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POLICIES 

 

Accreditation 
All teachers are certified by the Kansas Department of Education and St. Mary’s Catholic School 
is fully accredited by the State of Kansas.  In addition, this school is evaluated by the Catholic 
School Office. 
 
Admission 
By state law, a child must be at least 5 years of age on or before August 31 in order to enter 
Kindergarten.  A certified state birth certificate must be presented at enrollment.  In order to be 
admitted, a child must be fully potty trained.  In accordance with Kansas Statute 72-5209, the 
Kansas Certificate of Immunization form must be filled out and submitted to school authorities 
prior to admission.  Students may be excluded from class until required immunizations are 
completed.  In accordance with Kansas law, each student 8 years of age and younger entering a 
school in Kansas for the first time must submit the results of a health assessment performed by 
a qualified healthcare provider.  Parents also fill out registration, health/emergency, and other 
forms at enrollment.  All admissions are subject to approval by the pastor. 
St. Mary’s Catholic School will comply with and enforce Diocesan policy #400 as stated below: 
Catholic schools welcome students of all abilities.  However, the range of services available will 
vary according to each school’s resources.  Decisions concerning admissions and continued 
enrollment of a student in a parochial school are based upon the student’s emotional, academic 
and physical abilities, as well as the resources available to the particular school in meeting the 
student’s needs. 
All  students are accepted on a conditional basis for the first semester. 
 
Adult Registered Sex Offenders in Catholic Schools 
St. Mary’s Catholic School will comply with and enforce Diocesan policy #416 as stated below: 
 

A parent or guardian must contact the principal and parish pastor of an elementary school or 

the principal and president of a high school if he/she or any adult or youth living in his/her 

home is listed on the National Sex Offender Public Registry.  

An offender must meet with the principal and parish pastor or high school president to discuss 

applicable restrictions prior to the offender being on school property, participating in school 

events, or the first day of school.   

Any individual who is listed on the National Sex Offender Public Registry is prohibited from 

volunteering with or being employed by the school.   

An offender must be accompanied to school events by an adult approved or appointed by the 

school, which may include a family member. This adult must be VIRTUS certified, meet the 

offender at his/her car, supervise the offender during the event, and walk back to the car with 

him/her. This adult must ensure that the offender does not interact alone with any children.   An 

offender may be allowed to attend school events when children are not present.  This must be 

scheduled in advance by contacting the principal. 
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If an offender is the only person available to transport his/her child to and from school, the 

offender will have a restricted time and place, must remain in his/her car, and must avoid 

communicating with any youth who is not his/her child.  Principals, pastors, and high school 

presidents may inform school staff and parents of an offender’s status as necessary, keeping in 

mind the guideline that another’s name should not be harmed unnecessarily.  Refusal to abide 

by this policy could lead to appropriate action being taken, including the request not to be 

allowed on school property. 

*In an effort to communicate the requirement of a registered sex offender to self-report, each   

Catholic School will add to the enrollment form the following:   

“If you, your spouse or any adult or youth living in your home is listed on the National Sex 
Offender Public Registry, you and/or the offender are required to contact the principal, pastor, 
or high school president prior to the offender being on school property, participating in school 
events, or the first day of school. “  
 
Altar Servers 
After training, 5th and 6th (and 4th in the Spring) grade students who are Catholic will serve at 
daily Mass as assigned by the pastor and their teacher.  This may include serving at funeral 
Masses during school hours as well as going to the cemetery as requested by the pastor.  On 
days that students are scheduled to serve, they are to arrive at school at 7:30 so they have 
enough time to prepare for the day before heading over to the church at 7:45. If they are not at 
school in time to prepare, another student will have to take their place to serve. 
Please realize that in order to serve on the altar, servers must be in a state of grace so they can 
receive Jesus worthily in the Holy Eucharist.  This means that servers need to have attended 
Mass on Sundays and Days of Obligation faithfully.  PLEASE do your part in helping them fulfill 
that obligation. 
 
 

Animals 
For the health and safety of all students, St. Mary’s and the State of Kansas impose strict 
guidelines on the types of animals allowed in school settings.  No pets are allowed inside the 
school building.  Any animal, insect or other pet brought for show and tell must be kept outside.  
Only the parent and their child(ren) will be allowed to handle the pet.  For the safety of all, 
please do not send glass containers.  Permission is required from the teacher in advance. 
 
 

Arrival 
It is of great importance that students arrive at school on time and leave in a timely manner.  
Students are not to arrive unattended at school before 7:30 a.m. as the doors are locked until 
that time.  Students must enter through the front (east) doors.  If you arrive before 7:30 a.m., 
please stay to supervise your child until doors are opened for the day and they enter the 
building. Class begins at 7:50 a.m.  Students must be in their classroom at that time.  Any 
student who arrives after 7:50 a.m. must check in through the office and will be counted tardy 
for the day. 
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Attendance 
Attendance is a very important factor affecting a child’s achievement in school.  Excessive 
tardies and absences seriously disrupt not only the student’s progress, but the progress of the 
entire class as well.  It is the responsibility of the parent and the student to keep absences and 
tardies to a minimum.   Any student who arrives 90 minutes late, leaves 90 minutes early, or 
misses 90 minutes during the day (excluding lunch period) is considered absent for one-half day. 
Parents must call the school office by 8AM to report their child’s absence for that day. 
  
