Who’s who at Holy Rosary School?
	Parish
	

	Pastor 

	Father John Wilkie (holyrosarytac@aol.com)

	



	

	School
	

	Principal
	Mr. Rudy Navarro (rnavarro@holyrosarytacoma.org)

	Administrative Assistant
	Mrs. Andi Brockwell (abrockwell@holyrosarytacoma.org)

	Front Office Secretary
	Mrs. Beth Santa Cruz (bsantacruz@holyrosarytacoma.org)

	Pre-Kindergarten
	Mrs. Maria D’Souza (mdsouza@holyrosarytacoma.org)

	Pre-Kindergarten Assistant
	Mrs. Lori Gilbert (lgilbert@holyrosarytacoma.org)

	Kindergarten
	Mrs. Amparo Farias (afarias@ holyrosarytacoma.org)

	1st grade
	Mrs. Meg Colquhoun (mcolquhoun@holyrosarytacoma.org)

	2nd grade
	Mrs. Mary Jane Somnis (mjsomnis@holyrosarytacoma.org)

	3rd grade
	Mrs. Doris Silva (dsilva@holyrosarytacoma.org)

	4th grade
	Ms. Megan Ackerman (mackerman@holyrosarytacoma.org)

	5th grade
	Ms. Ellen Johannessen (ejohannessen@holyrosarytacoma.org)

	6th grade / Science & Social Studies
	Mrs. Katie Perry 
(kperry@holyrosarytacoma.org)

	7th grade / Language Arts
	Mrs. Patricia Harrington (pharrington@holyrosarytacoma.org)

	8th grade / Math & Science
	Ms. Andrea Carothers

(acarothers@holyrosarytacoma.org)

	8th grade / Liturgy Program
	Mrs. Kathie Thayer 
(kthayer@holyrosarytacoma.org)

	Library / Technology
	Mrs. Jana Cochran 
(jcochran@holyrosarytacoma.org)

	Library Aide / IT Support
	Mrs. Lilly MacKenn

(lmacken@holyrosarytacoma.org)

	P.E.
	Sr. Marie Emmanuel (semmanuel@holyrosarytacoma.org)

	Music
	Mrs. Debe Christnacht (dchristnacht@holyrosarytacoma.org)

	Instructional Aide
	Mrs. Nancy Rehberger (nrehberger@holyrosarytacoma.org

	Staff Assistant
	Mrs. Debbie Schmitt (schmittdebbie@msn.com)

	Cook
	Mrs. Amy O’Brien (aobrien@holyrosarytacoma.org)

	Custodian
	Mr. Michael Edmonds (medmonds@holyrosarytacoma.org)

	Maintenance
	Mr. Charlie Moyer

	Public Relations
	Mr. Charlie Dunn (cdunn@holyrosarytacoma.org)


Holy Rosary Parent Club Officers 

	President
	Mrs. Chris Pantoja (dctoja1@msn.com)

	Vice-president / Treasurer
	Mrs. Diane Mathis (DianeMathis@fhshealth.org)

	Secretary
	Mrs. Dianne Thompson (TI2DI@AOL.COM)


Administration

Pastor 

The Pastor, Father John Wilke, has the ultimate responsibility for the educational programs within the parish. He fulfills this function within the context of archdiocesan policies and in close collaboration with the principal and school commission. 

Principal 

The principal, Mr. Rudy Navarro, is the educational leader in the school charged with the administration and supervision of the school in conformity with federal, state, and archdiocesan requirements. 

School Commission 

The Holy Rosary School Commission is an advisory body to the principal and pastor that is concerned with the school's general policies subject to the guidelines issued by the Archdiocesan Board of Education.

These are some of the commission’s responsibilities.

· Providing leadership that will build trust and confidence in Catholic education.

· Securing adequate financial support for the school beyond that which comes from tuition and book fees.

· Providing the best possible facilities, supplies, equipment and other instructional aides.

· Providing information about school programs to parents and parishioners.

· Participating fully in supporting the projects, policies, and vision of the school. 

Finance Council
The Holy Rosary Finance Council is an advisory board to the pastor and the principal that is concerned with the parish and school’s financial viability.  The members review monthly budget reports and make recommendation on major expenditures, parish and school budgets, as well as endowment investments.

Accreditation and Certification

Holy Rosary School is an accredited school of the state of Washington and received the highest rating from the Northwest Accreditation Association in March of 2006.

Accreditation of Holy Rosary School occurs under the auspices of the Department of Education of the Archdiocese of Seattle and the State of Washington. Evaluation is an on-going process. Both organizations require a yearly report from Holy Rosary School. 


All grade level classroom teachers are certified by the Washington State Superintendent of Public Instruction.
The Schedule
Daily Schedule

Academic Day

    
Start of School, Pre K-8th Grade


8:00 AM  

Dismissal for Pre-K




2:15 AM

Dismissal for K-8th Grade



2:30 PM 

School Mass, Friday





9:00 AM 

Inclement weather
Listen to the following radio and TV stations KING, KIRO, or KOMO for school closures. The final decision to bring your students to school is yours. Those living outside the Tacoma area who have poorer weather conditions than the city should listen also to the radio for reports from their local school district. Most often districts cancel school because of extreme driving conditions and the safety hazard this presents to children and drivers. It is better to miss a day of school or to come at a later time than to risk life and limb unnecessarily. 
Attendance

Attendance is essential to successful performance in school. The principal will review each case of excessive absence to determine whether the student should be promoted, readmitted, or dismissed.

