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Dear Parents and Students, 
 
 
Welcome to Saint Joseph Catholic Elementary School.  In choosing Saint Joseph you 
have demonstrated a commitment to the values and philosophy of a Catholic education.  
Only with your help and support can Saint Joseph Catholic Elementary School continue 
its mission. 
 
Saint Joseph Catholic Elementary School exists to provide a quality education where 
students, parents, faculty, staff, and administration work together in a truly Christian 
atmosphere.  Consideration for one another and for the purpose of the school is the 
essence of all who form the Saint Joseph family. 
 
This handbook has been carefully prepared to be a source of information about Saint 
Joseph Catholic Elementary School and its policies and procedures. The information 
contained in this handbook is intended to provide a framework.  It is essential that all 
students, parents, faculty/staff, and administration understand and follow this handbook. 
Situations may arise in the course of the year that will require special attention.  These 
situations will be handled as the need arises. 
 
Please feel free to contact me with any questions or concerns. 
 
 
Sincerely in Christ, 
 
 
 
Jean Synowicki 
Principal 
Jsynowicki@stjosephutah.com 
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FOUNDATION DOCUMENTS 

 
 

Mission Statement 
The mission of Saint Joseph Catholic Schools is to foster a compassionate and 
welcoming community rooted in rigorous academic education, service, and 
extracurricular involvement within a Catholic faith tradition. In a safe environment, 
students are empowered to excel and grow holistically by developing accountability, 
resilience, and confidence. Through continuous engagement, our students begin a 
lifelong passion for learning and virtuous character development, supported by the 
collaborative efforts of our dedicated staff and involved parents.  
 
 
Philosophy 
Saint Joseph Catholic Elementary School continues to follow the core values that the 
Sisters of the Holy Cross established in the founding of our school. These values which 
include:  compassion, faith, prayer, and community remain ever-present in helping our 
families to educate their children. 
 
History 
Catholic education in Ogden began over one hundred years ago.  Its beginnings can be 
traced to Saint Joseph Parish, which planned and organized a school in Saint Joseph 
Church in 1877.  Classes began at Easter of that same year. 
 
In 1881, Saint Joseph Grade School moved to a new building at the corner of 26th and 
Washington, which was built for the purpose of housing the school and its programs.  In 
1923, Bishop Glass dedicated the new Saint Joseph Grade School, built on the corner of 
28th and Lincoln.   One hundred forty-seven students were enrolled at that time.  Classes 
were held at this site until the fall of 1979. 
​  
Saint Joseph Grade School then purchased the Quincy School from the Ogden Board of 
Education.  The Quincy Building on the corner of 30th and Quincy Avenue serves as the 
present location for preschool through eighth grade.   
 
Saint Joseph Catholic Elementary School (SJCES) serves eight parishes in the greater 
Ogden area and is the only Catholic elementary school in Ogden.  SJCES is accredited 
by the Western Catholic Educational Association (WCEA).  WCEA conducts 
accreditation visits to our school on a regular six-year rotation basis. 
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Belief Statements 
  
We Believe:  

❖​ In God and follow Him faithfully as disciples of Jesus. 

❖​ In ourselves as a Catholic community steeped in the liturgy and traditions of our 

Church. 

❖​ That our Catholic community, in service together, teaches us to give and receive 

guidance in all aspects of our lives. 
 

We Achieve: 

❖​ By striving to reach our full potential, based on each individual’s God-given 

abilities. 

❖​ By praying daily, asking God to bless us in faith and service. 

❖​ By practicing compassion, we may stand with and embrace others in their 

suffering. 

We Inspire: 

❖​ Our community of students, families, teachers, staff, and administration are 

seeking ways to help themselves and others to live and journey in life with Christ. 

❖​ Our students play a strong role in their ministry to peers and others. 

❖​ To create a classroom, school, community, and world that work to instill God’s 

loving peace. 
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ADMISSIONS 
 

Policy 1200 
NON-DISCRIMINATION AND COMPLIANCE WITH TITLE IX EDUCATION ACT 
 
All schools are required to publish their yearly statement affirming non-discriminatory 
policies regarding race and gender (Title IX) in the treatment of students and the 
employment practices of the school.  These statements and the method of publication 
are to be dated and maintained in the administrative school file.  These files are to be 
available to government and diocesan personnel. 
 
Assurance Statement 
The elementary/middle and secondary Catholic schools of the Diocese of Salt Lake City 
under the jurisdiction of the Roman Catholic Bishop, the Superintendent and the 
Diocesan School Board, attest that they do not discriminate in admitting students of any 
race, color, sex, national and ethnic origin in its admission policies, treatment of 
students, and its employment practices. 
 
Programs and Activities 

​ These schools do not discriminate on the basis of race, color, sex, nationality, religion 
and ethnic origin in the administration of their educational policies, scholarship and loan 
programs, athletic and extracurricular activities, or in other school-administered 
programs in employment or promotion practices. 
 
Policy 3000 
ADMISSION REQUIREMENTS 
Admission criteria for Catholic School 
 
Each school will have a written policy on student admission and requirements.  
Screening may be required for placement and/or acceptance. 
 
Every Catholic child is given preference for a Catholic school education, presuming there 
is space available and that he/she can profit from the school program offered. 
Appropriate inclusion recognizes and affirms the unique learning styles of students with 
varying exceptionalities.  We recognize the responsibility to provide a learning 
environment that fosters growth and considers the individual needs of the child.  To the 
extent possible, the Catholic schools will serve children with special needs in general 
education classes.  
 
Neither race, sex, nor national origin is to prevent a student from being accepted in the 
school.  Non-Catholics are to be accepted on a space-available basis. 
 
The administration of the school has responsibility for the admission of new students. 
 
The criteria used to select new students in elementary school (K-8) is as follows: 
​ 1st​ Siblings of presently enrolled students 
​ 2nd ​ Parish members where the school is located 
​ 3rd ​ Parishioners of regional parishes  
​ 4th ​ Other Catholics 
​ 5th​ Non- Catholics 
Acceptance of preschool/pre-kindergarten students into the K-8 school program is at the  
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discretion of the principal. 
 
Parishioner 
To qualify as a parishioner, parents and their child must be: 
​ Registered in the parish, 
​ Baptized in the Catholic faith, 
​ Attend Mass regularly, and 
​ Support the parish in the best way they can, whether monetarily or in service. 
 
Proof of legal name, age, and custody 
Before any child is admitted to a school, the child's parents or guardians shall present 
the child's birth certificate to school authorities in order to verify the child's legal name 
and age. At least one parent/guardian of the child must sign the child's application for 
admission to the school.  In case of divorce, records, including a certified copy of the 
Decree of Divorce, must be on file stating who has custody and when.  In cases where 
the child’s name differs from the birth certificate, additional and supporting legal 
documents will be required.  
 
 
Name of student 
Upon admission to a school, a student shall be registered under the name that appears 
on the student's birth certificate.  This must appear on the attendance register, 
permanent record file, and report card.  The student may use a “preferred” name on 
papers, reports, etc.  
 
Immunization for first admission/health assessment requirements 

​ ​ Schools must comply with the current requirements for immunization and health 
assessment as established by the Diocese of Salt Lake City. 
 
 
Exclusion 
The principal is authorized to exclude from admission any child  who, on the basis of 
objective testing conducted by the school, is unprepared for regular classroom work on 
that level. 
 
Admission Policy – Local Policy 
 
The priority of acceptance has been set by the Saint Joseph Catholic School 
Board: 

●​ Currently, enrolled students retain space with a current tuition status. 
●​ Siblings of students already enrolled in SJCES will be accepted first. 
●​ New Catholic students are accepted next. 
●​ New non-Catholic students are accepted as space is available. 

 
 
 
Preschool – First Grade 

●​ Preschool students must be three years of age by September 1 of that 
year. 

●​ Pre-Kindergarten students must be four years of age by September 1 of 
that year. 
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●​ Kindergarten students must be five years of age by September 1 of that 
year. 

●​ First-grade students must be six years of age by September 1 of that year 
unless coming from a state with different dates for starting kindergarten. 

●​ Original birth certificate and baptismal certificates, if applicable, must be 
presented at final registration. 

●​ All entering students will be tested unless transferring from a Catholic 
School. 

 
Grades Two - Through Eight Admission Requirements 

●​ New students applying must present evidence of satisfactory conduct and 
achievement to the grade for which an application is being made. 

●​ All students entering will be tested. 
●​ Original birth certificate and baptismal certificate, if applicable, must be 

presented at final registration. 
 
Probation 
It is understood that all new students are accepted on a one-year probationary basis.  In 
individual cases, some students may be accepted only after signing a contract detailing 
academic and behavioral expectations.  If probationary students do not perform at an 
acceptable level, both academically and behaviorally, it is understood that they may be 
required to withdraw and their admission status will be terminated. 
 

INCLUSION 
Policy 3010 
 
The Catholic Schools of the Diocese of Salt Lake City support the concept of appropriate 
inclusion in our schools.  Appropriate inclusion recognizes and affirms the unique 
learning styles of students with varying exceptionalities.  It is within this context that 
children with special needs are welcomed into the Catholic school community.  Catholic 
schools recognize their responsibility to provide a learning environment that fosters 
growth and considers the individual needs of the child.  To the extent possible, Catholic 
schools will serve children with special needs in general education classes. 
 
Inclusion is a process.  It involves the ability to communicate with a group of learners 
with diverse needs.  Inclusion is not a program or a placement.  Inclusion is a philosophy 
of teaching that relies on the abilities of educators to promote an environment that 
respects and reveres the rights of students to learn in regular education classrooms in 
Catholic schools. 
 
Inclusion fosters collaboration of all teachers and parents working together for the 
common good of all students, especially those with varying exceptionalities.  Inclusion 
implies preparedness, continuing education, and ongoing education. 
 
Respect for Persons with Disabilities Policy 3020 in Administrative Handbook 
 
Catholic schools in the Diocese of Salt Lake City are to comply with the regulations on 
the disabled (Section #504 of the Rehabilitation Act of 1973 and Americans with 
Disabilities Act of 1989) to the extent that they may apply to private educational 
programs. 
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CATHOLIC SCHOOL SYSTEM 
 
Policy 1400.01  
CATHOLIC SCHOOL SYSTEM 
 
The Catholic Schools in the Diocese of Salt Lake City are part of the educational ministry 
of the Bishop of the diocese.  Together, the schools exist as part of a system under the 
direction of the Superintendent of the Catholic Schools.  The Diocesan Catholic School 
Board acts as an advisory body to the bishop of the diocese and the Catholic school 
superintendent on all matters concerning Catholic Schools.   
 
Policy 1430 
CATHOLIC SCHOOL LEADERSHIP 
The principal in the Catholic schools of the diocese serves as the spiritual, educational 
and managerial leader, responsible for Catholic identity, academic excellence and the 
building of a faith/learning community.  In this role, the principal articulates the vision and 
goals of the school, giving witness to the values that make the vision a lived reality in the 
school and parish community. 
 
At the elementary/middle school level, the parish pastor and the school principal share 
the important ministry of pastoral leadership in the Catholic school.  In a regional school, 
the pastor of the parish where the school is located may assume responsibility with the 
principal for pastoral leadership of the school.  Regional pastors are encouraged to 
collaborate with the principal when decisions impact either the school or the parish. 
Principals of diocesan regional schools and high schools share responsibility with the 
diocesan superintendent, in whom the bishop has entrusted the ministry of leadership for 
Catholic schools. 
 
The pastor in collaboration with the principal of elementary/middle schools provides for 
the pastoral care of the faculty, staff, and students.  At the high school level and in 
diocesan regional schools, chaplains are selected, as available, by the principal to 
provide campus ministry, thus assisting the principal with pastoral care. 
 
 

PARENT ORGANIZATION 
Policy 1510 
 
Every school should have a parent organization with a Constitution and By-Laws that 
follow the national guidelines from the National Catholic Educational Association. 
(NCEA) 
 
The primary purpose of a parent organization is to support the school’s mission.  This is 
done primarily by: 
 

1.​ Volunteering to help in school programs and activities and supporting 
all-volunteer efforts needed in the school. 

2.​ Organizing and supporting fundraising efforts to financially support the school 
and its programs. 

3.​ Supporting the school by giving positive feedback to the community 
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RELEASE OF DATA 

 
Policy 1700 
Release of information to Media 
Before the use of a name, likeness, whether in still, motion pictures, audio, or videotape, 
photograph, and/or other reproduction of a student, including voice and features with or 
without name of student for any promotional purposes involving the Diocese of Salt Lake 
City parish/school, news or feature stories in any media or other purpose whatsoever, 
written permission for publication of this information must be secured from appropriate 
parents/guardians.  This permission shall be kept on file for the length of the time the 
student is at the school. 
 
Release of Student Directory Information 
Before printing student directories, written permission for publication of this information 
must be secured from parents/guardians.  Names and addresses of students and faculty 
shall not be made available to anyone outside the school.  This permission shall be kept 
on file for the school year. 

 
Subpoena of Records 
When a subpoena requesting records or testimony is served, the principal should notify 
the Catholic Schools Office immediately and proceed according to instructions.  A lawyer 
requesting to investigate school records without a subpoena may not be allowed to see 
the records, nor should the lawyer be allowed to obtain information from teachers. 
 
 

 
IMMUNIZATION 

Policy 5110 
 
All students enrolled in school must be properly immunized, unless the parent/guardian 
has obtained a medical exemption from a licensed physician. The Utah Department of 
Health maintains the policy that students who have not been properly immunized or 
properly exempted from requirements of immunization are to be excluded from school 
until requirements are met. It is the responsibility of the principal to require proper 
verification of immunization of all students. Schools shall use the official Utah School 
Immunization Record (USIR) form as the record of each student's immunizations. The 
Utah Department of Health shall provide copies of the USIR to schools upon request. 
Annual immunization statistical reports must be submitted to the Utah Department of 
Health. If there is an outbreak of a contagious disease, students not immunized must 
stay home for the designated time recommended by the Utah Department of Health. 
 
