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PURPOSE AND USE OF HANDBOOK 
 

This handbook exists to foster the efficient operation of Saint James School.  In appropriate 

circumstances, the Principal has full discretion to take actions other than those specified in the 

handbook.  This handbook is not intended to and should not be considered to create any legal rights 

for students or parents/guardians.  All interpretations of school rules rest finally and exclusively 

with the Principal. 

 

This handbook is subject to change at any time when determined to be necessary by the school 

administration.  If significant changes are made to the handbook, parents/guardians will be notified. 

 

This handbook is in effect once it is distributed to the parents/guardians at the beginning of each 

school year.  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

TABLE OF CONTENTS 

 

HISTORY AND DESCRIPTION 

MISSION 

PHILOSOPHY STATEMENT 

ADMINISTRATION 

ACADEMICS AND CURRICULA 

• HOMEWORK 

• GRADING 

• LATE ASSIGNMENT POLICY 

• MIDDLE SCHOOL MATH PLACEMENT 

• CHEATING AND PLAGIARISM 

• MIDTERM AND FINAL EXAMS 

• GRADUATION 

• CLASS TRIPS 

• PHYSICAL EDUCATION 

• RECESS 

• SERVICE 

ADMISSIONS AND WITHDRAWALS 

ARRIVAL AND DISMISSAL 

• TARDINESS 

ATTENDANCE 

BEHAVIORAL EXPECTATIONS AND DISCIPLINE 

• DISCIPLINE 

• SEARCH AND SEIZURE 

• BOOK BAGS AND CARE OF TEXTBOOKS 

• UNIFORM  

• UNIFORM CODE 

COMMUNICATION 

GENERAL INFORMATION 

• ASBESTOS NOTICE 

• CHANGE OF ADDRESS/PHONE NUMBER 

• CLASS PLACEMENT 

• COURT/CUSTODIAL ORDERS 

• DELAYED OPENINGS 

• EMERGENCY CLOSINGS 

• INSURANCE 

• LOST AND FOUND 

• MONEY SENT TO SCHOOL 

• MEDIA RELEASE 

• RELEASE OF SCHOOL RECORDS 

• USE OF SCHOOL LOGO 

HEALTH AND SAFETY 

• ILLNESSES/INJURIES 

• ADMINISTRATION OF MEDICATION 

• FOOD ALLERGIES 



 

 

 

HOME SCHOOL ASSOCIATION 

SCHOOL SAFETY 

• EMERGENCY DRILLS 

• SCHOOL ACCESS/VISITORS 

STUDENT PROGRAMS AND SERVICES 

• BEFORE-CARE PROGRAM 

• AFTER-CARE PROGRAM 

• ATHLETICS 

• CAFETERIA/LUNCH 

• COUNSELOR 

• ENRICHMENT CLUBS 

• SPIRITUAL LIFE 

TECHNOLOGY 

TUITION AND FEES 

 

APPENDIX A – DROP-OFF/PICK UP POLICY 

APPENDIX B – ETHICAL USE OF TECHNOLOGY POLICY 

APPENDIX C – HAZING, INTIMIDATION AND BULLYING POLICY 

APPENDIX D – CLASS PLACEMENT POLICY 

APPENDIX E – COVID PROTOCOLS 

APPENDIX F – EMERGENCY TRANSPORTATION, MEDIA RELEASE, ACKNOWLEDGEMENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1 

 

 

 

HISTORY AND DESCRIPTION OF SAINT JAMES SCHOOL 
 

Saint James School is a private, Catholic, co-educational institution of learning for students in 

PreKindergarten through eighth grade and is accredited by the AdvancedEd accrediting agency. It is a 

vital ministry of the Church of Saint James and is administered and run by a dedicated team of 

administrators, faculty, and staff members. Saint James School is part of the Metuchen Diocesan 

educational system and is subject to and bound by the general policies of the Diocese of Metuchen. 

Located in Basking Ridge, New Jersey, our school works closely with the administration of the 

Bernards Township school system and observes the regulations of the New Jersey Department of 

Education. 

 

From its modest beginning in 1965 with 88 first, second, and third graders taught in the old Lee 

Mansion carriage house. The present building was completed in the 1968-1969 school year.  In 1992, 

a gymnasium with two extra classrooms was added on to the existing school building, and, in 2013, 

the building was renovated to provide a more secure front entrance and administrative offices located 

on the first floor. 

 

The school currently has a faculty of 20 full-time teachers, a guidance counselor, six part-time specials 

teachers, and nine instructional aides.  A nurse is on staff, provided by Somerset County. Our students 

can purchase a varied lunch menu each weekday, which is prepared by our own in-house Food 

Program Coordinator, and Before-Care and After-School Care programs are available. 

 

 

 

MISSION 

 

The mission of Saint James School is to develop Christ-centered academic excellence in all of our 

students, and the entire Saint James School community shares in this mission.  We promise to 

provide a safe, engaging and fun learning environment to nurture your child’s emerging skills. 

  

We believe that God works with us and through us. That God invites us into a deeper relationship 

with Him and calls us into this community. That through community, character and integrity are 

forged, and we move away from self toward others. We believe in using our gifts and talents in the 

service of others and to help us realize our God-given potential. We believe in a community where 

all members are respected and where we celebrate the accomplishments of one another. 
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PHILOSOPHY OF EDUCATION 
 

We believe that each student is a unique gift of God entrusted to us for a time. We see the role of the 

school as one of cooperation with parents/guardians to awaken the potential of each student for his or 

her full development spiritually, intellectually, psychologically, socio-culturally, and physically as part 

of God’s plan for Creation. To this end, we seek to instill in the child a belief in the doctrine and values 

of Catholic-Christian heritage, and we endeavor to promote concepts of self-discipline, personal 

responsibility, diligent scholarship, and service to the local and world community.  

 

As Catholic educators, we strive to model our teaching after Jesus, the great teacher. With this in mind, 

we work to be caring role models and ministers of the Gospel. The family of Saint James School 

encourages our students, through the teachings of our faith, to recognize the presence of Jesus in each 

other. They are challenged to see themselves not only as individuals but also as members of a total 

community, and they must work together to foster an atmosphere of mutual cooperation and respect. 

Students are encouraged to see themselves as unique and special in their own right.  

 

Saint James School further addresses our students’ educational needs by enhancing the learning 

environment through the integration of a technology program and advancing communication skills 

through community and Christian resources.  This foundation also contributes to the development and 

utilization of critical thinking and problem-solving techniques. Mindful of the unique contribution they 

can make to our school community, our students are further encouraged to achieve their potential 

through participation in co-curricular activities, including the arts, service to others, and involvement 

in enrichment, social and athletic activities. All of this is accomplished through the loving guidance of 

our faculty, parents, and support personnel. 
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ADMINISTRATION 
 

The Pastor of the Church of Saint James is the spiritual leader and administrative head of our parish 

and school. It is his duty to see that the educational program of the school is implemented and that the 

regulations promulgated by the Superintendent of the Diocese of Metuchen are strictly observed. He 

is also responsible for the financial maintenance, adequate custodial care, and improvement of the 

school.  

 

The Principal, working closely with the Pastor oversees all aspects of the operations of the school 

including the educational effectiveness of the school and coordination of all work in all departments. 

He/she is responsible for maintaining a wholesome and reasonable spirit of discipline throughout the 

school.  

 

Our School Advisory Council consists of members of our school and parish community who support 

Catholic education and the mission of the school, work with the Pastor and Principal to support and 

promote the school. Official meetings of the School Advisory Council are held on a regular basis. 

 

The school’s support staff has certain administrative duties and responsibilities and supports the 

Principal. They work hand in hand in seeing that the school’s mission statement is professed in word 

and action.  

 

The teachers work with the parents in educating our children according to diocesan and New Jersey 

State and national guidelines. It is expected that the parents will support and cooperate with the 

authority of the school.  
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ACADEMICS AND CURRICULA 

 

The academic program at Saint James School follows the guidelines recommended by the Diocese of 

Metuchen. Curricula are developed within this framework and in accordance with national and New 

Jersey State standards. These curriculum guidelines bring focus to what must be taught in a specific 

grade. The school offers a well-ordered curriculum of study for students in grades PreKindergarten 

through Eighth Grade with a rigorous academic program consisting of courses in Religion/Family 

Life, Math, English/Language Arts, Science, and Social Studies, as well as “specials,” which include 

Music, Art, Foreign Language, Physical Education/Health, and Technology and Library. All students 

will attend all classes offered at their respective grade levels.  

 

Curriculum overviews are available on the Saint James School website. 

 

Daily religious instruction, prayer, participation in the Liturgy, sacramental opportunities, and 

celebrations of the Liturgical seasons of the Church’s year provide the religious atmosphere that is a 

central part of Saint James School. The non-Catholic student is expected to understand and agree that 

the school exists to educate in the framework of Catholic values, and these students must participate 

in all Religion classes and Liturgical services scheduled for students during the school year. The 

diocesan-mandated Theology of the Body is taught as part of the Religion curriculum.  It specifically 

addresses the needs of today’s developing young Catholics and allows our students to form specific 

values toward which the Christian person strives. 

 

The PreSchool through fourth grades are self-contained classrooms taught by one homeroom teacher.  

The fifth through eighth grades are departmentalized with teachers for grammar/writing, 

literature/vocabulary, mathematics, religion, science, and social studies.  Students in grades 6, 7 and 8 

are evaluated for math placement at the beginning of each school year and are assigned to an on-grade 

or accelerated mathematics class for the year.  Accelerated eighth graders are placed in Algebra I. 

 

Saint James School provides technology integration across the curriculum at all grade levels, fostering 

growth in digital literacy, critical thinking, creative publishing, effective communication, ethical use, 

and improved productivity.  

 

Students in Grades 1-8 are given an annual standardized assessment, the NWEA MAP, three times per 

year. Standardized testing, per Diocese of Metuchen mandates, measures student achievement in 

Reading, Language, and Mathematics.  Individual results are shared with parents after each testing 

window.  Assessment data is used by teachers to determine skill gaps, and opportunities for 

reinforcement and challenge. Students who are absent during MAP testing are expected to make-up 

the tests at the discretion of the testing coordinator and the school Principal. 

 

Saint James School assigns students to classrooms/homerooms based on a desire to create a nurturing 

academic environment for the individual student.  The school’s administration will decide these 

assignments and does not accept parent/guardian requests for classroom assignments for the coming 

school year unless requested through or recommended by the Guidance Counselor or the Principal.  

(see below for Math Placement information and Appendix D for Class Placement policy). 

 

Upon recommendation from a teacher, a student at any grade level who is exhibiting difficulties in 

learning may receive confidential diagnostic testing through the Somerset County Educational 

Services Commission (SCESC). This comprehensive evaluation by a team of specialists is at no 

expense to parents. This evaluation of the student’s ability and performance may yield specific areas 
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of improvement and qualify him/her for extra class support services, including compensatory 

education, speech, ESL, supplemental instruction, and special education support.  

 

HOMEWORK: Homework, carefully planned and geared to the development of the individual 

student, meets a real need and has a definite place in an educational program.  It is assigned to help 

the student become more self-reliant, learn to work independently, and improve skills that have been 

taught.  

 

It is very important that parents provide a good atmosphere for work at home.  A specific place should 

be set aside for the student.  Parents/guardians should observe the student at work and be available to 

give guidance if the need arises.  However, self-direction is one of the major goals of homework.  

Parents/guardians are not permitted to do homework or projects for students. Individual classroom 

homework policies are explained to parents at Back-To-School Night.  

 

It is school policy that teachers are not to give any advance work to students taking vacations during 

the school year.  It is the responsibility of the student to get and complete all missed assignments and 

tests.  If a teacher feels the need to have a child remain after school for help for any reason, 

parents/guardians will be expected to cooperate.  

 

GRADING: The Diocese of Metuchen has a uniform grading scale for all schools in the diocese, as 

follows: 

 

Kindergarten Grades 1-2  Grades 3-8 

 C Consistently Observed 
 

O 96 - 100  A+ 97 - 100 

 S Sometimes Observed 
 

VG 90 - 95  A 93 - 96 

   X       Practice & Support Needed 
 

G 84 - 89  B+ 89 - 92 

 NA   Not assessed at this time 
 

S 77 - 83  B 85 - 88 

 N 70 - 76  C+ 80 - 84 

 U Below 69  C 75- 79 

    D 70-74 

    F Below 69 

No grade 

below 55 will 

be posted 

 

Kindergarten students do not receive grades until the second marking period. Pre-K students do not 

receive any grades, but parents/guardians will attend a mid-year conference to discuss their student(s)’ 

progress.  

 

The school year consists of four grading (marking) periods. Student progress can be monitored using 

PowerSchool throughout the year.  Parents will receive a printed report card at the end of each marking 

period. 
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LATE ASSIGNMENT POLICY 
It is important that students learn to submit assignments on a timely basis. Late assignments will be 

graded as follows:  

• One day late:  - 5 points  

• Two days late:  - 10 points  

• Three days late:  - 20 points  

• More than four days late:  0 points for assignment  

 

MIDDLE SCHOOL MATH PLACEMENT:  Students in grades 7 & 8 will be placed in Math 

7/Math8 or Pre-Algebra/Algebra I based upon the following criteria: 

 

Math 7 Accelerated (Pre-Algebra) Requirements: 

 

A student will be placed in the 7th grade Math Accelerated class if, and only if, 4 of the 5 requirements 

are met: 

 

• Student has a final 6th grade math average of 93% or higher. 

 

• Student has a 6th grade final exam grade of 85% or higher. 

 

• Student has a MAP achievement score  of 80% or higher for Math. 

 

• Teacher Recommendation. 

 

• Completion of assigned work in IXL by August 31 with a mastery score of 85% (to be applied 

for the 2023-2024 school year) or summer packet due by July 31 (to be applied for the 2023-

2024 school year).  

 

Students who have not met the above requirements will be placed in the on-grade Math 7 course in 

7th grade. Students who have not maintained 85% or higher in Math 7 Accelerated during the school 

year will be recommended transfer to on-grade Math 7. 

