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Purpose and Philosophy of Catholic Christian Education

The educational mission of the Catholic Church finds it center in the life and the teachings of Jesus, who
reveals God’s design for all creation. In Jesus, the Church invites all people into communion with the
Father, Son and Spirit and into the mission of transforming all of life into God’s kingdom. Through
education, the Church seeks to prepare her members to hear, live and proclaim the good news of the
Gospel.

Catholic education includes all the deliberate, systematic and sustained efforts of the Church community,
in both formal and informal educational settings, to develop the skills, knowledge and values students
need for life. Catholic education sees all knowledge as sacred when human insight is combined with
divine revelation in the pursuit of truth, goodness and beauty.

Catholic education involves the active participation of the learner in studying and interpreting human
experience in the light of faith, so as to advance God’s glory and dignity of all people. The Church
provides opportunities for the learner to explore, reflect, and integrate a Christian understanding of nature,
self, society and spiritual growth in their Christian lives, witnessing to the Tradition and vision they share.
It is the educator—teacher, administrator, pastor- who is preeminent in creating the unique climate in
which a Catholic philosophy and purpose can be realized. Respecting each learner as created by God with
special gifts, they direct the learning process as guide and companion.

The Church calls parents, as the first educators of their children in knowledge and faith, to partnership in
the mission of Catholic education by taking responsibility for their own life-long learning and supporting
the educational opportunities offered for their children. The entire Catholic community, especially the
parish family shares responsibility for providing the learning environment, the resources, the leadership
and the community of faith that supports the educational mission of the Church.

It is this sense of common purpose which inspires each school community to strive to meet the challenges
of goals set by the Catholic Bishops of the United States. “To be communities of faith in which the
Christian message, the experience of community, worship and social concern are integrated into the total
experience of students, their parents, and members of the faculty.”

(Sharing the Light of Faith-National Catechetical Directory)



Student Performance Expectations

The curriculum of the Diocese of Orlando, based upon standards and benchmarks, identify ten
expectations of broad areas of knowledge and competence based upon our Catholic faith that our students
are expected to achieve by the time they graduate from the 12th grade. These expectations should be
considered as on-going student performance goals throughout all grade levels. These goals must be the
focus of all elementary schools and high schools as they develop programs, curriculum, and implement
the delivery of instruction.

Performance Expectations:

A. Information Managers

Students will be able to locate, interpret, evaluate, maintain and apply information, concepts, and ideas
found in literature, the arts, symbols, recordings, video and other graphic displays, and computer files in
order to perform tasks and/or for enjoyment.

B. Effective Communicators

Students will be able to communicate in English and other world languages using information, concepts,
prose, symbols, reports, audio and video recordings, speeches, graphic displays, and computer-based
programs.

C. Numeric Problem Solvers
Students will be able to use numeric operations and concepts to describe, analyze, disaggregate,
communicate, and synthesize numeric data, and to identify and solve problems.

D. Critical and Creative Thinkers

Students will be able to use creative thinking skills to generate new ideas, make the best decisions,
recognize and solve problems through reasoning, interpret symbolic data, and develop efficient
techniques for lifelong learning.

E. Ethical and Responsible Workers
Students will be able to display responsibility, self-esteem, sociability, self-management, integrity,
honesty, healthy decision-making, and those Gospel values that identify a student in a Catholic school.

F. Resource Managers
Students, as good stewards of God’s gifts, will be able to allocate appropriately time, money, and other
resources.

G. Systems Managers

Students will be able to integrate their knowledge and understanding of how social, organizational,
informational, and technological systems work with their abilities to analyze trends, design and improve
systems, and use and maintain appropriate technology.

H. Cooperative Workers
Students will be able to work harmoniously with others to successfully complete a project or task.

I. Effective Leaders

Students will be able to establish credibility through their competence and integrity, and communicate
their feelings and ideas to justify or successfully negotiate a position which advances their growth and
development as Catholic Christians.

J. Culturally Sensitive Learners
Students will be able to recognize that all human beings are children of one God and Father. They will
appreciate their own culture and the cultures of others, understand the concerns and perspectives of
members of other ethnic groups, reject the stereotyping of themselves and others, and seek out and utilize
the views of persons from diverse ethnic, social and educational backgrounds.



Mission, Philosophy, and Goals

DIOCESAN SCHOOLS MISSION STATEMENT
The cornerstone of the Catholic schools in the Diocese of Orlando is their Catholic Identity. Our schools
proclaim the Gospel message within an academic environment of excellence that challenges students to
be creative and critical thinkers who integrate faith, moral leadership and compassionate service in order
to create a more just and humane world.

SAINT JOSEPH CHURCH MISSION STATEMENT
We believe as a community that each one of us has a unique contribution to make in the form of our time,
God-given talents and financial support, to build up the family of St. Joseph’s and to be a living presence
of Jesus in the Lakeland community.

SJAMISSION STATEMENT
St. Joseph’s Academy, a Pre-K to 8" grade ministry of St. Joseph’s Catholic Church in Lakeland,
challenges each student to achieve academic excellence and to live the gospel message in the school, the
community and the world.

PHILOSOPHY
St. Joseph's Academy is first and foremost a faith community working to integrate the Gospel message
into the lives of those within it. It is our intent to spread the Word by living lives as Christian images and
likenesses of the "Living Word".

Recognizing the uniqueness of each student as a child of God, St. Joseph's Academy embraces a holistic
philosophy; which strives to develop the spiritual, intellectual, social, physical, cultural, and moral growth
of each student to his/her fullest potential. We endeavor to foster academic achievement and religious
awareness, as well as, to develop self discipline, good citizenship and a strong moral conscience. It is our
hope that each of our students will be well prepared to take their places as members of the family,
Church, civic and global communities with personal pride and the skills necessary to succeed.

GOALS
St. Joseph's Academy encourages each student to live the Gospel message and prepare its student to make
a positive difference in the Church, civic and global communities.

The Academy's plan to achieve this mission includes the following goals:

Goal I: Catholic Identity

St. Joseph’s Academy, as a mission of St. Joseph’s Catholic Church, will continually seek
opportunities to integrate elements of faith with the learning process as each individual is
challenged to live the gospel message in the school, the community and the world.

Goal Il: Ownership & Governance

St. Joseph’s Academy, Parish, and Foundation will establish a uniform mission and vision, which
will ensure a cohesive, productive, and financially secure environment for the on-going formation
of the Christian person.

Goal llI: Enroliment
St Joseph’s Academy will implement and fund a marketing and recruitment plan which is
designed to increase enrollment while maintaining the unique characteristics of a small Academy.

Goal IV: Curriculum
St. Joseph’s Academy will provide a curriculum, which is conducive to the highest possible level
of academic achievement and spiritual development of each enrolled individual.

Goal V: Staffing



St. Joseph’s Academy will ensure a qualified, caring, and informed staff, committed to the
academic and spiritual formation of each individual in attendance.

Goal VI: Facilities
St. Joseph’s Academy will provide a safe, secure, and clean environment which is conducive to
the teaching and learning process and provides for technological advancement.

Goal VII: Finance

St. Joseph’s Academy will maintain financial viability through effective budgeting, solid
financial management, financial reporting, and an effective teaching/ learning program and
environment.

Goal VIII: Development / Public Relations

St. Joseph’s Academy will prepare and update annually a Comprehensive Development Plan
(CDP) that is designed to effectively market the Academy and to provide sufficient revenue for
the Academy, the foundation, and the church through charitable donation, fundraising and grants.

Goal IX: Academyin Community
St. Joseph’s Academy will provide opportunities for students to develop community involvement.

Goal X: Technology
St. Joseph’s Academy will utilize technology integration as a tool for curriculum enhancement,
marketing, and communication.



Policies and Procedures

ACADEMICS

All academic programs at St. Joseph’s Academy are governed and evaluated by the Diocese of Orlando
Office of Schools and the Florida Catholic Conference Accrediting Agency. Core curriculum includes
English, math, science, social studies, foreign language, reading and literature. Co-curricular subjects are
offered in art, music, physical education, computer education, library science, health and media.

Individual teacher’s grading factors and the weight assigned to each category (tests, homework,
participation, projects, and class work) are distributed at the beginning of the year. All grades will be
based on academic performance and posted on RenWeb weekly.

ACADEMIC PERFORMANCE: A =90% - 100% outstanding
B =80% - 89% above average work
C=70% - 79% satisfactory
D =60% - 69% passing
F = below 60% failing

CONDUCT, EFFORT, SOCIAL AND EMOTIONAL DEVELOPMENT, WORK HABITS AND
ATTITUDES will be marked on the report card under Christian Citizenship.

Middle School Honors

Honors are based on the GPA of 7 core subjects, and no check marks in personal, social, and work habits.
Princi pal-&RA9Soonhmhers

High Honors — GPA 90% - 94%

Honors — 85% - 89%

Perfect Attendance— No absences/tardies during a trimester.