Local Procedures 
 
At SJCES the office administrator maintains and submits all health reports to the 
Catholic School Office or the Utah State Board of Health. 
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MEDICAL TREATMENT 

 
Policy 5120 

 
Medicine: Prescribing and administering to students 
No teacher or member of the staff shall prescribe medicine to a student. 
 
No elementary student should have any medication in his or her possession. 
 
In the few instances in which medicine must be taken by students during the school day, 
the principal shall designate a person(s) to be responsible for administering it. Written 
consent from both the parent/guardian and doctor shall be obtained.  The doctor's name, 
the name of the medicine, any adverse effects, the amount to be administered, the 
specific time of administering, and the expected duration of the treatment shall be 
marked clearly on the medicine container or doctor’s permission to administer.  A 
log/journal showing the date and time of administration of medication shall be 
maintained.   Each school is responsible for assuring that students within the school 
receive their medication during school hours.  
 
Medications - Local Policy 
 
Giving medications to children in school presents problems of safety for our students.  
With the welfare of students foremost in mind, SJCES will accept medication for students 
when prescribed by a physician.  If your child needs to take any medication, consult with 
your physician to plan times outside of school hours when the medication can be given 
at home.  Only when it is an absolute necessity will medication be given at school.  If it is 
determined that medication must be given at school, the medicine must be taken to the 
office.  The consent form must be signed by the prescribing health care provider and a 
parent or legal guardian. 
 
Children who have severe allergic reactions should have an emergency kit in the office 
with explicit instructions for administration of the medication contained in them and any 
other information required for the child’s safety.  Diabetic students should have 
emergency food items and kits containing insulin for emergencies in the office.  Students 
with asthma who will be carrying their inhaler must fill out the appropriate form, found at 
www.health.utah.gov/asthma and turn it into the school office.  Students may not have 
medication in his or her possession.  This includes over the counter drugs (OTC), 
vitamins and nutritional supplements.  If your child requires an OTC, you must bring in 
the labeled medication and fill out a consent form. 
 
First Aid Training 
 
Each school in the Catholic school system is required to have a minimum of two staff 
members trained in first aid techniques, including CPR and dealing with exposure to 
Blood Borne Pathogens.  
 
First aid kits should be taken on all field trips. 
 
 
 

12 
 

http://www.health.utah.gov/asthma


TUITION POLICY 
 
Registration and program fees are non-refundable for any reason.  Upon withdrawal of a 
student during the school year, tuition is refunded on a semester basis only.  (Example:  
If you withdraw in the 1st semester, you pay all tuition due for the 1st semester.)  
Withdrawals that occur before the first day of the school year will be treated as a 
1st-semester withdrawal.  If you withdraw during the 2nd semester there is no tuition 
refund.  Long-distance moves are an exception. 
 
Payment Options 

 
A. Monthly payments through FACTS—twelve payments budgeted through FACTS 
beginning in June and ending the following May  FACTS is an Automatic Bank plan.                                      
To access the Automatic Bank Payment plan visit the school website at 
stjosephutah.com and click on the link. 
                      
B. Payment in Full— due on June 30th.  Payment is made directly to the school.  
Payment may be made in cash, check or money order, or credit card.  Credit card 
payments will have a 4% processing fee added to the tuition amount.  If no payment is 
received by July 14th, a late charge of $25 will apply. If no payment is received by July 
31st, payment through FACTS will be required or positions will be forfeited. A $50 per 
child reduction in tuition may be taken if payment is made on or before June 30th.                                       
       
Miscellaneous    
 
1. A returned check fee of $20 will be assessed on all checks returned for non-sufficient 
funds, closed accounts, etc.  Two returned checks in a twelve-month period will result in 
a requirement for payment of cash or money order. 
 
2. If an account is thirty calendar days delinquent, the Finance Committee will be 
notified.  If an account (including Extended Day Program and other charges) becomes 
sixty days delinquent, it must be brought to current status within ten days (including late 
fees) or the position held will be forfeited.  A student may not take tests or final 
examinations until payment is made.   
 
3. Families already attending Saint Joseph whose accounts (including EDP or others) 
are not current by May 31 will forfeit their position for the following year. 
 
4. If a position is forfeited due to non-payment, the parents may reapply for spaces if the 
account (including late fee) is brought current.  The application must include a payment 
plan (in writing) with an explanation of the reason for the previous delinquency.  This will 
be submitted to the Finance Committee at their next regularly scheduled meeting.  If the 
plan is approved, the student will be placed on the appropriate waiting list. 
 
5. If an account is delinquent after ninety days, the account will be turned over to a 
collection agency. 
 
6. In a divorce situation, the custodial parent will be required to sign all tuition contracts 
and is responsible for timely payment. 
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7.  Payment Policy and PIP contracts must be signed and returned to the office by the 
due date.  PIP fees will be automatically assessed if we do not have a signed contract 
on file.  For new families, registration contracts are due upon acceptance.  If you fail to 
fulfill your commitment, PIP fees will be billed and after 30 days will automatically be 
added to your account. 
 
8. Tuition will be paid in cash or cash equivalent and cannot be paid through services in 
kind. 
 

Policy 6510 
COST-BASED TUITION AND FEES 
Tuition is based on the average cost to educate a child in Catholic school. Fees are 
charged for some programs that enrich the educational program and /or are unique to 
the particular school. Elementary school tuition is recommended to the Bishop for his 
approval by the Finance committee of the Diocesan Catholic School Board. 
 
Policy 6520 
NEED-BASED TUITION AID​ 
 
Tuition Aid 
Special consideration should be given to families who are unable to pay the full cost of 
tuition and fees. No student should be excluded from a Catholic school for financial 
reasons. 
 
Each school determines the amount of money available for tuition aid. This is reported in 
the budget and financial reports.  
 
Applications for tuition aid are processed by a professional company designated by the 
school.  Based on the information provided and the funds available at the school, the 
principal determines the amount of tuition aid for each family.​  
 
Financial Assistance – Local Policy 
 
For financial hardship and special circumstances, assistance is available.  If you are 
applying for financial aid you MUST complete a financial aid application (available online 
at www.factsmgt.com).  Complete the application online with the processing fee, and all 
other required information to FACTS Grant and Aid Assessment before April 15th of 
each year.  You may apply online at www.factstuitionaid.com.  It is imperative that you 
submit your application and other required forms before the deadline.  FACTS 
applications turned in late may not be considered.  You will be advised by the Finance 
Office of the amount of financial aid you will receive.  The award amount will be 
communicated to parents through a written letter from the principal. 
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PARENT’S ROLE IN EDUCATION 
 

We at Saint Joseph Catholic Elementary School consider it a privilege to work with 
parents in the education of children because we believe parents are the primary 
educators of their children.  Therefore, it is your right and your duty to become the 
primary role model for the development of your child’s life --- physically, mentally, 
spiritually, emotionally, morally and psychologically.  Your choice of SJCES involves a 
commitment and exhibits a concern for helping your child to recognize God as the 
greatest good in his/her life. 
 
Once you have chosen to enter into a partnership with us at Saint Joseph Catholic 
Elementary School, we trust you will be loyal to this commitment.  During these formative 
years (P-8), your child needs constant support from both parents and school personnel 
in order to develop his/her moral, intellectual, social, cultural and physical endowment.  
To divide authority between school and home, or within the home, will only teach 
disrespect for all authority.  If there is an incident at school, you as parents must make 
an investigation of the complete story your first step.  Evidence of mutual respect 
between parents and teachers will model good mature behavior and relationships.   

 
Parents, teachers, and administrators are obligated to honor this partnership by 
promoting the school in a positive light only.  Negative behaviors/conversations 
towards the school, administration, and/or faculty and staff can result in 
disciplinary action and/or removal from the school. 
 
It is essential that a child take responsibility for grades he/she will earn and be 
accountable for homework, long-term assignments, major tests, service projects, and 
any other assignments.  This responsibility also extends to times of absence. 
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 SJCES, we ask parents to: 
set rules, times and limits so that your child: 

●​ Goes to bed early on school nights. 
●​ Arrives at school on time and is picked up on time at the end of the day.  
●​ Is dressed according to the school dress code. 
●​ Completes class/homework  assignments on time. 
●​ Has a nutritional lunch through our lunch program or a nutritional sack 

lunch every day.  
●​ Actively participate in school activities such as Parent-Teacher 

Conferences.     
●​ See that the student pays for any damage to school books or property 

due to carelessness or neglect on the part of the student. 
●​ Notify the school office of any changes of address or important phone 

numbers, as well as any pertinent court order documentation. 
●​ Meet all financial obligations to the school. 
●​ Inform the school of any special situation regarding the student’s 

well-being, safety, and health. 
●​ Complete and return to school any requested information promptly. 
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●​ Read school notes and newsletters and show an interest in your students’ 
education. 

●​ Support the annual fund-raising activities of the Annual Appeal, SPREE 
and Uncorked; to support a capital campaign to the best of your ability. 

●​ Support religious and educational goals of the school. 
●​ Support and cooperate with the discipline policy of the school. 
●​ Treat teachers, staff, and administration with respect and courtesy in 

discussing student or school problems. 
●​ Please notify the school if your student is unhealthy. 

 
Parent/Teacher Conferences 
 
Parent-teacher conferences are scheduled on both a formal and informal basis 
throughout the year.  At least one formal conference will be scheduled for each student 
during the first grading period.   Conferences are held twice yearly in the fall and spring.  
Watch for scheduled dates and call the school office at 801-393-6051 to schedule your 
appointment. Conferences may be requested by the parent or teacher. 
 
 

Tutoring 
 
Policy 4110 
Teacher recommendations for tutoring must be approved by the principal. 
 
No teacher may accept pay for tutoring a pupil from his/her class during the academic 
year.  In rare instances, an exception may be approved by the principal. 
 
 
 

 
ACADEMIC INFORMATION 

​  
Religion 

Catholic doctrine and tradition, Bible study, social justice, and family life. 
Liturgical services are held every two weeks for grades K-8.  SJCES is a Catholic 
school, whose very reason for being is to further the message of Christ.  All 
students are required to participate in religion classes and the spiritual 
development aspects of our program.  No student is excused. 

 
Language Arts 

Reading, English, Spelling, Composition and Library Skills, appreciation of 
Literature and Modern Language [Spanish for K-8 grades] 

 
Mathematics 
​ Mathematics skills, Algebra, Geometry, Probability, and Statistics 
 
Music 
​ Choral skills, Music Education, and Music History 
 
Physical Education 
​ Physical fitness program appropriate for grade levels and Health 
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Social Studies 
​ History, Geography, and Current Events 
 
Science 
​ General Sciences and Laboratory Experiences 
 
Handwriting 

Students in grades 4-8 are expected to submit handwritten work in cursive per 
teacher or subject. 

 
Computer Literacy 

Keyboarding, Word Processing, Spreadsheets, PowerPoint, and coding 
integrated with curricular subjects 

 
FIELD TRIPS 

Policy 4500 
​  
A field trip is recognized as a valuable extension of the classroom experience.  The 
educational value of the trip should support and reinforce diocesan curriculum guidelines 
and justify the time, distance, and expense involved. 
 
The principal must give approval and sanction all field trips.  Since field trips are a 
privilege, conditions for participation in an activity should be established and 
communicated to parents/guardians and students. 
 
No children other than those enrolled in the class or in an activity of an approved 
school-sanctioned organization may participate in the field trip. 
 
Guidelines: 
The following guidelines must be followed for long-distance, extended-stay, or 
international travel: 
 

1.​ All long-distance, extended-stay, or international travel should be approved by 
the principal in consultation with the Superintendent and should be organized 
through a professional travel company.  No travel should be allowed to 
countries/areas that appear on the current Travel Warnings Page of the US State 
Department website. 

 
2.​ Every reasonable effort must be made on the part of the travel company and the 

school to make attendance at Sunday Mass available to students/chaperones. 
 

3.​ The maximum number of allowable chaperones should be utilized (Typically 1 
adult chaperone per every 6 travelers for international travel).  Safety is priority 
number one when traveling with students.  The purpose of student travel should 
not be an economic gain on the part of the organizer, but rather a valuable, 
educational experience for the traveler. 

 
4.​ Chaperones should be, whenever possible, selected amongst existing diocesan 

employees (i.e. teachers, staff, administration,)   No other adult chaperones 
should be allowed to travel with the group unless given express written 
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permission by the principal. All chaperones must go through Diocesan Safe 
Environment Training prior to enrollment as a chaperone. 

 
5.​ Purchase and/or consumption of alcoholic beverages by students is prohibited.  

 
6.​ Chaperones should receive training prior to departure, which may include 

procedures, responsibilities, emergencies, etc. 
 

7.​ Behavior contracts, proof of insurance, emergency medical information and 
“Consent to Treat” forms should be completed and carried with the lead 
chaperone at all times.   

 
8.​ Adequate informational/instructional sessions for travelers should be conducted 

prior to departure. 
 

9.​ Travel information, which may include itinerary, transportation information, hotel 
contact information, chaperone contact information should be distributed to 
parents/guardians prior to departure. 

 
The following policy and guidelines as stated in the Diocesan Pastoral Directives, 
2009, apply to transportation for field trips: 

Diocesan Vehicle Safety  
1.​ Any employee or volunteer whose duties include driving diocesan buses or vans 

must obtain appropriate state certification and provide the same to his or her 
supervisor. This certification will be included in the employee’s file and/or retained 
by the volunteer’s supervisor. 

2.​ A motor vehicle record check will be run on all employees whose primary duties 
require the driving of a diocesan motor vehicle. 

3.​ A driver (employee or volunteer) of a bus or a van who causes an accident, or 
who is involved in more than one accident in one year, or who is cited for a 
moving violation, shall be required to attend a defensive driving course per state 
requirements.  The pastor or the administrator of the diocesan institution that 
employs the driver must obtain written verification that the course was 
successfully completed.  This verification must be included in the driver’s file. 