 

Algebra 1 Requirements: 

 

A student will be placed 8th grade Algebra 1 if, and only if, 4 of the 6 requirements are completed: 

 

• Student has a final 7th grade math average of 93% or higher. 

 

• Student has a 7th grade final exam grade of 85% or higher. 

 

• Student has a MAP achievement score of 80% or higher for Math. 

 

• Teacher Recommendation. 

 

• Student Score of 90% or higher on the Spring Algebra Readiness Student Survey Assessment. 

 

• Completion of assigned work in IXL by August 31 with a mastery score of 85% (to be applied 

for the 2023-2024 school year) and/or summer packet due by July 31 (to be applied for the 
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2023-2024 school year).  

 

Students who have not met the above requirements will be placed in the on-grade Math 8 course in 

8th grade. Students who have not maintained 85% or higher during the school year will be 

recommended to transfer to the on-grade Math 8 course. 

 

CHEATING/PLAGIARISM: Cheating is a form of stealing, which is an act of injustice. Copying or 

sharing homework; using notes during a test; or receiving answers from another student is considered 

cheating. Copying word for word or paraphrasing without giving credit to the author, or using language 

that is almost identical to the language of another author, constitute plagiarism. Cheating and 

plagiarism will not be tolerated. Students who choose to cheat or intentionally plagiarize face a failing 

grade and possible suspension. 

 

 

MIDTERM AND FINAL EXAMS:  Middle school students will participate in mid-term and final 

examinations.  Students in 8th grade may be exempt from final exams (only) if they have earned a 

grade of 93% (A) or above in each marking period of their 8th grade year.  Exemptions are 

communicated at the end of the school year and prior to final exams. 

 
GRADUATION: A Mass to celebrate the students’ accomplishments is held on a Sunday prior to 

graduation with a breakfast awards ceremony immediately following.  It is expected that all 8th grade 

students and their parents attend the Mass and breakfast. The event date is communicated when the school 

calendar is updated on the school website. 

 

A Baccalaureate Mass is held in June culminating a student’s successful completion of the eighth-grade 

academic program. Parents and family are invited to attend this Liturgy. A Graduation ceremony 

immediately follows the Mass.  

 

An annual graduation fee is collected from all eighth graders. This amount covers caps and gowns, 

diplomas, yearbooks, and the awards breakfast. This fee must be paid in the beginning of May.   

 

CLASS TRIPS: On occasion, Saint James School will sponsor and conduct class trips for educational 

enrichment.  The purpose of every class trip is to broaden the intellectual, cultural, and social 

experiences of each student.  Permission slips for any trip will be sent home with your student and are 

expected to be signed and returned by the deadline indicated on the form. This permission slip will 

inform parents/guardians of the cost, transportation arrangements, and all pertinent details. Permission 

slip notarization is required if the field trip destination is located outside of the state of New Jersey.  

 

All students must be transported together, to and from the trip, with their classmates and will be 

accompanied by their teachers and parent/guardian chaperones. No students may travel separately 

from their classmates/teachers. To be a class-trip chaperone, parents/guardians must have completed 

all required paperwork, attended a Virtus training session, have been fingerprinted and background-

checked, have volunteered for at least one HSA event, and have paid their family’s annual HSA dues. 

Any medication that is required by a student while on a class trip will be carried at all times by the 

teacher or a chaperone.  

 

As parents/guardians, you remain legally responsible for any personal actions taken by the named 

student during the duration of the field trip.  Participation in class trips is a privilege for students; 

therefore, the Principal reserves the right to restrict attendance.   
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Field trips should be considered required as part of the curriculum of the school.  While it is expected 

that all students will attend each scheduled field trip, parents may decide that they do not want their 

child to attend.  If this is the case, the student will not report to school on the date of the field trip.  

Please note that the child will be marked with “unexcused absence” for the day should this occur. 

 

PHYSICAL EDUCATION: Students in Grades PreK-8 participate in a physical education program 

where sound physical, social, emotional, and mental growth is developed through various skills and 

activities.  

 

Classes are conducted outdoors, weather permitting, or held in the school gym. All students are 

required to participate in the physical education classes. Sickness and injury should be brought to the 

attention of the gym teacher through a written note from the doctor stating that gym should not be 

taken. A written request from the parent may also be honored. 

 

Using self-control and good manners is part of Physical Education. Inappropriate language, bullying, 

or violence will not be tolerated.  No student may leave the designated activity area without permission 

from a teacher. 

 

RECESS: Outdoor recess is an important and valuable part of our students’ day. Fresh air, exercise, 

and time spent outside afford students a break from the structure of the classroom. Therefore, each day 

during the lunch period, under the guidance of parent/guardian volunteers and school staff, the students 

will go outside for an approximately 20-25-minute recess. The students are permitted to play by the 

school’s outdoor basketball courts, on the school playground, and on the lower fields if supervision is 

available. During any inclement weather, recess will be held indoors, and the students will play quietly 

in their classrooms. 

 

During the winter months, the students will play outside during recess unless the temperature falls 

below 32°F. 

 

Students are to listen to the direction of adults and teachers supervising recess at all times.  There is 

no jumping off equipment, throwing of mulch, sticks, rocks, or any other items on the playground. 

When the bell rings, playing stops, equipment is returned to the rack, and students line up. Rough or 

dangerous play will result in suspended recess privileges. 

 

SERVICE: The Christian spirit of sacrificing for those less fortunate is encouraged through prayer 

and personal donations of time, talent and/or treasure. Opportunities for service will be integrated at 

different times throughout the school year and coordinated by staff members and parent volunteers.  

 

 

ADMISSIONS/WITHDRAWALS 
 

Saint James School admits students of any race or color, nationality, religion, or ethnic origin to all of 

the rights, privileges, programs, and activities generally accorded or made available to the students at 

the school. It does not discriminate on the basis of race, color, national and/or ethnic origin, or gender 

in the administration of its educational policies, in its admissions policies, in its distributions of loans 

or scholarships, or in its athletic and/or school-administered programs. 

 

All new students are accepted on a probationary basis of up to 45 days, at which time, the student will 
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become either a permanent student or asked to withdraw. 

 

Our school has a Pre-Kindergarten program and progresses through the Eighth grade. Kindergarten is 

a full-day session. Students will be admitted to the three-year-old Pre-K program if they are three years 

old by October 1st of the current school year and to the four-year-old Pre-K program if they are four 

years old by October 1st of the current school year.  All Pre-K students must be fully toilet-trained. 

Students must be five before October 1st of the current school year in order to enter Kindergarten in 

accordance with New Jersey state law.  

 

Application to Saint James School requires the following: 

 

1. An application form and non-refundable application fee of $50.00. 

2. Student’s birth certificate (originals will be returned; copy will be retained).  

3. Sacramental certificates as applicable (Baptism, First Penance, First Eucharist)  

4. If you are a separated or divorced parent, it is a Diocese of Metuchen directive that the school 

be provided a copy of the court order mandating custody of the child at the time of application.  

5. Copy of Child Study Team evaluation, if applicable.  

6. Proof of immunizations. No child will be admitted to school without proper proof that the child 

has been immunized as required by the laws of the State of New Jersey, N.J.A.C.8:57-4 

(http://www.nj.gov/health/cd/imm_requirements/)  Proper immunization is a condition of 

admission to the school.  

7. The current/previous school should forward academic, attendance and discipline records and 

the appropriate recommendation form directly to the school. 

8. For students entering grades 4 – 8, an interview with the principal may be scheduled. 

9. Students entering Kindergarten through 8th grade will be screened to determine readiness.  This 

will be scheduled upon application to the Saint James School. 

 

Upon acceptance, the following must be submitted upon registration, as applicable for the student(s) 

grade level:  

 

1. Completed registration form along with a non-refundable $125 Registration fee. 

2. Completed FACTS Tuition Management Form, if applicable. 

3. Universal Health Form 

4. Application for Private School Transportation (B6T form) (K-8 only) 

5. Individual Pupil Request for Loan of Textbooks form. (K-8 only) 

 

In every case when a student is transferring/withdrawing from Saint James School, a parent/guardian 

must notify the Principal in writing and submit a written request for transfer.  Transcripts will be sent 

directly to the receiving school upon request from that school and cannot be given directly to 

parents/guardians. Before scholastic and medical records can be forwarded, all textbooks, library 

books, and school-issued technology devices must be returned and an exit interview with the Principal 

conducted.  

 

Occasionally it may become necessary for the school to request that parents/guardians withdraw a 

student from Saint James School because it has become evident that the student has learning needs 

which cannot be adequately satisfied by the educational program offered at the school. In such a 

situation, the school will help the parents/guardians to secure a more appropriate educational 

placement for their student.  

 

http://www.sjsbr.org/apps/pages/index.jsp?uREC_ID=453137&type=d&pREC_ID=977867
http://www.nj.gov/health/cd/imm_requirements/


 

10 

 

Saint James School further reserves the right to require parents/guardians to withdraw their student 

from school for the following reasons: persistent failure on the part of the parents to cooperate with 

the school; failure on the part of the parents to meet their tuition payments as stated in the tuition 

policy; serious disruptive behavior, including bullying, on the part of the student which may violate 

the rights of others to appropriate learning conditions and physical safety; other instances of a serious 

nature not stated here but, which would, in the judgment of the Pastor or Principal, constitute adequate 

cause for dismissal from school.  

 

ADDRESSING DISPUTES WITH THE SCHOOL 

Saint James School and parents should strive to communicate with one another in an open and 

collaborative manner. It is the goal of the School to address parent concerns regarding their child’s 

experience in the school. In turn, there may be times the School must raise issues pertaining to a student 

that are related to disciplinary, educational or social issues. 

 

Recognizing that students are best served when families and the School can find mutually agreeable 

solutions to resolve differences or problems, it may sometimes not be possible to find a solution or 

compromise to accommodate the needs of the School and the student or their family. It is agreed by 

the School and the family that it is not an effective manner of communication to bring third parties 

into the conversation as it impedes collaboration and creates an adversarial relationship. 

 

It is the policy of the School and the Diocese of Metuchen that in the event a family engages an 

attorney, the student cannot remain in the School as it represents a complete and irrevocable 

breakdown of the relationship between the School, the student and the family. Accordingly, the student 

must immediately withdraw from the School. The student is not eligible to be re enrolled at a later 

time. 

 

ARRIVAL AND DISMISSAL 
 

Saint James School’s regular hours are 8:30 AM to 3:00 PM. Students should be dropped off no later 

than 8:35 AM so that they have ample time to get ready for morning prayer and daily announcements 

at 8:40 AM. Students may be dropped off as early as 8:00 AM. Please do not drop students off before 

8:00 AM. 

 

We ask parents/guardians to make every effort to ensure that their students arrive on time. At 8:40 

AM, all doors to the school are locked.  Students arriving after this time will be marked LATE on the 

attendance records.  Students who arrive after 8:50 AM should be signed in at the school office by a 

parent/guardian before reporting to class. Please see the Tardiness Policy in “Behavior Expectations 

and Discipline” section of this handbook. 

 

All parents and guardians should follow the drop-off/pick-up policy as detailed in Appendix A.  The 

procedures contained in the policy are for the safety of all students and parents are expected to adhere 

to them at all times. 

 

If it is absolutely necessary for a student to be picked up for an appointment during the school day, a 

note must be sent to the classroom/homeroom teacher.  The classroom/homeroom teacher will forward 

the note to the school office.  Parents should not expect teachers to see emails while school is in 

session.  If a student must be picked up early, without prior written notice, parents/guardians must call 

the school office to inform the school of the reason and early pick-up time.  Students will be called 

to the office for dismissal only after their parent/guardian arrives. All students leaving the school 



 

11 

 

building between 8:40 AM and 3:00 PM must be signed out by a parent/guardian in the school office 

and accompanied out of the building by the parent/guardian.  If a student is returning to school from 

an appointment, etc., he/she must be signed in by a parent/guardian in the school office. 

 

At the end of the regular school day, students will be dismissed in their regular manner (car 

rider/walker) promptly at 3:00 PM On any day when a student changes his/her regular way of dismissal 

(e.g. going home with a friend, or a car-rider who may be walking home/somewhere else), he/she must 

present a note concerning the change to the classroom/homeroom teacher at the beginning of that 

school day.  Please do not call the school office with any dismissal changes.  

 

All students must leave the school campus at dismissal unless they are staying for after-school care, 

extracurricular activities, or another supervised activity requested by a teacher or parent. After 

dismissal, students should never remain in the parking lot alone. They are to re-enter the building and 

must wait in the main school office for an authorized adult to pick them up. For safety reasons, no 

student may be on school property unsupervised. If a student’s transportation remains uncertain or 

delayed after 3:30 PM, he/she will be placed in the After-School Care Program and charged according 

to the program’s current billing rates.  

 

No parents/guardians should be in the main school office between 2:40 PM-3:15 PM unless they have 

a previously scheduled appointment with a teacher or the Principal. The main school office doors will 

be locked at 3:30 PM. No students or parents/guardians will be allowed in the school after that time 

unless they are picking up a student from the After-School Care program or an after-school program. 

 

Once per month, students will be dismissed at 12:45 PM so that the faculty and administration can 

hold their monthly meeting. It is very important that all students are picked up on time on these early 

dismissal days.  After-care is available on these days from 12:45 – 6:00 PM, except on days preceding 

holidays. 

 

ATTENDANCE 
 

Prompt, regular attendance is essential to expected academic progress.  Parents/guardians are expected 

to foster good attendance habits in their student(s), both for the benefit of the student(s)’ current 

academic achievement and to encourage mature behavior in the future. 

 

The illness of the student in question and the death of a close family member are two of the very few 

legitimate reasons for a student to miss school. Parents/guardians are requested, if at all possible, to 

make medical appointments at times when they will not interfere with a student’s class attendance. 

Saint James School cannot grant prior permission for a student to be absent from school and will not 

provide classwork in advance.  

