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Parish Mission Statement
St Joseph, Manchester: A Christ-centered family engaging, connecting and
empowering God’s people

Philosophy of Catholic Education at St. Joseph Catholic Elementary School
“Peace be with you. As the Father has sent me, so | send you...receive the Holy Spirit”. (Jesus quoted in John
20:21-22)

St. Joseph is a Holy Spirit filled center of Catholic elementary education whose primary mission is to build the
Kingdom of God proclaimed by Jesus Christ. The school’s focus is the holistic education of our children
rooted in the heritage of Catholic education in America. Catholic schools are one of the great success stories
in American history. The commitment to disciplined learning in the milieu of our lived Catholic faith and
values gives Catholic schools a unique and treasured place in the American way of life.

Our children are called to grow in their faith and to develop a wholesome regard for self as well as a Christian
respect for others through service, message, community and worship. At St. Joseph School, there are five
pillars that continue this heritage and provide firm foundation for our children’s future.
e A commitment to the welfare, education, and growth of each individual student as a member of the
Body of Christ and our community of faith.
e A quality Catholic education tuned to the demands of the times in which we live.
e Recognition of the parents of students as “primary educators” and the forging of a partnership with
them in the holistic education of their children.
e Providing a lived experience of the saving presence of God rooted in Word and Sacrament, a spirit of
prayer, the practice of Christian service, the development of gifts and talents, and a respect for life.
e Deepening recognition of, and support for, Catholic education in the Catholic community and
American society.
St. Iranaeus in the second century gave us this memorable quote: “The Glory of God is man fully alive.” St.
Joseph School works to see that the ‘glory of God” is fully alive in each of our students.

St. Joseph Catholic Elementary School Mission Statement

The mission of St. Joseph Catholic Elementary School is to provide an educational program that supports
parents in training students to glorify Jesus Christ and to be an example of Christian life through the Gospel
message by the way we think, speak, act, and worship.
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St. Joseph Catholic School Bill of Rights

STUDENTS AND ADULTS IN OUR SCHOOL DESERVE TO LEARN, TEACH, AND WORK IN A VISIBLE FAITH
COMMUNITY ENRICHED BY OUR CATHOLIC TRADITION. WE ARE COMMITTED TO PROCLAIMING THE GOSPEL
OF JESUS CHRIST IN ALL OUR WORDS AND ACTIONS. THEREFORE, EVERYONE AT ST. JOSEPH CATHOLIC
ELEMENTARY SCHOOL WILL OBSERVE THE FOLLOWING BILL OF RIGHTS:

WE HAVE THE RIGHT TO BE TREATED WITH RESPECT.

* Torespect the uniqueness of each child of God.

* Torespect self, adults, peers, and students in and out of our school environment.

* Torespond in an appropriate way to requests and guidance, both in words and actions.
* Torespect all personal and school property.

WE HAVE THE RIGHT TO A POSITIVE LEARNING ENVIRONMENT.

* To work cooperatively with adults, peers, and students.

* To hear and be heard in the classroom without unnecessary disruption.

* To maintain a quiet, learning environment.

* To do our part to keep our school clean.

WE HAVE THE RIGHT TO PRIVACY.
* To expect that personal property will be safe.
* To receive academic results without intrusion from others.

WE HAVE THE RIGHT TO BE ACCEPTED FOR WHO WE ARE.

* To be Christ-like in work and play.

* To communicate ideas in an appropriate manner.

* To have concerns heard and to respect the concerns of others.

WE HAVE THE RIGHT TO FEEL SAFE AT OUR SCHOOL.

* To treat everyone with dignity, worth, and respect.

* To maintain a positive attitude.

» To safeguard the well-being of others.

* To communicate with appropriate language and comments.
* To solve disagreements and conflicts in a positive manner.

Academic Expectations

At St. Joseph Catholic Elementary School our students are expected to perform to the best of their abilities.
Every student is also expected to have minimally passing grades in order to advance to the next grade level.
The normal progression through elementary school is nine years; with a student being classified in grades
kindergarten through grade eight in successive years. Students with low grades will be expected to seek
tutoring or attend summer school. Parents of students, who do not pass two or more classes, must meet with
the teacher and administration to determine requirements to be fulfilled before moving on to the next grade
level.

Graduation - To graduate from a Catholic elementary school in the Archdiocese of St. Louis, a
student must have successfully completed the minimum academic and religious requirements of
the school; maintained a satisfactory attendance record as defined by the school; demonstrated
satisfactory conduct; and completed all financial obligations.

Financial Requirements - Payment in full must be made for all financial obligations to the school
before the day of graduation.
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Withholding Records - St. Joseph Catholic Elementary School has a policy of withholding the transfer
of records and disciplinary information as well as access to the Grade Book on Fast Direct if there is
any unpaid tuition balance or if other fees (such as late line fines, After School Care, unpaid Library
fines, Work Duty fees, etc.) have not been paid.
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POLICIES AND PROCEDURES

Admissions Policy
St. Joseph Catholic Elementary School follows the admissions policies of the Archdiocese of St. Louis. Pre-
registration is conducted in February of each year. (Also see Registration section.)

