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St. Cecilia School 
 
 

Mission Statement 
 

St. Cecilia School is a Catholic elementary school of the Archdiocese of San Francisco, whose purpose is to 
develop students who are active Christians, life-long learners, and socially responsible citizens. 
 
 
 

Philosophy Statement 
 

St. Cecilia School is a Catholic elementary school dedicated to the religious, academic, social, 
psychological, cultural, and physical development of each individual.  St. Cecilia School is committed to 
providing instruction and opportunities in a Catholic community of faith which will lead the children to 
pray, to serve and respect others, and to make Christian choices. 
 
Parents, as primary educators, and teachers, as facilitators of learning, work together to provide a quality 
education that assists students in developing their unique capabilities and prepares them to become 
responsible citizens. 
 
Students develop intellectually by participating in age-appropriate and meaningful activities.  As life-long 
learners, students develop the skills of effective communication and problem solving to help them face the 
challenges of the future. 
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St. Cecilia School 
Schoolwide Learning Expectations 

 
 

Graduates of St. Cecilia School are: 
 
Active Christians who: 
¥ experience a relationship with God which includes a personal and communal prayer life 
¥ celebrate the weekly Eucharist as the center of their lives 
¥ make moral decisions in the light of Gospel values 
¥ possess a knowledge and understanding of Scripture, tradition, history, and basic teachings of the 

Church 
¥ participate in service to the Church, to family, and to local communities 
¥ demonstrate tolerance, respect, and compassion for others 
 
Life-long learners who: 
¥ think critically and creatively 
¥ demonstrate a strong academic foundation 
¥ demonstrate curiosity and enthusiasm for learning 
¥ use technology responsibly for learning, communication, and enjoyment 
¥ demonstrate a creative spirit through art, music, and movement 
 
Socially responsible citizens who: 
¥ demonstrate civic responsibility 
¥ express awareness of global, national, and local situations 
¥ share their abundance with those who are less fortunate 
¥ respect the environment and their role as stewards of the planet 
¥ exhibit an understanding of what contributes to good physical and mental health 
 
Effective communicators who: 
¥ express written thoughts clearly, using correct grammar and mechanics 
¥ express personal opinions respectfully and work cooperatively with others 
¥ speak clearly and confidently 
¥ exhibit listening skills 
 
Problem solvers who: 
¥ utilize research skills 
¥ plan, set, and work effectively toward goals 
¥ solve a problem in different ways 
¥ compromise and negotiate with others 
¥ evaluate themselves realistically 
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FACULTY AND STAFF  
415-731-8400 

 
Sister Marilyn Miller, Principal   mmiller@stceciliaschool.org  ext. 111 
Mrs. Marian Connelly, Vice-Principal mconnelly@stceciliaschool.org ext. 122 
Miss Kathy Kays, Vice-Principal  kkays@stceciliaschool.org  ext. 114   
 
Mrs. Teri Watters    Morning Kindergarten 
 twatters@stceciliaschool.org  ext. 107  
 
Mrs. Eileen Donohoe   Afternoon Kindergarten 
 edonohoe@stceciliaschool.org  ext. 137 
 
Ms. Mary Radanovich   Grade 1 Room 4 
 mradanovich@stceciliaschool.org  ext. 104 
 
Mrs. Sue Holland     Grade 1 Room 8 
 sholland@stceciliaschool.org  ext. 108 
 
Sister Margaret Kinzie     Grade 2 Room 1 
 mkinzie@stceciliaschool.org  ext. 101 
 
Mrs. Sharon Shea     Grade 2 Room 3 
 sshea@stceciliaschool.org   ext. 103 
 
Miss Carolyn Daley     Grade 3 Room 2 
 cdaley@stceciliaschool.org  ext. 102 
 
Ms. Deborah Denehy     Grade 3 Room 9 
 ddenehy@stceciliaschool.org  ext. 109 
 
Ms. Stephanie Santy     Grade 4 Room 17 
All subjects except Science 
 ssanty@stceciliaschool.org  ext. 117 
 
Mrs. Allie Holtshouser   Grade 4 Room 20 
All subjects except Social Studies 
 aholtshouser@stceciliaschool.org  ext. 120 
 
Mr. Darin Fong    Grade 5 Room 18 
All subjects except Social Studies 
 dfong@stceciliaschool.org   ext. 118 
 
Mr. Chris Watters   Grade 5 Room 19 
All subjects except Science 
 cwatters@stceciliaschool.org   ext. 119 
 
Mrs. Chris Gonzalez   Grade 6 Room 16 
All subjects except Math, Science 
 cgonzalez@stceciliaschool.org  ext. 116 
 
Mrs. Marian Connelly   Grade 6 Room 22  
All subjects except English, Social Studies 
 mconnelly@stceciliaschool.org  ext. 122 
 
Mrs. Denise Malmquist-Little  Grade 7 Room 23 
Religion 7, Science 7, Math 8, Art 7, Computer 7  

dlittle@stceciliaschool.org   ext. 123 
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Mrs. Sheila Truesdell   Grade 7 Room 24 
Religion 7, Literature 7, English 7, Art 7, Computer 7 
 struesdell@stceciliaschool.org  ext. 124 
 
Miss Kathy Kays    Grade 8 Room 14 
Religion 8, Science 8, Math 7, Art 8, Computer 8  

kkays@stceciliaschool.org   ext. 114 
 

Mrs. Beth Fergus    Grade 8 Room 15 
Religion 8, Literature 8,  English 8, Art 8, Computer 8 

bfergus@stceciliaschool.org  ext. 115 
  

Mr. Adam Vincent 
Social Studies Grades 7-8, Computer 7-8, Art 5-6 
 avincent@stceciliaschool.org  ext. 125 
 
Gene Ide    Technology Coordinator 
 gide@stceciliaschool.org   ext. 106 
 
Sister Catherine Nessi   Plant Manager 
      ext. 105 
 
Ms. Cecilia Cardenas   Classroom Music Teacher 
  
Ms. Anne Sculley    Science Resource Teacher 
 asculley@stceciliaschool.org 
 
Miss Mary McManus   School Counselor 
 mmcmaus@stceciliaschool.org  ext. 202 
 
Sister Ann Gilchrist   School Psychologist/ Administrative Assistant 

agilchrist@stceciliaschool.org  415-664-8450 
 
Ms. Maria Pevzner   Learning Specialist Grades K-5 

mpevzner@stceciliaschool.org   415-681-5284 
 

Ms. Katy Porter    Drama Club Director 
 
Mrs. Laura Wallace    Librarian 
      ext. 110  
      
Mrs. Geri OÕMahoney   Physical Education 
 
Mrs. Karen Carberry   Secretary 
 kcarberry@stceciliaschool.org  ext. 113 
    
Mrs. Karen Colen    Receptionist 
 kcolen@stceciliaschool.org  ext. 112 
 
Mrs. Lily Angeloupolos   Alumni Director 
 langeloupolos@stceciliaschool.org 
 
Mr. Raul Ponce    Custodian 
 
Mr. Jose Robles    Custodian 
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Aides  

Mrs. Liza Cimino   Kindergarten  
 Mrs. Betty Quinlan  Kindergarten  
 Mrs. Nancy Murphy  Kindergarten 

Ms. Suzanne Short  Kindergarten  
 Mrs. Connie Fitzgerald  Grade 1 Room 4 

Ms. Sofia Salfiti   Grade 1 Room 8 
 Mrs. Theresa McGovern  Grade 2 Room 1 
 Mrs. Ann Baglin   Grade 2 Room 3 
 Ms. Rossana Busalacchi  Grade 3 
 Mrs. Sarah Harvey  Grade 4  
 Mrs. Adeline Barajas  Grade 5 
 Ms. Catie OÕMahoney  Grade 6 
   
Extended Care  415-731-6406 

Mrs. Melanie Manning   Director 
 Ms. Mary Lindemann  Co-Director  

Ms. Amber Ortiz 
Ms. Susana Ramos 
Ms. Cindy Short 

 Ms. Suzanne Short 
  
Music Department  415-681-8788  

Mrs. Bonnie Knight, Director  Piano  
Ms. Megan Bates    Woodwinds 

 Mrs. Lisa Chavez    Clarinet 
 Ms. Tina Digesti    Strings 
 Ms. Maya Gorodetsky   Piano  
 Ms. Tomoko Goto   Piano    

Ms. Tatyana Mikhaylenko   Piano 
Mr. Lawrence Paul   Guitar 

 Ms. Jill Wenzel    Piano  
Mr. Ed Wilcox    Strings 
 



Parent/Student Handbook 2010-2011 

 6 

 
 

PARENTSÕ ROLE IN EDUCATION 
 

We, at St. Cecilia School, consider it a privilege to work with parents because we believe parents are the 
primary educators of their children.  Therefore, it is your right and your duty to become the primary role 
models for the religious, academic, social psychological, cultural, and physical development of your child. 
Your choice of St. Cecilia School involves a commitment and exhibits a concern for helping your child to 
recognize God as the greatest good in his/her life. 
 
Good example is the strongest teacher.  Your personal relationship with God, with each other, and with the 
Church community will affect the way your child relates to God and others.  Ideals taught in school are not 
well-rooted in the child unless these are nurtured by the example of good Catholic/Christian morality and 
by an honest personal relationship with God in your family life. 
 
Together let us begin this year with a commitment to partnership as we support one another in helping your 
child to become the best person he/she is capable of becoming. 
 

 
Parents As Partners 

 
As partners in the educational process at St. Cecilia School, we ask parents to: 

 Set rules, times, and limits so that your child: 

¥ Gets to bed early on school nights 

¥ Arrives at school on time and is picked up on time at the end of the day 

¥ Dresses according to the school dress code 

¥ Completes assignments on time 

¥ Has a nutritional snack and lunch every day 

Actively participate in school activities 

Notify the school with a written note when the student has been absent or tardy 

Notify the school office of any changes of address or important phone numbers 

Meet all financial obligations to the school 

Inform the school of any special situation regarding the studentÕs health and living situation 

Complete and promptly return to school any requested information  

Read school and teacher notes/newsletters and enewsletters 

Access the school and teacher websites  

Show interest in the studentÕs total education 

Support the religious and educational goals of the school 

Support and cooperate with the discipline policy of the school 
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SCHOOL SCHUEDULE 
 

Daily 
 7:10 Supervision begins in the schoolyard. 
 8:00 School begins. 
   11:25 Afternoon Kindergarten begins.  
   11:45 Morning Kindergarten is dismissed. 
     3:00 School is dismissed. 
 
Wednesday Early Dismissal 
Every Wednesday the students in Grades 1-8 are dismissed at 2:30 to allow time for a faculty meeting.  
There is no change in the Kindergarten schedule. 
 
Minimum Day Schedule 
 8:00-10:10 Morning Kindergarten 
  10:30-12:30 Afternoon Kindergarten 
    8:00-12:30 Grades 1-8 
 
Minimum days, which are authorized by the Office of Catholic Schools, are scheduled on the last day of 
school prior to Thanksgiving, Christmas, and Easter vacations, at the beginning and the end of the school 
year, on Parent-Teacher Conference days, on the fourth Monday of each month, and on some days 
designated by the principal.  Parents are notified of these days as well as other changes in the school 
schedule through the principalÕs enewsletters and monthly calendars. 
 

ADMISSION POLICY/PRO CEDURES 
 

All parish and archdiocesan school programs are governed by the policies and regulations of the 
Department of Catholic Schools as set down in the Administrative Handbook for Elementary and 
Secondary Schools, Archdiocese of San Francisco and in interim communications.  These regulations have 
the same purpose and binding force as all other directives and enactments of the Ordinary (Administrative 
Handbook #2113). 
 
The Catholic Schools in the Archdiocese of San Francisco, mindful of their mission to be witnesses to the 
love of Christ for all, admit students of any race, color, and national and/or ethnic origin to all the rights, 
privileges, programs, and activities generally accorded or made available to students at St. Cecilia School.  
The Catholic Schools in the Archdiocese of San Francisco do not unlawfully discriminate on the basis of 
race, color, and national and/or ethnic origin, age, sex or disability in the administration of its educational 
policies, admission policies, scholarship and loan programs, and athletic and other school-administered 
programs. 
 
A child must be five years of age by September 1 to be eligible for entrance to Kindergarten.  The child 
must also be able to speak and understand English.  Children should have pre-school experience before 
attending Kindergarten. 
 
A child must be six years of age by September 1 to be eligible for entrance to First Grade.  The child must 
also be able to speak and understand English.  Children should attend Kindergarten before entrance to First 
Grade. 
 
At St. Cecilia School the developmental or behavioral age of the child is a strong factor in considering 
acceptance.  The developmental age is the age at which the child is functioning as a total personÑ
physically, emotionally, socially, intellectually, and in usage of the language.  Neither intellectual 
development nor age is a guarantee of readiness for school.  Parents are required to provide a birth 
certificate, a baptismal certificate (if applicable), a completed medical form, and a report from the previous 
school or pre-school.  A child will not be accepted into St. Cecilia School if he/she is not on grade level.  A 
screening for all grades is provided so this judgment can be made.  Children applying for Grades 1-8 are 
not accepted if the previous school indicates there has been a continuing problem in the area of self-control 
and/or study habits. 
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Consideration of acceptance is according to the following priorities:  siblings; child is a Catholic, and 
parents are registered and participating members of St. Cecilia Parish; child is a Catholic, and parents are 
not registered or participating members in St. Cecilia Parish; child is not a Catholic.  It is not necessary to 
live within the geographical boundaries of St. Cecilia Parish in order to attend the school or to register in 
the parish. 
 