4.​ No one will be hired as a bus or van driver, or be allowed to serve as a volunteer, 
who has any of the following citations or convictions in the last three years: 

●​ Driving under the influence of alcohol or drugs 
●​ Hit and run 
●​ Failure to report an accident 
●​ Negligent homicide arising out of the use of a motor vehicle 
●​ Operating a vehicle during a period of suspension or revocation 
●​ Using a motor vehicle for the commission of a felony 
●​ Operating a motor vehicle without owner’s authority contrary to Utah law 
●​ Permitting an unlicensed person to drive 
●​ Reckless driving 
●​ Speed contest 
●​ Any combination of accidents and moving violations, which total three 
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5.​ All volunteer drivers will be required to complete the Driver Information Form.  
These forms will be updated annually.  It is the responsibility of the local program 
supervisor to facilitate this process. 

6.​ Records will be maintained on the formal annual inspections required for Utah 
State licensing of motor vehicles. 

7.​ Seat belts are required to be worn when operating or riding in all diocesan 
vehicles.  This is Utah State law and must be obeyed.  It is the driver’s 
responsibility to verify that all passengers are wearing seat belts. 

8.​ Each driver, whether a diocesan employee or volunteer, will observe and obey all 
applicable Utah laws, including but not limited to, driving under the influence of 
alcohol and/or drugs. 

9.​ There must be compliance with the following preventative maintenance program 
for each vehicle covered by the diocesan fleet insurance policy.  Complete 
records will be maintained at each parish, school or institution verifying 
compliance with this program. 

10.​Under no circumstances may a 10 to 15 passenger van be utilized for the 
transport of individuals. 

 
The following guidelines apply to the supervision of local field trips.  The field trip must 
be adequately supervised.  Ordinarily, one adult per 10 students.  The nature of the trip 
and the age of the students may require additional supervision.  If parents/guardians 
assist in the supervision, they should receive instructions regarding their responsibilities 
and complet Safe Environment training. 

 
 
 

EXTRACURRICULAR ACTIVITIES 
Policy 4510 
 
Extracurricular activities provide important learning experiences and personal challenges 
that complement the basic school curriculum.  Elementary/middle and high schools will 
strive to provide extracurricular activities that enhance Catholic school education such as 
clubs, dance and musical performing groups, drama, forensics, government, social 
activities, student publications, school team sports, etc. 
 
At the high school level, all activities will be conducted in compliance with diocesan 
directives as well as the standards and guidelines of the Utah High School Activities 
Association.  Local school standards may exceed these. 
 
All extracurricular activities in the school are to be conducted under the supervision of 
the principal, according to the following guidelines:  
 
​ 1.​ Extracurricular activities must be conducted according to school rules 

regarding parent/guardian permission, transportation of students, 
medical release, signed permission to miss class, etc. 

​ ​ 2.​ Extracurricular activities often involve hard work and team effort.  The 
activity should benefit all participants. 

​ ​ 3.​ Extracurricular activities and practice time will be scheduled so as to 
preserve the integrity of the basic instructional program. 
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​ ​ 4.​ If the local school has grade requirements, the school administration may 
waive the grade requirement provided the student is making an effort to 
pull the grade up. 

​ ​ 5.​ Extracurricular activities must be conducted by personnel instructed in 
relevant diocesan/school policies particularly those that relate to safety 
and child abuse.  (Includes coaches, drivers, advisors. etc.) 

​ ​ 6. ​ Extracurricular activities are discouraged if they include an overnight  
​ ​ ​ stay.  
 
Local Policy 
 
Extracurricular Participation 
​
Students with an academic average of below 2.0 or a D+ or below in any class or with a 
conduct grade of N or U for the previous quarter may be suspended from participation in 
extracurricular activities.  Any student with a D or F in the current quarter may be 
suspended from participation in all extracurricular activities until grades are brought to a 
C- or above.  A Disciplinary Report and/or excessive absences or tardies are also cause 
for suspension from extracurricular activities. Athletes/participants need to be at 
school by 10 am on the day of an activity/game to participate, if the activities or 
games fall on a weekday.  If a student is not at school on the Friday before a 
weekend game, he/she will not be allowed to participate. 
 
 

 
 
 
 

HOMEWORK 
Policy 4100 
 
All teachers should assign homework with great care for the purpose of fostering habits 
of independent study.  Carefully planned assignments are very beneficial to students. 
 
In elementary/middle school, when homework assignments are given, all assignments 
should not exceed one hour daily in grades 3 to 5 and one and one-half hours daily in 
grades 6 to 8.  In primary grades, homework should be left to the discretion of the 
teacher.  Ordinarily, homework should not be assigned over weekends or other holiday 
periods. 
 
Care should be taken that instructors in a school be aware of assignments being made 
in all other classes for the same date in order to avoid an unreasonable, heavy burden of 
daily assignments. 
 
Local Policy 
At SJCES homework is assigned to help students become self-reliant and self-directed.  
Assignments are designed to reinforce daily lessons, to supplement and enrich 
classwork and to prepare for certain lessons through various experiences.  Students 
should be able to complete assignments with minimal help and supervision.  A continued 
serious difficulty with assignments may indicate a problem and parents should contact 
their child’s teacher.  To foster good study habits, a regular time and place for homework 
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should be established and students should be encouraged to spend quiet time doing 
assignments and/or items from the list below. 
 
Suggested Homework 

●​ Unfinished classwork 
●​ Long-range assignments and projects should be anticipated and time 

should be budgeted well. 
●​ Study for tests. 
●​ Master math facts: addition, subtraction, multiplication, and division. 
●​ Grades K-2: parents are expected to read with their students 15 to 20 

minutes each day. 
●​ Grades 3-8: students are expected to read independently regularly.  
●​ We encourage all parents to read with their students and have your 

student read out loud using ideas such as partner reading. 
●​ Students should always use a proper heading of full name, date, subject, 

and assignment name. 
 

The students of SJCES will use the standard heading on all submitted homework.  
Students in grades 4-8 should use ink for all work except mathematics, which is never 
done in ink and all written assignments should be completed neatly. 

 
When a student is absent for more than two days, a parent should call the school office 
before 8:30 a.m. to arrange for homework assignments.  Homework may be picked up 
between 3:15 and 3:45 p.m.   
 
 
 
Late Work Policy 
 
In grades 3 - 8, students shall have up to 1 week to complete late work(exceptions may 
be granted based on the assignment).  In middle school, students are only allowed 2 late 
work assignments per subject per quarter.  Partial credit may apply at all levels.  
Students who do not complete late work according to the policy will receive a zero. 
 
 
Academic Honesty 
SJCES regards academic honesty as a cornerstone of its educational mission.  It is 
expected that all schoolwork submitted to the purpose of meeting class requirements 
represent the original efforts of the individual student.  Administration, faculty, students 
and their families are important contributors to upholding the academic integrity of the 
school community.  To this end, it is important that all involved understand their integral 
role in helping to promote a climate of academic honesty.  All forms of academic 
dishonesty are considered serious discipline offenses, an academic consequence 
of zero credit will apply along with a drop in citizenship. 
 
Examples of academic dishonesty include but are not limited to the following: 

●​ Plagiarizing (using the ideas of another as one’s own work without 
acknowledgement of the source) in written, creative or oral work. 

●​ Submitting work that is not original.  Copying from another source and giving 
it as one’s own work or re-submitting work from another person or another 
class. 

●​ Give or receive unauthorized assistance on exams. 
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●​ Provide notes, signature or other documents that are forged. 
●​ Academic dishonesty. 

 
 

REPORT CARDS 
Policy 3600 
 
Report cards are issued four times a year. 
 
Ordinarily, grades will not be issued if an elementary (K-8) student is absent (excused or 
unexcused) for ten (10) or more days in a given quarter.  It is the decision of the 
principal, whether a student receives grades after ten or more absences. In most cases 
the student will be issued an IA(insufficient attendance), which will be calculated as a 
failing grade. 
 
Students and parents/guardians should be given a CLEAR UNDERSTANDING of the 
GRADING CRITERIA. 
 
Grading System 
 
The approved standards-based grading system for Grades K-2 is: 

M ​ = Meets Expectations 
A ​ = Approaching Expectations 
N ​ = In Need of Support  

 
 
 
 
The approved grading system for Grades 3-8 is: 
 

A​ 93-100​​ Excellent​ ​  
A-​ 90-92​ ​ ​ ​ ​  
B+​ 87-89​ ​ Very Good​ ​  
B​ 83-86​ ​ ​ ​ ​  
B-​ 80-82 
C+​ 77-79​ ​ Good 
C​ 73-76 
C-​ 70-72 
D+​ 67-69​ ​ Below Average 
D​ 63-66 
D-​ 60-62 
F​ Below 60​ Failing 
 
+ = Shows Improvement​ √ = Experiencing Difficulty 
 

 
 
Citizenship 
​ O – Outstanding 
​ S – Satisfactory 
​ N – Needs Improvement 
​ U - Unsatisfactory 
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Middle School Uniform/Conduct Referral 
 
Citizenship Grade – Middle School 
Citizenship is based on behavior and class participation, preparedness, and 
responsibility.  Refer to each teacher's syllabus for specific expectations. 
 
 
Report Cards, RenWeb (on-line grading system) 
 
The issue dates of report cards will be posted on notices/calendars in the Wednesday 
newsletter and on the website calendar and will be sent home electronically.  Midterm 
reports for 3rd – 8th grade will also be sent home electronically every quarter.  Midterms 
need to be signed and returned by the due date. 
 
RenWeb is a service that is provided by the school to help parents review their child’s 
progress at any time in grades 3-8.  Parents will set up a password code at the 
beginning of the year that will allow parents to access their child’s grades online.  
Teachers are asked to update their grades by Sunday at midnight.   
 
 
 
 
 
Policy 3700 
STUDENT CUMULATIVE RECORDS 
 
Full and accurate cumulative records of each student's attendance and academic 
progress are kept on file permanently. Only authorized personnel may have access to 
these records. 
 
Access to Records 
Parent(s)/guardian(s) wishing to see their children's cumulative records should request 
an appointment.  Such an arrangement ensures that a qualified person will be available 
to answer questions and interpret the recorded data. Each school shall adopt 
procedures for the granting of requests by the parent(s)/guardian(s) to inspect and 
review records during regular school hours. Access shall be granted no later than five 
days following the date of request. 
 
Non-Custodial Parents 
Each school abides by the provisions of the Buckley Amendment and Utah law to the 
extent they may apply 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 
student. 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. This is kept in the cumulative record. 
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PROMOTION, PROBATION, AND RETENTION 
 
Primary (K-2) 
As primary children do not all achieve educational skills at the same chronological age 
and all are not at the same grade level of readiness and maturity at the same time, 
standards for continuance at this level are based on indications of maturity and progress 
in learning according to ability.  To pass to the next grade a primary student should: 

 
●​ Be able to focus attention on lessons and work. 
●​ Be able to function cooperatively in class. 
●​ Show responsibility in caring for materials. 
●​ Demonstrate skills in content subjects which are appropriate for the grade 

level ability of the students. 
 
 
Grades 3-8 
Any student who fails the same core subject for two quarters in a given year will be 
required to make up that subject before promotion to the next grade.  
 
 
The retention of students should be based on consideration of the overall welfare of the 
student, i.e., by carefully weighing the academic, emotional and social factors. Parents/ 
guardians should be notified by the principal. 
 
When a student has a severe learning problem, it may be necessary to recognize that 
the Catholic school is not equipped to meet the needs of every pupil and that a 
recommended transfer might be necessary. 
 
Honor Roll 
Students in grades 6-8 who achieve a GPA at or above 3.02 and meet all qualifications 
will be recognized for their academic achievement and efforts by being placed on the 
SJCES honor roll.  Other qualifications for honor roll are: 
 

●​ Conduct grades of S or above in all areas. 
●​ Academic grades of C or better in all areas 
 
 

 
 
Receipt of a disciplinary report may preclude a student being placed on  
Honor Roll. 
 
Calculating a GPA (3-8) 
When you receive your student’s progress report or report card you will need to look at 
the credits given to each class after the course name.  The symbol -# represents the 
number of credits given to a course and this is used to figure the GPA value.  You should 
calculate in the following manner: 
​  
The number of hours spent in class multiplied by the point value for the grade received. 
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For example: 
      PE​​ ​ 2 X 3​ ​ B​  6.0 
      Math​ ​ 5 X 3​ ​ B​ 15.0 
      Social Studies​ 4 X .666​ D-​  2.664 
      Science​ ​ 4 X 3.666​ A-       14.664 
      Religion​ ​ 4 X 1​ ​ D​  4.0 
      Music​ ​ 2 X 4​ ​ A​  8.0 
      English​ ​ 4 X 3.66​ A-       14.664 
      Reading​ ​ 4 X 3.33​ B+​  13.332 
      Spelling​ ​ 1 X 4​ ​ A​  4.0 
      Handwriting​ 1 X 4​ ​ A​  4.0 
      Computer​ ​ 3 X 2.66​ B-​  7.998 
                              34 credits                94.322 
 
Finally, divide total points by total credits:         94.332 ÷ 34 = 2.774 
 

 
 

 
GRADUATION 

 
Policy 3630  
 
Eighth-grade students must receive a minimum of a 2.0 GPA each quarter to graduate.  
Students with grades below this minimum will receive a certificate of attendance, at the 
discretion of the principal. 
 
Graduation Exercises 
While participation in graduation exercises is a privilege and not a right, it is to be 
presumed that all students who successfully complete the prescribed course of study as 
required by the Diocese of Salt Lake City and the State of Utah, and meet other general 
requirements of a Catholic school, may participate in the ceremony at the discretion of 
administration. 
 
Graduation ceremonies should be simple and dignified. 
 
