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I. St. Joseph School

St. Joseph School has a long tradition of academic excellence. Its program has a strong Catholic
foundation, and all strive for a genuine spirit of Christian community. St. Joseph School is
staffed by a group of enthusiastic and dedicated lay educators.

The school opened in September 1955 with three Sisters of the Presentation of the Blessed Virgin
Mary, two lay teachers and a total enrollment of 290 students. The school gradually expanded,
adding one class each year until it became a nine-room school: Kindergarten through 8th Grade.
St. Joseph School enrollment remains at approximately 320 students in Grades K through 8.

The school is administered by a principal, vice principal, lay teachers and teacher aides. An
office manager, business manager, and counselor are also included in the staff of the school. St.
Joseph School is a part of the Catholic school system of the diocese of San Bernardino with the
Office of Schools staff as the immediate delegates of the Bishop in all school matters. The
Bishop shares with the pastor the final accountability and responsibility for total Catholic
education at the parish level. The pastor’s primary role is to provide spiritual leadership and may
delegate the organization and administration of the school to the principal.

I1. Philosophy, Mission Statement, Student and Parent Expectations

Philosophy

St. Joseph School shares in the mission of the Catholic Church and to “Teach as Jesus Did” in
spreading the Good News. We believe that all people are created in the image and likeness of
God and possess unique gifts and talents. We nurture these gifts in a Christ-centered, disciplined,
loving, and secure environment to help students reach their potential. We teach and reinforce
faith, morals, and values daily through the principles of service, community, and worship.
Through a carefully-planned, holistic curriculum, we strive to lay a strong foundation that will
inspire our students to make a life-long commitment to academic excellence, compassionate
global awareness, and an appreciation of diverse cultures and abilities. Recognizing parents as
the primary educators of their children, the faculty and staff work with them to help the students
grow spiritually, intellectually, emotionally, and socially.

Mission Statement

St. Joseph School fosters Catholic values and invites students to a deeper relationship with Jesus
Christ. The school community educates the whole child to live their faith and become a light of
God’s love to the world.

Student Mission Statement
At St. Joseph School, we prepare, persevere and learn to be good people for the world.
We are...LIGHT
Light of kindness,
Inspiration,
God’s love,
Hope, &
The Catholic Church, living in faith.



Student Learning Expectations
A St. Joseph student will:

A. Be a Vibrant Catholic who:
e Applies religious knowledge and values to daily situations
e Celebrates diversity and demonstrates mutual respect
e Makes a conscious effort to alleviate local and global needs through sacrifice and prayer
e Prays daily and participates in liturgies and service projects
e [s responsible, honest, and independent

B. Be a Lifelong Learner who:
e Thinks critically, uses knowledge and resources to make decisions and solve problems
e [s focused, self-managed and well organized
e [s able to learn from both success and failure

C. Be an Effective Communicator who:
e Articulates in both oral and written language
e Uses information to initiate discussion, evaluate issues, and take appropriate action
e Understands the importance of listening and responding compassionately to others

D. Be a Responsible Citizen of God’s Creation who:
e Appreciates the wonder and beauty in all things
e [s aware of local, national, and global issues
e [s a caretaker of the environment
e Lives for justice and peace.

Expectations of Students
e To comply with all regulations: behavior, curriculum, dress, homework, attendance
e To complete all work associated with the course of study at each grade level
e To respect and respond to all members of the school community

Expectations of Parents

Parents are to subscribe to the mission and philosophy of St. Joseph School and agree to abide by
its educational policies and regulations as well as those of the diocese. Parents are encouraged to
promote the attainment of the Student Learning Expectations through their example and
commitment. Parents being the primary educators of their children will provide the example of
good Catholic Christian morality, and be models of a faith-filled life. Parents will support the
religious and educational goals of the school. The St. Joseph School discipline policy is
motivated by a sense of love and respect for the rights of teachers, students, and the community
as a whole. Parents, students, and teachers are expected to support and promote this discipline
policy.

As stated in the St. Joseph School Contract: “Parents are obligated to comply with the policies
and guidelines of this handbook. Students of parents who fail to comply are subject to
dismissal.”



III. Admission Policy

Nondiscrimination

St. Joseph Catholic School, mindful of its mission to be a witness to the love of Christ for all,
admits students of any sex, race, color, disability, national and ethnic origin to all the rights,
privileges, programs and activities generally accorded or made available to students at the
school. The school does not discriminate on the basis of sex, race, color, disability, national and
ethnic origin in administration of educational policies, admission policies, scholarship and loan
programs and athletic and other school administered programs (#5010 Diocesan Handbook).

Admission Age
A child who is five years old by September 1st and satisfactorily completes the readiness
screening may be admitted into Kindergarten provided all health documents are current.

Class Size
Class sizes range from 35-38 in most grades.

Priority of Student Admission

Siblings of children already attending St. Joseph School will be given enrollment priority if they
are ready. All parents are required to provide proof of registration in a Catholic parish. Priority
is given to supportive Catholic alumni and Catholic students whose families are registered in St.
Joseph Parish. Children from other Catholic parishes and other faiths will be admitted if
openings exist.

Transfer Students
Transfer students will be admitted if the following requirements have been met satisfactorily:

e An opening exists

e A grade competence test is passed

e No outstanding financial obligation to previous school

e Parents/guardians and students meet with the administration for an interview
e All new students will be admitted on probation for a three -month period

Normally, a student is not deprived of a Catholic education or otherwise penalized for actions of
parents. However, the principal may recommend the transfer of a student when parents/guardians
have been repeatedly uncooperative with the school staff, policies or regulations, or have
interfered in matters of school administration or discipline. The principal/administration may
recommend transfer only after reasonable effort has been made to achieve parent/guardian

cooperation. Documentation of all actions and of consultations on the issues must be retained on
file.

IV. Attendance, Visitors, and Volunteering

Daily Attendance - Students

Regular daily attendance is mandatory. Students in grades 5-8 are to be on the grounds by
7:40 a.m. and enter the classroom by 7:45 a.m. and are considered tardy after the 7:45 a.m. bell.
Students in grades K-4 should be on grounds by 7:50 a.m., enter the classroom by 8:00 a.m. and
are considered tardy after the 8:00 a.m. bell. Any student arriving between 7:30 a.m. and



8:00 a.m. is to report to the pavilion area. Students remain in the pavilion under staff supervision
until each class is greeted by their teacher prior to the first bell. No student is to be dropped off
before 6:45 a.m.

Extended School Care (ESC)

St. Joseph School is proud to offer an Extended School Care Program to all students who are
enrolled in our school. This program exists for families who need to drop their child(ren) off
prior to the regular daily start time, or need to pick up their child(ren) after the regular dismissal
time. ESC is available on school days from Monday through Friday. Morning ESC begins at 6:45
a.m., and after-school ESC is until 6:00 p.m. Please see section XXI: Extended School Care
Program, for much more information and details.

Release of Students during School Hours

No student will be allowed to leave the school during the school day unless officially signed out
in the office by a parent/guardian. Advanced notice in writing must be sent to the teacher if a
student is to leave school early (this may be done via Class Dojo). The parent/guardian is
required to pick up the student in the office and sign him/her out in the log book. If a student
returns the same day, the student must be signed in again in the office.

Tardiness

Tardy students, those arriving in their classrooms after the 7:45 a.m. bell (grades 5-8), or 8:00
a.m. bell (grades K-4) must be escorted to the office and signed in by a parent/guardian/carpool
driver. Entering the classroom late is a distraction to the class once instruction has begun, and
can also leave the late student feeling stressed due the missed instructions, info, or lesson.
Excessive tardiness will result in formal documentation on report cards. If the issue is not
resolved, a mandatory meeting with administration will be scheduled to discuss the concerns and
find a resolution to the excessive tardiness.

Absences

Students are expected to be in attendance on every school day, except for EXCUSED
ABSENCES which are defined by the Diocese (medical and dental appointments). Verification
of such appointments is required by the school. Students who are absent more than thirteen days
per trimester without a doctor’s excuse or other comparable professional written excuse may be
asked to withdraw from school or be retained in the present grade unless all the work is
satisfactorily made up. A physician’s note is required after more than 5 days of absence. When a
student is absent, a parent or guardian must email or call the school attendance line at
909-552-6969 or sjuattendance@stjosephupland.org between 7:30 a.m. and 9:00 a.m. on the
day of the absence. Also, a dated written excuse is required confirming dates of absence and
reason upon returning to school.

School Visitors

St. Joseph School is a closed campus. For the safety of all students, other than school personnel
and authorized visitors, no one is allowed on the campus at any time without the explicit
permission of the school administration. This applies to being on campus during regular school
hours, as well as before-school and after-school programs and/or activities. Parents must
adhere to dismissal procedures of all school activities at all times. This includes—but is not
limited to, waiting outside the school gates for staff/coaches/leaders to dismiss students from
clubs/sports/scouts. Parents are not to gather or wait on campus (inside our gates) at any time.



All visitors are required to report to the school office and sign in upon arrival.

Parent Volunteer Guidelines: Volunteers Working with Students (Including Coaching)
Throughout the school year, teachers and staff will notify parents of class activities such as class
parties, field trips, workshops/retreats, or school events for which volunteers are needed. This
includes all volunteer coaches for all SJU sports. All volunteers working directly with
students must complete requirements set forth by diocesan policies and are indicated below.

Live Scan Fingerprinting** (completed once)

Safe Environment training (expires every 3 years; must be kept current)

Mandated Reporter Training (new for ‘26-’27 school year)

Sign the Diocese of San Bernardino Volunteer Policy Form (new for ‘26-’27 school

year)

=

**NOTE: completing Live Scan Fingerprinting for another school, parish, district, diocese,
employer, or other entity DOES NOT satisfy the Live Scan requirement for St. Joseph School. A
Live Scan must be specifically completed for St. Joseph School, Upland. Form must be
obtained by the school office, as it contains accurate school codes.

All parents wishing to volunteer for any class celebration or activity, AT ANY POINT IN
THE SCHOOL YEAR, must be cleared by completing ALL four of the above requirements
by the last Friday in September of the current school year. Forms and instructions are
available in the school office.

Also, all visitors are required to report to the school office and sign in upon arrival.

We are grateful for the many parents who generously share their time and talents in service to our
school community. To ensure the safety of all students and the effectiveness of our volunteer
programs, parent volunteers may not bring younger children or non-enrolled siblings with them
while volunteering on campus. When volunteering, parents are expected to give their full
attention to the students and responsibilities assigned to them. Additionally, the presence of
younger children creates supervision and safety concerns that the school is unable to
accommodate.

