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of souls

STUDENT AND PARENT HANDBOOK

INTRODUCTION
FOREWORD
This Student and Parent Handbook is provided to inform you of rules, policies,
procedures, guidelines and other information you may need or for which you are
responsible during the school year. Answers to many frequently asked questions may
be found herein and we encourage you not only to carefully review the handbook but
to keep it readily available for reference throughout the year. If you have questions
or concerns that are not addressed in the handbook, you are encouraged to contact
the teachers or administrators in your school.
The administration reserves the right to modify its rules, policies, procedures or
guidelines as published in this Handbook. Modifications made during the school year
will be publicized through (add your school’s communication sources: website, letters
or newsletters to parents, etc.)
MISSION STATEMENT
The Catholic Diocese of Memphis, Tennessee, System of Catholic Schools is committed
to quality education in the spirit of Christ in accordance with the teachings of the
Roman Catholic Church.
Working in partnership with parents and families, we are dedicated to providing a safe
and nurturing environment while preparing our students for the future through
spiritual, intellectual, physical and emotional formation.
EDUCATIONAL PHILOSOPHY AND GOALS
ENCULTURATION OF CATHOLIC IDENTITY:
Cornerstone

Because Faith and Service is Our

• Religion is a core subject for every student in our Catholic schools.
• Community service hours requirements for students.
• More than 200 local, national and international organizations and groups served by
our Catholic school students through service outreach.
• Potential vocation-discerner administered in grade 7 - Vocation Awareness Activities.
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• School and class retreats, liturgies, para-liturgical services and other occasions for
spiritual growth.
• Study of Church History and of Catholicism.
• Service to others is our cornerstone.
• Common Diocesan prayer before all athletic competition.
• Observance of Holy Days.
• Catholic Teachers from ACE Program from Notre Dame and Lance Program from CBU.
CURRICULAR/CO-CURRICULAR: Because Knowledge is the Key to Their Future
1. A priority of our Catholic system is education in the Catholic faith and the faith
development of our students.
2. Worship, the sacraments and prayer are essential components of the Catholic
schools to ensure Catholic identity.
3. Students need to develop a deep understanding of essential knowledge and skills,
but also need to develop the capacity to apply their learning and to reason, solve
problems and produce quality work.
4. Each student is a valued individual with unique spiritual, physical, social, emotional
and intellectual needs.
5. A safe, supportive and nurturing learning environment promotes student
achievement.
6. Achievement of high academic standards is expected of all students.
7. Commitment of all personnel (administrators, teachers, and support staff)
providing and holding students to high quality standards, expectations and
performances contribute to the success of the Catholic Schools.
8. Effective collaboration and communication with families as partners in the
education of their children is essential to the success of our school system.
9. Catholic schools recognize parents and families as the primary educators of their
children.
10. The development of curriculum, design of instructional activities and the use of
assessment measures are focused on learning opportunities and feedback to assist
student achievement.
ENVIRONMENT
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• Iowa Assessment skills/CogDT administered at the elementary level. PSAT, SAT, ACT
at high school level - National Merit Scholars - Advanced Placement Courses.
• Schools offer a variety of academic experiences: College preparatory, traditional
programs, multi-level flexible programs to accommodate learning differences and
abilities, Special Education, Technology programs.
• Schools offer diversified programs of extracurricular and co-curricular clubs and
organizations in academics, the Arts, Athletics, Spiritual Life and Community Service.
• Diocesan Art Show.
ACCREDITATION
All schools affiliated with the Catholic Diocese of Memphis are accredited by
AdvancEd Association of Colleges and Schools, Council on School Accreditation and
Improvement (SACS/CASI). The Catholic Schools Office is responsible for ensuring
that all schools adhere to the standards and follow the process for accreditation as
set forth by the Catholic Schools Office.
TECHNOLOGY: Because Learning Takes Place in a Global Society
• The Administration and Faculty at each school site develop a plan within the overall
framework and needs at their school.
• Training and professional development of all school personnel in the use of
technology and the implementation of Technology into the curriculum are vital parts
of the plans.
• Grants, donations, fundraisers and optional means have afforded each school the
implementation of all four phases of the technology plan which includes wiring,
hardware, software, and training.
• All schools meet Diocesan technology standards/policies and are in a continual
process of enhancement.
WELCOME
(Insert school welcome message.)

GENERAL INFORMATION
SCHOOL CALENDAR 2018-2019
August 7, 2018....................................................................................Fir
st Day of School (1/2 day)
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August 15, 2018……………………………..………………………….Feast of the Assumption (Schools
Closed)
September 3, 2018...............................................................................Sch
ools Closed (Labor Day)
October 5, 2018......................................................................Professional
Day – (Schools Closed)
October
8,9,
2018.................................................................................Fall Break (Sch
ools Closed)
November 1, 2018...........................................................................Schools
Closed (All Saints Day)
November
19-23,
2018..........................................................Schools Closed (Thanksgiving Brea
k)
Dec.
21
(1/2
day)Jan. 6, 2019....................................................Schools Closed (Christmas Brea
k)
January 7, 2019......................................................................................
.................Classes Resume
January 22, 2019...................................................Dr. Martin Luther King Holid
ay (Schools Closed)
February 18, 2019.........................................................................Presiden
t’s Day (Schools Closed)
March
11–
15, 2019...........................................................................Spring Break (Sc
hools Closed)
April
18(1/2
day)
–April
22, 2019.....................................................Easter Break (Schools Closed)
May 24, 2019 (1/2 day)..............................................................................
.........Last Day of School
SCHOOL SCHEDULE
The length of the school day shall meet accreditation requirements and be
determined at the school level to permit religious instruction, which is required daily
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for all students. The school schedule shall also provide for daily prayer and regular
celebration of the Eucharistic Liturgy.
(Insert school day schedule and any special schedules, i.e. assembly schedule, early
dismissal or delayed start schedule, etc.)
CONTACT INFORMATION
(Insert contact information for school officials.)