 
Graduation Activities 
Students may be excluded from graduation activities such as the student retreat due to 
poor academic performance or citizenship.  Activities are a privilege and not a right and 
must be earned with proper performance.  Exclusion from these activities is at the 
discretion of the principal in consultation with the middle school faculty. 
 

 
FACULTY AND SCHEDULES 

 
Faculty 
The faculty of SJCES is the “lifeblood” of our institution.  As an educational extension of 
the Catholic Church, our school is, in fact, an integral part of the larger “body” of Christ.  
Each faculty member, therefore, serves beyond the role of the teacher; they are 
ministers of the Catholic Church. 
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They are given the responsibility of not only being charged with fostering the cognitive 
growth of our students but also being accountable for the spiritual, affective, social and 
moral development of God’s children. 
 
 
Principle of Subsidiarity 
In keeping with Church principles of subsidiarity, problems should be handled at the 
lowest possible level. Parents with concerns should first attempt to address the issue 
with the teacher. If resolution has not occurred, then administration should be contacted.   
 
Communication 
Frequent communication with your student’s teachers is both welcomed and valued.  If 
you need to contact a teacher or administrator you may call the front office, leave a 
message, or contact them via email.  You should receive a phone/email response within 
twenty-four hours(not counting weekends or holidays).  It is helpful if you call in advance 
to make an appointment.  
  
 
 
School Schedule 
Monday through Thursday 
7:30​ Playground supervision begins- students arriving earlier must report to EDP 
7:40​ Bell rings for students to enter the building 
7:50​ Students arriving in classrooms after this time will be marked tardy  
7:50​ Attendance, Morning Prayer and Pledge of Allegiance 
9:45​ Kindergarten, First and Second-grade recess 
10:00​ Third grade recess 
10:50​ Dismissal for preschool and pre-kindergarten students 
11:00​ Lunch K-2 
11:30​ Lunch 3-5 
11:55​ Lunch 6-8 
3:00​ Dismissal 
  
Friday Schedule 
The schedule is the same as above except on Fridays dismissal is at 12:15  No lunch is 
served. 
 
EXTENDED DAY PROGRAM (EDP) 

 
SJCES provides an Extended Day Program for students where they can be in a safe and 
supervised environment before and/or after school.  Before school hours are from 6:30 
to 7:30 AM.  After school hours are according to school dismissal until 6 PM.  Friday 
hours are in conjunction with dismissal times.   Fees and registration information for EDP 
is available at the front office. 
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APPEARANCE / UNIFORM POLICY 
 

Philosophy 
It is important for all individuals in the school community to present a good appearance.  
This shows respect for each other and for one’s self.  Pride in one’s appearance is 
important in academic and professional settings.  The uniform must fit properly and 
should be neat and clean. The uniform policy will be strictly enforced and may be 
enforced for any school-sponsored or school-related event.  Interpretation of and 
changes to the uniform policy will be at the discretion of the principal.   
 
 
General Uniform Information 
 
Hair   
Students are expected to come to school with neatly groomed and clean hair.  Hair must 
be their natural color and modest in style.  Extreme styles are not acceptable.  
Boys are expected to have neatly trimmed hair and must be clean-shaven.  If hair is 
highlighted, the highlights must be in the same color family as the student’s natural color.  
Hair must not cover the face and be above the eyebrows.  Hair and hair accessories 
should not distract individuals or draw undue attention to the students.  Students may 
be excluded from school as deemed by the administration until his/her hair meets 
the above requirements. 
 
Jewelry    
Student’s jewelry should be limited to a watch and a simple cross or holy medal on a 
narrow chain.  One bracelet per arm is allowed.  No anklets are acceptable. Girls may 
wear one pair of post earrings only. Rings and small hoop earrings are allowed in middle 
school.  Apple or Smart Watches are not allowed. 
 
Make-up    
Makeup (foundation, eyeliner, lipstick, nail polish, etc.) is not allowed with the following 
exception: Beginning in 6th grade, students will be allowed to wear clear lip gloss and nail 
polish(no fake nails allowed).  Nail polish is not allowed for the lower grades. 
 
Cologne/Perfume   (4th-8th grade) 
Stick deodorant must be brought to school on gym days.  Perfume, cologne, and 
after-shave should never be worn at school. 
 
Gum 
Gum is not allowed on school grounds.   
Grades 6-8: A $5 fine will be assessed for students chewing gum.  
 
Shoes  
Covered shoes (toes and heels must be covered)of any color must be worn. Shoes with 
laces must be tied.  No boots, slippers, crocs, or moccasins of any kind may be 
worn.  Shoes may not rise more than 2 inches above the ankle. Extreme styles are not 
acceptable.  No high heeled shoes.  Shoes must be in good repair (free from holes). 
Mismatched shoes are not acceptable. No heelys or light up shoes are allowed.  
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Boys (All grades) 
  ​ ​  

●​ White button-down oxford, short or long sleeve (No logos or turtlenecks). 
●​ White polo, short or long sleeve.  Middle school may wear a light blue polo.  
●​ Shirts must be tucked into pants. 
●​ Navy blue twill (Docker style) pants available through Tommy Hilfiger or approved 

vendor. 
●​ Shorts(available through Tommy Hilfiger or approved vendor) may be worn in the 

first and fourth quarters. 
●​ Navy v-neck pullover, cardigan or vest–optional.  
●​ White, navy, gray or black solid socks – no other colors allowed. 
●​ Plain black, navy blue, khaki or dark brown belt required for grades 3-8 – no 

ornamentation; simple buckle. 
●​  Sweatshirts with the SJCES logo may be purchased through Jaymart. NOT 

PART OF BEST DRESS UNIFORM. No hoodies allowed in the building, but 
are allowed for recess. 

●​ Uniform must fit properly 
 
 
 
Girls(All Grades) 
 

●​ White button-down oxford peter pan collar, short or long sleeve.  
●​ White polo, short or long sleeve.  
●​ Navy blue twill (Docker style) pants available through Tommy Hilfiger or approved 

vendor. 
●​ Shorts(available through Tommy Hilfiger or approved vendor) may be worn in the 

first and fourth quarters.  Modest in length. 
●​ Jumper:  Grades PreK-3: Black watch plaid jumper with knife pleats and split 

bodice through Tommy Hilfiger only.  The length of the jumper must be no more 
than 1” above the knee. 

●​ Light Blue Polo Dress:  Grades PreK-3 purchased through Tommy Hilfiger only.  
NOT part of Best Dress. 

●​ Skirt:  Grades 4-8: Black Watch kilt style through Tommy Hilfiger only. The length 
of the kilt must be no more than 1” above the knee. 

●​ Skort:​ Grades 4-8:  Black Watch kilt through Tommy Hilfiger only.  The length of 
the skort must be no more than 1” above the knee. 

●​ Navy v-neck pullover, cardigan or vest -optional.  
●​ White, navy, or black solid socks or tights – no other colors allowed. 
●​ Solid black or navy leggings may be worn under a skirt or skort. 
●​ Plain black, navy blue, khaki or dark brown belt – no ornamentation; simple 

buckle. 
●​ Sweatshirts with SJCES logo may be purchased through Jaymart. NOT PART 

OF BEST DRESS UNIFORM. No hoodies allowed in the building, but are 
allowed for recess. 

●​ Uniform must fit properly. 
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Best Dress​ All Grades 
 

●​ White Oxford shirt long or short sleeve.  No polo shirts allowed. 
●​ Boys must wear pants as described above. No shorts allowed. 
●​ Girls may wear jumper, skort,or skirt as described above. 
●​ Boys: Socks as described above. 
●​ Girls:  Solid white, black, or navy knee high socks or tights.  No leggings allowed. 

 
 

Gym Uniform ​ Grades 3-8, Boys and Girls 
 
School uniforms are to be worn to school. Unless prior approval is given by the principal.  
Students will change into gym uniforms when it is time for P.E.  Please be sure to label 
all gym clothing. 
 
​ P. E. ​ ​ Must be purchased through Jaymart. 

Shoes:​ Support/sport tennis shoes that tie or Velcro securely and have 
non-marking soles - no lights insoles, no vans or slip-on shoes.   

 
Approved Substitutes for Tommy Hilfiger Pants and Shorts  
  
Substitutes must look like the Tommy Hilfiger pants and shorts.  The following brands are 
acceptable if you purchase the same style as the Tommy Hilfiger brand. 
Land’s End​ ​ Faded Glory​ ​ JCPenney​ ​   
Dockers​ ​ Lee​ ​ ​ Children’s Place​         ​  
Old Navy​ ​ Kohl’s  ​​ ​ Target 
 
Spirit Dress Days​ All Grades 
 
Every  Friday is Spirit Dress Day.  Students must wear practical clothing considering 
the weather, modesty and worthy of school attire.  Spirit wear is any St. Joe’s  t-shirt or 
sweatshirt.   Acceptable jewelry/makeup/shoe rules remain the same as any other 
uniform day.  Jeans, pants, or SJCES sweatpants are acceptable with no holes or rips.  
Uniform bottoms are also allowed on these days.  Uniform shorts or PE shorts are 
only allowed 1st and 4th quarter (these are the only shorts allowed).  Clothing must be 
clean and neat in appearance.  Final approval of clothing is at the discretion of the 
administration.  
 
Free or Themed Day Dress: 
Periodically, students will be allowed to wear free or themed attire.  On these special 
dress days the official school uniform policy regarding hair, shoe, cosmetics, jewelry will 
be in effect.   Dress must be modest and appropriate for a Catholic school.  
Please note that short skirts, short shorts, halter tops, low cut tops, spaghetti 
straps, tank tops, bare midriffs, tube tops, distressed or clothing with holes, 
clothing with inappropriate or suggestive words, symbols or pictures will not be 
permitted.  Solid black or navy leggings may be worn under a skirt, skort, or dress.   
Interpretation of appropriate dress is at the discretion of the school administration. 
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Violation Policy 
 
Violations of Appearance/Uniform Policy will result in a Uniform Infraction Notice or 
signature on an accountability card.  Two or more violations of the uniform dress code 
may result in the student being denied participation in the next Spirit Day/Free Dress 
and/or a Disciplinary Report. Repeated infractions may result in further disciplinary 
actions.   The administration has the discretion and final decision with respect to 
interpretation of the uniform policy and consequences. 
  

 
 
 
 

GENERAL INFORMATION 
 

Policy 3110 
ATTENDANCE / ABSENCE 
 
The responsibility for attendance at school belongs to the parents/guardians, but the 
school is obliged to keep an accurate record of daily attendance.  This record is to be 
signed by the teacher, placed in the school file and kept in perpetuity.  Attendance data 
must be entered on the student’s permanent record. When a student has been absent, 
the school must require a written excuse from parents/guardians.  If a student is absent 
without an excuse or if the school has reason to suspect the validity of the excuse, the 
principal should investigate the situation and apply appropriate solutions. 
 
When parents/guardians take their children out of school because of family 
vacation/personal plans, it is with the understanding that class participation cannot be 
made up.  However, upon returning, assignments may be given and completed within a 
reasonable time. 
 
Ordinarily, a report card/grades will not be issued if a student is absent (excused or 
unexcused) for ten or more days in a given quarter.  Elementary school promotion is 
difficult if a student does not receive a report card for two of the four quarters in any one 
school year.  The final decision as to promotion shall be the responsibility of the 
principal.  Parental/guardian advice should also be considered in making the final 
decision. 
 
Notification of Absence 
If a student will be absent from school, the parent/guardian shall notify the school as 
soon as possible.  If the absence is unreported, a person so designated shall call the 
parent/guardian to verify that the child is absent with the knowledge of the 
parent/guardian. 
 
If you know that your child will be absent for all or part of the day please call the office 
before 8:15 AM and leave word that your child will be absent or tardy along with the 
reason for either.  A message may be left on the school’s voice messaging service.  
Absences may only be reported by a student’s parent or guardian.  Students may not 
call to report their own absence/tardy.   
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The staff of Saint Joseph Catholic Elementary School expects that parents would 
make every effort to schedule their vacations in conjunction with the school 
calendar.  Although students have the opportunity to make up for missed work, it is 
never possible to totally regain the information and learning experience provided by daily 
classroom instruction and activities. 
 
The school calendar provides for extended weekends and vacations throughout the 
school year.  Parents are encouraged to schedule trips or family outings during these 
times so as to eliminate the need to interrupt a child’s learning process.  Teachers are 
not required to give assignments in anticipation of the absence.  It is understood that 
class participation cannot be made up. However, upon returning, assignments may be 
given and completed within a reasonable time.   Approval of all requested vacation rests  
with the school administration. 
 
Tardiness 
All students must be in their seats by 7:50 AM or be marked tardy.  Students arriving 
after 7:50 AM must report to the office and a parent/guardian may need to sign them in 
at the school office.  
 
Being on time to school is important; it allows each student a good start to the 
day, an important value not only for school, but for life as well.  Entering the 
classroom after school has begun is disruptive to the entire class and may 
interfere with the teacher’s lesson. 
 
Parents of students who are chronically tardy (5 times per quarter) will be notified by the 
administration.  The student may be required to stay after school to complete 
assignments or service hours. 
 
 
 

 
 

RELEASE OF STUDENT FROM SCHOOL 
Policy 3120 
Parents/guardians presume their child is under the care of the school during school 
hours. Consequently, a student should never be released early without the explicit 
written permission of the parent/guardian. These requests are kept on file. 
A student may be dismissed early only upon approval of the principal. An elementary 
student may be released only to the parent/guardian/authorized representative of the 
parent/guardian. The principal shall not honor a telephone request for a student’s early 
dismissal to someone not listed on the emergency card. Students should not be 
detained unduly after school without the knowledge/ permission of parents/ guardians. 
 