For parents serving as volunteer athletic coaches, children who are not participating in the
scheduled practice may not remain with their parent during practices or games. To support our
coaching volunteers, school-age children who are enrolled at SJU may be checked into Extended
School Care (ESC) during the time their parent is coaching. No ESC fees will be charged during
the volunteer coaching period.

Parent Volunteer Guidelines: Volunteers NOT Working with Students

There are many occasions when parent volunteers are needed for tasks or activities that do not
require working directly with students. Such tasks include doing morning traffic or Mass duty,
campus clean-up, working in the office for photocopying, etc. For these tasks, parent volunteers
do not have to be cleared with the aforementioned four requirements. When volunteering in
these capacities, parent volunteers may not bring younger children or non-enrolled siblings with
them while volunteering on campus.



School Mass Duty Volunteers

To help maintain a safe environment during school Masses and liturgical celebrations, the school
may utilize Mass duty volunteers. These volunteers serve as additional observers and assist in
promoting a secure atmosphere for students, staff, and visitors. They help stop traffic as students
and staff cross the parking lot before and after Mass, and walk the perimeter of the Church
before and during Mass. The volunteers are needed from 8:15 - 9:30 a.m. This is a PIP
opportunity open to all parents. Mass duty volunteers will sign up via a signup link sent to
families through text, just like the traffic duty sign up.

Mass duty volunteers are not security personnel and are not expected or authorized to physically
intervene in any situation that may present a safety concern. For their own safety and the safety
of others, volunteers should not engage in confrontations, attempt to restrain individuals, or
otherwise place themselves at risk. The role of Mass Duty Volunteers is limited to observing
activities, remaining alert to potential concerns, and promptly reporting any unusual, unsafe, or
suspicious behavior to school administration, faculty, staff, or emergency personnel as
appropriate. School personnel will determine and implement any necessary response.

All volunteers are expected to follow school policies, maintain confidentiality when appropriate,
and conduct themselves in a manner consistent with the mission and values of the school.

V. Schedules

Normal School Hours

The normal school day begins at 7:45 a.m. (grades 5-8) and 8:00 a.m. (K-4) and concludes at
3:00 p.m. Students are marked tardy if they arrive in their classrooms after 7:45 a.m. (grades 5-8)
and 8:00 a.m. (K-4). Students must be picked up promptly after school unless they have a signed
permission slip to remain for supervised activities. Supervision is provided from 7:30 a.m. until
fifteen minutes after school dismissal. For safety, students arriving before 7:30 a.m. or not picked
up by 3:15 p.m. will enter Extended School Care, and fees will be charged.

Morning break for all students, K-8, is from 10:00—10:15 a.m. This is break time for snack,
bathroom and socializing/play with classmates. Lunch begins at 11:55 a.m. for grades 5-8 and
12:10 p.m. for grades K-4. Students are to eat lunch sitting in their assigned areas. Each student
is responsible for disposing of personal trash and maintaining proper table manners. Table
monitors from each grade level are responsible for cleaning tables/areas when the eating portion
of the lunchtime is over. After eating, students will play in their designated play areas with
supervisors present. Upper grade students return to class at 12:30 p.m., and lower grade students
return at 12:45 p.m.

There may be a short afternoon break for grades K-4. This is taken at the discretion of the
classroom teacher. Dismissal for all grades K-8 is at 3:00 p.m.

Early Dismissals

On minimum days, students will be dismissed at 12:00 p.m. On one o’clock Wednesdays,
students will be dismissed at 1:00 p.m. Check the school website calendar and text/email
reminders for these dates. Early dismissals are also indicated on the school calendar given with
registration materials.



Drop-Off and Pick-Up Policy

Students should not be on the school grounds before 7:30 a.m. unless they are being signed into
Extended School Care. Students should not be on the school grounds more than fifteen minutes
after dismissal unless reporting to Extended School Care or a supervised after school activity for
which they have written permission. Parents/carpool drivers should use extreme caution when
entering/leaving the school grounds. Students are to be picked up according to the guidelines
given to parents at the beginning of the school year. At no time are cars to be left unattended by
drivers. When in the drop-oft/pick-up line (closest to school), no driver should ever get out of
his/her car; traffic duty volunteers and/or staff members will assist students as needed as they
load into vehicles. Observance of basic traffic rules will be enforced. Drivers are to follow the
directions expressed by those on traffic duty. Staff members and parent volunteers who are on
traffic duty give directions that are for the safety, security, and consideration of all; they are to be
respected and obeyed.

Parents may never park in reserved parking places for parish or school staff or marked fire lanes.

When it is raining heavily/extremely hot in the afternoon, we will do a modified “rainy/cold/hot
day pick up.” To keep students, teachers, and families out of the inclement or hot weather,
drivers picking up students will drive onto campus through the lower or upper grade area gates:
choose the gate where your oldest child’s classroom is located. Teachers and staff will direct
students to the appropriate side for pick up. All drivers are asked to make student safety a
priority. Parents and students must follow all traffic directions given by those on duty. *Please
note: pick up times on these days may begin at 2:45 p.m.

VI. School Programs and Student Life

Testing
Students take the STAR Tests in English Language Arts (grades K-8) and Math (grades 2-8) in
September, January and May.

Eighth grade students may take an entrance test at the local Catholic High Schools. These are
often administered at the high school the student plans to attend and parents are responsible for
making the necessary arrangements with the school.

If the need arises, any student may be referred to the local public school district for academic or
psychological testing.

Library

St. Joseph School students are fortunate to have a well-stocked library. Teachers and teacher
aides assist students with book selection and check-out procedures. Students are encouraged to
sign up and hold a library card with a local public library. Families are encouraged to participate
in the Birthday Book Program to help add new titles to the school library.

Physical Education

Instruction is provided for all students weekly. The program focuses on good sportsmanship,
attitude, game skills, and basic exercises necessary for good health/fitness. No student is excused
from Physical Education class without a written note from their physician or parent stating the
reasons. Class will not be held outdoors if there is a smog alert or inclement weather. The



Physical Education uniform is the same for grades K-8 and must be purchased from Red Dot
Uniforms.

Care of Books and Chromebooks

Each student is responsible for the care of a set of books and a Chromebook, which are loaned to
him/her at the beginning of the school year. Students MUST abide by the policies outlined in the
Chromebook Agreement and Internet Acceptable Use Policy which are reviewed and signed by
students and parents each year. Books/Chromebook that are lost or damaged by the student must
be replaced and paid for through the school office. Students are required to keep textbooks
covered at all times as instructed by classroom teachers.

Technology

Each grade level has access to Chromebooks. St. Joseph School is compliant with Children’s
Internet Protection Act (CIPA) regulations, monitoring minors’ online activities and providing
digital citizenship and internet safety education. Students are taught the basics in computer
education and teachers use a variety of techniques to integrate technology into the curriculum.
Chromebooks, screens, document readers, speakers, and other devices enhance the use of
technology. All grade levels will receive SmartLab technology enrichment each week. Students
will abide by the Technology Acceptable Use Policy as approved by the Office of Catholic
Schools. Students using school owned computers sign a contract stating they are responsible for
their care and use. Equipment and devices contained in the SmartLab must also be used with
care, as stated in the student agreement reviewed at the beginning of the year by students and
parents.

Student Phone Calls

No student will have access to the school phone except in an emergency, such as the cancellation
of a scheduled school event or carpool difficulty. Forgotten items, such as books, assignments,
P.E. clothes, or lunches do not constitute an emergency. If a parent/guardian must be notified for
illness/accident, only school personnel will make the phone calls deemed necessary.

Student’s Personal Property

Only property/items directly related to curriculum and/or approved by teachers may be brought to
school. Games, toys, electronic devices, smartwatches, trading cards, magazines, and athletic
equipment are prohibited. Any personal property brought to school will be the sole responsibility
of the student. Neither SJU faculty or staff, including ESC staff, will be responsible for lost,

damaged or stolen personal property.

Cell phones and Technology

ABSOLUTELY NO USE OF CELL PHONES OR PERSONAL DEVICES (IE:
SMARTWATCHES. TPADS. META GLASSES. OURA RINGS. ETC) BY STUDENTS IS
PERMITTED AT ANY TIME WHILE ON SCHOOL GROUNDS. This policy extends from the
normal school day to ESC and all extra-curricular activities. It includes any area on campus
inside our gates, as well as the lower parking lot where dismissal occurs. In the event that a
student is caught violating this policy, a Disciplinary Form will be given, and his/her device will
be confiscated and placed in the school office. A parent/guardian will need to pick up the device
from office staff during regular office hours (M-F, 7:30 a.m. - 4:00 p.m.).
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Electronic Policy

Private use of social media without reference or identification to the school, school employees,
students, and/or families cannot be governed by school policies. No one may use the school
name, logo or motto on any type of social media or in any other way, e.g., putting the name on
t-shirts, for example, without the express written permission of the principal or pastor.

Counseling

Catholic Charities school counseling services are available on site for students. A parent
permission form must be on file with the counselor before a student can take advantage of this
service. The counselor can also help students develop good study habits and provide consultation
to parents and staft.

Food/Hot Lunch Program
Students should bring their own snacks/lunches from home each day. Out of respect for students’

allergies and/or food restrictions, no sharing of food is allowed among students.

Hot lunch is provided daily through an outside vendor. Parents are responsible for completing the
menu and placing the order online. All transactions are between the parent and the vendor.
Instructions for ordering are available in the school office.

Fast-food lunches may not be dropped off for students to eat at the lunch pavilion because they
are a distraction to other students. If fast-food is dropped off for a student to eat for lunch, the
parents will be asked to sign out their child during their lunch period to have the child eat the
lunch with the parent over in the parish Emmanuel Plaza, or the student will eat the lunch in the
school office and then return with their class when finished.

Parties

All class parties and associated treats must be pre-approved by the classroom teacher and school
administration. Teachers will notify families about upcoming class celebrations and if parent
volunteers are needed. All parents wishing to volunteer for any class celebration or activity

AT ANY POINT IN THE SCHOOL YEAR must be cleared by completing all volunteer

requirements by the last Friday in September of the current school year. **NOTE:
completing Live Scan Fingerprinting previously for any other entity does not satisfy this

requirement. A Live Scan must be completed for St. Joseph School, Upland.

Invitations to birthday parties may not be distributed at school unless each student is included.
These restrictions are in place to protect the welfare of all students. Often, students who are not
invited feel isolated and rejected. Bouquets of flowers, food/desserts, balloons or other gifts may
not be delivered to students at school for any occasion.

Chewing Gum

Students may not chew gum during the school day, either before, during, or after school,
anywhere on campus. This includes all after-school activities and sports, or during class
parties/celebrations.