Academic Probation

A student whose academic performance indicates serious deficiencies (subject average below a C) may be
placed on academic probation. Students on academic probation cannot participate in extra
curricular activities, including sports, until the principal has determined eligibility and reinstatement.
The principal is the only person able to reinstate a student from academic probation.

Accreditation

St. Joseph’s Academy is accredited through the Florida Catholic Conference. According to the guidelines
of the accreditation conference, each teacher in grades PreK-8 holds either a Bachelor or a Master’s
degree. Certification by the State of Florida is a requirement of all teachers.

Addresses

It is the parents responsibility to keep us informed with changes in addresses, telephone numbers and
e-mail addresses and to keep all information up-to-date in RenWeb. Remember that in an emergency we
need current information to reach you. Custodial parents need to make the Academy aware of any court
order preventing the other parents’ visitation rights. If a court order does exist, a copy needs to be on file
in the office.

Admissions

St. Joseph's Academy welcomes qualified students of any race, creed, color, sex, national or ethnic origin
in the administration of its admissions and educational policies, or other school administered programs.
St. Joseph's complies with Title IX of the Educational Amendment of 1972 by not discriminating on the
basis of sex in its educational and extracurricular programs. St. Joseph’s Academy does not discriminate
against students with disabilities of any kind, if with reasonable accommodations and no undue hardship
to the school, such students can meet the school’s program requirements and parents are in agreement
with the proposed accommodations.



Age requirements for the admission to the Catholic schools of the Diocese of Orlando shall conform to
the uniform entry qualifications as stated in the standards of the Florida Catholic Conference for
elementary schools, Southern Association of Colleges and Schools (SACS) for secondary schools, and
any applicable state laws.

At the time of registration the child's birth certificate, baptismal certificate and medical records must be
presented. Children must also have a completed registration form accompanied by a NON-
REFUNDABLE registration fee of $425.00 for non-parishioners and $225 for St. Joseph Church
members, a copy of the students latest standardized testing scores or FCAT scores, if applicable, the latest
report card, and a copy of the student’s social security card.

All new students will be given a trial period of one trimester in which to prove himself/herself both
socially and academically. If during this trial period there are significant problems in social or academic
behavior, a student may be asked to withdraw from St. Joseph’s Academy. Tuition for a student who has
been asked to withdraw will be prorated by the full month and any tuition paid by the family in advance
will be refunded.

Re-registration of current students begins in February. All financial obligations for the current year must
be up to date in order to register for the next academic year. If all obligations, financial and service hours
are met, current students will receive top priority for placement in his/her grade.

Admission of Foreign Students

In accordance with the USCCB (United States Conference of Catholic Bishops) Committee on Migration,
Catholic Legal Immigration Network, all foreign undocumented (no visa status) students as well as
students with B1/B2 Visitor Visa status are allowed to attend the Catholic Schools of the Diocese of
Orlando without having to seek an F1 Student Visa.

Agenda
Students in grades 1-8 will have an agenda with them at all times, except for the lunch period and PE.

Any student that misplaces an agenda will have to purchase a new one the next day. Middle School
students must have the Behavior Progress Card in their agenda and will receive an automatic detention if
the Behavior Tracking Card is lost. Parents are expected to check and sign the agenda daily since this is a
not only for student planning but for parent/teacher communication

Anti -Harassment
Harassment is contrary to Gospel values and has no place in the Catholic school. All students are
entitled to study in a school environment that is Christ-centered and free of harassment.

Harassment occurs in many ways, including, but not limited to: verbal or written, threats, bullying,
cyber-bullying, emotional, psychological, physical, racial, and/or sexual.

The school will treat complaints of harassment seriously and will respond to such complaints in a
prompt, confidential, and thorough manner. Harassment of any type will not be tolerated and
appropriate disciplinary action will be taken.



The following examples are a non-exhaustive list of possible forms of harassment:

1. Verbal or written: comments such as hurtful name-calling, teasing, taunting, gossip, and threats,
whether in person or through any form of electronic communication;

2. Bullying: characterized by aggressive behavior toward another, intentional repeated hurtful acts
over a period of time, imbalance of power (real or perceived) between the bully and the victim.

3. Cyber-bullying: using electronic communications to do the act of bullying (i.e. email, texting, social
network, on-line chats);

4. Physical includes: punching, poking, strangling, hair pulling, beating, biting, spitting, stealing,
pinching, and tickling;

5. Emotional: rejecting, terrorizing, extorting, defaming, humiliating, blackmailing, manipulation,
isolating, ostracizing, and peer pressure;

6. Sexual: exhibitionism, voyeurism, sexual propositioning, sexual harassment and abuse involving
actual physical contact and sexual assault, sex-ting, unwanted touching, inappropriate social
networking;

7. Racial includes, but is not limited to, actions based on personal characteristics such as race,
disability, ethnicity, or perceived sexual orientation;

8. Jokes, stories, pictures, cartoons, cyber rumors, drawings or objects which are offensive, tend to
alarm, annoy, incite, abuse or demean an individual or group.

Harassment also includes any other form of treatment or conduct that could create an offensive,
intimidating, or hostile environment or otherwise be unwelcomed by a student or group of students.

St. Joseph’s Academy shall include in their regular instructional programs, lessons that teach the
dangers and consequences of harassment. Special assemblies or speakers may be part of the
curriculum to inform and educate students.

Asbestos Response Act

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), 40 CFR763.95 (g), the
management plan for asbestos-containing materials as developed by Law Engineering is available
without restriction for your inspection at the school’s administrative office. We ask that you make an
appointment if you wish to review the plan.

Athletics
The athletic program promotes academic excellence, sportsmanship, and is an effective venue
for teaching Gospel values and making them come

All students in grades 5-8 are encouraged to participate in team sports. To be eligible to
participate in athletics a student must be in good standing both academically and socially.
Students participating in a sport should maintain a C cumulative average but the principal has
the right to review each issue independently and make a final decision as to whether the student
can participate. Once a student is eligible, In order to play, the sports fee and form (for each
sport) must be turned in to the athletic director.

Students who are not in school on the day of any activity may not participate in that activity.
Students left after a home game will go to After Care and a fee will be charged. Students may
not attend as spectators without a parent or guardian present.

AttendanceTardy

Attendance in school is a major predictor of student academic success. Regular attendance is essential to
the educational growth and development of each child and must not be taken lightly. Parents have the
responsibility to make sure the students attend school daily, arrive on time, and remain until the end of the
day.

All absences and tardies are considered as either excused or unexcused. Excused absences include the
following: illness, family emergencies, doctor or dental appointment, and family funerals. Absences may

a



be excused for other reasons if given prior approval or if the office is notified before 8:30 a.m. All other
absences are considered unexcused unless a student brings in a written note from home, signed by a
parent or guardian, which states the date and the reason for the absence on the specific dates that the child
was not in school. Students arriving after morning prayers begin, are considered tardy and must report to
the office

It is the shared responsibility of the school and of the parents to assist students in developing desirable
habits of punctuality and attendance. Pupils continually absent or tardy will be referred to the guidance
counselor or to the appropriate administrator, or a social worker.

Students that do not comply with the school’s attendance policy may serve detention, in-school
suspension, out-of-school suspension, or be asked to withdraw.

Tardy and Unexcused Absence Guidelines Requiring Disciplinary Action:
-accumulative record of tardiness, 10 unexcused in a 12 week period,
-5 unexcused absences within a calendar month or 15 unexcused absences within a trimester

Birthday Parties

Birthdays may be celebrated during the lunch hour with teacher approval (cookies or cupcakes only).
Invitations to parties off campus should not be given in school unless all the children in a class are invited
or all the boys or all the girls. Excluding a few students publicly is hurtful and violates the spirit of SJA.

Calendar

The annual school calendar, outlining the major events and dates of school holidays and vacations, will be
on line each year in advance of the Academy's opening. The school year will contain 180 school days.
Monthly calendars which will contain all updates, modifications and additions will be found on line
(www.stjoelakeland.org). This is the most official and accurate calendar. A preliminary calendar is
published in the spring for the following school year primarily to announce holiday and vacation periods.

Cell Phone Use

Students that need to make a phone call during school hours are to use the school office or teacher’s
phone. Students may not use cell phones for any non-academic purpose during school hours without the
permission of the administration. Cell phones are permitted but must be turned off or in silent mode
during school hours and remain in your backpack or locker. Ringing cell phones, phones being used to
text, to read text or for calls during school hours will be confiscated and held in the office until a parent
picks the cell phone up, after school hours. A second offense will warrant keeping the item until the end
of the trimester or not permitted on campus.

Child Abuse Repating

The Diocesan policy and procedure Manual, Policy #PS006; Florida Statutes Chapters 415 and 232.50
state that any clergy, religious or lay employee or volunteer of the Diocese of Orlando who knows or has
serious cause to suspect that a child has been subjected to any form of abuse or neglect by any person,
including another diocesan employee or volunteer, religious or clergy, immediately will observe the
following procedures:

1. Contact the Florida Department of Children and Family Services toll free abuse registry hotline
within the same calendar day. Respond to local Department of Children and Family Services call
back with additional information.