 

If a student must miss school, a parent/guardian should call or email the school nurse 

(sjsnurse@sjsbr.org; 908-766-4774 x228) by or before 8:30 AM each day the student is absent.  If no 

call or email has been received, the school nurse will contact a parent/guardian by phone to verify the 

legitimacy of the absence.  These procedures represent a mutual effort by the parent/guardian and the 

school to account for the presence of the student during school hours.  

 

When the student returns to school after an absence, he/she must present a parent/guardian-signed 

“Return to School Note” to the classroom/homeroom teacher. This form is available here on the school 

website. If a student is absent for more than three consecutive days or five days in a calendar month, 

mailto:sjsnurse@sjsbr.org
https://1.cdn.edl.io/RcD9c5WWqxRqIJ1ejGOT3UKUO6ZtlAj8lSlqYjAvUVYM2l3x.pdf
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a medical excuse (doctor’s note) is required along with the “Return to School” note.  

 

During the student’s absence, it is the parent/guardian’s (or their student’s) responsibility to contact 

the student’s teacher(s) via email to secure missed assignments and to ensure that these assignments 

and any assessments/projects are completed and turned in on a timely basis. Any assignment, test, or 

quiz assigned prior to an absence must be turned in or taken immediately upon the student’s return to 

school unless prior approval from the student’s teacher is granted. 

 

Excessive absences may seriously jeopardize a student’s grades and learning. A parent/guardian 

conference may be held with the student’s teacher and the Principal to discuss excessive absences.  

Continued absences may result in failure of the student’s grade level and retention at that grade level. 

 

TARDINESS:  School starts at 8:30AM. School prayers begin at 8:40 AM.  We urge parents to 

make every effort to drop students off before 8:40 AM so there is time to prepare for classes. 

Students who arrive in school after 8:40 AM are considered late.  Repeated tardiness will result in 

contact with the administration and a plan to ensure students’ timely arrival to school.  Excessive 

tardiness may result in a students’ retention at their grade level. If parents are delayed due to traffic 

or an emergency, please call the school office to inform the school that the student will be late.   

 

 

 

 

BEHAVIORAL EXPECTATIONS AND DISCIPLINE 

 

Our goal is to help develop the following among all students:  

1. A Christian presence in word and action; 

2. A continuous demonstration of respect for all persons;  

3. An ability to control one’s own actions and take responsibility for them;  

4. A positive attitude towards one’s own abilities, as well as collaboration with others. 

Students are expected to act with courtesy and respect toward one another and toward all members of 

the faculty and staff at all times, including: 

  

1. during all class periods; 

2. in the hallways;  

3. in the gym/cafeteria and on the playground;  

4. during morning drop-off and afternoon dismissal;  

5. during all co- and extra-curricular events;  

6. during liturgies, prayer services and assembly programs; and 

7. during class trips.  

 

Some examples of inappropriate student behavior include, but are not limited to, the following:  

 

1. disruption of the classroom learning environment, including talking at inappropriate times 

2. harassment or threats of harm toward another student or faculty/staff member;  

3. throwing or mishandling food, or chewing gum;  

4. failure to follow recess guidelines or the direction of supervising adults during recess; 

5. unauthorized leaving of school grounds or school-sponsored events; 
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6. skipping class, unexcused tardiness to class, or truancy; 

7. spreading gossip/rumors, or spreading lies about another student or school personnel;  

8. intentionally excluding someone from an activity during the school day; 

9. inappropriate behavior during prayer times or while in church;  

10. profanity or other inappropriate language;  

11. defacing school property or other students’ property (desks and other furniture, classrooms, 

hallways, bathrooms or other places in the school’s interior or exterior, books or notebooks, 

student belongings, school technology);  

12. cheating/plagiarism;  

13. inappropriate use of any technology, including harassment, safety threats, or the use of school 

or personal devices (e.g. cell phones) for activities not authorized by teachers or other school 

personnel; (See Appendix B for the School’s Ethical Use of Technology Policy) 

14. harassment, including sexual harassment. Sexual harassment refers to any unwelcome sexual 

attention, sexual advances, requests for sexual favors, or other inappropriate verbal, visual or 

physical conduct of a sexual nature.  

15. theft of school, student or staff property;  

16. out-of-school conduct which seriously detracts from the reputation of the school;  

or 

17. any violation of the law.   

 

 

Failure to meet these standards of conduct shall result in the application of the following disciplinary 

actions: 

 

• School authorities will follow procedures outlined in the Memorandum of Agreement which 

has been entered into by the Diocese of Metuchen, the school, and local law enforcement 

agencies.  The behaviors cited below are a mere summary of behaviors cited in the 

Memorandum of Agreement and are not intended in any way to supplement, revise, or 

supersede the specific language of that document.  

  

o Physical violence or the threat of physical violence 

o Bringing weapons to school 

o Bringing drugs to school 

o Threatening another person with weapons, drugs, and/or violence 

o On-going bullying and/or even one instance of bullying that presents an imminent 

danger to others 

o Bring to school toys or other objects that can be dangerous or used as weapons 

 

 

• If a student engages in any one of the following acts, the Memorandum of Agreement requires 

that the principal or his/her designee; a) call the local police department immediately upon 

being informed of the student’s violation of this policy, b) call the parents to inform them of 

what has transpired, c) call the appropriate administrator in the Catholic Schools Office, d) 

suspend the student during the course of the police investigation.  During the course of the 

suspension, the principal is required to collaborate with the Diocese of Metuchen Schools 

Office.  
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• Policy of the Diocese of Metuchen Schools Office requires that the school inform the 

parents/guardians that the parents/guardians must a) arrange to have the child interviewed by 

a Certified Psychologist, and b) present a letter signed by the Psychologist to the school 

principal to consider for reinstatement to school. 

 

Due to the provision of the Memorandum of Agreement, Saint James School must implement the 

disciplinary actions outlined above when behavioral infractions occur.  Parents will assist their 

children by helping them to realize the consequence of misbehavior in our ever-changing society. 

 

The principal is the final recourse in all disciplinary situations and may waive any and all regulations 

for just cause at his/her discretion.   

 

Students are not allowed, at any time, to sell candy, snacks, or other items while on school property 

unless permission has been given by the Principal and it is a class, or school, project.  

 

DISCIPLINE: Possible actions that may be taken in the case of any of the inappropriate student 

behaviors noted above include, but are not limited to, the following: 
 

• Teacher or another supervising adult may conference with the student. 

• Principal may conference with the student. 

• Parents/guardians may be notified. 

• Student may receive a morning detention or partial or full recess detention(s). 

• Student may serve an in-school or out-of-school suspension.  

o In-school suspension is the removal of a student from his/her classes. The student will 

remain in school under the supervision of the Principal or someone designated by the 

Principal.  The student is held responsible for independently completing all work and 

lessons that are missed.  The decision for an in-school suspension rests with the 

Principal.  Parents/guardians will be notified by phone, email, and/or in writing. 

o Out-of-school Suspension is the removal of a student from his/her classes and from the 

school itself.  This is a most serious matter and can lead to expulsion.  Again, the 

decision for suspension and expulsion rests with the Principal and the Pastor. 

Parents/guardians will be notified by phone and by email or letter home. 

• Student may be expelled.  Expulsion is viewed as one of the most serious actions, at which 

point the school is saying that the student’s interests would be better served in another 

environment, or that the individual’s behavior is a serious threat to the school community or 

both. 

 

SEARCH AND SEIZURE POLICY:  In order to protect the safety, health, property, values, and 

welfare of the members of the school community, the school reserves the right to call for a search of 

the student’s locker, book bag, desk, any other object on the school property or the person.  Such 

searches will be with reasonable cause, in the sole opinion of the school administrator, that contraband, 

illegal substances, or inappropriate objects are concealed.  Any unauthorized items found may be 

seized.  Additionally, student desks and lockers, which are at all times under the joint control of the 

school and student to whom the desk or locker is assigned, may be searched by school administrators 

at any time, for any reason, or for no reason at all. 

 

BOOK BAGS AND CARE OF TEXTBOOKS: Each child must have some type of school bag to 

carry books and other school materials to and from school.  All hardcover textbooks should be covered 

and be kept neat and clean at all times. No writing in the textbooks is permitted.  There will be a charge 



 

15 

 

for books that have been damaged.  In the event of a lost textbook, workbook, or library book, the 

parent/guardian will be asked to pay the current publisher’s replacement cost of the book.   

 

UNIFORM:  Every student must obey the uniform code regulations as detailed below.  The 

classroom teacher is responsible for enforcing these regulations.  Only the Principal can excuse a 

student from the dress code. 

 

Infractions against the Uniform Code will result in consequences after the third infraction and will 

result in morning detention at 8:00 AM – 8:30 AM. After the 1st infraction the homeroom teacher 

will communicate with parents via email, a 2nd infraction will result in a phone call to parent and a 

3rd infraction will result in detention. 

 

UNIFORM CODE: We encourage students to take pride in their appearance and school uniform 

since they are a reflection of the community of Saint James School and Parish. We believe neatness 

and cleanliness in personal attire are part of each student’s education at our school, and when a 

student looks and feels good, he/she acts and works in a manner that promotes responsibility and 

success.     
  
All students must report to school each day in their complete and correct uniform. In case of an 

EMERGENCY where a student is unable to come in the proper daily or gym uniform, a note written 

by the parent/guardian MUST be sent to school.  Without a note, the parent/guardian may be phoned 

and asked to bring the proper uniform to school that same day.    

  

Uniforms can be purchased online from our uniform supplier, Flynn & O’Hara 

(www.flynnohara.com) or at their Parsippany, NJ location. If interested, parents/guardians can also 

sign in at the school office and look at/bring home uniforms that have been donated by other 

families.  These are kept near the inside entrance to the school gym. As a way to replenish this 

supply, parents/guardians are encouraged to donate their gently used uniforms there as well.  

  

GIRLS:  Girls in Grades 1-5 wear the uniform plaid jumper (with optional black Lycra shorts 

underneath); the white peter pan collar blouse; navy or white knee socks; or navy tights. In lieu of 

the jumper, navy blue twill pants with the white long- or short-sleeved SJS-logo polo shirts and navy 

or white crew socks are also acceptable. Fifth grade girls (only) may choose to wear the uniform 

noted below for girls in Grades 6-8.  

  

Girls in Grades 6-8 wear the uniform plaid skirt (with optional black Lycra shorts underneath); the 

navy SJS-logo long- or short-sleeved polo shirt; navy or white knee socks; or navy tights. In lieu of 

the skirt, khaki twill pants and the navy long- or short-sleeved SJS-logo polo shirt and navy or white 

crew socks are also acceptable.  

 

All girls’ jumpers/skirts/shorts should not be shorter in length than two inches above the kneecap.  

  

BOYS:  Boys in Grades 1-5 wear the gray twill uniform pants; the white SJS-logo long- or short-

sleeved polo shirt; navy or white crew-length socks; and a black or brown leather belt. Shirts should 

be tucked in. Fifth grade boys only may choose to wear the uniform noted below for boys in Grades 

6-8.   

  

file:///C:/Users/Mary%20Killian/Desktop/SJS%20Handbook/(www.flynnohara.com
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Boys in Grades 6-8 wear the khaki twill uniform pants; the navy SJS-logo long- or short-sleeved 

polo shirt; navy or white crew-length socks; and a black or brown leather belt. Shirts should be 

tucked in.  

 

Both boys and girls in Grades 1-8 may also choose to wear the optional navy zip-front hooded 

sweatshirt with the SJS logo, the navy fleece jacket with the SJS logo, or the v-neck cardigan with 

the SJS logo. 

 

All boys’ shorts should not be shorter in length than two inches above the kneecap.  

 

Fall/Summer Option:  For both boys and girls in Grades 1-5, navy twill uniform walking shorts 

with the white SJS-logo short-sleeved polo shirt with navy or white crew-length socks may be worn 

during the spring and fall (dates to be determined by school administration). Fifth grade boys and 

girls only may choose to wear the uniform noted below for boys and girls in Grades 6-8.  

  

For both boys and girls in Grades 6-8, khaki twill uniform walking shorts with the navy SJS-logo 

short-sleeved polo shirt with navy or white crew-length socks may be worn during the spring and fall 

(dates to be determined by the school administration). 

 

KINDERGARTEN UNIFORM: All Kindergarten students are to wear the navy “Saint James 

Physical Education” mesh shorts (fall and spring only) or the navy uniform sweatpants with the SJS 

logo; the white SJS-logo long- or short-sleeved polo shirt; the optional navy SJS-logo front-zip or 

crew neck sweatshirt; and white crew-length socks. Secure-fitting sneakers or the uniform shoes 

detailed below may be worn daily. On Gym days, kindergarten students should wear the GYM 

UNIFORM noted below.  

  

GYM UNIFORM for both Boys and Girls:  Navy “Saint James Physical Education” mesh shorts 

(spring and fall only) or the navy uniform sweatpants with the same lettering; the gray “Saint James 

Physical Education” t-shirt; the optional navy SJS-logo front-zip or crew neck; solid-color white 

crew socks; and secure-fitting athletic sneakers.  Students should not wear jewelry on gym days. 

  

Students must wear the gym uniform to school on their specified gym days.  Students not wearing 

proper gym attire will not be permitted to participate in gym class that day.  Except for Kindergarten 

students, no part of the gym uniform or sneakers may be worn other than on the designated gym days 

or on specific days noted in advance by the Principal.  

  

SHOES:  Boys’ and girls’ shoes should be flat, below-the-ankle, black, brown, or navy bucks, 

topsiders, or Mary Jane-style, with rubber soles. Shoes with laces should be tied at all times. 

Sneakers of any kind, boots, sandals, backless shoes, or slippers are not acceptable. In the case of 

winter weather, boots may be worn to and from school and onto the playground at recess but 

students must have the appropriate uniform footwear to change into for the school day. 

