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This Student/Parent Handbook contains established policies and procedures for the 
2016 - 2017 school year.  Since it is not possible for a Handbook to address every 

situation that may arise during the school year, the school administration reserves the 
right to amend or revoke the policies and procedures in this Handbook at any time as 
circumstances may require.  When changes are made to the Handbook, parents and 

students will be informed of the change in writing in a timely manner, and this will 
include a statement about when the change will take effect.
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MISSION STATEMENT 
for Our Lady of Sorrows 

Reverence, Respect, Responsibility 
Our Lady of Sorrows School and Parish, supports parents as the first teachers of their 
children in the ways of faith by providing a Christ-centered, safe, and loving school 
environment offering an excellent academic program of learning. 
 

PHILOSOPHY STATEMENT 
for Catholic Schools in the 
Archdiocese of St. Louis 

The educational mission of the Catholic Church finds its center in the life and teachings 
of Jesus, who reveals God’s design for all of creation.  In Jesus, the Church invites all 
people into communion with the Father, Son and Spirit and into the mission of 
transforming all of life into God’s kingdom.  Through education, the Church seeks to 
prepare her members to hear, live, and proclaim the good news of the Gospel.  The 
shared tradition of the Church supports, challenges, and enlightens persons at every 
stage of human life as they grow toward their full potential as individuals and as 
members of family, Church, and world. 
 
Catholic education includes all the deliberate, systematic, and sustained efforts of the 
Church community, in both formal and informal education settings, to develop the skills, 
knowledge, and values needed for life.  In today’s pluralistic society, the Church offers 
the harmonizing perspective of faith to human culture and history.  Catholic education 
sees all knowledge as sacred when human insight is combined with divine revelation in 
the pursuit of truth, goodness, and beauty.   
 
Catholic education involves the active participation of the learner in studying and 
interpreting human experience in the light of faith, so as to advance God’s glory and the 
dignity of all peoples.  Through methods appropriate to differing age levels and ways 
that people learn, the Church provides opportunities for learners to explore, reflect, and 
integrate a Christian understanding of nature, self, society, and God, and to manifest 
this in lives of love and service.  In this endeavor, the Church recognizes the learner’s 
dependence on grace to bring human nature to completion. 
 
It is the educator -- teacher, administrator, pastor -- who is preeminent in creating the 
unique climate in which a Catholic philosophy of education can be realized.  Called to a 
specific ministry in the Church, Catholic educators are committed to professional 
excellence and spiritual growth in their Christian lives, witnessing to the Tradition and 
vision they share.  Respecting each learner as created and loved by God with special 
gifts and needs, they direct the learning process as guide and companion. 
 
The Church calls parents, as the first educators of their children in knowledge and faith, 
to partnership in the mission of Catholic education by taking responsibility for their own 
life-long learning and supporting the educational opportunities offered for their children.  
The entire Catholic community, especially the parish family, shares responsibility for 
providing the learning environment, the resources, the leadership, and the community 
of faith that supports the educational mission of the Church. 
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WITNESS STATEMENT 
For Those Whose Children Attend Catholic Education Programs 

One of the supreme gifts of marriage is bringing forth new life.  God entrusts children to 
parents who have a primary right and duty to educate their children in the practice of 
their faith.  Parents carry out this responsibility by creating a home full of love, 
forgiveness, respect, and fidelity.  The family is the community in which, from childhood, 
one honors God and learns moral values. 
 
In the rite of the sacrament of Baptism, parents receive the call from God to evangelize 
their children, as here summarized:  

You have asked to have your child baptized. In doing so you are accepting the 
responsibility of training him (her) in the practice of the faith. It will be your duty to 
bring him (her) up to keep God’s commandments as Christ taught us, by loving God 
and our neighbor…. You will be the first teachers of your child in the ways of the 
faith. May you be also the best of teachers, bearing witness to the faith by what you 
say and do, in Christ Jesus our Lord.  

No wonder, then, that the Church understands the home to be the domestic church.  It 
is in the intimate environment of the family that parents are, by word and example, the 
first heralds of the faith with respect to their children.  This environment is enhanced 
and deepened through the parish Eucharistic community that is the heart of the spiritual 
life for Christian families.  
 
Catholic schools and parish religious education programs are in partnership with the 
family in proclaiming and witnessing to the person and life of Jesus Christ.  They assist 
parents in fulfilling their responsibility as the primary religious educators of their 
children.  
 
Aware, then, of the dignity of this holy parental call, and with a reverent awe for that 
responsibility which is mine, I commit myself to be, in word and deed, the first and best 
teacher of my children in the faith. 
 
