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MISSION STATEMENT
St. Andrew Catholic School, an educational presence in downtown Pasadena since 1897,
provides a student-centered curriculum that exceeds curriculum standards and the School
wide Learning Expectations. Administration, faculty, priests, students and parents
recognize and value diversity in persons, cultures, experiences as well as methods of
teaching and learning. This atmosphere fosters a love of learning that enables students to
become competent and productive adults who make ethical and moral decisions and
contribute meaningfully to society.

SCHOOL PHILOSOPHY
St. Andrew Catholic School provides an environment for teaching and learning based on
Catholic values, teachings and traditions. The student-centered curriculum educates the
whole child and meets the needs of a diverse student body. Students and faculty work
together daily to learn, pray and play in an atmosphere of love, respect, and community. St.
Andrew Catholic School shares the common mission of Catholic education: to proclaim the
message of Jesus, to create Christian community, to worship God and to serve each other
and the world.
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Dear Parents/Guardians and Students,
Welcome to the 2018-2019 school year!
It is our hope that you find this handbook helpful to you. We encourage you to print it and
place it in a convenient location at home, where it can be easily referenced.
Please understand that the ultimate goal of this handbook is to maintain an orderly, safe,
and nurturing environment, where children can achieve optimum academic, social,
physical, and spiritual growth. We are all partners in this effort – everyone shares in the
responsibility of making our school community a positive, supportive place that promotes
the development of each child.
Should there be any updates to the handbook during the school year, we will be sure to let
you know by email and we’ll also update the Parent & Student Handbook posted on our
school website.
We thank you for your continued support of St. Andrew Catholic School and all those who
make up our school community.
Go Tigers!

Raphael Domingo
Principal
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NEW POLICIES AND PROCEDURES FOR THE 2018-2019 ACADEMIC YEAR
Please note the following changes are effective immediately. These changes will be
incorporated in subsequent editions of the Parent Student Handbook.

STUDENT CELL PHONE POLICY
We recognize that cell phones have become a common tool for communication. However,
they have also become a major distraction to the learning environment. We ask that you
allow your child to carry a cell phone only if absolutely necessary. Students are allowed to
have cellphones in school. However, phones must be turned off and stored in their
backpack during school hours.
Phones may not be used to talk, take pictures, play games, record or text on the
school campus when school is in session, including Camp Tiger, athletic team
practices, school dances and any other school time functions.
If a student violates the cell phone policy, they will have the following consequences:
1. First Infraction-Students will have their cell phone taken. Parents may pick up their
child’s cell phone from the business office after paying a $25 fee.
2. Second Infraction-Students will have their cell phone taken. Parents may pick up
their child’s cell phone from the business office after paying a $50 fee.
3. Subsequent Infractions- Students will have their cell phone taken. Parents may pick
up their child’s cell phone from the business office. Fees will double after every
infraction (for example, the fourth infraction will be a $200 fee).
4. All student cell phones not picked up within 10 school days will be donated to the St.
Vincent de Paul society.
Chromebooks
Students in grades 6-8 are responsible for bringing their own Chromebook daily for school
use. Students will have an assigned school email (first name last initial@saspasadena.com)
that is managed by the Principal. The School will use functioning and properly configured
content filters to preclude access to prohibited content, including obscene, sexually explicit
materials; adult or child pornography; and materials including applications that are
otherwise harmful to minors or in violation of this Archdiocesan Acceptable Use and
Responsibility Policy for Electronic Devices.
Students should never provide personal identifying information while using their device at
school. Student use of email (other than school assigned), chat rooms, social networks,
applications, and other forms of direct electronic communication between electronic
devices is not permitted. Failure to follow this rule will result in disciplinary action.
Parents are the owners of the the chromebook. They will maintain the primary profile
on the device so as to monitor and limit student use at their discretion.
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STUDENTS ARRIVING LATE TO SCHOOL
Parents are asked have their child(ren) arrive at school on time, as frequent tardiness is
detrimental to learning and disruptive to the class. Students arriving after 8:00a.m. must be
walked into the main office by the parent/guardian transporting them. Students need to be
signed in by their parent/guardian before they are allowed to report to class. On Mass days,
the parent/guardian will need to sign the student in and then walk the student to Mass.
After the 5th tardy in a semester, future tardies will be billed at $5.00 per tardy, per
child to your SMART Tuition account.

MESSAGES TO AND FROM STUDENTS DURING THE SCHOOL DAY
Messages from parents to students are to be delivered to the school office. We will relay the
message to the student at a time and in a way that is not disruptive to the classroom.
Parents are not permitted to go to classrooms themselves to deliver messages.
We allow students to call their parents from the office during the school day only if it is an
urgent matter. Family business and arrangements for social activities must be made at
home.
If students do have an urgent and legitimate need to call home, they must always ask their
teacher’s permission first to go to the office. The only phone that students may be given
permission to use is in the front office. All other phones in the building are for school staff
use only.

FORGOTTEN ITEMS
We ask that parents only bring the most necessary forgotten items to school. Please allow
your child to experience the full learning opportunity and life lesson that may come with a
forgotten item. If an item must be brought to school, please bring it to the main office. We
try our best to protect valuable instructional time and keep disruptions to a minimum, so
we will only call into the class if absolutely necessary.
We want to support parents in their efforts to help their children become reliable and
responsible. If you realize your child has forgotten something, it is imperative that he/she
has it, and you choose to bring it to school for them, we ask that you deliver the item to the
office and we will take it to your child.
There will be times when your child forgets their books, homework, or lunch. As we work
together to help students become confident in their problem-solving skills, items that are
brought to school because they were forgotten, will be placed in the teacher’s box, with the
exception of snacks and lunches.
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LUNCH
School lunches are provided through an outside vendor, Ali’s Catering. Ali’s Catering is a
family owned business that caters to local public, charter, and Catholic schools.
Lunch is served daily in the school kitchen. Times vary based on grade level and class
schedules. Students are welcome to bring a packed lunch, although refrigeration,
microwaves, and hot water for Cup of Noodles are not available. Student lunches must be
self-contained i.e. pack everything your child needs to eat their lunch. Utensils,
condiments, straws, napkins and other such items will not be provided for your child.
The office will no longer accept nor deliver forgotten lunches to students.
In the event that a student forgets to bring a lunch from home OR if a parent does not place
a lunch order, the front office will notify the parent that an emergency lunch from Ali’s
Catering was provided to their child for $6.00. Payment for late lunches will be collected by
the office the next school day.

EMERGENCIES
It is not considered an emergency if a student has to buy lunch because they forgot to bring
their own, if they fail to turn in homework on the due date because they didn't bring it to
school, if they have to sit out P.E. because they forgot their P.E. clothes, or if they can't
participate in a class activity because they forgot their supplies. These are learning
experiences that can affect almost any student from time to time.
True emergencies are an exception to the policy explained above. The office staff will help if
a student needs to receive forgotten medicine before the school day is over, if they have a
diagnosed health condition that requires eating specific food they don't have with them, or
if there is another emergency that affects the health or safety of a student. In such cases, it
is the responsibility of the parent/guardian to notify the front office immediately.

FINANCIAL OBLIGATIONS
St. Andrew Catholic School reserves the right to suspend a student for a period of up to five
school days if financial obligations, as agreed to in writing at the time of registration, have
not been met by parent(s) or guardian(s). During the course of this suspension period, it is
the responsibility of the parent(s) or guardian(s) to contact St. Andrew Catholic School and
settle the debt. This suspension may occur over the final exam period at the end of the
school year. Completion of final exams are required to receive credit.
The student will be withdrawn if financial obligations have not been met at the end of the
five-day suspension period.
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St. Andrew Catholic School will consider requests for exceptions to this rule on an
individual basis only for extraordinary circumstances. The School Board Finance
Committee may aid in the arbitration of cases upon request for exception.

FINAL EXAMINATIONS
All students are required to take final exams.
A family’s financial obligations must be current before the student is allowed to take their
final exam. No credit will be given for the exams, the grade on the student’s transcript will
be an Incomplete, and no report card will be issued until all financial obligations have been
met.

A.

GENERAL INFORMATION

INTRODUCTION
St. Andrew Catholic School is a WCEA/WASC accredited parochial school operated by the
Archdiocese of Los Angeles and staffed by dedicated laity.
The Sisters of the Holy Names of Jesus and Mary founded St. Andrew Catholic School in
1897. Since our foundation, we are an urban Catholic elementary school located in the
downtown area of Pasadena known as “Old Pasadena.” The school’s diverse population
reflects our parish’s economic and demographic composition. We teach Pre-Kindergarten
to eighth grade. Our early childhood program consists of Pre-Kindergarten, Transitional
Kindergarten, and Kindergarten.

PURPOSE OF THIS HANDBOOK
The purpose of this Handbook is to assist St. Andrew Catholic School students and their
families in understanding the school’s mission and the manner in which the administration,
faculty, staff, and entire community seek to make that mission a concrete, daily, lived
experience. Describing our philosophy, administrative procedure, and discipline policies,
this handbook should serve as a guide to a successful St. Andrew Catholic School
experience.

A NOTE ON THE USE OF THIS HANDBOOK
The Principal has the sole and absolute discretion to interpret and apply any and all of the
rules and provisions stated in this handbook in the manner believed to be correct. Nothing
in this handbook shall limit the Principal’s authority to interpret and apply these rules.
Be aware that the Principal has the right and the authority to impose different or additional
penalties and to impose penalties for offenses that are not specifically listed in this
10
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handbook, when the Principal concludes that the conduct or behavior is harmful to the
good order and discipline of the school, its religious mission, or its educational objectives.
This includes disciplinary action for conduct that occurs on the school premises or at other
locations. The penalties may include suspension or expulsion.
This handbook has been composed for your guidance and convenience, to acquaint you
with the rules and regulations, activities, curriculum and traditions of St. Andrew Catholic
School and to help make your years at St. Andrew more enjoyable and academically more
rewarding. The administration reserves the right to change and update the information
provided in these pages at any time. Parents will be notified of such changes.

HISTORY
St. Andrew Catholic School began as the Academy of the Holy Names in 1897 and has been
administered by the Sisters of the Holy Names of Jesus and Mary throughout the school’s
history until the appointment of the first lay Principal for the 2012-2013 academic year. In
1897, the Academy of the Holy Names began in a rented house on North Fair Oaks in
Pasadena. Four sisters of the Holy Names staffed the school. A formal opening took place
on October 6, 1897 and the school year ended with 77 students in grades one through ten.
On September 8, 1898, Bishop George Montgomery officially dedicated the school.
Enrollment increased steadily and by the 1913-14 academic year, the school was expanded
to include a four-year high school. In 1918 St. Andrew Parish purchased the Academy of
the Holy Names and it became a parochial school. In 1923, when more space was needed,
the parish bought the Throop Building from the California Institute of Technology. From
then on the elementary school was known as St. Andrew Catholic School and the high
school became St. Andrew High School (for girls). St. Andrew Elementary and High School
were the first Catholic schools in the Pasadena area.
In 1949 the Throop Building was demolished and the current school building was
constructed. Archbishop J. Francis A. McIntyre dedicated the school on December 4, 1949.
Enrollment in the high school began to steadily decrease in the 1970s. Freeway
construction and housing redevelopment had forced several school families to relocate.
Despite efforts to increase enrollment, on June 6, 1980, St. Andrew High School was closed.
The closing of the high school gave the elementary school additional space to grow. The
Kindergarten program was added in the fall of 1980. Our Early Childhood Center was
completed with the addition of Pre-Kindergarten in the fall of 2017 . The Transitional
Kindergarten begun in the fall of 2011. A dedicated science lab/classroom, two computer
rooms, clinic, administrative offices, and an auditorium are now part of the school.
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Today St. Andrew Catholic School continues to serve children in Pre-Kindergarten through
eighth grade. Since its foundation, St. Andrew Catholic School has been committed to
providing a quality Catholic education for the San Gabriel region.

PARENT/GUARDIAN COOPERATION CONDITION TO ENROLL
The education of a student is partnership between the parents/guardians and the school.
St. Andrew Catholic School administration reserves the right to require the withdrawal of a
student if the Principal determines that the partnership is irretrievably broken, just as the
parent/guardian has the right to withdraw a child if desired.
We consider it a privilege to work with parents in the education of children because we
believe parents are the primary educators. Therefore, it is your right and duty to become
the primary role models for development of your child’s life – physically, mentally,
spiritually, emotionally, and psychologically. Your choice of St. Andrew Catholic School
involves a commitment and exhibits a concern for helping your child to recognize God as
the greatest good in his/her life.
Good example is the strongest teacher. Your personal relationship with God, with each
other, and with the Church community will affect the way your child relates to God and
others. Ideals taught in school become well rooted in the child when these are nurtured by
the example of good Catholic morality and by an honest personal relationship with God in
your family.
The school’s primary expectation of the parent/guardians is an active and ongoing support
of the religious formation that the school seeks to nurture in the students.
Parents/guardians can do this by taking time to:
● Develop their own faith life
● Talk to their children about God and their own faith
● Pray together
● Celebrate Mass together on Sundays and Holy Days of Obligation
● Learn about and discuss the religious concept their child is learning

PARENT COMMUNICATIONS
All correspondence (electronic and print) must be approved by the Principal before being
sent home to parents. For classroom specific information, especially pertaining to room
parents or the Parent Association, the homeroom teacher must approve the content
(electronic and print) first before the approval of the Principal is given.
There is a two-day review period for the Principal to approve all correspondence being
sent home to students.
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The Family Blue Envelope is one of the primary means of distributing information to our
families. They are distributed every Thursday and given to the eldest child enrolled to
bring home.
All materials and information needing to be placed in the Family Blue Envelopes must be
submitted to the office at least a week prior before being distributed.
Class parent email list are used only to communicate approved school activities.
School email addresses are not to be used for solicitations or to express personal points
of view.

PARENT SUPPORT
It is critical that parents and guardians support the mission of the school and demonstrate
a spirit of cooperation with the faculty and administration. Parents and guardians are
expected to cooperate with and uphold the policies set forth in this Handbook.
As a condition of enrollment, parents and guardians agree to encourage their children to
respect and obey school policies and school officials. If a child should become involved in
any difficulty in school, his or her parents or guardians are to register necessary complaints
with the appropriate teacher and/or administrator and to cooperate in the school’s
procedures for addressing and resolving such complaints.
The school reserves the right to dismiss any student whose parent or guardian refuses to
cooperate with the policies established in this Handbook or engages in conduct which is
detrimental to the school.