Local Policy 
Students needing medical/dental appointments during school hours require the 
parent/guardian to sign the student out at the office.  If the student returns to school 
during the same day, he/she must report to the office.  Parents may not go to the 
student’s classroom to pick up a student.  The administration has directed teachers to 
release students only to administrative and office personnel.  This policy is strictly 
enforced for the safety of all students. 
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Leaving School 
After a student has arrived at SJCES in the morning, he/she will not be allowed to leave 
the premises unless picked up by a parent/guardian or such person authorized by a 
parent/guardian.  Please list all individuals authorized on the emergency card that are 
authorized to pick-up or transport your child to special events, etc.  All such requests are 
made in the office, where the parent or appointed individual will be required to sign the 
student out.  Proof of identification may be required before the student is called to the 
office.  Individuals not listed in Rebweb/Facts may not pick up students. 
 
 
Student Pick Up and Drop Off 
Families will be assigned a specific loading and unloading area.  There are two areas 
designated as student loading zones.  Red Zone(the cul de sac in front of the school) is 
last name A - L.  Blue Zone(the cul de sac off 29th) is last name M - Z.  These zones will 
be assigned to families with regards to carpools and other considerations that may be 
needed.  Students will be sent to their assigned zones.  If there is a change in carpool 
riders or the children you are picking up please notify the school office and we will direct 
the students to the appropriate zone. 
 
Please be prompt in picking your student(s) up after school.  Supervision is provided for 
15 minutes after dismissal.  Students not picked up by this time will be escorted to EDP.  
Parents will be charged for this service. If you have an emergency and know you will be 
late, please contact the office and we will arrange for your student’s(s’) safe-keeping.   
 
 
Before School 
Students should not arrive before 7:30 when teacher supervision begins.  Students who 
must arrive before supervision begins must report to EDP.  EDP begins at 6:30 AM 
during the school year. 
 
 
Child Abuse Reporting 
This information is included to inform parents of the legal responsibility of the school 
personnel.  Under Utah law, people in certain professions are required to report 
suspected physical and/or sexual abuse and certain forms of neglect.  Neglect may 
include the failure to provide necessary food, clothing, shelter, medical care and/or 
school attendance.  Reports must be made to the student’s county Child Protection 
Program and/or to the police.  People required to report include “…child care, education 
or law enforcement…”   An individual who is required to report and does not may be 
charged with a misdemeanor.  Teachers may also be required to forfeit their teaching 
credentials. 
 
Classroom Rules 
In all cases, students will be treated with dignity, respect, kindness, and fairness.  
Simple, clear and consistent student guidelines are stated and posted in the classroom. 
All students are expected to cooperate with the spirit and policies of the school, which 
are designed to foster mature development and personal responsibility.  The 
administration reserves the right to determine the appropriateness of any action if any 
doubt arises. 
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Consequences given to a student for inappropriate actions or disregard for another’s 
items or safety are determined by the teacher and communicated to the students in 
advance.  They are both appropriate for the student’s age and maturity and meaningful 
for the individual child.  If the situation warrants, the administration is brought into the 
discipline process. The administration’s involvement indicates that a severe discipline 
problem exists and severe consequences may result.  The administration may revoke 
recess and/or require the student to eat lunch in the office.  Other consequences may 
involve staying after school, service, parent conferences, contracts, probation, 
suspension or expulsion from school.    
 
Please note that items that can be considered weapons, toys, and other such objects 
are never allowed on campus and in the classroom, and will be dealt with promptly. 
 
 
Closing School due to Inclement Weather 
SJCES will close whenever appropriate due to inclement weather.  SJCES will monitor 
the Weber and Davis county school closings. Please watch the local news channels.  A 
message will also be sent out through our RenWeb Emergency System to the contact 
number provided to the school.  In severe weather conditions, school could be canceled 
due to lack of utilities.  The decision to drive in adverse conditions is a choice that only 
parents can make. 
Delayed Start:  If school is delayed, EDP is also delayed.  If school is canceled, then 
EDP will close within 2 hrs of the time it is canceled. 
 
Forgotten Items 
If your child forgets his/her lunch, books, school supplies, etc. and you happen to 
remember them for your child, please place them on the counter in the school office.  Be 
sure each item is labeled with your student’s name and grade.  The office will make 
certain that they are given to the student. A student who has forgotten their lunch will be 
allowed to order from lunch bar. 
 
Gifts and Invitations 
Students should not exchange gifts for individuals at school.  This gesture only creates 
hurt feelings. Invitations should be sent via the U.S. Mail and will not be passed out at 
school. Exception: Grades K-5 may pass out invitations at school if all members of the 
class are invited. 
 
Home to School Communication 
Teachers send home the family envelope with the oldest/only/parent- appointed child in 
the family, when applicable.  These envelopes often contain time-sensitive materials and 
may also contain any policy/procedure changes, please read them promptly.  These 
envelopes should be returned to school the next school day.  Emails containing the 
Thursday newsletter are sent weekly. 
 
Information is also available on the school website at www.stjosephutah.com/es  
The school calendar, newsletter and lunch menus, and many other helpful items are 
available on the website. 
 
 
 
 

33 
 

http://www.stjosephutah.com/es


Lockers 
Middle school students are assigned a locker in which to store textbooks and notebooks.  
In order to maintain a quiet atmosphere for class, the students are allowed to go to their 
lockers only at specified times. The school reserves the right to inspect lockers at any 
time. A student may not change his/her locker without permission from his/her 
homeroom teacher.  
 
Lunch Program 
Lunch can be pre-ordered from a lunch menu for a six-week period.  Forms are sent 
home in the brown envelope and have a due date.   A lunch bar is provided for students 
in all grades.  This includes a wide variety of items such as baked potatoes, sandwiches, 
hotdogs, corn dogs, fruit, vegetables, juice, and many more items.  Students may pay as 
they go or parents may prepay on their account.  A fee will be charged for overdue lunch 
items. 
 
Lunch Room 
Students are expected to use their best manners in the lunchroom.  Misbehavior will not 
be tolerated and students who are disrespectful may lose the privilege of eating lunch in 
the lunchroom. 
 
Milk Program 
Milk is available each day for students.  Milk may be purchased through the office at a 
cost of $25.00 per year.  Additional milk is available at $0.25 per day. If you do not pay 
the annual rate for milk, milk is available for $0.25 on a daily basis. 
 
Parking In Red Zones 
Red Zones are for emergency vehicles only. 
 
Participation In Outdoor Recess 
Ordinarily, students are expected to participate in outdoor activities with their class.  If 
your child is well enough to attend school, he/she should be able to play outdoors for the 
short recess period.  Students with medical exceptions must bring a health care 
provider’s note for exceptions. 
 
Physical Education Attendance 
Attendance is required at every physical education class.  A written request from the 
health care provider must be presented to the administration if a student is to be 
consistently excused from participation in a physical education class.  The cause for 
restriction and length of restriction is required in the request.  Students excused from 
physical activity will be required to attend class and participate in any non-physical 
activity.  If necessary, academic credit for class may be earned by other means. 
 
Property Care and Maintenance​  
The parent of a student who carelessly destroys or damages furniture, equipment, 
buildings, grounds or anyone’s personal property will be obligated to pay the full amount 
of repairs and labor or replacement.  Textbooks issued to the student must be properly 
covered upon teacher request.  No writing in textbooks or novels is permitted.  The 
student will pay a fine or replacement for damaged or lost books. 
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Sports Programs 
The Athletic Director (AD) organizes and maintains the programs, both conference and 
intramurals which may include: soccer, cross country, basketball, volleyball, mountain 
biking, and other sports.  For further information regarding the sports program, call the 
AD Masen White or email @ mwhite2@stjosephutah.com  
 
Student Safety 
The safety of our students is of utmost importance to all of us.  Please follow guidelines 
and any instructions you may be given by the school personnel on duty. 
 
Safe Environment Policy 
To ensure a safe environment for children and minors the Diocese of Salt Lake has 
instituted a policy using the publication and the guidance of the United States Bishops, 
Charter for the Protection of Children and Young People.  If you would like to read this 
policy, it is available on Diocesan website. 
 
All personnel and volunteers who work with our children must submit to a mandatory 
background check and the safe environment training. 
 
 
Telephones 
Permission to use the phone must be obtained from the office staff.   The office phone is 
a business phone and students are permitted to use it only for school-related reasons.   
Emergency messages will be handled through the office. 
 
Textbooks 
Program fees cover the rental of textbooks. Since these books will be used for many 
years students are required to cover them.  The covers must be neat and in good 
condition, adhesive covers are not permissible.  Writing is not permitted on the book 
covers other than the student name and name of the book. Students are required to 
have a book bag in which to transport books to and from school.  Students damaging 
books will be assessed a fine.  Lost books must be paid for by the student or parents. 
 
 
Transferring Students 
Notice of withdrawal of a student should be made by the parent in writing to the Principal 
in advance of the withdrawal date.  This enables the school to prepare the necessary 
information and settle accounts.  No student records may be forwarded until all accounts 
have been settled.  Please review the refund policy which can be found in the tuition 
contract that is signed at the beginning of each school year. 
 

 
 

CATHOLIC SCHOOL DISCIPLINE 
POLICY 3300 
 
Discipline in the Catholic school is an aspect of moral guidance and refers to those 
reasonable controls which promote the individual student’s development and 
self-discipline and a Christian environment in which the rights and responsibilities of 
students and teachers are recognized and upheld.  It is important to constructively 

35 
 

mailto:mwhite2@stjosephutah.com


maintain discipline in order to further the student’s growth in Christian virtue and to 
create a safe and peaceful atmosphere to advance the educational process. 
 
 
Saint Joseph Catholic Elementary School Wide Behavior Management 

Plan 
Overview 

Saint Joseph Catholic Elementary strives to inspire young people to become engaged 
scholars, effective communicators, and responsible world citizens who seek to build a 
community of justice, mercy and love. In support of this mission, faculty and staff will 
provide a multi-tiered system of support. As a part of this system, behavior 
implementation essentials are identified as the foundation of the schoolwide behavior 
management approach. This behavior management approach is expected to guide 
students in positive behavior actions inside and outside of school in collaboration with 
parents and caretakers.  
 

PBIS 
The goals of Schoolwide Positive Behavioral Interventions and Supports (SWPBIS) are 
to: 

1.​ prevent problem behaviors by teaching students appropriate behaviors 
2.​ encourage students to choose appropriate behaviors; 
3.​ correct inappropriate behaviors; 
4.​ use evidence-based practices to support student behavior; and 
5.​ analyze data to make decisions about student behavior.  

Accordingly, when PBIS efforts are implemented well: 
●​ student behavior success rates reliably increase while behavior problems, 

office referrals and disciplinary actions reliably decrease; 
●​ students feel more positively toward their teachers, administrators and 

schools; 
●​ students feel safer in their schools; 
●​ teachers spend less time correcting behavior and more time delivering 

academic instruction; 
●​ students spend less time removed from instruction due to disciplinary action, 

and more time participating in instructional activities; and 
●​ academic outcomes improve. 

 
Students can manage their own behavior when: 

●​ Adults form positive relationships with students 
●​ Instruction is engaging and meaningful 
●​ Expectations are consistent within classroom and school 
●​ All adults in building are committed to the success of all students 
●​ All adults teach and reteach expected behaviors 
●​ All adults in the building model and reinforce appropriate behaviors 
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PBIS at SJCES 
 

Saint Joseph Catholic Elementary Jayhawks will be: 
●​ HONORABLE 
●​ ACHIEVE 
●​ WILLING 
●​ KIND  
●​ SAFE 

 
Specific guidelines for proper behavior are posted in each classroom, as well as other 
areas of the school, and are based on the school-wide expectations of being Honorable, 
Achieving,Willing, Kind, and Safe. Teachers will review these expectations on a regular 
basis with students. Behavior is enforced during school hours, on school property and at 
any school sponsored or school related event. Behavior codes and guidelines may also be 
enforced for conduct outside of school. Parent volunteers will assist in reminding 
students of these expectations.  
 
 

Location Honorable Achievers Willingness Kind Safe 
Adult 

Expectation 

Overall 
student 
outcomes 

-Students 
show honor 
in conduct, 
attitudes, and 
language 
throughout 
the school 
and in life. 
-Students will 
wear uniform 
correctly 

-Students act 
in accordance 
with personal, 
class, school, 
and 
community 
expectations. 

-Students go 
above and 
beyond wherever 
they can to 
promote a helpful 
and friendly 
environment for 
all who enter their 
Circle of Grace 

-Students 
engage and 
respond to 
each other, 
teachers, 
staff, and 
visitors with 
Christian 
values to 
make all 
feel 
welcome. 

-Students 
ensure safety 
by 
appropriately 
using spaces 
and materials. 
-Students 
maintain a 
level of 
awareness of 
others and 
take 
appropriate 
steps when 
safety is at 
risk. 

-Adults 
demonstrate 
student 
outcomes. 
-Adults use 
common 
language to 
invite students 
to redirect 
behavior. 
-Adults are 
actively 
engaged in 
monitoring, 
helping, and 
being 
available for 
students 
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Arrival/ 
Transitio
ns 

- Walking 
respectfully 
and quietly 
- Listen 
attentively 
(Eyes, Ears, 
Mouth, Body) 
- Leave the 
area cleaner 
than you 
found it 

- Be an active 
participant in 
prayer and 
pledge 
- Voices off 
- Patience 
while waiting 
- Be on time to 
every class Go 
to the gym 
when you 
arrive before 
7:40 

- Line up in an 
orderly fashion 
- Respond to 
directions 
- Holding doors 
for others 
- Help others 

- Have 
good 
manners 
Respond 
with 
courtesy 
"Please..." 
"Thank 
You.." 
"May I..." 