Practically, this means I should: 

 regularly participate in the Sunday Eucharist (if not Catholic, regularly participate 
in worship and prayer) with my family; 

 commit to speak more with my children about God and to include prayer in our 
daily home life; 

 participate in and cooperate with School or Parish School of Religion programs 
that enable me as a parent to take an active role in the religious education of my 
children, including sacramental preparation for Catholic children; 

 support the moral and social teachings of the Catholic Church to ensure 
consistency between home and school; 

 teach my children by word and example to have a love and concern for the 
needs of others; 

 meet my financial responsibilities in supporting the Catholic School. 
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WITNESS STATEMENT:  CALLED TO BE CATHOLIC 
For students who attend Our Lady of Sorrows School 

 
KINDERGARTEN 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a 
Catholic Christian.  Our Lady of Sorrows School will help me grow in the Catholic Faith.  

 
I believe that: 
 
GOD LOVES ME. 
I LOVE GOD. 
GOD MADE EVERYTHING GOOD. 
I WILL PRAISE AND THANK GOD. 
GOD MADE ME SPECIAL. 
I WILL ACT AS A CHILD OF GOD. 
GOD MADE ME PART OF HIS FAMILY. 
I WILL BE KIND TO ALL OF GOD’S FAMILY. 

 
 
GRADES 1-2 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a 
Catholic Christian.  Our Lady of Sorrows School will help me grow in the Catholic Faith.  
 

I believe that: 
 
GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

 LEARNING ABOUT JESUS AND HIS LOVE FOR ME. 

 PRAYING EVERY DAY. 

 SPEAKING GOD’S NAME WITH RESPECT. 
GOD CREATED ME. 
I PROMISE TO LIVE AS A CHILD OF GOD BY: 

 OBEYING MY PARENTS/GUARDIANS AND TEACHERS. 

 BEING HONEST AND TRUTHFUL. 

 DOING WHAT IS RIGHT. 
GOD MADE ME PART OF HIS FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

 BEING RESPECTFUL OF OTHERS. 

 HELPING OTHERS IN NEED. 

 BEING KIND AND INCLUDING OTHERS WHEN I PLAY. 
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GRADES 3-4-5 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a 
Catholic Christian.  Our Lady of Sorrows School will help me grow in the Catholic Faith.  
 

I believe that: 
GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

 PARTICIPATING IN THE MASS AND SACRAMENTS, ESPECIALLY 
SUNDAY EUCHARIST. 

 SPENDING TIME PRAYING EACH DAY. 

 LEARNING MORE ABOUT GOD’S LOVE FOR ME AND THE 
TEACHINGS OF JESUS. 

 RESPECTING GOD’S NAME AND HIS CHURCH. 
GOD CREATED ME. 
I PROMISE TO LIVE AS A CHILD OF GOD BY: 

 LEARNING WHAT JESUS EXPECTS OF ME. 

 RESPECTING MY BODY AS A GIFT FROM GOD. 

 BEING A PERSON WHO IS TRUTHFUL AND FAIR. 

 BECOMING THE BEST PERSON THAT I CAN BE. 
GOD MADE ME PART OF HIS FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

 HELPING OTHERS WHEN I KNOW THEY ARE IN NEED. 

 GIVING GOOD EXAMPLE AS JESUS DID. 

 PAYING ATTENTION TO THE WISDOM AND GUIDANCE OF MY 
PARENTS/GUARDIANS, TEACHERS AND CHURCH. 

 BEING RESPECTFUL AND NOT HURTING OTHERS OR MAKING 
      FUN OF THEM. 
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GRADES 6-7-8 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a 
Catholic Christian.  Our Lady of Sorrows School will help me grow in the Catholic Faith.  
 

I believe that: 
GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

 STUDYING ABOUT GOD—FATHER, SON, AND HOLY SPIRIT—AND 
HIS CHURCH. 

 PARTICIPATING IN THE MASS AND SACRAMENTS, ESPECIALLY 
SUNDAY EUCHARIST. 

 DEVELOPING MY LOVE FOR JESUS CHRIST THROUGH DAILY 
PRAYER. 

 FOLLOWING THE COMMANDMENTS AND BEATITUDES. 

 READING SACRED SCRIPTURE TO HELP ME UNDERSTAND GOD’S 
PLAN OF SALVATION. 

GOD CREATED ME. 
I PROMISE TO LIVE AS A CHILD OF GOD BY: 

 TREATING MY BODY AS A TEMPLE OF THE HOLY SPIRIT. 

 BEING A PERSON WHO, LIKE MARY, IS A TRUSTED FOLLOWER OF 
JESUS CHRIST. 

 TAKING MORE RESPONSIBILITY FOR MY LEARNING AND 
BEHAVIOR. 

 VALUING MY SELF AND DEVELOPING MY GIFTS. 

 LIVING THE GIFTS OF THE HOLY SPIRIT. 
GOD MADE ME PART OF HIS FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

 SHARING MY CATHOLIC BELIEFS WITH OTHERS AND HELPING 
THEM LIVE RESPONSIBLY. 