RIGHTS OF NON-CUSTODIAL PARENTS 
 

St. Cecilia School abides by the provisions of the Buckley Amendment with respect to the rights of non-
custodial parents.  In the absence of a court order to the contrary, the school will provide the non-custodial 
parent with access to the academic records and to other school-related information regarding the child.  If 
there is a court order specifying that 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. 
 

ACADEMIC INFORMATION  
 

Archdiocesan Academic Marking Codes 
 
Kindergarten     (Plus (+) and Minus (-) may be given.  
 S  =  Successful  
 N  =  Needs growth in this area 
 
Grades 1-2 (Plus (+) and Minus (-) may be given. 
 O  =  Outstanding   
 S  =   Successful 
 N  =  Needs growth in this area 
 
Grades  3-8  
A =  96 - 100 
   
A- = 93 - 95 
 
B+ = 91 - 92 
 
B        =          87        -    90 
 
B- = 84 - 86 
 
C+ = 81 - 83 
 
C = 74 - 80 
 
C- = 70 - 73 
 
D+ = 67 - 69 
 
D = 63 - 66 
 
D- = 60 - 62 
 
F = 59 - below 
Computer, art and music grades are given by the classroom teacher and marked either ! or +.  P.E. grades 
are given by the P.E. teacher.  Neither effort nor conduct grades are given for these subjects. 
The effort grade on the report card is based on the relationship of the quality of the work and the ability of 
the individual student. 
 
The conduct grade on the report card is based on whether the child consistently obeys school and classroom 
rules, cooperates and is helpful, has a positive attitude, is courteous, and does not disturb or distract others. 
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Conduct and effort code are:  
 1 Exceeds expectations 
 2 Meets Expectations 
 3 Improvement Needed 
 4 Unsatisfactory 
 
Citizens of the Week 
Citizen of the Week certificates are awarded each week to a child in each room in Grades K-3 who shows 
effort in school work and cooperation with classmates and teachers.  All names are announced on Monday 
morning, and the certificate is placed on the bulletin board.  The child wears a special pin with a ribbon for 
that week. 
 
Curriculum  
The teachers of St. Cecilia School follow the curricula as stipulated by the San Francisco Archdiocesan 
Office of Catholic Schools.  Students receive instruction in the following areas:  religion, language arts 
(reading, English, writing, spelling, handwriting), mathematics, science, social studies, computer education, 
music, art, and physical education. 
 
St. Cecilia School has a: 

¥ Religion Program which includes daily instruction, values and moral education, Family Life 
education, school prayer, liturgy preparation, Mass participation, opportunities to celebrate the 
Sacrament of Reconciliation, reflection/retreat days for Grades 6-8, and other community-building 
and service-oriented activities.   
 
Catholic students in Grade 2 are prepared by the classroom teachers to receive the Sacraments of 
Reconciliation and First Eucharist.  This preparation program involves two mandatory Parent/ 
Child meetings which take place on two Saturday mornings. 
 
Catholic students in Grade 7 may enroll in the parish Confirmation program.  There are monthly 
Sunday meetings (9:30-1:00) and a 3-day retreat at the CYO Retreat Center in Occidental, CA. 

 
¥ Computer Lab where a full-time technology teacher instructs students in all grades. 

 
¥ School Library with a paid school librarian and parent volunteers. 

 
¥ Music Program that includes classroom music education and optional private instrumental 

lessons. 
 

¥ Physical Education Program with an instructor for all grades.  All students participate in the 
Rhythm and Moves Physical Education program.  It is the responsibility of the parent to inform 
the school in writing if, for health reasons, there is to be some limit on a childÕs participation in the 
physical education program. 

 
¥ Standardized Testing Program under the direction of the Office of Catholic Schools of the 

Archdiocese of San Francisco.  All Catholic schools in the Archdiocese of S.F. use the Iowa Tests 
of Basic Skills that are administered to Grades 2-8 during September.  These tests will provide 
continuous evaluation of basic educational development.  Parents should not make appointments 
for their children during these days and should make sure the children have plenty of sleep and a 
good breakfast.  The results of these tests are presented to the parents at the Parent-Teacher 
Conferences at the end of the first quarter. 

 
In February, the Assessment of Catholic Religious Education (ACRE) is also administered to all 
students in Grades 5 and 8 in the Archdiocese.  This test is used as a tool for measuring studentsÕ 
knowledge of Catholic doctrine and to evaluate the religion curriculum. 

 
Field Trips 
Teachers are encouraged to organize trips to places that enhance and support the curriculum.  The school 
provides a permission form for each trip that must be signed by the parent/guardian and returned to the 
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teacher.  Giving permission over the telephone will not be accepted in lieu of the properly signed form.  
Trips are supervised by the classroom teacher and, in some cases, other adults.  Chaperones must have 
the Archdiocesan form, ÒApplication Form For Persons Volunteering To Work With Children And 
YouthÓ, on file in the PrincipalÕs office. 
 
No field trips or outings may be undertaken without the express permission of the principal.  The cost of 
the field trips is the parentÕs/guardianÕs responsibility.  Field trips are privileges, and students may be 
denied participation if they fail to meet academic or behavioral requirements. 
 
Graduation 
Graduation is actually a promotion to the next grade.  Promotion is governed by the same criteria as 
established for other grades. 
 
Homework Policy 
Homework may be assigned for the following reasons: 

¥ to reinforce concepts and skills that have been presented in the class 
¥ to foster the studentÕs creativity 
¥ to extend learning through enrichment projects or research 
¥ to train the student to work independently or to accept responsibility for completing a task. 

 
The amount of time that different students in the same grade spend doing homework will vary.  However, 
the following table provides guidelines for the maximum amount of time the typical elementary student 
should spend daily in homework: 

¥ Grades K, 1 and 2  20 minutes 
¥ Grades 3 and 4  30-45 minutes 
¥ Grades 5 and 6  45-60 minutes 
¥ Grades 7 and 8  60-90 minutes 

 
In Grades K-3, parents are expected to check and sign the nightly homework.  Apart from make-up 
work and long term assignments, homework is usually not given on Fridays or over holiday vacations. 
 

When parents wish to take a student out of school for several days for personal reasons, the parent should 
confer with the teacher regarding the studentÕs progress in school and consider the effect such an absence 
would have on the studentÕs work.  The final decision is the responsibility of the parent. 
 

The school is under no obligation to provide tutoring, make-up work, or special testing schedules for such a 
period of absence.  Parents should not expect that textbooks or assignments will be given to a student to 
take along. 
 
Honors Program For Grades 7-8 
Subjects  Religion, math, reading, English, science, social studies 
 
Point System  A, A-  =  3 points 
   B+, B, B- = 1 point 
 
First Honors  12 points or more 
   Conduct  = 1 or 2  
   Effort  = 1 or 2  
 
Second Honors  6-11 points 
   Conduct  = 1 or 2 
   Effort  = 1 or 2 
 
Citizenship 12 hours of service (A student may receive this as well as another honor.) 
 
Improved  1 per homeroom per quarter (Homeroom teacherÕs choice) 
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CJSF   semesterly 
 24 points  
 3 semesters = life membership and gold seal on diploma 
 
In order to receive honors a student must not have DÕs, FÕs, 3Õs, or 4Õs anywhere on the report card or !Õs in 
computer, P.E., art, or music.  Consistent attendance and punctuality are also criterion for receiving honors. 
 
Parent-Teacher Conferences 
Mandatory Parent-Teacher Conferences are scheduled for each child during the month of November 
following the end of the first quarter.  At that time, parents and teachers have an opportunity to discuss the 
childÕs progress and development.  The school is on a minimum day schedule the week of the conferences. 
 
Conferences between parents and teachers may take place at other times during the school year.  However, 
the teachers are on duty with the children from 8:00 A.M. until 3:00 P.M. (with a ten minute break in the 
morning and one-half hour for lunch).  Therefore, NO conferences should take place during these hours.  
 
 If a parent wishes a conference with a teacher, the parent should leave the teacher a voicemail message, 
send an e-mail message to the teacher, or write a note requesting an appointment. 
 
Promotion 
Advancement of students is ordinarily on an annual basis.  Annual promotion usually indicates 
achievement of minimum grade level expectations. 
 
Report Cards   
The report card is an official school document used to notify the parents/guardians of a childÕs progress 
during the school year.  Report cards are issued the week following the end of each quarter; these dates are 
listed on the school calendar.  Report cards may not be given if a student has been absent fifteen or more 
days during the quarter. 
 
Parents should read the card carefully and discuss their childÕs progress with him/her.  Emphasis should be 
placed on conduct, effort, and home study as reasons for success, or lack of it, in academic subjects.  
Teaching a child to expect payment for good grades tends to foster a letter-of-the-law, competitive attitude, 
rather than an appreciation for learning and for a job well done. 
 
The grades for the four quarters are averaged, and that grade is put on the cumulative record card along 
with the total days absent and tardy. 
 
Psychoeducational testing is valid and current for three years from the date of testing. During that period of 
time, those students who have been tested are eligible for the Supplemental Report Card reflecting current 
interventions. 
 
Retention  
 If a teacher believes retention is probable, parents will be notified by the end of the first semester 
(January).  A conference will be scheduled by the teacher. 
 
 

RELIGIOUS ACTIVITIES  
 

Advent   
According to the Catholic ChurchÕs tradition, we wait for Christmas during the season of Advent.  Our 
school family prepares for Christmas by participating in special prayer services, using Advent booklets 
appropriate for each grade level, and celebrating the Sacrament of Reconciliation.  Students may also 
contribute to Toys for Tots, the parish Advent Giving Tree, or special collections for the poor.  The Primary 
Grades participate in an Advent Pageant during a school Liturgy and one of the December Sunday Family 
Masses. 
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Class Masses 
The pastor plans and celebrates an annual Class Mass with students in Grades 2-8.  This experience 
provides opportunities for students to share their faith, to build community, and to focus on their 
relationships with God and each other.  
 
Confirmation    
Seventh grade students, who so choose, participate in a parish program which assists them in preparing to 
receive the Sacrament of Confirmation.  Monthly meetings for this program are on Sunday mornings, and 
there is a weekend retreat.  In an effort to support parents as the primary educators of their children, a 
Confirmation parent meeting is held in September.  Usually the Bishop confers Confirmation at Mass in the 
spring.  If an eighth grader has not been confirmed and so desires, he/she may participate in this program. 
 
First Eucharist   
First Eucharist is usually received by the second graders in the spring.  Students receive the Eucharist with 
their classmates, dressed in clothes that are traditional for this event.  In order to prepare for the reception 
of this sacrament, there is an evening meeting for parents in September and a Saturday meeting for parents 
and children.  Parents of older Catholic children who have not yet received First Eucharist should contact 
the pastor regarding sacramental preparation.  
 
First Reconciliation   
The Sacrament of Reconciliation is usually received for the first time by the second graders at an evening 
celebration in November/December.  In order to prepare for the reception of this sacrament, there is an 
evening meeting for parents in September and a Saturday meeting for parents and children.  Parents of 
older children who have not yet received the Sacrament of Reconciliation should contact the pastor 
regarding sacramental preparation.  
 
Holy Thursday Procession   
Third Grade children who have received First Eucharist may participate in the procession for the evening 
Holy Thursday Mass.   
 
Lent   
Students are taught that Lent is a time for growth, prayer, and change.  In addition to attending Mass and 
praying the Stations of the Cross, some students lead the student body in special prayers which are shared 
on S.C.T.V.  Students also collect money and/or clothes for the poor.  Some junior high students present the 
Passion Play for the student body and during the parish Good Friday services. 
 
May Crowning   
In May the student body honors the Blessed Virgin Mary by participating in the Eucharist and May 
Crowning. 
 
Retreats   
A priority at St. Cecilia School is the total development of our students.  Reflection/retreat days are 
effective ways to help a young person grow spiritually and to reflect on their relationship with their God, 
their family, their friends, and all who they know.  The pastor, high school students and 8th grade peer 
leaders plan various reflection/retreat days for the 6th, 7th, and 8th graders during the year. 
 
Sacrament of Reconciliation   
In addition to the opportunities for reconciliation scheduled for the parish, students celebrate the Sacrament 
of Reconciliation during Advent and Lent. 
 
Student Body Masses   
The student body attends Mass on a monthly basis.  The days chosen coincide with the observance of a 
particular feast or a holiday.  Individual classes prepare the Liturgical celebrations, and parents are 
welcome to attend.  
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BEHAVIORAL EXPECTATIONS  
 

Absence 
The State of California provides by law for the compulsory school attendance by all children between the 
ages of six and sixteen unless subject to a stated exemption.  The responsibility for compliance with this 
law belongs to the parents, but the school is obliged to keep and maintain an accurate record of daily 
attendance for each student. 
 
It is imperative that all children enrolled at St. Cecilia School are accounted for each day.  If a child is 
absent, the parent/guardian must phone the office before 8:30 A.M. on the day of absence or leave a 
message on the office voicemail.  Give the reason for the absence and request homework assignments.  
Homework will be placed on the table under the trophy case at dismissal time. 
 
WHEN YOUR CHILD RETURNS TO SCHOOL FROM AN ABSENCE, HE/SHE  MUST HAV E A 
NOTE FOR THE TEACHER.  This is a part of required documentation for our records.  A packet 
of absence forms is given to each family at the beginning of the school year and is subsequently 
available in the school office.  Parents/guardians may also write and sign an absence note that states 
the childÕs name, the date, the reason for the absence, and dates of the absence.  If after an absence, a 
child arrives at school without a note, he/she will be sent to the office where contact will be made with 
the parent.   
 
Medical absences are legally credited as attendance.  Dated slips must be brought from the doctor or dentist 
stating the time spent there.   
 