-Show 
awareness of 
others and 
your 
surroundings 
- Be mindful of 
your Circle of 
Grace 

- Model 
student 
expectations 
- Be punctual 
- Be involved 
in procedures 

Dismissal 

- Walking 
respectfully 
and quietly 
- Listen for 
cues 
- Leave the 
area cleaner 
than you 
found it 

-Stay inside 
your assigned 
zone -Pay 
attention for 
pickup -Sit on 
the sidewalk 
(weather 
permitting) 
-Stay on right 
side of hall 

-Respond to 
directions 
-Look out for 
others in need 

-Hold the 
door for 
others 
-Be polite 
as people 
exit 

- Keep 
yourself and 
your things to 
yourself 
-Be aware of 
your 
surroundings 
-Wait for 
signals before 
moving 
towards your 
next 
destination 

- Give 
consistent 
cues and use 
common 
language 
-Actively 
enforce 
student 
expectations 
-Be on time to 
your duty 

Cafeteria 
Clean Up 
Procedure
: 

- Good 
manners 
- Wait 
patiently 
- Wash table 
when asked 

- Eat a 
balanced meal 
- Table 
manners 
(indoor voices, 
chew with 
mouth closed) 

- Dispose of trash 
in the correct bins 
- Pick up trash 
that has dropped 
on the floor 

- Say 
please and 
thank you 
- Speak 
with good 
intentions 
- 

- Stay in seat 
- Do not share 
food 
- No soda or 
red dye drinks 
- No throwing 
food 

- Actively 
monitoring and 
enforcing 
student 
behavior 
- Give a 5 
minute 
warning 
- Dismiss by 
readiness and 
noise level 

Hallways 
and 
Stairwells 

- Respect 
other 
classrooms 
with quiet 
voices, feet, 
and calm 
bodies 
- Keep your 
coat and 
backpack 
hung up, and 
other 
supplies 
organized 

- Walking feet 
- Respect 
yours and 
others Circle 
of Grace 

- Walk or stand in 
a single file line 
- Acknowledge 
and apologize 
when accidents 
occur 

- Practice 
good 
manners 
when 
walking in 
the hallway 
- Help 
others in 
need 

- Walk on the 
right side 
- Be observant 

- Keep hallway 
clean and 
clear 
- Monitor 
hallway 
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Recess/ 
Park 

-Treat 
playground 
and 
equipment 
with respect 
-Place 
jackets 
and/or 
lunchboxes 
down 
appropriately 

-Use restroom 
prior to going 
out to play 
-Remember to 
gather all 
belongings 
before lining 
up 

-Invite others to 
join in 
-Take 
responsibility for 
actions 

-Include 
everyone 
-Interact 
with one 
another 
respectfully 

-Follow all 
directions 
given to you 
-Use 
equipment 
appropriately 
-Ask monitor 
to be excused 
to go inside 

-Actively 
monitor and 
supervise 
- Minimal use 
of phone 

Bathroo
m 

- Quiet 
voices 
- Respect 
privacy 
- Report 
vandalism/in
appropriate 
behavior 

- Practice 
good hygiene 
- Make sure 
toilet flushes 
- Wash hands 
before leaving 

- Leave when 
finished 
- Wait patiently 
- Use facilities 
correctly 

- Keep it 
clean 
- Remind 
peers of 
bathroom 
rules and 
manners 

- Keep both 
feet on the 
floor 
- One student 
in the stall at a 
time 

- Monitor as 
needed 

Oratory/ 
Mass 

- Best 
behavior to 
match 
occasion 
- Be reverent 
and 
respectful 
-Bow to the 
altar 

- Enter and 
exit 
respectfully 
through 
assigned 
doors 
- Respect 
Circle of 
Grace 

- Participate as 
appropriate 
- Use good 
posture 
- Honor Catholic 
traditions and 
respect other's 
faith 

- Be an 
active 
listener 
- Calm 
bodies 
- Show 
grace if 
mistakes 
are made 

- Patiently 
waiting your 
turn 

- Model 
student 
expectations 
- Sit in 
proximity to 
your students 

Bus 

-Keep all 
items to 
themselves 
-Say thank 
you 

-Indoor voices 
-Stay seated 
on your 
pockets (no 
laying down) 
-Safely board 
and exit the 
bus 
-Fill the bus 
from the back 
to the front 

-Keep areas 
clean at all times 
-Use respectful 
words 

-Respect 
everyone's 
Circle of 
Grace 
-Allow 
people to 
sit next to 
you 

-Keep your 
legs out of the 
aisle 
-Safely open 
up the 
windows, 
either with self 
or with help of 
an adult 
- Don't throw 
things 

-Be mindful of 
how all 
students 
behave while 
on the bus 
-Model 
appropriate 
bus behavior 
-Monitor 
students as 
they get on 
and off the bus 

EDP 

-Clean up 
after yourself 
-Choose to 
help others 

-All toys from 
home stay at 
home 
-Include 
everyone 
when playing 

-Follow the rules 
-Listen to 
instructions 
-Use indoor 
voices 

-Respect 
other's 
space -Use 
Kind Words 
-Share toys 
with one 
another 

-Stay in 
designated 
area 
-Keep all body 
parts to self 
-No sharing 
food 
-No running 

- Monitor all 
students at all 
times 
-Know family 
relations, check ID 
if unsure 
-Make sure 
everything is clean 
by end of day 
(check bathrooms - 
flushed toilets, 
paper towels) 
-Ensure that 
parents check their 
child out 
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PE 

-Students 
enter and exit 
quietly and 
respectfully, 
patiently wait 
and listen for 
instructions, 
being 
prepared for 
class with 
uniform, have 
a positive 
attitude, use 
appropriate 
language, 
and keep 
hand to 
themselves, 

-Use indoor 
voices, be 
aware of 
personal 
space, 
participate in 
class activity, 
resepct 
equipment. 

-Students show 
good 
sportsmanship, 
help others when 
needed, positive 
attitue, take 
responsibility for 
actions. 

-Students 
are 
respectful 
to the 
teacher and 
classmates, 
use 
self-control. 
-Use kind 
words 

-Students 
ensure safety 
by space 
awareness - 
know your 
surroundings, 
keeping 
hands/feet to 
themselves. 
-Students will 
patiently wait 
and take turns. 

-Aware of 
students 
behavior 
-Being mindfull 
of how 
students are 
interacting 
with each 
other by 
monitorng and 
interacting 
with students. 

Library 

Students 
enter 
respectfully 
and sit 
down 
quietly 

Students will 
read quietly 
until the 
teacher 
comes 

Students will be 
respectful 
during the story 
or lesson. 
Students will 
take care of 
their books and 
pay for any 
damage 

Students 
will line up 
quickly 
and 
quietly. 
Students 
will push 
in chairs 

Students 
check out 
carefully (this 
includes no 
running, 
inside 
voices, using 
a shelf 
marker, 
taking turns, 
being 
respectful of 
the 
books/shelve
s/space, etc) 

-Adults 
demonstrate 
student 
outcomes. 
-Adults use 
common 
language to 
invite students 
to redirect 
behavior. 
-Adults are 
actively 
engaged in 
monitoring, 
helping, and 
being 
available for 
students 

Compute
rs 

-Students 
enter 
respectfully 
and quietly, 
sit at their 
assigned 
computer, 
patiently wait 
for 
instructions, 
prepared for 
class, have a 
positive 
attitude, use 
appropriate 
language. 

-Students use 
indoor voices, 
stay seated at 
their 
computers, 
raise their 
hands, follow 
instructions 
and respect 
equipment. 

-Students raise 
their hand and 
participate, use 
correct posture 
with feet on the 
floor, positive 
attitude, listen 
and follow 
instructions. 

-Students 
are 
respectful 
to the 
teacher and 
classmates, 
listen and 
follow 
instructions
, help other 
students 
when 
instructed. 

-Students 
ensure safety 
by staying 
seated in 
assigned 
seats and 
being aware of 
their 
surroundings. 
-Students 
straighten up 
their area 
before leaving. 

-Adults 
demonstrate 
student 
outcomes. 
-Adults use 
common 
language to 
invite students 
to redirect 
behavior. 
-Adults are 
actively 
engaged in 
monitoring, 
helping, and 
being 
available for 
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students 

 
Positive Reinforcement 

SJCES faculty and staff are committed to reinforcing students for following schoolwide 
expectations and being models of our school mission. We strive for students to feel 
recognized and proud for contributing to our school community in a positive manner. 
Through focused positive feedback and solid PBIS foundations, our goal is that students 
will grow in intrinsic motivation and accountability.  

Social and Emotional Development of Learners 

SJCES strives to create a learning environment where every person feels a sense of 
belonging and respect. A crucial piece of meeting the emotional and mental health 
needs of learners is the emphasis of social/emotional learning and development. All 
students will engage in formal social and emotional (SEL) instructional learning 
opportunities through Friendzy. 
​
The management plan encompasses practices that build positive supports and clearly 
defined consequences into the disciplinary approach. Behavior intervention plans will be 
implemented for students who need additional support in order to meet our expectations. 
Consequences are in place to build a safe and respectful community for all. 
 

 
Discipline Plan 

SJCES faculty will implement a common consequence approach. The Decision Tree 
below includes these behavior action steps. Faculty will implement this approach with 
consistency. Precision Requests will be used for prompting/warnings and a 
predetermined consequence hierarchy system will be used. Teachers will explicitly teach 
this procedure to all students and review and reteach expectations throughout the school 
year.  

●​ A student is explicitly taught the desired behavior, and retaught if necessary. If 
the desired behavior is not exhibited, the teacher will follow the appropriate action 
steps on the decision tree. 

●​ Behavior action steps will be followed consistently.  
●​ A behavior intervention plan can be implemented on an individual basis as 

needed.  
●​ A behavior contract can be used to support more intensified behavioral needs 

and situations. Behavior contracts may reflect consequences which compound if 
serious discipline issues arise in multiple areas. These contracts will also include 
scaffolded supports and plans for students to rebuild trust and good standing. 

●​ Each incident will be assessed accordingly. 
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Bullying: Definition 

Bullying impacts all students in a school community. The school SEL curriculum embeds 
explicit skills and tools for creating a caring environment. Through this explicit teaching 
we hope to grow to be a more empathetic and preventative community. There are clear 
consequences outlined in order to consistently approach issues involving bullying (see 
Bullying Discipline Hierarchy). Students who are the victims of bullying, and their 
families, will be offered support including but not limited to plans to minimize exposure to 
the bullying student, counselor supports, and additional check-ins. 

It is important that our community has a common understanding of the definitions of 
bullying and what to do when your child is involved. 

(Source: Second Step Curriculum Definitions) 

Bullying is defined by three primary characteristics: 

●​ Is usually repeated over time 
●​ Occurs in a relationship where there is a power imbalance 
●​ Intends to cause harm or distress and/or has a serious harmful or distressing 

effect on the target 

Bullying: Discipline Hierarchy 

Consequences will vary depending upon the nature of the infraction, the age and grade 
level of the students involved, the degree to which there have been previous incidents, 
and other relevant factors deemed pertinent by the administration. 

First Offense ●​ Office referral 
●​ Meet with all involved students to reflect and set goals  
●​ Reinforce compliance 
●​ Parents of all involved are notified 

Second Offense ●​ Office referral 
●​ Lunch Detention 
●​ Meet with all involved students, as necessary, to reflect and set 

goals 
●​ Reinforce compliance 
●​ Meeting with parents to put a Behavior Support Plan in place 
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Additional 
Offenses 

●​ In School Suspension, Out of School Suspension, Expulsion 
●​ Meet with all involved students, as necessary, to reflect and set 

goals Reinforce compliance 
●​ Meeting with parents to adjust Behavior Support Plan as 

appropriate 

 

 
 

 
Reporting Harassment  
The Catholic schools of the Diocese of Salt Lake City expect students and parents or 
guardians who become aware of harassment to report it to the school Principal for 
investigation. Any student, parent or guardian who retaliates against another for 
reporting harassment may be subject to the consequences listed below.  
 
Any Catholic school employee who becomes aware of any apparent occurrence of 
student harassment must report this to the Principal who begins intervention and 
corrective action. When a Principal believes that a criminal offense may have occurred, 
the Principal will report the known facts to the appropriate criminal investigative agency.  
 
All allegations will be taken seriously and promptly investigated. Concern for 
confidentiality will be adhered to throughout the investigative process. This investigation 
may include interviews with students, parents, and school faculty and staff; review of 
school records; and identification of parent and family issues. 
 
Bad faith allegations of a violation of this policy will subject the accuser to disciplinary 
action. 
 
Student Intervention and Consequences  
Intervention and consequences for students who harass others shall depend on the 
results of the investigation and may include: counseling, a parent or guardian 
conference, a behavioral support plan, suspension, and/or expulsion. Depending on the 
severity of the incident, the Principal may also take appropriate steps to ensure student 
safety. Procedures may include: implementing a safety plan, separating and supervising 
the students involved, providing staff support for students as necessary, reporting 
incidents to law enforcement if appropriate, and developing a supervision plan with the 
parent/guardians.  
 

Severe Violations 
There will be immediate removal from an activity, or from school, for serious offenses as 
listed in the Severe/Safe School Violations section of the Decision Tree. The teacher 
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witnessing the serious infraction will issue the referral and notify the principal. These are 
example behaviors and this is a non-exhaustive list. Principal discretion will be utilized. 
 
Suspension 
Only the Principal/Assistant Principal imposes sanctions for a major referral or multiple 
minor/moderate referrals and suspension or suspension from school. The administration 
reserves the right to place a student on home study for conduct deemed inappropriate 
and contrary to the philosophy of the school. This includes, but is not limited to, 
physical/emotional violence and/or harassment directed toward another. 
 
Expulsion 
Saint Joseph Catholic Elementary School does all within its power to assure its students 
the right to just and fair treatment, as befits a Catholic Christian institution. Sometimes, in 
spite of all that is done by the school personnel to guide and work with students, their 
continued presence in the school may be judged detrimental to their own welfare or the 
welfare of others. Expulsion may also result from a single disciplinary infraction, inside or 
outside of school. The Principal and/or Pastoral Administrator may expel or suspend 
students for conduct inside or outside of school that is damaging to the reputation of the 
school. 
 
 
Drugs and Alcohol 
Students, who possess drugs, tobacco and/or alcohol at school or at any school 
function, face suspension and/or expulsion. 