Regular attendance 

Students are expected to report to school on the first regularly scheduled school day and to remain in attendance until the last regularly scheduled school day. 

Medical absences

Students who are not in school because of illness (see “School Health” on page 10) are responsible for completing the work they miss unless a special arrangement has been made with the teacher. Students who are unable to work while at home, can make a schedule for work completion with the teacher upon return. Those who are able to do work should complete the homework so as not to fall behind. 

On the first day that a student returns to school after an absence, the student must present, to the school secretary, a written excuse from the parent or guardian. This note must list the dates and reason for absence. No student will be admitted to class without a re-admit slip signed at the school office. 

Non-medical absences

Extended absences, for non-medical reasons, must be cleared with the principal. Students will be expected to complete all class work and other assignments during the time they are not in class and to have this work ready to hand into the teacher upon returning to school unless other arrangements have been previously made. 

On the first day that a student returns to school after an absence, the student must present, to the school secretary, a written excuse from the parent or guardian. This note must list the dates and reason for absence. No student will be admitted to class without a re-admit slip signed at the school office. 

Tardiness

Students must be in the classroom, prepared to participate in the academic schedule at 8:00 a.m. or be considered tardy. Tardiness affects classroom performance. Please make arrangements for your child to arrive at school on time. 

If a child is late or has an appointment, a parent must bring the child to school with a signed note. Each student is to report to the front office where he or she will receive a readmit slip for the student. 

Conferences will be held to discuss poor attendance habits. 

Early dismissal

Medical and other appointments should be made during non-school hours whenever possible. However when appointments must be made during school hours, students should bring a written note to the classroom teacher and the request should be approved by the principal. Early dismissal for the entire school will be noted on the school calendar or in the weekly newsletter well in advance. 

Academics
Holy Rosary School exists to educate the minds and hearts of children in a Christian environment. Academic success requires a partnership between students, teachers, and parents or guardians.

Trimester System

HRS has a trimester system, meaning that its teachers provide report cards three times a year to help parents and students to gauge a student’s progress. The trimesters finish at the end of November, the first part of March and the last day of school.

Archdiocesan Grade Scale

Holy Rosary’s grading system is in conformity with the system used in Catholic schools throughout the archdiocese.

	A
	94-100
	4.0
	C-
	75-77
	1.5

	B
	87-93
	3.0
	D
	70-74
	1.0

	C+
	84-86
	2.5
	F
	0-69
	0

	C
	78-83
	2.0
	
	
	


Parent Conferences

Scheduled Parent/Teacher conferences are held in October and January, midway through the trimesters. Each teacher schedules conferences for each student and parents are expected to attend.

Parents are encouraged to arrange with the teacher special times for conferences to discuss either report cards or a student's progress. Parents can arrange these individual conferences in advance through the school office to assure teacher availability at a mutually convenient time.

Homework

Homework is an integral part of the academic expectations for each student at Holy Rosary School. Students should bring home a minimum amount of homework as follows.

Grades 1 and 2 
 15-30 minutes

Grades 3, 4 & 5
 30-60 minutes

Grades 6, 7 & 8
 60-90 minutes

Assignments are designed to be completed by the student with occasional involvement from parents. Completing daily homework assignments neatly and on time is a class requirement and student responsibility. Homework assignments for students in grades 6, 7, and 8 can be found on a link off the school’s webpage at www.holyrosarytacoma.org.
Testing

Readiness tests, diagnostic tests, standardized achievement tests and other objective, evaluation materials are used as ongoing tools to measure both the academic progress of the individual student and the overall effectiveness of the instructional program.
Academic Honesty
Holy Rosary School teaches that honesty and personal integrity are important Christian values that should be cultivated in all areas of life, including schoolwork. Academic dishonesty of any type is unacceptable and a serious infraction.

Cheating
When a student cheats, he or she uses a dishonest or inappropriate means to complete academic work. Examples include the following as well as other infractions.

· Copying another student’s assignment in full or in part or accepting credit for a group assignment in which the student did not fulfill responsibilities

· Looking at another student’s paper during testing as well as concealing answers on one’s person or desk, using text messaging to communicate answers to another student

· Using any means of obtaining answers for testing prior to the testing.

Plagiarism
Plagiarism is a type of cheating. Holy Rosary School teachers instruct students to properly acknowledge material taken from outside sources. Students who use someone else’s ideas or words in full or in part without giving credit where it is due will automatically receive a zero on the assignment and appropriate disciplinary action may also be taken.  Using quotation marks to mark someone else’s words and citing sources in bibliographies are appropriate ways to avoid plagiarism.  
Academic Probation

The Holy Rosary School faculty and administration expects that every student maintain passing grades in all subjects.  
A student is expected to be on time for school and for each class, be prepared with materials and assignments, submit quality work as directed by each teacher, as well as maintain satisfactory behavior. Students not meeting these expectations may be placed on academic probation. Students must complete the grade level work and be able to fit into an instructional grouping to be moved to the next grade.

· A student who is receiving 70% or below in two subjects, or has an overall average of 70% or below at the end of the first or second trimester will be placed on academic probation.  A parent conference will be held with the principal, teacher, and parents in order to determine the best academic plan for the student to follow.

· A student on academic probation who fails to improve his or her grades may be dismissed from school for academic reasons.

· A student who has received a 70% or below in two core subjects (including Religion), or who has an overall average of 70% or less at the end of the third trimester may not be promoted to the next grade level and/or allowed to participate in graduation ceremonies.