School Pictures
Each year school pictures are taken in the Fall. Each student is to be dressed in appropriate
school uniform (white uniform blouse/polo) for these pictures. All students are part of the class
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photo. However, it is optional for individual photos to be purchased. A price list is sent home in
advance of picture day. Student pictures will not be posted on websites or referenced in print
materials without parental permission for reasons of safety and privacy.

Field Trips

Field trips of educational and cultural value may be scheduled during the year. Every field trip is
to have a specific goal related to the curriculum. The School/Diocesan field trip form is required
in order for a student to be allowed to go on a school-sponsored field trip. This required form
must be turned in by the due date indicated on the permission slip. No handwritten notes or
phone calls can take the place of the formal field trip form. Each student’s conduct will be a
consideration for participation. Students must wear their uniform on all field trips unless the
administration has given specific permission for other appropriate dress. Chaperones must
complete a LiveScan and Safe Environment training, and all Diocesan guidelines for volunteers
must be followed (see page 7 “Volunteers Working with Students”).

Field trips may include transportation provided by a diocesan-approved bus company. Other
experiences may take place on the school campus in lieu of an off-campus field trip.

Only St. Joseph School students may go on a field trip. No preschoolers or siblings from other
grades may participate.

Parent/Adult chaperones are responsible for the group assigned to them for the duration of the
entire field trip. Teachers will give each chaperone the field trip form signed by the parents of the
children in their group. These forms should be returned to the teacher after the field trip.

VII. Health and Safety

Immunizations

Requirements — Children under age 18 years must have immunizations as outlined by the Health
Department. Health forms are available at the school office. A written record must be on file
indicating the name of the person immunized, date of birth, date of each immunization
procedure, the type of antigen used and the name of the administering physician or agency. Call
the Public Health Department for further information.

Basic Health Rules
To ensure the protection of all students, the following standardized rules will be followed. A
student having one or more of the symptoms listed below will be sent home:

e Fever

e Suspected contagious disease

e Vomiting

e Diarrhea

e Conjunctivitis
If your child shows any one of these symptoms prior to coming to school, PLEASE KEEP
HIM/HER AT HOME. A child with any type of rash and/or cold symptoms should be kept home
for your observation. If your child had a fever, he/she should not return to school until his/her
temperature has been normal for 24 hours without medication. The school cannot take proper
care of children who are convalescing from an illness. Students are to be kept home until they
have fully recovered and/or received release from their physician.
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Any child who has been suffering from a communicable disease must conform to the County
Health Regulations before returning to school.

Health

Screening for vision, as well as hearing checks, are conducted annually in predesignated grade
levels. Parents/guardians will receive reports and appropriate recommendations after the
screening process. Within each grade, the basic health/safety standards are taught as part of the
science/religion framework.

Student Health reports are maintained in a separate file in the school office. Immunization and
health records are confidential and kept in the records room.

Insurance

All students participate in the Diocesan accident insurance program. Each student is provided
school time coverage for accidental injuries occurring during school or at school-sponsored
functions. This fee is paid annually at registration.

Emergency Care

All accidents and injuries will be recorded by the staff present and reported to administration if
deemed serious or potentially serious as soon as possible. These incidents will also be reported to
parents, either immediately or upon pick-up depending upon the seriousness of the situation.

Follow-up written documentation of the incident will be completed.

Basic First Aid (cleaning and bandages) will be administered for minor playground injuries, cuts
and scratches. According to law, no further treatment can be given (except under orders from a
physician). This means that no second treatment can be given for a previous injury or ailment. Sick
or injured children will be made as comfortable as possible while parent(s)/guardian(s) are
contacted and someone arrives to take them home. If a parent/guardian cannot be reached, the other

responsible adults listed on the child’s emergency contact list will be contacted.

Medications

Medications are not furnished to the children by the school. A child on the school grounds
cannot keep medications in his/her possession, including cough drops. No medications can be
administered by school personnel without the appropriate consent form and labeled medication.
No medications may be kept in the classrooms. If a child must receive medication during the
school day, the following guidelines must be adhered to:

1. A consent form must be completed with a physician’s signature.

2. The prescription container must be labeled with the child's name, dosage, name of medicine,
expiration date and doctor’s name.

3. The child must come to the office for medication at the prescribed time. Whenever reasonable
and feasible, medication is to be self-administered in the presence of the office personnel.

*For students with severe allergies, school personnel will call 911 if an epi-pen is used.
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Emergency Information

It is vitally important for each student’s safety that parents/guardians keep their child’s
emergency information up-to-date so that in the event of injury, illness, or emergency, the parent
or designated person may be contacted immediately. All emergency information should have
current addresses and especially phone numbers (cell phone, work, and home numbers) for all
responsible persons to be contacted. All medical conditions, current medications, and allergies
must be provided with emergency information. Students’ emergency records are kept digitally
through Gradelink and are only able to be updated by the school office/administration. Should
any of your child’s information change and need updating, please contact the school office asap.

Regarding pick up of students: All students will be released only to those listed on the
“emergency card” (online version via “Gradelink™). No one else is allowed to pick up children
without written notice from the parent.

Custody

Parents and legal guardians of students are strongly encouraged to stay involved with their
student’s education and progress. Unless a court order decrees otherwise, either parent or a legal
guardian may view records and attend school functions or school meetings regarding their
student. Official notices and report cards will be sent to the parent or legal guardian with primary
physical custody of the student during the school year. It is the responsibility of the primary
parent/guardian to provide copies of school notices and information to the other parent/guardian.
It is also the responsibility of the parent or legal custodian with primary physical custody to
provide copies of court orders to the school. St. Joseph School abides by the provisions of the
Buckley Amendment with respect to the rights of non-custodial parents. “In the absence of a
court order to the contrary, the school will provide the non-custodial parent with access to
academic records and other school information regarding his/her child. If there is a court order
specifying that there is to be no information given, it is the custodial parent’s responsibility to
provide the school with a court-certified copy of the court order.”

Child visitation and exchange of custody should not take place on the school grounds. St. Joseph
School reserves the right to prohibit parents or legal guardians from entering school property if
their conduct becomes disruptive to the school environment.

Smog Alert Procedures

When the ozone count rises to a Stage 1 episode, strenuous or excessive physical activities are
avoided. Limited exercise and activities will be permitted. Any student with respiratory or heart
problems, or whose parents have so requested, will be exempt from any physical activity during
a first-stage episode and will be kept indoors.

When ozone levels reach a Stage 2 or 3 episode and the schools have not been closed in advance,
all unnecessary physical activity will be avoided. The children will be kept indoors when at all
possible.

Emergency Evacuation Procedures

Should we experience a fire, earthquake or other natural disaster, the safety of the children may
require the evacuation of the school. We cannot overemphasize the importance of a calm and
controlled response to such an emergency. All school staff are trained biannually in safety
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response protocols for emergencies. Safety drills are practiced monthly with all students to
review emergency response procedures. The children will be kept comfortable and secure until
parents or other authorized competent adults can take them from the school grounds.
Parents/guardians must be aware of the emergency procedure so that the evacuation can be
conducted in an orderly manner.

St. Joseph School’s procedure will follow these steps:

1. All parents will be notified by telephone and/or text message that the school is being
evacuated. Note: If telephone service is interrupted, parents may assume that the following
procedures for evacuation are already in effect and being followed.

2. Students will be evacuated to a safe area outside the classrooms where roll call will be taken
and family groups will be formed. Students will be released only to their parents/guardians or
another adult designated by the parent/guardian on the emergency release card.

3. Authorized adults are to pick up students at the designated release area.

4. Students will be sent home with a parent or an authorized adult.

5. Unless the school has received explicit written instructions to the contrary, children who
normally walk or ride a bike, will not be allowed to do so in an emergency evacuation.

6. Students will remain in the Emergency Operations Center until signed out or until directed by
municipal authority to move to an evacuation center provided by the city, county, Red Cross, etc.

*Reminder: Each student is to bring an earthquake kit to school by the first day of school. These
kits, as well as first aid materials, water supplies, sanitary supplies, etc. are stored in our
Earthquake Room. All food items that are not expired at the end of the school year will be
donated to the parish food pantry. Other kit items will be returned to the students.

School Cancellation Policy

In the event of an emergency or extreme condition, St. Joseph School will follow the
recommendations of the Upland School District or the Office of Catholic Schools for
cancellation of school. Please listen to radio/TV announcements during emergency situations.

Student Bikers/Walkers

Parents are responsible for making sure their children get to and from school safely and on time.
A written note signed by the parent/guardian must be on file, which states that the child may
walk or ride a bike to/from school. Parents/guardians are urged to carefully instruct children who
walk or ride a bicycle to/from school regarding traffic and safety rules. Once a student has left
the grounds he/she will not be permitted to return without being accompanied by their parent and
signed in at a school sponsored activity (Extended School Care or After-School Sports.) Bicycles
must be locked at the bike rack. Bikes are never to be ridden on the church/school grounds.
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VIII. Expectations for Homework and Missed Class Work

Homework/Student Planner

Homework is given to supplement and reinforce class work, and to help students develop the
skills needed to accomplish more challenging assignments and build upon prior knowledge.
There will be homework of some type each evening. Some assignments will be ongoing while
others will be short-term. Not all assignments are written work. Working on tasks each night that
include study skills such as researching, reviewing, and memorizing should be done with as
much attention as written work.

Students in grades 3 — 8 have a student planner that is provided to them for homework
assignments. Parents need to look at their child’s student planner and check on work progress.
It’s vital for parents to foster systematic study habits in an environment free from distractions,
and help their child be diligent and accountable in completing nightly homework requirements.

A reasonable time for homework per grade level each school day would be:
Grades K — 2: 45 minutes
Grades 3 — 5: 75 minutes
Grades 6 — 8: 90 minutes

Daily reading is expected as part of each student’s homework and the Accelerated Reader
program. Students’ individualized goals and daily minute requirements specifically for reading
vary per grade level, and will be shared with students and parents by classroom teachers.
Students have access to the Accelerated Reading Program for grades K-8 on campus. Teachers
will monitor progress, confer with students to give feedback, and share resources with families
for supporting students’ independent reading levels and goals throughout the year.

Contact your child’s teacher if you have questions or are concerned about the amount of time
your child is spending on homework.

Make-Up Work Policy

Students are informed at the beginning of the school year of their responsibility for making up
work that is missed during an absence. In order to meet requirements for promotion, class work
missed because of absenteeism must be completed satisfactorily. Books and assignments for
absent students may be picked up after dismissal if the office or teacher has been notified in the
morning by 9 a.m. Upon returning to school, students are allowed the number of days absent to
complete work assigned during the absence. When tests are missed due to absenteeism, make up
arrangements will be made by the teacher and may require that the students come early in the
morning or stay late after school.

