reading Assessments (DRA): Administered from kindergarten to 
grade 2 

• NCEA Youth Religious Education (ACRE): Given to students in grades 5 and 8. 

• Classroom tests:  Periodic classroom tests are used to assess subject mastery.  The 
purpose of these tests is to provide a measure of progress toward objectives and 
positive feedback and to allow the teacher to gauge the success of instructional 
goals.   

• Renaissance Learning/STAR (grades 6-7-8): Assessment for Middle School Math and 
ELA. 

 
Promotion Policy and Retention Policy 
 
Advancement to the next grade is based on a student’s daily performance, test results, 
recommendations of teachers, and the student’s ability to complete work successfully on 
a more advanced level. 
 
Promotion to the next grade depends on successful completion of all subject areas.  The 
administration may recommend the repetition of a grade, tutoring, or summer school 
classes as a requirement for promotion when, after conferences with teachers and 
parents, it is believed that such action will better prepare the student academically 
and/or emotionally for the next grade.  Diocesan policy clearly states that students may 
not be promoted to the next grade with a failing average in an academic area.  Successful 
completion of summer school may be necessary for promotion in all academic subject 
areas.   
 
Academic Probation 
 
A student whose academic performance indicates serious deficiencies may be placed on 
academic probation.   
 
Homework 
 
Formal homework is assigned to help students become self-reliant and self-directed.  
Assignments are designed to reinforce daily lessons, to supplement and enrich class work, 
and to prepare for certain lessons through various experiences. Homework also provides 
important feedback to teachers regarding a student’s grasp of learning concepts.  
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Since each student has different capabilities and interests, it would be difficult to denote 
the specific amount of time to be spent on an assignment.  If a problem arises, the 
teacher should be contacted.    
   
Homework may be assigned to students Monday through Thursday.  Homework will not 
be assigned to students on Friday.  Tests or quizzes may be given on Monday.  Projects 
may be due on Monday. 
 
Homework Due to Illness 
 
It is the general recommendation of the school administration that when a student is 
absent, a parent may request the homework when calling the office to report the child’s 
absence.  The call to school should be made before 9:00 a.m. and no later than noon to 
request homework.  Homework assignments may be picked up at the school office 
between 2:00 p.m. – 3:30 p.m. For short absences, students may wait to receive missed 
assignments from their teacher when they return to school. 
 
Attendance & Tardiness 
 
Absence 
 
A student’s absence from school interferes with his/her academic progress. Excessive 
absences will result in a meeting with the principal, at which time, a discussion of possible 
retention will be considered.  
 
When a student is absent from school, a parent should call the office by 9:00 A.M. each 
day of the absence.  If the office does not receive a call, a parent will be contacted.  The 
call will be made from the St. James office or nurse’s office. This policy is for the 
protection of the students.   
 
A written statement or email giving reasons for the absence or tardiness must be brought 
to the main office upon the student’s return.  Should absence for any reason other than 
illness occur, parents are requested to consult with the principal and present a written 
reason for the absence. 
 
The school calendar provides for holiday breaks throughout the school year.  Parents are 
encouraged to schedule trips or family outings during these times so as to eliminate the 
need to interrupt a child’s learning process.  Missed assignments are the student’s 
responsibility to complete and return to the appropriate teacher. 
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Tardiness 
 
At 7:42a.m. the general entrance gym doors will be closed.  Students arriving after 7:45 
a.m. are required to enter via the office door and with a parent or responsible adult and 
report to the school office and be signed-in. They may not, for the safety of the student, 
be admitted to the classrooms without a tardy slip.   
 
Picking-up Students Early from School 
 
Students needing medical appointments during school hours require a written note by 
the parent.  Parents are required to sign out their child in the school office.  Students, 
who are away from school for an appointment for more than 4 hours, will be marked 
absent for a full day.  
 
Communicating with Families 
 
St. James School uses the following methods to communicate with families: 
 

• St. James Weekly: a weekly newsletter on Fridays that includes a note from the 
principal; information about upcoming important events and school news; and a 
calendar of important events 

• Monday Letter: Classroom teachers email parents a weekly email on Mondays that 
provide an overview of life in their child’s classroom from the past week.  This 
includes pictures with a brief summary of the students’ learning experience.  

• Email: Email communication will be sent by teachers and administration to 
communicate important information on an as needed basis.   

• Social Media: St. James has the following social media sites to communicate 
happenings in the life of the school: 

o https://www.facebook.com/StJamesStratford 
o https://twitter.com/rob06615 

• Informative/Urgent/Emergency Text: St. James has a system that texts important 
texts to parents or caregivers.  Parents need to have a cell phone registered in the 
school database to receive text messages from the school.  To add a cell phone 
number please email Vicky Oligino, the Administrative Assistant at 
Victoria.oligino@sjssct.org 
 

Contacting the School 
 

https://www.facebook.com/StJamesStratford
https://twitter.com/rob06615
mailto:Victoria.oligino@sjssct.org
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Our success as a school, and the children’s success as students, requires that the school 
and its families work together. Free and open communication is critical if we expect to 
support students to the best of our abilities.  
 
Unless the matter is urgent, teachers and staff will return a parent’s phone call or email 
after school hours and within 24 hours.  However, if a parent emails or calls a teacher or 
staff past 4pm on a Friday, the parent should not expect a response till Monday.   Please 
do not text teachers.   
 
A parent or caregiver can email or call either the teacher or principal  However, in order 
to provide the most accurate and helpful responses, it is suggested that parents or 
caregivers contact the following for specific information. 
 

• Questions and concerns pertaining to: school hours, school calendar, school events, 
school communications, or overall nuts and bolts concerning life at St. James 
should be addressed to the Administrative Assistant. Victoria.oligino@sjssct.org 

 

• Questions or concerns pertaining to: a student, their academics, a discipline event 
in the classroom, classroom behavior, classroom routines, or grade level curriculum 
should be addressed to the classroom teacher. (teacher first name . teacher last 
name @sjssct.org) 

 

• Questions and concerns pertaining to: school policy, school curriculum, school 
mission, strategic planning, overall health and safety, concerns with staff or 
teachers, or school culture should be addressed to the principal. 
Chris.robertson@sjssct.org 

 
Crisis Plan & Emergency Preparedness 
 
St. James School has implemented a “crisis plan” in case of a lockdown emergency.  All 
teachers and staff are aware of the procedure to follow to keep the children safe.  In the 
event of such an emergency, circumstances permitting, the building will be locked down 
or evacuated and students will be moved to a secure designated location.  As soon as 
physically possible, parents will be alerted of the crisis via text message or email. Every 
parent is required to provide at least one emergency number for this purpose on your 
Emergency Contact Form. 
 
Emergency Drills 
 

mailto:Victoria.oligino@sjssct.org
mailto:Chris.robertson@sjssct.org
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State Law requires that fire drills be held monthly.  During the fire drills, students should 
follow these regulations: 
 

• Rise in silence when the alarm sounds. 

• Close doors 

• Walk to the assigned place briskly, in single file at all times, and in silence. 

• Stand in a column of two’s, away from the building. 

• Return to building when signal is given. 
 
Weather Emergencies 
 
If it should be necessary to close the school because of weather conditions, an 
announcement will be made over local television and radio stations.  Please refer to 
Inclement Weather policy appended. 
 
Health & Wellness 
 
St. James School abides by federal, state and local laws with regards to immunizations 
and other health related matters.  St. James follows the Center for Disease Control & 
Prevention (CDC), the Stratford Health Department, and the Connecticut Department of 
Public Health guidelines when making decisions about health, wellness, and safety.   
 
Immunizations 
 
Each student admitted to the school must be examined and have a current health form 
signed by a physician on file at the school before the first day of school in September. This 
form must show that the student has been successfully immunized. 
 