2. The school must allow the legally authorized police officers or Division of Child and Family
Services (DCF) investigator to conduct interviews with students.

3. The principal must see the investigator’s state identification, and copy identification and any
documentation for the school file.

4. The police officers or DCF investigators must sign the school’s visitor log upon entry and
departure from the school.

5. The school shall contact the student’s parents or guardians and inform them of the interview
except in cases where the parent or guardian is implicated in the investigation. The administrator
is instructed not to contact the parent/guardian in such cases.
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6. Interviews shall be conducted in a private setting. The principal may request that a member of
the school staff be present during the DCFS interview with the child, however, the DCFS
investigator may refuse to allow school staff to observe the interview and school staff must
comply.

7. Insituations where the parent/guardian is not implicated in the investigation, and law
enforcement officers or other child welfare agents, including DCF, request to interview a student
during school hours, the parent/guardian shall be contacted immediately and informed of the
interview.

Communications

The primary method of communication between St. Joseph's Academy and its parent body will be
through RenWeb, email and the agenda. The web page at www.stjoelakeland.org.also contains up-to-date
academy information.

Clearly mark any envelope with money or notes with the teacher’s name, your child’s name and the
purpose for money. Use email addresses to email office staff, administration, and teachers. You cannot
respond to emails from RenWeb, they will bounce back. Email addresses can be found on the SJA web
page, click on About SJAand the Faculty and Staftab.

Conferences

Parents or guardians may request a conference with their child's teacher(s) at any time during the school
year by making an appointment with the teacher through the school office or the teacher. Conferences
should be made to occur no later than 7:30 and no earlier than 3:15. Such conferences should always be
conducted in a very professional manner, keeping in mind our common concern for the welfare of the
child.

Parents are always to report to the office when visiting the Academy during Academy hours to register
and get a visitor’s badge.

In regard to a conference in which a parent is dissatisfied with the results of the discussion with a teacher,
the initial appeal should be to that teacher. If the problem is not resolved, the parent may consult with the
principal and teacher to seek resolution.

Conferences with the principal are always welcome after the parent has discussed issues or concerns first
with the teacher. Please call the school office or email the principal to make an appointment. It is
recommended when emailing a teacher that the principal is copied.

Deliveries
We are unable to deliver flowers/balloons, etc. during the school day. Any items delivered will be kept in
the school office. The staff will be informed of the delivery.

Electronics

Radios, tape players, beepers, earphones, cameras, video games, Mp3players, iPods or any electronic
devices are not allowed to be used in school during school hours. If these items are observed in use on
campus they are subject to being confiscated and will be returned to parents upon request. When
confiscated the second time the device will not be allowed on campus for the remainder of the year.

Elevator
The use of the elevator is restricted to handicapped and/or injured students. Students requiring the use of
the elevator must have a signed request from the parent and get a pass from the office.

Emergency Drills and Crisis Plan

St. Joseph’s Academy has implemented a “crisis plan” in case of a lockdown emergency. The plan
includes procedures that promote safety and security of students and staff. All outside doors will be
automatically locked using our security system. In addition, the plan ensures that school facilities and
equipment are safe and in good condition in compliance with the “Safe Passage Act (Section 229.8348,
Florida Statutes)”. All teachers and staff are aware of the procedures to follow to keep your children safe.
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In the event the students must evacuate the building, circumstances permitting, the students will be moved
to the soccer field:

Tornado and hurricane drills are held at the start of each trimester. Fire drills are held once each month,
as required by the Fire Department and Diocesan School Office. Students are expected to follow all
regulations and procedures as set forth by the Academy in faculty manuals. Fire exit diagrams are posted
in each classroom, and adequate and proper equipment is mounted throughout the Academy buildings,
along with smoke detectors, a sprinkler system, and an alarm system. Students will walk in silence in a
line to the soccer field for all fire drills and evacuation drills.

If a telephoned or written bomb threat is received, the police department is notified immediately. The
principal shall follow the decision of police authorities concerning further action to be taken.

In the case of a severe weather emergency, St. Joseph's will follow the Polk County School Board
decision regarding the opening or closing of schools. Check local TV stations, your email or St. Joseph’s
web site. SJA may reopen when it is deemed safe for students even if the public schools have not
reopened.

Local weather information will be checked before approving a planned field trip and extreme weather
conditions will be cause to cancel the trip. If the school is in any phase of the emergency procedures and a
group of students is away on a field trip; the chaperones will be contacted and instructed as to an alternate
location to return with the students. Communication with the chaperones will continue throughout the
emergency. Parents will be notified of the situation and procedures as they progress.

Extended Day Progham (Falconbds Perch

The Extended Day “Falcon’s Perch” Program will run from 6:45-7:45 a.m. and from 3:20-6:00 p.m. each
school day and from 2:00 p.m. until 6:00 p.m. on early dismissal days. For more information regarding
fees and policies, view the Falcon’s Perch Extended Care Program handbook on our web site or pick one
up at the school office.

Facilities

All school buildings and grounds shall meet the applicable standards of the State of Florida and conform
to the policies and directives of the Diocese of Orlando and Florida Catholic Conference (for elementary
schools).

All school buildings shall meet the health and safety standards of the state, county, and local codes.

All schools shall strive to provide facilities which, to the maximum degree, support the school’s mission,
philosophy, goals, and educational programs.

Facilities and grounds shall be well-maintained and compliant with applicable environmental, fire, health
and safety laws and regulations.

Faithful Citizenship

The Diocesan curriculum shall include the teaching of citizenship, government, and current affairs in an
effort to instill faithful citizenship, encourage an obligation to study the issues, and with the hope that
students will become politically involved.

Advocating a specific political stance, party affiliation, and/or party agenda shall not be exercised by

faculty, parents, or students anywhere on the school premises, in the name of the school or during school
or school-sponsored activities.

The posting of political materials in Diocesan schools or on a school’s property is strictly prohibited.
Political candidates or advocates are not permitted to speak on campus during the election period except
as part of a formal debate (within four months prior to the election date).
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Field Trips
The students will have an opportunity to participate in a variety of field trips during the school year.

These trips are intended to enrich the curriculum and enhance the classroom experience. Information and
permission forms will be sent home 2 weeks prior to the trip. Permission slips and money for the trip
must be turned in to the teacher by the deadline set by the teacher. Each student must have a signed
permission slip in order to leave on the field trip. Phone authorization is not an acceptable form of
consent, nor is an unsigned e-mail. An electronic signature on an email or a fax is acceptable.

The field trip is part of the learning experience and is a school day. All students are expected to
participate. If a student misses the field triphe or she will have to complete makep work that will
be graded. If the student does not have all the paperwork necessary to attend the field trip, he or she will
be given work to complete under staff supervision. All students will wear Academy shirts for
identification purposes.

Class and field trips are a privilege which students must earn by showing they are responsible and
respectful school citizens. Students not in good standing due to excessive misbehavior may not be
allowed to accompany the class on its field trip. Chaperones are expected to enforce policies and attend
to the safety and well being of all students assigned to them.

Prior to all field trips, drivers must submit to the office a copy of their valid drivers' license and current
proof of insurance. Drivers and chaperones must meet diocesan standards for fingerprinting and
background search and complete Safe Environment Training. These are mandatory requirements of the
Diocese of Orlando. Drivers are not to stop at any undesignated location when driving students to and
from the field trip location. All chaperones must be cleared by the office and approved by the teacher a
week in advance of the field trip. Parents are asked not to bring siblings. Your child must be picked up at
school after the field trip unless you have permission from the administration. Inclement weather could
cause a field trip to be cancelled or postponed. The administrator will make that decision based on current
weather reports.

Fingerprinting and Safe Environment Training for all Volunteers

The Diocese of Orlando requires each school volunteer to be fingerprinted and to undergo a background
check. This process must be completed before the parent/adult may accompany the students as a
chaperone or volunteer in any capacity at SJA that involves contact with children. The Diocese has gone
to Live Scan for all fingerprinting. Parents will need to have their fingerprints taken at a host location.
All volunteers must be re-fingerprinted every 5 years. Please contact the school office to receive
information on host locations.

Safe Environment Training can be completed on the Diocesan web site,
http://www.orlandodiocese.org/chancery/index.php. User Login: chancery; Password:gr8ful; Test
password: july 08.

Fundraising
Our policy is that no student is to do door-to-door soliciting. In the event students are asked to solicit

(i.e.: St. Jude Math-a-thon), such soliciting is done through parents, relatives, immediate neighbors and
co-workers of parents. Parents are expected to support the school fundraisers by donating money and/or
time.