SCHOOLWIDE LEARNING EXPECTATIONS
Schoolwide Learning Expectations (SLEs) are statements that indicate the skills
competencies students will gain by their successful completion of our St. Andrew Catholic
School academic program. Teachers at all grade levels plan lessons to ensure that students
grow and master skills in each of these areas:
● BE A PRODUCTIVE, PARTICIPATING CATHOLIC  (I WILL LIVE AS A CHILD OF GOD)
o Students will proclaim the message of Jesus in their daily living, create
community through their relationships with others, worship God as a
member of the Church, and serve people through their good works.
● BE CREATIVE (I ENJOY SEEING AND DOING ART AND MUSIC)
o Students will demonstrate an understanding and appreciation of the arts and
integrate this learning into their academic and personal skills.
● COMMUNICATE EFFECTIVELY (I CAN LISTEN TO OTHERS. I CAN TALK AND READ IN FRONT OF OTHERS. I CAN
WRITE WHAT I CAN SAY)
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●

●

●
●
●

o Students will communicate effectively by listening, speaking, observing,
reading, writing, interacting, and expressing their thoughts, ideas, feelings,
and beliefs in multiple modes of communication.
CONSTRUCT MEANING (WHAT I LEARN AT SCHOOL, I CAN USE EVERYDAY, ANYWHERE)
o Students will construct meaning in their daily lives, using their own
experience as a starting point, applying this knowledge to new situations and
making connections among ideas and concepts.
DEVELOP PERSONAL AUTONOMY (I WILL LOVE LEARNING ALL OF MY LIFE)
o Students will graduate with a love of learning and belief in their own ability
as learners. They will be confident in their ability to be successful in their
high school studies.
SOLVE PROBLEMS (I KNOW WHAT TO DO WHEN I HAVE A PROBLEM)
o Student will employ a variety of strategies to solve problems in academic
areas as well as life situations.
THINK AND REASON (I CAN PUT MY THOUGHTS AND IDEAS IN ORDER)
o Students will use a range of thinking skills in a variety of situations.
UNDERSTAND AND USE THE TOOLS OF TECHNOLOGY (I WILL LEARN TO USE COMPUTERS CORRECTLY)
o Students will use a variety of technological tools with ease and confidence as
they master basic academic skills.

CODE OF CHRISTIAN CONDUCT COVERING STUDENTS AND PARENTS OR GUARDIANS
The students’ interest in receiving a quality, morally based education can best be served if
students, parents and school officials work together. Normally, differences between these
individuals can be resolved. In some rare instances, however, the school may find it
necessary, in its discretion, to require parents or guardians to withdraw their children.
It shall be an express condition of enrollment that the students and parents or guardians
shall conform themselves to standards of conduct that are consistent with the Christian
principles of the school, as determined by the school in its discretion. These principles
include, but are not limited to any policies or procedures set forth in any student/parent
handbook of the school.
These Christian principles further include, but are not limited to, the following:
● Parents or guardians are expected to work courteously and cooperatively with the
school to assist the student in meeting the academic, moral and behavioral
expectations of the school.
● Students and parents or guardians may respectfully express their concerns about
the school operation and its personnel. However, they may not do so in a manner
that is discourteous, scandalous, rumor driven, disruptive, threatening, hostile or
divisive.
● Any parent or guardian or other person whose conduct in a place where a school
employee is required to be in the course of his or her duties materially disrupts class
14
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work or extracurricular activities or involves substantial disorder is guilty of a
misdemeanor. This statement does not apply to any otherwise lawful employee
concerted activity, including but not limited to, picketing and the distribution of
handbills.
● Any parent or guardian, or other person who insults and/or abuses the Principal or
any teacher in the presence of other school personnel, students or parents and at a
place which is on school premises or public sidewalks, streets, or other public ways
adjacent to school premises or at some other place if the Principal or teacher is
required to be at such other place in connection with assigned school activities, risks
the discontinuation of his or her child in the school.
These expectations for students and parents or guardians include, but are not limited to, all
school-sponsored programs and events (e.g. , extended care, athletics, field trips, etc.).
The school reserves the right to determine, in its discretion, when conduct is of such a
severe nature as to warrant immediate action without warning.

SCHOOL SCHEDULE AND CALENDAR
School promptly begins at 8:00 AM. The first bell rings at 7:50 AM. Students line up by
class at their designated place on the schoolyard by 7:50. Teachers will greet and escort
their class to their classroom. Parents may not accompany their students to classrooms
(with the exception of Pre-Kindergarten students).
School ends at 3:00 PM Monday to Friday with the exception of Wednesday. Teachers
escort and dismiss their class from the schoolyard. The teacher, and not the bell, will
dismiss their students. The teacher escorts students from their class to the schoolyard to
be dismissed. Parents are not allowed to enter the school campus and wait in front of their
child’s classroom to be dismissed.
Every Wednesday is a 2:00 PM dismissal. Faculty meetings and professional development
days are scheduled for Wednesday afternoon.
The school community attends the Wednesday parish weekday Mass. Pre-Kindergarten
students attend Mass only on special occasions and Holy Days of Obligation. Transitional
Kindergarten and Kindergarten students attend Mass on special occasions, Holy Days of
Obligation, and the first Wednesday of every Month. Students in grades 1 to 8 attend Mass
every Wednesday, all Holy Days of Obligation, and special occasions.
Please reference the school calendar for holidays, minimum days, meetings, and events.

15
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

GOVERNANCE
As a parish elementary school, St. Andrew Catholic School is an expression of the teaching
mission of the Church, St. Andrew Parish, and of the Archdiocese of Los Angeles. St.
Andrew Catholic School exists primarily to integrate elements of faith with the learning
process. Therefore, the Pastor is responsible to the Archbishop for the administration of
the total parish, including the parish school. The Principal functions as the chief
administrator of the school and as a member of the parish staff. In the spirit of shared
responsibility, the pastor recognizes the importance of involving the laity in the
governance of St. Andrew Catholic School.

PARENT ASSOCIATION AND CONSULTATIVE SCHOOL BOARD
It is expected that each Catholic elementary school will establish a Parent Organization and
Consultative School Council. Both groups exist to support the school and are critical to the
school’s viability, but they have very different functions.
Parent Association
The main functions of the Parent Association are to raise funds for the school’s current
operational expenses, to promote parental support for the school program, and to increase
mutual understanding between school and parents. The membership of the Parent
Association shall include the Pastor, the Principal, the parents or legal guardians of
students currently enrolled in school, and the faculty of the school.
Financial operation of the Parent Association shall be governed by the regulations for
financial operations as found in the Parent Association Bylaws.
The Parent Association is a social, fundraising group that plans and coordinates events and
activities involving the whole community. The general purpose of this organization is to
support and supplement the finances of the school in order to achieve its purpose for
student learning.
The Parent Association was formed:
● To promote and facilitate open communication among parents, teachers, and the
school administration
● To raise funds for the school
● To promote goodwill and cooperation among parents, faculty, administration, and
the parish community
● To direct and coordinate parental support through parent education activities and
social functions that build community
● To provide support for the Principal as the administrator of the school program
● To build and enhance the faith community of St. Andrew Catholic School
● To facilitate parent participation
16
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The Parent Association meets quarterly in the school auditorium.
Consultative School Board
The general responsibilities of the Consultative School Board are in the following areas:
strategic planning; policy development; resource development; institutional advancement;
advice and counsel with regard to financial planning, management and reporting;
marketing of the school and evaluation of the Board’s goals and activities.
The membership of the Consultative School Board should include the Pastor, Principal,
parents (no more than one-third of the total membership), alumni parents, parishioners,
members of the civic and local business community, and educators. Under Canon Law and
Archdiocesan guidelines (see Administrative Handbook for Bylaws) , the members advise the
administrative team (pastor and Principal) and cannot make decisions binding for the
parish education program without the approval of the administrative team (A Primer on
Educational Governance in the Catholic Church, the CACE/NABE Governance Task Force,
NCEA, 1998).
The Department of Catholic Schools is available to assist and guide schools in the
implementation of Consultative School Board.
The School Board is a consultative board that operates in the policy-making process by
formulating and adapting, but never enacting policy. The general purpose of this Board is
to support and implement the philosophy of St. Andrew Catholic School. The School Board
meets every other month during the school year. Information from these meetings is
reported at the quarterly parent meetings.

USE OF SCHOOL NAME, LOGOS, AND MOTTOS
No one may use St. Andrew Catholic School name, logo, or motto on any type of social
media or in any other way, such as placing the name on shirts, for example, without the
express written permission of the Principal.

ZERO TOLERANCE/SAFE ENVIRONMENT
Zero Tolerance Policy
The Archdiocese of Los Angeles will not knowingly assign or retain a priest, deacon,
religious, lay person or volunteer to serve in its parishes, schools, pastoral ministries, or
any other assignment when such an individual is determined to have previously engaged in
the sexual abuse of a minor.
Under the “Zero Tolerance Policy” of the Archdiocese of Los Angeles, any person guilty of
sexual misconduct with a minor under the age of 18:
17
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● May not have any paid or volunteer assignment in any "ministry" in the
Archdiocese, and
● May not volunteer in any "non-ministerial" activity or event where he or she has any
possibility of more than incidental contact or supervisory or disciplinary power
over minors.
Any parent or guardian who is a registered sex offender must contact the Principal to
discuss the requirements in order to assure compliance with the Archdiocese of Los
Angeles Zero Tolerance Policy.
As members of the Archdiocese of Los Angeles community, we want to assure that we are
in compliance with both Megan's Law and our "Zero Tolerance Policy."
Safe Environment Training for Children and Youth
Each school and religious education program must establish an ongoing safe
environment-training program for the children at its site. Home-based materials must be
provided to all parents to help them understand and support their children's education
regarding child sexual abuse. The approved programs include Good-Touch/Bad-Touch®
and VIRTUS® Teaching Touching Safety (Mandated September 1, 2006).
Teaching Touching Safety ® is being implemented in Grades K-9 in Catholic elementary
schools throughout the Archdiocese of Los Angeles. The program is designed to be age
appropriate, to support children in understanding occasions of abuse, and to give them
confidence in reporting and asserting themselves in situations where they feel unsafe.
VIRTUS® Teaching Touching Safety is a K-12 program being implemented in religious
education programs and Catholic schools. This program is a vehicle through which parents,
teachers, catechists and youth ministers give children and young people the tools they need
to protect themselves from those who might harm them.
The Archdiocesan Office of Safeguard the Children will work with Principals at the schools
and Directors of Religious Education in the parishes to establish these programs. Questions
concerning this program can be forwarded to Chancellor, Coordinator of Children's
Programs at (213) 637-7460.
For more information, please see:
Guidelines For Adults Interacting With Minors at Parish or Parish School Activities or
Events
and
Boundary Guidelines for Junior High and High School Youth Working or Volunteering with
Children or Youth
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COMMUNICATIONS PROCEDURES
Parent/Student Complaint Review Process
Concern for the dignity and rights of each person are intrinsic to the Church’s mission as a
true witness to the spirit of the Gospel. Circumstances may give rise to conflicts among
students, parents and school staff. All parties are encouraged to use every available means
to resolve these conflicts when they occur. However, if the involved parties are unable to
resolve their conflicts, families may use the Parent/Student Complaint Review Process for
additional assistance. All those participating in the Complaint Review Process are
responsible to strive toward reconciliation and act in good faith. Legal representation is not
permitted at any meeting or mediation of the Complaint Review Process. Any person filing
a complaint is to be free from restraint, coercion, discrimination, or reprisal in any form.
School Level
The person bringing the complaint is encouraged to try to resolve the complaint by
discussing it with the persons directly involved. If resolution is not achieved, the complaint
should be first discussed with the Principal (or the Pastor, if the Principal is the subject of
the complaint).
If the Principal is unable to resolve the conflict, the Principal will bring the Pastor into the
process as appropriate. After reviewing the facts and facilitating a discussion of the
problem, the Principal will respond to the person bringing the complaint.
Department of Catholic Schools Level
● If the complaint is not resolved at the school or parish level, the complaint may be
submitted in writing to the Department of Catholic Schools, outlining the concerns
and reviewing the local process.
● The Department of Catholic Schools will review the complaint (with such
consultation as may be appropriate) in a timely fashion and will endeavor to
mediate and resolve the matter.
● However, if no agreement can be reached, the Department of Catholic Schools will
make a final determination concerning the resolution of the complaint, based on the
application of Archdiocesan and school policies and/or regulations, and
communicate that determination, which will be final and binding, in writing to all
parties.
Procedures to Resolve Conflict
Parents/Guardians are asked to follow the proper line of communications in dealing with
any problems or concerns that arise. The solution to the problem should begin at the most
immediate level possible. Persons with concerns about a teacher or staff member should
first attempt to address that concern with the individual. Thus, if a parent/guardian has a
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problem with a teacher, the means to resolving the issue should be: Teacher,/Staff,
Principal, Pastor, Assistant Superintendent, and finally the Deputy Superintendent of
Elementary Schools.
Complaints not resolved at the point of origin must be submitted in writing for possible
resolution. The following procedures will be enforced:
● If the matter is not resolved or the complainant refuses to do the above and
demands action on the part of the Principal, the Principal shall request a written,
signed statement of the complaint. This shall be a brief but specific summary of the
nature of the complaint and the facts surrounding it.
● The individual employee involved shall be advised by the Principal of the nature of
the complaint and shall be given an opportunity for explanation, comment, and
presentation of the facts, as the employee understands them. This shall be
submitted in writing.
● The Associate Superintendent will intervene only if the complaint cannot be
satisfactorily resolved at the local level and only on receipt of a written referral.
● After reviewing the documentation, and when necessary, conferring with the parties
to the disputed action or policy, the Department of Catholic Schools will only
determine:
1. Whether the local policy is in accord with applicable Archdiocesan
policies and regulations.
2. Whether the policy was fairly and equitably applied.
Pastor
Subject to Archdiocesan standards, the Pastor is the ex-officio chief administrative officer
of the parish school. In consultation with the Principal and the School Board, he establishes
local policies in conformity with Archdiocesan policies or regulations. The ordinary
administration and supervisor of the academic program belongs to the Principal.
Principal
The primary role of the Principal is the educational leadership of the school. In this
capacity, he will be called upon to perform the following administrative functions:
1. To hold as the highest priority the building of a Catholic community of faith
2. To design the instruction program, formulating its rules and regulations in line with
diocesan policies
3. To maintain a continuous program of supervision and evaluation of the instruction
program
4. To seek highly qualified teachers and to provide them with effective leadership
5. To oversee the maintenance of the buildings so that the health, safety, and well
being of the students and teachers are not endangered
6. To hold meetings with various groups
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7. To apprise the Pastor, School Board, and the Parent Association of the progress of
the school and its students
8. To prepare the annual budget for the school and submit it to the Pastor and the
Department of Catholic Schools for approval
9. To exercise good judgment in areas concerning personnel, finance, community
relations, and interpersonal relations
10. To represent the school to the parents/guardians and community
Room Parents
Each year a room parent for each class will be asked to assist in classroom functions. The
room parent coordinates with all the class parents to determine the best ways they can
best assist their homeroom teacher. Their main functions are:
● Meet with the teacher to make necessary arrangements for the year
● Contact the families in the class when necessary
● Organize and help with classroom functions and events; (parties and field trips are
at the discretion of the teacher and administration)
Other Communication
Our weekly Family Blue Envelope is sent home every Thursday with information about
events and activities, and general reports on the life of the school: weekly and monthly
calendars, notes from teachers, progress reports, report cards and other important notices.
The Family Blue Envelope must returned to school Friday morning. Please take time to
read the enclosed information, sign required notices, and put them back in the envelope.
This envelope serves as a primary means of communication between the school and home.
Parents/Guardians will be billed $20.00 for every envelope that has to be replaced.
The Blackboard Connect Notification Service will relay a telephone message to
parents/guardians in case of an emergency. A weekly email and telephone blast will be
sent every week regarding upcoming activities and events. Please confirm with the office
that all telephone numbers and email addresses are correct and current.
Gradelink enables parents/guardians and students to access student grades at any time.
The school website contains the monthly calendar.
Visitors/Students in Classrooms
To preserve the academic environment and school security, St. Andrew Catholic School is a
closed campus. No person may enter the campus before, during or after school, unless
authorized by school administration.
Persons who are visiting the campus or who have school business are required to sign in at
the office and obtain a visitor’s badge. The badge is to be returned to the office when
leaving the school.
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Report of Abuse
St. Andrew Catholic School personnel are BOUND BY LAW to report all cases of suspected
child abuse.
Any school employee who suspects that a student’s physical, mental, or sexual health or
welfare may be adversely affected by abuse shall report to the Principal. The teacher will
then contact the Department of Child and Family Services immediately. It is not the
responsibility of the school employee to prove that the student has been abused or
neglected. Neither shall the school employee contact the student’s family to determine the
cause of the suspected abuse or neglect. Failure to report to the proper authorities may
result in a misdemeanor charge punishable by fine or imprisonment (CA Penal Code). Such
report is made without incurring civil or criminal liability unless the person making the
report “knew the report was false.”