  

HAIR:  Boys are to keep their hair neat, cut above their shirt collar, and out of their eyes. Girls’ hair 

should be out of their eyes and neatly styled.  Dyed hair or bizarre or fad hairstyles are not permitted 

for boys or girls.  The Principal has the final decision regarding the appropriateness of any hairstyle.  

  

JEWELRY/MAKEUP:  Girls are to limit their jewelry to a watch, one bracelet, one ring, one 

necklace, and one pair of simple stud or small hoop earrings (smaller than a dime) worn in/on ears 
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only.  Middle School girls may wear natural-looking make-up but no eye make-up is to be worn. 

Only clear nail polish is permitted.  Boys are permitted to wear a watch, one bracelet, and one 

necklace.  Boys are not permitted to wear earrings of any kind.  If boys or girls wear a medal or 

chain, it must be worn inside the uniform. Please do not allow your children to wear expensive 

jewelry to school.  If it is lost, the school will not be responsible for finding or replacing it.  

  

DRESS-DOWN DAYS: From time-to-time, a Dress-down Day may be granted by the 

administration.  Although students do not have to wear their school uniforms on those days, the 

clothing that is worn should still be consistent with our values.  Girls’ skirts/shorts and boys’ shorts 

should be not be shorter in length than two inches above the kneecap.  Ripped or torn clothing or 

anything of a bizarre or inappropriate nature should not be worn.  Anything written on clothing 

cannot be offensive, inappropriate for any grade level in the school, demonstrate risky behavior, or 

be in any way contrary to our values.  

 

Please LABEL all sweaters, jackets and gym clothes.  The school is not responsible for any lost items.  

Parents should periodically check the Lost and Found Bin for missing items. After a reasonable amount 

of time, unclaimed items are donated to Catholic Charities. 

 

 

COMMUNICATION 
 

Important school notices and other communications are sent home the SwiftK12 Alert system which 

uses data from PowerSchool.  If your phone number or email address changes, please contact the 

school to ensure all data is correct.  If you do not have access to a computer, please notify the school 

office so we can send you a paper copy of any communications. 

 

A calendar is posted on our school website.  It is sometimes necessary to revise this calendar 

throughout the school year.  In general, days off and other important dates are noted on the calendar 

and should be accurate. 

 

Parent/guardian inquiries for information or input related to a student’s progress in school or to the 

school’s operations and programs are always welcome. The procedure to follow in pursuing these 

matters is to first contact the student’s teacher(s) via email. If more information is required, or if the 

matter does not appear to be resolved, the Principal should be contacted. In instances where the 

problem may not be resolved solely by the Principal, a meeting scheduled by the Principal, and 

including the Pastor and the parents/guardians, may occur for possible resolution.  

 

Parent/guardian conferences may be scheduled with teachers at a mutually convenient time.  If 

parents/guardians need to make an appointment with a teacher, the preferred means of communication 

is via email. Likewise, if a teacher feels the need for a conference, the parents/guardians will be notified 

via email or phone. Individual conferences should take place before 8:30 AM or after 3:00 PM at a 

time agreed upon by both the parents/guardians and the teacher. Specific calendar days during the 

school year may also be set aside for teacher conferencing. Under no circumstance is it ever acceptable 

to disturb a class or stop a teacher while he/she is supervising students (in the classroom, in the hallway, 

in the cafeteria, on the playground, etc.).   

 

Teachers, administrators, and staff of Saint James School have adopted a 48-hour return policy 

for phone calls and/or emails.  Texting is not a professional means of communication and 

teachers are not allowed to communicate in this way.  Texts will not receive a response. Parents 
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are expected to honor this policy which provides the teachers time to focus on their students 

throughout the school day. 

 

 

 

GENERAL INFORMATION/PROCEDURES 

 

ASBESTOS NOTICE:  It is the policy of Saint James School to provide a safe environment for all 

students, faculty, staff and visitors. Therefore, in compliance with the EPA’s regulations covering 

asbestos-containing building materials in schools, we have posted an asbestos notice in our school 

building. The school administration ensures that the material is maintained in good condition and 

appropriate precautions are followed when the material is disturbed for any reason. If you have any 

further questions, please feel free to contact the Principal. 

 

CHANGE OF ADDRESS/PHONE NUMBERS: It is vitally important that our school records are 

current regarding change of home address/phone numbers, place of business/phone numbers, and cell 

phone numbers for parents/guardians and emergency contacts.  Please contact the school office as soon 

as changes occur.  Parents should also notify your student(s)’ teachers and class coordinator(s). 

 

CLASS PLACEMENT:  The school has adopted a class placement policy for placing students each 

year in well-balanced classes.  See Appendix D. 

 

COURT/CUSTODIAL ORDERS:  If there is a court order specifying the rights and responsibilities 

of individual parents/guardians, it is the responsibility of the custodial parent/guardian to provide the 

school with an official copy of the court order that outlines the non-custodial parents’ rights of access 

to the child, restraining orders, etc.  The custodial parent must provide an updated court order at the 

beginning of each school year.  The school abides by the provisions of the Buckley Amendment.  Thus, 

non-custodial parents will be given access to the academic records and to information regarding the 

academic progress of their children, unless there is a court order stating that the non-custodial parent 

is denied access to such information.  

 

DELAYED OPENINGS: The decision for a delayed opening is usually made by 6:15 AM when the 

forecast is for the weather to clear and the Police and transportation personnel believe that the roads 

will be passable.  A delayed opening postpones the start of classes for two hours.  Students will be 

allowed in the building at 10:00 AM, where they will report to the school gym; please do not drop 

your student(s) off before 10:00 AM as no supervision will be available.  At 10:30 AM, students will 

be dismissed to their homerooms, and classes will begin at 10:45 AM.  Parents/guardians will be 

notified of a delayed opening by the SwiftK12 Alert System.     

 

EMERGENCY CLOSINGS: Students may be dismissed early or school may be canceled for the day 

in extreme situations (including severe weather). Full-day emergency closings are made as early as 

possible and are communicated via the SwiftK12 Alert system.   

 

If school must closed during the day, parents will be notified as soon as the decision is made via the 

SwiftK12 Alert system.   

 

Three (3) emergency days are incorporated into the school calendar. If emergency days are needed 

after using the days incorporated into the calendar, the administration may announce a virtual learning 

day(s).  If all emergency days are not used, the administration may announce an additional holiday. 
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INSURANCE: Basic accident insurance is provided by the Diocese of Metuchen for accidents that 

occur on school premises during the school day.  

 

LOST AND FOUND: A lost and found box that students may check for lost items will be kept on the 

lower level of the school near the entrance to the school gym. After a reasonable amount of time, 

unclaimed items are donated to Catholic Charities. 

 

MONEY SENT TO SCHOOL: Money that is sent to school for a specific event or other purpose 

should be placed in a sealed envelope and identified with the student’s name and grade, the amount 

enclosed, and its purpose.  

MEDIA RELEASE FORM: See Appendix D.  The release form must be signed at the beginning of 

each year. 

RELEASE OF SCHOOL RECORDS:  Saint James School abides by the provisions of applicable 

New Jersey laws with respect to the rights of non-custodial parents.  Unless there is a court order 

prohibiting it, the school will provide a non-custodial parent with access to the student’s essential 

academic records and send any school correspondence to them upon their request. 

 

USE OF SCHOOL LOGO:  The design of the school logo must remain intact.  No alterations, 

additions, or deletions of any part of the logo are permitted.  Any individual, organization, or company 

wishing to use the logo for any purpose must obtain permission to do so from the principal and pastor. 

 

 

 

 

HEALTH AND SAFETY 
 

Our school nurse will handle routine medical affairs, provide first aid for minor accidents, and 

administer vision (including color vision) and hearing tests, and measure height, weight, and blood 

pressure.  Scoliosis screening is provided for students in Grades 5 and 7. Parents will be notified in 

advance of the scoliosis screening dates and may request to be present. Please note that these are 

screenings only.   

 

A physical exam and record of immunizations are required for all new students, including 

Kindergarten and Pre-K, entering Saint James School. According to New Jersey state law, any student 

who cannot show proof of immunization or whose immunizations are not up-to-date must be excluded 

from school. Any student transferring from out of the country must have a Mantoux tuberculin test. 

 

The Diocese of Metuchen has adopted the following policy in regard to immunizations: 

 

• Schools will comply with and enforce Chapter 14 of the New Jersey Sanitary Code, 

Immunization of Pupils in Schools. 

 

• Chicken Pox immunization is required for admittance to a Catholic school in the Diocese 

of Metuchen.  [NJAC 8:57-4.4(b) allows religious and affiliated schools to grant or 

withhold enrollment to non-immunized students without challenge by a secular health 

authority.]  
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• A student shall not be required to have any immunizations which are medically 

contraindicated.  

 

o A written statement must be provided by the child’s physician (M.D. or D.O.), 

who is duly registered and licensed to practice medicine in the United States.  The 

statement must declare that the required vaccine is injurious to the child’s health 

or poses a significant risk to the health and well-being of the child.   

o The exemption statement is valid for only one academic year from the date signed 

by the physician; it must be submitted to the principal prior to the child attending 

school.  It will be reviewed annually.  

 

• Catholic Schools will grant religious exemptions from immunization if the parents state 

that it is a matter of conscience for them.   

 

o Requests for religious exemptions which are not based on religious beliefs and 

practices shall be denied.  The New Jersey legislation and regulations have never 

recognized nor permitted philosophical or moral objections as reasons for 

securing a religious exemption.  Except for medical and religious exemptions, all 

children are expected to comply with the school immunization regulations.   

o A parent/guardian may request a religious exemption to the New Jersey 

mandatory immunization regulations by submitting a written statement to the 

school which explains how the administration of immunizing agents conflicts with 

the student’s exercise of religious tenets and practices.  The pastor will make the 

final determination on the validity of the request. 

o The request for a religious exemption from immunization will be honored as long 

as the language mentions the specific religious belief (normally the conscience of 

the parent) in the letter. 

o Non-immunized students may be excluded from the school, for their own 

protection, if there is an epidemic situation.  The exclusion will be based on the 

judgement of the principal. 

o Non-immunized students may be excluded from the school if there are concerns 

about the safety of the pregnancy of a teacher or health issues of staff members.    

 

ILLNESSES/INJURIES: If a child becomes ill or injured in the absence of the school nurse, every 

effort is made to notify parents immediately.  When a nurse is present in school, he/she will make a 

professional judgement in terms of whether or not the parent needs to be contacted and the child sent 

home.  In terms of a significant head injury, wound or sprain, parents are notified.   

 

In fairness to the child and other children in the school building, it is the responsibility of parents to 

pick up sick children from school within forty-five minutes.  Adults listed on the emergency form can 

also pick up sick children from school.  It is very important for parents to keep the emergency form 

current with the names of two individuals who can pick up a sick child if the parent is unavailable, and 

it should be updated whenever necessary. 

 

If a child has been diagnosed with a communicable disease (Examples: COVID-19, Chicken Pox, 

Measles, Mumps, Scarlet Fever, Strep Throat, Mononucleosis, Hepatitis, Meningitis, Ringworm, 

Impetigo, Scabies, Head Lice, Conjunctivitis, or an unexplained rash on the child’s face or body), the 

school nurse must be contacted immediately.  Please do not send your child to school if you believe 
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they are not well.  This often necessitates the parent being called for pick-up shortly after the child 

arrives at school and is unfair both to the child involved as well as his/her classmates.  If your child is 

sent home by the school nurse because of fever, vomiting, or diarrhea, the child MUST stay home for 

at least 24 hours and can only return to school if they are fever-free or until they receive a doctor’s 

clearance to return to school if sooner.  Any issue of vomiting in school whether from stomach illness, 

allergies, excessive mucus from a cold, etc. require the student to remain out of school the day after 

being sent home. Please do not send your child back to school the next day. 

 

• New Jersey state law dictates that a student cannot remain in school if he/she is running a 

temperature of 100 degrees or higher.  If a student develops a fever or vomiting during school 

hours, parents/guardians will be notified to pick up their student from school as soon as 

possible.   

 

 

The Board of Health suggests the following:   

• Do not send your student to school if there is an unexplained rash on the child’s face or body. 

Many diseases start with a rash before any other symptoms appear. Consult or contact a 

physician for diagnosis.   

• Do not send your student to school if he/she complains of headache, fever, upset stomach, or 

doesn’t generally feel well.   

• Do not send your student to school if he/she is sneezing or coughing frequently or has a runny 

nose. Continued or prolonged coughing may be related to asthma and should be checked by 

your doctor. 

• Red, watery, itchy eyes not related to allergies may be a sign of conjunctivitis. Bacterial 

conjunctivitis is contagious; a student must stay home until medication has been administered 

for a 24-hour period. 

 

If a student is unable to take gym class after he/she returns from an illness, a written note from the 

parent is required.  For prolonged absence from gym, a doctor’s note is necessary. 

 

ADMINISTRATION OF MEDICATION: The Diocese of Metuchen strongly discourages the 

administration of either prescription or non-prescription medication in school or at school-sponsored 

activities.   

 

However, if it is absolutely essential that a student receive medication while under school supervision, 

the Somerset County Educational Services Commission provides Doctor’s Standing Orders that allow 

the school nurse to administer over the counter medications such as Acetaminophen, Ibuprofen, 

Pseudoephedrine HCL, Pepto-Bismol, Claritin, or Mucinex. Please note that parents will be contacted 

prior to administration of any medication. 

 

Any medication that is brought to school must be brought to the office at the beginning of the school 

day by the parent/guardian. We strongly urge parents/guardians to request their doctors to prescribe 

medications in a three-dose-a-day form.  This way, medication can be administered before school, 

after school, and at bedtime, thus eliminating the need for students to miss class time.  If your student 

must take medication during school hours, they must report to the nurse’s office for administration of 

the medication. 

 

The nurse should also be advised of any medication being taken at home by your student that may 
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result in an allergic reaction or in any way affect his/her performance at school. 

 

Students will be permitted to self-administer medication only for asthma or other life-threatening 

illnesses or other conditions, within the following guidelines: 

• The student’s parent/guardian must contact the school nurse to discuss in detail the need for 

the medication. 