IX. Communication
Reminders and announcements are emailed/texted to parents/guardians as needed.

Family Memos/Text announcements/Class Dojo reminders

Family Memos from administration will be emailed at regular intervals to the email address
parents provided in Gradelink. Information will keep parents up to date on current and
forthcoming events. When email is not available, a printed copy will be sent at the parent’s
request. Additionally, text messages through Gradelink will be sent as often as needed to share
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pertinent information, notices, and reminders. Administration will post calendar events on our
Class Dojo app to keep parents informed. Classroom teachers will also post information for
parents on their individual classroom Class Dojo accounts. Parents are highly encouraged to join
Class Dojo to stay current with the most accurate information.

Developments
The Development Committee issues a newsletter updating families on the activities and progress
of the Development Program.

Calendar

An annual school calendar is distributed at registration, listing school events, early dismissal
days, holidays, etc. (but please note: dates are subject to change). The calendar is also available
on the school website. Reminders about important upcoming dates and events, as well as any
changes made to calendared events, are also emailed/texted to parents/guardians from the school
office.

Progress Reports

Parents/guardians of students in grades 3-8 will be notified at midterm of each trimester of their
child’s academic and behavioral progress. A progress report will be posted in the student
information system (Gradelink) or sent home with your child.

Report Cards

St. Joseph School is on a trimester grading system. Report cards will be posted in the student
information system (Gradelink) at the end of each trimester. The first report card will be
provided in conjunction with a scheduled parent/guardian conference. A printed cumulative
report card will be kept in each student’s records folder after each academic year.

Conferences/Meetings

The faculty of St. Joseph School is dedicated to the welfare of the students and strives to
establish cooperative relationships with the parents/guardians. Parent (Guardian)/Teacher
conferences are held at the end of the first trimester, at which time the student’s report card is
given and performance and progress are discussed.

Parents/guardians are encouraged to contact teachers regarding their child’s academic, spiritual,
social, or disciplinary progress throughout the year. Conferences/meetings may be requested at
any time by a parent/guardian, and can be made by calling the office, or by sending a note/Class
Dojo message to the teacher. Teachers may also request conferences/meetings with
parents/guardians throughout the school year as needed. NOTE: The administration should
not be contacted about an academic/classroom issue until the parent/guardian has first
conferred with the teacher.

Conferences with teachers will be scheduled for before or after school hours, or during a time of
day when the teacher has availability in his/her schedule. Under no circumstances should a
parent/guardian attempt to meet a teacher while he/she is teaching or supervising students
BEFORE or AFTER school. These times are essential to the safety and well-being of our
students, as teachers are helping students get prepared for the day or supervising dismissal.
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Parent/Guardian Signatures
Parent/guardian signatures are needed on the following:
1. Disciplinary Referral Forms
2. Contracts (such as Behavior Contracts)
3. Sports Forms
4. Field Trip Forms and Permission Slips
5. Absentee/Tardy Notes
6. Special Dismissal Notes
7. Tests and written work as required by the teachers
8. ESC drop-oft and pick-up (in binder)

Special Notices
Flyers are occasionally sent home with the students. Parents/guardians are reminded to check
with their children for extra notices and information on special events.

Complaints

Complaints should be handled at the point of origin of the issue. Persons with concerns about a
teacher or staff member should first attempt to address that concern with the individual. The
following procedures should be followed:

e [f the matter is not thus resolved, or the complainant refuses to do the above and yet
requires action on the part of the principal/administration, the principal shall request a
written statement of the complaint. This shall be a brief but specific summary of the
nature of the complaint and the facts surrounding it.

e Complaints not resolved at the point of origin must be submitted in writing to the
principal/administration for study and possible resolution.

e The individual employee involved shall be advised by the principal/administration of
the nature of the complaint and shall be given the opportunity for explanation,
comment, and presentation of the facts as the employee sees them. This is to be
submitted in writing.

e The Office of Catholic School will intervene only if the complaint cannot be
satisfactorily resolved at the local level and only on the receipt of a written referral.

e On receipt of a written referral, the Office of Catholic Schools will solicit from the
complainant, the principal, the employee concerned, and where appropriate, the
pastor, a written summary of the issue together with supporting documentation. After
reviewing the documentation, and when necessary, conferring with the parties to the
disputed action or policy, the Office of Catholic Schools will only determine:

1. Whether the local policy is in accord with applicable Diocesan policies
and regulations.
2. Whether the policy is fairly and equitably applied.

The Diocese of San Bernardino strongly encourages all parties involved in such a conflict to use
every available means to attain reconciliation.

Access to Student Records (Policy 5126)

Either parent/guardian may have access to student records which the schools are required to keep
related to their child(ren) in the presence of the principal or designee. Behavior records
(counselor reports, discipline reports etc.) shall be inspected in the presence of an individual
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qualified to interpret the records. The school must comply with requests to review student
records by parents/guardians and shall make every effort to comply in a timely manner.

Photograph/Image Authorization

Parents annually sign or decline the authorization for use of Photograph/Image to promote and
communicate through slide presentations, photo displays, printed materials, posters, internet
promotion, or electronic multimedia. Parents understand that photography/image will not be used
for any for-profit commercial purposes without expressed written approval.

Confidentiality

Teachers will keep confidential information entrusted to them so long as no one’s life, health, or
safety is at stake. Parents will be promptly notified of teacher concerns. St. Joseph School strictly
enforces the laws of the state of California regarding mandated reporting.

X. Spiritual Growth and Formation

As a Catholic School, the administration and faculty strive to build community. We want to build
upon and strengthen the moral/catholic values in students which parents/guardians are fostering
in their homes. We are committed to offering a quality education in a faith-filled environment. It
is our prayer that the children will come to know their self-worth and show respect for
themselves and others. There are many varied opportunities given to foster their faith
development.

Mass/Liturgy

The entire school celebrates Mass together on the first Friday of every month at 8:30 a.m., as
well as on Holy Days and other liturgical feast days. On all other Fridays throughout the month,
at least two grade levels attend Friday, 8:30 a.m. Mass. During these liturgies, students are given
the opportunity to serve in many ways: as altar servers, lectors, singers, and musicians. Families
are encouraged to attend all school liturgies.

Daily Prayer

In each class, emphasis is placed on the individual student’s communication with God. Each day
begins and ends with prayer. Special prayer times are planned around Holy Days, Marian Day,
important class needs/events and religion curriculum objectives.

Retreats

Students in eighth grade participate in a year-end retreat, and a morning of prayer/preparation is
planned for the second-grade students as they prepare for their First Eucharist. A school-wide
retreat for all grades is celebrated bi-annually.

Reconciliation Services

During Advent and Lent, the students in grades 3-8 participate in Reconciliation Services.
Students are encouraged to receive the Sacrament of Reconciliation on a regular basis with their
parents/guardians.

Sacramental Preparation

Students in second grade are prepared for First Reconciliation and First Holy Communion.
Parents are fully involved in this preparation as they attend Parent Preparation classes to help
their child prepare, and to prepare as a family.
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Marian Day

Important emphasis is placed on Marian devotion. During the months of October and May,
students recite the Rosary before school two days a week. A Marian Day is celebrated in May.
Time is set aside to focus on the life of Mary, recite the Rosary, and participate in the Crowning
of Mary.

Advent/Lent

During these liturgical seasons, time is set aside to dwell on the meaning and purpose of the
seasons. Using a number of age appropriate activities, the students experience in the classroom a
prayerful atmosphere that helps them develop an appreciation and love for Christmas and Easter.

During the season of Lent, students walk with Jesus the journey of the Stations of the Cross. The
schedule is published in the regular school communications.

Lectors/Altar Servers
After receiving First Holy Communion and completing the proper instruction, the students may
have the privilege of giving service during liturgies in the capacity of lectors, altar servers, or
ministers of hospitality.

Missionary Childhood Association

All students participate in the Missionary Childhood Association (MCA), a Pontifical
Organization to help the world’s poor, underprivileged and deprived children. The students are
encouraged to support the MCA through prayer and monetary contributions. Classes and student
council help organize fundraisers to help children in need.

His Hands

The school community reaches out to alleviate the needs of the local community through the
services of St. Joseph Parish outreach program called His Hands Food Pantry. Students
participate in their food drives at Thanksgiving, Christmas, and when special needs arise.

XI. St. Joseph School Uniform Policy

As a Catholic school, the uniform policy reflects the intrinsic Catholic doctrine that we are made
in the image and likeness of God. This is carried out by promoting modesty in dress and
requiring adherence to the policy.

All uniform items (with the exception of boys and girls shorts and pants) must be purchased
from our approved uniform vendor, RED DOT UNIFORMS. This includes all outerwear and
P.E. uniforms.

Boys Dress Code

Non-P.E. days, Monday -Thursday:
Boys in K-8 should wear:
e navy shorts or pants
e white or green polo shirt
e solid white, black, or navy socks
e solid white, black, or navy shoes
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P.E. days, Monday - Thursday:
Boys in K-8 should wear:

navy P.E. shorts or sweatpants
navy P.E. t-shirt

solid white, black, or navy socks
athletic sneaker of any color

Mass days (Fridays, and other church feast days)
Boys in K-8 should wear:

navy shorts or pants

white polo shirt

solid white, black, or navy shoes
solid white, black, or navy socks

Sweaters/Jackets:
Boys in K-8 may wear any of the following on any day, Monday through Friday, either
with regular uniform, P.E. uniform, or Mass day uniform:

navy full-zip sweatshirt with school logo

navy hooded nylon jacket with school logo

navy microfleece jacket with school logo

navy cardigan (button or pullover) with school logo
navy vest with school logo

** Please note:

o Pants and shorts must fit properly. NO baggy/sagging pants or shorts are
permitted.
o Belts are optional but, if worn, must be navy or black.
o Shirts should be tucked in at all times.
o On cold days:
m A solid white, black, or navy long-sleeve, fitted t-shirt may be worn
underneath the polo shirt or P.E.shirt.
m Non-uniform jackets (such as a raincoat) may only be worn outdoors
during extreme inclement weather.
Girls Dress Code

Non-P.E. days, Monday -Thursday:
Girls in K-4 may choose any of the following:

plaid jumper*, plaid skort, navy shorts or pants
white Peter Pan blouse, white or green polo shirt
solid white, black, or navy shoes

solid white, black, or navy socks

*The plaid jumper should only be worn with the white Peter Pan blouse, not a
white or green polo shirt.