 RESPECTING ALL PERSONS, PLACES AND THINGS AS GIFTS FROM 
GOD.  

 GROWING IN COMPASSION BY SERVING THOSE IN NEED. 

 BEING A FRIEND LIKE JESUS TO THOSE WHO HAVE NONE. 

 WORKING WITH OTHERS TO HELP MAKE OUR LADY OF SORROWS 
SCHOOL A BETTER PLACE. 
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INTRODUCTION 
Our Lady of Sorrows School is a Catholic parochial elementary school serving students 
in kindergarten through grade eight.  Our Lady of Sorrows School is committed to 
providing quality Catholic education to the families it serves.  Our Lady of Sorrows 
School serves the parish of Our Lady of Sorrows. 
 
Contact information: 
 
Our Lady of Sorrows School 
5831 S. Kingshighway Blvd. 
St. Louis, MO  63109 
(314)  353-1451 
Fax (314) 351-8464 
Web page and e-mail links:  www.olschool.org 
FastDirect on-line data and grading:  www.fastdir.com/olos 
Our Lady of Sorrows Rectory:  (314) 351-1600 
 
A complete listing of the Faculty and Staff, including e-mail addresses, is available on 
the web page at www.olschool.org. 
 
Our Lady of Sorrows School publishes this Family Handbook every year and posts this 
handbook on the web page at www.olschool.org. 
 
Parents and students will be asked to sign an agreement annually, indicating 
awareness of the content in this manual and agreement to support school policies. 
 
Our Lady of Sorrows reserves the right to amend policies and implement or waive 
policies according to individual circumstances. 
 
ACCREDITATION 
Our Lady of Sorrows is approved and accredited by the Missouri Chapter of NonPublic 
School State Accrediting Association and is a member of the National Catholic 
Education Association.  Our Lady of Sorrows School does not discriminate on the basis 
of race, color, sex, national origin, or ethnic origin in its educational programs, activities 
or employment policies. 
 
ADMINISTRATION 
The Catholic school is structured to encourage a spirit of cooperation and a state of 
shared responsibility.  Within the school, specific roles are prescribed for the pastor, the 
principal, and the School Board.  Each person or group functions within specific areas 
of expertise. 

 The administrative team is composed of the pastor of Our Lady of Sorrows and 
the principal. 

 The pastor is the spiritual leader and chief administrator of the parish.  The 
pastor is ultimately responsible for the overall operations of the school, including, 
among many other responsibilities, contracts, financial planning, supervision of 
the principal, and meeting the catechetical needs of the students.    

 

http://www.olschool.org/
http://www.olschool.org/
http://www.olschool.org/
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 The principal is the spiritual and educational leader of the elementary school 
community, with these responsibilities delegated by the pastor.  The principal 
leads the school in accordance with the policies of the Archdiocesan School 
Board of Education and the Parish School Board.   

 The School Board functions as a group to advise the pastor and principal in 
making policy for educational programs.  The Board also reviews the annual 
budget and recommends tuition rates.   

 
(School Board policy:  All concerns about faculty and staff are directed to the principal.  All concerns about the 
principal are directed to the pastor.  Grievances toward personnel are not school board issues and will not be 
discussed or considered for discussion at school board meetings.  April, 2014) 

 
ADMISSION/REGISTRATION/WITHDRAWAL 
The following criteria will be used to establish priority for acceptance into the school. 
 

1. Families with students currently enrolled in Our Lady of Sorrows School, who 
are current with tuition payments. 

2. Siblings of students currently enrolled in the school. 
3. Registered families of Our Lady of Sorrows parish. 
4. Catholic families living in a parish without a designated school. 
5. Non-Catholic families living within the boundaries of Our Lady of Sorrows 

parish who agree to have their children participate in the religious education 
program at our school. 

6. Non-Catholic families living outside the boundaries of the parish who agree to 
have their children participate in the religious education program at our 
school. 

 
Additionally, families must show a willingness to support the church both spiritually and 
financially.  All students who are enrolled as part of a registered family within the 
boundary of the parish must live with the parent or legal guardian who is a registered 
parishioner. 
 
Exceptions may be requested from the pastor, in writing, for individual consideration of 
extraordinary circumstances. 
 
(School Board policy:  The principal and pastor will admit students to school according to norms set by the 
Archdiocese; procedures delineated in the Family Handbook, and accepted educational practices.  April, 2014)  

 
Registration takes place in February.  Forms are available through the school office.  
Registration fees must be paid before registration is complete.  In addition to 
completion of a registration form, the following is required:  verification of the date of 
birth by a review of the birth certificate or baptismal certificate; verification of the dates 
of other sacramental celebrations; verification of custody arrangements in cases in 
which the parents of the student are divorced. (A copy of the portion of the divorce 
decree, which verifies custody arrangements and a parenting plan must be provided.) 
 