SUPERVISION OF STUDENTS
Students shall be supervised during the entire time they are on the school premises
during the school day and for school activities.
CHILD ABUSE AND NEGLECT
As required by state law, schools officials, personnel, employees or board members
who have knowledge or reasonable suspicion of child sexual abuse, child abuse or
child neglect will report such knowledge or suspicion to the Department of Children's
Services and/or to appropriate law enforcement officials.
Such reports involving
child sexual abuse that is known or suspected to have occurred on school grounds or
while the child was under the supervision or care of the school will also be reported
to the parent(s) or guardian(s) of the student.
The principal shall immediately inform the Superintendent and Director of Human
Resources who shall initiate the investigation procedure established by the Diocese.
Visits from the Department of Human Services are to be expected. Full cooperation
should be afforded to the Department representative after proper credentials are
presented.
Students are encouraged to discuss with their school counselors any knowledge or
suspicion of such abuse or neglect.
DRIVING/PARKING ON SCHOOL PROPERTY
Drivers will not exceed 15 MPH, drive recklessly on school property or use cell phones
or other electronic devices while driving
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Parking on school property is a privilege which may be revoked by the school principal
for violation parking/student driver rules. Parking is permitted only is designated
parking areas. Vehicles on school property must display a current parking permit at all
times. Vehicles parked on school property are subject to search at any time for
suspicion of illegal substances.
Students may not loiter around or enter any parked vehicle, including their own,
during school day hours without the approval of the school principal, or, if the
principal is unavailable, the principal's designee.
DROPPING OFF AND PICKING UP
(Insert school policy.)

USE/PROTECTION OF SCHOOL FACILITIES/PROPERTY
Students are expected to care for and protect all school property and to compensate
the school for damages resulting from the loss, destruction or defacement, whether
willful or accidental, of school property. Willful destruction or defacement of school
property will also subject a student to appropriate disciplinary procedures.
Scheduling for the use of any school facility must be requested and coordinated with
the school principal. School facilities shall not be used by individuals or groups
holding views contrary to the teachings of the Catholic Church.
COMPLAINT/GRIEVANCE PROCEDURE
The Diocese desires that problems be solved at the most direct level whenever
possible. Parents or students should first attempt to resolve conflicts, concerns or
complaints regarding classroom issues or other students with the teacher or other
staff person involved. If the issue is not resolved, the parent or student should
attempt to resolve the issue with the principal.
If the issue remains unresolved, the parent or student may file a complaint with the
pastor for parish schools or the Superintendent.
ACCEPTABLE USE OF TECHNOLOGY RESOURCES
Students and their parents must annually agree to the school's acceptable use policy
prior to the student using school technology resources.
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CELL PHONES/ELECTRONIC DEVICES
Student possession of electronic pagers, beepers, video games, iPods, MP3 players,
cameras or other personal electronic devices on school property or at school related
functions is prohibited. Some schools may allow cell phones to be carried by students
but must be turned off and stored in purses, backpacks or other containers during
school hours. Violation of the policy will result in confiscation of the electronic
device, which will be returned only to a parent or guardian. Multiple offenses will
result in confiscation of the device until the end of the school year.
Students are prohibited from photographing or video-recording students or school
personnel without their specific permission. Violation of this policy may result in
suspension or expulsion at the discretion of the principal.

SMOKE-FREE ENVIRONMENT
Students are not permitted to smoke or use tobacco products in school facilities or on
school grounds, including inside vehicles on school property. Catholic School and
campuses are non-smoking areas.
During athletic events, smoking is not permitted in the seating areas or the areas
around the playing fields.
LOCKS AND LOCKERS
Like other school property, students are expected to care for and protect lockers and
to compensate the school for damages resulting from their destruction or
defacement, whether willful or accidental. Willful destruction or defacement of
lockers will also subject a student to appropriate disciplinary procedures.
It is recommended that students secure their lockers with combination locks, with a
copy of the combination on file with the school office. School officials may inspect
lockers at any time.
The school is not responsible for lost or missing personal items whether stored in the
locker or elsewhere.
SEARCHES AND INSPECTIONS
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Students have no expectation of privacy in any school property, including but not
limited to lockers and desks, or in electronic devices or backpacks, bookbags or other
containers brought onto school property or to school events.
Lockers, desks, parking areas provided for student use are the property of the school
and are subject to search or inspection at any time. Routine patrols of parking lots
and visual inspection of vehicles may be conducted by school officials at any time.
School administrators or their designees may search students' personal possessions,
including but not limited to, backpacks, bookbags, purses, electronic devices and
private vehicles if needed to investigate a potential violation of law or of Diocesan or
school policy or rule.
A student may be subjected to physical search when necessary to preserve the order,
discipline, safety, supervision or education of students. Such searches shall be
conducted in private by a school administrator or administrator's designee who is of
the same gender and with an adult witness present unless an emergency circumstance
prevents compliance with this requirement. "Strip searches" are prohibited unless
conducted by a parent or guardian. Strip search is defined as requiring a student to
remove his/her clothing such that undergarments are visible or are removed.
Removal of coats, jackets, shoes, socks and/or belts, or the untucking of shirts, do
not fall within the definition of a strip search.
If illegal or contraband materials are found, they will be turned over to appropriate
legal authorities.
SCHOOL MEALS
(Insert information about school meals.)
FOOD ALLERGIES
Students with food allergies will be accommodated to the extent practical for the school.
The parent or guardian should notify the school in writing of the student's condition.

