
 
 
 
 
 
 
 
Mary D. Heise  September    2017 
Head of School 
 
 
 
Dear Parents, 
 
The attached student handbook includes important information that you need to review 
with your child.  It is especially important that you and your child review the following: 
 

✓ Classroom and Playground Rules  
✓ Honor Code 
✓ Discipline and Behavior Policy  
✓ Tardy-to-Class Policy  
✓ Cheating Policy  
✓ Uniform Dress Code 

 
 
Please keep the handbook for your reference. 
 
 
 
Very truly yours, 
  Mary D. Heise 
Mary D. Heise 
Head of School 
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Daily School Attendance 

Daily school attendance is critical to your success. In addition, being on time for school is crucial to getting off to a 
good start each day. Class roll is taken at 8:05AM. If you arrive late you should report to the school office for a 
late slip. Absence from school for purposes other than illness or family emergency is unacceptable.  If you leave 
school before the normal dismissal time, the adult picking you up must sign you out at the school office. 
 

Classroom and Playground Rules 
In the classroom students are to be ready to work, follow directions, stay seated unless otherwise instructed and 
raise hands before speaking. Playground rules are designed to help make sure that students interact safely and 
have a good time.  
 
The following are things to remember on the playground: 
1. If you have a snack please eat it and throw away the wrappers before you go on the field to 
      play. 
2.   Always stay within the playground boundaries. Bathrooms and classrooms are not play areas. 
3.   Balls for throwing to each other, not at each other or at buildings. 
4.   Report any playground problem to the adult on duty. 
5. Do not bring personal toys or play equipment to school, unless part of supervised physical  
      education activity. 
6.   All playing areas are to be shared with others. All games and activities must be inclusive of everyone. 
7.   Never use unnecessary roughness during play.  
As a general rule, whether in the classroom or on the playground, always say "Thank you,"  "Please," and 
“Pardon me." 
 

Walking from School or Riding Bicycles, Skateboards or Rollerblades 
All students who ride bicycles to and from school must wear protective helmets and observe safety rules 
governing traffic flow.  Upon arrival on campus, the bikes, blades, and boards may not be used, except as part of 
a supervised physical education activity.  Any student riding or walking home from school must have a note of 
permission from their parents on file in the front office. 

 
Discipline and Behavior Policy 

Our expectations for students' behavior are best described in terms of respect for others and respect for 
ourselves.  In the interest of maximum clarity, we do offer some specific rules: 
1. No one may leave the school grounds during school hours without signing out in school office. 
2. Students are dropped off and picked up in the front circle.  Students are not permitted to be to be dropped 

off or picked up on Mission or Cottage Avenues. 
3. The kitchen, Johnstone Hall, Gymnasium, and any other areas determined by the Head of School are off 

limits except under adult supervision. 
4. Good-humored horseplay should be confined to areas where such play is not destructive to  
       people or property. 
5. Chewing gum is not permitted on campus. 
6. During lunch, all food is to be eaten in the lunchroom and not carried outside. 
7. No food or drink is allowed in the classrooms, except under adult supervision. 



8.   Electronic devices are not permitted at school. This includes cell phones and/or pagers,  ipods or any 
gadgets that play music or electronic games, etc., etc. etc.  If found at school these items will be 
confiscated. 

9.   Students are not to bring cell phones to school. If there is a necessary and compelling circumstance, then 
permission must be requested in writing to the Assistant Head of School.  If special permission is granted, then 
the phone must be checked into the school office in the morning, and there will be a process for picking up the 
phone at the end of the day. The phone must be labeled with student’s name.  At no time may the phone be used 
on campus, including in extended care, after school sports, practices, etc. Students may never keep phones in 
their backpacks, lockers or personal belongings during the school day. The consequence for not adhering to the 
policy will be confiscation of the phone. 
 
The following infractions are grounds for probation or dismissal: 
1. Cheating, lying, stealing, or any other form of dishonesty. 
2. Use of rude or foul language. 
3. Physical violence or bullying. 
4. Vandalism 
5. Possession or use of cigarettes on campus or at any school sponsored activity. 
6. Possession, use, or sale of any item, either on or off campus, considered illegal by County,  
      State or Federal authorities. 
7.   Possession of a weapon. 
8.   Violation of the technology policy. 
Serious or continual infraction of school rules, or poor classroom behavior will result in disciplinary 
action.  Parents will be notified via email with a referral form.  
 

Cheating Policy 
1. If a student is found cheating by the teacher, the student will be given a zero on the assignment and sent to 

the Head of School or Assistant Head of School. The student will be sent home.  On the next day, the 
student, along with his/her parents must meet with the Head or Assistant Head of School before going back 
into the classroom.  At that time it will be made clear that a second incident of this nature may result in the 
student's expulsion. 