· If a student is below a 70% overall average, a conference will take place between the parent and Holy Rosary School faculty and administration to determine whether the student will be retained and/or be required to participate in a summer school program at the parent’s expense.

· All new students enter on probationary status as determined by the teacher and principal. 

Promotion

Promotion of students will occur upon satisfactory completion of all academic work at grade level.  This includes, but is not limited to, completion of all assigned homework, class participation, and any or all teacher assignments.  

Retention

Parents will be informed as early as possible if a student is experiencing difficulties which may result in repeating a grade level.  Prolonged absence may result in retention.  Students who are experiencing difficulties due to maturation or who receive failing grades in two or more core subjects may be retained.

Field Trips

Field trips are an integral part of the educational experience at Holy Rosary School.

An official field trip permission form signed and completed by a parent or guardian is always required in advance and includes information showing costs, purpose, time and length of the trip, the manner of transportation and the appropriate dress code.

Students who fail to return a signed permission slip by the parent/guardian will not be allowed to participate. Telephone calls will not be accepted in lieu of proper forms. The parent has the right to refuse participation in the field trip but must indicate so on the permission form. A sample of permission slip can be found in the back of this handbook.

When students are on field trips, they represent Holy Rosary School to the larger community. Field trips are privileges not rights afforded to students. No student has the absolute right to a field trip. Students may be denied field trips if they fail to meet the following academic or behavioral guidelines. 


These are the guidelines for 6th, 7th, and 8th grade students.
Academic:

· Students must have passing grades in all subjects

· Students must not be missing more than 2 assignments at the time field trip arrangements are finalized.

· Students failing any subject and/or missing assignments may be required to stay at school and work on those subjects and/or missing assignments.

Behavioral:

· Students may not attend a field trip if they have had 4 or more after school detentions during the trimester in which the field trip occurs.
Driving Requirements Drivers must be 21 or older and have a completed background check from the State of Washington on file in the office. Their vehicles must be insured for the following minimum limits: $100,000 per person and $300,000 per occurrence. Adults who want to be drivers must fill out the “Field Trip Driver Information Form” that will be kept on file in the office. Drivers must be legally licensed and have one seat belt or car seat for each person being transported. 
School Health

Illness at Home

The health and safety of every individual in our school community is of utmost importance to us. Considering these issues, the school has the following policies and programs in place to meet most health and safety issues for our community. 
Students should not be sent to school if any of the following are present symptoms are present. 

· fever 

· diarrhea 

· nausea 

· vomiting 

· severe coughing 

· enlarged glands 

· headache

· discharge from the ears or eyes 

· any communicable disease

Children should not return to school until 24 hours after running a temperature over 100 degrees. 

Medication

Parents must give the school office written permission (from a physician) and specific directions for dispensing any medication, including vitamins, allergy medication and Tylenol. Medication will be dispensed only from the School Office only where it should be dropped off by the parent. Medication should not be sent to the classroom or given to the student to administer. Forms to use when sending in medications are included in the back of this handbook. 

Illness or Injury in School 

It is mandatory that student emergency information is kept up to date in the school office. If a student becomes ill or injured during the school day every effort will be made to contact the parent, guardian, or emergency contact, but school personnel will take responsibility for the student’s health and safety until a family member is contacted. 

School Safety
Safety in the School Building
Hall Passes All students are required to have a hall pass when they are out of the classroom.
Visitors All visitors are required to report to the school office for clearance and sign in before visiting the school. Teachers may not be disturbed during the scheduled teaching day without approval from the principal.

Custody Concerns The school office should be aware of any family’s custody complications. Please notify the school administration in writing of any custodial restrictions.  Court orders are mandatory if any parent is to be denied contact with their child. This is required by law for the child’s protection. 
After-hour use of the Holy Rosary School building Any groups affiliated with Holy Rosary School interested in using school facilities get approval from the principal prior to the activity. A designated event supervisor, school commissioner or parent club officer must be present when a Holy Rosary facility is being used. The school must be secured at the end of the activity by a designated individual trained to activate the alarm system. A sign out procedure is posted at the alarm and must be completed before the building is closed for the night. 

Children must be supervised at all times by their parents or guardians during after hour’s use of school facilities. Children should not be playing outside in the playground without appropriate supervision. Groups and families that do not follow these guidelines may jeopardize their use of Holy Rosary facilities.

Dropping Off and Picking Students Up 

Before and after school supervision There is no student supervision before 7:45 a.m. or after 2:45 p.m. other than the Holy Rosary School Extended Care program in the convent. Each parent is responsible for their child before and after school and may not leave them unattended on the school grounds prior to or after the supervised times. 

Pre-Kindergarten Students in pre-Kindergarten should be picked up in front of the school at 2:15 PM every school day unless there is a special schedule. No older students should be picked up in front of the building.

Grades Kindergarten-8 All students in grades Kindergarten-8 will be dismissed in the safety square at the rear of the school at 2:30 PM. Students will remain in the safety square until their ride is parked in a designated parking slot.

· Parents of grades Kindergarten through 3 must park their cars and walk their students back to the vehicle. 
· Students in grades 4-8 are considered mature enough to walk to their Parent vehicles. 

Drivers should exercise great caution when driving near the safety square. (Students who are not signed up for after school care, but are taken over to Extended Care because their ride has not arrived by 2:45 PM will be assessed a $15.00 per day fee.)

Double parking in front of the school The Tacoma Police Department will cite violators who park in front of the school in the street.