B.

ADMISSION AND ATTENDANCE

GUIDELINES FOR ADMISSION
● Preferences shall be given to active members of the parish
● Under Archdiocesan guidelines for financial considerations, the optimum number of
●
●
●
●
●
●
●

●

students per classroom is 32
A child must be potty-trained before enrolling in Pre-Kindergarten
Children entering Pre-Kindergarten must be 3 years and 6 months old by September
1
Children entering Transitional Kindergarten must be 4 years old by September 1
Children entering Kindergarten must be 5 years old by September 1
The recommended age for first grade students is 6 years old on or before September
1, unless waived by the Principal
All students must comply with current California immunization and health
requirements prior to enrollment
St. Andrew Catholic School will strive to have Catholic education accessible to as
many students as possible, both with its educational programs and financial
considerations; however, it may have insufficient resources to meet the educational
and financial needs of all students
The Pastor and Principal will review a students’ continued eligibility for enrollment

SCHOOL NON-DISCRIMINATION POLICY
St. Andrew Catholic School, mindful of its mission to be a witness to the love of Christ for
all, admits students regardless of race, color, or national and/or ethnic origin to all rights,
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privileges, programs, and activities generally accorded or made available to students at the
school.
St. Andrew Catholic School does not discriminate on the basis of race, color, disability, sex,
or national and/or ethnic origin in the administration of educational policies and practices,
scholarship programs, and athletic and other school-administered programs, although
certain athletic leagues and other programs may limit participation and some archdiocesan
schools operate as single sex schools.
While St. Andrew Catholic School does not discriminate against students with special
needs, a full range of services may not always be available to them. Decisions concerning
the admission and continued enrollment of a student in the school are based upon the
student’s emotional, academic and physical abilities and the resources available to the
school in meeting the student’s needs.

INCLUSION PROGRAM: STUDENTS WITH LEARNING CHALLENGES
The mission of St. Andrew Catholic School is to support the learning of all students by
appropriately addressing the unique learning needs of students with special needs. These
are identified through comprehensive testing provided by the student’s neighborhood
public school.
As a Catholic school, every attempt is made to serve students whose parents desire a
Catholic education. Although a full range of services may not be available to every student,
the school will strive to include students with varied learning needs. All educators in
Catholic schools follow Directions for the Inclusion Process in Catholic Schools: Support Team
Education Plan Process (STEP) and Minor Adjustment Plan Process (MAP). Parents or
guardians who feel that their student may need a minor adjustment to enable him/her to
participate in the general education curriculum of the school should talk to the student’s
teacher and Principal to implement the STEP or MAP process. Parents or guardians who
need a structure for resolution of complaints arising out of a student’s disability may
request the “Disability Discrimination Complaint Review Process” from the Principal.
Upon enrollment, parents/guardians are responsible for reporting and providing
documentation of special education needs. Lack of divulging this information could
jeopardize the school’s opportunity to meet the child’s needs.

PREFERENCE FOR CATHOLIC STUDENTS
The schools of the Archdiocese of Los Angeles are established as religious schools;
therefore, preference in admissions shall be given to contributing members of the
Archdiocesan Catholic community. In the case of parish elementary schools, preference
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shall be given to the admission of children of parents/guardians actively engaged in the
parish. Therefore, at St. Andrew Catholic School, preference is given to:
● Families registered in St. Andrew Parish and any other parishes without schools
● Families who financially support their parish at which they are registered and have
a letter from their Pastor as proof of regular contributions.
No one shall be admitted as a student in St. Andrew Catholic School unless that child and
the parent/guardian subscribe to our philosophy and agree to abide by the educational
policies and regulations of our school, parish, and Archdiocese.

ATTENDANCE POLICY
California State Law requires regular school attendance.  If a student will be absent please
call the school office, 626-796-7697, no later than 9:00 AM.. As required by California State
Law, a written excuse signed by the parent/guardian, is required for re-admittance. A
student absence without a note will be marked as unexcused. Parents will have three days
to clear the absence. Students with 10 or more unexcused absences in a semester or 20 or
more in a school year will be deemed excessively absent and subject to loss of academic
credit and possible retention. In special and rare cases, where there is documented
evidence that additional days of absence are necessary, a student may be allowed up to 10
days of absence without being in jeopardy of losing academic credit. However, if a student
exceeds 10 days of absence, he/she may lose academic credit, regardless of the academic
grade. Any student that exceeds 15 absences in a quarter will lose academic credit for that
quarter regardless of the grade or reason(s) for the absence(s).
Medical appointments should be made after school hours if possible. Students must be
signed out in the office by the parent or other responsible adult and must check back in to
the school office when they return.
All absences have to be recorded as an absence whether it is excused or not. According to
the state of California Medical/Dental absences are no longer distinguished from regular
absences.
A student will be marked with a half day absence:
● If they are tardy for more than 30 minutes in the morning
● If they are signed out of school more than 30 minutes before dismissal
The administration strongly discourages students from missing school due to vacations
and recommends that vacations are taken only during regular school vacation periods.
Both the administration and the teacher must be notified in advance if a student will be
missing school. Teachers are not required to prepare work for, or allow make-up tests and
quizzes for students who will miss school for a vacation. Any projects due will not be
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accepted late. It is the student’s responsibility to acquire missed assignments. Missing
school for a vacation sends the wrong message to a student regarding the importance of
their education and may affect their performance and grade.

PARENTAL RESPONSIBILITIES
Parents have the primary responsibility for the education for their children. The school,
Church, and community support and complement this role. It is important to realize that
the school has a stated philosophy and specific expectations for families and their students
enrolled at St. Andrew Catholic School. Parents’/Guardians are expected to contribute to
the educational process. Parents/Guardians who do not agree with the school’s philosophy
and expectations, should withdraw their students from St. Andrew.
Parents have the responsibility to supervise their child(ren) in the actions that take place
on the Internet. At times, student internet postings can be of a derogatory nature and such
postings can be construed as harassment, or worse, of a fellow student or a faculty and staff
member.

RELIGION REQUIREMENT
It is the policy of the school that all students take the required religion curriculum. In these
classes, all students are graded on academic achievement and not on their religious
affiliation, personal belief or the practice of their faith. All students attend the general
religious activities of the school; sacramental participation in liturgy is not required of
non-Catholic students.

PARENT INVOLVEMENT
Parents attendance at all Parent Association Meetings is mandatory. The Parent
Association is the school organization that represents all St. Andrew Catholic School
parents. One of the primary objectives of the organization is to promote the welfare of
children and youth in their home, school, parish, and community, by promoting a closer
relationship between home, school, parish, teachers, and parents. Officers are selected
each year to carry out the responsibilities of the organization and provide the
communication levels necessary for a positive school environment.
Every parent and guardian, by virtue of his/her child’s enrollment at St. Andrew Catholic
School, is a member of the Parent Association. All parents are encouraged to attend the
scheduled meetings and take advantage of the opportunity to learn more about the school
and key events that affect students and parents.

ANNUAL GIVING COMMITMENT
St. Andrew Catholic School was built through the generous support of the parish. Since that
time, families of students have funded capital improvements through similar generous
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sacrifices. Parents of current students are expected to continue this support during their
years at St. Andrew Catholic School.

EXPECTATION OF STUDENTS
Students enrolled will abide by the following:
1. Respect for the religious beliefs of the Catholic Church, its moral principles and
liturgical practices (respect does not imply adherence by those who are
non-Catholic)
2. Respect and care for school property, including adherence to standards of campus
order and cleanliness.
3. Respect for the person and property of others, including faculty and staff members
and fellow students
4. Adherence to the standards of the school as set forth in this Handbook, including the
requirements of dress and hair codes
5. A basic attitude of respect for those in authority
6. Regular attendance and participation in class
7. A dedication to studying and learning in accord with the ability of the individual
student

ADMISSION POLICIES
Admission Expectation
Religious formation is the primary reason for a Catholic school and it should be the primary
reason for sending your child to St. Andrew Catholic School. Religious formation can only
be effective with your example, which means that the parents/guardians take religion
seriously and practice faithfully. All parents/guardians and students enrolled in St. Andrew
Catholic School must support the values we strive to teach and show respect for all
members of the school community.
Admission Requirement
St. Andrew Catholic School retains the right to set admissions standards and policies in
addition to those specified in this Handbook.
Ordinarily, admission to St. Andrew Catholic School carries with it the understanding that
the student will be retained until the 8th grade unless that student withdraws voluntarily,
gives, has given, or is given cause for dismissal. No student shall be admitted
unconditionally to St. Andrew Catholic School; a student may be admitted on a
probationary basis with criteria for evaluation and reporting clearly established in writing.
St. Andrew Catholic School begins the enrollment process in the spring for the new
academic year. All applications are reviewed by the administration. On approval of
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administration, current students will be invited back for the next academic year based on
the standards of admission. Any new student seeking admission will be required to take an
entrance evaluation and his/her previous school will be contacted.
For any child that is requesting enrollment for the first time, parents/guardians are
required complete the school application and to present the following documents:
a. Birth certificate
b. Baptismal certificate
c. Mandated health assessment form
d. Proof of compliance with immunization requirements
For the admission of students beyond the First Grade, parents/guardians are required to
present the following documents in addition to those listed above:
f. Last report card and standardized test scores
g. Proper transfer or some appropriate notification from the previous school
Admission Policies
Although special consideration will be given to siblings of students currently enrolled in St.
Andrew Catholic School no student is automatically accepted. Actual admission is
determined by these categories.
1. Supporting Parishioners
a. Active participation in parish ministries
b. Regular attendance at Mass
2. Families transferring from other Catholic Schools
a. Have just cause for transfer
b. Left in good standing (report cards/conduct, completed financial obligations)
3. Non-Supporting Catholics/Non-Catholics
Admission Standards
St. Andrew Catholic School will accept any child for whom an appropriate program can be
designed and implemented, following the enrollment procedures. Each child’s admission
and continued enrollment is based upon the emotional, academic, and physical needs of the
child, and the resources available to St. Andrew Catholic School in meeting those needs.
The final decision in this matter is made by the Principal in collaboration with the child’s
teacher and the administrative team. Enrollment is on a one-year probationary period to
be reviewed at the end of every grading period or at the discretion of the Principal.
Admission of new families and continued enrollment of current families will be determined
by the following:
1. Tuition and fees paid as due and remain current and Parent service hours and other
obligations are completed
27
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

2. Academic performance of the student
3. Parents/Guardians value our Catholicity and support the Church’s traditions and
practices
4. Parents/Guardians/Students cooperate with and support administration, faculty,
and staff
5. Parents/Guardians/Students actively participate in school events and activities

HEALTH AND SAFETY POLICIES
Immunization Regulations
California law requires specific health screening procedures for all students entering school
for the first time. No child shall be admitted as a student in a school unless he/she has been
immunized against all the childhood diseases as mandated by the state. All students
entering Kindergarten must be immunized for Hepatitis B and chickenpox. All 7th grade
students, new and existing, must be immunized for Hepatitis B, have had the T-dap vaccine
and their second immunizations. Evidence of this is kept on file in the school office.
Immunization Waivers (SB277)As of January 2016, California law states that vaccine
requirements may no longer be excused due to personal beliefs, including religious beliefs.
Personal beliefs exemptions that have previously been filed for students in grades TK
through 6th grade remain valid until the student reaches 7th grade. Children who do not
have all information on record may not attend school until all information is completed.
Scoliosis, Vision, and Hearing Screening
Students in scheduled grades will be given a screening test each year for scoliosis, vision,
and hearing. Notification will be sent home if a problem is detected.
Students Who Are Ill
Records are kept on each child who visits the office with health complaints and phone calls
made when it is necessary to send a child home. If a child becomes too ill, school personnel
will call the parent/guardian or authorized person. The child will be released from school
only after the parent/guardian or authorized person signs the child out at the school office.
Should a student be injured or become ill, the parent/guardian shall be contacted. No
student shall be permitted to go home before this contact is made. We ask for your
cooperation in picking up your sick child in a reasonable amount of time.
If a parent/guardian cannot be reached, such designated persons named on the student’s
emergency information card shall be contacted. In cases of extreme emergency, the school
may need to contact 911.
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Children who are ill should be kept at home. If a child has a fever and one of the following
symptoms, they must stay home until they are symptom free: cough, sore throat, headache,
muscle ache. Sick children put the teacher and the rest of the class at risk for illness.
Parents/guardians must call the school to report an absence and send a note to the office
upon the child’s return. If absent for three days, a doctor’s note is required before
returning to school. In order for a student to return to school he/she must be fever free
and/or no vomiting for at least 24 hours.
Communicable Diseases
If a communicable disease is suspected (i.e. pink eye, strep throat, chickenpox, fifth disease,
etc.,) the parent of the student will be called. You will be asked to take your child to a
doctor for treatment. The student may return to school only when cleared with a doctor’s
note.
A letter will notify parents/guardians when a communicable disease is present in a child’s
classroom.
Head Lice
Parents/guardians of a child found with head lice will be notified immediately and asked to
take the child home. The child will be allowed to return to school only when a doctor’s note
clears the child of the head lice and school personnel have done a complete check.
Archdiocesan and school policy mandate REMOVAL of all nits before the child may return
to school.
A head check of all students in the child’s class will be conducted as discreetly as possible
and a notice will be sent home informing the classroom parents/guardians of the situation.
Medication
The school does not provide medication of any kind. The school must be provided with the
following procedures must be followed for students requiring medication,both prescription
and non-prescription:
● A Medication Authorization and Permission Form stating the nature of the
medication, signed and dated by the doctor and also signed by the parent
● All medication administered at school must be in the original container and labeled
with instructions
● Students must come to the office for medication
● Students may not carry medication of any kind an exception for an inhaler, which
requires a special release from the doctor and parent/guardian
● A student who is diabetic is allowed to test his or her blood sugar at school in the
health room or office and self-administer medication as necessary. If a student is too
young or otherwise unable to self-test his or her blood sugar, a location may make
arrangements with the student's family to assist with testing.
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● All medications must be kept in the front office or clinic and appropriately labeled as
described above.
● School employees may not administer injections to a diabetic student except in
emergencies, unless other arrangements are made in advance.
If parents/guardians do not complete the medication form for the prescribed
medication, they will have to come to school and personally administer the medication.
NO E
 XCEPTIONS WILL BE MADE.