Government Programs

SJA participates in federal and state programs in an effort to support all students’ educational and
financial needs and to enhance the schools’ educational programs. The programs that SJA participates in
do not restrict the School’s First Amendment Rights or otherwise infringe upon Catholic teachings and
principles. All programs are approved by the Superintendents of Schools in the Diocese of Orlando.
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Graduation

In order to graduate from an elementary school in the Diocese of Orlando, students must meet the
requirements set forth by the Diocese, the Florida Catholic Conference accreditation standards, and the
Florida State Department of Education.

No student shall be allowed to participate in the graduation ceremonies if he/she has outstanding tuition or
fees, unless a mutually acceptable agreement has been made with the principal/pastor.

Homework

Homework is an extension of the learning process at SJA. It is critical that homework be done each night
and that it is neat and legible. Its purpose is to develop organizational skills and promote independent
study, provide extra practice and develop a sense of personal responsibility. The length of homework
assignments will vary with the teachers and with the student’s initiative and ability.

All homework is to be turned in on the day that it is due. The student may be asked to stay after school or
work during lunch/recess, to complete assignments missed. Having excessive amounts of assignments
not turned in, is not acceptable. The student violating the policy may be placed on academic probation.

The following homework guideline may assist parents:

Grades K&1 — 20 minutes Grade 2— 30 minutes
Grades 3, 4 & 5- 40 to 80 minutes Grades 68 — 20 minutes per subject area/not to exceed 2 hours

If students work beyond these suggested times, parents should notify the teacher the following day to
discuss whether or not there is a problem.

Immunizations
All children in Florida shall present proof of having had a health examination and received such
immunizations against preventable communicable diseases as required by the Department of Public
Health.

1. These records are to be presented to the school before the first day of school.

2. If a child is not in compliance with the health and immunization requirements by the first day of
school, the principal shall exclude the child from school until the child presents proof of having had the
health examination and presents proof of having received required immunizations.

A religious objection to immunization must be in writing (DH Form 681) and must set forth the specific
religious belief which conflicts with each immunization or examination.

1. It is the responsibility of the Diocese of Orlando, as the local authority, to determine whether the
written statement constitutes a valid religious objection.

2. The written objection to immunization must be sent to the Superintendent of Schools so a
determination can be made as to whether the objection is valid under Florida law.

For more information go to www.immunizeflorida.org.

In-Service Days/Faculty Meetings

Faculty In-service days are designated by the Diocesan Office of Catholic Schools. Faculty must attend
these In-service programs. School will not be in session on these days. There are four In-service days per
school year. Regular faculty meetings will be held every Friday. School will be dismissed at 2.00 p.m. on
these days.

Insurance

Students are covered by accident insurance under the Diocese of Orlando Insurance Plan while they are
under the school supervision. If parents wish to have 24 hour coverage for their children, it is available at
the beginning of the school year provided the application and check are presented promptly to the school.
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Liturgy
The liturgy of the Mass is our Central Act of Worship and Praise as Catholics. Our students will attend

Mass every Friday and on Holy Days. Parents are invited and encouraged to join us for the weekly
liturgy at 8:00 a.m.. Check the calendar for the times of the Holy Day Masses.

Although Catholic schools do not compel students to profess any religious ideology, it is expected that all
students, regardless of their beliefs, will fully participate in the religious education program at the
Academy. Students will attend all religious classes and worship services and are expected to conduct
themselves respectfully and reverently during prayer, worship and Religion class.

Lockers/Backpacks

Students in grades 6, 7, 8 will be furnished with a locker. All students that choose to have a lock for their
locker (this is not mandatory) must provide their homeroom teacher with their lock combination or a key.
Students are responsible for the care and cleanliness of these lockers. Nothing is to be hung in or on the
lockers without permission of the homeroom teachers. The school reserves the right to inspect the lockers
at any time. Students can be required to stay after school to clean lockers if not in compliance. In order to
maintain a quiet atmosphere for class, students are allowed to go to their lockers only at specified times.
Backpacks are to be emptied at the beginning of the day and hung in the designated spot and removed at
the end of the day. Our honor system requires that no student is to invade the privacy of another's locker
or backpack. THIS IS A SERIOUS OFFENSE.

Lost and Found

Items found during the school day are placed in our lost and found receptacle. Mark your child's clothing
items and other possessions with his/her name to avoid the problem of misplaced items. You are asked to
check the lost and found basket regularly, as items may be given away after a period of time.

Make-Up Work

A student having excused absences will be allowed to make up work missed. It is the responsibility of the
student to contact the teacher about this work. The tests/assignments that the student had adequate time to
study/prepare shall be made up and due on the day following the absence. For every day a student misses,
he/she has a like amount of days to complete missed assignments that he/she did not have adequate
notice. If a student is absent for 2 days consecutively or more, the parent may call to request make-up
work, giving the teachers 24 hours notice to prepare make-up work.

The office must be given 5 days notice in advance of prearranged absences; i.e. trips. The student is to
pick up the assignments on the last day of attendance, prior to the absence. Upon returning, the student
should check with each teacher to see if additional work was assigned and arrange for any make-up
testing dates.

Medication

Children who are ill should remain at home as a way of not transmitting that illness to others. Students
who have a disease which may be contagious, i.e. "pink eye", are to be kept from contact

with other students until a physician indicates that the child is no longer in danger of infecting other
students. The student will only be admitted back to school with a note from his/her physician.

Students who become ill at school and who spike a temperature will be placed in the school clinic.
Parents will be contacted to pick the child up. The parent or a designee of the parent will have to sign the
child out at the office when picking him/her up.

Any child who is injured at school will be cared for with the utmost precaution. Staff members are
trained

in CPR and a procedure is in place for such an incident. Parents will be notified in the event of a serious
injury and informed of the situation and the steps being taken to care for the child.
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Parents will be expected to complete an emergency information form for each child and make sure that
any special information regarding chronic illnesses or allergies is indicated. It is the parents'
responsibility to make sure that this information is recorded in RenWeb ad updated if changes
occur.

Teachers are given a list of the students who have particular health problems or take prescribed
medications and is flagged for the teacher in RenWeb. This information is furnished to the school by the
parent on the registration form under health notes and in RenWeb. Medications will be administered at
school in accord with Florida School Law #232.46 1.b.1 and 2.

1. For each prescribed medication, the student's parent or guardian shall submit to the school
principal a written statement (form is available in the Academy office) which shall grant the
principal or his designee permission to assist in the administration of such medication and
which day, including any occasion when the student is away from the school.

2. Each prescribed medication to be administered by school personnel shall be received and
stored in its original container. When the medication is not in use, it shall be stored in its
original container in a secure fashion under lock and key in a location designated by the
Principal.

3. At the end of the school year, or the end of the treatment regime, the student’s
parent/guardian will be responsible for removing any unused medication from the school. If
the parent/guardian does not pick up the medication by the end of the school year, the school
will appropriately discard the medication.

4. A student may not share medications with other students

The prescribed medication must be given to the school by the parent with written consent and
instructions. School personnel will only administer the medication as prescribed on the medication
container. The school is not allowed to accept a parent's approval to change the dosage in any way; a
doctor's note is required.

Self-Administration:
1. A student may self-administer medication at school if so ordered by his or her licensed
prescriber per the student’s current and completed Medication Authorization Form.
2. Students who suffer from asthma, allergies, diabetes, or other conditions that require the
immediate use of medication shall be permitted to carry such medication and to self-administer
such medication without supervision by school personnel only if the school has on file for the
student a current and completed Medication Authorization Form permitting self-administration.

Network Acceptable Use Policy

A. The Diocese of Orlando recognizes that the Network/Internet and other emerging technologies
allow authorized users access to immense information globally. The Diocese of Orlando’s goal in
providing technology to authorized users is to promote professional excellence, innovation, and
communication. The Diocese of Orlando is committed to protecting its users from illegal or damaging
actions.

B. Diocesan schools shall follow the Diocesan Network Acceptable Use Policy regarding the use of
technology and the Internet.

C. Accessing the Internet on Diocesan property or using Diocesan equipment, the user accepts the
terms and conditions of the Diocesan Acceptable Use Policy, and expressly waives any privacy rights.

Links and supporting documents:

Children’s Online Privacy and Protection Rule;
http://www.orlandodiocese.org/en/child-a-youth-protection-home
Diocesan Network Acceptable Use Policy;
http://schools.orlandodiocese.org/pdf/DNAUPrevision9 28.pdf
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Parent and Guardian School Support
The Diocese of Orlando and St. Joseph’s Academy recognizes that parents/guardians are the primary
educators of their children. The guidelines put forth by the Diocese of Orlando for school support are:

A. Parents and guardians in the local school community are expected to demonstrate
respectful behavior at all times with faculty, administration, support staff, students, and volunteers,
whether on or off school grounds or at school-related events.

B. Parents should demonstrate support of the school’s and Diocesan educational mission,
personnel, policies, and procedures.

C. Inappropriate behaviors on the part of a parent may result in the parent being barred from
attending school sponsored activities and sporting events.