Excessive unexcused absences may have the following consequences: 

¥ the student may be asked to withdraw from St. Cecilia School. 
¥ the student may be retained in the current grade. 
¥ the student may be expelled from St. Cecilia School. 

In such cases, the school is obliged to report these absences to the proper authorities. 
 
Bicycles/Skateboards/Roller Blades/Scooters/Street Hockey 
Students do not ride bicycles to school since there is no provision for storage.  Skateboards, roller blades, 
and scooters are not allowed at school, and street hockey is not allowed in the schoolyard.  These 
regulations apply 24 hours a day, 7 days a week.  
 
Cell Phones/CD Players/Ipods  
School officials understand that parents may want students to have cell phones for safety reasons.  
However, these must be turned off during the school day and kept in the studentÕs backpacks.  Cell phones, 
CD Players, and Ipods should not be used during the school day.  If a student disregards this rule, the 
phone, CD Player, and Ipod will be locked in the school office until a parent contacts the principal.  The 
school is not responsible for damaged or lost cell phones, CD Players, and Ipods.  
 
Cheating 
Cheating of any type will not be tolerated.  Students who choose to cheat face a failing grade and/or other 
disciplinary measures. 
 
Code of Christian Conduct Covering Students and Parents/Guardians 
The studentsÕ interest in receiving a quality, morally based education can be served if students, parents and 
school officials work together.  Normally, differences between these individuals can be resolved.  In some 
rare instances, however, the school may find it necessary, in its discretion, to require parents/guardians to 
withdraw their child. 
 
It shall be an express condition of enrollment that the student behave in a manner, both on and off campus, 
that is consistent with the Christian principles of the school as determined by the school in its discretion.  
These principles include, but are not limited to, any policies, principles or procedures set forth in any 
student/parent handbook of the school. 
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These Christian principles further include, but are not limited to, the following: 
1. Parents/guardians are expected to work courteously and cooperatively with the school to assist the 

student in meeting the academic, moral and behavioral expectations of the school. 
2. Students and parents/guardians may respectfully express their concerns about the school operation 

and its personnel.  However, they may not do so in a manner that is discourteous, scandalous, 
rumor driven, disruptive, threatening, hostile, or divisive. 

3. These expectations for students and parent/guardians include, but are not limited to, all school-
sponsored programs and events (e.g., extended care, athletics, field trips, etc.) 

 
The school reserves the right to determine, in its discretion, which actions fall short of meeting the 
Christian principles of the school.  Failure to follow these principles will normally result in a verbal or 
written warning to the student and/or parent/guardian and normally will first result in disciplinary action 
short of a requirement to withdraw from the school (e.g., suspension of student or suspension of 
parent/guardianÕs privilege to come on campus grounds and/or participate in parish/school activities, 
volunteer work, etc.) 
 
The school reserves the right to determine, in its discretion, when conduct is of such a severe nature as to 
warrant immediate action without a warning and/or without an intermediate step short of withdrawal. 
 
Care of Books, Desks, and Laptops 
Each child is responsible for his/her set of textbooks, desks, and laptops.  All hardback textbooks should be 
covered.  If a student writes in a book or defaces it in any way, he/she must pay for its replacement.  If a 
student marks or mars a desk, he/she will be required to pay for its repair or replacement.  Any student who 
whose careless use of a laptop results in laptop damage will be required to pay for its repair or replacement. 
 
Detention 
In the Junior High Department, detention is one method that may be used for poor conduct choices or for 
missing assignments.  Parents are notified by telephone for each detention.  
 
If the student cannot serve on the appointed day, a phone call or a note from the parent validating the 
reason is required.  The original detention time must still be served.  The student stays after school for 
thirty minutes for the first detention received and fifteen minutes for each detention received thereafter on 
the same day.  If a student does not come to the assigned detention, the detention time is doubled and will 
be served the next scheduled detention day.  The maximum detention time served on a single day is sixty 
minutes.  The issuance of detention is flexible enough to allow adaptations for individual cases and student 
needs at the discretion of each teacher. 
 
Discipline 
Since children are in a process of development, we must give them specific guidelines and define 
expectations to help them grow to self-discipline, so that they may independently make the correct choices 
in given situations. 
 
In addition to acceptable behavior, we must take time to guide them so that their choices are based on 
worthwhile motives.  To do Òthe right thing for the right reasonÓ is true moral development. 
 
Students are expected to treat adults as well as peers with respect.  We expect them to follow regulations 
which are made for safety and order.  We expect them to cooperate with their teachers so that the 
instructional program may be accomplished.  We expect them to show appropriate behavior in speech and 
action when representing St. Cecilia School in any interscholastic or extracurricular activity. 
 
We expect students to act in a way becoming a Christian student.  Such behavior may include, but is not 
limited to:  

¥ complying with the rules of the school 
¥ pursuing the prescribed course of study 
¥ respecting and responding to the authority of the teacher and other school personnel 
¥ being alert and responsive to directions 
¥ being courteous to fellow students and faculty members 
¥ respecting the rights and property of others 
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¥ being well groomed and wearing the school uniform each day in a clean and neat manner 
¥ being on time for school each day and not leaving school without permission 
¥ cooperating with their teachers and all adults who have a position of authority at the school 
¥ following school rules before and after school and at the recess periods 
¥ playing in a way that is fair and kind during recess and lunch periods 
¥ settling problems in a peaceful way and asking adults for help in doing this 
¥ speaking and acting in a way that is appropriate for a student of St. Cecilia School 
¥ respecting and caring for school property including school books 
¥ refraining from chewing gum at school or on the school grounds 

 
Discipline is handled in each class by the classroom teacher.  The teacher contacts the parent when a 
problem occurs.  If, after this communication, the situation does not improve, a principal-parent-teacher-
student conference may be scheduled.  If parents/guardians have concerns, the teacher should be the first to 
know so that the teacher can deal with the situation.  Only after this, should the matter be referred to the 
principal.  At this point, a principal-parent-teacher-student conference may be scheduled. 
 
Disregard for school regulations and other misbehavior may result in suspension or expulsion. 
 
A student may be asked to withdraw at the end of the school year if the student or the parents/guardians 
evidence a lack of willingness to comply with the policies of St. Cecilia School as stated in the Parent 
Agreement.  The principal is the final recourse in all disciplinary situations and may waive any disciplinary 
rule for just cause at her discretion. 
 
Dismissal 
Students should not be congregating in the upper parking lot or waiting for rides on the Church or school 
steps or adjacent street corners.  If a student is not enrolled in Extended Care and is not picked up by fifteen 
minutes after dismissal, he/she will be brought to Extended Care, and the parents will be charged 
$10.00/hour.  Students who have detention, who are doing service after school, or who are working with a 
teacher should wait by the office until he/she sees his/her ride is in front of the school. 
 
Dismissal For Funerals 
Entire classes will not be dismissed for funerals except for the funeral of a pastor, a pastoral associate, a 
teacher, or a member of the student body.  The students of a given class may, if appropriate, attend the 
funeral Mass of a classmateÕs parent that is offered in St. Cecilia Church.  When the Mass is offered 
elsewhere, a delegation may be sent if it seems appropriate. 
 
Expulsion 
A student may be expelled from school for misconduct of a very serious nature calling for immediate 
dismissal without suspension or for a repetition of conduct for which the student has been suspended one or 
more times.  There are acts which constitute good cause for expulsion from school when the conduct is 
committed by a student while under the jurisdiction of the school or when the conduct is directly related to 
school activity or school attendance.  Among these offenses are the following: 

¥ actions gravely detrimental to the moral and spiritual welfare of other students 
¥ incorrigible or disruptive behavior which impedes the progress of the rest of the class 
¥ assault, battery, or any threat of force or violence directed toward any school personnel, students, 

or other persons on school property or during school-related activities 
¥ threatening to bring a weapon to school or school-related activities 
¥ bringing a weapon to school or school-related activities 
¥ habitual or persistent violation of school regulations 
¥ use, sale, distribution, or possession of narcotics, controlled substances or alcoholic beverage 
¥ possession, selling, giving away, using, or being under the influence of drugs and/or hazardous 

substances on the campus, at school functions or at a time and place that directly involves the 
school 

¥ malicious damage or destruction of real or personal property at school 
¥ theft, extortion, arson 
¥ habitual truancy 
¥ hazing 

The final decision to expel a student rests with the principal and pastor. 
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Free Dress Policy 
Free dress passes are non-transferable!  On free dress days, students may wear pants or jeans provided they 
are not low cut, torn, faded, or frayed.  Pants must fit properly in both waist and length size.  Walking 
shorts may be worn.  Closed shoes and socks are required.  Shoes must also be appropriate for pavilion 
useÑ non-marking, white soled, and soft soled! Scrunchies, hair clips, hair bands, etc. must be in the hair, 
not worn on the wrist.  
 
Students may NOT wear: 

Mini skirts 
Short shorts 
Short cropped tops 
Halters 
Tank tops 
Flip Flops 
Sandals 
Tennis shoes that convert to roller skates 
No open back shoes 
Shirts which advertise liquor  
Shirts which are insulting or suggestive 
Military clothes/boots  
Make-up 
Nail polish or acrylic nails 
Hoop earrings or dangling earrings  
Necklaces and bracelets 

 
Since Free Dress is a privilege, cooperation of both students and parents is requested so that the standard of 
school dress is maintained.  We reserve the right to send anyone home who comes to school inappropriately 
dressed.  The principal reserves the right to amend, suspend, or add any new rules to the aforementioned 
policies. 
 
Good Rule:  If you think you shouldnÕt wear it, you shouldnÕt! 
 
Hair  
Both boys and girls need to comb their hair before coming to school each morning.  Hair should be 
neat with bangs above the eyebrows.  Hair should not be covering one side of the face!  BoysÕ hair should 
be above and not touching the shirt collar.  Shaved heads and blade cuts less than ÒtwoÓ are not 
acceptable.  Tails and spiked hairstyles are not permitted.  Scrunchies, hair clips, hair bands, etc. must be in 
the hair, not worn on the wrist.  
 
No student will be admitted to school with bleached or dyed hair. Any designer-type or fad haircut is 
expressly forbidden.  Students who come to school with an objectionable haircut may be prohibited from 
attending school until the haircut is remedied. 
 
Boys are to be clean-shaven at all times. 
 
The principal reserves the right to amend, suspend, or add any new rules to the aforementioned policies. 
 
Harassment Policy 
In 1992 the Archbishop of San Francisco promulgated a comprehensive set of policies and procedures 
covering all forms of unlawful harassment, with particular emphasis on sexual misconduct in the workplace 
and in ministerial relationships, as well as highlighting the unique respect and responsibility which is owed 
by adults to children.  In 1996 a supplement to that policy was added specifically focusing on student to 
student harassment.  The policy serves as a tangible witness to the Catholic commitment to live, love and 
respect as Jesus did.  
 
The Archdiocese of San Francisco affirms the Christian dignity of every student.  It is the policy of the 
Archdiocese to provide an educational environment in which all students are treated with respect.  
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Harassment is unacceptable conduct that is severe, pervasive and deliberate.  Harassment occurs when an 
individual is subjected to treatment in a school environment which is hostile, offensive or intimidating 
because of the individualÕs race, creed, color, national origin, physical ability or gender.  Harassment of any 
student by any other student is prohibited and will not be tolerated. 
 
A charge of harassment shall not, in and of itself, create the presumption of wrongdoing.  However, 
substantiated acts of harassment will result in disciplinary action up to, and including expulsion.  Students 
found to have filed knowingly false or frivolous charges will also be subject to disciplinary action up to, 
and including expulsion.  Depending on the nature and extent of the charge, if reasonable suspicion of 
misconduct is determined, the alleged harasser may be sent home pending conclusion of the investigation 
by the school. 
 
A complete copy of the comprehensive Policy Against Harassment, including the detailed policies on child 
abuse and student to student harassment, is available in the principalÕs office. 
 
Internet Usage 
Students in Grades 2-8 sign a contract for acceptable use of the Internet while at school.  Students are also 
expected to responsibly use the Internet outside of school time. 
 
St. Cecilia SchoolÕs mission and philosophy statements, the Schoolwide Learning Expectations, and the 
Code of Christian Conduct state that our schoolÕs purpose is to help parents develop children who are 
active Christians and who show respect and compassion for others.  Moreover, students should behave, 
both on and off campus, in a manner that is consistent with Christian principles.  Actions contrary to 
Christian values and the Gospel message will not be tolerated.  Messages/displays that pertain to sexual 
activity, profane jokes/messages, racist pictures/comments, and vulgar language are not acceptable. 
Disciplinary action will be taken for irresponsible use of the Internet. 
 
The St. Cecilia School administration recommends that parents neither allow nor encourage students to 
have social Internet accounts such as myspace, facebook, clubpenguin, etc.. 
 
Mixed Parties Ð Dances 
St. Cecilia School administration strongly recommends that parents neither give nor encourage their sixth, 
seventh, and eighth grade children to attend boy/girl parties.  This type of party anticipates a social situation 
that makes no allowances for the differing degrees of maturity among boys and girls and therefore, should 
be left to the high school years.  Parent-sponsored graduation parties should be held after graduation. 
 
 ÒPeggingÓ and ÒDead LeggingÓ Policy 
“Pegging” is the term used by students when they slam a ball at another student.  “Dead Legging” is the 
term used by students when they kick another student behind the knee.  Both of these practices can cause 
injury to other students.   
 
Students who “peg” or “dead leg” will receive one written warning which will be sent to the parents and 
should be signed and returned to the office.  These will be kept on record.  Pegging  and Dead Legging may 
result in the student being suspended.  The same consequences will result regardless if the student is the 
initiator or the respondent of the pegging. 
 