Illness 
 
St. James School understands that at some point during your child’s time at school they 
may become ill.  It is common for children to have between 6 and 10  viral illnesses a year 
in the first few years of life. It is also common for children to get sick from one virus 
shortly after getting better from a different one.   Viral infections can also lead to 
secondary bacterial infections.   As children get older, the frequency of viral illnesses 
usually reduces. 
 

• Your child must remain at home if they have a fever of 100.4 or higher.   

• Your child must remain home until they have been fever free for at least 24 hours 
without the use of medications. 
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• Your child must remain home if they are experiencing vomiting or diarrhea.   

• Your child can return to school when they are no longer having episodes of 
vomiting or diarrhea for at least 24 hours without the use of medications. 

• It is imperative that a child stays home if they are not feeling well; this keeps 
everyone safe 

 
What can you do to help prevent illness? 
 

• Teach your child about washing hands frequently, washing hands before 

eating/drinking; a child is contagious a day or more before he has symptoms.  

• When water and soap are not available, use pre-moistened hand wipes or alcohol-

based hand rinses.  

• Teach your child about sneezing and coughing into a tissue or into their elbow to 

help prevent the spread of germs 

• Make sure your child has received all of the recommended immunizations. While 

they won’t prevent colds, they will help prevent some of the complications, such as 

bacterial infections of the ears or lungs. Influenza vaccine protects against influenza 

but not against other respiratory viruses 

Medication 
 
All medications require a completed medication authorization form signed by the 
doctor and parent/guardian. 
 
If a child must take any medication in school which is prescribed by a doctor, that 
medication must be sent to the school nurse in the container received from the pharmacy 
and must have on its label the following information: 

a) Child’s name 
b) Name of doctor prescribing the child’s medication  
c) Frequency 
d) Dose 
e) Date 

 
All non-prescription medication (cough drops, lip balm, etc.) should be taken to the school 
nurse with the following information: 

a) Child’s name 
b) Frequency 
c) Dose 
d) Date 
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Asthma Policy 
 
St. James School recognizes that asthma is an important condition affecting many school 
children and positively welcomes all pupils with asthma. This school encourages children 
with asthma to achieve their potential in all aspects of school life by having a clear policy 
that is understood by school staff, their employers (the local education authority) and 
pupils.  
 

Asthma Medication 
 
All medications require a completed medication authorization form signed by the doctor 
and parent/guardian. 
 
Parents are asked to ensure that the school is provided with a labeled spare reliever 
inhaler.  All inhalers must be labeled with the child's name by the pharmacy.  
 
Record Keeping 
 
All completed medication authorizations form, signed by the doctor and parent/guardian, 
are maintained in the nurse’s office. 
 

Food Allergy Policy 
 

St. James School recognizes that life threatening food allergies are an important condition 
affecting many school children and positively welcomes all pupils with food allergies.  As a 
“nut-free school”, we ask all families to eliminate peanuts/tree nut and products 
containing nut derivatives from the snacks and students’ lunches.  We appreciate your 
help and cooperation in order to keep our school as nut free as possible. 
 
In order to minimize the incidence of life-threatening allergic reactions, St. James School 
will maintain a procedure for addressing life threatening allergic reactions and maintain 
an Emergency Action Plan for any student(s) whose parent/guardian, and physicians have 
informed the school in writing that the student(s) has a potentially life threatening 
allergy. 
 
Training 
 
In order to minimize the incidence of life threatening allergic reactions, St. James School 
will provide training and education for all St. James School staff. 
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The training will be provided to teachers and will include (but not be limited to): 

• A description/definition of severe allergies and a discussion of the most common 
food, medication, latex and stinging insect allergies. 

• The signs and symptoms of anaphylaxis. 

• The correct use of an epinephrine auto-injector (EpiPen). 

• Specific steps to follow in the event of an emergency. 

• Activating Emergency Medical Response - Dial 911. 

• Location of emergency EpiPen. 
Policy and procedure will be reviewed at the beginning of every school year. 
 
Medications on School Field Trips 
 
Protocols for field trips will include timely notification to the nurse.  Medications including 
an EpiPen must be sent on trips with the teacher.  School rules including student conduct 
expectations apply when students are on filed trips or school sanctioned events off 
campus.   
 
 
Procedures for Life Threatening Allergy Issues 
 
Notifications 
 
The school nurse will be responsible for notifying classroom teachers about the nature of 
the life-threatening allergies faced by students. This notification will include an 
explanation of the severity of the health threat, a description of the signs and symptoms 
to be aware of and what allergen (food, materials, etc.) to avoid. 
 
Classrooms 
 
In the event of a suspected allergic reaction (where there is no known allergic history), 
the school nurse will be called.  The emergency medical services will be called 
immediately. 
 
The classroom will have easy communication with the school nurse by such means as 
functioning telephone. 
 
All teachers, aides and substitutes will be educated about the risk of food allergies. 
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A parent or guardian of a student with food allergies is responsible for providing all food 
for his/her own child. Snacks will be kept in a separate snack box or chest provided by the 
parent or guardian. 
 
Proper hand cleaning techniques will be taught and encouraged before and after the 
handling/consumption of food. 
 
School Closings 
 
Inclement Weather School Closing  
 

• St. James School follows the Stratford Public School closings and delays when 
weather conditions have created unsafe travel conditions to or from school. 
Therefore, if the Stratford Public Schools are closed for the day, St. James School 
will be closed and a text and email will be communicated to the St. James 
community.   

• If the Stratford Public Schools has a delayed opening, St. James School will send a 
text and email communicating the details about our school’s delayed opening.   

• St. James School may remain open when Stratford Public School closes due to 
transportation challenges such as buses unable to leave the yard; temperatures are 
too cold for children to wait at the bus stop; or any other weather closing that 
impacts the logistics of the public school, but does not impact travel to or from 
school.  

• Though every effort should be made for children and teachers to be present at 
school when school is in session, each teacher, staff member, and parent must 
assess their own safety when commuting to and from school and decide for 
themselves on whether it is safe to commute to school. 

• The first two closings for inclement weather will result in a school closing.  The third 
closing and all closings following for K-8 will be virtual learning.  The virtual learning 
schedule is generally 8am – 12pm.  After 12pm are “office hours” with the teacher. 

 
School Closing Procedures 
 

• If the Stratford Public Schools are closed for the day, St. James School will be closed 
for the day and a text and email will be communicated to the St. James community.   

• If the Stratford Public Schools has a delayed opening, St. James School will send a 
text and email communicating 
 

School Hours & Arrival/Dismissal Procedures 
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• Morning Arrival:  7:30am-7:45am 
 

• Students are considered TARDY after 7:45am 
 

• Afternoon Dismissal: 2:05pm 
 
Morning Arrival 
 
Students are dropped off in front of the GYM (on Monument Place).  Students are not 
allowed to wait outside the school or by themselves in the morning.  Once the gym doors 
open, students may exit their vehicle and enter the school.  Doors open at 7:30am. 
 
St. James staff are at Morning Arrival opening car doors and welcoming students.  
Students should not exit a vehicle while it is moving.  Students should wait for the car to 
be in park or for an adult to open a car door before exiting.  Having your child say “Good 
Morning!” with a smile to an adult at Morning Carpool is always a nice way to start the 
day!   
 
At 7:42am, the gym doors will promptly close.  After the gym doors are closed, students 
must enter the school through the Main Entrance (on Harvey Place).  An adult must 
accompany the student into the building.   
 
Students arriving after 7:45am are considered TARDY and must go to the office for a LATE 
PASS.   
 
Afternoon Pick-up 

The Afternoon Pick-up School ID Card must be shown at all times when picking up at 
Afternoon Pick-up.  If parents do not have it with them, they may be asked to show their 
driver’s license.  If someone else is picking up their child, parents should call the office or 
email the Administrative Assistant with the full name of the person that will be picking up.  
The adult should either have the Afternoon Pick-up School ID Card or license to show at 
pick up or inform them of the hall pass procedure, as noted above. 
 