St. Mary’s Catholic School will comply with and enforce Diocesan policy #406 as stated below: 

To obtain the maximum benefit from a Catholic school education, students need to be in 
school every day.  Being absent for such reasons as vacations, sporting events, school 
activities where the student is not a participant, shopping, babysitting, or travel is not 
acceptable, and parents should not ask for their children to be excused for such reasons. 
The school shall take attendance daily and maintain a record of all absences and 
tardiness.  Parents should contact the school prior to an absence or tardy and request 
that their child be excused that day.  The school should try to determine the reason for 
any absence on the day of the absence, and keep a record of attendance until the close 
of the school year.  When a student has missed more than five sessions of any class in a 
semester, the student may be required to make-up work after school, on Saturdays, or 
in an approved summer school program before credit is awarded.  When a student has 
missed more than ten sessions of any class in a semester or twenty in a year, the 
school will require the time to be made up, at parent cost, in a program approved by 
the school, and may retain the student in the same grade if lack of progress so 
indicates.  There are students whose chronic health condition or other education needs 
makes regular attendance difficult.  Such needs are to be substantiated in a Health Plan 
or Learning Plan, and the attendance requirement may be adjusted accordingly. 

 
Automated Messaging System (School Messenger) 
The school subscribes to an automated messaging system.  This system will call or text staff and 
parents with messages such as school cancellations, special notices, reminders, etc. 
 
 
Behavior 
The behavior expected from students is a combination of Christian virtue and safety 
considerations.  The following are examples of expected behaviors, however, this list is not 
meant to be all-inclusive: 
Infractions of these rules are relatively minor and will be dealt with using discipline notes that 
are sent home to parents: 

1.​ Reverent behavior is expected in all liturgical celebrations. 
2.​ Respect must be shown to everyone every day. 
3.​ All school property is to be treated with proper care. 
4.​ No offensive language or gestures. 
5.​ Assigned work is to be turned in on time. 
6.​ The school dress code is to be followed. 
7.​ No disruptive behavior in classrooms, hallways, at lunch, or before/after school. 
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These behaviors will be considered more severe, and the Principal and parents may become 
involved as needed.  Discipline notes may or may not be used in these circumstances based on 
severity: 

1.​ Vandalism 
2.​ Theft 
3.​ Cheating or plagiarism 
4.​ Threatening behavior or fighting 
5.​ Bullying/harassing behavior 
6.​ Behavior which warrants removal from class 
7.​ Excessively offensive/disrespectful language 
8.​ Violations of acceptable use technology policy 

 
 
Birthday Treats 
Parents must coordinate birthday treats in advance with the classroom teacher.  These should 
be a treat, not a party.  Please do not send treats (including drinks) that need to be stored in a 
refrigerator or freezer.   
 
 
Books 
The books issued to students are their responsibility.  There is to be no writing in the books and 
no pages turned down.  Any repair should be checked with the teacher first so that it is done 
properly.  Parents must pay for loss of or damage to books (including library books). 
 
 
Cancellation of School 
On any occasion for which school will be cancelled, the school’s automated messaging system 
(School Messenger) will inform all families.  In addition, in case of inclement weather, tune to 
the local television and radio stations listed below and follow instruction for Ft. Scott U-234 
school district.  If U-234 is cancelled, St. Mary’s will be as well. Cancellations will also be posted 
on our school Facebook page.  
 

Radio:   KMDO​ 1600 AM​ ​ Television:​ Channel 7 /Pittsburg 

​       KOMB​ 103.9 FM 

 
 
Cell Phones & Other Electronic Devices 
Students may not use cellular phones, pagers, iPods, iPads, Kindles or other electronic devices 
at school.  The only exception is if a parent wants their child to have a cell phone in case of an 
emergency before or after school.  The phone must be kept in their backpack or locker and not 
used during school hours.  If students are caught using a cell phone at school, it will be 
confiscated and a parent or guardian must come to the office to get it. The student will receive a 
demerit for unauthorized use of a cell phone. St. Mary’s Catholic School is not responsible for 
any damage to personal electronic devices.  
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Check-In & Check-Out 
St. Mary’s students may be checked in or out during school hours only to their 
parents/guardians or adults authorized in writing.  Parents need to let the office know in 
advance that the student will be leaving and, if not themselves, who will be picking up the 
student. 
 
 
Church Attendance 
It is expected that all parish families of St. Mary’s Catholic School will attend Holy Mass on 
Sundays and Holy Days of Obligation to help fulfill their commitment to stewardship.  Students 
in grades 1-6 will attend 8:00 a.m. daily Mass on Wednesdays, Thursdays, and Fridays.  
Kindergarten students will attend daily Mass on Thursdays or Fridays starting in early late 
September/early October. 
 
 
Confession 
Catholic students will receive the sacrament of Reconciliation once a month after they have 
received this sacrament for the first time. Students are also able to go to confession before daily 
Mass between 7:30-7:45AM. They just need to request to do so. 
 
 
Conflict Resolution 
In accordance with diocesan policy, parents must contact the teacher first with any question, 
possible misunderstanding, or complaint.  If the concern has not been resolved, then parents 
may contact the principal.  The pastor may then be consulted in cases of serious concern. 
 