LOST AND FOUND
Students or others who find clothing, jewelry, books, money or other articles should
turn those in to the school office. Lost items will be returned if ownership is
identifiable. If ownership is not identifiable, items will be kept and may be reclaimed
by owners who accurately describe them. Items not reclaimed by the end of the
school semester will be discarded or charitably donated.
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Students are encouraged to label all student property for easy identification.

PARENTS
SERVICE OPPORTUNITIES
Parents are considered partners of the school in the education of their children. In
addition to encouraging their children in good study habits and proper sleep, nutrition
and exercise, parents are encouraged to volunteer their time in any of the following
ways:
(Insert volunteer activities available at the school, such as:
• Assisting in the library or school office
• Serving as classroom assistants
• Assisting with special events
• Fund-raising)
CHANGE OF ADDRESS OR OTHER CONTACT INFORMATION
A change of address, phone number, e-mail address or other vital contact information
should be reported to the school office immediately after the change. Contact
information must be current and correct to insure appropriate communication
between the school and parent or guardian in both emergency and non-emergency
circumstances.
PARENT/TEACHER CONSULTATIONS
Teachers and parents or guardians are encouraged to communicate throughout the
school year by phone, written notes or letters, e-mails, text messages, on-site
meetings or newsletters.
Social media should not be used for such exchanges
between teachers or other school officials and parents. Parents who desire to meet
with teachers or other school personnel should schedule the meeting in advance.
(Insert scheduled parent/teacher conferences if applicable.)
Important information may be also viewed on the school web site, (enter web site
address)
PARENT INVOLVEMENT
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The first and primary educators of children are their parents. Parents/guardians are
expected to support the administration and teachers of the school. The school values
input of parents/guardians and uses survey information in forming long-term goals. In
keeping with the process of subsidiarity, problems should be solved at the most direct
level possible beginning with the classroom teacher. If the issue is not resolved,
parents/guardians should try to solve the issue with the principal. If the issue remains
unsolved the parent/guardian may contact the pastor (in a parish school) or the
superintendent. Social Media (Facebook, Instagram, Twitter, etc.) is not the platform
to air grievances to affect changes and may be detrimental to the school which would
not be considered as support of the teachers and administrators of the school.
VOLUNTEER CONFIDENTIALITY
Volunteers must sign a confidentiality agreement prior to service in or for the school.

VOLUNTEER DRIVERS
To transport students, a copy of the volunteer driver's valid license and proof of
insurance must be on file in the school office. Volunteer drivers must also sign a
volunteer driver agreement acknowledging that they will follow all traffic laws, will
never leave students unsupervised and will not talk or text while driving. Unless
travelling with their own parents or guardians, at least two adults must accompany
any students in any vehicle used for trips related to school activities or events.

ENROLLMENT
APPLICATION
To be considered for enrollment, applicants must submit a fully completed application
form―available in the school office―along with the following:
•
•
•
•
•
•
•

Birth certificate
Proof of up-to-date immunizations
Transcript from prior school, if any
Registration fee
(Insert other required item, if any.)
(Insert other required item, if any.)
(Insert other required item, if any.)
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AGES OF ATTENDANCE
1. A child entering PreK 4 in the Catholic schools shall be no less than five years of age
in accordance with state laws. No child shall be eligible to enter first grade without
having attended an approved kindergarten program.
2. A child entering first grade in the Catholic schools shall be no less than 6 years of
age on or before August 15. Any transfer pupil, legally enrolled as a first grade pupil in
another state, who will be six years of age no later than December 31 of the current
school year, making application for admission, shall be enrolled in the Catholic school.
(May enroll if by 8-31; may not enroll if not by 12-31)

ADMISSIONS AND PLACEMENT
Catholic schools do not discriminate by race, gender, color, national or ethnic origin,
disability or religious persuasion in admitting students, although Catholic students are
given an admission priority. Religious instruction and participation of all students in
religious activities are required for all students enrolled in Catholic schools.
Any student attending a Catholic school within the Diocese of Memphis must live with
parents or legal guardians, or those persons, who have, in writing, been delegated to
act as parents or legal guardians in unusual circumstances.
The principal of a Catholic school in consultation with the superintendent shall the
authority to ask a student to withdraw from school if he/she is residing in a home
where natural/foster parents, legal guardians, or those, who have, in writing, been
delegated to act as parents or legal guardians in unusual circumstances, do not also
reside.
MARRIED STUDENTS
Catholic schools principals in consultation with the superintendent shall make final
judgment as to whether or not a married student should be enrolled or retained in a
school.
In the light of compassion, mercy and justice they shall consider each
person’s case individually. Marriage shall not be a reason for automatic expulsion.
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UNWED PARENTS
School principals in consultation with the superintendent shall make final judgments
as to whether or not unwed parents should be enrolled or retained in school. They
shall take every consideration to avert consideration of abortion as an option by the
pregnant student. In the light of compassion, mercy and justice they shall consider
each person’s case individually, consult with the parents, recommend appropriate
counseling resources, such as residing in a home where natural/foster parents, legal
guardians, or theses, who have in writing, been delegated to as parents or legal
guardians in circumstances such as these, and insure confidentiality. Pregnancy shall
not be a reason for automatic expulsion.
TUITION AND FEES/FINANCIAL ASSISTANCE
(Insert fee information.)
Financial assistance is available for qualifying students. Information and application
forms may be obtained in the school office.
HEALTH EXAMINATIONS AND IMMUNIZATIONS
Health examinations and proof of immunization in accordance with the regulations of
the Tennessee Department of Education must be provided by students prior to
enrollment.
TRANSFER
Any student transferring from another Catholic school must be clear of all financial
obligations and in good standing at the previous school.
The following materials will be requested directly from a prior school when a pupil
applies for transfer into the school:
•
•
•
•
•
•

Permanent Record Card
Health Record
Achievement Test Scores
Baptismal Record (Catholic)
Student withdrawal form
Last report card
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Transfer records will not be accepted from the parent or pupil.
WITHDRAWAL
Transfer records requested by another school will not be released for students who
have financial obligations to the school. Health records must be released to parents if
requested. All other records will remain with the school or will be transferred
directly to the school in which the student enrolls.
The superintendent of Catholic Schools system must be notified in writing of all
withdrawals.