• A physician must certify the existence of the life-threatening nature of the illness and that the 

student has been given instruction in the proper method of self-administration of the mediation; 

• A parent/guardian and the student’s physician must complete and sign an “Authorization for 

Self-Administration of Medication in School” form, which is available on the school website. 

Additionally, the student should have “Individual Emergency Health Plan for Anaphylaxis” on 

file with the school nurse.  

 

As permitted by New Jersey law, the school shall follow the orders of a physician or advanced practice 

nurse for emergency administration of epinephrine via an epi-pen for anaphylaxis. The student’s 

parent/guardian must provide written authorization for the administration of the epi-pen in accordance 

with the procedure above. Upon administration of epinephrine, the school nurse (or designee) will call 

911 to arrange emergency services to transport the child to a hospital emergency room even if the 

student’s symptoms appear to have been resolved.  The school will immediately inform the 

parent/guardian that this action has been taken. 

 

The school and its employees or agents shall have no liability for any injury arising from administration 

of the epi-pen to the student. The parent/guardian of the student shall indemnify and hold harmless the 

school and its employees or agents for any such injury, as provided by law. 

 

Any unused medication should be picked up by the student’s parent/guardian in a timely manner.  

After reasonable efforts to have the parent/guardian retrieve the medication have failed, any unused 

medication that remains in the school at the end of the school year or two weeks after the student stops 

taking the medication, whichever occurs first, will be destroyed or discarded by the school nurse. 

 

FOOD ALLERGIES: To keep all children safe while at school, all parents must follow guidelines 

established by Saint James School and the Diocese of Metuchen. These guidelines do not limit what 

other children can bring to eat at lunch but are designed to allow the food allergic child to safely 

participate in all school activities.   

 

• All our classrooms are nut-free “safe zones,” which means that no nut products at any time, 

even for half-day lunches/snacks, should be brought into any classroom. 

• Parents/guardians should read labels on food items sent to school with their student(s) for 

snacks to share on special occasions or those brought in for in-classroom lunch/snack time to 

ensure that they do not contain nut products and are not manufactured in a facility where they 

may be contaminated by nut products. *Only feed with an ingredient label may be accepted 

into the classroom.   

• All special-occasion celebrations must be scheduled in advance with the student(s)’ 

classroom/homeroom teacher. Parents should not bring to school any homemade snacks as a 

special-occasion snack or to share with students or teachers in the classroom and must not 

provide or serve any food in school to children other than their own unless otherwise directed.  

• No donut shop treats may be brought to school at any time as they are not processed in a nut-

free facility. 
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• Students with a care plan for food allergies must sit at the allergy-free lunch table in the 

cafeteria unless they have a handwritten note from a parent/guardian indicating otherwise. 

• EpiPen-administration training is offered to all teachers and staff.  

• Custodial staff will thoroughly clean tables after each lunch period and before they are put 

away for the day. 

 

At school-sponsored parties or events where food is served, classroom coordinators and other parents 

shall work together with the parents/guardians of the food allergic student(s)’ as necessary to provide 

snacks that are safe for the entire class. Harassment of food allergic students will not be tolerated. 

 
HOME-SCHOOL ASSOCIATION (HSA) 

 

The heart of the Home-School Association (HSA) is the home and the school.  The HSA Executive 

Board endeavors to support fundraising and organize volunteer services to enhance the educational 

process in the school. The Pastor, Principal and other administrator, parents/guardians, and teachers 

may attend HSA meetings, which are held several times during the school year.  Guest speakers may 

be invited in an effort to enhance parenting skills, inspire spirituality or disseminate information.   

 

Dues are included in the fees paid via tuition payments and are used to satisfy fees to the diocese and 

to help cover costs of HSA-sponsored events.  

 

The HSA respects the established school policies and practices.  In all instances, the Association shall 

be mindful that it functions as a support to the administration and as a promoter of the mission 

statement, goals and objectives of Saint James School.     

  

VOLUNTEERS:  Parents/guardians are an integral part of our school family. The many successful 

projects in a Catholic School are greatly attributed to volunteer efforts from parents/guardians. 

Parents/guardians contribute time and talent to the school in various capacities adding to the learning 

environment and welfare of the students. Please prayerfully consider how you can help Saint James 

School as an HSA volunteer. 

 

Parents who wish to volunteer in any capacity must be Volunteer Certified by completing all required 

paperwork, attend a Virtus “Protecting God’s Children” workshop and undergo fingerprinting and a 

background check.  

 

 

 

 
SCHOOL SAFETY 

 
EMERGENCY DRILLS: Fire drills are conducted as directed by New Jersey State regulations.  

Non-fire safety protocols have been adopted in partnership with the the NJ Department of Education 

drill law with drills including active shooter, lockdown, shelter-in-place, and non-fire evacuation.  

These protocols are practiced regularly throughout the school year.  The students are taught to respond 

quickly, quietly, and safely. All drills follow the guidelines of the New Jersey Department of 

Education, the Somerset County Prosecutor’s Office, and the Bernards Township Police Department. 
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SCHOOL ACCESS/VISITORS:  The safety of our students and staff while in school is of paramount 

importance.  Our security system enables us to limit visitor access to our students while at school to 

authorized personnel only. All visitors must enter the building through the main entrance.  School 

personnel will not open exterior doors to allow access to visitors.  Parents/guardians and students will 

not allow anyone into the building.  Doors are not allowed to be propped open for any reason while 

students are in the building. 

 

As required by fire code, anyone in the building will be able to exit the building even when the security 

doors are locked.  

 

For the safety of all who learn and work in our school building, the following outlines our school 

access procedure: 

• Any drop off and pick up of items for students, faculty or staff occurring during the school day 

will be conducted in the main school office. Parents/guardians will drop off forgotten lunches, 

homework, etc. in the exterior drop-box or at the receptionist desk.  The school receptionist 

will notify the student that their items can be picked up in the school office.  

• Parents/guardians will not be allowed beyond the interior main school office doors to deliver 

items to the classrooms during drop off /pick up and within the school day unless requested by 

a teacher or the administration. Special exception may be made for students needing assistance 

with transporting large items. 

• Parents who are picking up students during the school day, for any reason, will sign out the 

student and wait for the student at the main entrance. 

• During school hours, all visitors will be asked to register in the main school office. Only visitors 

with confirmed appointments, including playground duty, or who have been invited to a student 

event will be allowed into the building and are asked to wait in the main school office until the 

scheduled start of the activity or until the teacher/administrator arrives to greet them.  

• All visitors who are allowed past the interior main school office doors must wear a visitor’s 

pass. Due to the continuity of instruction and building security, we ask parents/guardians and 

visitors not to loiter in the main school office or anywhere in the school before or after school 

business has taken place. 

• Organizers of an event will be responsible for visitors when access during school hours to 

anyone other than students and staff is allowed through a door other than the main school 

entrance (ie. To deliver equipment or set-up for a school-approved event).  These visitors must 

first report to the main office for a visitors’ pass and sign the visitors’ log.  Event organizers 

must escort and supervise the visitor(s).  Organizers will only allow attendees to enter and will 

see to it that they exit the way they came in and not wander to the rest of the school. Organizers 

are also responsible for keeping the doors locked at all times and when their event is over. 

 

 

 

 
STUDENT PROGRAMS AND SERVICES 

 
BEFORE-CARE PROGRAM: Saint James School offers a before-care program for students 

dropped off after 8:00 AM and before 8:30 AM.  Students are supervised by faculty and staff.  Students 

are expected to enter school through the gym entrance and sit in the bleachers until dismissed to their 

classrooms at 8:30 AM.  Disruptive students will be denied use of the program. 
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AFTER-CARE PROGRAM:  Saint James School offers an After-School Care service for its 

students. After-School Care is available from 3:00-6:00 PM on full school days and from 12:45-6:00 

PM on half-day dismissals. Students must be picked up by 6:00 PM or a late fee will be assessed. 

There will be no After-Care on days where school is dismissed early for inclement weather or 

immediately preceding a holiday. 

 

After-care policies and procedures are available on the school website. 

 

ATHLETICS: Saint James School currently offers athletic programs to all our students in basketball 

(Grades 3-8), cross-country/track (Grades 3-8), and co-ed volleyball (Grades 6-8). Student-athletes in 

Grades 6 and higher are required to have an annual physical and to complete the Annual Athletic Pre-

Participation Physical Examination Form – Parts A and B before they are permitted to play any school 

sport.  

 

Parents/guardians and other family members and friends are encouraged to attend and support 

student athletic endeavors. This attendance must always be done in compliance with the general 

requirements of good sportsmanship and any specific regulations or directives that may be issued by 

the school administration.  

 

All parents/guardians/others wishing to coach an athletic team are required to participate in a Virtus 

“Protecting God’s Children” workshop, a mandatory coaching clinic, and must undergo fingerprinting 

and a background check.  

  

 

CAFETERIA/LUNCH: Students may bring their own lunch/drink or they may purchase a lunch 

through our in-house lunch program (drinks not included).  Saint James School offers an in-house food 

program, under the supervision of the school’s Food Coordinator and the school administration. The 

menu is posted monthly on the school website and considers food allergies.  Parents must purchase 

lunches in advance via the school website. 

 

SCHOOL LUNCH REFUND POLICY 

Please be advised that there is a strict no refund policy. Funds will not be refunded for ANY 

reason, including but not limited to, illness, school closure, vacation, severe weather, class trip, 

etc. Once an order has been placed, it is non-refundable. 

 

LUNCH ORDER PLACEMENT 

All orders must be placed during the ordering period. Parents/guardians are notified of the 

ordering window each month. Should you miss the deadline you will not be able to “order late” 

under any circumstance. This policy will be strictly adhered to. 

 

CAFETERIA BEHAVIOR: 

All students must remain seated during the lunch period until dismissed by the supervising 

adults.  No student may leave the cafeteria without permission from an adult or a note from a 

teacher and must complete the sign-out sheet when they do so.  Conversational voices and good 

table manners are expected from all students.  Students are responsible for the cleanliness of 

their table area.  Violations of cafeteria rules may result in the loss of recess.  

 

COUNSELOR: Our school Counselor works in collaboration with parents/guardians, faculty, and the 

https://sjsbr.org/after-school-care-program
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Principal. He/she is available to meet with students, parents/guardians, and/or teachers regarding any 

academic, social, emotional, family-oriented or other concerns that may be hindering a student’s 

performance or well-being in school. 

 
 

ENRICHMENT CLUBS: Students may sign up for a variety of after-school enrichment clubs offered 

in eight-week cycles throughout the school year. These clubs meet once per week from 3:00-4:00 PM 

on designated days and are facilitated by school staff or outside vendors. Parents/guardians will be 

notified via email when registration for these clubs occurs. 

 

Parents/guardians must pick up their student(s) promptly at 4:00 PM or the student(s) will be brought 

to the After-School Care Program and parents/guardians will be billed at the program’s prevailing 

rates.   

 

 

SPIRITUAL LIFE: Students pray daily before the classes begin, before lunch, and before dismissal. 

Monthly school liturgies are planned and prepared by individual classes.  Parents are invited to 

participate. Throughout the year, students participate in prayer services, retreats, reconciliation, and 

Eucharistic Adoration, and are also encouraged to attend daily Mass. Special family-centered 

programs e.g. the Family Advent Wreath Making, the Christmas Pageant, May Crowning are 

scheduled throughout the year. Each year, the students participate in a Mass to honor local police (Blue 

Mass) and fire and EMT personnel (First Responders Mass). 

 

Our Grade 2 students receive the sacraments of First Reconciliation in the winter and First Holy 

Communion in April or May.  Preparation for the sacrament of Confirmation begins in the fall of 

seventh grade, and eighth-grade students receive the sacrament of Confirmation in the spring of their 

eighth-grade year. 

 

 

TECHNOLOGY  
 

The purpose of school-provided technology, including Internet access, is to facilitate legitimate 

educational endeavors.  Such resources are used to enrich and enhance the learning experience and 

environment for students.  Use of these resources must always be in conformity with the law and the 

religious mission of Saint James School.  No student is permitted to use technology to access or send 

inappropriate information or materials. Unless authorized by a teacher or administrator, computer 

games are not to be used, played, loaded, or downloaded at any time. 

 

Students in Grades 5-8 participate in the school’s 1:1 Chromebook program and must abide by the 

related regulations to have continued access to these devices. No technology devices issued to students 

by Saint James School are allowed to leave school property. Students are required to return any school-

issued devices in good condition at the end of the year, or upon withdrawing or transferring from Saint 

James School just as they would return a textbook. Failure to turn in a school-issued device will result 

in the student being charged the full replacement cost. There may also be a charge if a school-issued 

device is damaged during the school year or returned damaged at the end of the year. 

 

All personal cell phones and smartphones/smartwatches must be turned in to the 

classroom/homeroom teacher to be kept with him/her during the school day. Students do not 

need their cell phones during the day, so this should not provide any hardship. If you need to 
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reach your student during the day, phone the main school office where you can receive 

assistance. Other personal electronics such as iPads/tablets, handheld games, iPods and MP3 

players should be left at home, as their use is prohibited during the entire school day. Failure to 

relinquish phones/smartwatches in school could result in confiscation of the phone/smartwatch.  

Repeated offenses will result in a request to leave all devices at home. 

 

Saint James School is not responsible for lost or damaged items. 

 

Please see Appendix B for Saint James School’s Ethical Use of Technology Policy and the related 

signature page agreement. This agreement should be signed annually by the student and the 

parent/guardian before any student is provided with Internet access and other technology privileges. 

 

TUITION AND FEES 
 

Registration, tuition, academic, and HSA Fees are published for the following school year at the start 

of the re-enrollment period in the Fall. Tuition is due in full by August 1st of the current academic 

year or in accordance with the FACTS monthly payment program, which begins in August and 

continues through May. The tuition contract with the school and the authorized collection agency 

requires the full payment of tuition and fees under all circumstances.  