Policy of Non-Discrimination - All Catholic schools of the St. Louis Archdiocese shall admit students of any
race, color, or national and ethnic origin to all rights, privileges, programs, and activities generally accorded
or made available to students at these schools. The schools shall not discriminate on the basis of race, color,
national origin, or ethnic origin in admission policies, scholarships and loan programs, and athletic and other
school administered programs.

Parents/guardians wishing to enroll their children in a Catholic elementary school must apply for admission at
the local school. All acceptances of registrations are handled by the principal in consultation with the pastor.
All accounts must be up to date prior to registration begin accepted for the coming year.

We follow the Missouri state guidelines for students entering Kindergarten that children must be 5 by August
1 to enter Kindergarten. Students transferring from another private/public school on our area may be asked
to interview with the principal and grade level teachers. The student’s current records must be in the school
office prior to the time of the interview.

Requirements for Admission

Catholic schools are unique expressions of the Church’s effort to achieve the purposes of Catholic education
among the young. Academic excellence and a disciplined formation will always be the desired goals of the
Catholic school. Central to the school, however, is the understanding of the Catholic tradition and growth in
faith. Parents wishing to enroll their children in a Catholic school must understand and agree to the purposes
of Catholic schools.

Admission to a Catholic elementary school at any point of entry is contingent upon:

1. the family’s desire for this special kind of school where Catholic teaching and moral formation are an
integral part of the school; (Non-Catholic families must give the same assurance that they understand
the religious requirements and expectations of attending a Catholic school). Evidence of any family’s
desire to be a part of this type of school includes:

a. participation in the spiritual and social life of the parish or religious congregation;
b support of the concepts upheld in the Witness Statement;
c. agreement to follow the policies and procedures of the school;
d willingness to cooperate with the teachers and administration in the moral, psychological,
emotional, spiritual, and academic development of their children
2. the child’s fulfillment of the age requirements listed below:
a. for admission to kindergarten, the child should be five years of age before August 1;
b. for admission to first grade, the child should be six years of age before August 1.

Children who fulfill the age requirement for kindergarten or grade one but whom after sufficient
examination are found lacking in maturity or readiness for kindergarten and primary one need not be
admitted. In these cases the principal should recommend readiness activities or some program for
the further development of the child.

For those children who do not fulfill the age requirement for kindergarten or grade one see
Admission of Students Not Meeting the Age Requirement.
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the school’s ability to meet the student’s educational needs; Determination of this ability is based
upon:

a. the student’s performance in another educational setting;
b. successful completion of the previous grade level;
C. successful completion of the entrance evaluation process.

The decision to admit a child should be made only after a thorough review of the child’s previous
school records and all records relating to the child’s special needs, if any. Parents are required to
sign the “exchange of information” form to enable the school to obtain all necessary information
from professionals or agencies that have made diagnoses and prescribed adjustments for students
who have a known special need. If parents will not provide complete information and/or will not
cooperate in ensuring that professionals who provide diagnostic, prescriptive, or therapeutic services
to their child provide complete information, the school shall postpone any further consideration of
admission.

the parent’s willingness to accept the financial responsibilities of attending the school.

Transferring from Another Catholic School

A student transferring from one Catholic school in the Archdiocese to another for reasons other than
geographical relocation may be accepted after the parish/school in which the parents wish to enroll
obtains pastor permission and school records from the parish/school that the family is leaving. It is the
responsibility of the parents/guardians to obtain the permission of the pastor. In addition, the
requirements for admission would apply at any transfer point.

Guidelines for Applying Policy:

1.

Since Catholic schools are funded in various ways, assurances must be given by the pastor of the
sending parish that there are no outstanding debts owed to the parish by the family. If there are
outstanding debts, the family must make financial arrangements to the satisfaction of the sending
pastor before the family is accepted into the receiving school. It is permissible to accept a family on a
conditional basis until the debt is retired.

Principals should provide the cumulative active file (academic grades, achievement testing, and
information regarding the results of educational, speech/language, behavioral, social, emotional, and
or physical evaluations to determine the presence of a special need that affects learning or that
affects functioning in the school setting) to schools to be used in determining the admissions and/or
placement of students. Since discipline information is not part of a student’s cumulative file, the
release of the necessary discipline information must follow the procedures outlined under Release of
Student Discipline Information.

Parents/guardians and educators shall provide to schools all relevant information regarding
diagnostic testing for learning disabilities, special needs or circumstances (e.g., physical,
psychological, educational, etc.) and any other information which will enable the school to determine
if and how the student’s needs can be met.

Parents/guardians of students with significant medical conditions shall provide information about
that condition, appropriate school adjustments and emergency plans. Guidelines for obtaining this
information can be found under Students with Significant Medical Conditions. Because Catholic
schools cannot discriminate against otherwise qualified students on the basis of a disability if they
can be provided with an appropriate education by making minor adjustments, it is essential that
principals and parents cooperate in providing these evaluation results.