D. Inappropriate behavior or failure to support the school policies and mission may result in the
student’s exclusion from the school.

Parent-Teacher Organization (PTO)
This organization works to support and enhance the educational ministry of the school. Fund-raising,
parent education, and building community are goals of this organization.

Parental participation is a very important part of our Academy's life. The PTO is important to our
school, and all parents are encouraged to participate in the meetings and activities and support its
projects and consider serving as officers of the organization. Dues of $10 are included in the
registration fee. The PTO’s efforts insure our Academy's ability to do those things which often make a
difference in the quality of the program.

Parent Volunteer Service Hours

Upon acceptance all families agree to complete 30 service hours during the school year. Parents receiving
assistance agree to an additional 10 hours of service. In order to re-register for the following year, parents
will need to have completed half of their service hours by re-registration time in the spring. Families who
fail to complete their service hours will be charged a fee per hour not completed. Parents can opt to pay
the service hour fee instead of performing any service hours but one reason St. Joseph’s is a school of
excellence is because of the commitment from parents. Families who withdraw before the end of the
school year are responsible to have completed 3 service hours per month for the number of months the
student(s) have attended St. SJA. Families who have withdrawn can opt to pay the service hour fee
equivalent ($20/hour). School records are withheld if service hours or fees are not completed.

The service hours requirement agreed upon by all families at St. Joseph’s Academy sets our school apart
from all other schools and has many benefits. It keeps tuition low so that more families are able to afford
a Catholic school education. It shows students that their parents are present and involved; therefore
service hours cannot be transferred from family to family. It is the reminder to all that the time of each
of us is equally important and valuable. Everyone has something to give. Anyone performing service
hours at school must be fingerprinted and have viewed and submitted the quiz results for the Diocesan
Safe Environment Training Video according to Diocesan policy.

In determining whether a particular service “counts” as hours a general guideline is to let common sense
be your guide. If it has been requested by a faculty or staff member or a room parent or committee
chair—it counts! If it is a service that has been requested and would otherwise require the school to hire
someone to perform—it counts. If it is goods or a donation that has been requested—it counts. Some
examples are: parent attendance at PTO meeting—2 service hours; chaperoning a field trip or working in
the cafeteria—nhour for hour spent; donation toward Fall Festival or other events—one service hour per
$10 spent. Examples that do not count toward service hours: Donating toward teacher gift; donating to
Food Pantry; buying scrip. All other activities are to be documented as the amount of time spent doing
the service.
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Promotion and Retention

Promotion and retention are determined by the student's performance throughout the academic year.
Students who have failed to earn passing grades and have demonstrated an inability to perform the work
required at the current grade level may be retained. Parents will be notified of their child's status in this
regard during parent/teacher conferences in the spring trimester. Failure of 3 or more courses for the year
will either demand that the student repeat the grade or prohibit a student from continuing in St. Joseph's
program.

Release of Student to a Law Enforcement Agency
In the absence of the parent or legal guardian, the following may take protective custody if urgent and
immediate necessity exists regarding the safety and well-being of the student:

1. Law enforcement (Police)

2. Department of Child and Family Services (DCFS)

The school should follow the direction of the law enforcement agency in regard to notifying the
parent/guardian when a child is taken into protective custody.

The police or DCFS agent is not required to wait for the arrival of the parent/guardian and may leave
immediately with the child. Neither the police nor DCFS agent needs the other’s presence to take
protective custody. Either entity can do so independently of the other agency.

In all such cases the school should inspect and document the identification of the individual taking
protective custody of a student.

An incident report should be completed and faxed to the Superintendent at the Office of Catholic Schools
immediately.

Release of Students during the School Day

No member of the school staff may release a student to any person without written permission of the
parent of guardian. St. Joseph’s Academy requires a list of individuals who have permission to pick up
students from school. If an adult is not on the approved list, the school shall not release the student into
his/her custody. If the adult is unknown to school personnel, they shall verify the person’s identity by
asking for photo identification and verify that the person has parental permission to pick up the child
before releasing the student.

School Board

St. Joseph's Academy’s School Board is the advisory body which upholds policies established by the
Diocese of Orlando, as well as institutional policies adopted by the Academy. The School Board meets
the third Monday of each month at 6:00 p.m. and the meetings are open to our families. Persons seeking
to address the board must contact the board president no less than 24 hours before the monthly meeting in
order to be placed on the Board's agenda for that meeting. Applications for membership are distributed to
all interested persons each spring.

School Hours/Pickup and Drop-off Procedures

The school hours are from 8:00a.m.i 3:00 p.m There is no supervision provided on campus before 7:30
a.m. or after 3:20 p.m. except for the Extended Care Program. Students dropped off between 7:00-7:45
a.m. will attend the Before Care Program. Students not picked up by 3:20 p.m. will participate in the
After Care Program. This is necessary for the safety of your child. You will be charged a fee for time
attended in the Extended Care Program. It is recommended that you review the Falcon’s Perch Handbook
online for specific details and fees.

At 7:45 a.m. staff and safety patrols will be available to help unload cars in the car line and monitor
children. Students are to be dropped off on Pennsylvania. Once a student arrives at school, s/he may not
leave the premises during the day without the written permission of a parent or guardian and the approval
of the office. This includes students who stay for Falcon’s Perch After Care.
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Upon dismissal, all students will leave the grounds in a safe and timely manner. Students are to wait for
their parents in the designated car rider area. All parents that choose to come to the facility to pick up
their child must park in the parking lot across the street on McDonald and accompany their child to their
car. Please do not walk in front of the carline where cars are pulling out and have limited vision.

All cars must have a car tag clearly displayed in the front windshield on the driver’s side of the car or on
the passenger side window. Each family is given two car tags at the beginning of the school year.
Families in a car pool must give the car pool family a car tag to pick up their child. The school office will
only distribute car tags to the legal guardian of a student. Additional car tags may be picked up in the
school office. It is the responsibility of the parent to contact car pool members and after school care
agencies when a child is absent, leaves school early, or needs other arrangements to be made. The office
should be advised in writing if possible if a child is to go home in a different car pool or by a different
means on a given day. Parents must sign out all students dismissing early at the office.

Students in the VPK program must come to the building to sign their child in and out of school. Park in
the school entrance parking lot or in the McDonald street parking lot for morning entrance and you can
park your car in the car line ONLY if you are picking up at 11:15.

School Property

Students are responsible for any damage they cause to school property. In the event a student is guilty of
such an infraction, parents will be notified immediately and the student will pay for damages. Textbooks
are on loan to students and are considered school property. For that reason, students are not to deface,
tear or write in any textbook other than consumable books as directed by Faculty. Textbooks are
evaluated by teachers at the start and end of the school year to determine their condition. Students are
responsible for loss or damage to school textbooks and will be required to pay the full price for any books
damaged or lost. All hard covered books are to be covered at all times.

Search of Studens and their Property

The Diocese of Orlando affirms that, consistent with the Diocesan Mission Statement, each Catholic
school has a special responsibility for the conduct of students and for ensuring the right of teachers to
teach and students to learn in a safe and caring Christian environment.

Given the Diocese’s dedication to create and maintain a safe environment, students will not have any
expectation of privacy with respect to any and all property brought on school grounds or to school events.

The search of a student’s person or any item carried by the student is permissible when there is any
suspicion that the student may be carrying contraband. Contraband is defined as any weapon, dangerous
object, illegal drug, drug paraphernalia or other item prohibited by law or by school policy.

All property of the academy, including student desks and lockers, as well as contents, may be opened,
searched or inspected at any time without notice. School personnel have an unrestricted right to search
this property as well as any containers, book bags, purses, or articles of clothing that are left unattended
on the school campus.

Searches may be conducted by authorized personnel, police, or other appropriate officials with the
approval of the principal, including random searches.

Student Arrest
St. Joseph’s Academy shall follow all federal, state, and local laws in respect to student’s involvement in

illegal activities.

The school administrator may request that the interrogation be conducted in a manner and place which
will cause a minimal amount of disruption to the educational setting of the school.
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Law enforcement officers have the right to question students, even without a warrant. The administrator
may be present during interrogation if the police or social service provider agrees. The administrator
cannot insist on being present. The administrator does not need to notify parents prior to the questioning.

Student Conduct Expectations

All students are expected to cooperate with the spirit and policies of the Academy which are designed to
foster mature development and personal responsibility. This requires courtesy in all personal
relationships, promptness in fulfilling obligations, concern for the environment and many other factors
which the students’ sense of appropriateness will indicate to them. All students in grades 1-8 will have
their agenda with them at all times except at PE and lunch.

During assemblies/Mass students are expected to:

u
i
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file in and out of school assemblies or Mass in an orderly, quiet and respectful manner

show respect for the Blessed Sacrament by refraining from talking or fooling with classmates
during times of worship

bring to Mass and other liturgical celebrations the attributes and attitudes of attention, devotion
and respect

behave in an acceptable manner; booing, yelling, whistling or talking during a program is
unacceptable.

show respect for all visitors.