 

For currently enrolled students, registration for the following year is due during the re-enrollment 

period.  A non-refundable fee, which will not be applied to the following year’s tuition, is collected 

for each student. New student registrations are accepted throughout the year as space allows. 

 

Fees, to be paid with tuition, include: 

• Academic Fee (K-8):  textbooks, school supplies, insurance, library and art supplies, Diocesan 

fees for testing, marketing, and PowerSchool. 

• Technology Fee (K-8):  school-wide technology investments. 

• HSA Fee (PK3-8):  Diocesan dues and HSA events. 

• Class dues (PK3-8):  gifts to teachers at Christmas, Catholic Schools Week, birthdays, and end-

of-year. 

For families who may have difficulty paying tuition and fees, tuition assistance is available as follows:  

• Diocese of Metuchen tuition assistance 

• Saint James School tuition assistance 

For the continued financial health of Saint James School, all financial obligations must be met as 

agreed upon when a student is registered, and your contract is signed.  The main contributing factor to 

a school closing is poor tuition collection.  Families who are overdue in tuition payments will receive 

correspondence from the parish business office and/or school administration to assist the family in 

meeting tuition obligations.  Failure to respond to these attempts may result in students being asked to 

leave Saint James School.  If, by the third marking period, a family is in financial arrears the student 

may be dismissed from Saint James School and a grade of “INComplete” will be placed on the 

student’s record.   

The school reserves the right to cancel the re-registration of any student whose family fails to meet 

tuition payments to the school.   

http://diometuchen.org/schools/tuition-assistance/
https://sjsbr.org/financial-aid
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Should a family make the decision to withdraw their children from Saint James School, the following 

policies apply: 

Tuition paid in full:  A refund will only be given for those months in which the student is not 

registered.  For example, if a student withdraws in December, the family will be refunded 

tuition for January – June. 

Tuition paid monthly:  Payments in FACTS will be turned off at the end of the month in 

which the student was withdrawn.  For example, if a student withdraws in December, FACTS 

payments will be turned off effective January 1. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

29 

 

APPENDIX A 

 

Saint James School 

Drop Off Procedures 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Drop Off Procedure:  The one-way Drop-Off “Loop” provides a safe way to drop your child(ren) 

off at school.  

• All cars must enter from Collyer Lane 

• Turn right into the basketball court 

• At the end of the lot, turn left and continue straight toward the GYM (see red arrow) entrance 

of the school 

• All children should disembark the car on the PASSENGER SIDE in the Drop Off Zone 

marked on the map 

• Once children have disembarked, proceed slowly, then turn right to exit on Collyer Lane 

• Please be considerate of others’ time, by dropping your child(ren) off quickly and efficiently 

• The speed limit for the Drop Off Loop is 10 MPH.  Please adhere to this restriction for 

the safety of all.   
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Park and Walk Procedure:  If you prefer to escort your child to the school entrance: 

• Enter from South Finley Avenue 

• Park in the lot between the Church and the White House 

• Escort your child to the Gym Entrance, watching for cars in the lot 

• The speed limit in the parking lot is 10 MPH.  Please adhere to this restriction for the 

safety of all. 

 

Saint James School 

Pick Up Procedures 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pick Up Procedure:  The pick up procedure provides a safe way for children to be picked up after 

school.  Please be careful and considerate when driving and parking in the lot. 

• All cars must park in the White House and Church parking lot and parents/guardians walk to 

pick up zone 

• The speed limit in the lot is 10 MPH.  Please adhere to this restriction for the safety of 

all 

Park and 

Walk 
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• Students in grades PreKindergarten through 5th will not be released without the teacher 

making visual contact with parents/guardians 

• Students in grades 6 – 8 may walk to their parents’ cars in the lot 

• Students will be advised that, should their ride not be there at dismissal, they are to return to 

the Main Office so a parent/guardian may be contacted 

 

Any deviation from the normal dismissal process for a student must be communicated to the 

homeroom teacher.  Students who are normally picked up, will not be allowed to leave the 

premises without a note from a parent/guardian.  All students are required to leave the 

premises at 3:00 PM unless staying for a school supervised activity, no students may be on the 

premises after 3:00 PM unsupervised.  Unsupervised students will be brought to the Main 

Office to wait until a parent/guardian picks him/her up.  
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APPENDIX B 

 

ETHICAL USE OF TECHNOLOGY POLICY 

 

Saint James School strongly believes in the educational value of electronic equipment and 

services and recognizes their potential to support our school’s curriculum and student learning 

by facilitating resource sharing, innovation, and communication. 

 

By utilizing a filtering system, Saint James School will make every reasonable effort to protect 

students and teachers from any misuses or abuses as a result of their experience with any 

information services. This places Saint James School in compliance with CIPA (Children’s Internet 

Protection Act). You and your student(s)’ signatures below indicate acknowledgment and 

understanding of our school’s standards detailed below. As a user of any devices and services, your 

student will be expected to abide by the following rules of device use and network etiquette: 

 

PREAMBLE: 

1. The purpose of school and student provided technology is to facilitate legitimate school 

endeavors, which are educational and administrative in nature; 

2. The use of school and student provided technology both on or off school premises must 

always be in conformity with the law and the religious mission of the Diocese of Metuchen; 

3. Each school as an educational institution will have the resources to exchange information 

within its facility and with other institutions throughout the world; 

4. The use of technology is a privilege, not a right, and inappropriate use may result in a 

cancellation of the user’s privileges. The school’s administration has the right to monitor 

all information on electronic devices and any communications on the school’s network.  

 

1. Care and Use of School-Owned Devices 

a. All school-issued devices are the sole property of Saint James School and should access 

network resources only in accordance with the school’s network technology policies detailed 

as part of the Ethical Use of Technology Policy outlined here. 

b. School-issued mobile devices/laptops must never be left unattended outside of the 

classroom. 

c. School-issued mobile devices/laptops are not permitted in the cafeteria during the lunch 

period or the playground during recess periods. 

d. School-issued devices must remain free of any writing, drawing, stickers, or labels that are 

not the property of Saint James School. 

e. Food/liquids/moisture should be kept away from these devices, as they can cause damage. 

f. These devices should always remain within the protective cover, where applicable. 

g. If a handheld device is placed in a book bag, it should be placed in a way that avoids placing 

pressure and weight on the screen. 

h. School-issued mobile devices/laptops are never to be taken into a school bathroom. 

i. Music is only allowed on a device at the discretion of the teacher. 

j. Students are not permitted to use any electronic device to record audio or video media or 

take pictures of any student or staff member without their permission. The distribution of any 

unauthorized media may result in discipline, including but not limited to, suspension, 

criminal charges, and expulsion. 

k. School-issued mobile devices/laptops are tracked according to serial numbers. Devices are 

labeled in a manner specified by the school. Students are not to remove labels for any reason. 
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l. No technology devices issued to students by Saint James School are allowed to leave school 

property. Students are required to return any school-issued devices at the end of the year, or 

upon withdrawing or transferring from Saint James School, in good condition, just as they 

would return a text book. The device will be reissued to the returning student in September.  

Failure to turn in a school-issued device will result in the student being charged the full 

replacement cost. There may also be a charge if a school-issued device is damaged during 

the school year or returned damaged at the end of the year. 

 

2. Network Personal Safety 

a. I will not post personal contact information about myself or other people without the y 

permission of my parent/guardian and/or teachers/administrators. Personal contact 

information includes but is not limited to my photo, address or telephone number. 

b. I will not agree to meet with someone I have met online without approval from my 

parent/guardian. 

c. I will promptly disclose to my teacher or other school employee any message I receive that is 

inappropriate. 

 

3. Network Illegal Activities 

a. I will not attempt to gain unauthorized access to Saint James School network resources or to 

any other computer system to go beyond my authorized access. This includes attempting to 

log in through another person’s account or access another person’s files. These actions are 

illegal, even if only for the purposes of “browsing.” 

b. I will not make deliberate attempts to disrupt the computer system or destroy data by 

spreading computer viruses or by any other means. These actions are illegal. 

c. I will not use the Saint James School network to engage in any other illegal act, such as 

arranging for the purchase of alcohol or illegal drugs, engaging in criminal gang activity, or 

threatening the safety of a person. 

d. I will not read, move, rename, edit, delete, or in any way alter the files that have been created 

or organized by others. 

e. I will not install software on any Saint James School computers or on the Saint James School 

network without direct supervision of Saint James School staff. 

f. I will not alter hardware or software setups on any Saint James School computer resources.  

 

4. Network and Device Security 

a. I am responsible for my individual account and should take all reasonable precautions to 

prevent others from being able to use my account. 

b. I will immediately notify a teacher or the system administrator if I have identified a possible 

security problem with the network or peripheral computers. I will not go looking for these 

security problems, because this may be construed as an illegal attempt to gain access. 

c. I will take all precautions to avoid the spread of computer viruses. 

d. I will not attach non-Saint James School computer equipment or peripherals to the Saint 

James School network or its infrastructure. This does not include data storage devices such as 

USB drives, flash drives, floppy disks, or CDs. 

 

 

5. Inappropriate Language 

a. Restrictions against inappropriate language apply to public messages, private messages, and 

material created for assignments or to be posted on web pages. 
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b. I will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or 

disrespectful language. 

c. I will not engage in personal attacks, including prejudicial or discriminatory attacks. 

d. I will not knowingly or recklessly post false or defamatory information about a person or 

organization. 

e. I will not utilize any technology to harass, threaten, demean, humiliate, intimidate, embarrass, 

or annoy my classmates or others in the community. This is unacceptable student behavior 

known as cyber bullying and will not be tolerated. Any cyber bullying that is determined to 

disrupt the safety and/or well being of the school is subject to disciplinary action. 

 

 

6. Respect for Privacy 

a. I will not repost a message that was sent to me privately without permission of the person 

who sent me the message. 

b. I will not post private information about another person.  

 

 

7. Respecting Resource Limits 

a. I will use the technology at Saint James School only for educational and career development 

activities. 

b. I will not post chain letters or engage in “spamming.” Spamming is sending an annoying or 

unnecessary message to a large number of people. 

c. I will not download or use games, pictures, video, music, instant messaging, e-mail, or file 

sharing applications, programs, executables, or anything else unless I have direct 

authorization from a teacher or other supervisor, it is legal for me to have the files, and it is in 

support of a classroom assignment. 

d. I understand that Saint James School personnel may monitor and access any equipment 

connected to the Saint James School network resources and my computer activity. Saint 

James School personnel may delete any files that are not for a classroom assignment. 

 

 

8. Plagiarism and Copyright Infringement 

a. I will not plagiarize works that I find on the Internet or on the computers at my school. 

Plagiarism is taking the ideas or writings of others and presenting them as if they were my 

own. 

b. I will respect the rights of copyright owners. Copyright infringement occurs when I 

inappropriately reproduce a work that is protected by a copyright. If a work contains 

language that specifies appropriate use of that work, I will follow the expressed requirements. 

If I am unsure whether or not I can use a work, I will request permission from the copyright 

owner. If I am confused by copyright law, I will ask a teacher or other supervisor to answer 

my questions.  

 

 

 

9. Inappropriate Access to Material on the School Network 

a. I will not use school network resources to access or store material that is profane or obscene, 

that advocates illegal acts, or that advocates violence or discrimination toward other people. 
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b. If I mistakenly access inappropriate information, I will immediately tell my teacher, 

administrator or parent/guardian and will not attempt to access the inappropriate information 

again. 

c. I understand that Internet access is provided for support of classroom assignments, and I will 

not attempt to surf anonymously or modify the computer in any way to allow me access to 

websites or applications I am not authorized to use.  

 

 

10. Social Networking 

a. Students shall not comment, post, join or otherwise affiliate with or publish on social 

networking websites using school or personally owned devices any information (including, 

but not limited to, statements, comments, photographs, groups, profiles or links to third-party 

websites) that, in the discretion of the school or the Diocese, contains inappropriate content.  

b. Inappropriate content includes, but is not limited to, information that: 

i. Can harm the reputation of or cause embarrassment to Saint James School or Parish, 

the Diocese, school administrators, teachers, support staff or students; 

ii. Involves illegal, dishonest or unethical conduct; 

iii. Involves the use of drugs or alcohol; 

iv. Is offensive; 

v. Involves discrimination or harassment; 

vi. Is sexual in nature; 

vii. Is contrary to the teachings of, or reflects unfavorably upon, the Catholic Church or 

infringes upon another’s copyright or trademark without appropriate attribution.  

 

 

11. Personally owned devices 

a. A personally owned device shall include all existing and emerging technology devices that 

can take photographs; record audio or video; input text; upload and download media; and 

transmit or receive messages or images. Examples of a personally owned device shall include 

but is not limited to: smartphones, such as iPhone or Droid; MP3 players, iPods, personal 

gaming devices; iPads, Nooks, Kindles, and other tablet PCs; laptop and netbook computers; 

personal digital assistants (PDAs), as well as any device with similar capabilities to those 

noted above. 

b. All cell phones and smartphones must be turned off and stored in a locker or backpack and 

should not be accessed at all during the school day. No other personally owned devices 

should be brought to school. The school will not be liable for the loss, damage, misuse, or 

theft of any personally owned device brought to school. 

c. Students are not to call, text message, email, or electronically communicate with others, 

including other students, parents, guardians, friends, or family, during the school day. All 

parent/guardian communication with their student(s) during the school day should be done 

through the Main Office. 

d. The school reserves the right to monitor, inspect, copy, and review a personally owned 

device or file when a teacher or the administration has a reasonable suspicion that a violation 

has occurred.  