Girls in 5-8 may choose any of the following:

plaid skirt, navy shorts or pants

white Peter Pan blouse, white or green polo shirt
solid white, black, or navy shoes

solid white, black, or navy socks
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P.E. days, Monday - Thursday:
Girls in K-8 should wear:
e navy P.E. shorts or sweatpants
e navy P.E. t-shirt
e solid white, black, or navy socks
e athletic sneaker of any color

Mass days (Fridays, and other Holy Days/church holidays/celebrations)
Girls in K-4 may choose any of the following:
e plaid jumper*, plaid skort, navy shorts or pants
e white Peter Pan blouse or white polo shirt
e solid white, black, or navy shoes
e solid white, black, or navy socks

*The plaid jumper should only be worn with the white Peter Pan blouse, not a
white polo shirt.

Girls in 5-8 may choose any of the following:
e plaid skirt, navy shorts or pants
e white Peter Pan blouse or white polo shirt
e solid white, black, or navy shoes
e solid white, black, or navy socks

Sweaters/Jackets:
Girls in K-8 may wear any of the following on any day, Monday through Friday, either
with regular uniform, P.E. uniform, or Mass day uniform:
e navy full-zip sweatshirt with school logo
navy hooded nylon jacket with school logo
navy microfleece jacket with school logo
navy cardigan (button or pullover) with school logo
navy vest with school logo

** Please note:
o Biker shorts should always be worn under jumpers and skirts, but should not be
longer than the jumper or skirt.
o Skirt length should remain modest: no higher than 3” above the knee when
standing.
o On cold days:
m A pair of white, black, or navy blue full-length tights or leggings may be
worn under jumpers, skirts, or shorts.
m A solid white, black, or navy long-sleeve, fitted t-shirt may be worn
underneath the polo shirt or P.E.shirt.
m Non-uniform jackets (such as a raincoat) may only be worn outdoors
during extreme inclement weather.

Shoes
All students are to wear solid black, white, or navy sneakers/athletic or oxford-style shoes with
school uniform (non-PE days). Shoes with laces may have only one pair of black or white laces.
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Shoes that contain laces must be laced to the top of the shoe and must be tied at all times.
Students may not wear oversized shoes. Boots of any height, for girls or boys, are not permitted.
Rain boots may be worn on non-P.E. days, only in rainy weather conditions.

**On P.E. days ONLY: sneakers/athletic shoes of ANY color may be worn. They should be
laced, zipped, or velcro-closed. No slip-on shoes for P.E. are permitted. On P.E. days, NO
rain boots may be worn.

Socks/Tights/Leggings

Boys and girls must wear solid white, black, or navy socks. Socks should be free of logos,
designs, or stripes, etc. Solid-colored, full-length tights or closely-fitted leggings of the same
colors may be worn in colder weather. No cut-outs, designs, or prints are allowed on tights or

leggings.

Hair Grooming

Students’ hair (both boys and girls) must remain their natural-born color. This means no hair
dyeing (lighter or darker) or highlighting of hair is permitted. Any student who violates this
regulation will be required to restore his/her hair to its natural color as soon as possible, and will
receive a Disciplinary Referral Form. Radical haircuts/styles are not allowed (i.e. mohawks,
mullets, or shave designs). The only boys’ razor cut allowed for full head is #2 or above. Boys’
hair must be clean-cut: trimmed off the collar and ears and above the eyebrows; hair must be
styled/combed neatly. Girls’ hair must be cut & combed above the eyebrows, and styled/combed
neatly. Simple clips, bows, headbands, and hair ties are acceptable. No hair styling products
should be brought to school. Violation of this rule will result in confiscation of items.

Hats
During warm/hot weather, a plain hat may be worn outside the classroom during scheduled
breaks, lunch, and P.E.

Make Up/Nail Polish

Absolutely no make-up of any kind is acceptable, including lip-gloss, mascara, eyeliner, or fake
eyelashes. Artificial nails, nail coating (like gel or dip powder), or nail polish of any kind, is not
permitted. Only clear medicated Chapstick is allowed. Students will be asked to remove any
make-up or nail polish worn to school.

Jewelry

Girls may wear a simple pair of small stud earrings or “huggies” (no larger than 2 cm in
diameter). Only one earring on each ear may be worn. Boys may NOT wear earrings. No
bracelets of any kind may be worn by boys or girls. A regular wristwatch, one simple ring, and a
religious necklace (cross/medal) are the only permissible pieces of jewelry that may be worn.

Out-of-Uniform Policy
1. First offense: Verbal warning
2. Second offense: Community service performed during lunchtime. The teacher will send
home notification; it should be signed by a parent/guardian and returned to school the
next day.
3. Third Offense: Disciplinary Referral Form given, along with Detention, and withdrawal
from student body activities.
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School Spirit Jacket
Students in grades 5-8 may purchase and wear the St. Joseph spirit jacket.

Scout Uniforms
Any student who is a member of the scouting organization (boys or girls) may wear his/her
formal scout uniform, or vest/sash, on the group’s meeting day.

Free Dress Days

Free-dress days will be announced by the school administration throughout the school year as
they arise. Students are given a free-dress day for their birthday (teachers will assign students an
alternate free-dress day if their birthday occurs during Christmas break, Easter break, or summer
break). Free dress is not allowed on Fridays as those days require students to be in their Mass
day uniforms. If a student’s birthday falls on a Friday, he/she may get free dress earlier in that
week.

When in free dress, students must be able to perform all regular school activities, including P.E.,
without changing. All free dress clothes must be modest and reflective of the values expected at
St. Joseph School. Shorts must be a modest length. Jeans are allowed if they are in good
condition and must be free of holes and rips (no distressing). Leggings/yoga pants may be worn
ONLY with a longer top that reaches the lower hip area. Dresses and skirts are to be of modest
length (same as uniform skirt), and biker shorts should be worn underneath. All shirts, blouses,
etc., must cover the shoulders, torso, and back. Tank tops, spaghetti-strap tops/dresses, halter
tops, and crop tops are not allowed. Writing or symbols on shirts must be appropriate for school.
Shoes must have a back strap or closed heel. Crocs, slippers, flip flops, and high heels are not
allowed.

**Please note: If a student’s free dress outfit (including shoes) does not adhere to the free dress
guidelines above, parents will be called and asked to bring an alternative outfit for their child to
change into.

XII. Curriculum and Grading

St. Joseph School undergoes accreditation by the Western Catholic Education Association and
the Western Association of Schools and Colleges on a rotating basis. From one accreditation
committee visit to the next, St. Joseph School Administration and Faculty strive to implement
and document the recommendations of the committee. The school is fully accredited by the
Western Catholic Educational Association and the Western Association of Schools and Colleges.

Curriculum Courses
The following courses are taught to all students in grades K — 8:

Core Curriculum: Religion, Mathematics, English Language Arts, Social Studies, Science/Health

Enrichments: Physical Education, Visual and Performing Arts, Technology, and Spanish
Grading Policy

Scholastic achievement, test scores, oral and written assignments and participation in class are
the criterion used for all academic grades.
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Primary Grading Scale (grades K-2)
O = Outstanding (94.5 %) S = Satisfactory (69.5 %)
VG = Very Good (84.5 %) NI = Needs Improvement (< 69.4 %)
G =Good (79.5 %)

Middle/Upper Grading Scale (grades 3-8)

A =945% C+ =765%
A- =89.5% C =72.5%
B+ =86.5% C- =69.5 %
B =825% D =59.5%
B- =795% F <594 %

Curriculum Standards Grading Scale (K-8)
*These will apply to subcategories in some content areas on student report cards:

M= Mastery ( > 85.00%) NI= Needs Improvement ( > 69.00%)
NM= Near Mastery ( > 75.00%) R= Remedial ( > 0.00%)

Grades include tests, quizzes, class assignments, homework assignments, written and oral
responses, and chapter tests in each subject area. Teachers assign projects that require students to
integrate and apply their learning in meaningful contexts, to reflect and share orally or in written
form what they have learned. They encourage students to use productive research strategies,
produce high-quality work, and understand the standards that indicate good performance.
Teachers report grades on the Gradelink program in a consistent and timely manner.

Merit Awards / Honor Roll

At all grade levels, students are recognized for achievement and improvement in academics,
behavior and social skills throughout the school year. Teachers use various forms of recognition,
which are appropriate to the grade level.

Honor roll is awarded in grades 6-8 and is achieved with a minimum grade point average of 3.3
(a B+ average) of the five core subjects: Religion, English Language Arts, Math, Social Studies,
and Science. In addition, students must maintain an average conduct grade of G or better, and
receive a grade no lower than S in enrichment classes. Honor Roll is calculated with the
following values:
A=4,A-=37,B+=33,B=3.0,B-=2.7,C+=23,C=20,C-=1.7,D=1,F=0.

Promotion/Retention

Students who satisfactorily complete the requirements of their grade level, in the core subject
areas, shall be promoted to the next grade level. At times, summer school, tutoring, or other
sources of assistance will be required for the student to progress to the next grade level.

A Conditional Promotion may be given to any student who has begun to show marked progress
but needs to continue to show evidence of this progress as the next school year begins. If such a
promotion is indicated, the principal, teachers and the parents/guardians will work together to
structure the components altered to the individual student’s needs.

In the case of slow progress, students are considered individually. In considering the need for
retention, all facts related to the student’s development will be gathered from a wide range of
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sources throughout the year. The following are the minimum procedures, which will be followed
if retention seems to be indicated:

1. A consultation between teacher and principal by the end of the first trimester.

2. A conference with the parents by the middle of the second trimester to advise them of
the possibility of retention and to discuss the possible remedial action.

3. Follow-up conferences with the parents/guardians and student are held to evaluate the
progress of the student.

4. Evaluations/reports to parents/guardians must indicate failure to achieve minimum
objectives in two basic subjects and/or lack of corresponding maturity for the next grade
level.

If evidence exists that a child may have a learning disability and/or is challenged physically,
emotionally, socially, and/or academically, and that condition is negatively affecting that child’s
school performance, the administration shall inform the parents or guardians of the procedures
for them to seek an evaluation.

XIII. Schoolwide Discipline Policy and Behavior Expectations

It is important that a safe environment conducive to teaching and learning prevails at St. Joseph
School. The discipline policy is rooted in Gospel values and the mission of Catholic education.
This policy aims to foster a safe, respectful, and nurturing learning environment that encourages
personal and spiritual growth.