Bicycles Students can ride bikes to school. The bikes must be parked and locked in the bicycle rack provided. No skateboards are permitted on the school grounds at any time.

Playground Supervision Teachers and other playground monitors will be on duty everyday during the lunch period in order to insure the safety of our students on the playground.

Safety Drills

Fire Drills Fire drills will be held twice in September and once a month October through June. Ordinarily, these drills are unannounced and held at different times within the schedule.

Earthquake Drills Earthquake drills will be held in September and at least once every trimester through June. 

Earthquake Kits Disaster kits are a required school supply. Every student must have an earthquake kit in their classroom. Students may order these kits through the school office or bring them from home. All items must fit in a gallon size zip lock bag and have the student's name and grade clearly marked on the bag. Students without kits in their classrooms by October 15th will automatically have kits ordered for them that will be billed to the student's family through the school office.

Code Red The words "Code Red" means that our students’ safety is in jeopardy if they move into public areas of the school. "Code Red" initiates a lock down of the school building. During this time anyone in the building must go into the nearest room, lock the door, pull the shades and stay put until they receive further instructions. There will be "Code Red" drills throughout the year.

Personal Conduct and Discipline
Formation

Discipline is a fundamental element of Catholic education and is fundamental to Catholic life. The word “discipline” and “disciple” are related. Worthwhile discipline is that which trains and directs students to love like Christ and to act and react constructively and in accord with Christian charity and reconciliation. 

Through the monthly “Caught in Character” program, Holy Rosary School honors students who exemplify a Christian’s way of life and those who have made great improvements in different aspects of this lifestyle.

"We share a vision." We are committed to the mission of Holy Rosary School. In support of creating a safe and peaceful learning environment for all our students we hold high expectations for student behavior.

In accordance with Archdiocesan policy, we make every effort to nurture individual responsibility, self-discipline, and self-worth. Mutual respect and courtesy are expected of all individuals in the school community at all times. We aim to create a safe and peaceful atmosphere in which all can work, play and pray in peace.

Discipline and Rules
A correlation exists between effective planning, classroom management and discipline.  Even the most thorough planner and manager, however, at times needs the support of a school-wide discipline program. 

The following rights and responsibilities are foundations upon which the discipline program at Holy Rosary School is built:

· Students have a right to be respected as persons and a responsibility to respect other persons, whether adults or fellow students.

· Students have a right to learn in a school and a responsibility to follow classroom and school rules that support other students’ right to learn.

· Students have a right to use school materials and a responsibility to take care of these materials so that others may use them also.

· Students have a right to personal safety and a responsibility to follow rules made to ensure each person’s safety.

· Students have a right to personal property without worry that it will be destroyed or stolen and a responsibility to respect other people’s property.

One way of summing up these rights and responsibilities is to remember these three “commandments.” 

1.
Respect Yourself and Others


2.
Respect Property.


3.
Be Responsible

Students at Holy Rosary School will be treated respectfully and fairly.  
The following are common school rules we expect all students to follow:

 Overall School Rules:

· Walk quietly on the stairs and in the hallways

· Use a considerate tone of voice in the school building

· Do not fight, spit, use vulgar language, or destroy property. 
· Keep hands to yourself.  Respect the personal space of others

· Refrain from chewing gum on the school grounds at any time

 Lunchroom Rules:

· Use a quiet voice while in line

· Talk quietly with the people at your table (students are not allowed to walk around the lunchroom during lunch)
· Walk in the lunchroom

· Pick up around your table space

· Use manners

· Do not throw food

· Scrap your tray before stacking on the table
     Playground Rules:

· Welcome all classmates into games

· Use playground equipment properly

· Use an outdoor voice, which means to speak with polite language and tone of voice

· Stay within the playground area, and where a supervising adult can easily see you

· Follow directions given by the playground supervisors
· Report injuries to a playground supervisor immediately 

· Do not talk with strangers

     Big Toy Safety Rules:

· No running or tag games allowed

· Rocks stay on the ground at all times

· Coats or sweatshirts are completely on or left by the gate
· Go down the slides only

· No hanging from supporting bars

· One person on rings or bars at a time

· Do not go on top of the tube

· No more than three people at a time on the tire swing 

     Assembly Rules:

· Enter and leave the hall quietly and in an orderly way

· Use respectful applause and response

Faculty and staff will expect that students behave respectfully at all times.  

Faculty and staff will listen to and assist students to be the best they can be. All staff will handle offenses as they occur in class, in the hallways, on the playground, and other general areas of the school.

The following is a list of possible corrective actions to be used when a student does not obey a school rule.  This list is by no means all-inclusive and other corrective actions may be used.

Corrective Actions include:

· Loss of recess
· phone call home
· student/teacher conference
· principal/student/teacher conference 
· incident report sent home
· student action plan
· the student (or adult, when appropriate) is required to write:
· a description of the incident

· a plan of action to make things right

· a plan for preventing/changing the behavior in the future

· principal/student/parent/teacher conference
Cell Phones, Other Electronic Items