 
 
Contacting Teachers 
Parents may call the school office to leave a message for a teacher.  The teacher will return the 
call as soon as possible.  Teachers are available to meet with parents after school (with advance 
notice) or any other time the teacher has designated.  Parents should not try to conference with 
teachers during class time or right before class begins as they are normally busy giving 
instructions to students.  Teachers may also be contacted by e-mail (e-mail addresses given at 
open house).  Teachers will hold formal conferences with parents twice a year. 
 
 
Daily Schedule 
School hours are 7:50 a.m. to 3:20 p.m.  School office hours are 7:00 a.m. to 3:30 p.m. 
 
 
Deliveries  
The school does not accept gifts (flowers, balloons, candy, etc.) for students for any occasion. 
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Diocesan Handbook of School Policies 
St. Mary’s Catholic School is bound by, and adheres to, the Diocesan Handbook of School 
Policies.  The handbook is available on the diocesan website at CDOWK.org. 
 
 
DIOCESAN CATHOLIC SCHOOL MISSION 
Together with the family, the parish, and each other, we will FORM EACH STUDENT INTO A 
DISCIPLE OF JESUS CHRIST who seeks the Truth, grows to love It, and learns to live It. 

CORE VALUES 
UNITY – “That they all may be one.” (John 17:21)  United as one family with our bishop, 
Catholic schools are at the service of the family, the parish, and the common good.  
Grounded in charity, we honor the dignity of every human person with respect for all 
life; for family and community; for peoples of all cultures, and especially for the most 
vulnerable.  “Let no one have contempt for your youth; but set an example for those 
who believe in speech, conduct, love, faith, and purity.” (1 Timothy 5:12) 
FAITHFULNESS – “Remain faithful to what you have learned…” (2 Timothy 3:14)  Loyal 
to the teachings of Jesus Christ as taught in our Catholic faith, we believe that the 
formation of disciples is our first purpose, our critical function, and our ultimate 
measuring stick.  Trusting in God, we have a relentless passion for finding the best way 
to provide Catholic education, moving forward alone, if necessary.  “Stir into flame the 
gift of God which you have.” (2 Timothy 1:6) 
STEWARDSHIP –   “Place your gifts at the service of one another.” (1 Peter 4:10) The 
grateful response of a Christian disciple who recognizes and receives God’s gifts and 
shares these gifts in love of God and neighbor.  “Guard this rich trust…” (2 Timothy 
1:14) 
SCHOLARSHIP –   “For everyone to whom much is given, of him shall much be 
required.” (Luke 12:48)  As disciples of Jesus, the Divine Teacher, we will infuse virtue 
into instruction and activity so that our students will be respectful and courageous 
scholars who use their knowledge and gifts for the glory of God and in service to 
humanity.  “Be steadfast and persevering…” (1 Corinthians 15:58) 

 
 
 
Discipline 
At St. Mary’s Catholic School, we believe discipline is essential for the formation of the whole 

child and the development of a fully committed disciple of Christ. Students are expected to 

reflect our Catholic faith in their behavior, accept responsibility for their actions, and treat 

others with dignity and respect. 

Discipline is not merely punitive but formative — guiding students toward self-governance 

rooted in virtue. While children first learn appropriate behavior from external guidance, they 

are gradually led to internalize those behaviors as they grow in maturity and faith. 
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This discipline policy applies to students and parents/guardians during school hours, 

school-sponsored events, and in all circumstances where conduct reflects upon the school or 

contradicts Catholic values — including behavior in the broader community or online. 

Catholic Virtues and Student Conduct 
Charity – Show compassion, love, and kindness toward others.​
Respect – Honor the dignity of all people — peers, staff, and self.​
Responsibility – Take ownership of words, actions, and academic obligations.​
Obedience – Follow rules and the direction of those in authority with humility.​
Self-Control – Manage emotions and actions; think before speaking or acting.​
Justice – Be fair, make things right when harm is caused.​
Fortitude – Do what is right, even when it is difficult.​
Honesty – Speak and act truthfully in all situations. 

Disciplinary Procedures  
Teachers handle most disciplinary matters in their classrooms. When behaviors become 

persistent, dangerous, or more serious in nature, referrals are made to the principal for further 

action.​
Note: The school reserves the right to search any item brought onto school property and to 

discipline any conduct that is inappropriate, harmful to the school community, or contrary to 

Catholic teachings. 

Discipline Levels and Consequences 
Level One Infractions – Minor Disruptions / Inappropriate Behavior 
Examples include:​
- Inappropriate hallway behavior – loud voices, horseplay​
- Pushing, kicking, or taunting classmates​
- Repeated tardiness / unpreparedness​
- Minor classroom disruptions / horseplay​
- Not returning signed forms, tests, or assignments​
 

Virtues Emphasized: Self-Control, Responsibility, Respect​
Possible Consequences:​
- Verbal warning or redirection​
- Loss of classroom privileges​
- Teacher-assigned reflection or apology​
- Parent contact (if behavior continues)​
- Behavior documentation 

Level Two Infractions – Defiance / Disrespect / Repeated Misconduct 
Examples include:​
- Insubordination or defiance​
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- Disrespect (verbal or written) toward school personnel​
- Lying ​
- Cheating ​
- Bullying or harassment​
- Vandalism or misuse of school property​
- Inappropriate language​
- Misuse of internet/technology​
- Invading another student’s privacy​
- Inappropriate behavior in lunchroom​
- Leaving class or school grounds without permission 