Students are picked up in front of the GYM (on Monument Place).  Car Pick-up Line 
Procedure: 
 

1. SAFETY is our PRIORITY – please follow the plan and thank you for your patience! 

2. Cars enter into Monument Place – please drive slow 
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3. Cars should form a single line (parallel to the curb) and should pull all the way 

around to the stop sign (almost forming a U shape).   

4. When you park, put your car in PARK and please turn off your engine 

5. IMPORTANT: If you are the last car on the pick-up line on Monument Place, you 

CAN NOT PARK IN FRONT OF THE BUS OR BLOCK ANY PART OF THE BUSES   

6. Once the line is full in Monument Place, cars park on the left side of Broad Street – 

against the curb. No car should be in the intersection and please also don’t block 

house driveways 

7. At 2:05pm, students will begin walking to cars and buses.  During this time, there 

can be no movement of cars.  Remember: SAFETY FIRST 

8. When buses are loaded, the buses are dismissed first 

9. When cars are loaded, the cars are dismissed second. Please wait for the principal 

or other adult to start dismissing the car pick-up line.   

10. When exiting Monument Place, please do pull out of the line.  Follow the car in 

front of you  

11. All vehicles turn RIGHT onto Broad Street when exiting Monument Place 

12. Once the pick-up line begins to move, the cars waiting on Broad Street can begin 

making a left into Monument Place.  Cars should pull all the way up to the front and 

wait for their child. 

13. Please do not cut in front of a car or pull out of the line unless directed by an adult 

to do so 

Dismissal Changes 
 

If a parent finds they need to make a change to their child’s regular dismissal, parents 
should email the administrative assistant their dismissal change at 
victoria.oligino@sjssct.org.  Please email your message ASAP.  Parents should also call the 
school to confirm that the email was received if they don’t get a reply.   
 
At 2:20pm, parents must pick up their child at the Main Office.  Depending on the time a 
child is picked up and the frequency of times an adult is late to pick up a child, the child 
may be brought to the After-School room and a fee for that day will be charged. If a 
parent is more than one hour late and has not notified the school, their emergency 
contact number will be called.   
 
Returning to School After Dismissal 
 

mailto:victoria.oligino@sjssct.org
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Students are not permitted to return to the school building after dismissal unless 
accompanied by a parent.  Students, who choose to return to school after dismissal 
without a parent, face possible disciplinary action. 
 
Student Conduct & Discipline 
 
In accordance with the stated philosophy of the school, which emphasizes deep respect 
for the human dignity and uniqueness of every individual, each student will be 
considerate of the rights of others in all interactions.  All students are expected to 
cooperate with the spirit and policies of St. James School. These policies are designed to 
foster mature development and personal responsibility.  St. James School requires 
courtesy in all personal relationships, promptness in fulfilling obligations and concern for 
the environment.   
  
The principal reserves the right to determine the appropriateness of an action if any 
doubt arises. The principal also can determine punishment that is appropriate for 
behavioral issues/actions. 
 
Items such as, but not limited to, questionable books and pictures, weapons, matches, 
cigarettes or any smoking/vaping device, radios, laser lights, earbuds or headsets, or 
anything that will detract from a learning situation are not allowed during the hours of 
7:30 to 2:15.  Other items that present a distraction to the learning may also prohibited.   
 
DIOCESE OF BRIDGEPORT BULLYING POLICY 

Bullying is prohibited in all Catholic schools in the Diocese of Bridgeport. It must not be 
tolerated during the school day nor during any school sponsored activities on or off the 
school grounds. Bullying and intimidation are actions that are contrary to the teaching of 
Jesus Christ. This behavior is against the fundamental tenet of “love your neighbor as 
yourself,” and destroys respect for the dignity of the student, undermines the Christian 
atmosphere of the school and deprives the student of a safe and caring learning 
environment. 

Bullying is defined as any overt acts by a student or a group of students directed against 
another student with the intent to ridicule, humiliate or intimidate the other student 
while on school grounds or at a school sponsored activity where acts against are repeated 
against the same student over time. Bullying includes physical intimidation or assault, 
extortion, oral or written threats (this includes posts/comments on social media sites and 
texts), teasing, putdowns, name-calling, threatening looks, gestures or actions, cruel 
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rumors, false accusations, the posting of inappropriate or hurtful videos of a person, and 
social isolation.  

1. Students may report acts of bullying anonymously and each school shall set up a 
procedure for such reporting and publicize the procedure. Each school shall also set up a 
procedure so that parents/guardians of students may make written reports of acts of 
bullying. 

2. Any school that receives an anonymous report from a student or a written report by a 
parent/guardian shall investigate such report. Any student who retaliates against another 
for reporting bullying may be subject to the consequences listed below. 

Investigation Procedures 

Upon learning about a bullying incident, the administrator or his/her designee shall 
thoroughly investigate the circumstances. This investigation may include interviews with 
students, parents, and school staff, review of school records, and identification of parent 
and family issues. 

Bullying incidents that demand in school/out of school suspension shall be reported to 
the respective Deputy Superintendent (elementary schools) or Superintendent (high 
schools). 

Consequences/Intervention 

If it is concluded that an act of bullying has occurred, the parents/guardians of the 
student who committed such acts, and the parents/guardians of students against whom 
such acts were directed shall be notified. Consequences for students who bully others 
shall depend on the result of the investigation and may include a parent conference, 
professional counseling, detention, suspension, and expulsion. Depending on the severity 
of the incident, or the series of incidents, the administrator may also take appropriate 
steps to ensure student safety. These may include implementing a safety plan, separating 
and supervising the students involved, providing staff support for students when 
necessary, reporting incidents to law enforcement if appropriate, and developing a 
supervision plan with the parents. 
 
St. James School Bullying Policy 

St. James School adheres to the Diocesan Policy, and includes the following specifics. 
These are general guidelines that are ultimately evaluated by the principal for application 
thereof.  
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1. The first reported incident will be investigated and documented (see attached 

Incident Report) by the teacher. 

a. The reprimand will be determined by the teacher. 

b. Parents may be contacted; based on severity of the incident. 

c. Consequences will only be discussed with the student’s parents. 

2. The second reported incident will be investigated and documented by the principal. 

a. The reprimand will be determined by the teacher. 

b. Parents will be contacted for the incident. 

c. Consequences will only be discussed with the student’s parents. 

3. The third reported incident will be investigated and documented by the principal. 

a. The parents and student will attend a conference with the principal. 

b. Parents will provide proof that they are addressing the problem at home. 

c. Student may be suspended. 

d. Incidents will be reported to the superintendent’s office. 

i. This is a necessary step for processing an expulsion of a student. 

4. The fourth reported incident will result in expulsion of the student. 

5. St. James reserves the right to: 

a. Determine whether or not an incident qualifies as bullying 

b. Suspend a student after any incident, based on severity. 

c. Determine how an off-campus incident will be addressed. 

i. Cyber-bullying, dances, sporting events, etc. 

6. Physical violence 

a. It is forbidden for students to hit, kick, push, etc. another student in a 

harmful manner at any time, including in self-defense. 

i. Student(s) will be sent home that day and suspended from school the 

next day as well. 

Drugs and Alcohol 
 
Students who possess drugs and/or alcohol at school or at any school function face 
suspension and/or expulsion.   
 
Use of Cell Phones, Devices, and other Technologies 

St. James School recognizes the importance of using technology as an educational tool.  
Parents are essential partners in helping to healthy habits when using technology; all 
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children need parameters and limits when it comes to using devices.  Below are some 
best practices parents and caregivers should consider when creating parameters in your 
home:   

• Refrain from purchasing a personal cell phone for your child as long as possible 
(Middle School is time to begin entertaining a cell phone for a child) 

• Be able ACCESS and MONITOR all your child’s texts and communications 

• Check Common Sense Media for the appropriateness of Apps and other media.  
Visit: https://www.commonsensemedia.org/ 

• Tik Tok is for students 15 years and older.  Content for students in  K-8 is 
inappropriate 

• Computer, device, and phone use should be in the main room of your home near 
adults.   