EMERGENCY PROCEDURES
Disaster Release Form
All students are required to have a Disaster Release Form on file. In the event of a disaster,
the Principal is responsible for deciding whether or not to release students; the students
will be released according to the parental directions provided on the form. If there is no
form available for a student, the student will not be released until a parent or legal
guardian comes for the student.
Earthquake Emergency
The immediate warning for an earthquake is the shaking of the earth. All students will
follow the DROP-HOLD-COVER procedure:
1. The DROP command will be given immediately when shaking occurs.
2. All should DROP to their knees in a hunched position thus making their bodies as
small possible. HOLD on to the desk legs, keeping the desktop over their head as a
COVER. Student face away from the windows.
3. If outside when an earthquake occurs, the DROP command would be given after
students have moved away from the buildings.
Fire Emergency
The immediate warning for a fire is the sound of the fire alarm. A fire alarm must be
obeyed without question. At the sound of the bell all students will immediately evacuate.
Evacuation Procedure
Regardless of the type of disaster that occurs, the evacuation procedure will be the same
and is as follows:
1. All students will leave the classroom in a single file.
2. Absolute silence must be maintained when filing out and while standing in the
assigned areas.
3. Students are to walk, not run.
4. The last person out of each room is see that DOORS ARE CLOSED BUT UNLOCKED
and LIGHTS ARE OFF.
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5. Students are to form one line in the assigned area. If that area cannot be used due to
obstruction, an alternate assembly area will be chosen.
The school has contingency plans to care for students in a safe area of campus until the
disaster situation becomes stable and travel off campus becomes normalized. In the event
of a serious disaster causing major damage to utilities and roads, the students will be
released in accordance with their signed emergency release form.
Lock Down
In the event of an incident involving police action, campus intrusion, hazardous materials
leak or any other incident requiring school and/or room security, these procedures will be
followed:
1. The immediate warning for a lock down will be an announcement from an
administrator. In the case of a lock down, a bell tone will be activated and sounded
repeatedly.
2. At this signal, all classroom teachers will immediately lock their doors and move
students away from windows. Student should sit on the floor against the interior
wall, closest to the wing/building hallways. All staff members will lock their office
doors and remain inside. Students, faculty or staff members who are outside or in
the hallway when the signal is made should proceed to the closest classroom and
remain there.
3. Students who have been temporarily added to a classroom should be reported to
the office immediately.
4. Once all students are secured inside a classroom, no one should leave any classroom
and no one should be admitted to any classroom until an announcement has been
made or an administrator has delivered a message indicating that the unsafe
situation has been resolved. Until that time, all teachers and students are to remain
in the classroom and all staff members are to remain in their offices, for as long as
necessary, awaiting further instructions.

DROP OFF AND PICK UP OF STUDENTS
We understand that our school beginning and ending times may not fit into every parent’s
daily work schedules, but there are no school staff members assigned to supervise children
before or after these times. We want our students to be safe. We are particularly concerned
if we find children have been waiting at the front door before 7:25 AM or have not been
picked up by 6:00 PM.
We will not leave a child alone waiting to be picked up at the end of the day, so it impacts
our personal lives when we wait with a child for a late-arriving parent. We appreciate your
understanding and consideration on this issue, and please be assured that we will be
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flexible if there is an unforeseen circumstance preventing you from picking up your child
on time. Please call the Camp Tiger telephone as soon as you can in that circumstance.
Children who have not been picked up 15 minutes after dismissal will automatically be sent
to our Extended School Day Program.

EXTENDED SCHOOL DAY PROGRAM
Supervision of Students
The Principal is responsible for the supervision of students during the entire time they are
on school premises during the regularly scheduled school day. All faculty members and
staff share this responsibility with the Principal. No student is to be sent on errands
outside the school campus. A student may be released from school only at the written
request of the parent/guardian. Any student who remains after 3:15 pm (2:15 PM on
Wednesdays) will be placed in After School Extended Care (Camp Tiger) and charged the
appropriate fees.
After School Extended Care (Camp Tiger)
The After School Extended Care Program (Camp Tiger) serves the students of St. Andrew
Catholic School. The program is an extension of our school day. The philosophy and
policies that govern the school day will also be followed in the After School Extended Care
Program. Only families enrolled at St. Andrew Catholic School may participate in the
program. The program is staffed by school personnel and serves children in grades
Pre-Kindergarten through eight. Both full time and drop-in care will provided on a space
available basis.
The purpose of the After School Extended Care program is to provide a safe, caring
environment for our students. We are open after school from 3:15 (2:15 PM on
Wednesdays) to 6 pm on school days. We strive to meet the needs of our students and
parents/guardians. Homework time and recreational activities are just a few of our
planned activities. Since the program is located on school grounds, your child can also
participate in our athletic programs.
The following are our policies and procedures and the basic program information. We may
decide to make changes as part of our ongoing evaluation of the program in the school. You
will be notified of any changes that may affect your child.
Late Pick-up from After School Extended Care
Any student who is not picked-up by 6:00pm is considered a late pick-up. The charges will
be recorded and the parent/guardian will be required to sign in for it when the child is
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picked-up. A $2 per minute late fee will be assessed and billed to your SMART Tuition
account.
Enrollment
Every child enrolled and attending St. Andrew Catholic School may use the program. It is a
separate charge from tuition and will be to your SMART Tuition account.
After School Extended Care Program Fees
Families who use the program will be billed at the published rate through their Smart
Tuition account. Your child will not be allowed to participate if fees are outstanding. A fee
of $25 will charged on all returned checks and only cash will be accepted for the serviced
after the 2nd returned check.
Holidays
After School Extended Care operates only on days when children are in school. The
program is available on minimum days. The exceptions are the minimum days before the
Christmas and Easter holiday begin, and the last day of school to begin summer vacation.
The late pick-up fee of $2 per minute will apply if a child is picked-up late on these days,
paid immediately to the teacher.
Parent/Guardian Responsibilities for After School Extended Care Program
At St. Andrew Catholic School, your child’s safety and well-being is paramount. It is
important that you fill out an emergency card and adhere to the instructions given.
One of the more important regulations is in regard to the child leaving the school grounds:
● Parents/Guardians must not take any child from the school grounds or other areas
without notifying the After School staff and signing the child out.
● Our staff will not permit any child to leave the facility unless accompanied by a
parent/guardian, or person designated by the parent/guardian and listed on the
emergency card.
● Students may not leave campus and then return to Extended Care.
● Parents/Guardians who want to discuss their child’s behavior at Extended Care may
arrange a meeting with the supervisor and/or the Principal.
Student Responsibilities
As members of a Christian and caring community, the students are expected to respect the
staff, each other, and the material and environment provided. Behavior that disturbs the
program or the safety of its students will not be tolerated. Parents/Guardians will be
informed of any behavioral problems. Parents/Guardians will be held responsible for any
damages incurred by a child and will be billed accordingly.

33
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

Homework
Each afternoon, time will be made available for the students to do their homework while at
Extended Care. The supervisors are in no way held responsible for the completion, quality,
or correctness of the homework assignment.
Toys/Games
We ask that toys and games NOT be brought from home. Often these items are personal
and important to the child, and the results in the child having to defend or protect these
items. This is not consistent with our sharing atmosphere.
Snacks in Extended Care
Be aware that children will get hungry after a long day at school and play. Students may
bring snacks from home or lunch on minimum days. Although snacks may be provided at
times, Extended Care fees do not included snacks.

PRIVACY AND ACCESS TO RECORDS
Maintaining confidentiality is the legal, ethical and professional responsibility of every
member of the school community, including students, parents or guardians, teachers, aides,
and all other employees. Every member of the school community must respect the privacy
of all students, families, employees, the Principal and the Pastor.
Use of Student Pictures
The school reserves the right to use student pictures in publications and on the school’s
website. Any parent/guardian who does not wish his/her child’s picture used must notify
the Principal in writing prior to the beginning of the school year.
Pupil Records
Parents of currently enrolled or former pupils have an absolute right of access to any and
all pupil records related to their children which are maintained by school districts or
private schools (Family Rights Privacy Act, 1974).
By definition “parent” means a natural parent, an adoptive parent, or a legal guardian.
Under federal law this can include an individual acting as a parent of the student in the
absence of a natural parent or guardian.
“Access” means a personal inspection and review of a record or an accurate copy of a
record, receipt of an accurate copy of a record, an oral description or communication of a
record, or an accurate copy of a record and a request to release a copy of any record.
In cases of a legal separation and/or divorce, California state law gives only the custodial
parent the right:
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a. Consent to the release of records (unless both parents have notified the school in
writing of a mutual agreement to permit either parent to authorize release).
b. Challenge the content of records
c. Write responses to information regarding disciplinary action to be included in the
record. The non-custodial parent has all the other rights of a parent.
“Pupil records” means any record related to a student that is maintained by a school or one
of its employees. It includes health records. It does not include “directory information” or a
school employee's informal notes, if the notes remain in the sole possession of the maker
and are not made available to others, except to a substitute.
Only the Principal, as custodian of the records, authorizes the release of pupil records. Only
teachers or administrators charged with pupil oversight have the right to view or use pupil
records. A teacher’s aide may view or use pupil records only with direct teacher
supervision.
Pupil records may be released by judicial order such as a subpoena or a search warrant. In
specific cases, such as suspicion of kidnapping, police officers may be given access to
records.
Parents and legal guardians of minors have the absolute right to access their child’s pupil
records in accordance with the school’s reasonable procedures for providing such access.
Parents or legal guardians may grant any specified person written consent to access
specifically identified pupil records. In cases of legal separation and/or divorce, California
state law gives the custodial parent and a non-custodial parent with visitation rights, the
right to access and examine pupil records. However, only the custodial parent may consent
to the release of records and has the right to challenge the content of the records and to
write responses to information regarding disciplinary action. A noncustodial parent
without visitation rights has no right of access to records of any kind.
Directory Information
"Directory information" means one or more of the following items: pupil's name, address,
telephone number, date and place birth, major field of study, participation in officially
recognized activities and sports, weight and height of members of athletic teams, dates of
attendance, degrees and awards received, and the most recent previous public or private
school attended by the pupil.
The school will, to the extent possible, minimize access to student telephone numbers or
personal email addresses, unless the parents or legal guardians consent to broader access.
To the extent possible, users should try to minimize access to or distribution of student
telephone numbers or personal email addresses, unless the parents of legal guardians
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consent to broader access
Room parent rosters, class lists, telephone numbers, email address lists or any other
personal information about families and students are considered confidential and may be
used only for the purposes specified. In no cases should commercial enterprises be given
access to Directory Information.
Verbal/Written Confidences
Confidential information may be provided by students or parents or guardians to school
employees in many ways. Students may confide in staff verbally, in writing, such as a note
or a writing/journal assignment. All school employees must respect the verbal or written
confidences of adults and students, except in cases where the health or safety of the student
or others is involved. If the confidence received relates to a health or safety issue, the
Pastor, Principal or other person in charge or appropriate authorities must be notified
promptly, keeping in mind the rights of privacy that apply. Archdiocesan policy on
reporting suspected abuse of children or vulnerable adults must be followed when
applicable.

TRANSFER OF RECORDS
Student Transfers, Withdrawals and Graduation
A student who withdraws from St. Andrew Catholic School will have an official copy of
his/her transcript released directly to another school only upon written request of the
parent or upon written notification of enrollment from the student’s new school.
Parents/Guardians are expected to notify the office in writing if the student will not be
returning to the school at the end of the semester or is not re-registering for the following
year. Transcripts may be withheld if financial obligations are not met. Request must be
made in person or by mail.
For a student transferring not at the end of a semester, grades at time of transfer are
forwarded to the new school.
Whenever a pupil transfers from one school to another, a copy of the Cumulative Student
Report and the original Health Record shall be transferred by the former school upon a
request from the school where the pupil intends to enroll and a release from the parent or
guardian. The original Cumulative Student Report will remain at the school.
A record of the transfer, the reason for the transfer, and the name of the school to which the
student is transferring or entering after graduation should be entered on the original copy
of the Cumulative Student Report and in the Student Attendance Register.
36
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

Official transcripts are not given to students or parents. The school grants full credit for all
work a student accomplishes up to the time of transfer. The Principal may be required by
the County Board of Education to report the severance of attendance by any student.
Withholding of Records
Under California law, a private school cannot refuse to provide student records to a
requesting school because of any charges, including tuition or fees that are owed by the
student or parent. However, the school may withhold from parents or guardians the
grades, diploma, or transcripts of a pupil pending payment of certain amounts for damaged
property, the return of loaned property or unpaid tuition or fees, in accordance with school
policy.

C.

CURRICULUM

ACADEMIC POLICIES
St. Andrew Catholic School provides a challenging, comprehensive and relevant curriculum,
which fulfills the school’s purpose, strengthens Catholic identity, and results in student
achievement of school wide learning expectations. The curriculum is designed to provide a
balanced, holistic education for our students.
The school curriculum encompasses all the learning experiences planned and directed
under the leadership of the Principal in compliance with Archdiocesan policy, the school
philosophy, and to meet the state standards.
The school curriculum:
● Gives witness to the Gospel values, the teachings and traditions of the Church.
● Develops within students an openness to acquiring knowledge
● Empowers each student in communication, critical thinking, and decision-making.
● Encourages positive acceptance of self and others.
● Provides opportunities for students to demonstrate responsibility within the
community.
● Promotes accountability for the care of the earth and all God’s creation.

COURSES OF STUDY
The following courses will be taught to all students with the corresponding standards:
● Religion – Archdiocese of Los Angeles
● Mathematics – Common Core State Standards
● Language Arts – Common Core State Standards
● English – Common Core State Standards
● Social Studies – California State Standards
● Science – Next Generation Science Standards
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● Fine Arts – California State Standards
● Physical Education – California State Standards

RELIGION
The educational mission of the Church and the reasonable expectations of
parents/guardians require that the Catholic school be distinguished by an atmosphere and
a formal program which relates religious belief and practice with the normal development
and education of children. Religious instruction is an integral part of the educational
program for all students at all grade levels. Student progress in acquiring an intellectual
grasp of the religion course materials is to be assessed, evaluated, graded, and reported
according to the same procedures established by the school for other subjects in the
curriculum.

PHYSICAL EDUCATION PROGRAM
All students participate in a physical education program. This is not an option. Primary
emphasis will be placed on the development of life skills and positive attitudes. All
students must be dressed in regulation uniform for all PE classes.
● Girls and Boys must wear the school-approved shorts and shirts
● Black or navy solid color athletic/tennis shoes, appropriate for PE
● The school-approved track pants and sweatshirts may be worn on cold days.  NO
slip-on shoes are allowed.
Physical Education provides opportunities for all children to learn activities that are
developmentally, socially, mentally, and emotionally stimulating. The program is designed
to develop each individual to his/her highest potential. The primary goal of the physical
education program is to develop neuromuscular, perceptual motor, and social-emotional
developmental skills. The physical education program also strives to teach the student
constructive use of the leisure time.
Children are encouraged to participate wholeheartedly in the program. Excuses should
only be written to excuse a child from participation if he/she is recuperating from an illness
or injury. A written note from the child’s parent/guardian to the PE teacher will suffice to
have the child excused from activity during the PE period. However, the child must attend
the PE class. This excuse from physical activity will also include recess and lunch play time.
● If more than three (3) absences occur from PE classes, a written note from the
child’s doctor will be required.
● If a child does not dress for PE and does not have a note from parent/guardian, the
grade for the day will be affected.
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CARE OF BOOKS AND SCHOOL PROPERTY
All textbooks and library books are the property of St. Andrew Catholic School. Each
student is expected to take care of the books and supplies. If through carelessness, these
books are marked or damaged in any way the student will be charged a fine. Any books
that are lost or severely damaged must be replaced at the cost to the student.
Students are expected to respect and accept responsibility for all school property. Failure
to do so will result in an appropriate consequence.