Virtues Emphasized: Obedience, Honesty, Justice, Charity​
Possible Consequences:​
- Parent contact​
- After-school detention​
- Loss of privileges (field trips, activities)​
- Service to the school​
- Behavior contract​
- In-school or out-of-school suspension (1–3 days)​
- Referral to principal 

Level Three Infractions – Major Offenses / Threats to Safety or Morality 
Examples include:​
- Physical assault or threats of violence​
- Obscene gestures or language directed at others​
- Possession of weapons or dangerous objects​
- Theft​
- Repeated or extreme bullying or harassment​
- Any behavior that brings disrepute to the school or Church​
​
Virtues Emphasized: Justice, Fortitude, Responsibility, Respect​
Consequences:​
- Immediate referral to principal​
- Parent notification​
- Out-of-school suspension (1–3 days)​
- Notification of law enforcement (if applicable)​
- Recommendation for expulsion (following diocesan policy)​
- Development of a behavior intervention plan (if returning to school) 

Restorative and Virtue-Based Practices 
At St. Mary’s, consequences are paired with opportunities for growth. Students may be asked 

to:​
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- Write a reflection connecting their actions to specific virtues​
- Participate in restorative conversations or conflict resolution​
- Complete acts of service to repair harm​
- Meet with a staff mentor for spiritual guidance​
- Engage in prayer or participate in classroom spiritual practices 

Parent/Guardian Partnership 
Parents and guardians are expected to support school discipline policies and model respectful 

behavior in interactions with school staff and students. Disrespectful conduct from parents 

(including online behavior) may result in limited access to school events or administrative 

intervention. 

Final Notes 
- The principal and pastor reserves the right to adjust disciplinary actions depending on the 

circumstances.​
- Discipline decisions are made with compassion, consistency, and the ultimate goal of helping 

students grow into faithful, responsible citizens and disciples of Christ. 

 
Dismissal 
Dismissal is at 3:20 p.m.  To help dismissal run more smoothly, families will be separated by last 
name into the following locations:  

●​ Families with last names A–G: 

Please pick up students at the front East school doors. 

●​ Families with last names H–N: 

                 Please pick up students at the South side school doors.  

●​ Families with last names O–Z: 

Please pick up students at the back West dismissal doors. 

Important Changes 

●​ All parents/guardians must park their vehicle and walk to the assigned doors to meet 
their child(ren). 

●​ Students will not be released to walk across streets or parking areas alone. 

●​ Parents or guardians must get out of their vehicle and come directly to the doors to 
pick up their child(ren). 
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Parking Information 

1)​ Back West Doors: 

You may park in the west parking lot or in the church parking lot. 

2)​ Front East and South Side Doors: 

You may park in the school parking spaces in front of the building, along the side 
street, or in the church parking lot. 

Dress Code 

We will continue to use Bids & Dibs for our uniform tops; however, they will no longer be 
ordering uniform bottoms. Please check with Bids & Dibs to see what uniform bottoms they 
currently have in stock and purchase from their remaining inventory. Moving forward, uniform 
pants and shorts should be flat-front khaki in the same shade of khaki we currently use. These 
may be purchased from retailers such as The Children’s Place, Walmart, or JCPenney. 

We have also partnered with Tommy Hilfiger Schoolwear as an additional uniform provider. 
Tommy Hilfiger offers: 

●​ Uniform tops for both boys and girls 
●​ Girls’ jumpers and skorts 
●​ Uniform bottoms that meet our guidelines 

Please note that current uniforms are still approved and may continue to be worn. There is no 
requirement to replace existing uniform items.  

●​ Uniform Swap - The school has used uniforms that anyone can go through and use for their 
school uniforms. Please contact the school for more information.  

●​ Parents will be called to bring proper clothing if their child does not wear an authorized 
uniform. 

●​ Students may wear Spirit wear/Themed shirts every Friday.                                                                                       
●​ Uniforms include socks -  white, black, gray or navy.  Socks may have markings, but ONLY in 

those colors. 
●​ Belts, if worn, must be solid navy, white, black or brown. 
●​ Students must wear tennis shoes at all times.  Shoes that light-up and boots are not 

allowed. 
●​ Students may wear shorts: 

*In March, students may only wear shorts after Spring Break. 
 

                                                

                Aug                 Sept                  Oct                   March              Apr                  May        ​  
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●​ Students may not wear shorts: 
    

                          

      Nov               Dec                  Jan                     Feb 
 

●​ *During these months, girls must wear white or navy tights or leggings with their scooter.  
NO KNEE SOCKS.  Tights/leggings must connect with the socks, covering ankles entirely. 

●​ Girls’ scooters must come no higher than 2 inches above the knee. 
●​ Jackets or coats may not be worn in the classroom unless they are St. Mary’s zip-hooded 

sweatshirts.   
●​ Long-sleeved tee shirts may not be worn under short-sleeved shirts.  Undershirts must be 

solid white and must fit under the uniform shirt sleeves. 
●​ Clothes must be neat, clean and free of holes and must fit properly.  Badly faded or 

discolored clothing may not be worn.  Discretion concerning proper length and fit should be 
used at all times.  The school will notify parents of any violations.   