• No devices and phones should be in a student’s bedrooms.  Devices should be 
charged overnight in the parent’s bedroom 

• Do not allow your 

Students in grades 6-8 may bring cell phones to school.  Students in grades 5 and below 
are not allowed to bring cell phones to school.  Any Middle School student who brings a 
cell phone to school must attend a mandatory meeting with their parent and sign a 
contract acknowledging cell phone use expectations.  Here are the expectations:  Cell 
phones MUST be given to the teacher at the start of the day.  Students MAY NOT keep 
their cell phones in their lockers, backpacks, or on their person.  Cell phones will be 
confiscated from students if found in use during the day. The cell phones will be sent 
directly to the principal requiring a parent to come to school to retrieve the cell phone.   

Smart watches like the Apple watch and other personal devices like tablets and/or iPads 
are prohibited.   

Under no circumstance should students take videos or picture of other students, faculty, 
and/or staff using devices without the knowledge and permission of the people involved.  
This also includes the taking pictures or taking a screenshot of personal/private 
communications (texts, emails, etc.), copying and pasting of such communications, and/or 
sharing of communications with others without the permission of the sender.   

In addition, the use of the school’s Google Chat and any other school communication 
tools must only be used for educational purposes and approved by the teacher or 
principal.   

Inappropriate, disrespectful, harassing, or unkind communications that occur using school 
devices will be dealt with severely.  This may include suspension or expulsion.  This 

https://www.commonsensemedia.org/
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includes any personal devices used during school hours or while students are on the 
premises of the school (this includes the After School Program, Summer Camp, and school 
events).  

Inappropriate, disrespectful, harassing, or unkind communications that occurs using 
personal devices during non-school hours but directly impact students during the school 
day may result in severe consequences at school.  

Any school technology used inappropriately may result in severe disciplinary 
consequences at school. 

All electronic devices brought to school are the responsibility of the owner.  The school 
takes no responsibility for lost cell phones, e-books and other such devices. 

The school principal, in accordance with diocesan rules and state laws, will determine the 
appropriate disciplinary measures to be taken regarding inappropriate and disruptive use 
of electronic devices. 
 
School Property 
 
The parent or 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 and labor or replacement.  No writing in any textbook is permitted.  
The student will pay a fine or the replacement cost for damaged or lost texts before any 
final reports, transcripts, or diplomas are presented. 
 
Cheating 
 
Cheating of any type will not be tolerated.  Students who choose to cheat face a wide 
array of disciplinary measures, up to, and including, suspension and possible expulsion. 
 
Off-Campus Conduct 
 
The principal of St. James School reserves the right to discipline its students for off-
campus behavior that is not in line with behavior expectations of its students during the 
course of the school day. 
 
Suspension 
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Students who are assigned an in-school suspension will be required to report to the 
school office. Classwork, homework, quizzes and tests will be delivered to the student for 
completion. 

Students who are given an out-of-school suspension will not be allowed on campus, or to 
attend any extra-curricular events until the student returns to school. Although the 
student will be responsible for all work missed during his/her absence, all grades will be 
recorded as zeros during the suspension time. 

All suspensions will require a conversation with the principal. 

Expulsion 
 
Expulsion is an extremely serious matter.  Students who pose a threat to themselves or to 
others may be expelled from St. James School.  Other discipline issues can result in an 
expulsion including continued poor behavior that is not resolved, bullying, or other 
behaviors deemed serious by the principal.  Students who have been expelled will not be 
allowed to return to the school.  Superintendent of Schools is contacted when a student is 
expelled.   
 
Sports Policy 
 
St. James School sports program will adhere to the policy rules and regulations of the 
Diocese of Bridgeport Catholic School System. 
 
Interscholastic Activities and Other Activities 
 
It should be clearly understood that all participants, as students in Catholic elementary 
schools, are expected to meet their obligations in the following areas: academics, 
attendance, personal behavior, conduct, appearance and all school policies and 
regulations. All matters pertaining to athletic activities are considered to be the 
responsibility of the principal and, as such, will be subject to review and acceptance of the 
school principal. His/her decision will be in concert with Diocesan policy. 
 
All students taking part in athletic activities are required to have a yearly physical, a copy 
of which must be on file in the school office.  
 
Basketball Teams Eligibility Rule 
 
Members of all Catholic elementary school teams: 

• Must be a full-time student in a Catholic school 
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• Must not have completed the eighth grade 

• Must be under 15 years old before December 31st of the school year 

• Cannot play for a parish team while a member of the school team.  Also, cannot 
play for an independent team while a member of the school team when the 
independent team is participating in the same league as the school team. 

 
St. James Sports Policy for Basketball 
 
A meeting, conducted by the coach, and attended by the parents, players and athletic 
director WILL take place prior to the first tryout. This meeting should outline the coaches’ 
philosophy, upcoming season’s expectations and provide the necessary forms for parents 
to complete.  Absence from this meeting does not excuse students and/or parents from 
adherence to the school’s policies set forth in this document. 
 

1) Conduct 

The SJS principal will meet with the athletic director, coaches and players at the 

start of the basketball season to ensure exemplary behavior is the standard at 

all times. 

a. Coaches, parents, and athletes’ conduct will reflect the Mission of St. James 

School at all times. 

b. Students are ineligible to participate in practice or a game if they are absent 

from school that day. 

i. Exception.  If a student is absent to attend a funeral he/she may 

participate in a scheduled practice or game that day. 

ii. Exception. If a student was in an approved academic setting, i.e., 

shadowing at a high school, he/she may participate in a scheduled 

practice or game that day. 

iii. Exception. If a student is medically tardy or leaves early for a Medical 

appointment, and was present for part of the day, he/she may 

participate in a scheduled practice or game that day, contingent upon 

the outcome of the appointment. 

c. Students that are habitually tardy (5 or more in a one-month period) will be 

declared ineligible for one game. 

d. If a player is ejected from a game, he/she will not be permitted to participate 

in the next game. 
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e. If a student is suspended from school, for any reason, he/she may be 

dismissed from the team for a period of time depending on the severity of 

suspension. 

f. Student participation in the St. James sports program is a privilege, therefore 

misconduct during the offseason and/or off-campus may prevent a student 

from being selected. Students should be especially wary of their participation 

in social media. 

g. Concerns over playing time or any team disputes that may arise after games 

or practices must be given a 24 hour “cooling off” period before contacting 

the coach.  Under no circumstances are parents to approach players directly 

with a problem or concern. 

 
2) Academic requirements 

a. Any student receiving a ‘D’ or below in any subject (including specials) on a 

progress report or report card will be declared ineligible to participate in 

games for a two-week period.  A player is required to attend all scheduled 

games as observer during the academic probation period. As always, the 

principal has the discretion to intervene at any time. 

b. If a student receives a ‘D’ on two consecutive report cards he/she will be 

dismissed from the team.  

 
3) Playing Time 

a. Playing time is ultimately determined at the discretion of the coach(es). All 

concerns must be addressed with them first. If a solution can not be reached, 

the matter will be brought to the attention of the athletic director and then 

to the principal. 

b. Junior Varsity Basketball Teams 

i. All eligible players must play in every game. 

1. Exceptions are at the discretion of the St. James School principal. 

a. Tournament Championship game  

b. Diocesan CYO tournament 

c. New England CYO tournament 

ii. When the lead reaches 10 points, two starters must be removed from 

the game. 
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iii. When the lead reaches 20 points, all starters must be removed from 

the game. 

iv. Only two practices may be conducted per week and must conclude no 

later than 8:30 p.m. 

c. Varsity Basketball Teams 

i. All eligible players must play in every game . 

1. Exceptions are at the discretion of the St. James School principal. 

a. Tournament Championship game  

b. Diocesan CYO tournament 

c. New England CYO tournament 

ii. When the lead reaches 10 points, two starters must be removed from 

the game. 

iii. When the lead reaches 20 points, all starters must be removed from 

the game. 

iv. Only two practices may be conducted per week and must conclude no 

later than 9:00 p.m. 