STUDENT WITHDRAWAL ON GROUNDS OF PARENT/GUARDIAN BEHAVIOR
Normally a child is not to be deprived of a Catholic education or otherwise penalized
for actions of parents. However, in the instance where parents/guardians
detrimentally impact the school’s ability to effectively serve its students, the
parents/guardians may be requested to remove their student from the school for ANY
of the following reasons:
•
•
•
•

Refusal to cooperate with school personnel; or
Refusal to adhere to Diocesan or local policies and regulations; or
Interference in matters of school administration or discipline.
Misconduct at any school function including sporting events.

In all cases, reasonable effort to elicit the minimum requisite parental/guardian
cooperation shall be made and documented. The principal must verify that parents/
guardians were informed to terminate the inappropriate behavior and to cooperate
with the school and the consequence for failure to do so. If such effort does not
correct the situation, then after consultation with the Superintendent, the principal
may require the parents/guardians to withdraw the child. Documentation signed by
the principal and parents/guardians as well as any other information or evidence of
consultation with the parents/guardians on the matter must be retained on file.
TEXTBOOKS AND SUPPLIES
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Textbooks, either print or electronic, will be issued to or purchased by all enrolled
students. Students will reimburse the school for loss of or damage to textbooks or
electronic equipment. Parents are responsible for all other school supplies. A list of
required supplies will be issued by the school.

ATTENDANCE
ABSENCES/TRUANCY
Students are expected to be present for the entire time schools are in session
according to the school year. Attendance will be checked and recorded daily for all
students. Written excuses shall be required and filed for all absences.
Absences must be documented by a note from a parent or health care professional to
be considered as excused. Students with excessive absenteeism will be considered to
be truant. A student who has been absent for five (5) days must present the school
with a certificate from a health care professional.
The school is under no obligation to provide make-up work or special testing
arrangements for absences due to reasons such as vacation.
School officials will contact the CSO as soon as a child has missed ten (10) nonexcused days whether consecutive or non-consecutive. The school will submit to the
Superintendent a written report including the child and parent names, address with
zip code and phone number; child’s date of birth; school’s name, address with zip
code and phone number; name and official title of person making the report and
notation of how many days are missed with individual dates.
LATE ARRIVAL/EARLY DISMISSAL
Tardiness is disruptive to the learning environment and should not occur absent
exceptional circumstances. Students who arrive late to school must register their
arrival in the school office and should submit a note from the parent or guardian
explaining the exceptional circumstances. Excessive tardiness or tardiness without
reasonable excuse will subject the student to appropriate disciplinary procedures.
Early dismissal will not be permitted without specific written permission of the parent
or guardian. Students who leave school early must register their departure in the
school office.
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Excessive tardiness or early dismissal may affect your financial assistance or reenrollment for the next year.
Tardiness to class is not permitted and will subject the student to appropriate
disciplinary procedures.
EMERGENCY SCHOOL CLOSURES OR DELAYS
The closure, delayed opening or early dismissal of school due to inclement weather or
for other reasons shall be announced through television and radio outlets and will also
be sent via the automated notification system if possible.
MAKE-UP WORK
Students are responsible for making up work missed during excused absences. All
make-up work for days of excused absence must be completed and submitted to the
teacher(s) within allotted number of days the return to school unless the absences
exceed five consecutive school days, in which case the parent and teacher should
agree to a deadline for the submission of the work.

ACADEMICS
ACADEMIC INTEGRITY/DISHONESTY/PLAGARISM
Students are expected to complete their own assignments. Academic dishonesty is a
serious offense that may result in the suspension or dismissal of the student.
COURSE OFFERINGS
(Insert courses offered by the school.)
SPECIAL EDUCATION
(Insert information about special education services.)
CHASTITY EDUCATION
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Catholic schools shall have an age appropriate program in educating the students in
the dignity of human sexuality and the virtue of chastity.
Catholic Schools shall implement the AIDS curriculum published by the National
Catholic Educational Association.
GUIDANCE/COUNSELING SERVICES (Where Available)
The school Guidance Program is designed to assist students in self-assessment, goal
setting, educational adjustment, and career opportunities.
The Guidance Services Program may include:
• Orientation to the school and its programs;
• Counseling for individuals and groups with necessary referral services;
• Recording student data for evaluation and placement of students; and
• Providing safe school/child protection curriculum and training.
PSYCHOLOGICAL SERVICES
A list of resources for psychological services for students is available upon request of
the parent or guardian.
REPORTING STUDENT PROGRESS
Communications with parents shall include, but not be limited to, progress reports,
standardized testing results, teacher assessments, parent-teacher conferences and
periodic performance reports.
(Insert a report card schedule.)
In the absence of a court order to the contrary, the school shall provide the noncustodial parent with access to the academic records and other school related
information regarding the student. The custodial parent has the responsibility of
providing the school with an official copy of the court order.
GRADE SCALE/CALCULATION OF GRADES AND GRADE POINT AVERAGES
(Insert information about grading.)
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ASSESSMENTS AND EXAMINATIONS
(Insert assessment information.)
ADVANCED PLACEMENT/HONORS PROGRAMS
(Insert information about advanced studies programs.)