In the classroom students are expected to

i
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Follow classroom rules

behave in a manner that is respectful and cooperative.
behave in a way which is not harmful to oneself or others
remain quiet, orderly and task oriented

be recognized before speaking

remain seated during directed instruction

bring all supplies needed to class

have school agenda at all times

complete and turn in all assignments on time

respect all school property

respect the rights of others at all times

have a book to read

help to maintain a neat and orderly classroom

leave all toy weapons, of any sort at home

avoid any obscene or profane language

avoid cheating or misrepresentation of academic work
avoid lying for any reason

In the dining hall students are expected to:

u
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refrain from loud and boisterous talk or behavior

remain in their seats until dismissed

show respect and be courteous to each other, the school staff and parent volunteers
demonstrate proper manners and eating habits

receive permission to leave the hall for any reason

remove all trash from the table and floor

leave other student’s lunches alone

leave the lunch room in an orderly manner

On the playground students are expected to:

u

demonstrate behavior that does not pose a threat to the safety or well being of others or
themselves

only use designated areas and equipment for play

refrain from any body contact sports, pushing, shoving, tackling, hitting, fighting or bullying
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While on school grounds students are expected to:

u
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walk at all times

show consideration for others

refrain from loud, boisterous talking or shouting, pushing, or shoving
admire but not disturb decorations or displays

refrain from chewing gum at all times

help keep school grounds, buildings, classrooms neat and clean

have school agendas (grades 2-8)

keep hands and feet to oneself

not show public display of affection to peers

In the lavatories students are expected to:
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use facilities assigned to their grade level

use the facility and leave, no loitering or playing
place paper towels in the receptacles provides
keep walls, mirrors and doors clean of all marks

Student ConductReferrals

It is the policy of SJA to discipline students in a positive manner. No corporal punishment is to be
administered to students in the Catholic schools in the Diocese of Orlando (Policy 652.3).

Conduct referrals are given for major violations of the conduct code. Detentions, if given, are to be
served on the date assigned. Students that are assigned detention may not be involved in any extra-
curricular activity on the day of the detention unless the activity is after the detention has been served.

St. Joseph’s Academy is committed to maintaining a safe school environment in which law-abiding
Christian students will exert a positive influence on their peers. The following are considered grave
misdemeanors and are subject to strict review and can lead to immediate withdrawal:

1. Disobedience, insubordination, or disrespect for authority;

2. Language or behavior which is immoral, profane, vulgar, or obscene;

3. Use, sale, distribution, or possession of drugs, alcohol, or any other legally controlled
substance;

4. Injury or harm to persons or property or serious threat of same whether in person or by
electronic communication, including, but not limited to, cyberbullying;

5. Unauthorized absence or continued tardiness;

6. Assault with, or possession of, a lethal instrument or weapon;

7. Theft or dishonesty;

8. Outrageous, scandalous, or serious disruptive behavior;

9. Habitual lack of effort leading to academic failure in classroom work;

10. Conduct at school or elsewhere which would reflect adversely on the school and the Church;
11. Cheating;

12. Consistent disrespect for other students such as sexual harassment of another student; or
13. Violation of Diocesan Network Acceptable Use Policy.

Any infraction, depending on the gravity and/or repeated occurrence will result in disciplinary action at
the discretion of the administration. Disciplinary action will follow consultation with the Dean of
Discipline, the Principal, and/or faculty members involved. Such disciplinary actions include:

a. Teacher intervention with the student

b. Formal warning — a letter home describing the violation and giving suggested ways to correct
the issue.

Meeting with principal/parent/student and teacher(s) involved

In-school detention

After-school detention

Probationary period

NI
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g. Suspension — Gravity of the offense warrants an out of Academy suspension.
h. Expulsion — Student will be withdrawn from St. Joseph’s Academy due to the severity of
violations/or repeated occurrence of violations.

Each teacher will determine the discipline consequences for misbehavior in their classroom.
Consequences for mishehavior may include, but not be limited to, (1) loss of recess, (2) the student
explains in written form what the infraction was and what better choice could have been made (3) silent
lunch with teacher or principal, (4) conversation with parent(s), (5) detention assigned by the teacher,
or/and (6) a written assignment due the next day based on a Bible verse that relates to the offense.

The Middle School Progress Card is designed to help students focus on respect for others and school
property. A letter for an infraction is placed on the student’s card for any of the infractions below:
T-Tardy-Late for Class
D-Defacing card/agenda/self
B-Behavior-Disrupting the learning process
L-Language-Obscene/Inappropriate Language

The following procedures per infraction are:
a. The first three infractions recorded in a trimester require a discussion with the student and
teacher as to why this was a poor choice and how it violated what we stand for at St.
Joseph’s Academy.
b. The fourth offense recorded will result in the student writing about the infraction and that
form will be sent to parents, it must be signed and returned the next day along with the
Progress Card, which also must be signed.
c. The fifth signature results in a meeting with appropriate administration, lunch detention,
and parents are notified. The student is ineligible for the Citizenship Award.
An after-school silent detention is issued to the student for seven signatures.
Nine infractions result in a half day in-school suspension, parent notification
Ten signatures result in a full day in-school suspension, parent notification
Thirteen signatures warrants principal/parent/teacher conference
k. Fifteen infractions result in evaluation of continued enrollment
Failure to attend a scheduled detention will result in a student attending TWO detentions in place of the
missed detention. The card must be signed by the parent for each infractioand any written
assignment that relates to the infraction and reurned the next day. Failure to return will result in
detention.
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Student Honor Code

Students of St. Joseph’s Academy will show respect for themselves, for others and for the school. They
will contribute to the learning environment, and follow school and classroom procedures at all times.
They shall show integrity and honor in all their accomplishments, both in and out of school. Finally, they
will treat everyone they meet with kindness and help others to grow in love for everyone as children of
God. Students who display conduct, whether in or out of the school community, that reflects negatively
on the Church or Academy, may be subject to disciplinary action, up to and including required
withdrawal, particularly when the name of the school, its teachers, or students are impacted by the
behavior of the student.

The Academy rules were developed to serve two purposes:
1. To create and maintain an environment that assures each student’s physical and emotional safety.
2. To create and maintain an environment that values and fosters learning and that eliminates
anything that distracts from learning.

Student Records

Parents who wish to see their child’s official school record should put this request in writing and direct
this request to the principal with a minimum of twenty-four hour notice. No records are ever handed to
parents but will be mailed. Academic records will not be forwarded for those with outstanding tuition
bills and service hours.
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Student Service Hours

An essential part of our program at St. Joseph's Academy is having the opportunity to witness Christ to
others. All of our classes will participate in various corporal and spiritual works of mercy projects.
Students in middle school (grades 6, 7, 8), in keeping with the school philosophy that we give service to
others, must complete 10 service hours. Failure to complete service hours will affect the Religion grade
and Religion Effort grade. Additionally, students involved in the National Junior Honor Society and
Student Service Council are expected to complete additional service hours.

Volunteer service hours may be done in the community or at school, but not during school hours. A
documented statement of these hours should be signed by the supervisor and turned in to the homeroom
teacher. A form for this purpose is available in the office. We encourage students to reach out to the
community and volunteer their time. Work done for parents is never accepted as service hours, even if no
compensation is received. Work for which students are compensated is not volunteer service.

Substance Abuse

Substance is defined as illegal drugs and drug paraphernalia, anabolic steroids, tobacco, chemicals,
inhalants, solvents, prescription or over-the-counter drugs used for purposes other than those for which
they are indicated or in a manner in quantities other than directed.

Substance abuse means the consumption or use of any substance for purposes other than the treatment of
sickness or injury as prescribed or administered by a person duly authorized by law to treat sick and
injured human beings.

Illegal Violations: The possession, use, delivery, transfer, or sale of tobacco, alcohol, drug paraphernalia,
illicit substances, chemical or any substance designed to look like or represented as such by students, on
school premises, in school buildings, on the school bus, or at school-sanctioned events is expressly
forbidden.

School Procedures for Handling Violations:

1. Notify the parent/guardian and suspend the student during the school investigation.

2. Conference with principal, parent/guardian, student, pastor, and other appropriate persons as
determined by the principal.

3. Notify the police as directed by law.

4. If the violation is founded, professional evaluation and, if necessary, treatment shall be provided
by the parent/guardian.

5. Based on the results of the certified clinical evaluation, the status of the student for continued
attendance in the school will be determined by the principal. Options include but are not limited
to continued suspension and/or expulsion.

6. Appropriate confidentiality shall be maintained.

Mitigating circumstances such as first offense, age, seriousness of offense, prior conduct, cooperation of
parent/guardian, attitude of the student, and initial success of rehabilitative measures may warrant
differences in procedures for the principal.