HOMEWORK
Homework is planned to meet the needs of students and has an essential place in the
education program. Homework is assigned to:
a. Reinforce concepts and skills that have been taught in class
b. Foster the student’s creativity and discipline through enrichment projects or
research
c. Train the student to work independently and to accept responsibility for completing
a task
Skills for the development of good study habits must be taught – they are not inborn.
Homework will be assigned for the purpose of fostering independent study, for review of
the day’s lessons and for providing opportunities for more diversified and challenging
assignments. It is expected that homework be neatly done and handed in on time. Much
good can be done if parent/guardian fosters systematic study habits in an environment free
from distractions like video games, smart phones, Internet social sites, and television.
Homework is NOT always written. We ask that research, reading, and memorization be
done with as much attention as written assignments.
Homework is assigned Monday through Thursday and may be extended through the
weekend as appropriate and necessary. Approximate time allocations per day:
● Kindergarten
15 to 20 minutes AND 15 minutes of reading
● Grades 1 and 2
30 to 35 minutes AND 20 minutes of reading
● Grades 3 and 4
35 to 45 minutes AND 25 minutes of reading
● Grades 5 and 6
50 to 80 minutes AND 30 minutes of reading
● Grades 7 and 8
60 minutes AND 45 minutes of reading
Individual students may require more time or less time to complete their homework,
depending on their skills and talents. Reading is encouraged everyday.
If a child is absent, the parent/guardian must call the school office by 9:00 AM and may
request homework for that day. Homework may be picked up in the office between 3:00
and 4:00 PM. Please do not call for homework and assignments that a child is in no
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condition to complete. Please do not approach their teacher during school hours; teachers
need to be alert to their students.
Projects are long-term homework assignments that are based on the area of study in class.
Parents/Guardians should encourage continuous work on projects instead of a few hours
of stressful labor at the time the project is due. The due dates for projects range from two
to six weeks after the assignments are announced.
Homework due to Vacations/Planned Absences
The school calendar provides for extended weekends throughout the school year.
Parents/Guardians are encouraged to schedule trips or family vacations during these times
so as to eliminate the need to interrupt a child’s learning process. Missed assignments are
the student’s responsibility.
Teachers are not required to give make-up tests or assignments for absences due to
vacations. Assignments are not given in anticipation of a vacation. Depending on the
circumstances of the absence, if a teacher assigns a special project it must be completed as
any other assignment for a grade to be given. It does not make up for the class time missed.
Tutoring
● If a student requires private tutoring or parents wish to have a student tutored in
school subjects, the parents are responsible for engaging the tutor and paying all
tutoring costs. The school may assist the parents in identifying tutoring resources
● Teachers may not be paid for tutoring students assigned to their classes. With prior
permission from the Principal, teachers may tutor other students who attend the
school and be paid for such tutoring by the parents
● A school may arrange with independent contractors or entities, who are not
teachers or staff at the school to provide tutoring. Independent entities must have
appropriate licenses, agreements for use of the premises and insurance
● All tutors and entities must comply with the procedures and policies of the extended
school day program and the Archdiocesan Guidelines for Adults Interacting with
Minors at Parish or Parish School Activities or Events

THE ROLE OF PARENTS/GUARDIANS WITH HOMEWORK AND ASSIGNMENTS
Since this work is finished at home, parents/guardians do have the responsibility for the
success of their child in this regard and for the profit to be derived from serious study. The
child’s attitude toward homework, assignments, and projects is likely to reflect that of their
parent/guardian. Parents/Guardians should only help, NOT DO the child’s homework. It is
important for the teacher to know if a child is having difficulty. Homework is a form of
assessment. Homework should not be given the same priority as extra-curricular activities.
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Some recommendations for an effective period of home study are:
● REVIEW YOUR STUDENT’S GRADES WEEKLY ON GRADELINK
● Set a definite and appropriate time to work
● Find a quiet, well-lit place to work that insures freedom from distraction
● Give encouragement and approval for work well done
● Periodically check with their teacher for updates and study information
● Nurture a positive attitude for good study habits
● Encourage recreational reading, and talk about what the child is reading
● Limit the amount of time spent watching television, video games, or on the Internet
● Establish regular mealtimes and bedtimes
If parents/guardians have questions or concerns about the homework, they are asked to
contact the teacher.

GRADES AND GRADING
St. Andrew Catholic School is responsible to evaluate the progress of each student through
a continuum of skills or the sequence adopted by the school in each area of curriculum. A
variety of techniques and assessments are utilized for student placement as well as for
demonstration of mastery of material or level of achievement. Any decision concerning,
placement, acceleration, retention or academic referral of a student will be done based on a
data collected through evaluation and grading instructions AND in consultation with the
student’s parents/guardians and their teacher(s).
The Archdiocesan grading scale is as follows:
Grades PK and TK
Standards Based Report Card
Grades Kindergarten to 2
● O – Outstanding (90-100)
● G – Good (80-89)
● S – Satisfactory (70-79)
● NI – Needs Improvement (69 and Below)
Grades 3 to 8
● A = 93-100% (4.0)
● B+ = 90-92% (3.3)
● B = 87-89% (3.0)
● B- = 85-86% (2.7)
● C+ = 80-84% (2.3)

●
●
●
●

C = 75-79% (2.0)
C- = 70-74% (1.7)
D = 65-69% (1.0)
F = 64% and Below (0.0)
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High Honors - 3.75 to 4.0
Honors - 3.5 to 3.74
The school issues either a progress report or quarter report card approximately every 25
(twenty-five) days. These grade reports indicate grades and comments on conduct and
academic performance. Attendance records are also included on report cards. Progress
report cards are issued at the midpoint of every quarter. Report cards are issued at the end
of every quarter. Low grades on the progress report cards are indicators that a student
needs academic help from both their teacher(s) and their parents/guardians. Quarterly
grades are not an average. The final year-end grade is cumulative. Only the final year-end
grades appear on the student’s transcripts.
Students will be given the progress and report cards and are responsible for bring them
home. The report cards are important sources of information for parents/guardians
concerning the progress of their child(ren) at school. Parents/Guardians should read the
report cards carefully and discuss it with their student(s). If there is not a steady pattern of
growth, the parents/guardians should be aware of the reasons why the child is not
progressing. If a child has failing averages, the child may be either retained in the same
grade level or promoted on condition of extra school and placed on academic probation.
Gradelink
St. Andrew Catholic School uses Gradelink, an online grading-reporting system. Parents
may monitor the progress of their student’s grades, assignments, and attendance.
Parents/Guardians and students have access to grades with the use of a personal
password. Access codes will be distributed to parents at the beginning of the year.
For questions about individual grades, contact the teacher directly through their faculty
email address or leave a message at the office. For each faculty member, their email
address is the first initial of the teacher’s name, followed by their last name: first initial
lastname@saspasadena.com.

PARENT TEACHER CONFERENCES
Parents/Guardians are given the opportunity to meet briefly with their child’s teacher after
the first quarter report cards are issued. The date for this conferences is listed in the
school calendar. Parents are encouraged to contact the teachers directly by email or by
leaving a message in the office to request additional appointments as necessary. Teachers
remain on campus until 3:30 pm for such purposes. Appointments outside of school hours
must be at a time convenient to both parties.
Teachers are free to schedule conferences with parents/guardians as the need arises. The
parent/guardian as well as the teacher may request the Principal or Assistant Principal to
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be present during the conference. Making an appointment gives everyone involved time to
prepare for an effective meeting.
Classroom aides are never to be consulted regarding student performance or classroom
issues.

ACADEMIC PROBATION
A student may be placed on Academic Probation if it is determined that the combination of
grades achieved by the student in any quarter warrants such an action. For example, any
student who receives three F’s in a single quarter will be placed on probation. A student
will be placed on academic probation when grades are consistently low due to lack of
effort, inattentiveness, incomplete/missing assignments, or excessive absences. In each
case, a contract will be written enacting such terms as will best motivate the individual
student to improve. Among the terms will be the successful completion of all courses and
mandatory enrollment at summer school. Other terms may include exclusion from
extra-curricular activities and athletics. The Principal, in consultation with their teacher,
will write the contact for improvement. Parents/Guardians and student must agree to the
contract, or the student may not be invited back for the following year.

COUNSELING POLICY
The mission and purpose of the school is education. Schools do not assume the
responsibilities proper to the family and to society. Schools may not assume the
responsibility for psychological counseling or therapy because they are not qualified or
licensed to provide such counseling or therapy.
Schools may engage in the following activities in addition to providing classroom
instruction:
● Provide advice regarding academic subjects and student progress in school;
● Give limited guidance to students who present with non-academic personal issues
or situations;
● Provide referrals to marriage and family counselors, child psychologists, licensed
academic psychologists, psychiatrists and similar professional for diagnosis and
treatment. If the school provides referrals to parents, the list must include at least
three names of qualified persons or entities;
● Retain, where necessary, appropriate professionals to provide educational testing
that is needed for assessment of a student’s academic ability, learning patterns,
achievement motivation, and personality factors directly related to academic
learning problems, or psychological counseling services for the school. Prior to
entering into such a contractual relationship, the Principal will ensure that the
person is credentialed, licensed or otherwise properly qualified. The school may
refer a student for specific or additional testing, as appropriate, generally at the
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parent or guardian’s expense.
● Provide high school counseling, including providing information to parents and
students about high school application procedures, entrance exam tests,
scholarships and financial aid. Schools may also provide high schools brochures and
information sessions.
● In cases of actual or suspected child abuse or neglect or abuse of vulnerable adults,
the Archdiocesan Victims’ Assistance Ministry is available as a resource. The
Victims’ Assistance Ministry provides outreach and guidance to those suffering from
abuse; sponsors a faith-based trauma recovery program; and assists in informing
parish, school, archdiocesan and governmental authorities of the allegations of
abuse or neglect. Referral to the Victim’s Assistance Ministry is not a substitute for
mandated reporting of suspected abuse. Such a report must be made in accordance
with Archdiocesan policy.

HONOR ROLL (STUDENTS IN GRADES 3-8 ONLY)

Students earning a GPA of 4.0 to 3.51 will be eligible for High Honors. Students earning a
GPA of 3.50 to 3.0 will be eligible for Honors. Only students with citizenship grades of O
and G in all classes are eligible to receive Honors. Students will be recognized after every
grading period.

STAR RENAISSANCE
St. Andrew Catholic School will administer the STAR Renaissance Benchmark Assessments
four times a year as determined by Department of Catholic Schools. Test dates are
published in the school calendar. Unnecessary absences should be avoided during the
testing time. Results are entered into the student’s permanent record and a part of the
official transcripts.

FIELD TRIPS
Field trips are privileges afforded to students; no student has an absolute right to a field
trip. Students can be denied participation if they fail to meet financial and/or academic
and/or behavioral requirements. All purely recreational trips shall be held outside regular
school hours except the 8th grade graduation field trip.
The curriculum may incorporate excursions and field trips. They must be educational in
nature and related to the curriculum and content of the class. The school has established
definite guidelines and systematic procedures for such trips. Permission, in writing, must
be obtained from a parent or guardian before a student can participate. The school
reserves the right to prohibit a student from attending a field trip for academic, attendance,
disciplinary or financial reasons.
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Standard Permission Form
The Archdiocesan Field Trip Permission Form must be signed and returned to the school at
least three (3) days before the field trip. No student shall be allowed on a field trip without
a SIGNED parent permission slip, which releases the school from liability, has been
returned to the school. A separate permission slip must be obtained for every field trip.
NO permission can be taken over the phone. Requests for parent/guardian permission
shall be accompanied by full details of the field trip.
The Principal shall establish school procedure for verification of attendance and clearance
of students prior to departure on a field trip. A roster of participating students shall be
given to the Principal at least one week before the date of the field trip.
The supervising teacher shall carry a roster of participants including names, addresses, and
emergency telephone numbers of all students.

PARTICIPATION IN GRADUATION CEREMONY REQUIREMENTS
The following information explains the policies regarding graduation from St. Andrew
Catholic School:
1. Participation in the graduation exercises is a privilege which a student earns as a
result of:
a. Passing all the required classes for graduation
b. Satisfying all financial obligations, including tuition, fees, service hours,
family pledge, and fines
c. Returning all textbooks, equipment and library books
d. Maintaining a satisfactory citizenship record
e. Meeting behavioral expectations in regard to conduct.
2. The 8th grade fee is non-refundable. This fee covers most, but not all of the
expenses associated with 8th grade and graduation activities
3. An 8th grader will NOT be allowed to participate in the graduation ceremony (walk)
if the student:
a. Receives a failing grade in any subject on the final report card
b. Fails to meet the other requirements specified above.
c. Has an outstanding balance on their SMART tuition account.
4. Students who do not participate in the Graduation ceremony for any of the reasons
above will receive a diploma only after those requirements have been satisfied.

EXTRA-CURRICULAR ACTIVITIES
Where feasible, a variety of extra-curricular activities suitable to the age and needs of the
students shall be offered. All school-sponsored activities must have the approval of the
Principal. Such activities, under the supervision of the teacher, ordinarily are to be
scheduled at other than class time; however, they may be built into the class schedule when
the activity is integral or complementary to the instruction and curriculum. Service
45
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

activities in the school, parish, and community shall be encouraged. Nevertheless, care
should be exercised to prevent excessive demands that would interfere with a student’s
academic progress.
The school sponsors a number of extra-curricular activities that provide students with
wholesome ways to spend their leisure time. The primary goal of the extra-curricular
programs is to foster community and nurture healthy, spiritual relationships among and
within the student body and parent group.

ELIGIBILITY FOR SPORTS/ACTIVITIES
St. Andrew Catholic School Athletic Program is dedicated to building physical and moral
character of the students. Students are encouraged to be involved in all sports offered by
the school since it helps them develop physical skills, mental discipline, sportsmanship, and
leadership.
All students must be academically eligible to participate.
While we encourage all students to be involved in our athletic program, we do require that
each student put effort in the classroom and homework assignments. The teachers will
evaluate this regularly. Parents/Guardians/Students must take appropriate steps to
ensure continual progress in daily assignments, projects, and tests.
Students who join the athletic program are required to attend practice on the days
scheduled, put forth 100% effort at each practice, and attend all games unless a written
note from the parent/guardian has excused him/her for valid reasons.
St. Andrew Catholic School is committed to providing everyone a fair chance to participate.
The decision of the coach, especially with regards to the amount of playing time an athlete
plays during a competition, is final. Ordinarily, the Principal will not intervene in these
decisions.
Fees
A fee will be charged to each student participating in sports. This fee is payable at the time
the student is registered for the sport and is non-refundable once practice begins. The
participation fee for each season will be determined at the beginning of the school year.
It is the responsibility of the student to return the uniform in the same condition as it was
issued. If the uniform is damaged or not returned, the parents/guardians will be billed to
replace the damaged or lost item.
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Before a student make a personal decision to officially withdraw from a sports team he/she
must have the written permission of his/her parents.
Student Expectations
In order for students to participate in an extra-curricular activity they must maintain a ‘C’
(2.0) grade average. If at progress report time, midway through the academic quarter, a
student has an overall academic average below ‘C’ (2.0) or an ‘F’ in any subject, he/she will
be placed on probation. During this two-week academic probation period the student will
not be allowed to participate in extracurricular activities. The student’s parents, coach, and
teacher will receive written notification of the student’s probation status.
If at the end of the quarter a student has an overall academic average below ‘C’ (2.0) or has
a ‘F’ in any subject, he/she will be dismissed from the extra-curricular activity for the
duration of the season/term of office. Continued misbehavior may result in a child being
denied the privilege to play in a game or may result in being removed from the team.
All school rules shall apply to after school sports.
Parent/Guardian Participation
Parents are required to give their child/children permission to participate in the sports
program. At the time of registration, parents must complete the Emergency Information
Sheet and the Parental Consent Form.
Parents/Guardians are expected to promptly pick up their student from practices.
Students not picked up will be sent to the After School Extended Care Program and will
incur the usual charges.
All games are conducted after school on weekdays and on a Saturday or Sunday. It is each
parent’s responsibility to get their students to games on time.
Students must be in school in order to participate in a sport/activity on a given day. If the
activity is on the weekend, the student must have been present in school on Friday.
Parents/Guardians are highly encouraged to attend the games and support their children.
They are expected to be supportive of coaches and administration of the school athletic
program. Parent/Guardian support and enthusiasm is encouraged. However, parents are
earnestly asked to remain as spectators during the games. If you disagree with a coach or
official, please make arrangements to meet with the coach on an individual basis to discuss
your concern.
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D.