HOMEWORK
Parents are responsible for assisting their children to develop good study habits.
(Insert minimum time allotments and criteria for homework.)
ACADEMIC PROBATION
Students who are retained or who receive failing grades for more than two core
subjects in any one term shall be placed on academic probation.
Academic
probationary status will be removed within one year by appropriate promotion or
achievement of passing grades or the student will be subject to dismissal from the
school at the discretion of the principal.
ACADEMIC DISMISSAL
Students who fail to remove probationary status within two years will be dismissed
from the school.
PROMOTION/RETENTION
Students shall be promoted or retained after evaluation of the student’s academic
performance. To be promoted, a student must have completed or mastered the work
satisfactorily in each of the core subjects, i.e. religion, language arts, math, social
studies and science. If a student receives two F’s, summer school or tutoring is
required for promotion. If a student receives three F’s, he/she is subject to retention.

18

STUDENT AND PARENT HANDBOOK
Retention of a student in any grade for a second time is not permitted. No student
shall be retained more than twice during the entire elementary school years. If
deemed necessary, retention shall occur within the primary grades.
Prolonged absences are not a basis for retention. If a student’s achievement is
affected due to these absences, retention may be necessary. Otherwise, alternatives
may be pursued prior to the final decision, such as, homebound tutoring, supervised
study and/or summer school.
When the possibility of retention exists, parents shall be notified by the end of the
first semester. Confirmation of retention shall be communicated in writing to parents.
CEREMONIES AND OBSERVANCES
"A Christian education must promote a respect for the State and its representatives,
the observance of just laws, and a search for the common good.
Therefore,
traditional civic values such as freedom, justice, the nobility of work and the need to
pursue social progress are all included among the school goals, and the life of the
school gives witness to them. The national anniversaries and other important civic
events are commemorated and celebrated in appropriate ways in the schools of each
country.”
Catholic Schools shall give recognition to civic observances that are
regarded as significant by the community.
Catholic schools shall display the United States flag on, near, or in school buildings
during the school day and at other times deemed necessary. A United States flag shall
be in each classroom.
FIELD TRIPS
School sponsored field trips shall have an educational purpose. Field trips shall be
confined to instate trips except with the permission of the Superintendent (or Pastor
at a parish school).
The Diocesan field trip permission form shall be used in all schools. The Diocesan
policy for volunteer drivers shall be followed.
(Insert guidelines delineating necessary preliminary permissions and preparations,
expectations of student participation, and required parental involvement.)
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Safety of children and school liability and shall be major considerations when
arranging field trips.
When approved overnight class trips are for students in grades five through twelve
(5-12) only and shall be requested by the principal and approved by the
Superintendent.
LIBRARY/MEDIA CENTER
(Insert guidelines for use of library/media center.)

GRADUATION REQUIREMENTS
In order to graduate, a student must have completed or mastered the work
satisfactorily in each of the core subjects, i.e. Religion, Language Arts, Math, Social
Studies and Science.
(Insert specific requirements.)
GRADUATION CEREMONIES
Graduation ceremonies for students completing kindergarten shall not be conducted.
Recognition programs are appropriate.
Graduation ceremonies for students completing grade six in a Pre-K through 6 school
shall not be conducted. A special liturgy or assembly on the last day of school
recognizing those students completing the sixth grade is appropriate. Elaborate
arrangements, such as the use of caps and gowns, are not permitted.
Diocesan School graduation for eighth grade shall be a simple and appropriate
religious service. Outstanding student achievement may be recognized at this time.
Graduation exercises for high school shall be arranged by the principal in consultation
with the Superintendent. Graduation parties shall not be sponsored by the school.
STUDENT RECORDS
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Schools shall keep an up to date cumulative record of each pupil from kindergarten
through grade twelve. These records shall be typed or written in black ink.
The following records shall be kept for each student in the
cumulative folder:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Initial application forms and student entrance test
*Permanent/cumulative record cards
Duplicate Permanent/cumulative record cards
Birth Certificate
Reading and Mathematics Records
*Achievement Test Scores
*Health/immunization Records
Report cards (current year and previous year)
Transfer information and records (if appropriate)
*Baptismal and sacramental records
Emergency information on student
Reading/math records (grouping information)
Field trip permission slips
Custody information

*Indicates information forwarded to another school
All records shall be kept in a fireproof file in the school office and may not be taken
from the office. All records are confidential and shall remain the property of the
school.
If a school should close, all records shall be sent to the Catholic Schools Office.
TRANSCRIPT REQUESTS
Transcript requests must be submitted to the school counselor at least ten school days
prior to the date by which the recipient requires the documents.
RESEARCH AND SURVEYS
Outside organizations will not be permitted to conduct research involving the school
or its students without written prior permission from the Superintendent. Guidelines
and procedures as set forth by the Superintendent must be followed.
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STUDENT BEHAVIOR
STANDARDS OF CONDUCT
Students are expected to:
•
•
•
•
•
•
•
•
•

(Insert school conduct rules such as :)
Report to school and to classes on time.
Remain seated unless otherwise permitted by the classroom teacher.
Refrain from talking to other students during instruction unless otherwise
permitted by the classroom teacher.
Report to class with all necessary books, materials and supplies.
Respect the property of the school and of others.
Walk in hallways in an orderly manner.
Obey all school rules.
If a student in our school exhibits behavior that is deemed to be detrimental or
harmful to the school, students, and/or employees, the student will need to be
removed from the school by the parent immediately. Prior to readmission to
the school the parents will provide to the school a clearance from a licensed
clinical practitioner. Once this clearance from the practitioner is received, the
Principal will evaluate the students’ return.