The approach to substance abuse should focus on education, not experimentation and provide a
supportive environment for the learners. In determining consequences for violation, treatment and
counseling shall have priority over, but not necessarily exclude disciplinary measures

Telephone
Students may use school phones with permission by a teacher or staff member. Students will not be

called to the phone during class hours to take phone calls. The office will take a message for the student.
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Testing
St. Joseph's Academy participates in the diocesan testing program. The ITBS (lowa Test of Basic Skills)

will be administered to our students in grades 2-8 in March. Fifth and Eighth grade students will take the
Catholic Religious Education test (ACRE) in February. Results of testing are shared with parents, once
they are returned to the Academy.

Uniform Dress Code

The Academy uniform has been a traditional sign of a Catholic school student. The uniform policy is
established to develop an image of pride and school spirit among students, as well as to give the students
an identity as members of St. Joseph's student body. In addition, uniforms tend to place all students on an
equal footing regardless of socio-economic backgrounds.

St. Joseph's uniform is to be worn every day unless students are told otherwise. Occasionally, during the
school year, "non-uniform" dress days occur. These are called N.U.T.Days (no uniform today).

Some of these will be announced as fundraisers for PTO and students pay $1 for the privilege of not
having to wear uniforms. Other days will be for attending or participating in special school events and
there is no charge, a free dress day.

If a student must be out of uniform for any good reason, a note must be sent to the homeroom teacher by

the student's parents. No hats are permitted unless part of a special N.U.T. day. Parents will be called if a
child is out of uniform and the parent will need to bring in appropriate attire. Disciplinary actions will be

taken if a student is regularly out of uniform.

Currently the official uniform supplier for St. Joseph's is:

Risse Brothers

5100 West Cypress Street
Tampa, FL 33607

Toll Free 1-866-618-8338

ACCESSORIES - Girls may wear one (1) simple pair of earrings (stud type). No dangling earrings are
permitted. Boys may not wear any type of earring or earrings. No kind of body rings are permitted. A
single bracelet or a watch is allowed. One ring may also be worn. One necklace may be worn.

GROOMING - Grooming is as much a matter of personal discipline and concern for others as is
preparation for classes and other activities. Students are expected to be well groomed at school. An
appropriate hair cut, especially for boys, is part of our code. Hair may not be below eyebrow level, not
past the mid-point of the ear, and cannot touch the collar.

Boys and girls are not allowed to color their hair in any other than normal colors (i.e.: no purple, green,
etc.). No makeup is permitted, including lipstick, blush, and eye shadow/liner. Only clear or light nail
polish is permitted.

UNIFORM DRESS K-8 IS AS FOLLOWS:

Dress: Plaid skirt or plaid skort (girls), no shorter than 2 inches above the knee. Skirts and
skorts are not to be rolled at the waistline.

Shirt: Royal blue, navy or yellow knit shirt with St. Joseph’s Academy logo. Shirts must
remain tucked in at all times.

Socks: Plain white or black.

Shorts/Slacks: Navy or Khaki shorts and navy or khaki dress slacks (girls & boys).

Shoes: School shoes must be entirely black. No “wheelies” are allowed. Boys may wear tennis

shoes or dress tie shoes with rubber soles. Girls may wear black Mary Jane’s with strap
or tennis shoes. No heels or open toes allowed. Shoes must have a strap or laces.

Belts: A solid, plain brown or black belt must be worn with all uniform shorts and pants for
students in K to eighth grade. Belts must be placed through the belt loops and be visible.
No large buckles or metal decorations are allowed.
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Sweater: Navy sweater, navy sweatshirt, grey sport sweatshirt, or fleece jacket with SJA logo.
Sweatshirts with holes of any kind may not be worn during school hours. No coats or
jackets may be worn in the classroom or in the auditorium during Mass or religious
services. Coats or jackets may be worn to and from school during cold weather.

Fridays: Blue button down Oxford Shirts or polo shirt and ONLY navy blue sweater or sweatshirt
with logo may be worn to Church
Uniform skirts or skorts for girls.

Uniform pants or shorts for boys.

PE: Navy SJA gym shorts and a gray T-shirt with SJA logo. Navy blue sweat pants, navy
blue sweatshirt or long uniform pants may be worn for PE classes on cold days. Sneakers
with rubber soles must be worn. PE uniforms may be worn to school on PE days but not
on Friday or Mass days. Grades Pre-K through 4" can wear the PE uniform to school and
remain in PE clothes on designated PE days. Students in grades 5-8 must change into the
regular uniform after PE unless it is the last period of the day.

Brownie/Scouts Students may wear their uniform the day of the meetings

Sports Students may wear their team jersey the day of the game

Pre-K: Navy blue shorts and navy blue T-shirt with logo, black or white sneakers, navy blue
sweats for cold days

Non-Uniform Dress Daysi NUT DAYS or Special Days

When not wearing the Academy uniform, students are expected to keep themselves well groomed and
neatly dressed. Any form of dress or grooming which is distracting or disruptive in appearance will not
be permitted. The following will be guidelines for non-uniform dress days: No

Crop tops, tube tops, halters, strapless dresses, or short shorts.

Skirts shorter than 2 inches above the knee

Shirts and blouses which are transparent.

Thongs or other footwear without a heel strap.

Any clothing or jewelry that advertises alcohol, drugs, tobacco, obscenities, or promotes
alternative music/lifestyles (or suggests any of the above)

shorts other than walking shorts (mid thigh) are allowed

sandals, heels, boots

tight exercise wear/spandex, unless under a skirt

oversized clothing of any kind

Any questions about the appropriateness of non-uniform attire should be referred to the Principal.
Students who arrive at school improperly dressed on either uniform or non-uniform dress days will be
sent directly to the Academy office to call their parents and have the proper clothing brought to school.
Rule of thumb — If in doubt, don’t wear it.

[l e et i i ]

cocc

Visitors

Visitors must sign in at the Academy office, wear a visitor’s badge, and sign-out when leaving. Our
insurance policy prevents non students from visiting for the day, unless part of an approved shadowing
agreement.

Weapons
In order to provide for a safe environment, the possession or use of firearms, other weapons, or explosive

devices on school premises is not permitted. The possession of a concealed firearm or weapon, at school-
sponsored events or on the property of the school, including the buildings, parking areas, and other
premises, is strictly prohibited.

The school shall deal with such incidents according to the federal, state, and local law and accepted
educational practices. Students who violate this policy shall be subject to discipline up to and including
required withdrawal.

Right to Amend
SJA Administration reserves the right to amend any portion of this handbook during the year.
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Ege. 1938

Dear Families of St. Joseph's Academy:

St. Joseph's Academy is committed to excellence in education and ensuring an opportunity for every
student to achieve his or her fullest potential spiritually, academically, and socially in a quality Catholic
environment. Our goals are similar for our children, and the parent/student handbook issued at St.
Joseph's is a plan which helps to insure that these goals are achieved. At the same time it offers an
overall philosophy and set of policies by which decisions will be made and situations will be handled to
insure the success of each student as an individual and of the Academy as a Catholic institution.

You are asked to please read and review with your child the key elements of this handbook, as you work
to mold them in to fine young Catholic men and women. After reading through this book, | ask that you
sign and return the form at the bottom of this page as soon as possible. This will assure us that you have
familiarized your self with its contents. If you have any questions, please do not hesitate to call me.

Please realize that this handbook is not all inclusive; other situations may develop during the year which
will warrant immediate attention by the administration of the Academy.

Al so, a st udent @fsthe hademwnayp resultirudtsaplindrg action if that behavior is
detrimental to the Academy or one of its employees.

Sincerely yours in Christ,

Lana Swartzwelder
Principal

We, as parents, have read the policies and procedures outlined in the Parent/Student Handbook. We are
supportive of the policies and procedures in place at St. Joseph's Academy and will encourage our
children to comply with the guidelines for appropriate school behavior as students of St. Joseph's
Academy.

Parent/ Guardiands Signature Date

Student Name Grade
Student Name Grade
Student Name Grade
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5.3

Diocese of Orlando
Network Acceptable Use Policy
for All Parishes, Academys and Entities of the Diocese of Orlando
Parent Addendum

Unacceptable Use

A database of subscribers for parish or other Diocesan use can be a useful tool for parish or
Diocesan entity distribution of important messages, calendar of events, or other data. The
marketplace is full of companies which offer such database opportunities. This type of database
can also compromise a person’s identity and/or place an individual in danger, if the database is
mis-used or shared indiscreetly. No Diocesan entity should create or subscribe to a vehicle by
which subscribers, other than authorized personnel such as employees, priests, deacons, religious
or those designated at the discretion of the pastor or Diocesan entity head, are given e-mail
addresses to communicate with other subscribers. This does not apply to instructional technology
or methodology which includes approved subscriber access for a specific instructional purpose
and is monitored for this purpose. This instructional technology should not offer chat or chat
rooms separate from the monitored purpose. In addition, the database should NOT:

a. Offer Chat or Chat Rooms

b. Allow Blogs

c. Require or Request Photos of Subscriber

d. Ask for Age or Gender of Subscriber

e. Display Subscriber E-Mail Addresses

f. Allow Subscribers Access to Other Subscriber Information

The following activities are, in general, prohibited. Authorized users may be exempted from these
restrictions during the course of their legitimate job responsibilities (e.g., systems administration
staff may have a need to disable the network access of a host if that host is disrupting production
services).

a. Under no circumstances is an authorized user allowed to engage in any activity that is
illegal under local, state, federal or international law while utilizing the Diocesan entity-
owned resources.

b. Authorized users are prohibited from attempting to circumvent or subvert any system’s
security measures. Authorized users are prohibited from using any computer program or
device to intercept or decode passwords or similar access control information.