9
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Custody information must also be provided by the parents/guardians. Failure of the
parents/guardians to supply pertinent information may result in denial of admission or
discontinuation of enroliment.

A decision about acceptance shall not be made until all pertinent records and information have
been received and reviewed.

3. During the interview with the family, discussion should focus on the student's religious and
sacramental preparation and academic, social, and psychological development in the previous school.
The receiving principal should further discuss the status of the student with the sending principal and
the student's former teacher before making a decision to accept the family.

4, It is advisable to include the student's potential new teacher in this portion of the interview so as to
assure continuity in the student's growth process. It may be necessary in some cases to accept
students on a conditional basis, but this should be the exception.

5. Although Archdiocesan policies are applicable from one Catholic school to the next, local policies and
procedures reflect the individual nature, philosophy, and goals of a particular parish. As a result,
these local policies and procedures should be reviewed and agreed to by the applying family before a
decision is reached to accept the family into the school.

6. Giving families permission to transfer to another parish school outside their parish boundaries is not
the norm, but there are some occasions in which this is acceptable. Examples of such occasions
include when a student is in need of a particular program/service or in need of a new educational
environment.

Transferring from a Merged/Consolidated Catholic School
Families enrolled in a school that is scheduled to merge or consolidate for a new school year should enroll
at the school at which the parish has merged or consolidated its school.

If for some valid reason a family desires to transfer to another Catholic school other than the
merged/consolidated school, the parents may register only after receiving permission from the pastor of

their current parish.

Guidelines for Applying Policy:

1. The expectation is that all families currently enrolled in a school that is merging or consolidating for
the next school year will attend the school identified in the merger or consolidation decision.
2. Before acceptance into the school identified in the merger or consolidation, a family must have

fulfilled all of its financial responsibilities at its previous school. It is permissible to accept a family on
a conditional basis until the debt is retired.
3. Giving a family permission to transfer to another school outside the parish boundaries is not the

norm. However, there are some occasions when this is acceptable. Some valid reasons may include:

a. child’s need for a particular program/service;

b. a family situation that would make it extremely difficult to attend the designated school;

C. no available space for additional students at the school. The permission of the pastor of the
parish in which the family is registered must be obtained before a family is allowed to
register at another Catholic school.

The receiving pastor and principal should discuss the circumstances surrounding the reasons for the transfer

with both the family and previous pastor and principal before a decision is made in regard to accepting the
family.
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4. Non-Catholic families may apply at any school they wish.

5. Other parishes should not advertise or encourage families from the merged/consolidated school to
register at their school.

Transferring from a Non-Catholic School

A student transferring from a public or private school may be accepted into a Catholic school after a
thorough inquiry regarding the motivation for the request for admission. Normally the family would apply
to the school sponsored by the parish in which the family resides. In addition, the requirements for
admission would apply at any transfer point

Guidelines for Applying Policy:

Guidelines one and two for families transferring from another Catholic school apply to families who are
transferring from a non-Catholic school. In addition, the following guidelines also apply to families
transferring from a non-Catholic school:

1. Catholic schools are religious schools. Therefore, transfer students must have reasons for
enrolling consistent with the Catholic school's nature. A deliberate choice for religious instruction
and values must be a part of that decision. Parents should agree to the concepts upheld in the
Parent Witness Statement.

2. The policy applies at all grade levels, including the normal entry point for high school.

3. For Catholic students wishing to transfer from public schools:

a. Responsibilities of Administration:
For Catholic students wishing to transfer from public schools into Catholic schools, the pastor
and principal must assure themselves that the family has acceptable reasons for seeking a
transfer. Whether or not the family is registered in the parish, participates in parish life, and
has had the children enrolled in a parish school of religion are examples of criteria pastors
may take into consideration. If the family lives outside the parish, or is registered in another
parish, the pastor where the family is registered needs to attest to the receiving school that
reasons for the transfer are legitimate and needs to give permission.
If a Catholic school is considering accepting transfer students, it must give the student and
family the necessary assistance to understand the Catholic nature of the school.

b. Responsibilities of Parents:
The family must demonstrate to the administration (pastor/principal) a desire for this special
kind of school where Catholic teaching and moral formation are an integral part of the
school. Some evidences of this desire are the following:

. previous enrollment in the parish school of religion;

° participation in the spiritual and social life of the parish;

° agreement to the concepts upheld in the Parent Witness Statement;

. registration in and financial support of a Catholic parish;

° demonstration of an interest in and commitment to living the Catholic faith.

The family must be able to indicate through an interview that they are not attempting to escape
efforts related to desegregating schools.

If the family has little or no previous formal Catholic education, the family must be willing to

participate in a certain number of explanatory sessions provided by the administration
(pastor/principal) to help them understand the uniqueness of the Catholic school.
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5.

If the student has little or no previous formal Catholic education experience, the student must be
willing to participate in a special religion program provided by the administration
(pastor/principal/director of religious education) in the basic teachings of the Church and in
preparation for the celebration of the sacraments (RCIC).