Electronic equipment of any kind (such as pagers, I-pods, CD or MP-3 players, Game boys or other electronic gaming devices), are strictly prohibited at school unless approved by the teacher.  Student cell phones are required to be turned off and in the student’s back pack. Cell phones can be used during the school day with the express permission of the teacher and the school secretary and calls must be made from the front office. Any staff member who sees a student with a cell phone during school hours is to confiscate the cell phone and give it to the principal. Holy Rosary School will not be responsible for the loss, damage or theft of electronic equipment. 
Bullying
Bullying will not be tolerated by the faculty and staff of Holy Rosary School.  We believe that, “bullying is unfair and one sided and happens when someone keeps hurting, frightening, threatening or leaving someone out on purpose.”  Behaviors that can be associated with bullying include, but are not limited to, “physically hurting or threatening to hurt someone; insulting and/or calling someone names; leaving someone out on purpose; mean gossip and rumors; and sexual bullying.”  (Taken from the Seattle based non-profit Committee for Children).
In the event of bullying, students know that they can report being bullied, or witnessing an act of bullying, to any adult in the school.   Unless there is a potential for immediate danger to the student(s) involved (in which case, all students involved are to be taken to the office and the principal is to be notified), students should be told that the adult taking the report will get back to their classroom teacher before the end of the day to let them know that the situation was taken care of.  It is expected that the adult who takes the bullying report will work with the teacher(s) of the student(s) who did the bullying, and when necessary the principal, to determine an appropriate consequence for this behavior.  A copying of the bullying report is to be given to the students’ teachers, the principal and sent home to the parents of all the students involved.

Very serious incidents, which include threats of violence or other forms of harassment, will be referred to the principal and entail parent involvement to work cooperatively on an immediate resolution of the problem.  In the event the principal is not in the building, please ask his/her administrative assistant to contact him/her to apprise him/her of the situation. 

Discipline procedures are based on the belief that logical consequences are the most effective form of discipline. While the principal is ultimately responsible for maintaining discipline and a positive learning environment in the school, faculty and staff are expected to handle most offenses.

In the event of a serious incident, or multiple offenses of the same incident, an Action Plan will be developed.  Examples of serious incidents are: harassment, fighting, injuring, grave disrespect to a teacher or staff member, and in some cases, bullying or repeated violation of school rules.  Besides the student action plan, corrective actions may include an immediate phone call to a parent by the student to report the serious incident.  Students may be asked to complete some type of service to the school or other form of restitution as a consequence for their behavior.

The principal is the final recourse in all disciplinary situations and may waive any disciplinary rules for just cause at his/her discretion.  If parents are not satisfied with the principal’s decision, they are encouraged to make an appointment with Fr. John Wilkie to discuss their concerns.  
A student may be disciplined if his/her conduct, inside or outside of school property or the school day, is detrimental to the reputation of the school.

Suspension

Behaviors that may result in suspension include but are not limited to the following actions.

· Insolence, disrespect, or insubordination

· Threatening, intimidating, fighting or causing bodily harm to any person

· Any sexual innuendo, comments, gestures or contact made to other students, staff or community members.

· Possession or transmitting of any pornographic material on school grounds and at any school activities.

· Leaving a classroom or leaving school grounds without permission from the teacher or principal.

· Forgery 

· Profanity, crude, or vulgar language.

· Patterns (3 or more infractions) indicating dishonesty, disrespect, or non- Christian behavior (i.e. cheating or disruptive behavior) 

If it is necessary to remove a student from the school, the parent or guardian will be contacted immediately. A conference will be held with those having pertinent information about the circumstances, such as the principal or acting principal, student and parent or guardian. 

When such behaviors occur, the school will immediately contact the parent or parental representative who may be asked to take the student home for the remainder of that school day. If the student cannot be removed from the building on the day of the infraction, they will be expected to serve their suspension at home on the following day. 

An appropriate academic and reflective individual and family activity will be assigned to the student. This assignment must be completed before the student may return to school. 


There will be no in-house suspension
Expulsion

Behaviors that may result in a student being expelled include, but are not limited to, the following actions.

· Vandalizing, damaging, or stealing school or private property

· Possession, handling, or transmission of a weapon or other potentially dangerous items such as explosive devices

· Sexual comments, innuendo, gestures or contact made to other students, staff or community members

· Possession or transmission of any pornographic material on school grounds and at school activities

· Possession, transmission or use of tobacco, drugs or alcohol.

· Extreme cases of disrespect to any person at Holy Rosary School

Any act which is a crime may result in criminal prosecution or constitute sufficient cause for discipline, suspension or expulsion from Holy Rosary School. 

Appeals Process
If a parent or guardian wishes to appeal a suspension or other disciplinary action, he or she should contact the principal in writing within 5 days of the disciplinary action and request a formal hearing with the Discipline Committee. The principal will schedule a hearing within five school days of receipt of the written request for an appeal. 

The parent / guardian and teacher shall be present at the hearing. Findings of the hearing shall be written up with copies given to the parent or guardian of the student, the classroom teacher, and the principal. The parent / guardian may appeal the Discipline Committee's decision to the pastor in writing, within five school days. 
The final recourse in ALL matters involving the school is Fr. John Wilkie.  If a parent is not satisfied with the final conclusion, plan, intervention, etc. presented by the principal and teacher, they are encouraged to make an appointment with Fr. Wilkie to discuss their concerns.
Student Dress Code
This is the basic uniform code for girls and boys. The principal establishes the uniform policy, with input from the School Commission and the approval of the pastor. All students must adhere to this uniform policy (unless prior permission has been granted by the principal because of an injury, etc.). 

Basic Uniform Code for Girls

· Skirts can be purchased through the Dennis Uniform Company. Jumpers (pre-K through 3rd grade) and skirts (4th through 8th grade) must be knee length and appropriate. (Shorts must be worn underneath skirts at all times.)

· Blouses can be white perma-press blouse, polo, or turtleneck.  All blouses must be tucked into the waistband at all times.