2. If a student is reported by another student as cheating, the teacher will investigate the matter.  If it is found to 
be true, the student will be given a zero on the assignment and sent to the Head or Assistant Head of School. 
The student will be sent home.  On the next day, the student, along with his/her parents, must meet with the 
Head or Assistant Head of School before going back into the classroom.  At that time it will be made clear that 
a second incident of this nature will result in the student's expulsion. 

3. Cheating includes, but is not limited to, plagiarism, copying another person’s homework, copying from another 
person’s test, allowing a person to copy from one’s homework or test. 

 
 

Tardy-to-Class Policy 
1. Students will be in the correct classroom, or at the place designated by the teacher, at the bell announcing the 

beginning of every class period. 
2. After a student has been tardy to that teacher’s class for the third time during the Quarter, the student will be 

directed to see the Assistant Head of School at the first break after the incident and a referral will be sent 
home. 

3. The fourth time a student is tardy to a class, the student will compose and sign a letter to his/her parents (with 
a copy to the Head of School), informing the parents that the students and parents must meet with the Head 
of School to discuss this matter. 

4. If a student is routinely tardy to a number of different teachers’ classes, then the student and parents will meet 
with the Head of School at an earlier point. 

 
  



Uniform and Dress Code 
Uniform requirements are set by the Head of School.  The School uniform is worn by all students in grades K-8. 
Clean, neat and well-fitting appropriate clothes are worn by the children in the Early Childhood program. 
 
Students are to be in the correct uniform at all times.  The uniform is always to be neat and clean and must fit 
properly. Girls’ uniform skirts and shorts must be no shorter than one-inch above the knee.  Shirttails and blouses 
are to be neatly tucked in at all times.  Hair must be clean and combed and fingernails should be trimmed.  Nail 
polish, makeup, necklaces, bracelets, and loop or dangling earrings may not be worn at any time.  One “cause” 
bracelet may be worn on one wrist.  Girls with pierced ears may wear one small post per ear.  For boys, hair must 
not fall over the eyes, ears or touch the shirt collar.  Hair that is dyed, (including bleached, lightened, or 
otherwise chemically altered) is not permitted for boys or girls.  Comfortable shoes, appropriate for P.E., are to 
be worn at all times.  Shoelaces must be tied at all times. Sandals, boots or hiking shoes are never to be worn. 
Socks must be plain white, navy, or Dragon Gear. 
 
Accessories: shoelaces, hair ribbons, scrunchies (which must be worn on the hair only) must be school 
colors: white, blue pinfeather or navy blue.  Hats should never be worn or brought to school. 
 

FREE DRESS DAYS 
On free dress days, students must appear neat and clean.  Free dress is not considered Just Any Dress!  
 

GIRLS  
What to wear What NOT to wear  
Age appropriate dresses/skirts/shorts                                Cut-offs, ill-fitting or tattered clothing or T-shirts with 
Appropriate pants, blouses, sweaters, vests, T-shirts inappropriate sayings (alcohol, drugs, tobacco, suggestive) 

Plunging necklines or backlines 
Halter tops or midriff tops 
Skin-tight dresses/blouses/skirts/pants/shorts/yoga  
pants/leggings 
See-through dresses/shirts/blouses or cover-ups 
Any sandals  
Spiked, sharp accessories or thick heavy chains 
 

BOYS 
What to wear What NOT to wear 
Appropriate pants or shorts                                               Cut-offs, ill-fitting or tattered clothing or Tee-shirts with 

Appropriate collared shirts or T-shirts inappropriate sayings  
(alcohol, drugs, tobacco, suggestive) 
Sagging pants or shorts 
Cargo pants/shorts 
Any sandals  
Spiked, sharp accessories or thick heavy chains 

 
 
Violation of the uniform and dress code may result in the student being sent home. A 
change of clothing will be required to remain at school. 
 

 
  



ACADEMIC INFORMATION 
 

Homework 
Homework is assigned to reinforce classroom work and to challenge the child. In addition to specific assignments                 
or introductory online tutorials, the child is continually encouraged to do outside reading. Each student is provided                 
with a list of suggested grade appropriate outside reading and, starting in grade 3, is expected to keep an                   
annotated bibliography. 
 
Average Homework Time Expectations: 
Grade 5 1 - 1.5 hours 
Grade 6 1.5  - 2 hours 
Grades 7 & 8 2  - 2.5 hours 
 
If your child is taking longer than the stated time to complete homework, please contact your child’s teacher to                   
discuss and determine if there is a problem. In case of absence, homework assignments and class work should                  
be requested from the School office by 10:00 a.m. on the day the student is absent. Work may also be obtained                     
from classmates. An absent student is responsible for completing any missed work and re scheduling any missed                 
quizzes or tests. 
 

Homework Guidelines 
In order to have a consistent policy so that School and home can work together in helping the child take                    
responsibility for doing homework, guidelines have been developed. These guidelines are sent home during the               
first week of school. 