SCHOOL BUS STANDARDS OF CONDUCT
Only students assigned to a bus are permitted to board unless specific approval is
provided by the school principal after consultation with the parent or guardian.
Students are under the supervision and control of the bus driver while on his/her bus
and all reasonable directions given by his/her driver or assigned aide shall be
followed.
•
•
•
•
•
•

(Insert school bus conduct rules such as :)
Students must be seated while a bus is in motion.
Students must sit in their assigned seats if such assignments are made by the
bus driver.
Hitting, pinching or other aggressive conduct toward others is prohibited.
Students must keep personal items out of the aisle and otherwise out of the
way of other passengers.
Students may not take or otherwise disturb the property of other passengers.

22
*added 8-10-16: If a student in our school exhibits behavior that is deemed to be detrimental
or harmf
the school, students, and/or employees, the student will need to be removed from the school by the p
immediately. Prior to readmission to the school the parents will provide to the school a clearance from
licensed clinical practitioner. Once this clearance from the practitioner is received, the Principal will

STUDENT AND PARENT HANDBOOK
•

Students may not disembark at a stop other than their assigned stop without
the specific permission of the principal after consultation with the parent or
guardian.

A driver shall report to the principal as soon as possible, but no later than the end of
the route, any student refusing to obey the driver or refusing to abide by bus conduct
rules.
The principal shall discipline the students in accordance according to
disciplinary procedures for other misconduct.
In order to promote safety and security of students and transportation personnel,
video cameras may be used to monitor student behavior on school vehicles
transporting students to and from school or extracurricular activities.
DISCIPLINARY PROCEDURES
Discipline shall be considered an aspect of moral guidance, an outgrowth of selfdiscipline, and not simply a form of punishment.
Classroom teachers are expected to deal with classroom infractions in a reasonable
manner. Teachers may refer to the principal any student who:
•
•
•
•

Repeatedly commits classroom infractions;
Bullies or harasses another student or students;
Commits physical aggression or participates in a fight;
(Insert other behaviors warranting referral to the principal.)

The school principal may impose disciplinary consequences including but not limited
to:
•
•
•
•
•
•
•
•

Conference with a school administrator
Parent Contact
Detention
In-school Suspension
Out-of-school Suspension
Dismissal (expulsion)
Loss of Bus Privileges
Loss of Privilege to Participate in School Activities

Corporal punishment is not permitted by anyone on school property.
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Imposing academic consequences as a means of discipline is not permitted.
SUSPENSION OR EXPULSION
The following offenses committed by students are potential reasons for immediate
expulsion or, in less serious cases, suspension, pending a principal’s conference with
the parent(s) and/or guardian(s). Expulsion of a student shall require the consultation
of the pastor and/or Superintendent.
This list shall not be considered exhaustive:
• Disobedience, insubordination or disrespect for authority
• Language or behavior which is immoral, profane, vulgar or obscene
• Use, sale, distribution or possession of drugs, alcohol or any other legally
controlled substance
• Injury or harm to persons or property or serious threat of same
• Unauthorized absence or continued tardiness
• Assault with, or possession of, a lethal instrument or weapon
• Serious theft or dishonesty
• Outrageous scandalous or serious disruptive behavior
• Habitual lack of effort leading to academic failure in classroom work
• Conduct at school or elsewhere which would reflect adversely on the Catholic
school and the Church
• Consistent disrespect for other students such as sexual harassment of another
student
• Violation of Internet code of ethics or the acceptable use policy.
• Photographing or video-recording students or school personnel without
permission
Students who are given an in-school suspension will be required to report to school
each day. Students who receive an out-of-school suspension will not be allowed on
the school grounds or at school events during the time of their suspension. In both
cases, students must complete all class work and tests from the days of suspension.
Added
5-24-18

If a student conveys in written or verbal form a statement regarding hurting himself or herself or
harming others, the school will immediately contact the Department of Child Services or the
Police, depending on the severity of the threat. Parents will be called to come to the school
immediately. The child will be suspended. Prior to the child returning to the school, the parents
must submit documentation from a health care professional, stating that the child presents no

BULLYING/CYBERBULLYING/DISCRIMINATION/HARASSMENT/HAZING
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Students are expected to respect and protect the dignity and worth of each individual
without regard to race, gender, color, national or ethnic origin, disability or religious
persuasion. Bullying, including cyber-bullying, discrimination, harassment or hazing
of students is strictly prohibited.
Physical aggression, verbal, written or graphic expression, social isolation and
alienation or other behaviors targeting individuals are forms of violence that are not
acceptable. These behaviors may:
• Physically harm a student or damage a student’s property;
• Knowingly place a student or students in reasonable fear of physical harm to
the
• student or damage to the student’s property;
• Cause emotional distress to a student or students; or,
• Create a hostile educational environment.
Students who engage in such behaviors will be subject to mandatory counseling,
suspension from school activities and/or school, or expulsion at the discretion of the
principal. The school may discipline students for off-campus behavior if such behavior
creates a hostile, intimidating or threatening environment for one or more students or
if such behavior substantially disrupts the orderly operation of the school.
Students who feel victimized by or who have knowledge of such behavior toward a
student or students should report that to the school counselor or principal.
Confidentiality of the report will be maintained to the maximum extent permitted
within the context of an appropriate investigation and response by the school.
Retaliation against those who report or who participate in an investigation is strictly
prohibited.
Students who deliberately submit false reports will be subject to
appropriate disciplinary consequences.
When appropriate, such behavior will be reported to law enforcement. Parents are
encouraged to report threats of violence or harm to their children to law
enforcement, particularly if perpetrated electronically.
Anti-Bullying Policy
This policy has been created to support our school’s mission, to support our
commitment to provide a safe environment for all, and to support our students in
developing the self-direction and skills necessary for positive social interaction.
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In a school community, there will be times when students do not get along. This policy
is designed to guide our community in responding to bullying and other negative social
behaviors so that students move past negative behaviors and develop skills needed to
get along together as part of the school community.
This policy applies to the school community which includes students, parents, faculty
and adults on our campuses, whether attending school, employed by the school,
working as a contractor, volunteering or visiting. Any form of bullying directed toward
any member of our school community by another member of the community is
contrary to this policy and will result in disciplinary action.
As used in this policy, “bullying, harassment, or intimidation” means any intentional
written, verbal, or physical act, including an electronic communication, that a)
physically harms an individual; damages an individual’s property; substantially
interferes with an individual’s education or learning environment; or places an
individual in reasonable fear of harm to the individual’s person or property; and b)
occurs on school property, at a school activity or event, or substantially disrupts the
orderly operation of the school.
Cyber bullying is the use of cell phones, text messages, emails, instant messaging,
web blogs and postings to bully another student in any ways described above.
Examples of cyber include but are not limited to sending threatening or insulting
messages by phone and e-mail, posting embarrassing pictures and personal
information about others on blogs or social networking sites such as Facebook or
MySpace, Instagram, etc., forwarding to others a private e-mail or text message that
was meant for a single individual, and spreading hurtful rumors online.
Anyone who is aware of bullying, or is being bullied should report to the
administration of the school. The Principal will investigate and take the appropriate
action to prevent bullying.