Guiding Principles of Discipline Policy:

e Respect for Dignity: Every student is created in the image of God and deserves to be
treated with respect and kindness.

e Community Responsibility: Students, staff, and parents collaborate to create a positive
school culture based on mutual respect and accountability.

e Restorative Justice: Discipline seeks to repair relationships, resolve conflicts, address
underlying issues, and promote personal growth rather than merely punishing behavior

The purpose of discipline is to teach the value of being responsible for one’s own choices and
actions. Students must take responsibility for making appropriate decisions regarding
achievement, interaction with other students, and safety. They must be aware that consequences
follow actions, and that these potential consequences need to be considered in the
decision-making process. Eventually, students should come to understand that they are not the
victims of the actions of another; rather, they are in charge of their own actions.

Schoolwide Behavior Expectations
All K-8 students are expected to:

1. Respect Themselves and Others: Be a thoughtful listener and use kind words and
actions; avoid bullying, teasing, or exclusion.

2. Respect Authority: Follow/cooperate with directions, expectations, and rules given by
teachers, staff, and school leaders.

3. Respect Property: Care for school property and the belongings of others.

4. Practice Integrity: Be honest, responsible, and accountable for their actions; try their
best in all they do.
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5. Promote a Safe Environment: Avoid physical aggression or fighting, unkind physical
contact, inappropriate language, and other unsafe behaviors.

We believe good behavior needs to be taught. A child does not read without being taught phonics
and basic reading skills. In the same way, a child will learn to behave appropriately when taught
appropriate expectations for their behavior. At the start of each school year, teachers will
establish age-appropriate classroom expectations, work to develop rapport with all students, and
build a positive classroom culture with strategies/systems to positively reinforce good behaviors.
Parents will receive a copy of these expectations at the beginning of the school year.

Supporting Student Growth and Partnering with Parents

We are committed to working with students to teach conflict resolution, celebrate growth and
improvement, help them learn from mistakes, and encourage virtue, compassion, and faith in
action. When discipline concerns arise, we will communicate with parents promptly to
collaborate on what’s best for the student’s growth, and to offer support strategies as needed. We
ask parents to reinforce expectations at home and keep open lines of communication with
teachers.

Schoolwide Disciplinary Responses

Level 1: Minor Infractions

Handled by- Classroom Teacher

Examples: Talking out of turn, not following directions, rough play, unkind words, teasing,
failure to complete assignments, bringing toys/devices to school, chewing gum

Responses may include:
e Reminder or redirection
e Reflection time or loss of minor privilege
e Parent contact if behavior repeats

Level 2: Moderate Infractions

Handled by- Teacher (with administration support as needed)

Examples: Disrespect towards others, repeated disruption, misuse of materials/equipment/
technology, dishonesty

Responses may include:
e Parent meeting/phone call
e Behavior contract
e Temporary loss of privileges or leadership roles (i.e. sitting out from particular games,
lost use of playground equipment; loss of classroom job)
e Community service on campus

Level 3: Serious Infractions

Handled by- Administration

Examples: Bullying or harassment of any kind, physical aggression, fighting, threats, vandalism
or theft, severe disrespect, defiance, cheating/forgery, possession of prohibited items (e.g.,
weapons, drugs)
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Responses may include:
e Parent meeting with administration
e Disciplinary Referral Form (parent signature required)
e Suspension (in-school or out-of-school)
e Restorative conference with affected parties
e Possible expulsion (in extreme or repeated cases)

Disciplinary Referrals

The actions listed below will be immediately brought to the attention of the administration. A

Disciplinary Referral Form will be issued, and the student may be withdrawn from student body

activities/privileges or assigned detention. If the situation is judged by the administration to be of

a more serious nature, the student may be suspended for a period of (1) to five (5) days. The

Disciplinary Referral Form will be retained in the student’s school file.

e Any aggressive behavior, including but not limited to: spitting, pushing/shoving, rock
throwing, rough play and/or play fighting, tackle football, unnecessary aggressive offensive
or defensive play in games such as basketball, soccer, kickball, or dodgeball

e Fighting marked by anger and/or retaliation, or issuing threats

e Verbal and/or written harassment of any/all topics (physical, sexual, racial, etc), including put
downs or name calling

e Use of profanity or vulgarity

e Possession of pornography

e Lecaving grounds during school day and/or after school activities without written permission.

e Destruction to school’s property, or an individual’s property, such as cutting, carving, and/or
defacing property, or graffiti

e Cheating of any kind will not be tolerated, such as forgery, dishonesty, theft, and lying

e Defiance of authority: faculty, playground supervisors, school volunteers, or those to whom
authority has been delegated

e Possession, use, sale, and/or distribution of medications or supplements (outside of personal
medications required and taken in the school office according to policy)

e Possession, use, sale, and/or distribution of tobacco, drugs, alcohol, and/or any facsimile

e Possession, use, sale, and/or distribution of a weapon or any object intended to be used as a
weapon

Harassment, Bullying & Violence (5156.6 Diocesan Policy Manual)

The DioceseHarassment is unacceptable conduct which subjects an individual to treatment
which is hostile, offensive or intimidating because of a student’s race, creed, color, national
origin, gender, physical or mental ability, or lifestyle choice, and will not be tolerated. The
school will adhere to the Diocesan Policies 5156.6, Bullying 5156.61, Sexual Harassment
5156.62, and Racism 5156.63. Consequences for the above in 5156.64 will be followed.

Procedures for Detention

Detention is held at the discretion of the teacher and/or administration. Detention may be held
during OR outside of school hours. The Disciplinary Referral Form will serve as written notice
of the detention to the parents, and will be retained in the student’s school file.

Probation (5204 Diocesan Policy Manual)

A student may be placed on a behavior contract signifying probationary status for a serious
offense, for continuing serious academic deficiency, or for continued misconduct after a warning,
when the misconduct does not require more serious action. The following guidelines must be
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followed:

1. The principal must approve a formal probation.

2. A conference must be held with parents, student, and school personnel.

3. After the conference, when a student has been placed on probation, the parents shall be
informed in writing of the reason for the probation, the length of the probationary period,
and the conditions under which the probation will be lifted.

4. A written record of the student’s probation shall be kept for reference should more
serious action be necessary at some later time.

5. Efforts should be made to assist the student to forestall further sanctions.

Suspension (5205 Diocesan Policy Manual)

A student may be placed on suspension for serious misconduct, on or off campus during school
related activities, or for continued misconduct after having been placed on probation. In all cases,
the principal or acting principal will prudently decide the most efficacious and appropriate terms
of suspension.

Official suspension may assume various forms:

1. The student may attend class but lose the right to participate in any school activity on or off
campus.

2. The student may be suspended from a particular class and required to report to a specific
place on campus during that time.

3. In severe cases, the student may be sent home for the entire period of suspension. The
student shall be assigned academic work to make up for the loss of class time, and upon
satisfactory completion, be given full credit for the work.

Expulsion (5206.1 Diocesan Policy Manual)

Grounds for expulsion are not to be applied automatically. There are, however, acts that
constitute good cause for suspension or expulsion from school where a student misbehaves while
under the jurisdiction of the school or when the conduct is directly related to school activity or
school attendance.

Procedures for Expulsion (5206.2 Diocesan Policy Manual)
With the exception of the most serious moral situations, the steps listed below must be followed.
The school should take special care that each step is documented. The file should contain written
communication between the school and the family. Without written communication, many
misunderstandings can occur.
The steps to be confirmed by letter to parents are:

e Causes and number of probation

e Conferences with parents, student, teacher(s), principal

e Causes and number of suspensions

e Additional conferences with parent, student, teacher(s), principal

e Grounds for expulsion

Parents must be given a written notice of the offenses and invited to conference with the school
personnel. The students should be present. Where applicable, the pastor should be advised of the
scheduled conference and be invited to attend.

Special Regulations (5119 Diocesan Policy Manual)
In accordance with the teachings of the Catholic Church, the Catholic school assumes the
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position that all life is a God-given gift and is sacred. Such life is to be respected and preserved.
A Catholic school, therefore, cannot and will not accept abortion as acceptable under any
circumstances.

In the event of a student pregnancy, the school shall encourage the student to continue the
pregnancy to full term and delivery. The school shall support the student’s pro-life choice by
allowing her to continue her studies as a student at the school. Policy guidelines for continued
enrollment have been defined by the Diocese of San Bernardino.

Recommended Transfers
A student may also be asked to transfer to another school for the following:
e repeatedly breaking school rules
e showing lack of respect for school, policies, or people
e receiving multiple disciplinary referrals
® receiving a suspension
e displaying behavior that is otherwise incompatible with the school behavior code

A student who displays behavior that is incompatible with the school behavior code, such as
those listed above, will be placed on a behavior contract. If the student fails to meet the
conditions of the contract he/she will be asked to transfer to another school. Parents and students
will be adequately informed. The final decision shall be made by the administration in
consultation with the pastor.

Certain students may be given a recommended transfer on grounds other than discipline, such as
students who clearly are unable to profit from schoolwork for reasons of ability or emotional
instability. Ordinarily, their transfer should occur only at the end of a grading period.

XIV. Student Council

The SJU Student Council is made up of students from 7th and 8th grades. They are led by a
Moderator (and sometimes a Co-Moderator). Together, they plan, organize, and prepare for
student body activities throughout the entire school year. The purpose of our student council is to
encourage students to become leaders, and to:

1. teach them how to share responsibility, encouraging accountability and teamwork
. give them an opportunity to voice their ideas and listen to those of others
. enable them to develop skills in self-government, including how to compromise
. encourage a high standard of academic achievement while balancing all responsibilities
. strengthen school spirit through loyalty, friendliness, helpfulness, and good sportsmanship

(G2 ISR US I )

All students who wish to run for student council must be approved by their teachers and
administration before running for office. Upon approval, each candidate will be given a copy of
the Student Council Constitution before campaigning begins. Campaign Week and elections are
held in May for the following year’s student council. Student council members are elected by
student body members in grades 3 through 7. All candidates must respect, obey, and adhere to all
school rules and regulations.
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Scholastic Requirements for Student Council members:
1. Conduct: average must be VG or higher

2. Academic: average must be C or higher in core subjects (No D or F), and S or higher in
each enrichment class (No NI)
3. G.P.A.: 3.0 or higher

During their term in office, the Student Council members will have multiple academic and
conduct grade reviews in every trimester to ensure they are maintaining eligibility in both those
areas. Those members becoming ineligible because of academics or conduct will be placed on
academic probation and may be asked to resign from their position. The remaining Student
Council members will assume their responsibilities.

XV. After-School Sports and Clubs

After-School Sports Program

St. Joseph School participates in our diocesan sports league, the Inland Catholic Schools League
(ICSL). There are several sports in which students are able to participate (depending on grade
level), and each family is responsible for paying the fee per athlete associated with each sport.
Our after-school sports program is dependent on parent participation. Parent/guardian volunteers
are needed for coaching/assistant coaching. All coaches must get a LiveScan, as well as complete
the diocesan “Safe Environment” training/course (online).