FINANCIAL INFORMATION

The Finance Committee of the School Board meets bi-monthly and studies the budget and
financial situation. Each year in the spring, the Finance Committee and the Principal
prepare the annual budget and submit this to the School Board, which then recommends its
approval by the pastor. Once approved the budget is submitted to the Department of
Catholic Schools.
The annual tuition raises most of the necessary funds to operate our school. The additional
funds are raised through fundraising activities and projects, gifts, and grants and donations.
Each year we receive generous gifts to our scholarship fund from parishioners and friends
of St. Andrew Catholic School. We have an endowment fund that helps to support our
scholarship program.

TUITION AND FEES
Tuition costs are set yearly. Due to contractual commitments to our teachers and staff as
well as other annual expenses, families are required to satisfy their tuition payment.
Recognizing that payment of school tuition is a requirement of each family and that the
need to maintain a continuous and consistent cash flow is essential to the well-managed
school, our school follows the following policy regarding tuition payment:
Tuition is based on annual rates and has been divided into monthly payments for the
convenience of the family. School tuition payments are paid in eleven month increments
from July through May. Tuition is due on or before the fifteenth or thirtieth day of every
month.
St. Andrew Catholic School has partnered with SMART Tuition to service your child’s
tuition account and all families, with the exception of I-20 students, are required to enroll
for an account. All billing will go through this account including all fundraising and fees.
Please note that tuition amounts, tuition aid, scholarships and all other tuition related
decisions are made solely by the school. SMART Tuition's parent help center is available to
assist you with questions about your account, 24 hours a day, 365 days a year, at
1-888-868-8828.
St. Andrew Catholic School depends on tuition in order to meet payroll expenses and other
financial obligations as a business entity. It is expected that each family will pay on time
and fulfill all obligations to the school so that the school can remain in operation without
debt and meet its primary goal as an educational institution. As a safeguard, these policies
will be strictly enforced.
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Registration
Re-registration
The pastor and the Principal determine the specific method of selecting students for
re-registration. Children will be considered for re-registration if:
1. The family has met its financial obligations as outlined in the FAMILY AGREEMENT
and the PARENT STUDENT HANDBOOK and FINANCIAL OBLIGATIONS.
2. The family has demonstrated their support and cooperation with school policies.
3. The family has maintained mutual and cordial relations between the home and
school which benefits the learning of the child
Re-registration Fee
Payment of the $450 per child non-refundable annual re-registration fee is required by
specified deadlines to reserve the student’s desk for the next school year and will be
collected via the SMART Tuition program beginning in February
● If payment cannot be paid in full, the parent/guardian must contact the school to
make alternate payment arrangements.
● When necessary the Principal and family may arrange a special payment plan
● Those families who do not pay fee by the specified date may lose their child’s place
in the classroom
● If your child(ren) are not returning to St. Andrew Catholic School for the next school
year, it is the parent’s responsibility to notify the office in writing by January 15 of
the current school year.
● Families that opt of the pre-billing in February for re-registration will be billed $500
per child when they re-register.
New Student Registration
There is a $500 non-refundable fee due at the time of acceptance for all new St. Andrew
School students. There is also a $75 non-refundable application fee due when the student
is scheduled for their assessment.
The registration process is complete when the school has received:
a. The completed application along with the student application and registration fees.
b. Emergency information forms that are completed in full.
c. Applications for parish assistance, and scholarship applications.
d. Records: Baptismal and birth certificates, immunization, health records and
transcripts from any previous school.

OTHER FEES
Beyond registration and tuition, there are additional fees charged:
a. Eighth Grade Fee which covers cost of graduation and other 8th grade expenses.
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b.
c.
d.
e.
f.

Field Trips- Prices vary due to field trip destination and costs
Sacramental Prep Fee
Academic Team Fee
Athletic Team fees
For other specific fees please see the tuition contract.

DELINQUENT TUITION FROM PREVIOUS SCHOOL YEARS
Any unpaid tuition from previous school years will prevent re-enrollment in St. Andrew
Catholic School. Under this criteria a parent must pay all previous outstanding fees prior to
enrollment.

REFUNDS
All fees, including registration, are non-refundable and tuition is prorated by quarter. After
a quarter begins, one fourth of the annual tuition for that quarter is owed. Any amount paid
over this amount will be refunded if a student is asked to withdraw for any reason or if a
student is voluntarily withdrawn. A letter is required from the parent/guardian when a
child is being removed, voluntarily, from the school. Refunds will be based on either the
actual date the letter is received in the office or the last day of attendance, whichever date
is later.
This policy does not apply to I-20 students. Please refer to the International Student
Contract for I-20 refunds.

TUITION POLICIES
a. The Principal with the consultation of the Pastor is responsible for setting the
non-refundable registration fees as well as tuition rates.
b. All tuition contractual obligations for the prior year must be paid in full to insure a
student's registration for the following school year. Tuition contractual obligations
for eighth graders must be paid before graduation. All report cards, progress report
cards, and school records, including eighth grade diplomas, may be withheld until all
fees are current. If special arrangements are necessary, please, contact the Principal.
Tuition is due on or before the fifteenth or thirtieth day of every month. Should a
situation arise that a payment will be late; the parent is responsible to notify the Business
Office as soon as possible. In the event that a family fails to pay tuition on time, the
Principal will initiate the following procedures:
1. If at the end of thirty (30) days the tuition account is not current, the parent will be
notified by the Principal of the past due amount. SMART Tuition will continue to add
monthly $50.00 late fees until the account is current.
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2. If at the end of sixty (60) days the past due condition continues to exist, the parent
will be notified in writing and a telephone call by the Principal that the account must
be brought current.
3. If at the end of ninety (90) days the account has not been brought current, St.
Andrew Catholic School reserves the right to suspend a student for a period of up to
five school days. During the course of this suspension period, it is the responsibility
of the parent(s) or guardian(s) to contact St. Andrew Catholic School and settle the
debt. This suspension may occur over the final exam period at the end of the school
year. Completion of final exams are required to receive credit. The student will be
withdrawn if financial obligations have not been met at the end of the five-day
suspension period.
The school has the further right to refuse re-enrollment for the following school year until
financial commitments have been met. Re-enrollment in the current year or enrollment for
the following year will not be accepted until tuition and fees are paid in full. The School
may withhold all report cards, progress report cards, and school records, including eighth
grade diplomas until all financial obligations are met. Students may be denied the privilege
of participating school sponsored academic, athletic, and social events. Additionally,
families who have past due tuition may not be eligible for tuition assistance.
St. Andrew Catholic School will consider requests for exceptions to this rule on an
individual basis only for extraordinary circumstances. The School Board Finance
Committee may aid in the arbitration of cases upon request for exception.
Families that are experiencing financial difficulties should contact the Principal
immediately.
Our tuition goals are:
a. To try our best to make Catholic School education affordable to all who truly desire
and value it for their children.
b. To foster a trusting, community relationship between the parish, the school and the
Catholic family.
c. To generate funds so the school has a solid financial base that can more effectively
improve programs and services.

FINANCIAL TUITION ASSISTANCE
Catholic Education Foundation (CEF)
The Catholic Education Foundation provides tuition awards of $1,000 per student to
families who meet established financial guidelines. Any current or prospective family
seeking financial aid must complete an application and provide proof of income (end of
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year check stub, W2’s and completed tax return for the current year). Applications are
available in the office and the due date for submission is marked on the school calendar.
The Principal will forward all applications to the Archdiocese. The school will be notified of
awardees.
Families who apply for Catholic Education Foundation and who are “wait listed” or
“denied” an award through the CEF will roll over to the St. Andrew Catholic School financial
aid pool of applicants.
St. Andrew Catholic School Scholarship Fund
Limited tuition assistance is available thanks to the generosity of many good parishioners
and friends of St. Andrew Catholic School. Any current school family may request financial
assistance from the school, but they must first apply with the Catholic Education
Foundation. Once a family has submitted the application, a school family may also request
financial aid directly from St. Andrew. The confidential form is processed by the school
administration and awardees are based on financial need only. Each new school year, the
applicant must reapply for the Catholic Education Foundation tuition assistance and the St.
Andrew Catholic School Scholarship Fund. The Principal and the Pastor will handle any
special circumstances confidentially.
The Principal, in consultation with the Pastor, determines that amount of tuition assistance.
Families who belong to St. Andrew Parish receive first consideration for assistance.
Emergency Financial Aid
Life status changes do occur and St. Andrew Catholic School tries to respond to the call. If a
current school family has experienced a life status change, the family may submit in writing
an emergency scholarship request. If any funds are available, the Principal will work with
the Pastor to assess the need and respond accordingly.

PARENT VOLUNTEER REQUIREMENT
Parents/guardians are the primary educators of their children and have freely chosen St.
Andrew Catholic School as their educational institution with full knowledge that tuition
and fundraising are the sole means of support. Therefore, we expect each family to become
involved in their child’s education by giving of their time to support the continuation of St.
Andrew Catholic School.
All volunteers are required by the Archdiocese to sign the mandatory Child Abuse Form. All
volunteers must have fingerprint clearance and become certified in Safeguard the Children
Virtus program.
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Volunteers may directly assist teachers in their work with students, or assist in
extracurricular activities, office work, and lunch and playground management. The
Principal has the right to screen and select volunteers. Each volunteer shall be under the
direct supervision of a specified member of the school staff. Every volunteer serving as an
aide shall be required initially to present verification of a negative tuberculosis test.
Upon entering the school campus, all volunteers are required to sign in at the school office
and obtain a volunteer badge that is to be worn throughout the visit. Volunteers must sign
out in the office and return the badge at the end of their visit.

PARENT SERVICE HOURS REQUIREMENT
Providing the very best Christian education for our children is an expensive venture. Since
service hours are part of our tuition structure, these hours must be served working in
direct support of St. Andrew Catholic School. The objective of service hours is to create a
community spirit in the school while providing valuable service thereby indirectly
providing financial assistance and generous support.
Each family must render total of 25 hours of service to the school. For those receiving
financial assistance (St. Andrew Catholic School and/or Catholic Education Foundation), an
additional 15 hours is required for a total of 40 hours. These hours must be completed in
the following categories: 5 hours for Springfest, 5 hours for the Annual Major Gala and
fifteen (thirty if on financial aid) for other school approved activities. Single-parent
families are obligated to fulfill the required hours. Additional hours are not required for
multiple student families. Only activities approved by the school qualify for service-hour
credit. Service hours must be completed by May 31.
Eighth grade families must complete their hours or pay for unworked hours in order for
eighth graders to participate in graduation activities.
Only family members may complete service hours for credit. The office must clear
exceptions. Students are not eligible to earn credits to fulfill a service hour requirement.
To receive credit for any activity, it is the responsibility of the volunteer to have those
hours verified by the school. It is the responsibility of each family to keep track of
completed hours. Hours can be checked with the office. Any discrepancies are to be
submitted in writing to the school.
Service hours are part of our tuition structure, if the hours are not fulfilled, those hours will
be billed to your Smart Tuition account. More importantly, failure to fulfill the service
hours jeopardizes your family’s opportunity for continued or renewed parish scholarship
and/or financial aid. If hours at the Springfest and the Annual Major Gala are not
completed, families will be billed at $30 per hour in April. Any additional hours worked
may be applied towards the service obligation. It is the parent's responsibility to schedule
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hours and complete their Springfest and Annual Major Gala obligation. If regular service
hours are not completed, they will be billed at $20 per hour in May. Regular hours worked
in May will credit back to your account.
After June 1, all parent participation hours will be credited for the next academic year.

FAMILY ANNUAL GIVING AND FUNDRAISING PROGRAM
The tuition paid by school families does not cover the actual cost of the education received
by each child who attends St. Andrew Catholic School. Since tuition comprises most of the
funds necessary to operate our school, we rely heavily on a variety of fundraising activities
to raise the money needed to meet the difference between tuition collected and the real
cost of a Catholic education at our school. All families are expected to participate in all
mandatory school fundraising events and activities outlined in this section. All families are
invited and encouraged to participate in all other community building and fundraising
programs events listed.
A significant or large increase in tuition would exclude many families from choosing a
Catholic education. Your participation in these programs helps keep tuition at an
affordable rate for all. All monetary contributions are a tax-deductible credit on your
income tax. Please ask your extended family, friends, neighbors and co-workers to join in
our fundraising efforts.

MANDATORY FUNDRAISING RESPONSIBILITIES
Scrip Gift Cards and Certificates. Families must have an annual combined rebate amount
of $150. In the event that the minimum scrip rebate is not met, you will be billed the
remaining amount at the end of the year. For example, if your family achieves $100 of the
rebate amount, your family will be charged $50 at the end of the school year.
See’s Candy Sale in the fall. Buy or sell a total of $150. If this requirement is not met, a
$50 charge will be added to the December SMART Tuition billing cycle.
Fun and Fitness Event. Our annual Fun and Fitness event helps raise awareness for
physical fitness while it helps raise money for your school. Each student is responsible to
secure a minimum $50 in sponsorship for this event. If the sponsorship contributions are
not submitted to the office, the $50 fee will be added to the next available SMART Tuition
billing cycle.
Annual Major Gala. Our annual dinner and auction has become a cornerstone to our
school fundraising program. Families will be charged for two dinner tickets in their
October billing cycle. Each family is also required to sell $100 worth of raffle tickets and
each student will be billed $10 to go towards a class basket.
54
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

Parent Association Fee. Each family will be charged a $25 fee that will go towards our
Parent Association.
Annual Giving Campaign. Each family is required to donate a minimum of $200 to our
Annual Giving Campaign.

COMMUNITY BUILDING AND OTHER FUNDRAISING OPPORTUNITIES
Parents and community members gather at various events with the goal of building
community and providing information about St. Andrew Catholic School. Families are
invited, encouraged and expected to participate in and support our development efforts
and fundraising programs. Significant money is raised by these projects that help us meet
the annual operational costs which tuition does not cover. In order to be successful, these
programs require your ongoing participation.
Refer to the school calendar and information about events and fundraisers that are held
throughout the year: Scholastic Book Fair, Family Dinner Nights, Parent Child events,
Pancake Breakfasts, and various Parent Association movie and dinner nights.