●​ Hair must be neat, clean, natural color and modestly styled.  Hair should be out of the eyes 
and patterns and designs shaved into hair will not be allowed.  Boys’ hair must be evenly 
trimmed so as to be above the shirt collar.  Hair accessories may be worn as long as they are 
not distracting to other students and are uniform colors.  No hats, scarves or feathers 
(including large or distracting headbands) may be worn.   

●​ The wearing of jewelry is highly discouraged for safety reasons.  For girls, only stud earrings 
will be permitted, i.e. no hoops or dangling earrings.  Earrings must not be below the 
earlobe.  Necklaces may be worn underneath shirts.  No chokers allowed. Bracelets are not 
allowed unless they are given to the student at school by a staff member.  Watches may be 
worn unless they become a disturbance or distraction.  Parents will be notified of any 
problems.  

●​ Fake nails and lip gloss are not allowed. 
●​ No visible temporary tattoos or stamps allowed. 
**Best Practice:  If you are not sure about something concerning the dress code, please call the 
school for clarification beforehand.   
 

Drills – Fire, Tornado and Lock-Down 
St. Mary’s Catholic School follows the state requirements for fire and tornado drills.  Intruder 
drills will be held throughout the year (they will not be referred to as Intruder drills within our 
primary grades.) 
 
 
 

E-Mail 
Parents may contact teachers or office staff through school e-mail.  All e-mail addresses have 
the same setup:  firstname.lastname@stmarysfs.com 
(For example, whitney.dauben@stmarysfs.com) 
 

 
Emergencies 
If you have an emergency and need to pick up your child, please notify the school office in 
advance, if possible.  All efforts will be made to have your child and their belongings ready and 
waiting in the office.  All students must be checked out through the office by an authorized 
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person.  If you are unable to reach anyone by phone, come to the front entrance.  If the office 
staff is not available, follow the directions posted by the entry wall phone. 
 

 

Emergency Safety Intervention (ESI) Policy 

The Catholic Diocese of Wichita is committed to limiting the use of Emergency Safety 

Interventions (“ESI”), such as seclusion and restraint, with all students.  Seclusion and restraint 

shall be used only when a student's conduct necessitates the use of an emergency safety 

intervention as defined below.  The CSO encourages all employees to utilize other behavioral 

management tools, including prevention techniques, de-escalation techniques, and positive 

behavioral intervention strategies.   

This policy shall be made available on the schools website with links to the policy available on 

any individual school pages.  In addition, this policy shall be included in at least one of the 

following: each school’s code of conduct, school safety plan, or student handbook. 

A. Definitions:   

“Emergency Safety Intervention” is the use of seclusion or physical restraint when a student 

presents an immediate danger to self or others.  Violent action that is destructive of property or 

presents an immediate danger to self or others may necessitate the use of Emergency Safety 

Interventions (ESI), the seclusion or physical restraint of a student.       ESI should be rarely, if 

ever, necessary. 

For this policy, in accordance with K.A.R. 91-42-2, seclusion occurs if three criteria are met:  the 

student is (1) placed in an enclosed area by school personnel, (2) purposefully isolated from 

adults and peers (3) prevented from leaving, or reasonably believes that the student will be 

prevented from leaving, the enclosed area.  For purposes of this policy, seclusion does not 

include in-school suspension or detentions. 

  For this policy, in accordance with K.A.R. 91-42-2, restraint can be chemical, mechanical or 

physical.  Chemical restraint means the use of medication to control a student’s violent physical 

behavior or restrict a student’s freedom of movement.  Chemical restraint is prohibited in 

diocesan schools.  Mechanical restraint means any device or object used to limit a student’s 

movement.  Mechanical restraint is prohibited unless ordered in writing by a person 

appropriately licensed to issue the order for the device for a specific student.  Physical restraint 

means bodily force used to substantially limit a student’s movement.  Physical restraint should 

always be a last resort and should never be used as a punishment or discipline, as a means of 

coercion or retaliation, or as a convenience.   Physical restraint that obstructs the airway of the 

student or impacts their primary mode of communication is prohibited. For the purpose of this 

policy, physical restraint does not include stopping a fleeing child or escorting a student from 

the classroom. 

B. Training: All schools must provide and document training to school personnel who may need 

to use ESI.  Training must address prevention techniques, de-escalation techniques, and positive 

behavior intervention strategies. Each school building shall maintain documentation regarding 

the training that was provided and a list of participants.  
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C. Notification:  When ESI is used with a student, the parent must be notified as quickly as 

possible.   Anytime an ESI is used with a student it must be documented and include: the date 

and time of the intervention, type of intervention (Seclusion or restraint), length of time (in 

minutes) the intervention was used, and the name of school personnel who participated in or 

supervised the intervention.  Schools must complete the diocesan incident report and turn it in 

to the Catholic School Office within 24 hours of the incident.   

 
Parent Notification  
After the first ESI incident*, send printed copies to the parent no later than the day after the 
event including the following information:  
 Documentation of the ESI incident  
 A copy of the standards of when an ESI can be used (you could use the district’s ESI policy, the 
template created by KSDE, or the district may create its own)  
 A flyer of parents’ rights under ESI law  
 Information about the parent’s right to file a complaint under the local dispute resolution 
process for ESI  
 Information about the State Board’s administrative review process (this process will be final no 
later than March 1, 2016)  
 Information to assist parents in navigating the dispute resolution process, including contact 
information for Families Together and the Disability Rights Center of Kansas  
 The website address for the page on the school or district’s website where this information can 
be found  
 

*Note: Parents must be contacted the day of the event, notifying them that an ESI occurred 
and this information must be provided by the following school day.  
 