· Socks should be white anklets no lower than the ankle.
· Navy blue and white tights and knee socks may be worn – leggings are not permitted.

· Pants that are navy blue cotton twill (Dockers style) will be permitted for girls.

Basic Uniform Code for Boys:
· Shirts should be white perma-press shirt, polo, or turtlenecks. All shirts must be tucked into the waistband at all times.

· Pants should be navy, cotton twill (Dockers type) of the style provided by the uniform company.

· Socks should be white and no lower than the ankle. 

Uniform Code Applying to Both Girls and Boys:
Students must wear either a sweatshirt or a sweater every day.

· Sweaters can be navy v-neck cardigans (uniform style) with Holy Rosary logo or navy blue vests purchased through the uniform company.

· Sweatshirts are blue with the school logo. 

· Shorts (from the uniform company) only can be worn on non-Church days. 
· Navy blue sweatpants may be worn during PE

Other Uniform Code Regulations

· Students are expected to be in full uniform at the beginning of each school day unless otherwise authorized, wearing the appropriate school sweatshirt or sweater.

· All students are required to be neat, clean, and attractive in personal dress and grooming. Blouses and shirts must be kept tucked in at all times. Students are to wear uniforms that are appropriately sized.  Uniforms that are either too large or too small will need to be replaced.

· Students may wear a pinned on religious medal, watch or a small ring but no other jewelry.

· No make up or colored nail polish may be worn.

· Girls with pierced ears may wear only post earrings that do not exceed the ear lobe; no dangling earrings are permitted. Boys may not wear earrings at any time.

· Rubber sole shoes are requested for student safety on stairs, hallways, basement and playground. No sandals.

· Students’ hair should be natural and not distracting.

Parent co-operation in supervising children's dress is expected and appreciated.

Dress Code for Non-Uniform Days

The principal will announce in advance when non-uniform days will be held for the entire school or for individual classes and indicate what the accepted dress code will be for that day or event. Generally, clean, neat play clothes will be acceptable, devoid of any design not consistent with the mission of Holy Rosary School. 

Uniform Infractions 

When a student is not in full uniform, parents will be notified of uniform code infractions by written notice.  Parents are requested to acknowledge receipt of this notice by signing it and returning it to school the following day. If a student is out of uniform (without an acceptable written excuse) a used uniform will be provided for him or her, if available. Otherwise, the student will call home and have a parent bring the proper uniform.

Student Services

Hot Lunch

Hot lunch begins the Tuesday after Labor Day. Monthly menus are attached to the school newsletter. Hot lunch costs $3.00 per day. Families cannot charge lunches. All lunches must be pre-paid.

Free or Reduced Lunch Some families qualify for free or reduced lunches. Applications for free or reduced lunches are available on Welcome Back Day and in the school office from August through the school year. Any information on these forms is kept strictly confidential and eligibility requirements are only reviewed by the principal and the head cook. Forms must be filled out every year to be eligible and may be filled out any time during the school year as circumstances arise.
Forgotten money or lunches All lunches must be prepaid. It is Holy Rosary's policy, however, that when emergencies arise, students will be allowed to charge a lunch. 

Altar servers

All Catholic boys & girls registered in Holy Rosary Parish and in grades 4 through 8 are expected to perform service for their faith community by acting as altar servers. They are also expected to attend all altar servers meetings, to serve at the Masses assigned, and to not excuse themselves from this service unless ill.

Band 

Bellarmine Preparatory School provides band classes at Holy Rosary for grades 4-8. Each family with a child in the band must pay for this monthly. Holy Rosary then pays Bellarmine. Failure to keep up monthly payments will result in immediate removal from band until payments become up to date. 

Band is a graded, elective class. Band may not be dropped at any time except under extraordinary circumstances.  Students must have their band instruments, music and stand for band each class.
Telephone 
The telephone in the school office is for official school use only. Students are not permitted to use this telephone except in cases of emergency with permission from the principal, teacher, or staff person. Students may not call home for homework, books or gym clothes. Students are not allowed to leave class to receive calls. Parents may call the school office and request that a message be delivered to a student in case of an emergency, but this should not be a regular practice. Students may not receive calls or text messages on their cell phones during the school day.
Lost and found 

All students’ clothing, book bags, lunches and any other personal belongings must be labeled with students’ names. The school assumes no responsibility for lost items. Any article found by teachers and other students should be turned in to the school office where it can be claimed by the owner. Children are not allowed to bring toys to school. These items can get lost, stolen or broken all too easily! 

Weekly newsletter & family envelope 

Each Thursday, a newsletter is sent home via the oldest child in the family (unless the office is notified otherwise) in a large manila envelope bearing the family’s name. Parents are responsible for reading the information, signing and dating the envelope, and returning it to the school via the student by the next school day. Please read the newsletter and enclosed information carefully. Families can miss important events if they do not read the content of the family envelope. If you have a need to get information to families in the school community about school events, for example, please get the information to the front office for approval by Tuesday. If material is submitted later than this, it may not be included.
Holy Rosary website

The Holy Rosary website can be found at http://www.holyrosarytacoma.org and contains a lot of useful information.
Parent Club

The Holy Rosary School community is responsible for securing the school’s future. Our commitment to the educational values of our school is only as strong as our commitment to stewardship. The cost of educating a student at Holy Rosary School is approximately $6100. The difference between the cost and tuition comes from generous donors, fundraising, and from our commitment to stewardship. 