Classroom size is limited to the following: 
 Gr. K-3    25 students 
 Gr. 4-8    28 students 
If class sizes are exceeded, an alternative program to create a smaller class 
environment will be adopted. 
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(School Board policy:  Classes are limited to 25 students in grades K-4 and 28 students in grades 5-8.  If limits are 
met, an alternative program to create a smaller class environment will be adopted. April, 2014) 

 
In accordance with Archdiocesan policy, a student must be five years old by August 1 to 
be considered for Kindergarten, and six years old by August 1 to be considered for first 
grade. 
 
(School Board policy:  For admission into Kindergarten, registered children must be five years of age by August 1st of 
the calendar year in which Kindergarten begins.  For admission into First Grade, registered children must be six 
years of age by August 1st of the calendar year in which the school year begins.  Acceptance into Kindergarten and 
First Grade is based on readiness as well as chronological age. April, 2014) 

 
If a student withdraws during the school year, the family will be asked to complete an 
exit interview.  Tuition will be prorated according to the amount of time the student 
attended.  Records will be released to the next school the student attends upon request 
and upon completion of financial obligations. 
 
Our Lady of Sorrows School does not discriminate on the basis of race, color, national 
origin, or ethnic origin. 
 
AFTER SCHOOL 
Students should remember to bring home all needed books and supplies needed to do 
homework.  Students may return to school before 3:15 PM to get a forgotten item.  
Students may not wait outside after school unattended by an adult.  Parents should 
arrange for transportation/walking immediately after 3:00 PM dismissal.   

 
ANNOUNCEMENTS 
Announcements pertaining to school and letters to parents are sent home on a 
regularly scheduled basis.  Announcements pertaining to school may also be found in 
the Sunday bulletins.  All announcements sent through the school must be approved by 
the principal. 
 
Newsletters from the principal will be posted online each Thursday before 3:00 PM.  
Anyone desiring information to be included in these newsletters should send an e-mail 
or write a note clearly to that effect and submit it to the office by 8:00 AM on the 
preceding Tuesday.  Information will be included in the following newsletter, if possible. 
 
Our Lady of Sorrows reserves the right to not distribute information to parents or 
students in any form about programs, products, or services which are available from 
sources other than the school, parish, or other Catholic agency, or with whom the 
school has a formal contract. This includes programs which are offered by individual 
parents or parishioners, but are not formally sanctioned by the parish or school. 

 

The OLS web site (www.olschool.org) contains current as well as past issues of 
newsletters. 
 
Our Lady of Sorrows will not release names, addresses, and e-mail addresses of 
students and their parents/guardians to any unauthorized persons or agencies, 
especially to salespersons or commercial enterprises. Our Lady of Sorrows will not 
provide lists of names, addresses, and e-mail addresses of students and/or their 

http://www.olschool.org/
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parents/guardians to other schools, including Catholic high schools.  Our Lady of 
Sorrows will not make available on the school web site any information that enables 
students to be identified individually by names or photograph. This includes information 
about students that appear in school newsletters which are posted on the school’s web 
site. 
 
ATTENDANCE 
School begins at 7:50 AM and ends at 3:00 PM.  A 50-minute lunch period, including a 
recess period, is scheduled between 11:25 and 12:15. 
 
Regular attendance is essential for the success of the educational program.  School 
staff will attempt to make accommodations for students with recurring illness.  However, 
excessive absences, for example more than ten days in any semester, will cause 
school staff to consider the possibility of retention in that grade or placement in an 
alternate school setting.   
 
Students are considered absent whenever they are away from school during school 
hours except for school sponsored or school sanctioned co-curricular activities (e.g., 
field trips, enrichment and remedial programs, etc.)  Students who must be excused for 
medical, dental, funeral, or other reasons during school hours are considered absent.  
For these types of absences a written notice should be sent to the school in advance by 
a parent/guardian stating the time, length, and reason for absence. 
 
Students are expected to be on time for school each day.  Students may enter the 
building between 7:45 AM and 7:50 AM.  Arrival after 7:50 AM will be considered tardy, 
and will be recorded on the permanent record.   Students who arrive after 7:50 AM 
must ring the doorbell for admittance and report to the office. 
 
Tardiness complicates school office and classroom operation, can lead to patterns of 
tardiness, and is usually avoidable through careful scheduling.  School staff 
understands that unforeseen circumstances could cause a student to be tardy on 
occasion and therefore allows for three times of tardiness in each quarter.  If a student 
is tardy more than three times in a quarter, consequences for the student will be 

imposed according to the Responsibility Plan (see Appendix A).  Excessive tardiness 
is grounds for suspension.   
 
When a student is absent or will be arriving late: 

 Please call the school office (353-1451) before 8:00 AM on each day of absence or 
tardiness.  A voice mail system allows you to leave absence messages any time of 
the day or night.  If a parent or guardian does not notify school of an absence, 
school will call to verify the absence. 