After every incident of ESI following the first incident:  
 Notify the parents on the day the incident occurs. If the parent is unavailable, contact the 
emergency contact listed in the student’s records.  
 Provide documentation of the ESI incident to the parent no later than the day following the 
incident.  
 Provide the complete website address for the page on the school or district’s website where all 
of the ESI documents listed in the previous section are contained.  
 

Required Meeting After Third Incident  
After the Third ESI incident with a student who has an IEP or 504 plan:  
 Convene a meeting of the student’s IEP or 504 team within 10 days of the ESI incident. The 
student must be invited to this meeting. Remember to follow all required notices for IEP team 
meetings. If the IEP or 504 team agrees on a process other than holding a meeting, document 
this decision and process carefully.  
 
 At this meeting discuss: o The ESI incident  
o Whether a Functional Behavior Analysis needs to be conducted  
o Whether a Behavior Intervention Plan (BIP) needs to be conducted or updated  
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D. Reporting Data:  CSO shall report ESI data to the state department of education as required. 

​ E. Dispute Resolution:  If a parent feels the school has violated this policy they may ask 

the pastor to investigate the incident.  The pastor may choose to delegate the investigation to 

Diocesan Superintendent.  The pastor, or his designee, will report their findings to the parent in 

a timely manner. 

 
 
Field Trips 
Field trips are encouraged provided the following guidelines are followed: 

3)​ The field trip shall be a definite learning experience.  
4)​ The student shall be prepared for the observation they will make on the trip.  
5)​ The student shall be given a follow-up assignment, which will help them assimilate the 

knowledge they have gained from the field trip. 
6)​ The student must be current on all work and have no missing assignments for any class. 
7)​ Overnight trips are not allowed. 
8)​ The permission form signed at enrollment will be used for all trips unless the school is 

notified otherwise.   
 
 

 
Gift Exchanges 
There are no gift exchanges among students at school. 
 
Grading Scale 
The following diocesan grading scale will be utilized: 
 

​ ​ ​ ​ ​ ​ 3rd – 6th Grading Scale 
 

A+​ 99-100​​ ​ A​ 94-98​ ​ ​ A-​ 92-93 
B+​ 89-91​ ​ ​ B​ 86-88​ ​ ​ B-​ 83-85 
C+​ 80-82​ ​ ​ C​ 77-79​ ​ ​ C-​ 74-76 
D+​ 71-73​ ​ ​ D​ 68-70​ ​ ​ D-​ 65-67 
​ ​ ​ ​ F​ 64 and below 
​  
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K – 2nd Grading Scale 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

A NOTE ON STANDARDS-BASED GRADE CARD:  

      The purpose of a standard-based report card is to provide detailed feedback regarding your 
child’s progress.  This report card allows you to understand what is expected at this grade level.   
     Your child should have all Meets Standards (MS) to be ready to move on to the next grade 
level.   
     If your child does “A” work consistently they will have a MS. 
     Report cards will be issued quarterly. Parents must pick up report cards from the teachers at 
the conference on the date specified.   If the conference is missed, the grade card will be held 
until the parent has rescheduled and attended a conference with the teacher.  A conference 
may be requested at any time. 
 

 

Gum 
No gum is allowed at school. 
 
 
 

Health/Illness 
In order to prevent the spread of disease, parents must keep children home when they have any 
of these symptoms:  vomiting, chills, fever (100+) or diarrhea.  Children should be free of any of 
these symptoms for at least 48 hours before returning to school.  This means the problem no 
longer exists – without the benefit of symptom-relieving medication.  Students with 
undiagnosed rash, skin lesions, or red eyes with drainage should be kept home until diagnosed 
by a physician or until symptoms have disappeared.  All open wounds MUST be covered at all 
times. 
 

All communicable diseases must be reported to the office immediately.  All State and/or 
doctor’s guidelines will be followed. 
 

If your child is injured or becomes ill at school, temporary care will be given and you will be 
notified.  The student will be in the office until an authorized person comes.  Because of limited 
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Grading Scale 
Meets 

Standard 
MS Student demonstrates a 

thorough understanding of the 
standard and the ability to 

consistently apply it. 
Approaches 

Standard 
AS Student is making steady 

progress towards mastery of 
the standard. 

Academic 
Warning 

AW Student is making little or no 
progress towards meeting the 

standard. 
Not yet 

assessed 
 Blank means this standard has 

not been assessed during this 
nine week period. 



space and personnel, and for the welfare of your child, we request students be picked up 
immediately once the parent has been notified.  
 
Homework 
 

 

Makeup Homework 
 

Student’s missed work will need to be made up in a timely fashion.  Students will be 
given one day for each day missed in order to complete make-up work.  Homework may 
be picked up after lunch on the day of absence or anytime during school hours on the 
following day.  Homework requested in advance will be given, but it is not recommended 
by the school.  We have found that students often end up confused and it is difficult to 
gauge how quickly a class may master the lessons given.  Please note that homework 
given in advance may not include all assignments given during their absence.  Teachers 
need to be given at least a 24-hour notice when requesting homework in advance.   