In order to participate in any after-school sports, the student athletes AND all parents/guardians
must follow the rules set forth in all ICSL athletic policy documents. The policies will be
distributed to those families interested in the sports program. St. Joseph School has an Athletic
Director who is in charge of all after-school sports.

The sports offered throughout the school year are:

Fall Season: Winter Season:

Boys Football, grades 5-8 Boys Basketball, grades 5-8

Girls Volleyball, grades 5-8 Girls Basketball, grades 5-8
Boys/Girls Cross Country, grades 3-8 Girls/Boys Coed Soccer, grades 1-4

Spring Season:
Girls/Boys Track & Field, grades 3-8

In order to participate in the After-School Sports Program, student athletes need to demonstrate a
proper Catholic Christian attitude in action and speech, both on and off the playing field/court.
They must also show respect towards coaches, teammates, opponents, and officials, AT ALL
TIMES! In addition, student athletes must maintain the following Scholastic Eligibility
Requirements in order to join—and remain on, any SJU after-school sports team (requirements
vary according to grade level):

Scholastic Eligibility Requirements for Student Athletes:
Grades 1 & 2 student athletes:

e Conduct: average must be G or higher
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Grades 3 & 4 student athletes:
e (Conduct: average must be G or higher
e Academic: average must be D or higher in core subjects (No F), and S or higher in each
enrichment class (No NI)

Grades 5-8 student athletes:
e Conduct: average must be G or higher
e Academic: average must be D or higher in core subjects (No F), and S or higher in each
enrichment class (No NI)
e G.PA.: 2.0 or higher

Participation in the After-School Sports Program is a privilege, not a right.

Academic & behavior grade checks will occur every 6 weeks for athletes to ensure that they are
maintaining the eligibility requirements as listed above. At grade/behavior check time, any
student athlete who is not meeting one or more of the requirements will be placed on Athletic
Probation. Students on athletic probation will be given a period of two weeks to bring up any
failing grades and/or GPA (whichever applies). If scholastic eligibility criteria are not met by the
end of the two-week period, athletes will be withdrawn from the team.

It is the responsibility of the athlete and their parents to check grades on Gradelink regularly.
Athletes are also encouraged to discuss with their teacher(s) what is needed to improve grades
and meet expectations.

After-School Clubs

After School Clubs may be offered during individual trimesters. Registration will be on a
first-come first served basis, and fees must be paid prior to the start of each club. Behavioral
expectations during clubs are consistent with school day expectations.

Use of School Facilities

Requests for use of school facilities by parish and other groups are subject to the approval and
permission of the principal and pastor. Classrooms are shared by the parish Religious Education
program and annually a calendar is drawn at the parish with input from the coordinators. Outside
groups do not use the school facilities unless approved by the principal and pastor.

XVI. Parent /Teacher Group (PTG)

The purpose of the Parent/Teacher Group (PTG) is to bring about a closer relationship between
the school, the home, and the parish, thus building a community of faith and support. The PTG
Board is also the group responsible for providing activities/opportunities for families to meet
fundraising obligations which make up a major part of the operating budget. PTG Board
meetings are held at different intervals throughout the school year, and all school parents are
welcome to attend. Attendance by one parent/guardian from each family at the first PTG
meeting of every school year is mandatory and vital in supporting your child’s/children’s
education. Important information regarding ways to fulfill the contractual fundraising obligation
is one topic presented at this initial meeting.
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XVII. School Board

The purpose of the School Board is to support and implement the philosophy of St. Joseph
School, whose aim is to integrate the teaching of Gospel values with the total curriculum. It thus
aims to create an environment where Christian community can be experienced through liturgy,
sacraments and social action.

The Board is consultative to the administration and pastor. The proper role of this Board is to
advise the pastor and administration in regard to policy formation, school development, strategic
planning, program review and evaluation. The school board is governed by an approved
constitution. Board meetings are held monthly. The contact persons for any school board matter
is the principal or pastor at (909) 920-5185. Contact information for the school board president
may be obtained from the school office.

XVIII. Development Committee

The Development Committee is a subcommittee of the School Board. They are committed to
enhancing the financial position of St. Joseph School by delivering creative solutions that bring
together the business community, alumni, surrounding parishes, and the families of SJU.

XIX. Financial Matters

Tuition and Fees
Families are presented with a contract outlining all financial obligations at the time of
registration. The contract is signed and returned to the school.

Tuition is charged through FACTS and automatically debited from parent accounts on the 15th of
each month or charged to a designated debit/credit card. Debit/Credit cards will be charged
3.05% in processing fees. If a payment is returned FACTS will charge a $25.00 fee. Note: Other
stipulations will be outlined by FACTS when families create their account. Payment plan
options will be selected by the parent when enrolling in FACTS.

Registration fees and incidental charges throughout the school year, such as athletics, field trips,
etc., are also charged in FACTS. Families will be notified as charges are posted and can login
anytime to view balances and payments made. If financial difficulties arise, it is imperative that
the school administration be contacted to discuss the situation. Continued failure to meet your
financial commitment may result in a request to remove your child/children from the school.

Fundraising

In addition to tuition, each family is required to meet the annual fundraising obligation as defined
in the contract. It is based on “net income” to the school. This obligation may be met through
participation in designated PTG fundraisers. Each family’s obligation must be met prior to
pre-registration for the next school year (or prior to graduation for 8th grade families). The
fundraising year runs from April 1* through March 31*.

Parent Involvement Program (PIP)
The main purpose for establishing and maintaining the Parent Involvement Program is to keep
operating costs down through volunteer help from our families.
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PIP hours that are completed must be logged into Gradelink under the “Service Hours” tab on the
parent login. Parents must not only sign in the visitor’s binder when volunteering on the school
campus, but MUST ALSO sign in in the PIP binder found in the front office. The
supervisor/teacher/administrator of each event/activity will verify and approve the hours entered
in Gradelink. The PIP binder serves as the verification of hours worked for those approving
hours on Gradelink. Parents MUST ENTER hours in Gradelink in a timely manner when
volunteering to ensure accuracy of approval.  Participation by all families is mandatory.
Grandparents and family members may help families meet PIP hours through volunteering at
various activities, provided they have completed a LiveScan and Safe Environment training
when required.

PIP hours are NOT TRANSFERABLE to other families. Only under extenuating
circumstances (i.e. death/illness in the family) will the administration make arrangements to
support a particular family with meeting the required hours. When parents complete extra PIP
hours, it is a huge benefit to the school with helping keep expenses down.

A minimum of 20 points (20 volunteer hours — one hour per point) has been agreed upon
by the PTG to make the goal attainable for all our families. Parents/guardians must pay
$25 per hour for incomplete hours. All PIP hours must be completed, logged, and approved
by the last school day in the month of March each year to avoid being assessed the
$25/hour fee for incomplete hours.

Events vary from year to year. The most current list of opportunities is available from the PTG
Board. These 20 hours/points must be earned by March 31*. In 2015 the School Board
recommended four of the 20 hours be served for morning traffic duty to ensure student safety.
All families must complete 4 hours of morning traffic duty. For example, if a parent
completes 20 or more hours serving on a committee without volunteering for traffic duty, they
must sign up to volunteer an additional 4 hours of traffic duty or be assessed $25/hour. Traffic
hours are pre- scheduled online to ensure coverage. Other PIP opportunities are available that
may be completed at home. Please reach out to the office if interested.

Gift Certificates (Scrip)

Doing your shopping using the Scrip program is a beneficial way to support St. Joseph School.
Gift certificates for use at grocery stores and other vendors may be purchased through the Scrip
online program. A percentage of the purchase returns to the school and is applied toward each
family’s fundraising obligation. The school code and instructions for ordering are available in the
school office or on the school website.

Memorial Burse

The Memorial Burse is a fund established to help defray tuition costs for families experiencing
temporary financial problems. Applications are available in the school office. Initially, the fund
started when a parishioner made an endowment of three thousand dollars. Additional funds
accrue from memorial gifts and donations. Donations are always welcome for this worthy cause.
Checks may be made payable to “St. Joseph School Memorial Burse.”

XX. Standards For All School Workers Regarding Interaction With Youth

(1) School workers must be aware of their own and others’ vulnerability to appearance or
perception of impropriety when working alone with youth. At all times, School workers should,
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therefore, use a team approach to managing youth activities. At least two adults (preferably a
team of several adults) will organize and supervise youth activities.

(2) Except in emergency or urgent circumstances involving the youth’s safety, School workers
shall never be alone with a youth during any school activity or setting. For example, adults
should avoid situations that put them in a position of being alone with a minor in a rectory, parish
building, school, or other closed room (except as required for the Sacrament of Reconciliation).

(3) School workers will observe careful boundaries concerning any type of physical contact with
youth. Beyond a simple handshake or a friendly, brief hug, any physical contact should only take
place in public circumstances, and prudent discretion and respect should be applied by School
workers in order to avoid any appearance of impropriety.

(4) Clergy and religious shall never permit a youth to stay overnight in their private
accommodations or residence nor shall clergy or religious ever be permitted to share a room
overnight with a youth. An exception can be made in the case of immediate family members of
the clergy or religious, provided that a parent or adult guardian of the youth also stays overnight
and that separate accommodations are provided for the youth and his or her parent or adult
guardian.

(5) School workers will not provide shared, private, overnight accommodations for individual
youths, including, but not limited to, accommodations in any Church-owned facility, private
residence, hotel room, or any other place where there is no other adult supervision present.
(a) School workers will use a team approach to managing emergency situations. A team of
adults will consult with each other about the best approach to take in emergency situations.

(6) School workers are prohibited from taking youth home or to another location unless another
adult is present in the vehicle or the parent/guardian of the youth has given express prior
permission. School workers likewise shall not permit other adults to take a youth home or to
another location unless at least two adults will be present in the vehicle or the parent/guardian of
the youth has given express prior permission.

(7) School workers shall not give gifts to a specific youth under their care or supervision unless a
gift 1s given to all other youth under their care, and even in such situations, any such gifts shall
be modest, inexpensive tokens of friendship or appreciation. This provision shall not be
construed from precluding clergy and religious from giving gifts to youth who are members of
their immediate families, such as nieces and nephews.

(8) School workers will familiarize themselves with, and understand the contents of, the child
abuse regulations and reporting requirements for the State of California, and will comply with
those mandates. School workers shall also complete, in a timely manner, any safe environment
and/or youth protection training required of them.