 To return to school, the student must bring a signed note indicating the dates of 
absence and the reason for the absence.  These notes are kept on file. 

 If you desire to have work sent home for your child, you must make 

arrangements to pick up your child’s work between 3:00 and 3:15 PM in the 

school office.  Let the office know if you will pick the work up after that 

time from the rectory.  Your child should have a homework buddy that will 

bring home work when your child is sick.  You and your child need to 

decide who the person is and make arrangements with that student.  It is 
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your responsibility to notify that homework buddy that you will not be at 

school and arrange how to receive the work for the day.  A sheet with 

missing work will be sent home with a designated child.  Please check on 

FastDirect for homework assignments.  Students will be expected to 

complete missed assignments and make-up work when they return.  

Parents and students should familiarize themselves with the individual 

classroom policy on missing work due to absence. 
 
In the event of a student’s illness or injury while at school, parents are notified as soon 
as possible by phone.  School staff will use contact information provided on the 
emergency card.  No child will ever be sent home alone.  For the safety of your child, 
the school will not release your child to any person other than a parent unless this 
person has been appropriately designated by you.  Parents are asked to come to the 
office (main floor) and sign the sign-out sheet when picking up a child, and they are 
never to go directly to a classroom. 
 
School must maintain an accurate reporting of the students enrolled in our school.  
Therefore, the following will be marked on each child’s attendance card, permanent 
record and report card for the following: 
 Tardy (arrival after 7:50 AM) 
 Out of school less than two hours (for example, dental appointments, etc.)  
 Half day absent (out of school for more than two hours but less than a full day) 
 Full day absent (absent all day) 
 
Truancy is a very serious issue, and will be addressed with parents and juvenile officers 
as appropriate.  A student is truant if he/she is absent from school for a day or portion 
of the day without the knowledge and/or consent of the parent/guardian and school 
officials. 
 
(School Board policy:  The Administration will maintain an accurate record of each student’s attendance and will 
account for all students each day.  Students must bring a written explanation of absence upon return to school. 
(April, 2014) 

 
BICYCLES/SCOOTERS/SKATEBOARDS 
Bicycles may not be ridden on school grounds.  If a student rides a bicycle to school, 
the student must walk the bicycle across the playground.  The bicycle must be chained 
up on the bike rack during the school day.  Scooters and skateboards are not permitted 
on school property. 
 
BIRTHDAYS 
Student birthdays will be acknowledged weekly in the school gym.  Students will be 
given a small gift from the school and a pencil from the principal.  A Birthday prayer will 
be prayed over the students at that time.  Students may bring one small birthday treat 
for classmates only, to be eaten after lunch.  Treats are to be individually 
wrapped/packaged.  In accord with our school Wellness Plan, healthy snacks are 
encouraged. 
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CALENDAR 
A school calendar is published at the beginning of the school year, noting holidays, 
special events, and days of Mass attendance.  The school calendar has a minimum of 
174 instructional days and 1044 instructional hours.  Additional days/time may be built 
into the calendar to arrange for closing school for unforeseen circumstances. 
 
(School Board policy:  The number of instructional days (or the equivalence in hours) at Our Lady of Sorrows School 
will be in accordance with the number required by the National Federation of Nonpublic School State Accrediting 
Associations and those recommended by the Archdiocese.  (April, 2014) 

 
Students will be dismissed at noon or for the whole day, one Friday each month for 
Faculty Inservice.  This date will be noted on the general and monthly calendars.   
 
CHANGE OF INFORMATION 
Please notify the school office in writing, in the event of a change in your address, 
home or work telephone number, or other emergency card information.  Be sure to 
notify the office if any court orders are issued that affect your child.  It is essential that 
the school remain informed, and be able to contact you in an emergency situation. 
 
CHILD ABUSE SCREENING 
Our Lady of Sorrows abides by the state Child Protection and Reformation Act (RS MO 
210) that requires school personnel having reasonable cause to believe that a child 
known to them in their professional capacity may be an abused or neglected child must 
report to the Missouri Department of Family Services. 
 
(School Board policy:  Our Lady of Sorrows will be in compliance with the “Policies and Procedures on Child Abuse 
for the Archdiocese of St. Louis”.  (April, 2014) 

 
All employees are screened by the Missouri Department of Family Services or the 
Missouri Family Care Safety Registry for history of child abuse.  This screening is done 
for all new employees and in the fall of even numbered years for all other employees. 
 
Volunteers in the school are also screened for child abuse in the same manner as 
employees. 
 
COMMUNICABLE DISEASES 
Parents should report any cases of communicable disease to the school administration 
immediately, including sicknesses, skin diseases and lice, as well as others. 
 
Each case is reviewed with the Health Department and Archdiocesan policy is followed. 
 