 
4) Students may try-out for the team but may not participate in any practices or 

games until they have turned in their sports physical and fulfilled their financial 

obligations. This fee will be added to your FACTS account as soon as your child 

makes the team. 

a. Basketball Financial Obligation 

i. A fee is charged for every player which covers the cost of: 

1. Insurance 

2. League fee 

3. Uniform 

4. Tournament fees 

 
5) All parents of basketball players and cheerleaders must volunteer for at least six 

hours at the St. James Basketball Tournament. Failure to volunteer will result in 

possible disciplinary action.  

Tuition and Payments 
 
PLEASE ADDRESS ALL TUITION QUESTIONS TO the St. James Bookkeeper (203) 375-5994 
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Delinquent Accounts 
 
All accounts must be current in order to receive any grades, including report cards, 
progress reports, and final averages. Student exams may not be scored, no grades or 
transcripts released, and students may not take part in graduation unless tuition is paid in 
full.  
 
Insufficient Funds 
 
All returned checks must be re-paid in total plus an insufficient check fee of $20.00 per 
check.  Re-payment of insufficient funds must be made in cash or with a money order or 
certified bank check. 
 
Early Withdrawal 
 
Tuition paid may be refunded on a pro-rated basis if you withdraw your child or your child 
is required to transfer prior to the end of the year.  Tuition is refunded based on the 
month of withdrawal – the tuition is refundable as of the first of the next month 
following.  In addition, all enrollment and registration deposits are forfeited.  Money 
earned through the St. James certificate program can only be used as a credit toward 
tuition.  It cannot be refunded or transferred if you withdraw from the school. 
 
After School Fees 
 
After School Program fees can be paid through FACTS or directly to the school by giving it 
to the program director. These fees are subject to the terms and conditions of the St. 
James tuition policy.  In addition, late pick-up fines in the amount of $15 per each 5 
minutes are charged if your child is not picked-up by 5:30 p.m.  
 
Additional Billing: Raffle Tickets & Volunteer Hours 
 
All St. James School families are expected to sell 15 raffle tickets a year as a fundraiser.  
Prices for the tickets are $10 per ticket.  Families who do not sell the tickets are billed for 
whatever tickets they do not sell (or buy).  Each St. James family is expected to complete 
a total of 30 volunteer hours for the school.  These hours are completed by a parent or 
other caregiver in the home.  Please reach out to Megan Merwin, the Director of 
Admissions and Marketing at megan.merwin@sjssct.org to get a link to the volunteer 
opportunities available.    For parents who are unable to volunteer, the option of paying 
$300 (or $10 per hour) is acceptable.   Families who were unable to volunteer are billed at 
the end of the year. 

mailto:megan.merwin@sjssct.org
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Please note: St. James School relies on the volunteer support of our families.  In addition, 
giving to the school also builds community and is aligned with our Gospel values.  
 
Uniforms Policy, Dress, and Appearance 
 
The uniform should always be clean, neat and unwrinkled. Shirts must be tucked in at all 
times, with the exception of our youngest learners in preschool and kindergarten.   If a 
student is not in uniform, parents may be called to bring the correct uniform to school 
or pick-up a student and return them to school (when the student is in proper uniform).   
A student may also be asked to wear a uniform from the Uniform Exchange (if a uniform 
is available).  A student may also be asked to get picked up if their hair or nails are not 
aligned with St. James School’s expectations as stated in this Handbook. 
 
Students are given more choice on “Dress Down Day”.  At the same time, dress on a 
“Dress Down Day” should reflect a spirit of modesty and respect for oneself, one’s 
community, one’s school, and the values at St. James. In addition, ripped jeans and shirts 
with inappropriate or provocative language are not allowed.   Dress should also be 
modest  
 
Parents and Caregivers are encouraged to visit the Uniform Exchange in the school 
office to find a uniform for their child.  The Uniform Exchange is a FREE service for our 
families.  We ask and highly encourage families who use the Uniform Exchange to 
donate their child’s previous year uniform (if gently used), to the Uniform Exchange.   
 
New uniforms can be purchased at: 
Land’s End   www.landsend.com 
Blake’s Uniform Store  www.blakesschooluniform.com    (203)-375-5901 
 
 
Daily Uniform - The day-to-day school dress for all students. 
 
Preschool 

- Short or long sleeve polo shirt with St. James logo (polo shirts can be white or 

navy) 

- Navy of khaki pants 

- Any sneaker (preschool ONLY) 

- SUMMER UNIFORM OPTIONAL (May 1 – October 31): navy or khaki shorts  

 

http://www.landsend.com/
http://www.blakesschooluniform.com/
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- OPTIONAL for GIRLS: Navy uniform knit dress & solid navy or white tights or socks 

Kindergarten 
- Short or long sleeve polo shirt with St. James logo (polo shirts can be white or 

navy) 

- Navy of khaki pants 

- Black, brown, or white shoes with rubber soles are acceptable.  This includes 

black, brown, or white sneakers. 

- SUMMER UNIFORM OPTIONAL (May 1 – October 31): navy or khaki shorts  

 
- OPTIONAL for GIRLS: Navy uniform knit dress & solid navy or white tights or socks 

- OPTIONAL for BOYS & GIRLS: navy or gray, quarter-zip fleece with St. James logo, 

solid navy sweater, or St. James School hoodie 

 
1st – 5th Grades (Elementary) 

- Short or long sleeve polo shirt with St. James logo (polo shirts can be white or 

navy) 

- Navy of khaki pants with a black, brown, or solid, neutral-colored belt 

- Solid navy or white socks 

- Black, brown, or white shoes with rubber soles are acceptable (no sneakers) 

- GYM UNIFORM: Gray, St. James logo t-shirt, Navy blue sweatpants or navy blue 

shorts, and athletic sneaker, OPTIONAL: sweatshirt with St. James logo 

- SUMMER UNIFORM OPTIONAL (May 1 – October 31): navy or khaki shorts with a 

brown, black, or neutral colored belt 

 

- OPTIONAL for BOYS: long or short sleeved, white-collared, button-down dress 

shirt with a black watch plaid tie (tie is optional) 

- OPTIONAL for GIRLS: Black Watch Jumper or Black Watch Plaid Skirt, plain white 

shirt underneath, and solid navy or white tights or socks 

- OPTIONAL for BOYS & GIRLS: navy or gray, quarter-zip fleece with St. James logo, 

solid navy sweater, or St. James School hoodie 

 
6th – 8th Grades (Middle School) 

- Short or long sleeve polo shirt with St. James logo (polo shirts can be white or 

navy) 

- Navy of khaki pants with a black, brown, or solid, neutral-colored belt 

- Black, brown, or white shoes with rubber soles are acceptable (no sneakers) 
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- GYM UNIFORM: Gray, St. James logo t-shirt, Navy blue sweatpants or navy blue 

shorts, and athletic sneaker, OPTIONAL: sweatshirt with St. James logo 

- SUMMER UNIFORM OPTIONAL (May 1 – October 31): navy or khaki shorts with a 

belt 

- OPTIONAL for BOYS: long or short-sleeved, white-collared, button-down dress shirt 

with a tie or bow tie (tie/bow tie are optional) 

- OPTIONAL for GIRLS: Gray or khaki pleated skirt and tights or socks (leggings can 

only be worn during approved time periods - weather permitting) 

- OPTIONAL for BOYS & GIRLS: navy or gray quarter-zip fleece with St. James logo, 

solid navy sweater, or St. James School hoodie 

Reminder: shorts and skirts must be no more than 3 inches above the knee 
 
Boys and Girls Hair 
 
Hair should be clean, combed, and tidy.  Colored highlights are allowed in natural hair 
colors only.  Boys’ hair needs to be above the collar, not covering the eyes, and neatly 
trimmed.  There is no facial hair allowed. 
 