 
 
 

Information Changes for School Records 
We ask that you be prompt in reporting to us any change of address, phone number, place of 
employment, etc.  This information is part of your child’s school record.  Outdated information 
could have serious consequences if we need to reach you in an emergency.  Please notify us of 
any changes in your child’s health that might necessitate a change in his or her living or eating 
habits. 
 
Invitations 
Invitations may be distributed at school ONLY IF THERE IS AN INVITATION FOR EVERYONE IN THE 
CLASS.  At open house, all parents will have an opportunity to add their names, addresses, and 
phone numbers to a classroom list which will be distributed by the teacher.  This information 
will be given to parents of that particular class only.  Those who do not want to share their 
information will need to sign the declination section of the list. 
 
 

 
 
Lockers and Desks 
The faculty and administration have the right to search lockers and desks since these are school 
property.  This may be done at the discretion of the teacher or administration.  Locks are not 
permitted on lockers. 
 
 

 
Lunch 
Lunch for grades K-6 is a sack lunch program.  It is the parent’s responsibility to provide their 
child with a lunch every day.  Lunch begins at 11:50. and ends at 12:20 p.m.  If your child forgets 
their lunch, the school office will contact you to bring them one. (The office does not keep food 
on hand for student lunches.) Due to safety issues, all gym doors are locked and no one will be 
allowed to enter through the gym any time during school hours.  All visitors (including parents) 
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must check through the school office for entry into the school.  Please bring all lunch deliveries 
to the office before 11:30 a.m.  as the staff will be in the lunchroom after that time.  

 
Each day of the week, there will be catered food that is OPTIONAL for purchase.  If students 
do not desire to eat the catered lunch, they must bring a sack lunch.  The month’s lunch menu 
schedule will be posted ahead of time on the school’s website calendar.  As part of our Wellness 
Policy, no pop or candy are allowed in the lunchroom.  We highly encourage choosing healthy 
alternatives for your child’s lunch.   
 
DRINKS (Milk) will be available for purchase every day.  Students may choose between white 
or chocolate milk for the cost of $.50 each.  All lunches and drinks must be purchased in 
advance on the student’s PowerSchool lunch account.  When lunch funds are low, parents 
should receive an e-mail notification.  Funds must be added to the account at that time or 
provide a sack lunch until funds can be added.  Please notify the school office if you do not 
receive the e-mail notification. 

 

 
MEDICATION 
Due to the fact that we have no school nurse, no prescription medications will be dispensed by 
the school.  Parents are welcome to come and administer medication to the child but may want 
to adjust the medication schedule so it is not due during school hours.   

Over the Counter Medicine: To help support student health and comfort during the school day, 
Children’s Tylenol, ibuprofen, and cough drops may be available in the school office for student 
use when appropriate. 

Parents/guardians will be contacted prior to administering any of these items to a student. 
Verbal or written parental permission must be obtained before any over-the-counter 
medication or cough drop is provided. Medications will only be administered by authorized 
school personnel and in accordance with school policies and procedures. 

***State law allows students in grades K-12 to carry and self-administer emergency medications 
(inhalers and Epipens only) for asthma or allergy under the supervision of school personnel.   
Forms 317-T and 317-U must be completed each year and on file in the school office.  The form 
must be signed by a physician with clear dosage instructions and must accompany the inhaler or 
Epipen. 
 
 
Money 
All money (cash or checks) should be sent in a sealed envelope marked with what the money is 
for and the child’s name.  Payments must be for the exact amount.  Tuition must be paid by the 
parent in the office and not sent with the child. 
 
Non-Custodial Parents 
In the absence of a court order to the contrary, non-custodial parents have the right to see 
academic records and other school-related information.  Non-custodial parents may receive 
copies of any important communication that is sent home with the student.  If there is a court 

18 
 



order specifying there is to be no information given, it is the responsibility of the custodial 
parent to provide the school with an official copy of the court order. 
 
Non-Discrimination Policy 
The Catholic schools of the Diocese of Wichita admit students of any sex, race, color, and 
national or ethnic origin. 
 
Office 
School office hours are 7:00 a.m. to 3:30 p.m. 
 
Parties 
Classes are allowed these three parties a year – All Saints, Christmas, and Valentines Day.  Dates 
for these parties will be listed on the monthly calendar.  The teachers and “Room Mothers” will 
be responsible for coordinating and planning the parties. 
 
 
Policy on Suspected Abuse of Children 
All employees of schools in the Diocese of Wichita and all volunteers who work with children 
are required to read and sign the current “Policy on Suspected Abuse of Children”.  We request 
that all parents read and sign this policy.  Anyone driving for field trips is also required to sign 
the policy.  This policy is for the safety of all our children. 
 
 
Records of Students 
Parents/guardians may see their child’s records and obtain a copy of them upon written request 
to the principal.  The school will attempt to fulfill requests to see records as soon as possible, 
but no later than 45 days after the request.  The principal will provide an explanation of any 
item that is not understood by the requesting party. 

 
Retention 
The following steps will be taken when a student is being considered for retention: 

●​ By December, the classroom teacher will discuss the possible retention with the 
principal. 

●​ After semester scores are recorded, the possibility of retention will be brought to the 
parents’ attention and again after mid-term progress reports. 