COMMUNICATION WITH SCHOOL 
The philosophy and mission of education at Our Lady of Sorrows School make it clear 
that parents and teachers must work as partners to teach the students.  Parents are 
encouraged to be in close contact with school personnel, especially in terms of 
questions or concerns about student progress.  Parents are advised to directly 
approach the person with whom they have a concern to see if there is an acceptable 
explanation.  If parents are not satisfied with those results, parents are welcome to 
contact the school principal. 
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A solid community atmosphere can be created when families and school personnel 
work together.  Please feel free to contact the school with ideas and suggestions,  
as well as questions and comments.  The overall goal -- an excellent educational 
experience -- is only attainable through teamwork. 
 
Parents may contact school personnel by calling the school office (353-1451),  
sending a fax (351-8464), using e-mail (links can be found from the web page at 
www.olschool.org), or by sending a note to school with your child.  Your call or note will 
receive a response as soon as possible.  Please make appointments to see teachers or 
other school personnel as other responsibilities may not allow them to be available 
otherwise.  Teachers check their e-mail once daily.   
 
When sending notes, permission slips, money, or other communications to school, 
please be sure they are in sealed envelopes with correct identifying information on the 
front. 
 

If parents have a concern about a child, parents should discuss the concern with 

the child’s teacher.  Most issues can be resolved at that level by gaining accurate 
information.  If parents have a concern that is not resolved at the classroom level, 
parents are encouraged to contact the principal.  If the concern is not addressed at  
that level, parents are encouraged to contact the pastor.  
 

“Chain of Command” for grievances:  1.  Discuss the issue directly with the 

teacher involved.  Most issues can be resolved at this level.  2.  If not satisfied, 

discuss the issue with the principal.  3.  If not satisfied, discuss the issue with the 

pastor.  4.  If concerns remain, discuss the issue with Catholic Education Office 

personnel.  (Note:  If any of these steps are omitted, the parent will be directed to 

previous step.) 
 
CONDUCT 
Individual responsibility for thoughts, words, and action; accountability; and natural 
consequences form the basis of discipline.  Recognizing that self-discipline is a 
significant dimension of life, the staff endeavors to teach, to develop, and to foster in 
the student’s personal responsibility for one’s actions and a genuine and sincere 
respect for oneself and for others. 
 
Students are encouraged to talk through problems, whether the conflict is with an adult 
or another student.  Structured opportunities are provided through “class meetings”, 
peer mediation, and other situations, and students are consistently led to individual 
problem solving as needed.  When students are unable to solve a problem on their 
own, they are encouraged to seek adult intervention.  Students may never use physical 
force to solve problems.  At school, an adult is always nearby to provide assistance. 
 
A Responsibility Plan has been developed for use in the school and is used to reinforce 
responsible behaviors as well as eliminate irresponsible behaviors.  Details of this plan 

are included as Appendix A. 

 
Serious disciplinary issues may require the use of the following: 

http://www.olschool.org/
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 Suspension -- the removal of a student from all classes for a specified period of 
 time. 
 Probation -- the continued enrollment of a student, but with specified conditions. 
 Withdrawal for cause -- the permanent end of enrollment of a student from a 
 school. 
 
CONFERENCES 
Conferences are scheduled for all students in October.  This gives teachers and 
parents an opportunity to communicate directly about the student’s progress.   
 
Individual conferences at other times may be arranged between parents and school 
staff as needs arise. 
 
COPYRIGHTED MATERIALS 
Our Lady of Sorrows School adheres to the current copyright laws governing printed 
material, videotape, computer software, music, multi-media presentations, and internet 
web sites and resources. 
 
No unauthorized copies of copyrighted materials in any form should be made or used 
on equipment owned by, borrowed, or leased from a school.  No school staff, students, 
or others should use any form of unauthorized copies of copyright materials for any 
purpose within the school’s instructional programs.  “Fair use” of copyrighted materials 
is allowed for specific instructional purposes within the limits of the “fair use” limitations. 
 
COUNSELOR 
A consulting counselor is available to students and school staff on a limited basis to 
help with the emotional/social needs of students and families.  The counselor will 
respond to needs that are presented, either from parents, students, or teachers, 
working primarily through the Care Team.  Care Team is a grouping of representative 
teachers, the administration, and the counselor that meets on a regular basis to make 
plans or recommend interventions for students of academic, behavioral, social, or 
emotional concern. 
 
On occasion, the counselor will meet with individual students, small groups, or classes.  
The counselor will assume parental permission for a student to see the counselor 
unless a parent specifically states otherwise.  The counselor will work in close contact 
with parents, school personnel, and/or other students.   When appropriate, referrals to 
outside agencies will be made if the situation presents needs beyond the scope of the 
part-time school counselor. 
 