Non-Catholic students wishing to transfer from a public school or another Catholic school may
apply at any school they wish. However, consideration should be given to applying to a school
geographically near where they live.

a. Responsibility of Administration: For non-Catholic students wishing to transfer from a
public school into a Catholic school or from one Catholic school to another Catholic
school, a communication from the student's minister, rabbi, or other religious leader
must attest that the reasons for transfer into a Catholic school are acceptable.

Parents and students need to be informed that all students will participate in classes of
religious instruction, religious ceremonies, and activities as appropriate.

b. Responsibility of Parents: If a non-Catholic family wishes to transfer into a Catholic
school, the family must express to the administration (pastor/principal) a desire for this
special kind of school where Catholic teaching and moral formation constitute an integral
part of the school. Some evidence of this:

o the family with religious affiliation participates in the services of their congregation;

e the family with no formal affiliation agrees to participate in some religious activities
designated by the school;

o the family agrees to support the concepts upheld in the Parent Witness Statement that
pertain to non-Catholic Parents;

o the family agrees to the financial support of the Catholic school.

The family must be able to indicate through an interview that it is not attempting to
escape efforts to desegregate schools.

The family must be willing to participate in a certain number of explanatory sessions
provided by the administration (pastor/principal) to help them understand the
unigueness of the Catholic school.

If a non-Catholic family with church affiliation wishes to transfer into a Catholic school, a
communication from the student's minister, rabbi, or other religious leader will be
requested by the administration (pastor/principal) to help determine if there are
acceptable reasons for the transfer.

If a non-Catholic family wishes to transfer into a Catholic school and there is a conflict
between the family values and the values of the school, the student should not be
admitted.

For un-churched students wishing to transfer from public schools:

For un-churched students transferring into Catholic schools, the pastor or principal and the family
of the student agree on the religious obligations that enrollment in a Catholic school entails. For
example, a family might agree to a certain number of sessions explaining the content of the
religious instructional program of the school, or the family may seek membership in a
congregation or parish through the catechumenate.
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Transferring from a School District under Court Ordered Desegregation Plan
Public school students from public school districts directly affected by a mandatory Court order for
integration may not be accepted into Catholic schools.

Guidelines for Applying Policy:

1. If astudent was enrolled in a district under mandatory court ordered desegregation, transfer is
not permitted into a Catholic school. This includes students who were on "waiting lists" for
Catholic schools.

2. The policy follows the student. Students who may change residence to a district not involved in
mandatory desegregation may not be accepted if during the prior year they were enrolled in a
school in a district under court order.

3. The policy applies to all students irrespective of race, religion, or ethnic background.

4. Only in a specific case may the pastor or a high school administrator make an exception to this
policy and only as long as there is moral certitude that the student is not seeking admission for
unacceptable reasons

5. Public school students may be accepted at normal entry points, that is, after kindergarten or
completion of public elementary school. Pastors and high school administrators follow the
procedures outlined in the Admissions Policy.

6. This policy is binding for two school years after the court order takes effect. After two years, the
Guidelines of the Admissions Policy are followed

Admission of Students under Special Circumstances
Admission of Students on a Conditional Basis
If a school intends to accept a student on a conditional basis, it is essential that the decision be made
only after a thorough review of the student’s previous school records and all records relating to the
student’s special needs, if any. The school should communicate the conditions of the acceptance in
writing. The Catholic Education Center is available for assistance with making and communicating
such decisions.

Admission of Home Schooled Students
Prior to accepting a student who has been home schooled the parents/guardians must provide
evidence that the student has been receiving regular instruction:

1. by providing the following records which they are required to keep by state law:
a. a plan book, diary, or other written record indicating subjects taught and activities
engaged in;
b. a portfolio of samples of the student’s academic work;
C. a record of evaluation of the student’s academic progress;
d. other written or credible evidence equivalent to the points listed above.
2. by providing evidence of offering at least 1000 hours of instruction annually as required by

law. At least 600 hours should be in reading, language arts, mathematics, social studies, and
science or academic courses that are related to the aforementioned subject areas and
consonant with the pupil’s age and ability. At least 400 of the 600 hours shall occur at the
regular home school location.

In addition, parents/guardians of Catholic students must demonstrate that the student has been
receiving regular religious instruction by providing evidence of religious education and sacramental
preparation that have been provided, along with parish records of participation in first sacraments, if
applicable.

The student’s placement will be determined by a review of the above records and evidence provided,
student work samples and by an interview with the child and/or parents/ guardians. If the records
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are not sufficient to determine placement, the student can be given appropriate end of grade or
other appropriate assessments and student work samples can be evaluated for equivalence of grade
level achievement.

Enrollment in a Catholic school and participation in a home school is not permitted. Participation in
Catholic school activities (including but not limited to the standardized testing program, fine arts
programs, etc.) flows from being enrolled full time in a Catholic school.