Probation 
A student may be put on probation for a relatively serious offense, for continued misconduct after a 
warning, when the misconduct does not require more serious action, or for lack of application to studies.  
Parents and students are made fully aware of the seriousness of the action and the reason for the probation 
during a conference with the principal.  The parents, student, and principal sign a contract stipulating 
improvement conditions.  Through probation, students are given a specified period of time to show 
improvement and their desire to observe the requirements of the school.  If the student does not meet the 
conditions of the probation contract, he/she may be asked to leave the school. 
 
Suspension 
A student may be suspended for serious misconduct on campus or off campus during school related 
activities or for continued misconduct after having been placed on probation.  Only the principal or, in her 
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absence, one of the vice-principals can suspend a student.  Among the reasons for which a student may be 
suspended are the following: 

¥ engaging in a fight on the school grounds or on the way to or from school 
¥ using language of a negative racial and/or sexist nature 
¥ leaving the school grounds without permission during school hours 
¥ possessing and/or using matches, lighters, caps/cap guns, firecrackers, or   

 any sharpened object, such as a knife 
¥ harassing other students or school personnel 
¥ pegging/dead legging 
¥ inappropriate computer/Internet behavior 
¥ other inappropriate behavior unbecoming a Christian student 

 
Tardiness 
Tardiness is a problem for your child as well as the teacher and the other students in the room.  Tardiness 
affects a studentÕs academic performance and is disruptive to the classroom environment.  If a student 
arrives at his/her classroom door after 8:10 A.M. (or 11:25 A.M. for Kindergarten PM), he/she will be sent 
to the office for a tardy slip.  Tardies will result in the following possible consequences:  recess, lunch, 
and/or after school detention.  
 
Having your child at school by 8:00 A.M. will ensure no he/she will not be tardy!  Thank you for your 
support in this matter.  Our goals cannot be met unless everyone works hard to build superior work habits, 
patterns, and responsibility.  
 
Telephone Messages/Usage 
Students are not called to the telephone.  If there is an emergency, the office staff will see that the teacher 
gets the message to relay to the child.  Other messages will be transferred to the teacherÕs voicemail.  
However, there is no guarantee that the child will get any message received late in the school day.  Students 
should not call home without express permission of a teacher or the office staff. 
 
Uniforms 
All students are required to wear the complete uniform every day and are expected to be clean and well 
groomed at all times.  Girls should not wear make-up, nail polish, acrylic nails, or multiple, hoop, or 
dangling earrings.  A single post in each ear is acceptable.  Boys should not wear earrings.  Necklaces and 
bracelets are not worn by boys or girls. 
 
If boys or girls wear a T-shirt under the blouse or shirt, the T-shirt must be all white, without printing or 
pictures on it.  GirlsÕ bras should be solid white or beige.  All students must wear socks which are clearly 
visible and above the ankle. 
 
School sweaters are required for formal school assemblies and school Masses.  School sweatshirts are 
not worn in the classrooms.  If students choose to wear a sweatshirt outside at recess times, it must be 
a school sweatshirt. Neither the sweatshirt nor a jacket replace the sweater. 
 
Parents should label all uniform items, book bags, and lunch boxes with the childÕs name.   
 
The following is a description of the uniform required of all students at St. Cecilia School: 
 
Girls Grades K-3 
  Gym shorts Navy cottonÑ to be worn under their uniforms on P.E. days   

The shorts should not show below the skirt line. 
Girls Grades K-6 
  Jumper  Regulation plaid, dropped waist (Grs. K-5) 
  Skirt  Regulation plaid, four pleat (Gr. 6) 
  Blouse  White Middy 
  Sweater  Forest green, orlon cardigan 
  Tie  Red  
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  Socks  Plain white only--clearly visible and above the ankle 
    White tights may be worn in cold weather 
  Shoes  All white leather, low-cut, tie or velcro tennis shoe with   
    court sole (no zipper style shoes)  White leather Keds are acceptable. 
  Pants Optional:  Navy thin-wale corduroy pants 
 
Boys Grades K-6 
  Pants  Gray twill trousers 
  Shirt  White permanent press short-sleeved  Shirts must be tucked in! 
  Sweater  Forest green orlon V-necked pullover 
  Belt  Black 
  Socks  Clearly visible and above the ankle 
  Shoes  All white leather, low-cut, tie or Velcro tennis shoe with   
    court sole (no zipper style shoes) 
Girls Grades 7-8  
  Skirt  Regulation plaid, four pleat 
  Blouse  White, short-sleeved  
  Sweater  Navy blue orlon V-neck pullover 
  Socks  Plain white only--clearly visible and above the ankle 
     Tights may be worn in cold weather. 
  Shoes  All white leather, low cut, tie or Velcro tennis shoe with   
    court sole (no zipper style shoes) White leather Keds are acceptable. 
  Pants Optional:  Navy thin-wale corduroy pants 
Girls in Grades 4-8 should wear shorts under their uniforms on days when they have physical education 
class.  The shorts should not show below the skirt. 
 
Boys Grades 7-8 
  Pants  Light gray cords 
  Shirt  White, pique knit, short sleeve 
  Sweater  Navy blue orlon V-neck pullover 
  Belt  Black 
  Socks  Clearly visible and above the ankle 
  Shoes  All white leather, low-cut, tie or Velcro tennis shoe with   
    court sole (no zipper style shoes) 
BoysÕ pants must fit properly in both waist and length size.   
Blocks and Stars from Sports Awards for Grades  7 & 8 are sewn on the lower right of the sweater. 
Uniforms are purchased at Classic Designs, 1515 Taraval St., San Francisco, CA  94116 
415.661.4700 www.eclassicdesigns.com 
 

HEALTH AND SAFETY INFORMATION  
 

Animals on Campus 
Animals are not allowed in the schoolyard either before or after school except for the Blessing of the 
Animals in October.  Persons bringing animals into the school should receive prior permission from the 
principal.  The presence and/or care of an animal is prohibited if it presents a health or safety hazard for the 
students. 
 
Accident Insurance 
The school fee includes the Student Accident Insurance program.  This program assists with medical 
expenses incurred due to an accidental bodily injury sustained by the child while attending school or while 
participating in a solely school-sponsored and supervised activity.  An outline of the insurance coverage is 
distributed annually. 
 
After School Supervision 
There is NO after school supervision for students not enrolled in Extended Care.  Students should not be 
congregating in the upper parking lot or waiting for rides on the Church or school steps or adjacent street 
corners.  Any student not picked up by 15 minutes after dismissal should come to the office so a telephone 
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call can be made.  If there is no response, the child will be brought to Extended Care, and the parents will 
be charged a $10 hourly fee. 
 
Arrival and Dismissal Drive-Through 
We encourage all families to drive through the gates on 18th Avenue in the morning to drop off their 
children and in the afternoon to pick-up.  (There is no drive-through for dismissal of the A.M. 
Kindergarten.  These parents meet their children at the 18th Avenue door.)  Using the Drive-Through for 
both morning and afternoon is optional.  However, if parents choose not to drive through, they should NOT 
double park on Vicente Street or 18th Avenue.  If parents choose to park and walk into the yard, there are 
places available on the blocks adjacent to the school. Students (AND ADULTS) should not jaywalk! 
 
Drive-Through is supervised by teachers, staff, and volunteer parents.  The car door is opened and closed 
by one of the adults.  If a child is late to Drive-Through, the parent must exit the yard, go to the end of the 
line, or park and find his/her child. 
 
Arrival Drive -Through:  

¥ No double-parking on Vicente Street. 
¥ Enter 18th Avenue from Vicente Street only. 
¥ Turn right into the schoolyard. 
¥ Stop at designated area to unload passengers. 
¥ Make a U-turn to exit the yard.  Be careful of pedestrians! 
¥ Turn right  onto 18th Avenue. 

 
Dismissal Drive-Through 

¥ If the line of waiting cars extends beyond 18th Avenue & Vicente Street, cars should line up on 
18th Avenue between Vicente and Wawona Streets.  Do not block the intersection, Vicente Street, 
or private driveways. 

¥ When the gates are open, turn right into the schoolyard. 
¥ Place a placard with your family name on the dashboard. 
¥ An adult will call the family name as the car approaches. 
¥ Stop at designated area to pick up passengers. 
¥ Make a u-turn to exit the yard.  Be careful of pedestrians! 
¥ Turn right  onto 18th Avenue. 

 
Car Pools 
The driver must have the names on the dashboard of each family in the car pool. 
 
If a child is not picked up by 15 minutes after dismissal, he/she will be brought to the office and a phone 
call made.  If there is no response, the child will be brought to Extended Care, and the parents will be 
charged a $10 hourly fee. 
 
Doctor Appointments 
If your child must be excused for a school-time appointment, a note should be written to the teacher who 
will notify the office.  The child must wait inside the building by the school office to be picked up by an 
adult.  Children are not allowed to wait outside the building, nor walk to an appointment.  The adult must 
sign-out the child in the receptionistÕs office.  Medical absences are legally credited as attendance.  Dated 
slips must be brought from the doctor or dentist stating the time spent there.  Without this 
verification, a student will be marked ÒabsentÓ. 
 
Emergency Information Record 
Each child enrolled in the school must have a completed, accurate Emergency Information Record on file.  
This form contains current telephone numbers in case emergency contact must be made and the names of 
FOUR individuals (other than parents) who speak, at least, minimal English and who live not more than 
twenty minutes away by car and who have automobile transportation.  The Emergency Information Record 
provides school authorities with the necessary information and permission to act promptly in case of an 
emergency during the school day.  The designated persons are the only ones authorized to pick up the child 
should he/she become ill or injured or should a major earthquake or other type of disaster occur.  Listing 
only one or two other persons limits your options in case of a major disaster.  Parents should notify the 
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office if there is a change in telephone numbers.  A student will not be accepted into school without a 
completed Emergency Information Record. 
 
Emergency Procedures 
 

Earthquake Drills  
Earthquake drills are frequently conducted during the school year; these include Òdrop and coverÓ drills and 
evacuation of the building. 
 

Earthquake Plan 
Students: 

1. Drop to the floor under their desks, grab the desk leg with one arm and place the other arm 
over their necks.  They should be facing away from the windows. 

2. Listen for teacher command. 
3. If evacuation is necessary, go to designated area. 
4. Be calm and listen 
5.  

Parents: 
1. Do not phone the school. 
2. Listen to the radio. 
3. Report to the Child Release Station on the school grounds. 
4. Sign out child. 
5. Be calm! 

 
Fire Drills  

A monthly fire drill is conducted under the direction of the local fire station.  The San Francisco Fire 
Prevention Bureau makes routine inspections of the school plant. 
 

Lockdown Drills  
Lockdown drills are frequently conducted during the school year.  Faculty, staff, and students practice 
procedures for a possible threatening situation which could exist somewhere on campus.  All remain inside, 
locked down.  Lights are off, and all maintain a silent environment.  In the case of imminent danger, it is 
the responsibility of the school administration to assess the condition.  Should an emergency occur, 
students will be released only to parents/guardians or persons listed on the Emergency Information Record. 
 
Health Screenings 
Each year the students in Grades K, 2, 5, and 8 and students new to the school are given vision screening 
and audiometric tests.  The girls in Grade 7 and the boys in Grade 8 are screened for scoliosis.  Lice checks 
are done on an as needed basis.  Parents who do not wish their children to be checked for lice by the parent 
volunteers, must bring a note from the doctorÕs office stating their children are lice free. 
 
Illness 
A child should not be sent to school: 

¥ when the child doesnÕt feel well in the morning or has a temperature 
¥ if he/she has been exposed to any illness that is contagious such as measles, mumps, whooping 

cough, chicken pox, hepatitis, pink eye, etc. 
 
Immunizations 
St. Cecilia School follows the San Francisco Public Health DepartmentÕs and the State of CaliforniaÕs 
mandated immunization and health requirements.  Students will not be admitted to St. Cecilia School 
without the required immunizations and health report. 
 
Exemptions for personal or medical reasons are permissible but the claims must be in writing.  A written 
statement by a physician stating that the immunizations are not considered safe or beneficial to the child is 
necessary.  Parents must sign the affidavit on the reverse side of the CSIR card.  There are NO exceptions 
to these requirements. 
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Lunch 
All children eat lunch at school.  No child is allowed to go home for lunch.  On rare occasions when it is 
necessary for a parent to bring a childÕs lunch to school, it should be left at the ReceptionistÕs office, NOT 
taken to the childÕs classroom. Parents should not be bringing a hot lunch to school for their children on a 
regular basis.  In addition to a lunch, each student may bring a nutritional snack for the morning recess. 
 
On Tuesdays and Thursdays the MothersÕ Club sponsors a hot lunch programs prepared and delivered by 
LunchMaster which is part of Nob Hill Catering. St. Cecilia School has contracted with LunchMaster 
which is part of Nob Hill Catering to prepare and deliver lunches twice a week.  There are 8 choices from 
which to choose each day!  
 
Parents should request a login and password at www.nobhillcatering.com.  Your password will be emailed 
to you within 48 hours.  You may also call 650-596-8008 to request a login and password over the phone. 
Parents must place their order at least 1 week ahead, and may change their order up to the day before!  
Parents may also order for up to two months at one time. 
 
Parents must print out lunch tickets for each child.  We recommend that parents place them in a Ziploc bag 
in their childÕs backpack, so that they will have them when they need them! 
 