Girls Nails  
 
Girls are allowed to have painted nails.  Colors for nails can be neutral or other “tone 
downed” colors.  Fake nails are not allowed. 
 

ALL UNIFORM REGULATIONS AND GUIDELINES (INCLUDING HAIR AND NAIL 
GUIDELINES) ARE SUBJECT 

TO THE DISCRETION OF THE PRINCIPAL 
 
 

 
Right to Amend 
 
At any time, the school principal reserves the right to amend this Handbook.  Notice of 
amendments will be sent to parents via email or in the Friday Letter.  
 



35 

 

PARENT-STUDENT AGREEMENT 
We hereby agree to abide by all the rules and regulations above, which have been established for 
diocesan sports teams.  We also agree to follow the St. James policy for sports participation and 
academic eligibility, as detailed herein. 
 
ALL MUST SIGN BELOW: 
 
____________________________________________   _______________________________ 
STUDENT SIGNATURE      DATE 
 
____________________________________________   _______________________________ 
PARENT/GUARDIAN #1 SIGNATURE    DATE 
 
____________________________________________   _______________________________ 
PARENT/GUARDING #2SIGNATURE    DATE 
 
 
**Please note that after the DUE DATE, a player may not participate in games or practices without a fully 
signed contract and all other required fees and forms.   

 

 
 
It should be clearly understood that all participants, as students in Catholic elementary 
schools, are expected to meet their obligations in the following areas: academics, 
attendance, personal behavior, conduct, appearance and all school policies and 
regulations. 
 
All matters pertaining to athletic activities are considered to be the responsibility of the 
principal and, as such, will be subject to review and acceptance of the school principal. 
His/her decision will be in agreement with diocesan policy. 
 
All students taking part in athletic activities are required to have a yearly physical, a copy 
of which must be on file in the school office.  
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ST. JAMES SCHOOL 

 

Parent and Student Signature Page 
 
I have read and reviewed the most current version of the St. James Family Handbook in its 
entirety, inclusive of the Diocese of Bridgeport Technology Acceptable Use Policy and 
Bullying policies (both appended). Please write your family name legibly & check the 
appropriate box below: 

 
FAMILY (Last) NAME: ______________________________ 

 

 I/We agree to follow the school policies and procedures as stated within and 

appended to the current St. James Parent/Student handbook and sign below in 
acknowledgement. 
 

 We do not accept the stated policies as written in or appended to the current St.  

James Parent/Student Handbook and will not sign-off below. 
 

_________________________________ ____________________ 
Parent/Guardian Signature   Date 
 
_________________________________ ____________________ 
Parent/Guardian Signature   Date 
 
_________________________________ ____________________ 
Student Signature     Date 
 
________________________________ ____________________ 
Student Signature     Date 
 
________________________________ ____________________ 
Student Signature     Date 
 
________________________________ ____________________ 
Student Signature     Date 
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SIGNED FORM DUE TO THE PRINCIPAL BY THE 1ST DAY OF SCHOOL 
Note: The Principal reserves the right to change the handbook as needed. Parents will be notified of any 

changes. 
 

This contract must be signed annually and kept on file by the school office.  We ask parents to discuss these policies with students prior to signing. 

Parents may sign for their Kindergarteners and Preschoolers.  First grade and up should be able to sign for themselves.  



 

ATTACHMENTS 
 

Field Trip Consent Form 
Please complete in full: 
 
I/We, the parent(s)/guardian(s) of    
                  (student’s name-print) 
request that the St. James School allow my/our son/daughter to participate on this school sponsored trip/activity 
described below: 
 
We are going to:   
 
The date and time of the trip is:   
 
The educational purpose is:   
 
The cost per student is (please include payment with form – checks payable to St. James):   
 
Additional related information: 
 
 
 
We hereby release and save harmless the Diocese of Bridgeport, St. James School, and any and all of its employees 
from any liability for any and all harm arising to my/our son/daughter as a result of this trip. 
 
I/We understand that the trip will be supervised by members of the faculty.  All school transportation will be on 
properly insured vehicles.  No parent, guardian or other person may remove a child from a class trip.  All students 
who leave St. James on the bus must return to school on the bus. 
 
Parent/Legal Guardian:                   

(signature)             (date) 
 
Parent/Legal Guardian:                   

(signature)             (date) 
 
 
CHAPERONE REQUIREMENTS – Must be completed by any & all adult chaperones:  
 
Chaperone Name:  ______________________________________________ Date:  _____________ 
 
I am eligible to chaperone a school trip as indicated below: 
  
_________ I have submitted a background consent form to St. James School. 
your initials 
__________ I have attended “Protecting God’s Children” and submitted a copy of my Virtus Card to St. James.    
your initials 
 



 

Inclement Weather / Dismissal Procedure 
 
REGULAR Hours:  St. James School  
Doors Open:  7:30 a.m.  Tardy (Parent must sign-in in office) after 7:45 a.m. 
Dismissal is at 2:05 p.m. After School Program operates on regular days from 2:05 p.m. to 5:30 p.m. 
Preschool opens at 7:30 a.m. with dismissal options of 11:30 a.m., 2:05 p.m. or 5:30 p.m.  
 
SCHOOL CANCELLATIONS:  Follow Stratford Schools 
A text and email will be shared with families if there is a cancellation.   
 
SCHOOL DELAY:  
If we start late, the doors will open at the time indicated in the communication.  NO child may be dropped 
at school earlier than the stated time.  There is no change to dismissal times. There is after school when 
we experience a delay.   
 
PLANNED EARLY DISMISSAL: On regularly scheduled half days dismissal time is 11:25 a.m.  
If a situation arises, which requires the town to call an unexpected early dismissal, we will dismiss at 
11:25 a.m.  In the case of early unplanned dismissal, we will send a text and phone alert to all parents.  
Bus service is still provided.  
 
EMERGENCY DISMISSALS:  We will follow the instructions that you provide us on the emergency form if 
ever such an event occurs.  If you have registered your e-mail address with us, we will send out a 
notification of emergency dismissal via e-mail as well. 
 
UNPLANNED/WEATHER-RELATED EARLY DISMISSAL:  There is no after school program on these days.    
 

EMERGENCY BROADCAST/PAGE SYSTEM:  We will call and text you in an emergency situation or in the event of an 
unplanned early dismissal.  The message will always identify St. James.  Please make sure that your personal contact 
information is correct in our database.  Contact us immediately whenever your cell, phone or email address 
changes.  



 

The St. James Essential 15 
 

 
 

 
When someone is talking to you, look at them. When you look right at 

a relative, a teacher or a. friend, they can really see that you are 

listening carefully. 

  

When you answer an adult, use words like “yes” or “no.”  You never just 

nod your head at them. 

  

Always be polite and respectful when your classmates are sharing 

ideas. Listen to them the same way you want them to listen to you. 

  

Sometimes a classmate may bother you or make you feel badly. First 

try hard to solve your problem nicely. If that doesn't work, ask your 

teacher to help you. Your teacher is there to protect you. 

  

It's nice to win but don't brag about it. If you lose, be a good loser. 

Everyone wants to play with someone who does not brag and can be a 

happy loser. 

  

Be kind and hold the door for the person behind you. Always stop and 

hold the door for an adult.  

  

Don't share your germs! When you sneeze or cough, turn your head 

away from others. Cough into your elbow and then say "excuse me:" 

  

It is important to be grateful for anything you receive, so practice the " 

3 second rule:' Always say "thank you" right away when you are given 

something. If you don't say "thank you," the item will be taken back. 

  

Move quietly in the hallways or around your classroom. Other students 

and teachers are working hard and you don't want to disturb them  

  

Walk in a nice straight line and keep some space between you and your 

classmates. Always face forward and remember not to talk. 

  

Always try to do your best because you want to be the best that you can 
be. Never ask for a reward.  If you ask, it will not be given. When your 
teacher does give a reward, always say “thank you.” 
  