Admission of Students from Other Countries

Schools of the Archdiocese may enroll or allow the attendance of foreign-born non-immigrant students, if
they possess appropriate U.S. Immigration and Customs Enforcement (ICE) documents. Schools must contact
the Catholic Education Center before making an admission decision and must follow designated procedures.
Foreign-born persons of school age who have entered the United States on B1/B2 tourist visas are not
allowed to attend school. Failure to comply with ICE procedures and regulations could jeopardize a student's
ability to enter or remain in the U.S. and cause the school to be found in violation of U.S. immigration laws.

The Catholic Education Center provides guidelines to assist schools with decisions about admitting foreign-
born non-immigrant students, and directions for obtaining and reviewing documents needed for student visa
applications. The Catholic Education Center also has an official designated to review and process documents
for F-1 student visa applications for schools in the Archdiocese through the Student and Exchange Visitor
Information System (SEVIS).

The designated official should be notified as soon as a request for admission of a foreign-born non-immigrant
student is received. No decision should be made by a school until a review of documents is complete. Unless
an individual school has obtained specific authorization for F-1 visa applications through SEVIS, all requests
must be processed through the designated Catholic Education Center official.

Foreign-born persons of school age generally seek to enroll in schools in the U.S. under one of three
circumstances. Each circumstance requires a different response in order to comply with Archdiocesan policies
and ICE regulations.

1. Foreign-born persons of school age living in the United States who have been issued a visa as a
dependent of one or both parents with immigrant, temporary worker, student, refugee, cultural
exchange visitor, or other non-tourist visa status
They are normally included with the visa status issued to the parent(s) and may not need a separate
visa status to attend school. These individuals may be enrolled as regular students after consulting
with the designated official at the Catholic Education Center.

2. Foreign-born persons of school age participating in an educational "cultural exchange visitor"
program certified by the US Department of State. (J-1 visa category)

They are designated as a "cultural exchange visitor" by ICE and are not considered regular students.
They are participants in an exchange program who want to improve their English or have a U.S.
cultural experience. They may attend school, only in grades 9 through 12, with attendance limited to no
more than 12 months. They cannot be issued official grades, credits, or transcripts, since they are not
enrolled as regular students.

School officials should obtain copies of the cultural exchange visitor's passport, visa, and exchange program
documents. The school should also obtain a copy of the temporary guardianship document from the host
family or exchange organization, and verification of medical insurance coverage. All of these documents
should be kept in the student's school file.
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A school may not require the cultural exchange visitor to pay tuition, since payment of tuition implies official
enrollment status, but fees for expenses such as textbooks, school activities, and retreats may be required.
The educational value of accepting a cultural exchange visitor should be considered. Because of the financial
implications of this decision, the number of cultural exchange visitors accepted in a school year should be
limited. While the designated Catholic Education Center official may provide guidance, the decision to accept
a J-1 cultural exchange visitor is the prerogative of local school officials.

Organizations are certified by the U.S. Department of State to process J-1 "cultural exchange visitor" visas for
participants in their programs. School officials should cooperate only with certified cultural exchange visitor
organizations and programs. The U.S. Department of State publishes a listing of these programs.

3. Non-immigrant students entering the United States for the purpose of enrolling in a regular program
of study. (F-1 visa category)

Foreign-born non-immigrant students are required to obtain an F-1 visa prior to enrolling in school. The
"Student and Exchange Visitor Information System" (SEVIS) is operated by ICE for processing visa
applications. The Catholic Education Center is authorized by SEVIS to review and process the Form 1-20
Certificate of Eligibility for schools in the Archdiocese.

An F-1 visa student must enroll for at least one full school year. (A student may attend for one semester or
two trimesters if enrollment results from a long-standing sister-school relationship.) In general, students are
admitted only at the beginning of the school year. Exceptions may be considered in consultation with the
designated Catholic Education Center official.

Unless transferring from another school in the United States, F-1 visa students are not admitted to 8th grade
or 12th grade as their first year of enrollment unless an exception is granted by the Superintendent of
Catholic Education. Grade placement is determined by a review of the student's entire academic record. An
F-1 visa student may not repeat a grade level already completed.

Admission of Students from Other Countries
Schools of the Archdiocese may enroll or allow the attendance of foreign-born non-immigrant
students, if they possess appropriate U.S. Immigration and Customs Enforcement (ICE) documents.
Schools must contact the Catholic Education Center before making an admission decision and must
follow designated procedures. Foreign-born persons of school age who have entered the United
States on B1/B2 tourist visas are not allowed to attend school. Failure to comply with ICE procedures
and regulations could jeopardize a student's ability to enter or remain in the U.S. and cause the
school to be found in violation of U.S. immigration laws.

The Catholic Education Center provides guidelines to assist schools with decisions about admitting
foreign-born non-immigrant students, and directions for obtaining and reviewing documents needed
for student visa applications. The Catholic Education Center also has an official designated to review
and process documents for F-1 student visa applications for schools in the Archdiocese through the
Student and Exchange Visitor Information System (SEVIS).