Medication 
Children taking medication during school must bring it to the school office.  Forms indicating how often 
the medication must be taken and the proper dosage are available in the office and must be signed by the 
doctor.  It is the studentÕs responsibility to come to the office for his/her medication.  If a parent does not 
feel that the child is old enough or responsible enough to do this, then the child should remain at home as 
long as he/she needs medication.  School personnel do not administer medication. 
 
Visitors 
All school doors are kept locked.  Visitors should ring the front doorbell.  No one is permitted into the 
school unless he/she has first received permission from the office to proceed further. 
 
In January, coinciding with Catholic Schools Week, the classrooms are open for visitors.  The schedule is 
in the Sunday bulletin and the school newsletter. 
 

FINANCIAL INFORMATION  
 
Budget for 2010-2011 

Budgeted Revenue 

Tuition.........................................................................................$   3,188,125 
FeesÉÉ......................................................................................       126,140 
Gifts, Donations, & Grants  ........................................................       236,000 
Collins Fund & Monthly School CollectionÉÉÉÉÉÉÉ...           35,000 
 
Total Revenue.............................................................................$   3,585,265 

Budgeted Expenses 

 
Instructional Salaries and Benefits ..............................................$   2,989,288 
Instructional Program .................................................................         141,500 
Operation & Maintenance of the Plant ........................................        449,700 
 
Total Expenses ............................................................................$   3,580,488 
 
Cost Per Student    $6,100 
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Finance Committee 
St. Cecilia School Finance Committee is composed of school parents and other parishioners and is 
responsible to the pastor and the principal for determining tuition and monitoring the budget and delinquent 
accounts.  Families who are having financial difficulties are encouraged to contact the School Finance 
Committee by calling the school office. 
 
Registration Fee 
An annual Registration Fee is charged per student/per year.  This fee covers the cost of student insurance, 
testing, Archdiocesan Office of Catholic SchoolsÕ fee, book rental, and general supplies. 
 
Tuition Assistance 
There are two possibilities for tuition assistance:  the Monsignor Collins Endowment Fund and the BASIC 
Fund.  In order to qualify for tuition assistance from the Monsignor Collins Endowment Fund, parents must 
have economic need, be participants in the faith life of the parish, and be involved in the daily activities of 
the school.  At the beginning of May, parents receive a letter describing the process for applying for this 
assistance.  Parents are notified of the amount of assistance by the end of June.  Parents who receive 
assistance must be responsible to pay tuition by the 10th of each month (August through May).  If this is not 
possible, the parent should contact a school finance committee member.  Failure to make this contact, may 
result in the loss of financial assistance. 
 
The BASIC Fund is a privately funded program dedicated to broadening the educational opportunities for 
children by helping low-income families afford the cost of tuition at private schools.  Further information 
can be found at www.basicfund.org  If parents receive assistance from the BASIC Fund, they cannot apply 
for assistance from the Monsignor Collins Endowment Fund. 
 
Tuition Plans 
Plan P 

¥ Child is Catholic, and 
¥ Parents are registered in the parish, and 
¥ Parents contribute to the community life of the parish by participating in either a parish or 

a school ministry, and 
¥ Parents regularly use the Sunday envelopes. 

Church envelopes are recorded weekly.  If you put your contribution in an envelope without your envelope 
number, or if you contribute cash, these contributions are not recorded.  Participation and contributions are 
verified in December and May to determine tuition categories.  If there has not been participation in 
parish/school ministry nor regular use of the weekly Sunday envelopes, your tuition category will be 
switched to Non-Participating. 
 
Choosing Plan P for a tuition plan is not only a financial commitment, it is also a commitment to share your 
talents and resources with St. Cecilia School and Parish.  We encourage parental involvement as a means of 
strengthening the family spirit which has been a strong tradition at St. Cecilia. 
 
One child  $ 5,300 
Two children  $ 5,300+ $3,710 (30% discount) = $9,010 
Three or    $ 5,300+ $3,710 (30% discount))       
    more children   + $3,710 (30% discount)) = $12,720 
 
Plan NP 

¥ Child is not Catholic, or 
¥ Child is Catholic, but parents do not contribute to the community life of parish, and 
¥ Parents do not use the Sunday envelopes regularly. 

 
Per child  $ 6,100 
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Tuition Policy 
Tuition is divided into ten equal payments -- August through May.  A coupon book with envelopes is 
mailed to each family by July 15.  The familyÕs tuition payment in the form of check, cashierÕs check, or 
automatic payment must be mailed or delivered to the rectory in the envelope provided by the tenth of 
each month.  Tuition payments are not accepted by the school office.  The first payment is due by 
August 10 and the last payment by May 10.  Students will not be admitted to school if the first payment 
(due August 10) has not been received. 
 
For those families who have an eighth grader, all tuition payments and fees must be paid by May 10 in 
order that the child participate in graduation activities.   
 
The St. Cecilia School Finance Committee is composed of school parents and other parishioners and is 
responsible to the pastor and the principal for determining tuition and monitoring the budget and 
delinquent accounts.  Families who are having financial difficulties are encouraged to contact the School 
Finance Committee by calling the school office.   
 
The re-registration fee holds the childÕs place for the next school year.  If tuition is in arrears, no  
re-registration forms will be issued.  Once a family re-registers, if that family becomes delinquent in 
tuition, it is the prerogative of the Finance Committee to apply the registration fee to the outstanding 
tuition.  In such a case, there is no guarantee that the childÕs place will be available in the fall. 
 
In the event that a family transfers out of St. Cecilia School before the end of the school year, parents are 
responsible for tuition payments from August through the month of transfer. 
 
Parents sign a Tuition Contract agreeing to pay tuition in one, four, or ten installments by the 10th of each 
month (August-May) and to pay fees designated by the school by the specified due date(s). 
 
At the end of the quarter, the principal will consider dropping from the enrollment list the names of families 
who a.  have not cleared a delinquent account; and/or 

b.  have made no effort to discuss the problem with the principal/pastor/finance committee. 
 
Payment which is returned for  insufficient funds will be charged a $25.00 fee.  After two returned checks, 
families must pay tuition by money order or cashierÕs check for the remainder of the school year. 
Families who have a history of delinquent tuition may be required to pay tuition a quarter in advance. 
 
 

SPECIAL SERVICES 
 

Book Clubs 
It is the parentÕs decision to purchase books through any of the book clubs.  The school does not endorse as 
good or appropriate reading every offering made by the book clubs.  Parents should check the childÕs order 
carefully. 
 
Communication 
In order to improve communication and reduce our carbon footprint, St. Cecilia School has replaced the 
ÒungreenÓ Wednesday Envelope with a weekly emailed newsletter.  Each parent/guardian must register 
his/her email addresses for the enewsletter. Wednesday Envelope packets will no longer be mailed to 
parents.  Parents can log in at http://www.stceciliaschool.org/signup.htm  or find this sign up link on the  
St. Cecilia School home page: www.stceciliaschool.org.  
 
Parents should log on to the school website (www.stceciliaschool.org) each Wednesday morning and 
download the materials that need to be returned to school by Thursday of the same week.  Some forms will 
need to be signed and checks must be attached to the correct paper work! 
 
Drama Club 
The drama club meets after school or on Saturdays and provides students an opportunity to develop self-
confidence and demonstrate a creative spirit. The Drama Club Director works with parents, teachers, and 
volunteers to produce an annual improv show and spring musical.  
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Counselors 
St. Cecilia School has two school counselors:  one who works with those in Grades K-4 and one who works 
with those in Grades 5-8.  Their role is to work supportively with students to build self-esteem, to teach 
coping skills, and to increase social and communication skills.  Both counselors meet with the children in a 
safe place and in a confidential manner. 
 
While the child is the focus of their work, the counselors are open to talking with a parent to facilitate the 
childÕs well being and to do crisis intervention as it is needed.  They also make referrals outside the school 
for additional help. 
 
The school psychologist can also do educational assessments for those students in any grade who may be 
experiencing difficulty with their academic work.  The school counselors can be reached either through the 
classroom teacher or the school office. 
 
Extended Care 
The Extended Care program is available from 8:00 A.M. until 6:00 P.M.  The philosophy, policies, and 
tuition rates for Extended Care are found in a separate Extended Care brochure.   
 
Learning Specialist 
St. Cecilia School has a full-time Learning Specialist who works with students in Grades K-5.  The 
Learning Specialist works with children either individually or in small groups in the classroom or in the 
Learning Center located in the convent.  She works closely with parents, the classroom teacher, the school 
counselors, and the principal to provide additional support for students in need. 
 
Library  
Students in Grades K-6 have a weekly library period and may check out one book at a time for a two-week 
period.  Students may return books directly to the library or to the bookdrop.  Overdue notices must be 
signed by the parent.  Students have one week after the overdue notice to return the book, or pay the $15 
replacement charge for a lost book. 
 
Lost and Found 
All student items should be clearly marked (using a permanent marker) with the childÕs name.  Lost items 
are placed in the container on the first floor.  Small items such as glasses, watches and keys are kept in the 
receptionistÕs office.  Each month unclaimed uniform articles are added to the Uniform Exchange, and non-
uniform items are given to the poor. 
 
MothersÕ Club 
Mothers of the children in the school are encouraged to become members of the MothersÕ Club and to 
participate as much as possible in their activities.  There are annual dues and numerous activities in which 
to participate. 
 
Music Department 
Music instruction is provided for an additional fee through private lessons in piano, strings, and woodwind 
instruments.  Arrangements for music lessons are made between the parents and the Director of the Music 
Department (681-8788).  The classroom teacher may contact the parent regarding the lessons if he/she 
believes that class work is being adversely affected by the child missing class for music lessons. 
 
Students must register for at least one semester.  Music tuition for the quarter or semester is payable by 
check and is due by the date noted on the music statement.  If payment is not received by the due date, 
lessons will be terminated and the balance due will be added to your school tuition account.  Once payment 
has been received, lessons will begin, but missed lessons will not be made up. 
 
Since music teachers are guaranteed income for the semester, there are NO REFUNDS.  Withdrawals may 
be made only at the end of a semester. 
 
There are fifteen hours of instruction per semester.  The allotment of fifteen half hour lessons per quarter 
provides an equal distribution of lessons and allows for make-up lessons missed on school holidays.  
Lessons missed because of school holidays are always made up.  A maximum of two half-hour make-up 
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lessons per quarter will be scheduled for lessons missed through illness or absence from school when 
notification has been received on the previous day or before 8:10 on the day of the lesson.  Teachers will not 
call for students who do not appear for a lesson, and this lesson will not be made up.  
 
Photo/Video Release         
Unless stated in writing to the principal, parents give permission for their children to be photographed or 
videotaped at St. Cecilia School/Parish.  Photos may be published in the newspaper, a magazine, the school 
website, or other publication. Photos/videos may be used for informational or educational purposes 
regarding the programs or curriculum at St. Cecilia School/Parish.  Children will not be identified by name 
on the school website. 
 
Unless stated in writing to the principal by Thursday, August 26, 2010, parents give permission for their 
children to participate in the making of a project consisting of photograph(s), video, and/or film, 
production.  St. Cecilia School/Parish shall hereby retain any and all rights to the photograph(s), video, or 
film, including but not limited to, the rights to reproduce, copy, edit, exhibit, and/or publish. 
 
School Pictures 
School pictures are usually taken in the beginning of the school year.  One picture is taken of every child 
for the school records, and parents may order more copies if they choose.  Students wear their uniforms for 
these pictures. 
 
Sports 
Students have the opportunity to participate in the parish-sponsored sports program.  Registration, fees, and 
information are coordinated by the Directors of the BoysÕ and GirlsÕ Athletic Programs.  The program for 
the parish is under the direction of the Parish Athletic Board.  If students are absent from school, they are 
not allowed to play in league games or participate in practice that day. 
 
Student Council 
Student Council cultivates growth in leadership.  While Student Government provides services to the 
school, church, and community, it also develops responsibility in the students and enables them to become 
more effective leaders in our society.  Students who wish to run for office must meet certain qualifications 
and have a petition signed by their teachers and the principal. 
 
PrincipalÕs Right to Amend Handbook/Calendar 
The principal retains the right to amend the handbook and or yearly calendar for just cause.  Parents will be 
given prompt notification if changes are made.  
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ARCHDIOCESAN POLICIES/FORMS  
 

   Archdiocese of San Francisco 
       Parental Permission Form 
    Activity:   
     Date:        
     Time:       
     Place:   
     Transportation:   
     Cost:                     
Please return this permission slip no later than                                                                        

ChildÕs Name                                               Parish  St. Cecilia                                              

Address                                              (Street, City, Zip))                     Phone                                                     
School:  St. Cecilia School    Grade:     Room #       Birthdate                           
Parent/GuardianÕs Name                                                                                                                Home phone                                                

Address     Work phone                                                          

Person(s) (other than parent) to notify in case of emergency:        

Name                                                                                      Phone                                           

  
I, the parent (guardian) of the above named child, hereby, give my permission for his/her 
participation in the activity named above.  I agree to direct my child to cooperate and conform 
with the directions and instructions of the parish, school or Archdiocesan personnel responsible 
for the activity. 
 
I agree,  that in the event my child is injured as a result of his/her participation in the above named 
activity, including  but not limited to transportation to and from the activity, whether or not caused 
by the negligence (active or passive) of the parish/school or Archdiocesan youth activities 
program, or any of its agents or employees, recourse for the payment of any resulting hospital, 
medical or related costs and expenses will first be had against any accident, hospital or medical 
insurance, or any available benefit plan of mine or of my spouse. 
 
I am not aware of any medical condition of my child which would render it inappropriate for 
him/her to participate in any such activity. 
 
I, hereby, give permission to the physician selected by the youth activities supervisory personnel 
then present to render medical treatment deemed necessary and appropriate by the physician. 
 