 

12. Monitoring and Consequences for Violation of Technology Policies 

 

The use of Saint James School technology and network resources for educational purposes is not 

private. School and network administrators, teachers, and other authorized employees monitor 
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the use of all technology and network resources on school premises to help ensure that users are 

secure and in conformity with the above policies. Administrators reserve the right to examine, use, 

and disclose any data found on the school’s information networks or any school-owned or personally 

owned devices to further the health, safety, discipline, or security of any student or other person, or 

to protect property. Students not following expectations for use of technology or network resources 

will face school disciplinary measures and lose the privilege to utilize technology or network 

resources in school for a period of time commensurate with the infraction. Saint James School will 

furnish any evidence of crime to law enforcement. The school reserves the right to determine which 

uses constitute acceptable use and to limit access to such uses. Saint James School also reserves the 

right to limit the time of access and use. 

 

1:1 Chromebook Device User Agreement (below) is to be signed by all students and parents in 

grades 5-8.  This agreement is sent at the beginning of each school year by the Technology 

coordinator and kept on file in her office.   
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1:1 Chromebook Device User Agreement 
 

Under Saint James School’s (the “school”) 1:1 Chromebook device program, students in Grades 5 – 8 is provided with 
the opportunity to apply technology effectively to gain knowledge, develop skills, and extend their current academic 
capabilities. Students may use their Chromebook device on a daily basis to support and enhance their learning. 
 
The following guidelines are necessary to protect the students, the devices, and the school’s network and must be 
followed to ensure that this technology serves as an effective instructional tool. Failure to comply with the guidelines 
noted below may result in disciplinary action and/or financial penalty. 
 
By signing below, a student user (the “user”) and his/her parent/guardian agree to the following: 

• The user and parent/guardian understand and have signed the school’s Ethical Use of Technology Policy (Appendix 
B to the Parent-Student Handbook). 

• In accordance with the school’s Ethical Use of Technology Policy, the user is responsible at all times for the 
appropriate use of the issued Chromebook device, including when it is not on school grounds.  

• A Device Inspection & Repair Report must be completed and signed by the user, his/her parent or guardian and the 
school’s Technology Coordinator at both the beginning and end of the school year or upon the student’s withdrawal 
from the school. 

• The user agrees to insure at all times that the device is secure and safe, to handle the device properly, and to protect 
it from potential sources of damage. Instruction on proper care is communicated to all Chromebook device users at 
the beginning of each school year. 

• The parent/guardian agrees to pay an annual $35 Chromebook User Fee, which covers minor repairs to the device, 
as needed. 

• The user must report device malfunction, damage, or loss to the school’s Technology Coordinator immediately. No 
user or parent should attempt to repair the device on his or her own. 

• Upon request, the user agrees to deliver the issued device to school staff for technical inspection or to verify inventory 
or other information. Users will make their devices available at any time for inspection by any school administrator 

or teacher. The school retains the right to review documents and history created on any device.   

• The device is the property of Saint James School and shall be returned to the school at the end of each school year 
or prior to the user’s withdrawal from the school. 
 

User:  
I understand and will abide by the 1:1 Chromebook Device User Agreement. I understand that the use of a school-
owned device may be revoked at any time if I fail to act in accordance with the guidelines stated above. 
 
_________________________________________                              ___________________________________ 
   User Name (please print)                         Grade              User Signature                               Date 
 
Parent/Guardian: 
As a parent or guardian of the above user, I have read and agree to the terms of the 1:1 Chromebook Device User 
Agreement. I understand that the use of a school-owned device may be revoked at any time if the user fails to act in 
accordance with the guidelines stated above. 
 
_________________________________________                              ___________________________________ 
    Parent/Guardian Name (please print)                                   Parent/Guardian Signature            Date 

 
 

 



 

38 

 

Chromebook Device Inspection & Repair Report 
 

Student Name:  _____________________________________           Grade:  ___________ 

SJS Chromebook Device Number:  ___________________________ 
 

Chromebook Device Serial Number:  __________________________ 
 

General Condition:   New   Excellent   Good    Fair    Poor  

Please note any damages*:  

At the beginning of the school year 

________________________________________________________________________________________

________________________________________________________________________________________

_________________________________________________________________________ 

At the end of the school year or when student withdraws 

________________________________________________________________________________________

________________________________________________________________________________________

_________________________________________________________________________ 
 
*Consider the condition/functionality of the following at time of inspections: AC adapter/power cord, 
audio/speakers, audio with headphones, battery charge, keyboard/trackpad, screen, USB ports, HDMI port, 
camera, bottom cover, top cover, hinge, bezel 
 
I have inspected the Chromebook device identified above and I agree to the device condition as noted. I am 
aware that any damage caused by misuse or negligence or a lost Chromebook are the sole responsibility of the 

user and his/her parent/guardian and repair or replacement fees will be assessed accordingly.   
 
_______________________________________________              _____________________________ 
   User Signature                   Date 
 
_______________________________________________               _____________________________               
   Parent/Guardian Signature                                                                                     Date 
 
_______________________________________________               _____________________________ 
   Technology Coordinator Signature                                                                         Date 
 

        ----------------------------------------------------------------------------------------------------------------------------------------------- 
FOR SCHOOL USE ONLY 

Damages/repairs during the current school year (Provide date, description of repair, and amount billed to 
parent, if any. Use additional sheets as necessary.) 

________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 
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2022-2023 Ethical Use of Technology Policy Agreement 

 
One form per family must be submitted.  Please list the names of each student. Students in grades 
2 must also sign the form in the spaces indicated. 
 
 
USER(S): 
 
I understand and will abide by the Ethical Use of Technology Policy in the Parent-Student Handbook.  I 
further understand that any violation of the policy is unethical and may constitute a criminal offense. 
Should I commit any violation, my privileges may be revoked, school disciplinary action may be taken 
and/or appropriate legal action may ensue. 
 
_______________________________________ ___________________________________ 
User’s Name (please print)  Grade  User’s Signature (if grade 2 or above) 
 
_______________________________________ ___________________________________ 
User’s Name (please print)  Grade  User’s Signature (if grade 2 or above) 
 
_______________________________________ ___________________________________ 
User’s Name (please print)  Grade  User’s Signature (if grade 2 or above) 
 
_______________________________________ ___________________________________ 
User’s Name (please print)  Grade  User’s Signature (if grade 2 or above) 
 
 
PARENT/GUARDIAN: 
 
As a parent of guardian of the above student(s), I have read the Ethical Use of Technology Policy. I 
understand that this access is designed for educational purposes.  However, I recognize it is impossible 
for the school to restrict access to all controversial materials and I will not hold them responsible for 
materials acquired on the network or any unauthorized actions of my child. 
 
______________________________________________  _______________ 
Parent/Guardian’s Name (please print)     Date 
 
______________________________________________ 
Parent/Guardian’s Signature 
 
 
This form must be returned no later than September 29, 2022.  Failure to return this form when required 
will result in the student(s) not being permitted to use technology within the school, including assigned 
Chromebooks. 

 

Family Last Name: ___________________________________ 
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APPENDIX C 

 

HAZING, INTIMIDATION, AND BULLYING POLICY 

Conflict vs. Bullying 

 

Conflict is different than bullying. Not all disagreements and fights are bullying. Conflict is a normal 

part of human interaction and arises frequently in our day to day lives. Part of learning to be 

independent and grown up is learning how to deal with and respond appropriately to conflict at 

home, at school, and in your community.  Recognizing the difference between conflict and bullying 

will help students, parents and teachers know how to respond. 

 

Conflict is: 

 

• A disagreement 

• All parties have equal power to solve the problem 

• All parties have an equal interest in the outcome 

• All parties are of relatively equal size, age or status 

• A conflict can be resolved by talking or working things out together or with help from an 

adult. 

 

Bullying is: 

 

• Not a disagreement 

• A repeated form of mistreatment where the victim cannot defend him/herself 

• An imbalance of power – usually one person is either bigger or older than the other or has a 

higher social standing (is more popular) and uses this against the other person 

• Usually involves repeated acts of harassment, harm or humiliation 

 

Differences in Addressing Conflict and Bullying  

 

Conflict is an important part of growing up but bullying is not. Conflict teaches kids how to give and 

take, how to come to an agreement and how to solve problems.  When it comes to conflict, it’s good 

for kids to learn conflict resolution and resiliency skills. These skills promote listening and working 

together to come to an agreement or plan to move forward.  Conflict resolution works based on the 

assumption that both people are in part responsible for the current problem and need to work it out. 

In this situation, both kids make compromises and the conflict is resolved. 

 

Bullying is different. It is about the bully making a choice to intentionally hurt another person. There 

is nothing to work out. When bullying occurs, the bully is fully responsible for the situation. And the 

bully bears all the responsibility for change.  Bullies usually do not negotiate with others. They want 

power and they blame others for their actions. Even if an adult can get them to apologize, bullies will 

often retaliate when no one else is around. As a result, it is crucial to recognize the difference 

between conflict and bullying. 
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Saint James Catholic School prohibits any act of harassment, intimidation, or bullying of a student. A 

safe and civil environment in school is necessary for students to learn and achieve high academic 

standards. Harassment, intimidation, or bullying, like any other disruptive or violent behaviors, is 

conduct that disrupts both a student’s ability to learn and a school’s ability to educate students in safe 

environment.  

 

Harassment, intimidation, or bullying means any gesture, written, verbal, or physical act, or any 

electronic communication, whether it be a single incident or a series of incidents that: 

 

• Can be reasonably perceived as being motivated by either any actual or perceived 

characteristic, such as race, color, religion, ancestry, national origin, gender, sexual orientation, 

gender identity and expression, or mental, physical or sensory disability; or  

 

• Takes place on school property, at any school sponsored function, or on a school bus that 

substantially disrupts or interferes with the orderly operation of the school or rights of other 

students; and  

 

• A reasonable person should know, under the circumstances, that the act(s) will have the effect 

of physically or emotionally harming a student or damaging a student’s property, or placing a 

student in reasonable fear of physical or emotional harm to his/her person or damage to his/her 

property; or 

 

• Has the effect of insulting or demeaning a student or group of students; or  

 

• Creates a hostile educational environment for the student by interfering with the student’s 

education or by severely or pervasively causing physical or emotional harm to the student.  

 

Consequences  

The Saint James Catholic School administrators try to ensure that both appropriate consequences and 

remedial responses are given to students who commit one or more acts of harassment, intimidation, or 

bullying. Keeping in mind the differences between conflict and bullying, the following factors, at a 

minimum, shall be given full consideration by school administrators in the implementation of 

appropriate consequences and remedial measures for each act of conflict, harassment, intimidation, or 

bullying by students.  

 

Factors for Determining Consequences:  

1. Age, developmental and maturity levels of the students involved;  

2. Degree of harm;  

3. Surrounding circumstances;  

4. Nature and severity of behavior(s);  

5. Incidences of past or continuing patterns of behavior;  

6. Relationships between the students involved; and  

7. Context in which the alleged incidents occurred. 
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Consequences for a student that commits one or more acts of harassment, intimidation, or bullying 

may range from positive behavioral interventions up to and including suspension or expulsion of the 

student. Consequences for a student who commits an act of harassment, intimidation, or bullying shall 

depend upon the nature of the behavior, the developmental age, and the history of the problem. 

Remedial measures shall be designed to correct the problem behavior, prevent another occurrence, and 

protect and support the victim of the act.  

 

Consequences may include, but are not limited to, the following:  

1. Parental notification;  

2. Admonishment; 

3. Temporary removal from the classroom;  

4. Deprivation of privileges;  

5. Classroom or administrative detention;  

6. Out of school suspension;  

7. Suspended from school services, participating in school-sponsored programs and sporting 

activities, or being on school grounds;  

8. Reports to law enforcement or other legal action; and  

9. Expulsion 

 

Examples of remedial measures include, but are not limited to, the following:  

13.Restitution and restoration;  

14.Corrective instruction;  

15. Behavioral assessment or evaluation, including, but not limited to, a referral to the Child Study 

Team, as appropriate;  

16. Behavioral management plan;  

17. Parent conferences;  

18. Student counseling (*all students suspended from school will require a re-entry counseling 

session with School Counselor or School Principal);  

19. Modification of schedules;  

20. Outside therapy or professional counseling;  

21. Supervision of student at lunch and recess, as well as during transition periods;  

22. School transfers;  

23. Law enforcement involvement or other legal action.  

 

Please note: If a parent of a student who commits an act of harassment, intimidation, or bullying does 

not comply with the above actions or respond to the administration at Saint James School, Child 

Protection and Permanency (CP&P), formerly the Division of Family and Youth Services (DYFS) will 

be contacted. CP&P’s mission is to ensure the safety, permanency and well-being of children and to 

support families. CP&P is responsible for investigating allegations of child abuse and neglect and, if 

necessary, arranging for the child's protection and the family's treatment.  

 

Harassment, Intimidation, and Bullying Reporting Procedure  

The Principal will be responsible for receiving all complaints alleging violations of this policy. All 

staff members, volunteers, contract service providers, etc. who have contact with students are required 

to verbally report alleged violations of this policy to the Principal or the Principal’s designee (please 

see Hierarchy of Reporting chart below) on the same day when the individual witnessed or received 

reliable information regarding any such incident. The Principal will inform the parents of all students 

involved in alleged incidents, and, as appropriate may discuss the availability of counseling and crisis 
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intervention services. The Principal, upon receiving a verbal report, may take interim measures to 

ensure the safety, health, and welfare of all parties pending the findings of the investigation.  

 

All suspected acts of reprisal or retaliation will be taken seriously and appropriate responses will be 

made in accordance with the totality of the circumstances. Examples of consequences and remedial 

measures for students who engage in reprisal or retaliation are listed above.  

 

 

Stop!t Policy 

Saint James School shall provide a system for students to use in the schools that will enable them to 

anonymously report to the administration incidents of: bullying, harassment, cyberbullying,  

violence, threats, weapons possession, alcohol or drug related issues, hazing, discrimination, ethics 

violations such as cheating or plagiarism, or other harmful or inappropriate conduct. 

 

In complying with this Policy, the following Procedures shall be observed: 

• Stop!t is the mobile and web reporting tool selected by the Diocese of Metuchen to be 

implemented in each school. 

 

• Administrators are to establish protocols on monitoring the system and responding to the 

information received. 