The designated official should be notified as soon as a request for admission of a foreign-born non-
immigrant student is received. No decision should be made by a school until a review of documents is
complete. Unless an individual school has obtained specific authorization for F-1 visa applications
through SEVIS, all requests must be processed through the designated Catholic Education Center
official.
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Foreign-born persons of school age generally seek to enroll in schools in the U.S. under one of three
circumstances. Each circumstance requires a different response in order to comply with Archdiocesan
policies and ICE regulations.

1. Foreign-born persons of school age living in the United States who have been issued a visa as a
dependent of one or both parents with immigrant, temporary worker, student, refugee, cultural
exchange visitor, or other non-tourist visa status

They are normally included with the visa status issued to the parent(s) and may not need a
separate visa status to attend school. These individuals may be enrolled as regular students after
consulting with the designated official at the Catholic Education Center.

2. Foreign-born persons of school age participating in an educational "cultural exchange visitor"
program certified by the US Department of State. (J-1 visa category)

They are designated as a "cultural exchange visitor" by ICE and are not considered regular
students. They are participants in an exchange program who want to improve their English or
have a U.S. cultural experience. They may attend school, only in grades 9 through 12, with
attendance limited to no more than 12 months. They cannot be issued official grades, credits, or
transcripts, since they are not enrolled as regular students.

School officials should obtain copies of the cultural exchange visitor's passport, visa, and
exchange program documents. The school should also obtain a copy of the temporary
guardianship document from the host family or exchange organization, and verification of
medical insurance coverage. All of these documents should be kept in the student's school file.

A school may not require the cultural exchange visitor to pay tuition, since payment of tuition
implies official enrollment status, but fees for expenses such as textbooks, school activities, and
retreats may be required. The educational value of accepting a cultural exchange visitor should
be considered. Because of the financial implications of this decision, the number of cultural
exchange visitors accepted in a school year should be limited. While the designated Catholic
Education Center official may provide guidance, the decision to accept a J-1 cultural exchange
visitor is the prerogative of local school officials.

Organizations are certified by the U.S. Department of State to process J-1 "cultural exchange
visitor" visas for participants in their programs. School officials should cooperate only with
certified cultural exchange visitor organizations and programs. The U.S. Department of State
publishes a listing of these programs.

3. Non-immigrant students entering the United States for the purpose of enrolling in a regular
program of study. (F-1 visa category)

Foreign-born non-immigrant students are required to obtain an F-1 visa prior to enrolling in
school. The "Student and Exchange Visitor Information System" (SEVIS) is operated by ICE for
processing visa applications. The Catholic Education Center is authorized by SEVIS to review and
process the Form |-20 Certificate of Eligibility for schools in the Archdiocese.

An F-1 visa student must enroll for at least one full school year. (A student may attend for one
semester or two trimesters if enrollment results from a long-standing sister-school relationship.)
In general, students are admitted only at the beginning of the school year. Exceptions may be
considered in consultation with the designated Catholic Education Center official.
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Unless transferring from another school in the United States, F-1 visa students are not admitted
to 8th grade or 12th grade as their first year of enrollment unless an exception is granted by the
Superintendent of Catholic Education. Grade placement is determined by a review of the
student's entire academic record. An F-1 visa student may not repeat a grade level already
completed.

An F-1 student may enroll for several school years. As with any regular student, official grades
and transcripts are issued for classes completed. An F-1 student who initially enrolls in
elementary school may apply to high school during 8th grade.

An F-1 visa student must meet the admissions requirements of the school and have the academic
preparation necessary to successfully complete the school's required course of study. Evidence of
preparation must include an academic record of at least average grades, as defined by the
student's home school. The student must also possess sufficient English proficiency necessary for
school success without English as Second Language/English Language Learner assistance.

F-1 visa students are expected to pay all regular tuition and fees. The student's family or host
family must provide evidence of sufficient financial resources to pay tuition, fees, and living
expenses. The school's published tuition schedule and payment procedures should be used with
F-1 student enrollment.

When an F-1 visa student enters the U.S. and reports to school, officials should obtain copies of
the student's passport, visa, and validated 1-20 form. These documents, along with a copy of the
student's class schedule, must be submitted to the Catholic Education Center designated official
in order to activate the student's enrollment status in the SEVIS system. This process must be
completed no later than 30 days after the start of school. Failure to do so will result in the
student's enrollment eligibility being terminated.

As a regularly enrolled student, an individual with F-1 visa status is expected to be held to the
same academic, behavior, and attendance standards published in the school's student and parent
handbook.

School officials must inform the Catholic Education Center of student academic progress by
means of quarterly or trimester report cards. Failure to maintain at least average grades can
result in termination of the student's enrollment eligibility. The designated Catholic Education
Center official must be notified immediately of any behavior on the part of the student which
warrants suspension or other disciplinary action. This also can result in termination of enroliment
eligibility.

Since an F-1 visa student lives with a host family or relatives, it is necessary for the host to have
temporary guardianship or power of attorney. School officials should obtain a copy of the
temporary guardianship document, and verification of medical insurance coverage. These
documents should be kept in the student's school file.