                                                                                             Date                                               
Parent/Guardian signature   
 
                                                                                             Date                                               
Other Parent/Guardian signature 
     
I can chaperone:          Yes  No 
 
                                                                                             Date                                                   
Name     Phone Number                                          
 
Chaperones should meet in the hallway outside the classroom. 
 
*While being sensitive to single parent situations and possible embarrassment to the children, 
signatures of both parents should be obtained when possible. JMH: em/rev. 10/91 
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The following is a sample of the contract which is signed once and kept on file during the student’s 
attendance at St. Cecilia School (Grades 2-8).  No student may use the Internet without a signed contract.  
The technology coordinator will give and explain this contract to students in Grade 2 and new students in  
Grades 3-8. 

MODEL POLICY AND PARENT/USER CO NTRACT PERTAINING TO THE ACCEPTABLE 
USE OF INTERNET AND ELECTRONIC INFORMATION RESOURCES  

 
GENERAL POLICY  

St. Cecilia School strongly believes in the educational value of technology and recognizes that electronic 
services have the potential to support curriculum and student learning.  The goal for providing such service 
is to promote educational excellence by facilitating resource sharing, innovation and communication.  St. 
Cecilia School will make every reasonable effort to protect students, teachers and staff members from any 
misuses or abuses as a result of experiences with an information service accessed through St. Cecilia 
School.  However, users may encounter material which is controversial and which users, parents, teachers 
or administrators may consider inappropriate or offensive.  On a global network it is virtually impossible to 
effectively control the content of data, and it is the user's responsibility to not initiate access to such 
material.  St. Cecilia School will designate a member of the professional staff to serve as system 
administrator. 

CONTRACT  
Please read this document carefully.  When signed by you (the user) and your parent /guardian, it 
becomes a legally binding contract.  We must have your initials where indicated and your signature 
and that of your parent /guardian before we can provide you access to the Internet. 
Listed below are the provisions of this contract.  If any user violates theses provisions, access to the 
information service may be denied and the user may be subject to disciplinary action.  The use of the 
information system is a privilege and not a right.  Inappropriate use may result in cancellation of those 
privileges.  The administration of St. Cecilia School may require that the System Administrator deny, 
revoke or suspend use to students who have violated these privileges.  The school administration will 
decide what is appropriate use and their decision is final. 
 
Unacceptable conduct and/or illegal interaction with the information service is strictly prohibited.  This 
includes but is not limited to such actions as: 

¥using the network for any illegal activity, including violation of copyright or other contracts 
¥use of the information services for commercial activities for profit or product advertising 
degrading or disrupting equipment or system performance 

 ¥vandalizing the data of another user 
¥wastefully using finite resources gaining unauthorized access to resources or entities 

 ¥invading the privacy of individuals 
 ¥using an account owned by another user without authorization 
 ¥posting personal communications without the author's consent 
 ¥posting anonymous messages 
 ¥placing unlawful information on a system 
 ¥using abusive or otherwise objectionable language 

¥sending messages that are likely to result in the loss of recipients' work or systems, sending 
"chain letters", "broadcast" or "chat' messages to a list of others 

 ¥political lobbying 
¥any other use which would violate the policies of  St. Cecilia School concerning proper student 
conduct and/or which would violate the teachings of the Roman Catholic Church.  
 
Any user who is uncertain as to whether a particular proposed use is inappropriate shall make prior 
inquiry with the System Administrator. 

 
I have read and understood this page. 
User          Parent/Guardian                                          
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Other Terms and Conditions of this Contract 
 

I. Personal Responsibility.  I will accept responsibility for reporting any misuse of the computers or 
related equipment to the adult in charge.  Misuse can come in many forms and includes vandalism, 
theft and any message(s) sent or received that indicate or suggest pornography, unethical or illegal 
solicitation, racism, sexism, or inappropriate language. 

 
2 . Acceptable Use.  The purpose of providing access to electronic resources is to support classroom 

instruction and educational research.  The use of the electronic services must be in support of 
classroom directed activities and consistent with the adopted curriculum and educational 
objectives of St. Cecilia School. 

 
3 . Netiquette.  You are expected to abide by the generally accepted rules of network etiquette.  

These rules include (but are not limited to) the following: 
 a. BE POLITE. 
 b. USE APPROPRIATE LANGUAGE. 
 c. PRIVACY.  Do not reveal any personal information, your home address or personal 

phone numbers or those of students or colleagues. 
 d. DISRUPTIONS.  Do not use the network in any way that would disrupt use of the 

network by others.  Do not tie up the network with idle activities, play interactive games 
or download huge files. 

 
4.     Services.  St. Cecilia School makes no warranties of any kind, whether expressed or implied, for 

the service it is providing, nor will it be responsible for any damages suffered while on this 
system.  These damages include loss of data as a result of delays, non deliveries, mis-deliveries, or 
service interruptions caused by the system or your errors or omissions.  Use of any information 
obtained via the information system is at your own risk.  St. Cecilia School specifically denies any 
responsibility for the accuracy of information obtained through Internet electronic information 
services. 

 
5 . Security.  Security on any computer system is a high priority because there are so many users.  If 

you identify a security problem, notify the System Administrator at once.  Never demonstrate the 
problem to other users.  Any user identified as a security risk win be denied access to the 
information system.  ST. CECILIA SCHOOL RESERVES THE RIGHT TO INSPECT ANY 
USER FILES AT ANY TIME.  

 
6. Vandalism.  Vandalism is defined as any malicious attempt to harm or destroy data of another 

user or any other agencies or networks that are connected to the system.  This includes, but is not 
limited to, altering files and the uploading or creation of computer viruses.  Any vandalism will 
result in the loss of computer services and disciplinary action as outlined in the student handbook. 

 
St. Cecilia School has a behavior code for all students that details appropriate school behavior, outlines 
rights and sets expectations for students.  Because electronic resources are used as part of a school activity, 
the school's discipline policy applies to network activities as well.  Therefore, the electronic resource 
contract is an extension of the school's behavior code. 
 
 
I have read and understood this page. 
 
User          Parent/Guardian                                          
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ELECTRONIC R ESOURCES CONTRACT 
REQUIRED SIGNATURES 

 
 
This contract shall remain in effect so long as user is enrolled at St. Cecilia School and/or is otherwise 
provided access to an information service accessed through School. 
 
STUDENT: I understand and will abide by the provisions and conditions of this contract.  I 
understand that any violations of the above provisions may result in disciplinary action, the revoking of my 
computer use privileges and appropriate legal action. 
 
User Name (please print)                                                                                                                         
 
 
User Signature                                                                                                                                           
 
 
PARENT OR GUARDIAN: Students must also have the signature of a parent or guardian who has read 
this contract. 
 
As the parent or guardian of this student, I have read and agree to abide by this contract and understand that 
it is designed for educational purposes.  I understand that it is impossible for St. Cecilia School to restrict 
access to all controversial materials, and I will not hold the school responsible for materials acquired on the 
network.  I understand that any violations of the above provisions may result in disciplinary action, the 
revoking of my child's computer use privileges and appropriate legal action.  I accept full responsibility for 
supervision if and when my child's use is not in a school setting. 
 
 
Parent or Guardian Name (please print)                                                                                                 
 
Signature                                                                                           

Date                                                    

Principal             
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SCHOOL COUNSELING RELEASE FORM  
 

St. Cecilia School 
 
 
1.  Psychological and Educational Information: 
 
Please Note:  This release is optional.  No psychological testing or counseling other than ordinary 
educational programs and procedures will be provided to any student unless a parent/guardian has 
first given consent. 
 
I understand that counseling services offered through the School, if any, are primarily short-term, 
temporary services aimed at the more effective education and socialization of my child within the school 
community, and to provide the means for teachers and the School Administration to serve my child and the 
school community more effectively.  These services may involve the individual participation of my child, 
or the participation of my child in conjunction with family, teacher(s) and/or the School Administration.  I 
understand that these services are not intended as a substitute for emergency psychological intervention, 
nor do they take the place of permanent, long-term, or comprehensive psychological counseling, therapy or 
medication, which are not the responsibility of the School.   I acknowledge that it is my sole responsibility 
to determine whether additional or different services are necessary, and whether to seek them for my child.  
I hereby give my consent for my child to receive counseling services through the School on these terms.   

 
Because these School Counseling Services are primarily intended to serve my child as a member of the 
school community, in addition to circumstances otherwise allowed or required by law I authorize the 
counselor, in his or her discretion, to share any information, diagnosis or recommendation derived from 
these services, and only such information, with me or another parent or legal guardian of my child, my 
childÕs teacher(s), the school principal or other school administrators.  Such information will be used only 
for the purposes of facilitating the education or socialization of my child or of the School community.   
 
 
Date: ___________________    
 
 
Parent/GuardianÕs Signature: _______________________________________________  
 
StudentÕs Name: _______________________________________________  
 
Grade:  _____  Room: ____                
 
Updated 5/9/03 
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MEDICAL RELEASE AND  
CONSENT TO TREATMENT OF CHILD  

 
I am a parent or legal guardian of  __________________________________                                                   
(birthdate)_________________________,   (Òmy childÓ) who is a student at St. Cecilia School.    I have 
read, understood and consent to the following concerning my child: 
 
1.  First-Aid/Emergency Treatment:  Without limiting other emergency powers that may be provided by 
law, I authorize school personnel to administer first-aid to my child if the school administration deems it 
necessary and appropriate to preserve the life, limb or well-being of my child.  If the school administration 
believes, in its sole discretion, that a medical necessity exists beyond that which can reasonably be dealt 
with on school grounds by school personnel, I authorize the school to contact and engage qualified medical 
personnel and arrange for emergency treatment of my child, including transportation either by school staff 
or by professional transport for medical, dental, surgical or hospital care or diagnosis, and I consent to that 
treatment for my child. Arrangements for treatment will be made in the following order of priority:  1) The 
Òemergency physicianÓ listed above; 2) the Òprimary physicianÓ listed above; 3) another physician or 
health-care professional licensed by the State of California.  I understand and agree that I will be financially 
responsible for any such medical treatment. 
 
2.  Medical Supervision/Administration of Medicines:  I understand that the school is not legally 
obligated to store or administer medication for students and will not do so, either on a temporary or 
ongoing basis, except by special agreement.   If I have indicated, by signing this consent below, that the 
school may administer medications to my child, and if the school has agreed to administer medications by 
signing this consent below, I authorize the school to administer the medicines listed on this form, as 
indicated, but recognize that the school does not thereby undertake any ongoing duty to administer drugs or 
medicine, or to supervise or participate in any self-medication or medical program or ongoing, routine or 
non-emergency needs of my child, all of which remain my responsibility.  Before any medication is given 
by the school, I will provide those medications in their original pharmacy containers, with the childÕs name 
and doctorÕs instructions on the label, and I will provide a written, signed authorization from a physician, 
including complete instructions. 
 
3.  Release of Student to Qualified Emergency/Medical Personnel and Third Parties: Without limiting 
other emergency powers as may be allowed by law, in the event of disaster or medical necessity involving 
the life, limb or well-being of my child in which it is necessary in the opinion of the school administration 
to transport my child from school property, or if it is necessary to evacuate the school grounds, the school 
will make a reasonable effort (in view of the nature of the necessity) to first contact a parent or legal 
guardian.  If no parent/legal guardian is available, I authorize the school to release my child into the 
custody of third parties for the purpose of transporting my child from school grounds and arranging for 
such care as my child may need, in the following order of priority:  1) the persons listed above as 
emergency contacts; 2) qualified medical/emergency professionals; 3) another responsible adult.   
 
4.  Gathering, Use and Release of Medical Information:  Without limiting other emergency powers that 
may be provided by law, in the event of disaster or medical emergency, I specifically authorize the 
gathering, use and release to, from, and among the school personnel and to, from and among any medical 
professionals, of any medical information reasonably necessary to provide emergency medical care and 
otherwise ensure the life, limb and well-being of my child, including without limitation, the information 
contained in this form, until I can reasonably be notified and take custody of my child.  I understand that 
this information will be requested, gathered and/or released only for the purpose of providing first-
aid or emergency medical care necessary in the absence of a parent or legal guardian, or as otherwise 
allowed by law. 



Parent/Student Handbook 2010-2011 

 33 

 
 
 
 
 
 
 
 
 
 

MEDICAL RELEASE AND  
CONSENT TO TREATMENT OF CHILD (continued)  

 
 
 
5.  School Athletics: As a condition of participating in school athletics, the school reserves the right to 
obtain medical information regarding any physical or emotional condition or injury that pertains to my 
childÕs ability to participate safely and constructively in school sports, and to require a written medical 
clearance at any time before my child may participate in, or return to participation in, school sports 
activities during the school year.  This information will be used solely for the purpose of evaluating my 
childÕs ability to participate in school sports activities and will not be obtained by or disseminated to any 
third parties, except the schoolÕs coaches, administrators, trainers and athletic staff, and only for these 
purposes or as otherwise allowed by law 
 
NOTE:  ALL MEDICINES TO BE TAKEN ON SCHOOL GROUNDS, WHETHER SELF -
ADMINISTERED OR ADMINISTERED BY THE SCHOOL (IF SCHOOL AGREES TO DO SO), 
MUST BE ARRANGED FOR IN ADVANCE, AND MUST BE PROVIDED IN THEIR ORIGINAL 
PHARMACY CONTAINER, INCLUDING THE CHILDÕS NAME AND DOCTORÕS 
INSTRUCTIONS.    
 