The principal may require mental health assessment and/or treatment for students 
displaying emotional, behavioral, or other mental health issues.  The principal may 
require a release of information form so that the school and the specialist may 
exchange information that affects school behaviors and performance.  The ultimate 
goal is to keep the student safe and successful, and the school urges a close 
partnership with all parties working with a student. 
 
Limited funding through Title IV (Safe and Drug Free Schools) may be accessed for 
families needing counseling services but unable to pay. 
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CURRICULUM 
The academic program is constructed throughout the grades in such a way as to 
provide a gradual, coordinated and personalized process of learning.  The faculty’s 
daily commitment is toward enabling the individual student to become a well-educated 
and integrated Christian person. 
 
Instruction is provided in the following basic curricular areas:  Art, Computer Education, 
Language Arts (including Reading/Literature, English/Writing, and Spelling/Vocabulary), 
Mathematics, Music, Physical Education, Religion (including Sacramental Preparation 
and Human Sexuality), Science, and Social Studies.  The curriculum is designed and 
adapted at the local level, and is developed in accordance with Archdiocesan 
guidelines.  A Curriculum Guide for Our Lady of Sorrows School is available through  
the school office. 
 
(School Board policy:  The school administration is responsible for formulating the curriculum.  Content areas shall 
include Art, Computer Education, Language Arts (including Reading/Literature, English/writing, and 
Spelling/vocabulary), Mathematics, Music, Physical Education, Religion (including Sacrament Preparation and 
Human Sexuality), Science, and Social Studies.  It will be written in a clear, concise format in accordance with 
Archdiocesan guidelines, and be made available to the parishioners and parents of current and prospective 
students.  The administration and the faculty select instructional materials.   The administration shall be receptive to 
input from the board or parents concerning curriculum and textbooks.  April, 2014) 

 
Teachers are committed to using best practices in education and employ a variety of 
techniques in classroom instruction, including some traditional methods as well as 
innovative means of teaching.  Subject areas are often combined into an integrated unit 
of study.  Teachers utilize variations of best practices, cooperative learning, hands-on 
activities, and whole language techniques as situations arise. 
 
Many studies have shown that students can be more successful learners if they are 
taught according to their preferences for learning and in recognition of multiple 
intelligences.  Teachers utilize a variety of approaches in order to meet the needs of  
the students. 
 
Other special areas of the curriculum include:  an optional Band program, with sessions 
before school as well as during the school day; an outdoor education program for sixth 
grade students; Student Ambassadors; after school Prolife Club; and various other 
clubs and organizations. 
 
DRESS CODE 
The Dress Code is to be simple, neat, and reflective of Christian values.  The Dress 
Code should enhance education by providing fewer distractions in the classroom 
settings, as well as eliminating some competition.  The primary responsibility for 
enforcing the Dress Code rests with the parents, not the school.   
 
The Dress Code is listed in detail as Appendix B at the end of this Handbook.  
 
(School Board policy:  The school’s uniform is simple, neat, and reflective of Christian values.  Specific uniform 
requirements are listed in the Family Handbook.  Uniforms are worn each day of attendance unless an occasion 
warrants a change in the general rule.  The final decision regarding selection of uniform is made by the 
Administration.  April, 2014) 
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On some special occasions, students may be invited to “dress down”.  This means 
wearing school-appropriate non-uniform clothing.  If a student abuses this privilege, 
parents will be contacted to bring a uniform to school. 
 
Students are expected to dress and present an appearance consistent with standards 
of good taste and appropriate for school and school events.  Any dress or wearing of 
insignia which conveys the image of gang membership, supports the beliefs of hate 
groups, makes sexual innuendos, or promotes drugs, alcohol, or tobacco is 
inappropriate for school and are not be allowed. 
 
DUAL ENROLLMENT 
Our Lady of Sorrows will make arrangements with individual families in the case that 
dual enrollment with another accredited school is necessary.  Dual enrollment is a 
method of providing courses and programs to a student that the school itself cannot 
provide due to staffing and/or finances.  This may include specialized programs, special 
education, and remedial reading and mathematics services.  A written plan will be 
developed in the case of dual enrollment and a copy will be filed in the student’s 
cumulative file. 
 
ELECTRONIC DEVICES 
Students are not permitted to bring electronic devices of any kind to school, including 
cell phones, pagers, portable CD/tape players/stereos, MP3 players, iPods, audio 
recording devices, cameras, other devices capable of digital imagery, games, etc.  Any 
electronic devices brought to school or used by students on school grounds will be kept 
in the principal’s office until a parent or guardian comes into school and requests it.  
Our Lady of Sorrows School will not be responsible for lost or stolen property. 
 
ELECTRONIC RESOURCES 
A safe environment for all members of the school community should be a hallmark of a 
Catholic school.  This is accomplished, in part, by fostering a climate based on Gospel 
values that emphasize the dignity of and respect for all persons.  Words, actions, or 
depictions which violate the privacy, safety, or good name of others are inconsistent 
with that goal.  Whether occurring within or outside of school, when students jeopardize 
the safe environment or act contrary to those Gospel values, they can be subject to 
disciplinary action by the school. 
 