E.

DISCIPLINE

GENERAL POLICIES
St. Andrew Catholic School’s discipline embraces a commitment to the Gospel values and
the goals expressed in our philosophy. We attempt, through our discipline program, to
promote genuine growth of the student, increase the student’s respect for duly constituted
authority, foster the development of Gospel values within the individual and provide a
community atmosphere conducive to learning.
A student at St. Andrew Catholic School is a student at all times. A student who engages in
conduct that is detrimental to the reputation of the school, whether it happens inside or
outside the school campus, that student may be disciplined by the school administration.
The administration of St. Andrew Catholic School reserves the right to discipline its
students for off-campus behavior that is not in line with behavior expectations of its
students.
At times the school may judge that a student can no longer remain at St. Andrew Catholic
School because the presence of the student is not a positive force contributing to the good
of the student or the good of the school. This decision would be made only after fair and
impartial procedures have been followed. In the process of helping the student grow to
maturity, the student may be asked to participate in counseling, do work for the school
community, or enter a period of evaluation. Through this process, we hope to reach our
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underlying goals of helping student to master the internal forces of their personalities and
encouraging self-direction so that they will become responsible and accountable members
of the school community.
Discipline in the Catholic school is an aspect of moral guidance and not a form of
punishment. The purpose of discipline is to provide a school climate conducive to learning
and one that promotes character development.
Discipline is maintained in a classroom or school when students work cooperatively with
the Principal, the teachers, and their classmates towards the attainment of the class and
school objectives. However, it should be noted that the legitimate interest of the school
extends beyond the school day and beyond the school hours.

MAINTENANCE OF EFFECTIVE DISCIPLINE
Effective discipline is maintained when there is:
● Reasonable quiet and order in the building
● Positive correction of behavior
● Constant encouragement of acceptable classroom conduct
● Firm but fair treatment of difficult students
● Consistent follow through

DISAPPROVED DISCIPLINARY MEASURES
The following disciplinary measures are forbidden:
● All corporal punishment, including shaking and slapping is unacceptable
● Language that is sarcastic or calculated to bring ridicule on the student, his or her
parents, or background
● Using religious exercises or important class assignments as punitive measures
● Bizarre and unusual punishments
● Withholding or altering rightfully earned academic grades
● Any disciplinary action that isolates a student without proper supervision

GENERAL GUIDELINES
To guarantee a good social and educational climate, it is important that students
understand that acceptable standards of behavior will be demanded at all times.
Acceptable standards of behavior include the use of the designated school uniform and
appropriate dress on campus and at all school events and activities.
Discipline will be administered when any individual’s actions interfere with the right of
teachers to teach and students to learn. Students are reminded that any teacher, teacher’s
aide, or other adult in charge has the right to correct individuals displaying unacceptable
behavior. Teachers are responsible for establishing and maintaining discipline procedures
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that encourage positive behavior and respect for one another. Teachers must communicate
to students appropriate behavior that is needed to maintain an effective teaching/learning
environment. Students demonstrating inappropriate behavior will be choosing
predetermined consequences appropriate to grade level.

UNIFORM AND GROOMING CODE
St. Andrew Catholic School has a uniform dress code for both boys and girls. Our students
are required to report to campus in their school uniform and appropriate dress code.
Administration, faculty and staff will determine if the students are appropriately dressed
and groomed according to school policy and reserve the right to request any student to
change.
A student out of uniform will not be allowed to attend class until their clothing
complies with the school’s uniform dress code. Situations when a student does not
abide by the dress code will result in a phone call to parents to either bring appropriate
attire or be sent home.
Flagrant and habitual violations of the school’s uniform dress code will result in additional
consequences up to possible suspension.
Parents are expected to monitor their children's clothing according to the dress code
guidelines.
St. Andrew Catholic School uniforms must be purchased from CKW in Temple City.
Uniforms and most uniform items can be purchased throughout the school year by visiting
their website: www.ckwuniforms.com
All students are expected to have clean and neatly cut hair that does not cover the eyes.
Haircuts should not interfere with any student’s learning. Boys’ hair must be shorter than
the collar of the uniform shirt. All students must wear their natural hair color; no
streaking, dying, frosting, etc. will be accepted.
Make-up and colored nail polish are not allowed, nails should be kept short, no tips,
acrylics, gels etc.
JEWELRY:
Girls: Small post earrings, watches and jewelry for medical and/or religious reasons will be
allowed. Dangling earrings below the ear lobe are not allowed. Gaudy and distracting
jewelry is not acceptable for school wear. No body piercing is allowed (other than ears)
Boys: Watches and jewelry for medical and/or religious reasons will be allowed. No
earrings are to be worn. No body piercing is allowed.
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The following is the dress code/uniform for the school year:

BOYS UNIFORM
REGULAR SCHOOL DAY
●
●
●
●
●

Khaki Pants and/or Shorts
Navy blue polo shirt with embroidered St. Andrew Catholic School Logo
Black belt for grades 4-8 only (no rhinestones, studs, etc.)
Socks must be white or navy and must cover the ankles
Shoes: Navy blue or black athletic or leather shoes in good condition (black shoes
with white accents are allowed.
● Navy blue Sweatshirt and/or Fleece Jacket, and/or zip up with embroidered St.
Andrew Catholic School logo
● Rain Jackets with embroidered St. Andrew Catholic School logo

SCHOOL MASS DAY
●
●
●
●

Khaki Pants (No shorts)
White button-down Shirt
Black Belt
Shoes: black or Navy blue athletic or leather shoes in good condition(black shoes
with white accents are allowed.
● Blue and Gold regimental tie
● Navy pullover sweater or cardigan with St. Andrew Catholic School embroidered
logo (grades K-4)
● Navy blue blazer with embroidered St. Andrew Catholic School logo (grades 5-8)
only

ALL UNIFORM POLO SHIRTS MUST BE TUCKED IN AT ALL TIMES
This will be enforced for grades 3rd -8th
PE UNIFORM (K to 8th Grade ONLY)
●
●
●
●
●
●

School LOGO Grey colored T-Shirt
School LOGO Blue Shorts
School LOGO Navy Warm-up pant
Shoes: Navy blue/black athletic (black shoes with white accents are allowed.
Socks must white or navy and must cover the ankles
School LOGO Navy blue sweatshirt
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PE uniforms are only worn on the day of PE class

GIRLS UNIFORM
REGULAR SCHOOL DAY (PRE-KINDERGARTEN TO 4TH GRADE)
●
●
●
●
●

Plaid Jumper
Plaid Pleated Skort
Yellow polo shirt with embroidered St. Andrew Catholic School Logo
White/navy knee socks or socks that cover the ankles
Shoes: Navy blue or black athletic or leather shoes or blue saddle shoes are
allowed(black shoes with white accents are allowed)
● Navy blue Sweatshirt and/or Fleece Jacket, and/or zip up and/or cardigan/pullover
with embroidered St. Andrew Catholic School logo
● Rain Jackets with embroidered St. Andrew Catholic School logo

REGULAR SCHOOL DAY (GRADES 5TH TO 8TH)
●
●
●
●

Plaid Box Pleat Skirt
Yellow polo shirt with embroidered St. Andrew Catholic School Logo
White Knee Socks or socks that cover the ankles
Shoes: Navy blue or black athletic or leather shoes or blue saddle shoes are
allowed(black shoes with white accents are allowed.)
● Navy blue Sweatshirt and/or Fleece Jacket, and/or zip up and/or cardigan/pullover
with embroidered St. Andrew Catholic School logo
● Rain Jackets with embroidered St. Andrew Catholic School logo

SCHOOL MASS DAY (1st to 4th Grade ONLY )
●
●
●
●
●

Plaid Jumper
Plaid Pleated Skort
Peter Pan White blouse with navy piping
White/navy knee socks or socks that cover the ankles
Shoes: Navy blue or black athletic or leather shoes or blue saddle shoes are
allowed(black shoes with white accents are allowed.
● Tie from CKW
● Navy blue cardigan with embroidered St. Andrew Catholic School logo

SCHOOL MASS DAY (5th
 to 8th Grade ONLY )
● Plaid Box Pleat Skirt
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● White Oxford shirt
● White/navy knee socks or socks that cover the ankles
● Shoes: Navy blue or black athletic or leather shoes or blue saddle shoes are
allowed(black shoes with white accents are allowed.)
● Tie from CKW
● Navy blue blazer with embroidered St. Andrew Catholic School logo

ALL UNIFORM POLO SHIRTS MUST BE TUCKED IN AT ALL TIMES
PE UNIFORM (K to 8th Grade ONLY)
●
●
●
●
●

School LOGO Grey colored T-Shirt
School LOGO Blue Shorts
Shoes: Navy blue or black athletic (black shoes with white accents are allowed.)
Socks must be white and must cover the ankles
Navy blue sweatshirt with School LOGO

PE uniforms are only worn on the day of PE class
COLD DAYS
● Navy blue Sweatshirt and/or Fleece Jacket, and/or zip up and/or cardigan/pullover
with embroidered St. Andrew Catholic School logo
● Rain Jackets with embroidered St. Andrew Catholic School logo
● Girls may wear solid white or navy tights only. Leggings are not tights and may
not be worn.
● White or navy long sleeved shirts or turtlenecks may be worn under the uniform
shirt.
● Undershirts may be worn under the uniform; however they must be white. No
colored or decorated shirts may be worn under the uniform. 
*Uniforms should be kept neat looking and clean. Sweaters, shoes, jackets, hats, and/or
other articles of clothing that are not part of the uniform dress code SHOULD NOT be worn
with the St. Andrew Catholic School Uniform. We strongly recommended that all uniform
items be marked on the tag with the name of the student. CKW offers embroidery of first
initial and last name for an additional charge.

FREE DRESS
“Free Dress” (a non-uniform dress day) is a privilege given by the Principal for a specific
reason. A student may choose to wear the school uniform on a “free dress” day. The
privilege of free dress can be denied to a student as a consequence for a discipline or
academic concern or problem. Each student may wear “free dress” on his or her birthday
celebration day.
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On a “free dress” day, children wear appropriate school clothing that they already own.
There is no need to go out and buy new clothes just because it is a “free dress” day.
Appropriate clothing/grooming means: dresses, skirts, slacks, shirts with sleeves, walking
shorts, blue jeans which are clean, in good condition and will not distract any student from
school work. Modesty is the rule. No underwear may hang out from the clothing.
Not allowed: tank tops, strapless tops, short shorts (no shorter than mid-thigh), no form
fitting pants: leggings/jeggings/close fitted knit pants (can only be worn with tops which
meet the three inches dress rule.) shirts with words and/or picture which are contrary to
Catholic teachings and values. Any student who does not comply with “free dress”
guidelines will be considered out of uniform.
DENIM BLUE JEAN POLICY:
The blue jeans cannot have any holes or tears and must be navy in color. Skinny jeans or
pants/jeans with elastic at the bottom or waist will also not be allowed.
If a student breaks the dress code by disregarding any section of the above policy, the
student may be restricted from non-uniform/spirit dress as decided by the Principal and
Assistant Principal of Student Services.

DISCIPLINE PLAN
We know that students and parents who are clear about expectations and rewarded for
developing good behavior habits are better prepared to learn.
Our goal to provide a learning experience, which is of the highest quality and disruptive
behavior in any form, undermines this goal. The majority of our students are successful in
their studies and cause few problems. We certainly distinguish unacceptable behavior with
the ‘normal’ behavior of children who are exploring and challenging boundaries – as
parents and educators we have some of this to deal with and always will.
We believe that all of our students can behave appropriately in school. We will not allow
any student to prevent a teacher from teaching or to keep other students from learning. In
order to guarantee your child and all of our students with an environment conducive to
learning, the following school-wide Discipline Plan with the Archdiocesan Parent/Student
Handbook will be enforced.
This discipline plan enhances the already established teacher classroom rules for
productive and positive learning environment.
If a student chooses to disregard the rules, the following consequences will result:
1st infraction:
Verbal warning
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2nd infraction:
3rd infraction:

Moved from assigned seat but will remain in class
Assigned various duties during recess and/or lunch. Teacher will
contact parent.
4th infraction:
Referral to Principal with a parent and student conference
Severe infraction: Immediate referral to the Principal
The consequences will start daily.

MIDDLE SCHOOL BEHAVIOR POLICY
In an effort to uphold the Discipline Plan for St. Andrew School, the middle school teachers
have developed a policy specific to grades 6-8.
Student disruption of class as indicated in the Parent School Handbook will result in the
student’s name on the Board. If the behavior or other behaviors continue in that class, the
student will receive two verbal warnings. If the behavior continues to persist after the
verbal warnings, the student will receive a Detention Notice. Students will also receive
Detention Notices if they are tardy for class three times.
The teacher completes the Detention Notice form and enters the discipline action into the
student’s Gradelink account. The teacher issuing the detention will contact the parent
(either by email or telephone) before the student serves their detention.
A student will then serve their detention for one hour immediately after school in an
assigned classroom. Failure to serve detention when assigned will result in a call home
from an Administrator and the student will serve another detention.
Teachers may also issue Conduct Referrals. These may result from a student misbehaving
in class or receiving three detentions in one grading quarter. A meeting with the Principal
is scheduled with the student and possibly with their parents.
As Catholics, we believe that parents are the primary teachers of their children. Consistency
is key at school and at home. We want to create an environment within which learners
work hard, are responsible for their own learning and can be successful academically and
socially.
Good things happen when families and schools discuss problem behavior when it occurs
rather than just hoping that it will go away. Open communication between home and
school keeps the focus on what your child needs for success.
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Classroom Behavior
The following classroom behavior is to be observed by students:
1. Upon entering a room for class, students are expected to proceed to assigned places
and be seated
2. Students are not allowed to be in a classroom without the presence of a teacher
3. Articles on or near the teacher’s desk are not to be touched without permission and
are not to be used or read by the students without permission
4. Students are not permitted to use classroom or library without supervision
5. School furniture and equipment must be respected
6. Students are not permitted to write, pass, or read personal notes during class time
7. Teachers may have individual classroom rules depending on the needs of a
particular situation
8. Students are to bring to each class, the work materials needed to successfully
complete the assigned work
9. Students are not to loiter in corridors during break, lunch, before or after school.
10. The hallways are considered academic areas. Behavior in these academic areas
should be quiet and moderate. Food, drinks, phones, or music are restricted in these
areas
It is the responsibility of the teacher to:
1. Enforce the policies of the school in maintaining order
2. Practice preventive discipline through well-prepared classes
3. Set standards for classroom routine and behavior
4. Provide and maintain the best possible school environment for learning
5. Maintain classroom order for the pursuit of the course of study by each child
6. Deal with all minor disciplinary problems
7. Work closely with parents/guardians on individual student problems
8. Instruct students concerning their responsibilities and privileges
9. Correct students whose acts or behavior are not appropriate

POLICY FOR PERSONAL AND MATERIAL ITEMS ON CAMPUS
The administration and staff of St. Andrew Catholic School will not assume responsibility
for personal belongings or material items a student chooses to bring to school. Any item
that is not allowed, unless the classroom teacher, as part of an educational activity, makes a
special request, will be confiscated and a parent/guardian must come to the school office to
retrieve them.