If an F-1 student fails to enroll as scheduled, or withdraws from the school, the designated
Catholic Education Center official must be notified immediately. The Catholic Education Center
official should also be contacted about procedures for students with valid F-1 visas requesting to
transfer from or to another school.
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Admission of Students Not Meeting the Age Requirement

If a school is willing to do so, students not meeting the age requirement, but who after adequate examination
are found to possess sufficient maturity to enter kindergarten or first grade, may be accepted. The following
criteria are determining factors:

1. Superior performance on readiness tests which indicate cognitive, affective, and
psychomotor maturity. These tests are to be decided on by the principal and the primary
coordinator or kindergarten teacher;

observations of the student in a learning situation;

recommendations of pre-school or kindergarten teacher;

sufficient room in the school for this student;

approval by the pastor to accept this student.
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Placement in the Elementary School

The principal, after reviewing the child’s academic records and in consultation with the parents/guardians
and teachers, will place the student at the grade level appropriate to the student’s maturity and academic
and social skills.

Attendance

Regular, punctual attendance relates in a positive way toward school achievement and the child’s self-worth.
Absence requires a period of readjustment which may slow down learning. Children should be strongly
encouraged to attend school on a consistent basis. Students are considered absent whenever they are away
from school during school hours except for school sponsored or school sanctioned co-curricular activities
(e.g., field trips, enrichment, and remedial programs, annual Pro-Life march in Washington, DC, etc.).
Students who must be excused for medical, dental, funeral, or other reasons during school hours are
considered absent. For these types of absences a written notice should be sent to the school in advance by
a parent/guardian stating the time, length, and reasons for absence. When illness does occur, we ask that
you adhere to the following:

1. A written note is required for all absences for documentation. Notes require a date and reason for the
absence and parent/guardian signature.

2. For your child’s safety, we ask that parents/guardians call the school on the morning of the absence.
The school secretary will call parents who do not call the school, to verify the child’s absence.

3. We strongly discourage removing students from school for family vacations. Arrangements regarding
making up missed work and classes must be made prior to leaving. Students should be prepared to take
tests that were missed during their absence on the day they return to school, unless other arrangements
have been made. Report cards will not be issued early due to family vacations.

4. ltis the responsibility of the absentee to find out what work has been missed and to make up that work.
Arrangements to receive homework may be made with the homeroom teacher. Homework will be
available to pick up between 3:00pm and 3:15pm in the school office.

5. If a child misses three or more consecutive P.E. classes, a note from the doctor is required. If a child
cannot take part in less than three consecutive physical education classes, a parent note is required.

6. Teachers are directed to bring to the attention of the principal, extended student absences of ten
consecutive days or more.

7. A parent conference will be requested when a student accumulates 15 absences or tardies. Parents,
teachers, and principal will attend the conference. The student may also be requested to attend.

8. Students who accumulate 25-30 absences or tardies might be required to attend summer school or to
set up a tutoring program to make up for missed class time in order to be promoted to the next grade.
The teachers will consult with the principal to determine if such action will be required.

9. Chronic or excessive absences without substantial cause can be a factor in determining a student’s
continued enrollment in the school.
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10. Students who schedule a school/high school visit or attend work with a parent on a regular school day
will be marked absent.
11. Other matters will be left to the discretion of the principal.

Change of Address

It is imperative that any change of address, email and phone number of the parent/guardian be reported to
the school office immediately. This is vital in the case of an emergency as well as for our records.

Cheating

Cheating on homework, tests, or in the form of plagiarism is not tolerated at St. Joseph Catholic Elementary
School. Cheating is defined as follows: 1. copying or sharing answers on an independent homework
assignment, 2. copying, using a “cheat” sheet, looking at another student’s paper, talking, etc. during a test,
and 3. copying or cutting and pasting the work of another writer off the internet.

All instances of cheating will be treated with severity. When caught cheating, a student will be sent to the
principal immediately and a detention and/or in-school suspension will be assigned. No credit will be given
for the assignment or test. Students may also be dismissed or held from participation in after school
activities.

Class Interruptions

Quality education demands that as much time as possible be devoted to student learning. Because of this, we
ask that parents not interrupt a class during school hours. If a parent/guardian wishes to speak with a
teacher, she/he should call the school office and leave a message on his/her voice mail. The teacher will
return the call, if possible, on that same day. It is against the policy of St. Joseph Catholic Elementary School
for teachers to provide their home phone numbers to parents and we ask that parents respect the
professionalism of our faculty/staff by not calling them at home.

Communication
As parents of the school, you have access to your child’s schedule and report card, as well as LINKS to the

lunch menu, Thursday Notes, and other items of interest. In order to access this information, you can either:

Go to the St. Joseph web site www.stjoemanchester.org, then navigate to the school tab and click on school.

Once on the School page, scroll down and click on the “Fast Direct” link. Or, you can simply go to:
http://www.fastdir.com/stjoe/You will be prompted for your Fast Direct Login Information.

You can also email the teachers through gmail using their first initial of their first name and their last name
@sjmschool.education (e.g. gsturgill@sjmschool.education).