THE SCHOOL WILL NOT ADMINISTER MEDICINES UNLESS A PHYSICIANÕS WRITTEN 
AND SIGNED AUTHORIZATION, INCLUDING COMPLETE INSTRUCTIONS, IS ATTACHED 
TO THIS FORM  
 

In consideration of  the arrangement indicated in this consent, the undersigned hereby 
releases and discharges the Archdiocese of San Francisco, its constituent organizations, including but 
not limited to The Roman Catholic Welfare Corporation, the Department of Catholic Schools and 
the school, and their respective officers, agents and employees for any and all claims for personal 
injuries or property damage that I or my child may suffer as a result of this arrangement whether or 
not such injuries or damages be caused by the negligence (whether active or passive) of any of the 
entities or individuals named or described above, excepting only injuries or damage resulting from 
Archdiocese's willful misconduct. I authorize and request the school to administer the above 
medications to my child on these terms.  
 
 
 
Signature of Parent/Legal Guardian 
 
On behalf of the School, I agree to supervise administration of the above medications, consistent with the 
terms contained herein. 
 
Signature of School Principal 
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PHYSICANÕS STATEMENT REGARDING  
ADMINISTRATION OF MEDICINE BY SC HOOL PERSONNEL 

 
Please schedule medication outside of the school hours whenever possible. 

 
 

1.  Name of student         Date of Birth / /  
 
2.  Address          Telephone    
 
3. Condition for which medication is to be given          
 
4.  Name of medication            
 
5.  Method of administration:  Oral   Inhalator   Injection     Other    
 
6.  Dose        Schedule of doses     
 
7.  The medication is to be continued as above until          
 
8.  Precautions advised             
 
    Possible reactions to medication            

 
    Actions to be taken in case of reaction to medication          

 
9.  Check one below: 
        I give this student permission to self-administer the above medication. 
 
       I authorize designated school personnel to administer the above medication. 
 
10.  Print name and address of physician  Date        
 
             Phone      
 
            
 
                    
      Signature of Physician 
 

 
PARENTÕS OR GUARDIANÕS REQUEST FOR  

ADMINISTRATION OF MEDICINE BY SCHOOL PERSONNEL  
AND WAIVER AND RELEASE FROM LIABILITY  

 
The undersigned hereby requests St. Cecilia School to assist        
in the matters set forth in the above PhysicianÕs statement. 
 
            (Over) 
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11.  Name of parent/guardian             
 
12.  Telephone where a parent/guardian can be reached during the school day       
 
13.  Language (s) used at home             
 
I will notify the principal of the school immediately if there is a change in my childÕs medication schedule or if the 
physician prescribing the medication is no longer providing health care for my child. 
 
I understand it is my responsibility to send the medication to school in the original pharmacy container including 
the childÕs name and the doctorÕs instructions 
 
Check one below: 
 

   I give             permission to self-   
administer the above referenced medication. 

 
   I authorize designated school personnel to administer this medication. 
 
I understand that St. Cecilia School reserves the right to discontinue its involvement in the above referenced 
administration of medicine. 
 
I UNDERSTAND THAT ST. CECILIA SCHOOL IS NOT LEGALLY OBLIGATED TO STORE OR  
ADMINISTER MEDICATION FOR STUDENTS.  THEREFORE, IN CONSIDERATION FOR THE ABOVE 
REFERENCED ARRANGEMENT, THE UNDERSIGNED DOES HEREBY RELEASE AND DISCHARGE THE 
ARCHDIOCESE OF SAN FRANCISCO, ITS CONSTITUENT ORGANIZATIONS, INCLUDING, BUT NOT 
LIMITED TO ST. CECILIA SCHOOL/ PARISH AND 
THEIR OFFICERS, AGENTS AND EMPLOYEES, FROM ANY AND ALL CLAIMS FOR PERSONAL 
INJURIES OR PROPERTY DAMAGE THAT I OR MY CHILD MAY SUFFER AS A RESULT OF THIS 
ARRANGEMENT WHETHER OR NOT SUCH INJURIES OR DAMAGE ARE CAUSED BY THE 
NEGLIGENCE (WHETHER ACTIVE OR PASSIVE) OF ANY OF THE ENTITIES OR INDIVIDUALS NAMED 
OR DESCRIBED ABOVE. 
 
 
        
Signature of Parent/Guardian 
 

ONE MEDICATION PER FORM, PLEASE 
 

Return completed from to the principal. 
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GENERAL TERMS OF PARENTAL CONSENT  

 

1.  General Terms of Parental Consent: 

 

CONFIDENTIAL MEDICAL OR EDUCATIONAL INFORMATION AS SET FORTH IN THIS 
FORM WILL BE GATHERED, USED AND DISSEMINATED ONLY BY THE PERSONS AND 
ONLY FOR THE PURPOSES SET FORTH HEREIN, OR AS OTHERWISE ALLOWED BY LAW. 

 

THIS AUTHORIZATION IS EFFECTIVE ONLY FOR THE SCHOOL YEAR LISTED ABOVE, 
AND WILL EXPIRE ON JUNE 15, 20____.  IT MAY BE REVOKED AT ANY TIME BY A 
WRITING SIGNED BY THE PARENTS.  HOWEVER, IF REVOKED, THE SCHOOL RESERVES 
THE RIGHT TO SUSPEND OR TERMINATE THE ATTENDANCE OF THE CHILD AT THE 
SCHOOL. 

 

I AGREE TO AND CONSENT TO THE ACTIONS SET FORTH HEREIN AND HEREBY GRANT 
AUTHORIZATION OF THE SCHOOL TO OBTAIN AND USE MEDICAL INFORMATION AND 
RECORDS BY THE PERSONS, FOR THE PURPOSES, AND DURING THE TIME SET FORTH 
ABOVE.   

 

I UNDERSTAND THAT I HAVE A RIGHT TO RECEIVE A TRUE COPY OF THIS 
AUTHORIZATION. BY MY SIGNATURE, I ACKNOWLEDGE THAT A TRUE COPY OF THIS 
AUTHORIZATION HAS BEEN RECEIVED BY ME. 

 

DATED: ___________________________________ 

Signed:   ___________________________________ 

Print name: ________________________________ 

Relationship to child: ________________________ 

StudentÕs Name: ___________________________________ 

Grade: ____    Room: _____ 

 

 

Documents/020802-Universal Release Form 

Updated  4/28/03 
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CHILDREN WITH DISABILITIES RELEASE FORM  

 

St. Cecilia School 

1.  Children with Disabilities: 
 
Please Note:  The School is not able to accept students with disabilities unless this release is given. 
 

I understand that the school is not legally obligated to accept children with disabilities nor does it 
have the same level of funding for personnel, equipment, and other resources that may be available to 
private and/or government supported institutions to care for individuals with disabilities.  I understand and 
agree that the School will try, but in fact may fail in its attempt, to adhere to the special needs and 
circumstances pertaining to my child, and I specifically agree to assume the risk that the school may fail in 
its attempts to provide proper supervision and/or to prevent classroom/playground bumps, falls, and other 
incidental contact and/or any related cuts, scrapes, or other things.  I also understand that any special 
accommodations or programs that may be made for my child or other children may be discontinued in the 
discretion of the School Administration 
 

If I have indicated above that my child has a disability, in consideration of my childÕs enrollment 
in the school I authorize the school to perform whatever tasks and to impose whatever conditions the school 
deems in the best interests and safety of my child, including limitations on activities, or provision of special 
activities or supervision, and I authorize the school personnel and administration to gather, use and 
disseminate to other school personnel information concerning my childÕs disability as is reasonably 
necessary to further the education of my child and the efficient operation of the school community.   
 

I hereby release and discharge The Roman Catholic Archbishop of San Francisco, a Corporation Sole 
(Archdiocese) and its constituent organizations, including but not limited to the School, and their 
officers, agents and employees from any and all claims for personal injuries or property damage that I 
or my child may suffer while my child is enrolled at the school which arise out of or relate to my 
child's physical condition and the school's oversight of that condition, whether or not such injuries or 
damage are caused by the negligence (whether active or passive) of Archdiocese, excepting only such 
injuries or damage resulting from Archdiocese's willful misconduct.   

 

Date: ___________________    
 
Parent/GuardianÕs Signature: _______________________________________________  
 
StudentÕs Name: _______________________________________________  
 
Grade: _____  Room: ____    
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UNIVERSAL MEDICAL INFORMATION/ EMERGENCY CONTACT                        A 
RELEASE AND CONSENT FORM 
 
PLEASE COMPLETE ONE (1) PER CHILD  
 
St. Cecilia School Year :  2010-2011 
 
________________________________________________________________________________________________ 
Name of Student (Last, First, Middle)      Birthdate 
 
Grade: _____   Room            Teacher Name: ___________________________________________________      
 
Student Address: 
________________________________________________________________________________________________ 
Street          Apartment 
________________________________________________________________________________________________ 
City     State     Zip 
 
Home Telephone: (____)_______________________________ 
 
Siblings at school: 
 
________________________________________________________________________________________________ 
Name      Grade    Teacher 
________________________________________________________________________________________________ 
Name      Grade     Teacher 
 
Student lives with (check all that apply):  
_____ Mother 
_____ Father 
_____ Guardian(s) (specify): ______________________________________________________ 
 
_____Father’s  ____Legal Guardian’s Information: 
 
________________________________________________________________________________________________ 
Name (Last, First) 
Work Address:  
_______________________________________________________________________________________________ 
    Street     City  State  Zip 
Home Address (If Different from childÕs):  
 
________________________________________________________________________________________________ 
Street      City   State  Zip 
 
Home Phone (If Different from childÕs): (____)_____________________  Email Address     
 
Work Telephone:  (____)_______________  Mobile phone: (____)_________________ 
 
 
_____Mother’s  _____Joint Legal Guardian’s Information: 
 
________________________________________________________________________________________________ 
Name (Last, First) 
Work Address:  
 
________________________________________________________________________________________________ 
Street     City  State  Zip 
Home Address (If Different from childÕs):  
 
________________________________________________________________________________________________ 
Street      City   State  Zip 
 
Home Phone (If Different from childÕs): (____)_____________________Email Address       
 
Work Telephone:  (____)_______________  Mobile Phone: (____)_________________                      (Over)
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Emergency Contacts: 
      Name     Relationship to Child Telephone Number(s) 
 
1.______________________________________________________________________________________________ 
 
2.______________________________________________________________________________________________ 
 
3.______________________________________________________________________________________________ 
 
4.______________________________________________________________________________________________ 
 
Student Medical Information: 
 
Primary Physician: 
 
Name 
 
Address        Telephone 
 
Emergency Physician: 
 
Name 
 
Address        Telephone 
 
Medical Conditions: (e.g., diabetes, epilepsy, heart conditions, etc.) 
________________________________________________________________________________________________ 
 
Disabilities:_____________________________________________________________________________________ 
 
Allergies: (e.g., hay fever, strawberries, peanuts,etc.)_____________________________________________________ 

________________________________________________________________________________________________ 

 
Medications:____________________________________________________________________________________ 
 
Allergies to Medications:_________________________________________________________________________  
 

*Medicines to be Self-Administered by the Child: _____________________________________________________ 

________________________________________________________________________________________________ 

 
*Prescription MedicineÑ The parent must submit the ÒPhysicalÕs Statement Regarding Administration Of Medicine By 
School PersonnelÓ to the school office with the medication. 
 
*Non-Prescription MedicineÑ The parent must send a detailed note to the school office with the medication 
 
Dosage:  ______________________________________          Frequency: __________________________________ 
 
PARENTS/GUARDIANS:   YOU HAVE NOT COMPLETED THIS FORM UNTIL YOU SIGN BELOW:  

 

DATE: ___________________________________ 

SIGNATURE: __________________________________________________________ 

PRINT NAME: _____________________________________________________ 

RELATIONSHIP TO CHILD: __________________________________________ 

        F
O
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THE ARCHDIOCESE OF SAN FRANCISCO 
OFFICE OF THE ARCHBISHOP 
 

ONE PETER YORKE WAY, SAN FRANCISCO, CA  94109-6602      TEL:  (415) 614-5500       

June  2008 
 
My Dear People, 
 
In June of 2002, I joined with my brother bishops from throughout the United States in signing the Charter 
for the Protection of Children and Young People, ÒPromise to Protect, Pledge to Heal”.  We reaffirmed 
our commitment in June of 2005. In this charter, we have pledged to do everything possible to ensure that 
the children and youth in our parish and school communities will be safe from sexual predators. I again 
reaffirm my personal commitment to that pledge. 
 
Our Archdiocese has developed policies and practices that apply to the important work with children and 
youth done by clergy, staff, and volunteers because these people are the face of the Church.  These policies 
and practices are designed to ensure the safety of the young people in our care, and apply to all adults 
whose duties include ongoing contact with minors.  These adults, whether staff or volunteers, are required 
to go through back ground evaluation (done by fingerprinting or by background checks) and must complete 
a comprehensive online training program ÒRecognize, Report and Prevent Child Abuse”, found on the Law 
Room website at www.shieldthevulnerable.org . 
 
Beginning in the school year 2008-2009, I have promulgated new programs for children and teens in our 
Catholic Schools and in our parish Religious Education programs.  
  

¥ Talking About Touching   Preschool through Third Grade 
¥ Kids Safety (online)    Fourth through Eighth Grade 
¥ Teen Safety (online)  Ninth through Twelfth Grade 

 
We affirm parents as the first educators of their children.  All of the above programs have opportunities for 
parent involvement. In addition, other methods of training parents to work with their children are being 
considered for school year 2008/2009.  We encourage parents to attend the workshops for ÒTalking about 
Touching” as soon as they are scheduled, and to take the online training with their children or at a separate 
time.   
 
May God bless all of you in your role as parents, educators, and concerned adults working with our 
children and youth. 