C. When an authorized user becomes “unauthorized” by virtue of employment, dismissal,
graduation, retirement, etc., or if the authorized user is assigned a new position and/or
responsibilities within the Diocesan system, his/her access authorization will
automatically be reviewed with the appropriate individual to determine whether
continued access is warranted. This person may not use facilities, accounts, access codes,
privileges or information for which he/she has not been authorized.

d. System and Network Activities: The following activities are strictly prohibited, with no
exceptions:

1. Violations of the rights of any person or company protected by
copyright, trade secret or patent, other intellectual property, or similar
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10.

laws or regulations, including, but not limited to, the installation or
distribution of "pirated" or other software products that are not
appropriately licensed for use by the Diocesan entity.

Unauthorized copying of copyrighted material including, but not limited
to, digitization and distribution of photographs from magazines, books or
other copyrighted sources, copyrighted music, and the installation of any
copyrighted software for which the Diocesan entity or the end user does
not have an active license is strictly prohibited. Public disclosure of
information about programs (e.g. source code) without the owner’s
authorization is prohibited.

Exporting software, technical information, encryption software or
technology, in violation of international or regional export control laws,
is illegal. The appropriate management should be consulted prior to
export of any material that is in question.

Introduction of malicious programs into the network or server (e.g.,
viruses, worms, Trojan horses, e-mail bombs, etc.).

Revealing your account password to others or allowing use of your
account by others. This includes family and other household members
when work is being done at home.

The installation or use of Instant Messaging is prohibited.

Using a Diocesan computing asset to access inappropriate or offensive
material or to engage in the procuring or transmitting of material that
violates Diocesan anti-harassment or hostile environment policies.

Making fraudulent offers of products, items, or services originating from
any Diocesan entity account.

Making statements about warranty, expressly or implied, unless it is a
part of normal job duties.

Effecting security breaches or disruptions of network communication.
Security breaches include, but are not limited to, accessing data of which
the authorized user is not an intended recipient or logging into a server or
account that the authorized user is not expressly authorized to access,
unless these duties are within the scope of regular duties. For purposes of
this section, "disruption" includes, but is not limited to, creating or
propagating viruses, hacking, network sniffing, spamming, pinged
floods, packet spoofing, password grabbing, disk scavenging, denial of
service, and forged routing information for malicious purposes.

11.Port scanning or security scanning is expressly prohibited unless prior

12.

13.

notification to Diocese of Orlando is made.
Executing any form of network monitoring which will intercept data not
intended for the authorized user’s host, unless this activity is a part of the

authorized user’s normal job/duty.

Circumventing user authentication or security of any host, network or
account.
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14.Using any program/script/command, or sending messages of any kind,
with the intent to interfere with, or disable, a user's terminal session, via
any means, locally or via the Internet/Intranet/Extranet.

Email and Communications Activities: Diocesan entities maintain electronic mail systems.
These systems are provided by the Diocesan entity to assist in conducting business within the
Diocese.

1. Any form of harassment via email, telephone or paging, whether through language, frequency, or
size of messages is not allowed.

2. Unauthorized use, or forging, of email header information is not allowed.

3. Solicitation of email for any other email address, other than that of the poster's account, with the
intent to harass or to collect replies is not allowed.

4. Posting the same or similar non-business-related messages to large numbers of newsgroups
(newsgroup spam) is not allowed.

5. The electronic mail system hardware is the property of the Diocesan entity. Additionally, all
messages composed, sent or received on the electronic mail system are and remain the property of
the Diocesan entity. The Diocese, through the appropriate authority, reserves the right to review,
audit, intercept, and access all messages created, received or sent over the electronic mail system
for any purpose.

6. The e-mail system was created to facilitate operations of the Diocesan entity. It should be used
primarily for business purposes, and only incidentally for personal use. Likewise, personal e-mail
through such networks as AOL, Yahoo, Gmail, should be accessed on a limited basis.

7. The electronic mail system may not be used to solicit or proselytize for commercial ventures,
political causes, outside organizations or other non-job related solicitations.

8. The electronic mail system is not to be used to create any offensive or disruptive messages.
Among those which are considered offensive are any messages which contain sexual
implications, racial slurs, gender-specific comments, or any other comment that offensively
addresses someone’s age, sexual orientation, religious or political beliefs, national origin or

disability.

9. The confidentiality of any message should not be assumed. Even when a message is erased, it is
still possible to retrieve and read that message. Further, the use of passwords for security does not
guarantee confidentiality.

10. Notwithstanding the Diocese’s right to retrieve and read any electronic mail messages, such
messages should be treated as confidential by other authorized users and accessed only by the
intended recipient. Authorized users are not authorized to retrieve or read any e-mail messages
that are not sent to them.

11. Authorized users shall not use a code, access a file, or retrieve any stored information, unless
authorized to do so. Authorized users should not attempt to gain access to another authorized

user’s messages without the latter’s permission.

12. All authorized users should perform routine maintenance of their mailboxes and delete messages
they are no longer using.
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13. The appropriate authority should be notified if a user becomes aware of e-mails which violate this
policy.

10.0 How to Comply With The Children's Online Privacy Protection Rule In order to provide
interactive service, Diocesan entities might collect personally-identifiable information from the
users the website. If such information is collected, the user will be informed about this practice.
Additionally, if a website is directed to children or if a general audience website collects personal
information from children, the Diocesan entity must comply with the Diocese of Orlando on-line
privacy policy. The privacy policy is posted on the Diocese of Orlando website,
http://www.orlandodiocese.org/outreach/child_youth/online_policy.html.
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WRONGFUL CONDUCT LETTER
The Diocesan Office of Schools has requested that this letter be placed in the Parent/Student Handbook.
Dear Parents:

Over the years, the Diocese of Orlando and the Office of Schools have taken steps to ensure the safety of
your children. We continually review the measures we have in place to protect your children, and we often ask for
your support in implementing new measures and procedures designed to make our schools a safe haven for your
children.

To this we hope you will share the following with your children to help us ensure that wrongful conduct
does not occur in our schools. The intent of this letter is not to alarm you, but rather to help all of us understand the
limits of proper conduct we expect in our schools. While we hope never to have these problems in our schools, we
want it clearly understood that the Diocese does not condone or authorize its employees, volunteers, coaches, or
students to engage in any of the following activities:

1. Threatening or causing personal harm or injury

2. Threatening or causing damage to the Academy or Diocesan property

3. Providing medical advice

4. Conducting physical examinations of or providing shots to students other than school-sponsored or
sanctioned exams for scoliosis, vision, hearing, athletic fitness, diabetic treatments, or other medical
treatments, all of which require written permission from a parent or guardian)

5. Administering drugs, including any over the counter medication, in the absence of express written
permission from a parent or guardian per Diocesan policy

6. Providing massages or other physical therapy

7. Taking blood samples or performing any other medical procedure

8. Examining the genitalia of any student, for any reason

9. Touching an individual inappropriately

10. Smoking, or encouraging smoking, on Academy property

11. Asking a student to undress or observing a student while he or she is changing clothes at school or a

sporting event, other than necessary supervision in a locker or approved changing area. Denigrating or
abusing any child, volunteer, or employee. We also ask you, as parents, to help us identify these and any
other inappropriate activities that take place in our schools. Please report them immediately to the
Principal or the Office of Schools.

Similarly, if your child observes or experiences these or similar activities, he or she should feel comfortable
telling you, the Principal, or the Office of Schools. Our experience and that of experts, particularly in the
area of Academy violence, is that tell-tale signs (e.g., severe mood changes, emotional outbursts or
irrational conduct, fascination with guns or incidents of violence, indirect and direct threats) usually exist
before the actual violent act occurs.

Early intervention, therefore, is the key to avoiding a tragic situation. We cannot possibly identify all the
improper conduct that might occur, but we ask you as parents to use your common sense and report
anything that you believe is inappropriate. Your cooperation in enforcing these guidelines is greatly
appreciated.

Working together, we can continue to provide your children a caring, loving environment, and
the best Catholic education. Please call me if you have any questions or concerns about this letter.

Sincerelv vours in Christ.
Of%m

Lana Swartzwelder
Principal
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