 

Hierarchy of Reporting  

Report any alleged incident of harassment, intimidation, or bullying to the School Principal,  

Mrs. Suzanne Florendo at 908-766-4774, extension 233. If Mrs. Florendo is not available on a 

particular day, the following staff should be notified: 

Your child’s teacher 

Mrs. Kristin McInerney, School Guidance Counselor  

 

Student Support  

The Saint James School administration and faculty will provide ongoing support for students who are 

subject to harassment, intimidation, and bullying, including the following:  

1. The student(s) will meet with the School Counselor to discuss the incident and explore any 

feelings or concerns;  

2. The Counselor will assist the student in returning to the classroom;  

3. The Counselor and Principal will be available to speak with and provide support to the students, 

parents and family;  

4. Grade and homeroom teachers will be asked to closely monitor the student and provide support 

as needed;  

5. The school environment will be altered as needed, such as changing seats or schedules;  

6. The School Counselor will provide social skills, including empowerment skills and responding 

in the moment;  

7. The student will be provided with assistance in reading or interpreting social signals, building 

self-esteem or identifying friends and classmates who can offer support;  

8. The administration may increase positive contact with adults in the school who can provide 

future support; and  

9. The administration may encourage positive peer relationships and support.  
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Sexting Policy 

The mission of all Catholic schools is to bring students closer to Jesus Christ by teaching and living 

the gospel message in an environment where the unique value of each person is recognized, 

protected and respected.  Certainly, issues of morality demand a strong partnership between the 

school and the family to protect students from dangers they do not foresee. The Catholic Church 

believes and teaches that human bodies are gifts from God and temples of the Holy Spirit. The 

Church defines chastity as “the successful integration of sexuality within the person and thus the 

inner unity of man in his bodily and spiritual being.” (CCC2337)  

Educators, when teaching the first, sixth, eighth, and ninth commandments, are called upon to 

include the use of social media as a significant part of the instruction they give.  As our schools 

partner with families to model Catholic Social Teachings emphasizing the dignity of the human 

person takes on a new and different meaning while discussing sexting and related issues.  In teaching 

our children about human sexuality within the framework of God’s plan, we provide opportunities 

for moral decision making based on solid Catholic teachings.   

The Diocese of Metuchen prohibits acts of harassment, intimidation or exploitation of all students. 

Each school must insure a safe environment that reflects the gospel and is conducive to student 

learning. With more students having access to phones and social media accounts, it is becoming 

easier for them to send and receive explicit messages and images.  All students are expected to 

refrain from any and all conduct involving sexting.  They are to respect the dignity of others and of 

themselves at all times.  Sexting shall not be tolerated on school property, on the school bus, at any 

school sponsored function or off school grounds.   

 

In complying with this Policy, the following must be considered: 

 

• Sexting is the production, possession or dissemination of sexual materials, including sexually 

suggestive text messages, nude/semi-nude photographs, or videos of themselves or others via 

cellular telephone or the internet by students on school property or at any school sponsored 

function. Sexting does not fuel committed, eternal love as God desires for us.  It stands in opposition to 

God’s plan for us, and for that reason it is wrong. 

 

• Pornography consists in removing real or simulated sexual acts from the intimacy of the 

partners, in order to display them deliberately to third parties. It offends against chastity 

because it perverts the conjugal act, the intimate giving of spouses to each other. It does grave 

injury to the dignity of its participants (actors, vendors, the public), since each one becomes an 

object of base pleasure and illicit profit for others. It immerses all who are involved in the 

illusion of a fantasy world. It is a grave offense. (CCC 2354)  

• Creating or sharing explicit images of a child is illegal, even if the person doing it is a child. 

A young person is breaking the law when they take an explicit photo or video of themselves 

or a friend; share an explicit image or video of a child, even if it is shared between children of 

the same age; or, possess, download or store an explicit image or video of a child, even if the 

child gave his/her permission for it to be created. Images covered under the law include, but 

are not limited to, naked pictures, photos of intimate body parts, including topless photos of 

girls, any sex act and any sexually suggestive image, which includes photos of a person in 

undergarments/underwear. If it is found that a child under the age of 18 is in possession of 

any of these, has been sending them or taking these types of photos, the police can record it 

as a crime and the offender may be prosecuted. 
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In complying with the Policy, the following procedures must be observed: 

• All reported incidents of sexting shall be dealt with immediately. 

•  The school will take immediate measures to protect the victim and others involved in the 

incident. 

• Report to the Diocese of Metuchen Diocesan Response Officer 

• Report immediately to the Office of Schools, either the Superintendent or Assistant 

Superintendent                          

• Report immediately to the local Police Department. 

• Secure all cell phones, computers or other electronic devices that may contain or have 

disseminated sexual materials, including sexually suggestive text messages and nude or 

semi-nude photographs. Cell phones should be placed in Airplane mode to preserve the 

evidence. 

• Secure all potential witnesses. 

• Contact the parents of all students involved in the reported incident. 

• Students involved in possession or transmission of inappropriate photos on their cell 

phones or other electronic devices may face some or all of the listed consequences: 

 

1. Temporary removal from the classroom; 

2. In-school or out-of-school suspension; 

3. Parent conference; 

4. Deprivation of privileges; 

5. Suspension from sports participation; 

6. Removal from After-School programs; 

7. Counseling; 

8. Therapy; 

9. Expulsion 
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APPENDIX D 
 

 

 

 

 

 

 

 

 

Class Placement Policy 
As we begin to plan for the 2022-2023 academic year, we have adopted the following policy for 

placing students in their classes.  The goal of the student placement policy is to design balanced 

classes, according to established criteria, which create the optimal learning environment allowing 

each Saint James School student to learn in a safe, secure, and supportive environment. Each 

classroom is a small community that must be representative of the diverse social, academic, and 

physical needs and abilities of all students.   

When determining class placement, we will consider input from current teachers and staff, input 

from parents, student performance, student relationships, boy/girl ratios, and other factors including 

social-emotional and academic needs.  Your child's support and success are our primary goal and 

well-balanced classes is in everyone's best interest. 

The following process and criteria for student placement is as follows: 

 

1. April:  The current teacher evaluates each student’s academic skills, work habits, behavior, 

physical/academic needs, learning styles, student personality and interactions, and leadership 

skills. 

 

2. April:  Parent/guardian input is requested. 

 

3. April/May: Placement teams are formed for each grade level including grade-level partner 

teachers, other staff including the school counselor, compensatory/supplemental instructors, 

and with feedback from other service providers (physical therapy, occupational therapy). 

 

4. May:  Based upon projected enrollment for the next school year, the placement team will use 

teacher and parent input to make tentative class lists without teacher assignments before the 

end of the school year.  The following criteria is used by the teams to create a balanced and 

highly functional learning environment in each classroom, based on skills, needs, and 

attributes of the students: 

o Academic ability 

o Special needs (academic, physical, social/emotional) 

o Boys/girls 

o Learning styles 

o Interpersonal skills 

o Class size 

 

5. The Principal will make final teacher assignment decisions.   
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6. Newly enrolled students are considered for placement by the principal in consultation with 

placement teams. 

 

7. The Principal will assign staff to the balanced class lists.  Final approval of student placement 

and assignment of teachers rests with the Principal.  It is not appropriate for parents to 

request a specific teacher and such requests will not be honored. 

 

8. When enrollment and staffing are judged to be stable by the Principal, class lists will be 

finalized and communicated to parents and guardians via email. 

 

Request for Change in Placement: 

Saint James School’s teachers, staff, and administration work judiciously to ensure the best 

placement for each student and every effort is made to ensure that each child has a positive 

classroom experience. The new school year signifies a time of change and transition and our teachers 

will provide many opportunities for every student to adjust to their new classmates and teacher, to 

make new friends, and to become a contributing part to their new classroom community.  We look to 

our parents to encourage their children to accept this change from year to year and to give the 

children time to “settle in.”   

 

Upon receiving class placement information, you may contact the Principal about any concerns you 

may have about your child(ren)’s placement and be assured that your concerns will be shared with 

the teacher and counselor so your child’s anxieties may be addressed. If your child is having 

difficulty in his/her new placement after school has started, please contact the teacher and Principal 

immediately so the child’s needs may be addressed.  Teachers, just as parents, want their students to 

be happy and productive in school and we will work with you and your child to help solve the 

problem. 

 

We will rarely change an assignment because it can cause a chain reaction within the classes’ 

balance that would be unfair to many students within the group.  While we feel we consider the 

individual child during the placement process, parents must realize that their child is part of a 

complex equation in school placement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

48 

 

APPENDIX E 

 

COVID PROTOCOLS 

 

Per the Diocese of Metuchen, Saint James School will continue to follow the guidance of the New 

Jersey Department of Education, the New Jersey Department of Health, and our local, Bernards 

Township Department of Health.  Current protocols are posted on the school website Nurse page. 

 

Parents should keep students who are sick home, so they do not spread colds, or other ailments.  

Positive COVID results must be reported to the school nurse upon receipt of results. Once a positive 

result is reported, the school nurse will communicate the current protocols for quarantine and/or 

mask-wearing.  It is expected that parents and students will adhere to these protocols for the safety of 

all. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://sjsbr.org/school-nurse
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APPENDIX F 
 

2022-2023 EMERGENCY TRANSPORTATION,  
PARENT HANDBOOK ACKNOWLEDGEMENT & MEDIA RELEASE 

(please complete one form per family) 
 

Family Last Name ___________________________________________________ 

Student 1 Name _______________________Grade ____   Car   Walker    After Care 

Student 2 Name _______________________Grade ____   Car Walker   After Care 

Student 3 Name _______________________Grade ____   Car    Walker   After Care 

Student 4 Name _______________________Grade ____   Car Walker   After Care 

 
TRANSPORTATION 

The above student/students are transported to and from Saint James School in the manner checked. 
(Note: On any day when a student changes his/her regular way of dismissal (e.g. extracurricular activity, going home 
with a friend, or a car-rider who may be walking home/somewhere else), he/she must present a note, signed by the 
parent/guardian, concerning the change to the classroom/homeroom teacher at the beginning of that school day. 
Students may not be transported by a faculty or staff member.) 

For students who will be transported by car, please list the name(s) of any individual(s) other than a parent or 
guardian who may pick up your student(s) at the end of the day: 
 
___________________________________________________________________________________________________ 

 
For students who will be considered “walkers”, please read and sign below: 
As the parent/guardian of the Child referenced above, I give my permission for her/him to walk unaccompanied 
from the school after dismissal or an activity. 
I understand and accept the risks and hazards associated with my Child walking from the school and agree to 

fully assume all risks and hazards, including but not limited to, inclement weather, automobile traffic, and third 

parties. 

In the event that I wish to pick up my Child instead of allowing them to walk from school, I understand that it is 

my duty and responsibility to notify the school of that alteration or any future adjustments. 

I, on behalf of myself, my heirs, next of kin, spouse, and legal representatives, hereby release, waive, discharge, 

and agree not to sue Saint James School, the Diocese of Metuchen, and their respective affiliates, successors 

or assigns, and their respective directors, officers, employees, volunteers, agents, contractors, and 

representatives from any and all negligence and liability for injury, illness, death, or property damage resulting, 

directly or indirectly, from my permission to allow my Child to walk from the Location. 

MY SIGNATURE BELOW INDICATES THAT I HAVE READ THIS ENTIRE DOCUMENT, UNDERSTAND THAT 
IT AFFECTS MY LEGAL RIGHTS, AND AGREE TO BE BOUND BY ITS TERMS. 

Parent/Guardian Signature:______________________________________ Date:___________ 

Parent/Guardian’s Name:_______________________________________________________ 
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MEDIA RELEASE  

(this section MUST be completed) 
I, the parent/legal guardian of ______________________________________________ (please list all student’s 

names within the family) understand that there are many occasions wherein the students in Saint James School are 
photographed for area/community newspapers as well as the school's newspaper, website, social media, class 
Shutterfly accounts and yearbook.  It is not our custom to publish student names.  If the need arises parents will 
be notified, in advance, for their permission to publish student names.   
 
(Parent’s initials) _______   I grant* my express permission to exhibit the above-named student's photograph or 
likeness at the discretion of the school.  OR 
 
(Parent’s initials) _______   I do not grant my express permission to exhibit the above-named student's 
photograph or likeness. 
 
*By granting permission, the undersigned parent/guardian hereby releases and forever discharges this School 
and the Diocese of Metuchen and the trustees, officers, agents and employees of the School and Diocese from 
and against any and all claims, damages or suits which may arise from the use of the School publications, 
press/media releases, or website, including but not limited to, the exhibition of the above-named students' 
photograph or likeness or publication of the student's name. 
 
Parent signature ___________________________________________________________ 

If either selection is initialed by parent or the form is not signed, we will consider this a decline. 
 

 
ACKOWLEDGEMENT AND RECEIPT OF HANDBOOK 

 
I acknowledge that the 2022-2023 Parent-Student Handbook containing policies, rules and regulations for Saint 
James School are on the school website (www.sjsbr.org).  I have read the Handbook or will read it as soon as 
possible. I understand and agree that the administration of Saint James School will have the authority set forth 
in the Handbook. 
 
I understand that the policies, rules and regulations contained in the Handbook are established for the welfare 
and benefit of the students.  I understand my responsibility to support Saint James School in the policies it has 
established, and to see that my child adheres to the rules and regulations set forth in the Handbook. 
 
I/We hereby acknowledge that I/we have read or will read as soon as possible (please initial in space provided): 
____________ Parent-Student Handbook ___________ Hazing, Intimidation, and Bullying Policy 
 
My/Our signature below indicates my/our agreement to abide by the terms set forth in the Handbook. 
 
Parent/Guardian signature:    __________________________________________ 

Parent/Guardian signature:    ____________________________________________________ 

Please note:  Diocese of Metuchen policy requires the signature of both custodial parents/guardians .  
Failure to return this signed acknowledgement by September 29, 2022 will result in the exclusion of 
your child(ren) from school until the signed form is received by the School. 

http://www.sjsbr.org/