DRESS CODE
SCHOOL UNIFORM REQUIREMENTS
Student attire must promote human dignity, cleanliness, and good health.
(Insert uniform requirements.)
SPECIAL DAY ATTIRE (Spirit Days/Career Days/Dress-up Days, etc.)
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(Insert rules about special day attire.)

EXTRACURRICULAR ACTIVITIES
ATHLETIC TEAMS
(Insert information about athletic programs.)
Elementary Schools make up the P.A.A. High School major sports are designated by
TSSAA.
The schools shall comply with the rules and regulations governing athletics which have
been established by the appropriate accrediting and/or approval agency and any
athletic associations to which the school belongs.
CLUBS AND ORGANIZATIONS
(Insert information about clubs and organizations.)

SCHOOL SAFETY
SAFETY
Generally accepted practices that promote the safety of students while in the custody
of schools are followed. The practices are based on civil law, regulations from the
State of Tennessee, and recommended procedures from the Diocesan Office of Risk
Management.
VISITORS TO CAMPUS
Visitors to the school campus, including parents, must immediately report to the
school office and must register in the visitor log and receive a visitor's badge before
proceeding to any other part of the campus. Visitors must display the badge at all
times on school property. Visitors must visit the school office to sign out and return
the visitor's badge prior to leaving school property.
SAFETY COORDINATORS
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Students or parents with concerns about school security may contact the school safety
coordinator appointed by the principal each school year.
The school safety coordinator's responsibilities include but are not limited to:
•
•
•
•
•
•
•
•

Cooperation with the principal to insure the safety of the students;
Maintain the required notebooks concerning safety, blood-borne pathogens,
hazard communication, and asbestos;
Conduct the monthly safety evaluation of the facilities and the property;
Cooperate with the Diocesan Risk Manager in implementing regulations issued
by the insurance
Company and OSHA;
Inspect and restock the school’s emergency bags; and,
Attend the meetings called by the Diocesan Risk Manager.
Conduct drills as required.

EMERGENCY/CRISIS PROCEDURES
The school principal is the primary overall manager of any emergency/crisis situation.
The principal will follow the procedures outlined in the most recent edition of the
Catholic Diocese of Memphis Emergency Response Handbook.
The principal is
responsible for activating the school's Internal Response Team and for communicating
with the Superintendent and students involved, parents of those students, faculty,
office staff, custodial staff, and the media. The principal will plan and execute crisis
training for staff and annual retraining of the Internal Response Team.
These emergency procedures shall be reviewed with the faculty during the in service
days before school begins.
The school will maintain emergency information for each student in the school office.
An emergency kit is available in each class room and area which is used by the
students. The contents of these kits shall conform to the requirements issued by the
Diocesan Risk Manager.
Evacuation procedures and routes shall be posted in every classroom and areas used
by the students.
FIRE DRILLS
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Fire drills shall be held at least once a month. The first fire drill will be conducted
within the first twenty school days. Teachers will take roll books with them during
the drills in order to have an accurate account of all students present.
The building fire alarm shall be operated during the drill to familiarize all occupants
with the distinctive sound of the fire alarm.
Bell signals to signify the exit and
reentry of the building during a fire drill will be explained to students prior to the
first fire drill of the school year.
All staff members shall be instructed on the alarm system and the manner of
activating it.
A record of all fire drills shall be kept on the emergency drill form and shall be
available to the fire inspectors upon request.
TORNADO DRILLS
A tornado drill will be conducted within the first twenty school days and at least once
more during each school year. A battery-operated weather radio in each school office
is maintained in operating order in the school office. A record of all tornado drills
shall be kept on the emergency drill form.
EARTHQUAKE DRILLS
Earthquake drills will be conducted at least twice each school year. A record of all
earthquake drills shall be kept on the emergency drill form.
WEATHER EMERGENCIES
Catholic schools shall follow the warnings and directions given by the National
Weather Service in the event of a weather emergency.
BOMB THREATS
Procedures in the Diocesan Crisis Management Handbook will be followed in the event
of a telephone or written bomb threat. The principal will immediately notify the
Catholic Schools Office of such a threat.
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INSPECTIONS
Quarterly safety inspections will be conducted by school personnel. The insurance
company will conduct yearly inspections of the facilities and grounds.
Annual
asbestos inspections shall be conducted schools that contain asbestos.