Flush the toilet and wash your hands after using the bathroom. The 
bathroom and your hands should be nice and clean when you finish! 
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TECHNOLOGY ACCEPTABLE USE POLICY 
DIOCESE OF BRIDGEPORT, CONNECTICUT 

 
1.300 Technology  
POLICY  
Approved: July 1, 2013 
Revised: October 14, 2015  
 
Students shall be instructed in the integration of technology in the curriculum with an understanding 
of the implications of technology in furthering the mission of the Church, in spreading the Gospel to 
all people, and as a tool of communication, analysis, and research. 
 
The school must provide a network that shall allow for the availability of the Internet within the 
classroom. Each school shall educate students in the proper use of the Internet and shall provide 
appropriate supervision and monitoring of student use. 
 
Each school shall include technology in its long-range strategic plan that provides for the integration 
of technology into the curriculum and for the purchase and maintenance of equipment. The plan must 
also provide for the depreciation and replacement costs of all equipment.  
 
PROCEDURE  
Approved: July 1, 2013 
Revised: October 14, 2015 
 
All purchases of computers, tablets and related equipment must be approved by the Office of the 
Superintendent of Schools. All technology contracts must be approved by the superintendent.  
 
It is impossible to control access to all controversial or potentially inappropriate materials or to 
predict with certainty what information the user might locate on global information networks such as 
the Internet/Intranet. Such electronic information does not imply endorsement of the content by the 
school or the Office of Superintendent of School or the Diocese of Bridgeport nor of the use of such 
information by students and staff.  
 
Due to the evolving nature of technology, the Office of the Superintendent reserves the right to 
amend or add to this policy at any time without notice.  
 
Appropriate and reasonable measures should be taken by each school to ensure student’s safety and 
privacy regarding technology, social media, and use of electronic devices. 

 
1.301 Information Technology - Acceptable Use Policy  
 
POLICY  
Approved: July 1, 2013  
Revised: October 14, 2015  
 



 

Information Technology refers to the use of hardware, software, service, and supporting 
infrastructure to manage and deliver information using voices, data, and media. Hardware includes 
computers, data storage devices, networks and includes communication devices. Use of information 
technology is a privilege that carries responsibility and behavioral expectations consistent with 
Catholic teachings as well as all school rules and policies including, but not limited to, those stated in 
the school’s parent/student handbook.  
 
Use of all available technologies by students, faculty, and all school personnel must be in support of 
education and research consistent with the educational goals and objectives of the school.  
 
The logo, name, or mascot of the school may not be used or reproduced by any student without the 
permission of the principal. Violations of this policy shall be grounds for disciplinary actions up to and 
including expulsion.  
 
Equipment:  
All technology and communication tools purchased or provided by the school are considered school 
property intended for professional use only and subject to reasonable inspection. All use of 
technology and communication tools during school hours is likewise school property and subject to 
reasonable inspection for appropriateness.  
 
The use of any electronic communication device during tests or assessments must be approved by the 
teacher or the principal where appropriate.  
 
Digital Communication:  
Improper use of digital communication includes engagement in social networking, emails, online 
blogs, text messaging, websites postings, or any postings that include defamatory comments 
regarding the school, a person’s dignity, bullying, harassment, threats, or other inappropriate 
comments that are contradictory to Catholic teaching. Such comments can include, but are not 
limited to, those of a sexual nature, threats, defamation, slander, malign, bullying, harassment, or 
comments that embarrass or cause harm to members of the school community.  
 
If a student’s use of digital communication is contrary to Gospel values, endangers the safe 
environment of the school, or otherwise disrupts the school environment, the student may be subject 
to disciplinary action up to and including expulsion. This policy applies regardless of whether it occurs 
within or outside of school.  
 
Prohibited Uses:  
Each user shall abide by the generally accepted rules of etiquette and applicable school policies as 
well as comply with all state, federal, and local laws, including copyright laws and laws prohibiting 
harassment via computer, technological devices, and practices. The following include, but are not 
limited to, prohibited uses of technology or communication tools: 
 

• Make unauthorized copies of software;  

• Copy, change, read, or use files from another user without prior permission from that user;  

• Gain unauthorized access to system programs or any school or student data;  

• Disturb or harass other computer users;  

• Use inappropriate language in communications;  



 

•  Install software or hardware or change the system configuration including network settings 
    without prior consultation with Tech Support;  

•  Upload or download non-approved software;  

• Carry defamatory, discriminatory, or obscene material;  

• Infringe upon another person’s intellectual property rights;  

• Violate the terms of any applicable telecommunication license or any law governing trans-border  
    data flow;  

• Attempt to penetrate computers or networks of any company or other system;  

• Establish any official representation of the school (i.e., on an Internet/Intranet home page) 
without 
    obtaining prior approval of the principal;  

• Share personal information about themselves or others, including, but not limited to the 
following 

      :         their images, home addresses, personal email, telephone numbers, passwords, social security 

                numbers, or credit card numbers; • Attempt to illicitly obtain or use passwords or screen names;  

• Enter closed areas of the network, introduce computer viruses, commit acts of vandalism, 
and/or  

    attempt to modify, harm, or destroy any data of another user; • Write or send abusive messages 
    or those which contain vulgarities, violence, or threats;  

• Bulk post to individuals or groups to overload the system; i.e. “spamming”; • Engage in online 

    gambling or participate in fantasy sports teams; • Send chain letters or participate in 
    pyramid schemes; or  

• Use intrusive devices or programs, such as keystroke loggers, spyware, hacking facilities, or any 
means of identity theft.  

 
PROCEDURE  
Approved: July 1, 2013  
Revised: October 14, 2015  
 
Schools must obtain the written permission of a student's parent(s)/guardian(s) before the student 
may access the Internet/Intranet relating to its acceptable use. The school shall use the required forms 
developed by the Office of the Superintendent of Schools regarding the acceptable use of information 
technology. These forms are to be signed and kept on file in the school’s office.  
 
Schools do not assume liability for technological devices that may be confiscated, lost, or stolen from 
the classroom, school grounds, or school events.  
 
The universal principles provided for the safe use of technology are to be applied prudently and 
judiciously in the event an update has not occurred before an advance in technology. 

 
1.302  Rights of Access and Review  
 
POLICY  
Approved: July 1, 2013  
Revised: October 14, 2015  
 



 

All material, including electronic mail, which is electronically stored on a school’s computer, is the 
property of the respective school.  
 
The principal/president and the superintendent or his/her designee retains the right to access, review, 
edit, and delete all user files and any material stored on any system.  
 
Catholic school administrators have the right to monitor student use of school computers and 
computer accessed content.  
. 



 

 
Official Diocesan Bullying Policy Attachment 

3.310 Bullying 
 
POLICY  
 
Approved: July 1, 2013  
Revised: October 14, 2015  
 
Bullying is prohibited in all Catholic schools within the Diocese of Bridgeport. 
 
Bullying is defined as the repeated use of unwanted, aggressive communication or behavior by one or 
more students to another student that:  

 • Causes physical or emotional harm to such student or damage to such student's property;  

 • Places such student in reasonable fear of harm to himself or herself, or of damage to his or her 

     property; • Creates a hostile environment at school for such student;  

 • Infringes on the rights of such student at school; or  

  • Substantially disrupts the education process or the orderly operation of a school.  
 
Bullying shall include, but not be limited to, a written, oral, or electronic communication or a physical act 
or gesture based on any actual or perceived differentiating characteristic, such as race, color, religion, 
ancestry, national origin, gender, sexual orientation, gender identity or expression, socioeconomic status, 
academic status, physical appearance, or mental, physical, developmental or sensory disability, or by 
association with an individual or group who has or is perceived to have one or more of such 
characteristics.  
 
Bullying must not be tolerated during the school day or during any school-sponsored activities on or off 
school grounds. Bullying and intimidation are actions that are contrary to the teachings of the Catholic 
Church.  
 