 
Most Reverend George Niederauer 
Archbishop of San Francisco 
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CHILD SAFETY EDUCATION PROGRAMS  
 

Type  
Of Participant 

Current Program  
(2007 / 2008) 

Planned  Standard  
(2008 / 2009 and beyond) 

 
CLERGY 

(Priests and Deacons) 

 
Recognize, Report 

& Prevent Child Abuse 

WWW.SHIELDTHEVULNERABLE.
ORG 

 
Recognize, Report 

& Prevent Child Abuse 

WWW.SHIELDTHEVULNERABLE.ORG  

 
STAFF 

(Paid Employees) 

 
Recognize, Report 

& Prevent Child Abuse 

WWW.SHIELDTHEVULNERABLE.
ORG 

 
Recognize, Report 

& Prevent Child Abuse 
 

WWW.SHIELDTHEVULNERABLE.ORG  

 
VOLUNTEERS 

 
Recognize, Report 

& Prevent Child Abuse 

WWW.SHIELDTHEVULNERABLE.
ORG 

 
Recognize, Report 

& Prevent Child Abuse 
 

WWW.SHIELDTHEVULNERABLE.ORG  

 

STUDENTS 

(Preschool Ð Third Grade) 

 
Smart Kids; Safe Kids 
 

 

 
Talking about Touching 
 
Program has Parent Component for use at home 

 

STUDENTS 

(Fourth thru Eighth Grades) 
 

 
 

Smart Kids; Safe Kids 
 
    

Kids Safety 
(Available Winter / Spring 2009) 

Course Automatically varies by Grade Level 
Fee for child allows parent to take the course as 
well. 

WWW.SHIELDTHEVULNERABLE.ORG  

 
STUDENTS 
(Ninth thru Twelfth Grades) 

 
Creating Safe and Sacred Places 

 

 
Teen Safety 
Fee for child allows parent to take the course as 
well. 
WWW.SHIELDTHEVULNERABLE.ORG 
  

 

PARENTS 

 

 
Out of HarmÕs Way 

  Parents Train with Their Child 

 
DISCONTINUED 
 (Parents now Train as Indicated Above) 
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SAFE ENVIRONMENT PROGRAMS  
Archdiocese of San Francisco 

May 19, 2008 
 

 ÒRecognize, Report, and Prevent Child AbuseÓ 
This is an individualized, interactive on-line training course that educates Archdiocesan employees and 
volunteers who have on-going, unsupervised contact with minors on how to recognize signs of abuse 
and neglect and to be able to protect our children. This is found on Law RoomÕs website, 
www.shieldthevulnerable.org. 

 
The cost is $5.00 per employee/volunteer. 
 

 Talking About Touching 
This is a personal safety curriculum for Preschool Ð Third Grade children.  Teachers and parents learn 
to provide rules for children and skill practice in common safety rules. They also teach the children 
how to ask for help when feeling unsafe or uncomfortable. 

 
Two instructional kits are available. The cost is $300 for kit #1 “Preschool – Kindergarten” -- and an 
additional $300 for: kit #2, “First Grade – Third Grade”. Each school and / or catechetical program 
will need one of each of these kits. 

 
 ÒKids SafetyÓ 

This is an individual, interactive online course for Fourth Grade Ð Eighth Grade students. It is currently 
in development, and will be available for use in the 2008 / 2009 school year. Children will learn how 
to identify different types of harm and how to get help, grow in understanding personal boundaries, 
and how to practice safe internet use. 

 
The cost is $5.00 per student per year.  Catholic School and Public School 
students will go through this course in their school or parish catechetical 
programs; parent(s) are encouraged to take this online training with their child. 
This course will also be found at www.shieldthevulnerable.org. 
 

 Teen Safety 
This is an individual, interactive on-line course for Grades 9-12 and is available now.  Youth in our 
school/parish programs will learn to identify different types of harm, deal with physical and sexual 
violence, enforce personal boundaries, practice safe internet use, understand relationships with adults, 
reject negative media influences and know the importance of respecting the dignity of self and others. 

 
The cost is $5.00 per student per year.  This includes parent(s) being able to take the course under their 
teenÕs name. This course can also be found at www.shieldthevulnerable.org.  
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RELEASE OF DIRECTORY INFORMATION  

 
Schools routinely compile student body lists and release directory information concerning students.  This 
has been and will be our common practice.  In response, however, to questions raised concerning school 
records, we offer a brief explanation of directory information outlining its content and use. 
 
The categories of facts listed below are designated as directory information for elementary and secondary 
schools: 

¥ studentÕs name, address, telephone listing 
¥ date and place of birth 
¥ dates of attendance, certificates and awards received 
¥ participation in school activities and sports 
¥ weight and height of members of athletic teams 
¥ most recent school attended by the student 
¥ dates of withdrawal, re-entries 
¥ date of graduation 

 
Directory information is released only in response to legitimate interest requests and for purposes approved 
by the school administrator.  Directory information is never given to private, profit-making organizations.  
There are a number of organizations associated with a school which have a continuing need for names and 
addresses of the students they represent, e.g., Parent-Teacher Group Officers and Alumni Associations.  In 
other cases the release of certain information would generally be considered a benefit to your child, e.g., 
press release information concerning academic or athletic awards. 
 
Your signature on the paper accompanying this Handbook indicates that you have received this 
notification.  If for some reason you request that designated information should not be released 
without your consent, please submit the request in writing  to the principal of the school.  If we do not 
hear from you by 8/26/10 requesting that we not release such information, we will understand that 
you consent to the release of Directory Information for your child/children. 
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STUDENT TO STUDENT HARASSMENT 

POLICY AND PROCEDURES 
 
A. INTRODUCTION  

 
This document is designed to serve as a policy and teaching tool for the students in Archdiocesan schools.  
It serves as a tangible witness to the Catholic commitment to life, love, and respect as Jesus did. 
 
As indicated below, student-to-student harassment can take many forms.  To the extent it involves child 
abuse, as defined by law, the Archdiocesan Child Abuse Policy and Procedures, including the requirement 
to report the abuse to civil authorities, shall be followed. 
 
B. HARASSMENT IN GENERAL  
 
Catholic teaching and practice affirm the Christian dignity of every person.  Harassment is unacceptable 
conduct that is severe, pervasive, and deliberate.  Harassment occurs when an individual is subjected to 
treatment in a school environment which is hostile, offensive, or intimidating because of the individualÕs 
race, religion, creed, color, age, national origin, ancestry, physical or mental disability, medical condition, 
or sex.  Harassment of a student by any other student is prohibited and will not be tolerated.  It is the policy 
of the Archdiocese to provide an educational environment in which all students are treated with respect and 
dignity. 
 
C. SEXUAL HARASSMENT   
 
Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature.  Sexual harassment can be directed toward a 
student under conditions such as the following: 
 
Verbal Harassment: Sexually demeaning comments, sexual statements, questions, slurs, jokes, 

anecdotes, or epithets. 
 
Written Harassment: Suggestive or obscene letters, notes, or invitations 
 
Physical Harassment: Unkind, immoral and/or unlawful physical touching, contact, assault, deliberate 

impeding or blocking movements, or any intimidating interference with normal 
study or movement. 

 
Visual Harassment: Leering, gesture, display of sexually suggestive objects or pictures, cartoons, or 

posters. 
 
D. DISCIPLINARY ACTION 
 
1. This policy prohibits student-to-student harassment whenever it is related to school activity or 

attendance, and occurs at any time including, but not limited, to any of the following: 
 a. While on school grounds; 
 b. While going to or coming from school; 
 c. During the lunch period whether on or off campus; 
 d. During or while going to or coming from a school sponsored activity; 
 
2. Any student who engages in the harassment of another student is subject to disciplinary action up 

to and including verbal and/or written warnings and reprimands, counseling, suspension, and 
expulsion. 
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Note: 
 Should substantiated conduct outside the school environment come to the attention of the school, 

this too may serve as grounds for discipline, as students of Archdiocesan schools are expected to 
conform their lives to Christian principles at all times. 

 
E. STUDENTÕS RESPONSIBILITY 
 
It is the studentÕs responsibility to conduct himself or herself in a manner which contributes to a positive 
school environment.  Students will not commit acts which tend to injure, degrade, disgrace, or threaten the 
safety, privacy, and respect of other students, teachers, or staff members. 
 
F. ADMINISTRATIONÕS RESPONSIBILITY  
 
To promote an environment free of harassment, the Principal shall take appropriate actions such as 
removing vulgar or offending graffiti, establishing site rules, and providing staff in-service or student 
instruction and counseling.  Teachers shall discuss this policy with their students in age-appropriate ways 
and shall assure them that they need not endure any form of harassment.  The school will treat allegations 
of harassment seriously and will review and investigate such allegations of harassment in a prompt, 
professional, and thorough manner. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Parent/Student Handbook 2010-2011 

 46 

STUDENT CUMULATIVE RECORDS  
 

In view of current interest and legislation concerning rights of privacy it seems opportune to outline a few 
important points about the Cumulative School Records of your child.  Some procedures are new; others 
have been commonly understood for years.   
 
CONTENT 
 -directory data (from application form) 
 -grades, standardized test results 
 -enrollment history (date and teacherÕs name at each grade level) 
 -attendance records (times tardy and days absent) 
 -dates of Baptism, First Eucharist, Confirmation 
 -date of entry, graduation, transfer or withdrawal from school 
 -health records (immunizations, vision and hearing tests, allergies, etc.) 
 -dated and signed explanatory notes or comments 
 
MAINTENANCE AND UPDATING  
 -directory data checked annually by school 
 -directory and emergency data changed upon parental notification to school 
 -content items added annually by classroom teacher 
 
LOCATION  
 -PrincipalÕs office 
 
ACCESS 
 -parents 
 -persons authorized by the parents 

-officials listed on Record of Access Form, e.g., an official of a public, private, or parochial school 
where the pupil intends to enroll on graduation or transfer, and federal or state officials auditing 
funded programs 
 

In most instances the substantive matter of the student record is a summary of the report card grades and 
achievement test scores which are received by you and discussed at parent-teacher conferences.  You have 
a right to see this cumulative record if you choose.  Write a note to the principal of the school, and an 
appointment will be made for you to see the record at a time when a qualified person will available to 
answer questions and interpret the recorded data.  If you find the record to be inaccurate or incomplete, 
please give to the principal a written request to change or add data which will correct the record. 
 
If your child transfers to another school, you will receive a form from the new school advising you that 
they will request us to send them a written transcript of the attendance, achievement and health records 
gathered here.  They will obtain new identifying and directory data on their application forms.  Records 
may be released with your authorization to persons or agencies other than schools, e.g., reading or testing 
specialists.  Authorization forms are available on request at the school office. 
 
Records may be released with your authorization to persons or agencies other than schools, e.g., reading or 
testing specialists.  Authorization forms are available on request at the school office.  
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CHILDÕS NAME______________________________________        GR.______ RM.______ 

 
ARCHDIOCESE OF SAN FRANCISCO 

APPLICATION FORM  
 

FOR PERSONS VOLUNTEERING TO WORK WITH CHILDREN AND YOUTH 
INTERMITTENTLY : REFERENCE CHECK  

 
School:  
 
Please print clearly and complete the entire document.  Once completed return to the School Office.  This 
form must be completed before you have contact with children. 
 
All information will remain confidential except as set forth herein. 
 
Name     Home Phone   
 
Address   Work Phone   
    
City    Zip   
 
Social Security No.   (Confirmed with photo ID)   
 
Date of Birth   (Confirmed with photo ID)   
 
Mailing address if different from above   
 
List other names you use or are known by 
 
 
 
 
Volunteer activity you wish to perform   
 
Hours available Day of the week available   
 
Present Occupation  
 
Employer/Business Name  Years employed   
 
Employer Business Address 
 
Education completed   
 
Certificates/Special Training   
 
Previous experience working with children/youth in organizations, schools, parishes (Please list activity 
and name of organization, school, parish.) 
 
1. Professionally  
 
2. As a volunteer 
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References:  Please list two references.  Your references should be people who know your work and 
personal character. 

 
 NAME     MAILING ADDRESS    PHONE 
 
 
 
 
 
1. Are you addicted to alcohol, drugs or any illegal substance: Yes  ____

 No ____ 
 
2. Have you ever been convicted of a crime, other than minor traffic violations?   Yes  ____

 No  ____ 
 
3. Have you ever been convicted of child neglect, abuse or sexual misconduct? Yes  ____

 No  ____ 
 
4. Have you ever been suspended, dismissed or asked to resign a paid or 
 volunteer position involving children? Yes  ____ 

 No  ____ 
 
If you answered ÒyesÓ to any of the above questions, please explain: 
 
 
 
 
 
 
 
 
 
 
I would agree to undergo fingerprinting if this were considered necessary. Yes  ____

 No  ____ 
 
I understand that the information I have provided may be verified, and used to evaluate my 
suitability for volunteer work, by contacting the persons, parishes or organizations named in this 
application, as well as, any agency (e.g. Department of Justice Child Molester Registry Program) 
authorized by law to provide criminal records or information to the Archdiocese.  I hereby release 
and agree to hold harmless from liability any person, parish, or organization that provides 
information.  I also agree to hold harmless the School, parish, the Roman Catholic Archbishop of San 
Francisco, The Roman Catholic Welfare Corporation, the Archdiocese of San Francisco, and the 
officers, directors, employees and volunteers thereof.  I affirm the foregoing is true and correct to the 
best of my knowledge. 
 
 
 
Signature of Applicant Date 
 
 
 
 
Signature of Principal/Director/Supervisor of Program/Activity Date  