OSHA REGULATIONS
Catholic schools shall comply with the OSHA standards on blood-borne pathogens and
hazard communication and any other standards issued which apply to the school. The
schools shall also comply with the Diocesan procedures established to comply with
these standards.
ALCOHOL, DRUGS OR OTHER CONTROLLED SUBSTANCES
With the exception of medication administration as permitted by Diocese policy,
students may not possess, sell, be under the influence of or otherwise use alcohol or
drugs on school property or at school related activities. Possession of controlled
substances will be reported to proper law enforcement authorities.
Random drug testing is required at the high school level.
WEAPONS/DANGEROUS INSTRUMENTS
Student possession of any weapon or dangerous instrument that could be used as a
weapon on school property or at school related functions is prohibited. The possession
of a weapon or weapons will be reported to the proper law enforcement agencies.

HEALTH SERVICES
SCHOOL NURSE
A school nurse may be available at your school.
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ILLNESS DURING THE SCHOOL DAY
The parent or guardian will be notified when a student becomes ill during the school
day. The principal and/or school nurse, the parent or guardian will determine
whether the child should be dismissed to go home. Students who are seriously ill or
who constitute a danger of spreading illness to others will be expected to be picked
up by the parent or guardian. Students should not return to school for one school
after experiencing a fever or rash.

MEDICAL EMERGENCIES/ACCIDENTS/INJURIES
Accidents reported on school property shall be reported immediately to the principal
or pastor. A report shall be written describing the accident and follow up care. The
Diocesan accident report form shall be used. A copy of the report shall be kept
permanently in the school. If professional medical services are required, a copy of the
report shall be sent to the Catholic Schools Office and the Diocesan Risk Manager.
MEDICATION POLICY AND FORMS
A Medication Administration form is available in the school office.
Administration of medication during school hours, on school property or while
attending school events must be medically necessary. Students may not receive or
take any medication unless a Medication Authorization Form is completed and signed
by the parent/guardian and, for prescription medications and over the counter
medications, by a health care professional (physician, nurse practitioner, physician
assistant or dentist) who is licensed to practice in Tennessee.
The following
conditions will apply:
1.
A new Medication Authorization Form is required at the beginning of each new
school year or at any time there are changes in the medication or its administration,
including its discontinuation.
2.
A separate Medication Authorization Form must be completed for each different
medication.
3. The parent/guardian may complete the health-care provider section for nonprescription medication.
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4. A physician's order and specific parental consent are necessary for self-carry/selfadministration of emergency medications such as inhalers or Epipens. A notice signed
by the school principal authorizing a student to self-carry/self-administer medication
will be kept by the student at all times on school property, during
5. Medication must be delivered to the school by the parent/guardian, or in special
circumstances, by another responsible adult approved by the parent/guardian. Such
approval shall be in writing and submitted to the school principal in advance of
delivery.
6. All medications provided to the school must be in the original container and
labeled by the pharmacist with the student's name, name of medication, dose,
frequency, method or route of administration and any special instructions, including
but not limited to adverse effects that may reasonably be expected and
contraindications to administering the medication. Non-prescription medication must
be in the original container with the manufacturer's label intact and clearly labeled
with the student's name.
The parent/guardian assumes full responsibility for
maintaining a current supply and the appropriate transportation of medication.
7. Medication delivered to the school will be recorded by student name, medication
name, date of delivery, quantity delivered and expiration date. Medication will be
stored in a secure location accessible on an as-needed basis. The principal or
principal's designee will reconcile the supply of all medication with the administration
logs no later than the third school day of each month.
8. Staff members who assist in the administration of medication will maintain a log of
such administration. Medication logs will be signed by the staff member and filed
with the principal on the first school day of each month.
9. The first day's dosage of any medication must be administered at home before it
will be administered by school personnel.
10. The school principal will designate a member of the school staff to administer the
medication. Staff members will be trained to verify that the administration is
consistent with instructions on the authorization form and medication container at
the time of each administration.
11. A staff member chaperone will be assigned to carry medication (other than selfcarry/self-administer medication) that must be administered during a field trip or
other off-campus event. The staff member will be responsible for the proper storage
and administration of the medication while off campus.
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12. The parent/guardian will be notified if students fail to report for or refuse to
accept administration of medication that has been authorized by the parent and, if
required, the health care professional.
13. Medication prescribed on an "as-needed" basis will not be administered by school
personnel without, in addition to the Medication Authorization Form, a statement of
permission signed and dated by the parent/guardian and specifying the requested
day(s) of administration.
14. Unused medication will be destroyed if not claimed by the parent/guardian
within five working days of the end of the school year, the expiration date of the
medication or the discontinuation of the medication, whichever is earlier.
15. Failure to register medication will lead to a presumption that such medications
are not lawfully in the possession of the student.
16. The parent/guardian must agree to release the Catholic Diocese of Memphis, its
Board, directors, employees and agents from any and all liability, claims and actions
that may arise from injury or harm to his/her child provided school staff are following
the health care provider's order as submitted on the Medication Authorization Form.
The parent/guardian must further agree to indemnify and hold harmless the Catholic
Diocese of Memphis from any claim arising from any wrongful act or negligent conduct
by his/her child related to the possession or administration of medication.

REQUIRED SIGNATURE PAGE
Dear Parents and Students:
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The purpose of this Handbook is to provide rules, policies, procedures, guidelines
and other information that parents and students may need or for which they are
responsible as participants in the Catholic Diocese of Memphis schools. Please sign
and date the affidavit below and return it to your school principal by August 20.

______________________________________________________________

By my signature, I affirm that I have carefully reviewed the Parent and Student
Handbook and that I understand and agree to abide by the rules, policies,
procedures, guidelines and other information provided therein.

_________________________________
_________________________________
Student's Printed Name

Student's Signature

_________________________________
Date

__________________________________
__________________________________
Parent/Guardian Printed Name(s)

Parent/Guardian Signature

__________________________________
Date
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