 
After School Study Hall 

An after school study hall is held Monday through Thursday from 4:00 until 5:00 p.m. as part of extended care.                    
The study hall is designed to give students a quiet time to study. Students may be required to attend if they are                      
not completing their homework on time. Students who stay for study hall are required to remain for the entire hour. 
 

Parent-Teacher Communication 
Please communicate with teachers regarding problems as they arise. If you wish to discuss a matter with a                  
teacher, please contact the School and the teacher will return your call as soon as possible. All parents will be                    
scheduled for a teacher conference at the end of the first quarter, and conferences at the request of teachers or                    
parents will be scheduled at the end of the third quarter. 
 

Grading and Report Cards 
Formal marking periods occur approximately every twelve weeks for lower school and approximately every eight               
weeks for middle school. A summary of academic material presented in the classroom will be included with the                  
progress report.  The grading scale is as follows: 
 
Grades 5-8 
A+ 98   100 Excellent (outstanding work) 
A 95  97 
A- 90  94 
B+ 87   89 Good (quality work) 
B 84  86 
B- 80  83 
C+ 77   79 Satisfactory (average quality work) 
C 74  76 
C- 70  73 
D+ 67   69 Marginal (work below minimal requirement) 
D 64  66 
D- 60  63 
F Below 60 Failing (work fails to meet minimal course requirements) 
 

 
  



Campus Safety and Security Procedures (2017-2018) 
The safety and security of our students will always be a top priority at St. Michael’s School. 

“Drop off” and “pick up” times at School are very busy.  Please keep in mind the following traffic procedures:  

● Do not exceed 10 mph anywhere in the parking lots/driveways. 
● Always drive as far toward the Lunch Room entrance as you can. 
● If you have to get out of the car to unload students or backpacks/instruments, especially from the trunk/tailgate, please 

PARK. 
● It IS a Traffic Circle in front of the Main Gate to the School.  Please drive around the circle no matter what time it is. 
Campus security information: 

● The double doors into the Lunchroom will be closed and locked all day.  From 2:15 to 6:00 in the afternoon, your “Key 
Fob” (see below) will open this door. 

● For drop off in the morning, and pick up in the afternoon, the “People Gates” on the Traffic Circle and the “Double Gates” 
near the Church will be open.  The People Gates will close at 8:30AM, and the Double Gates will close after morning 
chapel, or at 8:05AM on Friday.  Both gates will be reopened at 3:10PM and reclosed at 3:35PM, Monday through Friday 
(2:15 and 2:35, respectively, on Wednesdays).  

● Entry to the campus at all other times will be through the North Side People Gate nearest the Early Childhood Education 
classrooms.  Each parent or caregiver who is expected to pick up a student, or who needs to go to the School 
Office, needs to be issued a Key Fob device (about the size and shape of a US quarter coin) to attach to that person’s 
key ring.  When you approach the gate, you place the Key Fob close to the little black box on the wall, and the gate will 
unlock for entry.  The Key Fob will work on the People Gate from 7:30AM to 8:00PM. 

● If you have lost your Key Fob or it no longer works, please email the Office (office@smeds.com) with your request for a 
replacement.  If additional Key Fobs are needed for relatives/caregivers, please email the Office at the above-listed 
address, indicating the name(s) of the additional person(s) requiring a Key Fob. 

● If you do not have your “Key Fob” device with you, you should stand in front of the small silver intercom box on the wall 
next to the ECE door, and press the small, round button on the bottom right corner.  The School Office staff will answer 
the buzzer, and will be able to see you and speak to you through the intercom.  If the individual is known to the staff 
member in the Office, they will unlock the gate remotely.  If there are any questions, the staff member may proceed to the 
gate to resolve any questions. 

● Once you have entered the People Gate please go directly to the School Office to obtain a Visitor or Volunteer badge.  In 
accordance with our established security procedures, Faculty and Staff members will expect every adult they 
encounter on campus to be wearing such a security badge. 

 

Additional guidance for adults on campus: 

● Lunches, books, musical instruments, etc., being delivered for a student must be dropped off in the School Office. 
Children will be directed to pick up that item from the School Office when needed. 

● When picking up a child during the school day, the Office staff will call the classroom and request that the student come to 
the School Office, where the parent/caregiver will sign out the departing student. 

● If a student is at Lunch or Recess or in PE class, the Office will issue a permission slip which the parent must give to the 
teacher/staff member in charge of the student before that student will be released to the parent. 

● If a student is arriving at School after the beginning of the school day, or is being returned from an 
appointment, bring the student to the School Office so he/she may be accounted for in accordant with the 
Campus Safety and Security Procedures. 
 

Finally, we ask that no cars park on Mission Avenue between the North Alley driveway south to the driveway next to 
the houses.  That way, cars trying to exit our parking lot on to Mission can see clearly ALL oncoming traffic.  

 