(9) School workers shall take all necessary action to ensure that no one working with youth is
either in possession of illegal drugs or under the influence of alcohol or illegal drugs. School
workers shall take all necessary action to ensure that youth under their care or supervision do not
have access to illegal drugs or alcohol. School workers may never serve or supply alcohol to
youth or adults under the age of 21. Persons under 21 may, of course, partake of both species of
the Eucharist, including the Precious Blood, according to the norms of canon law.

For more detailed information please access the Diocese of San Bernardino Code of Conduct
on the diocesan website. http://www.docyp.org

35



XXI. Extended Care Program (6252 Diocesan Policy Book)

Before and/or after school care programs, under the auspices of the principal, may be provided
for students properly enrolled in the school. Proper supervision and programs suitable to the
students participating must be provided. The entire Extended School Care Program shall be
consistent with the school’s philosophy, goals and objectives and shall have written guidelines
for its organization and operation.

A Is and Pur

The Extended School Care program is an important component in the school community. This
program was established to support families who are in need of care for their children before
and after school due to work schedules. The goal is to meet the needs of students beyond the
classroom hours.

Mindful of the school’s mission and philosophy, the Extended School Care program is designed
to engage the whole child with a variety of activities. As part of a Catholic school community,
it provides a unique opportunity to help children find concrete ways to live the gospel in
ordinary human interactions. A secondary opportunity comes in the ability to serve as a
resource for parents. As members of the same faith community, the interaction between staff,
students, and parents is an opportunity for growth as a Christ-centered community of faith.

B. Enrollment

St. Joseph School is proud to offer the Extended School Care program to all school families.
Pre-enrollment into ESC is not necessary; every student enrolled at SJU is concurrently
enrolled automatically into our ESC program. Since this program is an extension of the school
program and does not require state licensing, children must be enrolled in grades kindergarten
through eight in order to participate in the program. Registration for the program is completed
at the time the family registers their student(s) for school, usually in May.

C. Program
Hours & Days

Extended School Care is offered to students Monday through Friday, on both full days and
early dismissal days, on days when school is in session (it is not offered on holidays or other
days off for students). On minimum days that fall right before certain holidays or school breaks
throughout the year, there will be no after-school ESC (such as the day before Christmas break
and Easter break, and the last day of school).

Before-school care begins at 6:45 a.m. and lasts until 7:30 a.m. After-school care begins 15
minutes after dismissal and lasts until 6:00 p.m. If a child is not picked up 15 minutes after the
dismissal time of school, he/she will automatically be checked in to Extended School Care by the
ESC staff. Additionally, extra fees will be incurred if the child is picked up after the 6:00 p.m.
closing time (see Section E below regarding fees).

Regulations

For the safety of your children, no child should be on the school grounds before 7:30 a.m. unless
being signed into Extended School Care. Likewise, no child should be on the school grounds
more than fifteen minutes affer school is dismissed, unless being signed in to Extended School
Care or a supervised after-school activity for which written permission is required. Those
students who do not fall into the above category and who are on the school grounds prior to 7:30
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am. or fifteen minutes after dismissal will be placed in Extended School Care and
parents/guardians will be required to pay the designated fee.

Before-School Activities

Students arriving between 6:45 and 7:30 a.m. will have the option of quiet time to study or
suggested activities in the library before being escorted to the lunch pavilion in time for the
regular school day. Children will always have adult supervision.

After-School Activities

Students in after-school ESC are divided into two groups, Kinder-3 and 4-8 grades. Snack time
is from 3:15-3:35 p.m. Students attending ESC should bring their own snack from home;
snacks are not provided by the school or ESC staff.

Homework begins at 3:35 p.m. When homework is completed, students may participate in a
variety of activities. Some may include outdoor play, table games, peer tutoring, arts & crafts,
or independent reading. When dismissal from school is at noon, students must bring their own
lunch. After the meal, students may choose activities such as table games, art, watch a
video/DVD, join celebrations or organized activities.

Staffing/Ratio

The extended care program offers a safe, nurturing environment for supervision, play, and
homework completion. The program occupies space in the Nano Nagle multi-purpose building.
The minimum staffing ratio is one employed adult for every twenty students. All staff members
are certified in both CPR and basic first aid. Provisions are made for adequate adult supervision
at all times. No child is to be left unsupervised at any time.

Celebrations/Parties

Only celebrations/parties generated by the Extended School staff/administration, as part of the
after-school program, are allowed. Christmas, Valentine’s Day and at the end of the school
year may be occasions for after school celebrations.

D. Sign-In/Sign-Out Procedures
Before-School Care
A parent or authorized person is required to bring the child to the Library and sign the child

into the Extended School Care program. Students may not wait outside the gate/school before
7:30 a.m.

After-School Care
Students who are attending ESC will be signed-in by an ESC staff member and escorted to the
Nano Nagle building.

Students Checking in After Sports or After-School Clubs

Students who are not picked up at the end of sports practice or any after-school activity will be
checked into ESC by the coach/moderator. These students will be charged from the time of
check-in until they are picked up by parents/guardians. Any fraction of an hour will be charged
at the full hourly rate.

Signing Out
A parent or authorized person is required to sign a child out of the Extended School Care
program. Initialing the time of pickup is required as part of this procedure. A child is to be
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released ONLY to the parent(s)/guardian(s) or to an individual who has been authorized by the
parent(s)/guardian(s) to pick up the child. Exceptions are never made.

Written notice is to be given by the parent(s)/guardian(s) if a person not on the Student Release
or Emergency Form is to pick up the child that day from Extended School Care. Written notice
may be in the form of a handwritten or printed note, or via email to an office staff member, so
that notice may be given to ESC staff for that day.

Non-Release
Students must always be released to the parent unless there is a current court order forbidding
it, or the parent appears to be under the influence of drugs or alcohol.

Children are not to be released to another child (under the age of 16). Only an adult authorized
by the parent may sign a child out. Special hardship will be addressed by the administration. As
of this time, the California Department of Motor Vehicles allows a Provisional Driver to drive a
sibling home if the driver has a note from the parent stating special needs. The principal will
need to be consulted for approval.

E. Fees

Every family making use of before or after-school Extended School Care, whether on a regular
basis or one time only, will be required to pay for the service. Every family signs a contract at
registration and the fees are included in this contract. Below outlines the charges for ESC:

e Before-school ESC (drop off anytime between 6:45-7:30 a.m., until 7:30 a.m.) is billed
a flat fee of $7.00 per student.

e After-school ESC (from 15 minutes after dismissal until 6:00 p.m.): $7.00/hr per
student

e A charge of $60 will be assessed for any pickups after 6:00 p.m., no exceptions.

An ESC invoice for the previous month’s ESC charges will be emailed out to applicable
families within the first week of the following month. Fees must be paid upon receipt of the
statement. A $20.00 late fee will be assessed if charges are not paid by the 15th. If a parent
does not meet the payment obligations, their child(ren) will not be allowed to continue in the
Extended School Care program. Additionally, frequent lateness in picking up a child will be
grounds for terminating the child’s participation in the program, as well.

Any returned checks, regardless of the check amount, will be charged a $50.00 return fee per
returned check. In the event any one family returns two checks, St. Joseph School reserves the
right to place that family on a cash/cashier’s check basis only.

F. Student Behavior

Extended School Care is a privilege, not a right. The ESC program is part of the school
program, therefore the same expectations of good conduct are assumed. The St. Joseph School
Discipline Policy and Behavior Expectations (see Section XIII in the Parent & Student
Handbook) will be enforced in Extended School Care. Students attending ESC are required to

observe the rules and expectations followed during the regular school day. Students who fail to

adhere to proper behavior guidelines may lose the privilege of participating in the Extended
School Care program.
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G. Health and Safety

Emergency Evacuations

Procedures for emergencies such as fire, earthquake, intruder, lost child etc. are the same as
those established for the school hours with minor adjustments as needed to fit the Extended
School Care Program. The children will be kept comfortable and secure until
parent(s)/guardian(s) or other authorized adults can take them from the school grounds.

Missing Child Procedure
The safety of the student is the priority while they are in Extended School Care. This policy
sets out the procedures for dealing with the unlikely event of a child going missing.

1. If an Extended School Care staff member suspects that a child is missing, they contact
the school office immediately. The staff will carry out a thorough search of the building,
including outside areas, restrooms/stalls, and storage areas.

2. The attendance roster will be checked.

3. If necessary, staff will promptly but calmly round up all Extended School Care students
to a pre-arranged area and a designated staff member will supervise the children.

4. Staff will count and name check all the students present against the roster while the
group is assembled in one place.

5. If the child is still not found after this initial search, the office will inform
administration.

6. If the child has not been found after this subsequent search, then parents will be
notified. Administration will decide at which point the police need to be contacted.

7. When contacting parent(s)/guardian(s) staff will ask them to bring with them a recent
photograph of their child.

H. Communication

Student/Parent Phone Calls

Extended School Care has emergency contact information for each student enrolled in the
school. Please keep your child’s emergency contact information current (by notifying the office
of any changes) so that we may reach you during ESC hours if necessary. The phone in the

ESC room is available for use in case of emergency. The Extended School Care phone number
is (909) 758-2141.

Conferences

Conferences may be requested at any time by parent(s)/guardian(s) or Extended School Care
staff. This request can be made by calling the office or sending a note to the administration.
Parent(s)/guardian(s) are encouraged to contact ESC staff with their concerns. Under no
circumstances should a parent(s)/guardian(s) attempt to meet with an Extended School Care
staff member while he/she is supervising students before or after school. Appointments must be
made through the school office at (909) 920-5185.

The principal reserves the right to amend policies, as necessary, pending formal process for amendment.
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Acknowledgement of Receipt

St. Joseph School, Upland
Parent & Student Handbook

I (We) have read and agree to be governed by the St. Joseph School Parent & Student Handbook.

I acknowledge and understand the Discipline Policy, Behavior Expectations, Financial, Uniform
Policy, Extended School Care program policies and fees, and all other policies outlined in the
entirety of this handbook.

Parents are asked to summarize all relevant information for their child(ren) regarding policies
and expectations described throughout this handbook.

I/we have read and agree to be governed by the policies and procedures listed in the St. Joseph
School Parent & Student Handbook. I/we understand that these policies and procedures

may be amended at any time by St. Joseph School administration. Parents will be notified in
writing as changes are made.

Family’s Last Name

Students’ Names and Grade Levels (enrolled at SJU)

Grade:

Grade:

Grade:

Grade:

Grade:

Grade:

Parent/Guardian Signature Date

Parent/Guardian Signature Date

Please return this form to the school office by Friday, August 28, 2026.
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