The Parent Club is committed to providing fundraising revenues for the operational budget of the school through various fund raising activities. The Parent Club works closely with the pastor and principal to raise funds and foster community spirit at Holy Rosary School. School families are required to be members of the Parent Club.  The annual membership fee is $15.00.
Meetings 

Parents are strongly encouraged to come to Parent Club meetings. Important issues are discussed and changes proposed which pertain to the well being of  students at Holy Rosary School. Families in attendance will receive one service hour per family per meeting. General meetings are held monthly in the school auditorium. Meetings begin at 6:30 PM. and last about one hour. 

Fundraising Profit Dollars
In order to offset the cost of educating students and to promote a greater sense of involvement and school spirit, Holy Rosary parents are contracted to provide a specific amount of profit dollars to support fundraising efforts. Profit dollars can be earned through the procurement of auction items, giving volunteer hours, participating in fundraising events, and/or buying SCRIP. 
 Each Holy Rosary parent or guardian asked to give 15 hours of service to the school community each year. At registration, parents put their names and phone numbers on volunteer lists in order to participate in fundraising events. The parents in charge of these events will then call to secure volunteer support for the fundraising events. Parents then sign participation sheets at the event as evidence of completing volunteer hours. These hours are then recorded in the front office. Monthly statements will be sent indicating the amount of profit dollars earned to date along with other monthly balances.
Tuition and Registration
The Annual Tuition Schedule for the 2008-2009 school year.
	Number of Children
	In-Parish Yearly Tuition
	Out of Parish Yearly Tuition

	1
	$ 3,950
	$ 4,450

	2
	$ 6,850
	$ 7,850

	3
	$ 9,300
	$ 10,800

	4
	$12,950
	$ 14,905


There is also a $200.00 registration fee for each student to be paid at registration. 
At registration, a tuition contract specifying the amount of tuition, registration fee, and fundraising profit dollars must be completed. FACTS Tuition Management is used for tuition payments. Tuition payment regulations are stipulated by the principal. If the adult who signs the financial contract becomes unable to fulfill the conditions of the contract as stated, they need to contact the principal to make arrangements for a new payment plan that will allow for payments to continue. 
The school administration will monitor all fee payments.
1. If payments are past due, the school reserves the right to refuse entrance to the family’s student(s).

2. The school has the further right to refuse re-enrollment for the following school year until financial commitments have been met or agreed upon.

3. No transcripts of grades or school records of any child enrolled shall be prepared or forwarded to any parent, institution, person, or school until financial commitments have been met or agreed upon.
The School Administration will use the following procedure when there is a failure to fulfill the tuition contract
1. Monthly statements will be sent out to families indicating the balances due for tuition, fundraising profit dollars, and other school program fees.

2. When payments become past due more than 60 days, a letter will be sent specifying the amount owed and asking the family to meet with the principal to make a new payment plan. If the family does not contact the principal by the specified date the student(s) attendance at Holy Rosary School may be in jeopardy.
3. When payments become past due more than 90 days, a letter will be sent specifying the amount owed and asking the family to meet with the principal to make a new payment plan. If the family does not contact the principal by the specified date the student(s) attendance at Holy Rosary School is in jeopardy and the family account may be sent to a collection agency.

Roman Catholic Parish Tuition The parishioners of a Roman Catholic Parish are registered members who give of their time, talents and treasure to their faith community. Families are considered to be Roman Catholic parishioners when the following criteria are met:
· Families are registered in a Roman Catholic parish

· Families are participating in parish activities, especially the sacramental life of the Church.

· Families regularly make financial contributions to their parish. 

Tuition Scholarships

There are several opportunities for families to receive tuition assistance to reduce the family tuition.

Holy Rosary Tuition Grants Holy Rosary School also offers a tuition scholarship is based on financial need. Confidential Financial Aid Application (CFAA) forms are available in the front office. Grant amounts are based on parents’ federal income tax returns. Returning families must apply for the Seattle Archdiocese Tuition Scholarship in order to qualify for a Holy Rosary Tuition Grant.
Seattle Archdiocese Tuition Scholarship The Archdiocese of Seattle offers two tuition scholarship opportunities based on financial need. The Fulcrum Foundation offers a $750 scholarship and the Pierce County Association for Catholic Education (PACE) offers a $600 scholarship. Applications are due in mid March. Parents should check with the front office for application due dates. Scholarships from Seattle defray the cost of Holy Rosary Tuition Grants.
Your Parish Church Some Catholic parishes without schools offer some form of tuition subsidy to parishioners, based on their definition of parishioner. Parents should speak with their local parish office for more information on these subsidies.

The Archdiocese of Seattle AIDS Policy and Management Plan for Catholic Schools 
1. AIDS Education Policy 

The Catholic schools in the Archdiocese of Seattle will incorporate education about infectious diseases, especially about AIDS, in the context of family life programs. This education will be current in content and consistent with the moral teaching of the Catholic Church. 

2. Admission of students with infectious diseases and/or life threatening illnesses (including AIDS) 

The Archdiocese of Seattle considers infectious diseases and/or life threatening diseases as a medical condition and a disability. Catholic schools do not discriminate on the basis of disabling conditions. There may be some particular situations, however, in which limitations of the admission of a student with infectious diseases and/or life threatening illnesses is medically justifiable. The cases for admission will be dealt with on a case-by-case basis. In the case of students infected with HIV virus (AIDS), admission may be restricted if the conditions described below exist. 

· Students who lack control of the body secretions or are not toilet trained.

· Students who have oozing lesions that cannot be covered.

· Students who display physically aggressive behavior, such as biting, or a history of harming others. 