●​ The classroom teacher will document remedial efforts to help students by use of an ILP 
(Individual Learning Plan).  Special Education services may be considered through the 
public schools for children who qualify. 

●​ The teacher, parents, and principal in consultation will be involved with the final decision 
concerning retention. 

●​ The school reserves the right, after consultation, to determine appropriate grade 
placements, and all diocesan schools will respect that placement if the student transfers.  
(As per Diocesan Policy #403) 
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Solicitation 
Students may not solicit for money or sell items at school for non-school organizations. 
Use of the telephone by students will be at the discretion of the office staff, and then only for 
emergency purposes. 
 
 
Tardiness 
The tardy bell will ring at 7:50 A.M. each day.  Any student arriving after the tardy bell will  
need to check in through the school office.  Parents should not drop their child off at the  
church or gym.  Students are counted as tardy until 9:30 A.M.  After that time, they are 
considered absent.  Tardies will be excused if an unforeseen circumstance or emergency caused 
the student to be late that morning, or if notification was provided at least the day before as to 
why the student would be late.  If an unforeseen circumstance or emergency caused the 
student to be late, please make sure to contact the office so the teacher can be notified and the 
student will  not be counted tardy.  If the student reaches 5 tardies in one quarter, they will be 
assigned 30 minutes of morning detention, to be served the next Wednesday at 7:15AM in Mrs. 
Dauben’s office.  After 3 unexcused tardies in one quarter, parents will be contacted and a 
meeting will be set between parents/student and Mrs. Dauben to see how the school can help 
get the student to school on time each day. 
 
 
Tuition 
Tuition is due by the 1st of each month and delinquent after the 10th.  Beginning on the 11th, a 
fee of $5.00 per day will be assessed unless other arrangements have been made with the 
priest or principal.  A $10.00 fee will be due for insufficient fund checks returned by the bank.  
There is no refund for holidays or absences.   
 
​ ​ ​
​ Annual Cost​ $9300.00 
​ ​ ​
​ Parish Scholarship​ $5300.00 
​ ​ ​
​ Cost Remaining​ $4000.00​  
 
Uniforms 
Students must wear the approved uniform (refer to Dress Code section).  Parents are asked to 
label St. Mary’s zip-hooded sweatshirts with the student’s name. 
 
 
VIRTUS  (Protecting God’s Children) 
VIRTUS is a program to assist in helping prevent child sexual abuse.  All school employees must 
attend a VIRTUS training and complete monthly training bulletins on-line.  Volunteers, including 
those who drive for field trips, must also attend one of these training sessions and register 
on-line.  We encourage all parents to attend one of these sessions which are set up periodically 
in this area. 
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VISITORS 
For safety and educational reasons during school hours, all visitors (including parents) must 
check in at the office.  PLEASE DO NOT ATTEMPT TO ENTER THE SCHOOL THROUGH ANY 
OTHER DOOR.  Forgotten lunches, books, etc. are to be brought to the office and your child will 
be notified.   
 
Volunteers 
Parents may and are encouraged to help at the school.  Contact the school office or the 
principal if you are interested.  All volunteers will need to complete the VIRTUS training 
program.  Volunteer duties include (but are not limited to) driving to events, making copies, 
reading with students, cleaning in the library and other classrooms, and the lunchroom.  
Volunteer guidelines are available in the school office.   
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Snack Suggestions: 
 
Apple sauce (squeezable package) 
Bagels 
Beef Jerky 
Cheese 
Crackers (many kinds – choose low-fat versions) 
Dried cereals 
Fresh fruits and vegetables (stored appropriately) 
Fruit bars 
Graham crackers 
Granola Bars 
Juices (100% Juice) 
Muffins 
Nuts 
Popcorn (unbuttered or low butter) 
Pretzels 
Raisins 
Rice Cakes 
Trail Mix (w/out candy) 
Yogurt (drinkable) 
 
NO SNACKS NEEDING UTENSILS 
NO CANDY, CHIPS, COOKIES, NUTELLA, LITTLE DEBBIE SNACKS, POP TARTS, RICE KRISPY TREATS,  
DOUGHNUTS 
 
Remember this is a snack, not a meal.  Snacks need to be eaten in less than 10 minutes.  Snacks need to come 
prepared for eating. 
 
 
 
Parent Guide to Healthy Snacks at School and Home 
(Taken from ksde.org) 
 

�​ Create a home environment that encourages healthful eating – have healthful snacks at your child’s 
eye level in the pantry or refrigerator. 

�​ For snacks in packages, look at the “Nutrition Facts” label.  Choose those that have less than 5 grams 
of fat in a serving.  Show your child how to use the serving size on the label as a guide for how much 
to eat.  For example, if the label says the serving size is 8 crackers of ½ cup fruit, show your child 
what these amounts look like. 

�​ Try low-fat versions of milk products, crackers and chips. 
�​ Avoid using food as a reward or punishment. 
�​ Be a good role model by eating healthful. 
�​ Choose cut-up fruits and vegetables as snacks so your family can meet the goal of 5 or more servings 

of fruits and vegetables (combined total) a day. 
�​ Involve your children in planning and shopping for snacks. 
�​ Keep snacking fun.  If children did not like food the first time, continue to offer it – it takes time. 

 
 
 
 
 
 
 
Revised 8/4/21 
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