 
 

TERMINATION OF ENROLLMENT 
Policy 3300 
 
Respect for the individual student, belief in opportunities for his/her growth and 
forgiveness for wrong choices underlies all corrective action taken by the administration 
in dealing with serious student misconduct. 
 
Expulsion 
The permanent dismissal of a student from school is an extreme measure to be taken 
only as a last resort: 

1.​ after all other efforts of motivation and counseling have failed or  
​ where attendant circumstances of crime, scandal, immorality, or disruption ​
​ constitute a threat to the physical or moral welfare of other persons or 

2.​ as set forth in Policy 3340 regarding student withdrawal on grounds of 
parental/guardian behavior.   

Local schools should publish in the parent/student handbook a non-exclusive list of 
those actions that may constitute expulsion.   
 
The following offenses committed by students are potential reasons for expulsion.  
 
This list shall not be considered exhaustive: 

1.​ Disobedience, insubordination, or disrespect for authority. 
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2.​ Language or behavior which is immoral, profane, vulgar, or obscene. 
3.​ Use, sale, distribution, or possession of drugs, alcohol, or any other legally 

controlled substance. 
4.​ Injury or harm to persons or property or serious threat of same. 
5.​ Unauthorized absence or continued tardiness. 
6.​ Assault with, or possession of, a lethal instrument or weapon. 
7.​ Serious theft or dishonesty. 
8.​ Outrageous, scandalous, or seriously disruptive behavior. 
9.​ Habitual lack of effort leading to academic failure in classroom work. 
10.​Conduct at school or elsewhere which would reflect adversely on the Catholic 

school and the Church. 
11.​Consistent disrespect for other students such as sexual harassment of another 

student. 
12.​Violation of internet code of ethics. 

​  
If at the discretion of the principal, any of the above reasons do not warrant expulsion, 
then suspension procedures will be followed.  (See Policy 3300) 
Suspension – Local Policy 
 
Students who are given an in-school suspension will be required to report to school each 
day and will work in an area designated by the administration.  Students who receive an 
out-of-school suspension will not be allowed on the school grounds or at school events 
during the time of their suspension.  In both cases, students must complete all classwork 
and tests from the days of suspension. 
 

SEX OFFENDER POLICY 
 
Policy​5200.1  
 
A sex offender is defined as an adult who has been convicted of a crime or crimes of a 
sexual nature against a minor or an adult. These are general guidelines and may be 
revised on a case-by-case basis to be more or less restrictive. The principal or pastor 
must consult with the Office for Safe Environment and/or the Catholic School Office, the 
local police and/or the sex offender’s parole officer.  
  
Sex Offenders who are Parents/Guardians of Catholic School Students  
A sex offender who is a parent with residential and/or decision-making rights or who is 
the legal guardian of a student must meet with the principal to review the restrictions that 
might be imposed on the sex offender (once-a-year meetings are recommended). The 
principal is strongly encouraged to include a second person (“principal’s delegate”) in 
any and all meetings with a sex offender. All restrictions imposed on the sex offender 
must also be conveyed to the sex offender in writing.  
 

●​ The sex offender is not eligible to be a school employee or volunteer  
 

●​ A sex offender who has been convicted of an offense against a minor is not 
allowed on school premises at any time when minors are present 

 
●​ A sex offender who has been convicted of an offense against a minor may not 

attend any school event at which minors are present, regardless of where the 
event is held  
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●​ Exceptions may be made for special events where minors may be present on a 

case-by-case basis.  In the rare instance when an exception is made, the 
principal or pastor will provide the sex offender with written authorization to 
attend the event, including any applicable restrictions or requirements 

 
●​ The sex offender may have the right to review his/her child’s educational record. 

If so, the sex offender must contact the principal for an appointment 
 

●​ The sex offender may have the right to communicate with his/her child’s teacher 
about the student and may do so by contacting the teacher only at the school by 
phone, mail, or email 

 
●​ The sex offender may meet with the teacher (and principal or principal’s 

delegate) regarding the student after school hours when no minors are present 
 

●​ Principals and or the pastor may inform the school staff and parents of an 
offender’s status as necessary. The offender's name should be disclosed to the 
parents who have children in the same class as the offenders’ children 

 
In an effort to communicate these policies and guidelines for sex offenders and to 
encourage sex offenders to self- report to the principal or pastor, each Catholic school 
will add to the enrollment form the following: If you, your spouse or any adult or youth 
living in your home is listed or has ever been listed on the National Sex Offender Public 
Registry, you and/or the sex offender are required to contact the principal or pastor prior 
to the sex offender being on school or parish property and participating in any school 
events. 
​ ​ ​ ​ ​ ​ ​ ​ ​  
Catholic School Students who are Sex Offenders 
 
Parents/Guardians must inform the school if their student is a sex offender.  
When the principal learns that there is a sex offender, the student will be removed from 
the classroom until the following steps are taken:  
 

1.​ Meet with the student and his or her parents/guardians to obtain information 
about the offense, any legal restrictions, and all relevant documentation. 

  
2.​ Contact the Catholic School Office and the Safe Environment Office for guidance 

regarding continued enrollment or applicable restrictions on the student sex 
offender while maintaining confidentiality.  

 
3.​  Develop a written plan in collaboration with the Catholic School Office and the 

Safe Environment Office. 
 

4.​  Meet with the student and his or her parents/guardians to review the written plan  
 including applicable restrictions while the student is on school property or is  
 participating in school-sponsored events, including consequences for violating 
the restrictions. 

 
       5.   Obtain the signatures of all parties, including the student sex offender. 
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CODE OF CONDUCT FOR MINORS 
3310 

Pastoral Directives 2004-2005 
 
The Catholic Diocese of Salt Lake City is committed to the protection of children and 
young people and the establishment of a safe environment in which they may learn and 
grow into responsible Christin adults.  The intent of this Code of Conduct is to promote 
responsible behavior and Christian Values that create an orderly, nurturing and safe 
environment. 

 
Rights and Responsibilities:  Rights are those things we are entitled to have.  
Responsibilities are the actions that are expected as a result of those rights. 

Children and young people have the right to: 
●​ a safe environment 
●​ receive the best formation program to meet their needs 
●​ feel secure from physical, verbal and written harassment 
●​ be treated in a fair, consistent and respectful manner 
●​ receive instruction and assistance for social, emotional and academic 

concerns 
●​ a clean and pleasant environment 

Children and young people have a responsibility to: 
●​ share experiences in safe and pleasant surroundings 
●​ attendance that is regular and punctual 
●​ act safely in everyone’s interest 
●​ accept responsibility for their actions 
●​ practice good health habits 
●​ be honest and polite 
●​ not interfere with the leader’s facilitation, and the experience of others 
●​ show respect for the rights, feelings, and property of others 
●​ seek help for social, emotional and academic concerns 
●​ adhere to rules during any related activities 
●​ work through a decision making process with staff to explore alternative 

behaviors which are acceptable and more appropriate 
●​ respect ethnic, racial, religious, gender, intellectual and physical 

diversities of all people 
●​ report discreetly any inappropriate behavior to a responsible adult 

Behavior: 
●​ Reverence, Respect, Responsibility- All behavior should be guided by 

reverence for life, respect for self, others and property, and taking 
responsibility for one’s actions. 

●​ Behavioral standards should encourage self-discipline, create an 
atmosphere based on love, respect, and cooperation, and provide a safe, 
positive and well-ordered environment. 

●​ Offenses- The following behavior does not contribute to a safe, respectful 
Christian environment and will not be tolerated: 
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●​ Causing physical harm (fighting, throwing objects, using drugs, weapons, 
etc.) 

●​ Causing psychological harm (intimidation, threats, etc.) 
●​ Using a tone or gesture of disrespect or that is abusive (profanity, 

harassment, etc.) 
●​ Showing disrespect to adults and authority (insubordination, unwillingness 

to obey, etc.) 
●​ Showing disrespect for property (vandalism, theft, etc.) 
●​ Demonstrating behavior that is out of control (being unreasonable, 

repeated violations, unwillingness to change, etc.) 
●​ Harassing others (verbal abuse, bullying, inappropriate touching, etc.) 
●​ Being dishonest (lying, cheating, etc.) 

 
N.B.  In addition to the Code of Conduct for Minors, the Diocese has a published Child 
Abuse Policy which is available in the Principal’s office or on the Diocesan Website: 
www.dioslc.org.  A copy may be requested from the principal. 
 
 
Search and Seizure 
The Principal and/or designee retains the right to search student desks, student lockers, 
student possessions and/or seize possessions if reasonable cause exists. 
 
 
Policy 3340 
STUDENT WITHDRAWAL ON GROUNDS OF PARENTAL/GUARDIAN BEHAVIOR 
 
Normally a child is not to be deprived of a Catholic education or otherwise penalized for 
actions of the parent(s)/guardian(s). However, in the instance where the 
parent(s)/guardian(s) detrimentally impact the school’s ability to effectively serve its 
students, the parent(s)/guardian(s) may be requested to remove their student from the 
school for ANY of the following reasons: 
1. Refusal to cooperate with school personnel; or 
2. Refusal to adhere to diocesan or local policies and regulations; or 
3. Interference in matters of school administration or discipline. 
4. Negative behaviors/conversations towards the school, administration, and/or faculty 
and staff can result in disciplinary action and/or removal from the school. 
 
 
In all cases, reasonable effort to elicit the minimum requisite parental/guardian 
cooperation shall be made and documented. The principal must verify that 
parent(s)/guardian(s) were informed to terminate the inappropriate behavior and begin 
cooperation with the school or Policy 3340 would be enforced. If such an effort does not 
correct the situation, then after consultation with the Superintendent, the principal may 
require the parent(s)/guardian(s) to withdraw the child. Documentation signed by the 
principal and parent(s)/guardian(s) as well as any other information or evidence of 
consultation with the parent(s)/guardian(s) on the matter must be retained on file. 
If the parent(s)/guardian(s) refuse to accept the withdrawal, the procedures for expulsion 
shall be followed as outlined in Policy 3300. 
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SAFETY DRILLS 

 
Fire Exits 
Exits for fire drills are posted in each classroom by the exit door.  Teachers, students, 
and parents should be familiar with the exit procedures for each classroom. 
 
Fire Drills 
Fire drills are held frequently and at a variety of times to help students in the event of a 
real fire to know where the exits are in different areas of the building.  Anyone in the 
building must exit during the drill.  During the fire drills, students should follow these 
regulations: 
 

●​ Rise in silence when the alarm sounds. 
●​ Close windows and doors if time permits. 
●​ Walk to the assigned location briskly, in single file at all times and in 

silence. 
●​ Stand silently as instructed by the teacher, speaking only to answer to 

attendance. 
●​ Return to the building when the signal is given. 

 
Real Fire 
In the unlikely event of a real fire, students and teachers will follow the drill procedure 
noted above.  Depending on the severity, length and general circumstances of the fire, 
the administration or the administration’s designated representative will make a decision 
concerning the resumption of classes.  If school is canceled, parents will be notified and 
students will be supervised by school personnel until they are released to parents or 
guardians or designee. 
 
Safety Drills 
Safety drills are held periodically.  The procedures are: 
 

●​ Listen for the announcement. 
●​ Follow your teacher’s instructions. 
●​ Stay in the room and sit on the floor away from the door(s). 
●​ All doors are locked and will remain locked until an all-clear 

announcement is made. 
 
In the event of an earthquake, special emergency procedures will be enacted as outlined 
in the Emergency Preparedness Manual.  It is important to note that every teacher will 
remain at school to help supervise students until parents take them home or until a civil 
authority takes over this responsibility in the event of a real earthquake. Once outside 
each teacher will: 
​  

●​ Take attendance and report missing students and their possible location 
to the principal or person in charge. 

●​ Assess injuries and take action to help injured students on a triage basis 
until a designated person arrives to relieve the teacher. 

●​ Group the students together into sibling units so that brothers and sisters 
are together. 
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●​ Take over the specific supervisory duties assigned to them (search teams, 
latrine teams, medical teams, water teams, food teams, check-out teams, 
security teams, etc). 

 
Children will be supervised and cared for at all times by an adult. 
 
No child will be released to go home alone or with another family.  Parents/legal 
guardians:  please do not send a neighbor, friend or relative to get your child.  School 
personnel will not be permitted to release children to anyone except parents, legal 
guardians or designated emergency contact. 
​  
Parents coming to get their children after an earthquake should be prepared to: 
 

●​ Show I.D. to prove that the children they are seeking are theirs.  Be ready 
for the possibility that an agency of the civil defense has taken over the 
supervision of the children by the time you arrive and they may not know 
you. 

●​ Report to the “sign-out” area to attain the release of your child(ren).  
Remember, the procedures will be in place to protect your child and the 
other children.  Try to keep this in mind as you go through the process.  
Every effort will be made to reunite you with your child as quickly as 
possible.  We must be sure that every child is well protected. 

 
If students are moved to another location by civil authority, a sign will be posted on the 
property indicating where they have been taken.  Teachers will go with the children to 
this new location and will stay with them as long as reasonably possible..​  

 
BOARDS AND COMMITTEES 

 
School Board and Strategic Planning 
The purpose of the Board of Saint Joseph Catholic Schools of Utah (the Board) is to 
serve as a consultative body that assists the Bishop, the Superintendent, and the 
Principal(s), in fulfilling the mission of the Saint Joseph Catholic Schools of Utah as set 
forth in the mission statement. 
 
The Board is consultative in this sense:  The Board cannot act apart from the Principal 
and cannot make decisions binding on the Saint Joseph Catholic Schools of Utah or any 
of its member schools without the approval of the Principal.  Any decisions made by the 
Board are subject to the approval of the Bishop.  Conversely, it is expected that the 
Principal shall consider the advice of the Board prior to making significant decisions as 
described in the Board Constitution and Bylaws. 
 
The Advancement Committee 
The Advancement Committee was formed with three major goals in mind: 
 

●​ To raise funds which will strengthen SJCES’s financial security and will ensure 
the continuance of SJCES into the future. 