Confidentiality
Teachers, parents, and volunteers are expected to keep student confidentiality unless health, life, or safety is
involved or at risk.

Confinement and Restraint of Students

If a school enrolls or continues to enroll a student for whom there is indication that he/she may need to be
physically confined or physically restrained in order to provide for the safety of the student him/herself,
other students, and/or faculty/staff members, the following steps will be taken:

1. All relevant information from medical and mental health care providers regarding the causes and
triggers of potentially dangerous behavior, and recommended interventions to be used to manage
the behavior, will be obtained in a timely manner
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2. A plan to manage the behavior will be developed and communicated to all faculty and staff members
who may be in a position to supervise or interact with the student.
3. Parents will be notified as immediately as possible and arrangements need to be made for parents, or

others designated by the parents, to pick up the student from school if the behavior is such that
confinement and/or restraint strategies needed to be used. The school’s Contact Person at the
Catholic Education Center will also be notified.

In the event that a student for whom there is no prior indication of behavior that may require confinement
or restraint to ensure the safety of the student or others, engages in a behavior that has the potential for
physical harm, school personnel should use common sense methods of ensuring safety. (For example, if a
student who has never done so before, suddenly runs into the line of traffic at dismissal, a common sense
approach would be to call the student’s name and physically grasp him/her to the degree needed to
prevent injury.)

Confinement pertains to preventing a student from leaving a particular location. If a student is confined, the
space should be comparable in size, with comparable lighting, ventilation, and heating and cooling, to other
spaces in the school which people normally occupy. The space should be free of objects that can cause, or be
used to cause, harm.

Arrangements should be made for the student to be observed by a member of the school staff at all times.

Physical restraint should be used only for as long as necessary to resolve the risk of danger or harm to the
student or others. Physical force used during restraint should not exceed the degree necessary to prevent
bodily harm or injury to the student or others. No technique should be used that places pressure on areas of
the body that result in restricted breathing.

Incidents involving confinement or restraint must be documented. The documentation will include:
1. the date, time, and location of the incident,

2. a description of the events that led up to the emergency,

3. the de-escalation strategies that were used prior to confinement or restraint,

4. why the de-escalation strategies were not successful,

5. a description of the impact of the emergency on the student and others, and

6. what, if anything, could be done differently in the future.

Custody

Teachers and administrators should be informed of custody arrangements affecting their students.
Documentation of the custody arrangements and a copy of the most current Parenting Plan must be
provided to the administration.

Discipline
Philosophy

Our philosophy of education clearly states that the education of our children is a shared responsibility
between parent and school. Excellence in education requires discipline in many ways. Parents choose
to send their children to St. Joseph Catholic Elementary School knowing that our style of education is
based on the teachings of Jesus Christ. In all of our dealings with students, faculty members and
parents, the overriding virtue binding us together is genuine love, concern, and respect for one
another. We are, in the truest sense, members of the Catholic Christian community. As our children
grow through Catholic education, we seek to develop values which build in each child a responsibility
for his/her actions, self-discipline, and respect toward others. With the above goals in mind, the
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following discipline policy has been developed. This policy allows us to aid in the development of
responsible behavior in all of our children. Each teacher reviews this policy at the beginning of every
school year. Successful implementation of any discipline policy relies on a full partnership of parents,
teachers, and administration. Each homeroom teacher/grade level team designs a discipline plan
which is appropriate for the age of the children in his/her care. This plan would incorporate the
school-wide discipline plan. The plan will be communicated to students and parents at the beginning
of each school year.

The principal and/or pastor will determine the final recourse in all disciplinary situations.

General Rules

As a Christian community, the following behaviors will be expected from all members of St. Joseph
Catholic Elementary School:
e School-wide

. Be courteous and respectful of others.
. Respect school property and the property of others.
. Follow the entrance and dismissal procedures.
. Walk single file silently in the halls.
. Use appropriate language.
Assembly
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. Enter and exit assembly silently.

. Be attentive and courteous to the speaker.

. Questions should be appropriate and meaningful.

. Remain seated. Keep hands and feet to yourself.
Cafeteria

. Walk at all times.

. Stand in line courteously.

. Communicate at a conversational level.

. Visit and eat at your assigned table/seat.

. Food may not be mishandled or taken out of the cafeteria.

. Clean your seating area. Push in your chair. Throw away your trash.
. Remain in the cafeteria until you are dismissed.
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Discipline Log Procedures, K-5

A Discipline Log will accompany each homeroom throughout the school day. A list of infractions is posted in
each log relating to Lack of Respect for all People and Property, Uniform Infractions, Disruption in Class,
Inappropriate Hallway Behavior, and Inappropriate Cafeteria/Playground Behavior. When a student violates
an expected rule, he/she will be asked to sign the Discipline Log in the appropriate category.

The use of the Discipline Log, expected behaviors, list of infractions, consequences, and other specific
discipline procedures are discussed with the students at the beginning of the school year and are handed out
to parents by each grade level at Back to School Night. T