3. Management Plan for AIDS in Schools 
The aim of this management plan is to allow the Catholic schools in the Archdiocese of Seattle to continue to serve all with compassion, justice and concern, those who are infected with HIV virus and those who are not. The proposed plan should adopt a pastoral team approach whenever such occasion arises. The identity of the infected person (student or teacher) as well as all health and other pertinent recourse shall be kept confidential. The number of people who are aware of the students/teachers condition should be kept at a minimum. 

The team will include the following: 

· The principal

· The pastor

· The student’s parent or legal guardian (or the infected teacher)

·  The infected person’s physician

· A person with expertise in AIDS, approved by the school department

Extended Care Policies and Procedures

Mrs. Janice Boutte directs the Extended Care Program.

Philosophy

Holy Rosary School Extended Care program is dedicated to the ministry of childcare. Care-givers recognize the dignity of each child and minister within a Catholic environment.

Planned activities support the academic and spiritual values of the school. The goal is to provide a loving and caring environment where children can nurture their self esteem, develop self-discipline, and honor themselves and others. 

The Extended Care Staff partner with parents to ensure that each child is growing physically, mentally, and spiritually.

An Overview

Holy Rosary Extended Care is available to any child who attends Holy Rosary School. In the morning, Extended Care is open before school between 6:30 and 8:00 AM and in the afternoon from 2:15 to 6:00 PM. The program is held in the school convent, adjacent to the school. Pick up and drop off children at the middle wood door of the convent.

Extended Care is an extension of the child’s school day. It will operate on all school days except for some noon and early dismissal days. Extended Care will also be closed on all school holidays and snow days.

Children will be served a breakfast snack in the morning and another nutritious snack in the afternoon.

Morning play time is always indoors but in the afternoon on nice days, children often go outside to play. Students who have homework to do will work on it at this time. 

When a child shows symptoms of illness, the Extended Care director or an associate will call parents to pick the child up. Parents should not send their child back to Extended Care until they meet the “wellness criteria” for returning to school. All school policies concerning physicals and vaccinations will be adhered to.

Fee Schedule

Registration fee: There is a $40 registration fee per family to set up the paperwork for each year’s registration. Monthly fees are based on families utilizing the program for three or more days per week. 

	Number of Children per Family
	1 Child
	2 Children
	3 Children

	
	
	
	

	Daily AM only (per month)
	$55.00
	$85.00
	$130.00

	Drop in AM only (per day)*
	$5.50 
	$11.00
	$16.50

	
	
	
	

	Daily PM only (per month)
	$200.00
	$285.00
	$335.00

	Drop in PM only (per day)*
	$16.50
	$33.00
	$49.50

	
	
	
	

	Daily AM and PM (per month)
	$225.00
	$325.00
	$425.00

	Drop in AM and PM (per day)*
	$22.00
	$44.00
	$66.00


* Parents will pay this fee whether or not their children stay in Extended Care the full numbers of hours it is provided. Daily fees cannot be pro-rated.

An Extended Care contract must be completed and registration fee paid in advance of program use. Monthly fees must be paid in advanced. Any unpaid balance, past due for more than 30 days, will mean that Extended Care will no longer be available to that family until the balance has been paid. 

If financial difficulties arise, the principal will work with each family to try to find a solution. Please contact the principal as soon as possible if extenuating circumstances arise.

Signing Students In and Out

Parents or legal guardians are responsible for signing their children both in and out of Extended Care.  Morning care children will be signed into care by their parent and then taken to meet their teachers at 7:50 a.m.  Afternoon children (pre K-8) will meet at the flagpole at 2:30 p.m. Attendance will be taken and the children will be walked to Extended Care.  Children will not be allowed to leave Extended Care with a person other than the parent without written permission from the parent.  A note must be presented to the director indicating whom the child is going with.  Verbal permission by phone will not be allowed except in emergency situations.  If a parent is to be denied access to a child, court papers must be on file with the director to that effect.

Attendance and Absences

Any student still at school at 2:45 p.m. will be taken to Extended Care for supervision.  Students not enrolled will be charged $15.00 for the afternoon. Extended Care staff will check each student in upon arrival at the convent.  If you know in advance that your child will be absent, please send a note the day before.

 Appropriate Behavior

As members of a Christian and caring community, the children will be expected to respect the staff, each other and the materials and environment provided for them.  We will follow values and guidelines consistent with the discipline program established by Holy Rosary School.  

Child abuse and reporting
As a staff member of Holy Rosary School, the program director and associates will follow the same policies and procedures as the school concerning suspected child neglect, verbal abuse or physical abuse.

Medication

Prescribed medication will only be administered to your child in the following conditions exist:

1.  Medication is in the original container with the prescription number, child’s name, and the doctor’s name on the container.

2. Directions for administering the medication are clearly stated including the exact times that it is to be administered.

3. A current authorization form is on file with the director.  This is a requirement of the Washington State Department of Social and Health Services for the protection and safety of the children.  Extended Care will make no exceptions to this rule.
Extended Care-Parental Partnership
There are several ways parents can help us maintain the best possible care atmosphere for your child:

· Communicate any concerns to the staff regarding our program or your child.

· Read the notices, bulletins, calendars, announcements and newsletters sent home or posted at Extended Care.

· Make sure that each child has all his/her papers and personal belongings when they leave each day.

Please help us stay self-supporting by making sure your fees are paid on time!

Enclosures
Field Trip Permission Slip

Medication Instruction Form

Parent Handbook Notification Form
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