 
●​ To facilitate knowledge of the excellent programs and the civic contributions 

made by SJCES through networking within the local cities and business sectors. 
●​ To establish a strong Alumni Association. 

51 
 



 
The Advancement Committee is comprised of volunteers who meet to plan strategies 
and programs to implement the goals listed above.  Committee members do not need to 
be current parents of students at the school, nor are they required to be alumni.   If you 
are interested in serving with this committee, please contact the Advancement Office at 
393-6051 ext. 223. 
 
Home and School Association (HSA) 
The goals of the Home and School Association are: 
 

●​ To facilitate communication and share information between parents, teachers, 
and administration on issues of general interest to the school community. 

●​ To facilitate and coordinate activities, perform services, build school spirit, 
support staff and involve parents by encouraging them to be active members of 
the school community and to raise school-related funds. 

 
The structure of the HSA allows for appropriate lines of communication between parents, 
teachers and the administration.  The HSA seeks the approval of the school 
administration, staff, and faculty. 
 

 
PARENT OPPORTUNITIES 

 
Parent Involvement Program (PIP) 
The Parent Involvement Program exists to help raise parent awareness and involvement 
in the education of their students in a manner that directly affects the school’s programs.  
Since parents/guardians are the primary educator, it is essential that they participate in 
the “schooling” process.  The intent of this program is positive in nature and supportive in 
design. There is a place for everyone’s talent. 
 
PIP Hours 
Volunteer time is required of all families and is based on the number of students enrolled 
in preschool 3 through high school. The following totals must be earned as a family. If 
you have students in the elementary and high school your family will be combined as a 
single unit. Allowances are made when military parents are deployed. 
 
-First student enrolled at the elementary and/or high school campus:   20 hours per year. 
-Preschool/Pre K (only child) 10 hours 
-Each additional student enrolled at the elementary and/or high school: 4 hours per year. 
 
It is the parent’s responsibility to volunteer for appropriate activities in order to work the 
required hours and to see that records of hours worked are turned in to the school office. 
Log sheets are available in each school office. 
  
PIP hours may be earned throughout the year.  PIP hours begin on May 1 of each year 
and must be completed by April 30 of the following year, with the exception noted below.  
Hours and/or payment in lieu of are due April 30th for families not returning in the fall.  
 
Parents of 8th graders and high school seniors must complete PIP hours by March 31. 
PIP requirements must be completed in order for a student to participate in graduation 
exercises. 
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PIP hours will be prorated if a family enters or leaves during the school year. 
 
 
PIP FEE 
If you choose not to work PIP hours, you will be charged an annual program fee of $550 
for the first child and $100 for each additional child enrolled at Saint Joseph Catholic 
Schools. If the required hours are not completed by the end of the PIP year, partial 
prorated payment of the PIP fees will compensate. Fees in lieu of working your PIP 
hours as addressed will be invoiced and may be added to your F.A.C.T.S. payments the 
following fiscal year. 
 
Parents and adult members of the extended family may earn PIP hours. There may be 
opportunities where high school students may work along with parents to earn PIP 
hours. 
 

 
SCRIP PROGRAM 

The Scrip program is an ongoing fundraiser which benefits the elementary school 
campus. 
 
Scrip is another name for gift certificates and gift cards. Many local businesses and 
national chains sell Scrip to Saint Joseph Catholic School at a discounted percentage.  
Each store sets its own discount rate, which varies from 1.25% to 20%.  Saint Joseph 
Catholic Elementary School then sells the scrip at the full face value.  The discount 
percentage retained by the school becomes profit. 
 
When you purchase scrip, you are not buying things you don’t need.  You are simply 
trading your cash for gift certificates, dollar for dollar.  We are not asking anyone to 
purchase anything extra.  We are asking families to use scrip instead of cash, checks or 
credit cards when shopping for items that would be purchased anyway. Scrip is sold 
through the school office or online. 
 
The school carries script from many local businesses and national chains on hand, items 
change periodically.  You may access a full list of special order scrip at www.glscrip.com.  
Pre-orders are due by Monday at 3:00 p.m. if you wish to receive them by Friday.  
Otherwise, your order will be processed the following week.  Orders are filled as they are 
received, occasionally, items may be on backorder.  Please allow plenty of time if the 
order is needed by a specific date. 
 

 
INTERNET POLICY 

 
Cell Phones/ Electronic Devices 
Cell phones and other electronic devices are restricted on campus during the school day. 
Cell phones are never allowed in the classroom, hallways, extended day, or lavatories.  
Cell phones may be used after school outside of the school building with permission 
from the administration or a faculty member on duty.  Any cell phone found in use on 
campus during school hours will result in the confiscation of the phone, and they may be 
collected by the parent from the administration 
.  
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Sixth - Eighth grade students will need their own device(laptop or Chromebook) daily.  It 
is in the best interest of the student to have their own device.  If there are special 
circumstances, Chromebooks may be borrowed through the school with a signed 
contract.  SJECS is not responsible for lost, damaged, or stolen electronic equipment.  
 
Acceptable Internet Use Policy  
PURPOSE​
Technology is a valuable and real world educational tool. Our school is committed to 
teach its students, staff (faculty, administrators, staff, coaches, volunteers and school 
community) to work and to learn effectively with technology and to ensure responsible 
use of technology. The policy outlined below applies to all technology use including but 
not limited to Internet use. The Acceptable Use Policy for Technology applies to all 
students, staff, or community members allowed access to school technology resources. 
In some cases outside or personal uses of technology may be applicable under this 
policy. 

SCOPE OF USE​
We recognize that the digital world allows anytime, anywhere access. Uses mentioned in 
this policy apply to inside school use and may in certain instances apply to personal 
technology use and/or uses outside of school. Where personal outside use of technology 
threatens a likelihood of substantial disruption in school, these activities may be viewed 
as a violation of the Acceptable Use Policy and may be subject to the disciplinary 
measure found herein.  The types of electronic and digital communications referenced in 
this AUP include, but are not limited to, social networking sites, cell phones, digital 
cameras, text messaging, email, voice over IP, chat rooms and instant messaging. 

RESPONSIBILITIES OF USER​
Our school will make every effort to provide a safe environment for learning with 
technology including Internet filtering and safeguards. The students, faculty, 
administrators, staff, and school community are granted the privilege of using the 
computer hardware and software peripherals, and electronic communication tools 
including the Internet. With this privilege comes the responsibility for appropriate use and 
we embrace the following conditions or facets of being a digital citizen. 

●​ Respect One's self. Users will select online names that are appropriate and will 
consider the information and images that are posted online. 

●​ Respect Others. Users will refrain from using technologies to bully, tease or 
harass other people 

●​ Protect One's self and others. Users will protect themselves and others by 
reporting abuse and not forwarding inappropriate materials or communications. 

●​ Respect Intellectual Property. Users will suitably cite any and all use of 
websites, books, media, etc. 

●​ Protect Intellectual Property. Users will request to use the software and media 
others produce and protect license agreements for all software and resources. 

●​ Protect physical property. Users of school equipment will protect it and keep it 
the same working condition as it was issued/granted to the user or you are 
subject to fines for repair or replacement of equipment. 

UNACCEPTABLE USES 

●​ Use technology to harass, threaten, deceive, intimidate, offend, embarrass, or 
annoy any individual.  
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●​ Post, publish, or display any defamatory, inaccurate, violent, abusive, profane or 
sexually oriented material. Users must not use obscene, profane, lewd, vulgar, 
rude or threatening language. Users must not knowingly or recklessly post false 
information about any persons, students, staff or any other organization.  

●​ Attempt to circumvent system security or use another individual’s password. 
●​ Deliberately visit a site known for unacceptable material or any material that is 

not in support of educational objectives. Students must not access social 
networking sites or gaming sites, except for educational purposes under staff 
supervision. 

●​ Violate license agreements, copy disks, optical media, or other copyright 
protected media. 

●​ Use technology for any illegal activity. Use of the Internet for commercial gains or 
profits is not allowed from an educational site. 

●​ Breach confidentiality obligations of school or system employees. 
●​ Harm the goodwill and reputation of the school or system in the community. 
●​ Transmit any material in violation of any local, federal and state laws. This 

includes, but is not limited to: copyrighted material, licensed material and 
threatening or obscene material.  

ADMINISTRATIVE RIGHTS​
The school has the right to monitor both student and employee use of school computers 
and computer accessed content. Due to the evolving nature of technology, the school 
reserves the right to amend or add to this policy at any time without notice.  

PERSONAL USE OF SOCIAL MEDIA​
This section of the policy refers to the personal use of social media sites such as, but not 
limited to Facebook, Twitter, Youtube and Instagram.  Staff and students may not mention 
members of the school community without their consent unless the subject is of public 
concern and the speech falls under applicable constitutional protections.  

What is Social Media? User-created content online designed in a collaborative 
environment where users share opinions, knowledge, and information with each other. 
Social Media sites may include but are not limited to:  
• Blogs (Blogger, WordPress, etc.)  
• Wikis (Wikispaces, Google Sites, etc.)  
• Social Networking sites (Facebook, YouTube, LinkedIn, etc.)  
• Photo and Video Sharing sites (YouTube, Snapchat, Tik Tok, etc.)  
• Podcasting and Vlogging.  
 

‘Friending’ of current students by staff and vice versa is forbidden on a staff’s personal 
social networking site. Personal posts must use appropriately respectful speech, and 
refrain from harassing, defamatory, abusive, discriminatory, threatening or other 
inappropriate communications.  Except in the case of being a parent, you are a 
representative of the institution at all times. 

SJCES realizes that part of 21st-century learning is adapting to the ever changing 
methods of communication. We acknowledge the importance of teachers, students, and 
parents engaging, collaborating, learning, and sharing in these constantly changing 
digital environments. To this aim, our Schools have adopted the following guidelines to 
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provide direction for employees, students, and parents when participating in certain 
online social media activities:  
 
Any social media groups or pages that imply relation to the Schools, even in an unofficial 
capacity, must have approval by the school principal and will be subject to the School's 
Acceptable Use Policy and/or Code(s) of Conduct.  
 
While the First Amendment to the United States Constitution protects individuals, who 
want to participate in the use of social media, the law states, and courts have ruled, that 
private schools can address the speech of students, employees, and parents if that 
speech, including personal online postings, substantially disrupts school operations. It is 
important to create an atmosphere of trust and individual accountability. Keep in mind 
that information produced and/or posted online by employees, students, and 
families is a reflection on the entire School. 
 
SJCES encourages school employees, students, and parents with an online presence, 
to be mindful of the information they post. Students and parents are reminded that 
regardless of where their posting originates, any text, photographs or videos they put on 
these sites or similar sites which would be disrupting and derogatory to the school or the 
school community, or threaten, demean, or bully students or faculty, or parents is 
prohibited. Admission to the school is a privilege, not a right, and that any behavior, 
either on or off-campus, which is not consistent with the school’s standards could result 
in the loss of that privilege. 
 

COMMUNICATIONS​
Electronic and/or Digital communications with students should be conducted for 
educationally appropriate purposes and employ only school-sanctioned means of 
communication. The school sanctioned communications methods include: 

●​ Staff school web pages, wiki or learning management sites like, like Moodle or 
Teacher Web. 

●​ Staff school email address. 
●​ Staff school phone number. 
●​ Staff created, educationally focused networking sites. 
●​ No staff member is permitted to 1-on-1 text message any student and likewise no 

student is permitted to 1-on-1 text message any staff member, except in 
emergency reporting. 

 
 
Technology Requirements  

The most important requirement is that students possess a 5Ghz WiFi device such as: 

●​ Chromebooks – 14″ screen size recommended, metal case preferred for 
durability. AND capable of running the latest Chrome OS (Currently version 
118 as of Nov. 2023) or are less than two years old. 
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●​ All MacBooks (Pro and Air from 2013 and newer) have 5Ghz AC Wireless 
built in. 

●​ PC laptops that have 5Ghz AC/AX WiFi. (see WiFi recommendation below). 
●​ Consider a spare charger for your locker/backpack. We don’t have spares for 

every brand and model of computer. Google the part/model number on your 
current charger to find where to purchase a spare. 

●​ Students are responsible for keeping their devices free of viruses and 
malware. Failure to do so could result in being banned from the WiFi network. 
Please make sure your student’s device has an active subscription to software 
like (but not limited to) MalwareBytes to keep their computers clean. 

NOT allowed: iPads, Kindles, netbooks, mini-tablets, and smartphones. These 
devices don’t have large enough screens or the necessary processing power and 
lack a physical keyboard. 

IMPORTANT: Purchase a waterproof padded laptop sleeve/hard case to protect your 
computer investment.  Hotspots are not allowed on campus because they can cause 
interference with the school's wifi network.  

WIFI RECOMMENDATION: Purchase a laptop with 802.11ac and/or 802.11ax which 
operate in the 5Ghz band for best performance on our WiFi network and AX is highly 
recommended. We do not support 2.4Ghz WiFi. 

WIFI “types” EXPLAINED: Be sure to check that the device has 5Ghz-capable wireless 
(Wi-Fi), or you must purchase a USB dual-band Wi-Fi adapter. The specs will usually be 
listed as “dual-band Wi-Fi 802.11 a/b/g/n/ac/ax.” The “b” and “g” types are 2.4Ghz, the 
“a” type is 5Ghz, and “n” can be either 2.4Ghz and/or 5Ghz, so don’t rely on just “n” 
being listed. If it lists “dual-band” or it has the “a” and “n” or “ac” or “ax” types listed it’s a 
5Ghz-capable device. 

Families who do not have the means of purchasing a digital device may contact Ms. 
Synowicki during the summer. Support will be provided at the rate of tuition aid eligibility. 
 
 

 
 

RIGHT TO AMEND 
 

The Principal and administration of SJCES reserves the right to amend this handbook.  
Notification of changes will be sent to you via email. 
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