DETENTIONS, SUSPENSIONS, AND EXPULSIONS
Detention
63
PREPARING STUDENTS FOR LIFE

Return to

table of
contents

● No student shall be required to remain in the classroom during the lunch break, or
during any recess. All students shall be required to leave the classrooms at recess
and lunchtime, unless it would occasion a danger to health
● Detention before or after school hours is considered an appropriate means of
discipline
● A student shall not be detained in school for disciplinary or other reasons for more
than one hour after the close of the school day
● Under no circumstances shall a student be detained at school without the
knowledge and consent of the parent or guardian who should also be informed of
the reason for detention and the exact time the period of detention will begin and
end
Suspension
● Any of the reasons listed for expulsion with mitigating circumstances are adequate
cause for suspension of a student
● No student shall be suspended from school for more than two consecutive weeks,
unless there is an ongoing police investigation of a possible crime, in which case the
student may be suspended during the entire investigation
● Notice of suspension must be given to the parents or guardians by telephone or in a
conference
● The Principal shall schedule a conference with the suspended student’s parents or
guardians to discuss matters pertinent to the suspension especially the means by
which the parents or guardians and the school can cooperatively encourage the
student to improve behavior. The suspended student may be present at the
conference
● In no case will a teacher on his or her own authority suspend a student
Expulsion
Reasons for Expulsion
Reasons for expulsion are, but are not limited to, the following offenses committed by
students:
● Actions gravely detrimental to the moral and spiritual welfare of other students
● Habitual profanity or vulgarity
● Assault, battery or any threat of force or violence directed toward any school
personnel or student
● Bullying, harassing or hazing school personnel or other students
● Open, persistent defiance of the authority of the teacher
● Continued willful disobedience
● Use, sale or possession of narcotics, drugs or any other controlled substance
● Use, sale, distribution, or possession of any alcoholic beverages on or near school
premises
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●
●
●
●
●
●
●
●
●
●
●

Smoking or having tobacco
Stealing
Forging signatures
Cheating or plagiarism
Willful cutting, defacing or otherwise injuring in any way property, real or personal
belonging to the school
Habitual truancy
Possession of harmful weapons (e.g., knives, guns, etc.) or materials that can be used
as weapons
Membership in, active involvement in, or affiliation with a gang or group
responsible for coercive or violent activity
Actions in or out of school which are detrimental to the school’s reputation
Violation of the Electronic Use policies and guidelines
Inappropriate conduct or behavior unbecoming a student in a Catholic school.

Procedure for Expulsion
Except in cases involving grave offenses, the following steps must be taken:
● A conference must be held with the parents or guardians, student, teacher, and
Principal present to advise the family that serious action is contemplated unless
there is immediate improvement in behavior. The Pastor is notified of the
conference, given an opportunity to attend and provided a report of the discussion.
● If there is no improvement in behavior, the final decision will be announced at a
second conference attended by the Principal, teacher, and parents or guardians. If
the parents fail, without cause, to attend the conference, the Pastor, Principal, and
teacher will reach a final decision. The final decision rests with the Pastor in
consultation with the Principal.
● In no case will a teacher on his or her own authority expel a student.
● Full credit will be given for all work accomplished by the student up to the moment
of expulsion.
Written Record
A written record of the steps leading to expulsion must be kept on file with copies of all
communications and reports. The form provided in the Archdiocesan Administrative
Handbook will be used, one copy kept on file and a copy mailed to the supervisor at the
Department of Catholic Schools.
Cases Involving Grave Offenses
In cases involving grave offenses, which may include a violation of criminal law or actions
so outrageous as to shock the conscience or behavior of the community, the student is
immediately suspended and there is no requirement to hold the initial parent-Principal
conference.
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The procedure involving cases of grave offenses should be followed when the continued
presence of the student at school (even for a short period of time) will, in the reasonable
judgment of the Principal, pose a serious threat to the health and welfare of another
student or students, or faculty members.
When immediate suspension is imposed, with probable expulsion, while the case is being
investigated, the rules and the consequences of the violation should be clearly explained to
the student and parents or guardians.
Time of Expulsion
● An expulsion may be made immediately if the reasons are urgent
● Only in exceptional cases shall expulsion of an eighth grade student who has been in
the school one or more years be allowed
● If an expulsion is to take place during the last quarter of the school year or during
the last semester in the case of an eighth grade student, prior approval of the
Department of Catholic Schools is required before the expulsion can take effect
● If such action is contemplated, approval shall be obtained before the announcement
of the final decision to the parents at the meeting described below
Reporting of Expulsions
All expulsions even if they occur at the end of the year, are to be reported by telephone to
the Department of Catholic Schools within 24 hours. The elementary school written report,
Notice of Dismissal, should be mailed promptly to the Department of Catholic Schools.
The County Office of Education shall be notified immediately of expulsions. A copy of the
Cumulative Student Record should be held until requested.
Right to Make Exceptions
The Principal, in consultation with the Pastor, retains the right to make exceptions in cases
where mitigating circumstances call for a different response than policy suggests.
Home Study
Circumstances may arise which dictate that a student, at the discretion of the Principal, be
excluded from school attendance for a period of time. This is a remedy for unusual
situations and is not considered a suspension. Students may be given tests, etc. outside
school hours so that grades can be reported.

HARASSMENT, BULLYING AND HAZING POLICY
St. Andrew Catholic School is committed to provide a safe and comfortable learning
environment that respects Christian values and is free from harassment, bullying or hazing
in any form. Harassment, bullying or hazing of any student by any other student, lay
employee, religious, clergy, or school volunteer is prohibited. The school will treat
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allegations of any such conduct seriously and will review and investigate such allegations
in a prompt, confidential and thorough manner. This policy shall be communicated clearly
to faculty, staff, volunteers, parents or guardians and students.
Substantiated acts of harassment, bullying or hazing by a student will result in disciplinary
action up to and including dismissal of the student. Students found to have filed false or
frivolous charges will also be subject to disciplinary action up to and including dismissal.
For students in grades K-3, this disciplinary action shall depend on the maturity of the
students and the circumstances involved. For students in grades 4 through 8, the
disciplinary action may include suspension or dismissal.
Harassment occurs when an individual is subjected to treatment or a school environment
that is hostile or intimidating. It includes, but is not limited to, any or all of the following:
● Verbal harassment: Derogatory comments and jokes; threatening words spoken to
another person.
● Physical harassment: Unwanted physical touching, contact, assault, deliberate
● Impeding or blocking movements, or any intimidating interference with normal
work or movement
● Visual harassment: Derogatory, demeaning or inflammatory posters, cartoons,
written words, drawings, and gestures.
● Sexual harassment: Unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature.
Bullying is the habitual harassing, intimidating, tormenting, browbeating, humiliating,
terrorizing, oppressing and/or threatening of another person. Bullying typically consists of
direct behaviors, such as teasing, taunting, threatening, hitting, shoving, and stealing that
are initiated by one or more students against a victim or victims. In addition to direct
attacks, bullying may also be indirect, such as spreading rumors that cause victims to be
socially isolated through intentional exclusion. Whether the bullying is direct or indirect,
the key component of bullying is physical or psychological intimidation that occurs
repeatedly over time to create an ongoing pattern of harassment and abuse.
Students also may be involved in cyberbullying, which occurs when they bully each other
using the Internet, mobile phones or other cyber technology. This can include, but is not
limited to:
● Sending inappropriate text, e-mail, or instant messages.
● Posting inappropriate pictures or messages about others in blogs or on Websites.
● Using someone else's username to spread rumors or lies about someone.
Hazing is any method of initiation or pre-initiation into a student organization or student
body or any pastime or amusement engaged in with respect to these organizations which
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causes, or is likely to cause, bodily danger, physical harm, or personal degradation or
disgrace resulting in physical or mental harm, to any student or other person.
It is the responsibility of the school to:
● Establish practices and provide staff development training and age-appropriate
information for students, designed to create a school environment free from
discrimination, intimidation or harassment
● Make all faculty, staff, students, parents or guardians, and volunteers aware of this
policy and the commitment of the school toward its strict enforcement.
● Remain watchful for conditions that create or may lead to a hostile offensive school
environment
It is the student’s responsibility to:
● Conduct himself or herself in a manner that contributes to a positive school
environment
● Avoid any activity that may be considered discriminatory, intimidating, harassing,
bullying or hazing
● If possible, inform the other person(s) that the behavior is offensive and unwelcome
● Report all incidents of discrimination, harassment, bullying or hazing to the
Principal or teacher
● As appropriate, the students involved may be asked to complete a formal, written
complaint which will be investigated thoroughly and will involve only the necessary
parties. Confidentiality will be maintained as much as possible

STUDENT THREATS
All threats by students to inflict serious harm to self or others, or to destroy property, will
be taken seriously. Whoever hears or becomes aware of any threat made by a student
should immediately report it to the pastor, Principal, or a teacher. The Principal will notify
the police and the Department of Catholic School immediately.
The student who has made the threat will be kept in the school office under supervision
until the police arrive. The parents or guardians of the student who has made the threat
will be notified. Any adult or student who has been identified as the potential victim, or
mentioned in writing as a potential victim, will be notified immediately.
The student who has made the threat will be suspended until the investigation by the
police and school has been completed. The decision to re-admit a student who has made a
threat will be made by the Principal and pastor on a case-by-case basis.
Practical jokes or offhand comments of a threatening nature will be taken seriously and
will be investigated. The police may be notified and these actions may result in suspension
or removal of a student from school.
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SCHOOL SEARCHES
St. Andrew Catholic School reserves the right to search any student or student’s belongings
when there is a reasonable suspicion of threat to health, welfare, and safety of other
students, faculty and staff, or the school.
A student’s legitimate expectation of privacy in their person and in the personal effects
they bring to school must be balanced against the obligation of the school to maintain
discipline and to provide a safe environment for the school community. Accordingly, school
officials may conduct a search of the student’s person and personal effects based on a
reasonable suspicion that the search will disclose evidence that the student is violating or
has violated the law or a school rule.
School officials do not need a warrant or a parent’s permission to conduct a search of the
student and/or the school’s or a student’s personal property, as long as they have a
reasonable suspicion that a law or school rule is being or has been violated. Whenever
Principal or designated faculty member conducts a search of a student’s person or personal
effects, an adult witness should be present.
Students do not own their lockers or other school property. Lockers are made available to
the student by the school. The student does have some expectation of privacy in his or her
locker from other students. However, a student may not exclude school officials if the
school official has a reasonable suspicion that a law or school rule has been violated.
A student has a greater expectation of privacy concerning his or her backpack, purse,
clothing and other personal effects. A school official who finds it necessary to conduct a
search of a student’s backpack, purse, clothing or personal effects, must have a reasonable
suspicion that the student is violating or has violated a law or school rule. The student’s
parents should be notified of any such search.
An alert from trained and certified detector dog is sufficient to allow the school official to
have a reasonable suspicion and to conduct a warrantless search of the student’s locker, car
or his or her personal property and effects. In addition to this policy on searches by the
school, every student is subject to the Archdiocesan and school use and privacy policies
concerning cell phones and other electronic devices, whether the devices belong to the
school or to the student.
If a student refuses to cooperate in a reasonable search of the school or student property
(including electronic devices), the student’s parents and/or the police may be called for
assistance or referral.
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In the event that any items belonging to a student are confiscated, the Principal will
document that fact and, when possible, take a photograph of the place where the
confiscated object was found and of the object itself. It is also recommended that the
school obtain a signature from the student acknowledging that the item was in his or her
possession at the time it was found.

PARENT/GUARDIAN AGREEMENT
Parents/Guardians are required to sign the Parent/Guardian Agreement to acknowledge
that you agree to abide with all the policies in this handbook.

F.

APPENDICES

St. Andrew Catholic School Parent Agreement
We, the administration, faculty, and staff of St. Andrew Catholic School, welcome you to our
school community, which is firmly committed to providing a quality Catholic education for
your child.
The success of our school community demands the commitment and dedication of the
administration, faculty, staff, and parents to the philosophy and goals of the school. Thus
we ask you to read the following Agreement and to sign it as an indication of your
acceptance of your obligations to the school community.
AGREEMENT
1.

We understand the school is Catholic, a parochial school under the jurisdiction of
the Archdiocese of Los Angeles. We accept therefore:
a.

that the Pastor is the ex-officio chief administrative officer of the school who
carries out Archdiocesan policies, and on points not covered by the
Archdiocesan policy, determines policies appropriate to the needs of the
school.

b.

that the Principal is responsible for the immediate direction and supervision
of the school program.

c.

that the terms of this Agreement are confidential. Discussions and/or
conversations with an outside party regarding the terms of this Agreement
with automatically nullify and void this Agreement.

d.

that if the Agreement is terminated at any time during the school year, we
are financially responsible to pay the full amount of our child(ren) tuition.
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2.

3.

We understand that certain responsibilities require our continuous support if the
school is to achieve its goals. We agree, therefore,
a.

to participate at Mass at least weekly and to participate in parish activities so
that our child(ren) may have a sense of the importance of their faith
commitment and community in their lives.

b.

to participate in the religion program and related activities in order to make
the teaching of religion a reality in the lives of our children.

c.

to encourage our child(ren) to learn by providing the environment (space
and time) suitable for home study.

d.

to abide by all school and Archdiocesan policies and regulations stated in the
Parent Student Handbook and to positively accept all disciplinary actions,
involving withdrawal of our children, for non-compliance with these policies
and regulations.

e.

to communicate respectfully with all school personnel at all times and to
communicate to our child(ren) our support of school personnel and policies.

f.

to promptly complete and return all forms and records necessary to comply
with school, Archdiocesan, and state regulations.

g.

to attend all Parent Meetings which occur during the school year and to
respond to all requests for Parent Teacher conference time.

h.

to abide by the Archdiocesan Code of Christian Conduct Covering Students and
Parents/Guardians.

We understand that tuition and fees cover only a part of the total cost of providing
education at St. Andrew Catholic School. We agree, therefore,
a.

to make regular and prompt payment of tuition/fees. The annual payment
cycle is from July 1 to May 31.

b.

to fulfill the annual commitment hour requirements of 25 hours. For those
families receiving financial assistance, an additional 15 hours are required
for a total of 40 hours. The required hours of service also include a minimum
of five hours working at Springfest and a minimum of five hours working
with the Annual Major Gala.

c.

to fulfill the Mandatory Fundraising Responsibilities
ACCEPTANCE

We understand that we will be asked to withdraw our child from the school if we fail to
fulfill our responsibilities under this Agreement. Our signatures indicate our intention to
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fulfill our obligations according to this Agreement AND that we have read and agree to be
bound by the principles, policies, and procedures contained in this year’s Parent Student
Handbook.

Parent/Guardian Signature

Date
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ST. ANDREW SCHOOL
ALMA MATER

UNITED ALL, PLEDGING OUR LOVE TO ST. ANDREW
ALWAYS BRAVE, LOYAL AND TRUE.
IN OUR HEARTS THERE IS A TORCH THAT’S BURNING
FOR OUR

SCHOOL AND ALL WE DO.

SPIRITS HIGH, BLUE AND GOLD BANNERS FLYING,
FOR OUR

ALMA MATER TRUE.

WE’LL FIGHT, WITH MIGHT, FOR WHAT IS RIGHT.
WE’RE WILLING AND ABLE FOR ST. ANDREW SCHOOL.
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