Any behavior deemed by the school administration to be considered as bullying shall result in disciplinary 
actions up to and including expulsion.  
 
Any student who retaliated against another student for reporting bullying may be subject to disciplinary 
actions up to and including expulsion. 
 
Clarification of terms:  

  • "Cyberbullying" means any act of bullying through the use of the Internet, interactive and digital 
technologies, cellular mobile telephone or other mobile electronic devices or any electronic 
communications.  

  • "Mobile electronic device" means any hand-held or other portable electronic equipment capable 
       of providing communication between two or more individuals. EFFECTIVE DATE OCTOBER 

       14, 2015 CHAPTER 3 - STUDENTS  

  • "Electronic communication" means any transfer of signs, signals, writing, images, sounds, data, 
or 

        intelligence of any nature transmitted in whole or in part by Internet, cellular, fiber, wire, radio, 
        electromagnetic, photo electronic, or photo-optical system.  



 

  • "Hostile environment" means a situation in which bullying among students is sufficiently severe 
       or pervasive to alter the conditions of the school climate.  

  • "Outside of the school setting" means at a location, activity or program that is not school 
related, 

      or through the use of an electronic device or a mobile electronic device that is not owned, 
leased 

      or used by the school.  

  • "School climate" means the quality and character of school life with a particular focus on the 
        quality of the relationships within the school community between and among students and 
       adults.  
 
 
PROCEDURE  
Approved: July 1, 2013  
Revised: October 14, 2015  
 
School employees, students, and parents who become aware of any act of bullying must report the 
incident to the principal for further investigation. Schools shall set up a procedure for such reporting and 
publish the procedure in the schools parent/student handbook. Each school shall also set up a procedure 
so that parents of students may make written reports of acts of bullying. Reports should be submitted in a 
timely manner to ensure immediate action and clear recollection of facts.  
 
Students may report acts of bullying anonymously.  
 
Upon learning of the bullying incident, the principal shall immediately begin a thorough investigation. The 
investigation may include interviews with students, parent(s)/guardian(s), and school staff, review of 
school records, and identification of family issues.  
 
If it is concluded that an act of bullying has occurred, the parent(s)/guardian(s) of the student who 
committed such acts and the parent(s)/guardian(s) of the student against whom such acts were directed 
shall be notified. Consequences for students who bully others shall depend on the results of the 
investigation and include parent conferences, professional counseling, detention, suspension, or 
expulsion. Depending on the severity of the incident or the series of incidents, the principal may also take 
appropriate steps to ensure student safety. These may include implementing a safety plan, separating 
and supervising students involved, providing staff for students as necessary, reporting incidents to DCF or 
law enforcement if appropriate, and establishing a supervision plan with the parents.  
 
Bullying incidents under investigation that may result in suspension or expulsion must be reported to the 
superintendent. The superintendent reserves the authority to make a final decision regarding expulsion.  
 
Schools reserve the right to notify local law enforcement when appropriate. 



 

 

 

St. James Tablet/Chromebook Policy 
(Updated 3/17) 

 
 

The policies, procedures and information within this document apply to all tablets used at 
St. James School. Other devices considered by the principal may come under this policy as 
well. 
 
1. RECEIVING YOUR DEVICE 
Tablet/Chromebook will be distributed during the first week of school. Parents and 
students must sign and return the Tablet/Chromebook Computer Protection Plan and 
Student Pledge documents before the device can be issued. Each student will be assigned 
a single device for use during the entire year. Devices will be issued each morning and 
returned to the charging station at the end of each day. The devices are not permitted to 
be taken home under any circumstances. 
 
2. TAKING CARE OF YOUR DEVICE 
Students are responsible for the general care of the device they have been issued by the 
school. Devices that are broken or fail to work properly must be taken to the teacher 
immediately. 
 
General Precautions 

• No food or drink is allowed next to your device while it is in use. 

• Cords must be inserted carefully into the device. 

• Devices must be turned off before placing them in the charging station. 

• Do not place anything on the device that could put pressure on the screen. 

• Clean screen with a soft, dry, or anti-static cloth. 
 
Devices must remain free of any drawings, stickers, or labels that are not the property of 
St. James School. 
 
3. USING YOUR DEVICE AT SCHOOL 
 

A. Devices are intended for use at school each day. Students are responsible for 
bringing their device to all classes, except gym, unless specifically advised not to do 
so by their teacher. 

B. A loaner device may be issued to a student during a period of repair or re-order. 
C. Inappropriate media may not be used as a screensaver. 



 

D. Hard drive passwords are forbidden. 
E. Sound must be muted at all times, unless permission is obtained from the teacher 

for instructional purposes. 
F. Only approved apps may be installed on the device.  

 
 
4. ACCEPTABLE USE 
 

A. Students will have access to all available forms of electronic media and 
communication which is in support education and research, and in support of the 
educational goals and objectives of St. James School. 

B. Students are only permitted to operate the device issued to them and they are 
responsible for their ethical and educational use. 

C. Access to the school’s technology resources is a privilege, not a right. 
D. Transmission of any material that is in violation of any federal law is prohibited, 

including but not limited to trademark and copyrighted material, threatening or 
obscene material and computer viruses. 

E. Any attempt to alter data, the configuration of the computer, or the files of another 
user will be considered an act of vandalism and subject to disciplinary action. 

F. Students will always use appropriate language when communicating through email. 
G. Network usage is not confidential. All communications will be regarded as property 

of St. James School and may be monitored at any time to ensure appropriate use. 
H. Under no circumstances should devices be left in an unsupervised area. 

 
5. EMAILS 
 

A. Once a student has received the device he/she will be assigned an email address.  
B. Email address and password must be kept private, only to be shared with the 

computer teacher. 
C. Email correspondence may only occur for educational purposes. 
D. Inappropriate language, photos, etc. will not be tolerated, and may lead to 

disciplinary action. 
E. Email correspondence will not be considered private property and may be viewed 

by a teacher without permission. 
 
6. PROTECTION AND STORAGE 

A. Student devices will be labeled in a manner specified by the school. The device’s 

serial number will correspond to that label. Students should memorize their label. 

B. Students will place their devices in their personal lockers during lunch. Lockers must 

be locked.  



 

C. At the end of the school day, the devices will be stored in a designated locker. The 

device must be plugged in to the charging station that corresponds to their label.  

 
7. DEVICE DAMAGE 

A. Limited warranty insurance has been purchased that covers normal use, mechanical 

breakdown or faulty construction and will provide partial (50%) replacement cost of 

the devices. It also provides for partial (50%) replacement for damage caused by 

liquid spills, accidental drops, power surges and natural disasters.  

B. The insurance provider will not replace devices that have been intentionally 

misused, frequently damaged, lost or stolen. They will not replace a device that has 

absorbed a computer virus.  

C. All device problems must be reported immediately. 

D. Fraudulent reporting of theft, loss, or accidental damage will be turned over to the 

police. A student making a false report will be subject to disciplinary action. 



 

 

Tablet/Chromebook 
 
I         (print name) have read the St. James Device 
Policy.  I understand that I am financially responsible for replacing the device assigned to 
me if the damage or loss of the device is not covered by the warranty or insurance. 
 
I understand that device use is part of the curriculum and will only be used for that 
purpose. 
 
My device’s serial number is:          
 
 
              
Student Signature     Parent Signature 
 



 

SUMMARY REPORT 
Incident(s) Student Behavior 

 
 

Student  Name: Teacher: 

  

Date: Time: 

  

Describe what happened in detail: 
 
 
 
 
 
 

Teacher Intervention (s): 
 
 
 
 

Date(s): 
 
 

Have the Parents been contacted:   Yes  No 
 

How many  times:  ___________________  Dates:  
 

Summary of Interventions: 
 
 
 
 

Principal Intervention:   
 
 
 
 

Outcomes/Next Steps: 
 
 
 
 

 

 