This policy applies to communications or depictions through e-mail, text messages, or 
web site postings, whether they occur through the school's equipment or connectivity 
resources or through private communications, which:  (1) are of a sexual nature; (2) 
threaten, libel, slander, malign, disparage, harass or embarrass members of the school 
community; or (3) in the principal’s discretion, cause harm to the school, or the school 
community (collectively referred to as “Inappropriate Electronic Conduct”).  
Inappropriate Electronic Conduct shall be subject to the full range of disciplinary 
consequences, including withdrawal for cause. 
 
Our Lady of Sorrows School provides the use of computer facilities and internet access 
to support the curriculum of the school.  Students and parents must sign an acceptable 
use agreement prior to the student’s use of the internet.  Guidelines listed in the School 
Board policy must be followed.  Students in violation of these guidelines will receive 
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appropriate consequences, which may include notification of parents; suspension; 
denial of computer use at school; expulsion; and/or notification of legal authorities.   
 
(School Board policy:  Our Lady of Sorrows School provides the use of computer facilities and Internet access for 
educational purposes only.  All students must read these guidelines with their parents and receive parent 
permission. 
 

 Students may only use the computer and Internet with teacher’s permission and for the purpose of which 
the teacher has requested. 

 Computer files are not private, and teachers or system managers may access them at any time. 

 Student will respect copyright laws.  Students shall not copy materials without permission.  Students will cite 
information. 

 Students will not give their password to anyone. 

 Students will not enter personal information. 

 Students will not agree to meet with anyone. 

 Students will alert their teacher about any inappropriate message or correspondence that makes them feel 
uncomfortable. 

 Students will not access profane or obscene material. 

 Students will not enter inappropriate or hurtful language into the computer. 

 Students will be disciplined according to the general disciplinary practices if the guidelines are not followed, 
or if they utilize the computers and Internet inappropriately. 
April, 2014) 

 

Communications or depictions through e-mail, text messages or web site postings, 
whether they occur on the school computer network or through private communications, 
which: (1) are of a sexual nature; (2) threaten, libel, slander, malign, disparage, harass 
or embarrass members of the school community; or (3) in the principal’s discretion, 
cause harm to the school or school community (collectively “Inappropriate Electronic 
Conduct”), shall be subject to the full range of disciplinary consequences, including 
withdrawal for cause. 
 
E-MAIL 
Parents are welcome to communicate with the school office or with classroom teachers 
through e-mail.  E-mail addresses may be accessed through a web page link at 
www.olschool.org  or messages may be sent through FastDirect. 
 
EMERGENCY CARDS 
In the event of a medical emergency during the school day parents will be contacted.   
If school staff is unable to reach parent/guardians, they will contact those persons listed 
as emergency contacts on emergency cards.  These cards provide information to the 
school as a means to contact you during the day.  It is essential that you keep the 
information on these cards current. 
 
If there are any court-ordered orders of protection for your child, or any custody 
arrangements that prevent your child from leaving school with any specific individual, it 
is essential that you provide copies of documents and clear information to the school 
office.  Your child’s emergency card will be marked accordingly. 
 
Some students need special medical care (frequent use of lavatory, allergies, 
medication, etc.)  Please note any special needs on the emergency form so that we can 
more fully meet the special needs of your child. 
 
If any information changes during the school year, it is essential that you contact the 
school and make the necessary changes on the emergency card. 

http://www.olschool.org/
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EMERGENCY PROCEDURES 
Our Lady of Sorrows School staff is trained in responding to emergency situations that 
could arise, including fire, tornado, earthquake, bomb threat, intruder, and issues 
related to hazardous materials.  Students practice for various emergency situations on 
a regular basis.  SchoolReach enables contact with all parents within minutes.  (See 
School Reach section to add work/cell numbers.) 
 
(School Board policy:  Emergency procedures are planned and practiced to insure a safe and secure environment 
for the school.  Plans and procedures are developed by the school for emergency situations in accordance with the 
Civil and Archdiocesan guidelines.  April, 2014) 

 
ENGLISH TUTORING PROJECT 
Students for whom English is not their first language may be invited to participate in the 
English Tutoring Project.  Volunteer tutors meet with students individually or in small 
groups to strengthen English competency.  ETP tutors work closely with regular 
classroom teachers. 
 
EXTRACURRICULAR ACTIVITIES 
All extracurricular activities (outside of school hours) must be approved by the principal. 
These activities must have an evident educational purpose.  The purpose of the activity 
and the requirements for participation will be clearly defined.  A member of the faculty 
or a qualified/responsible adult will act as moderator of the activity and will be present at 
all times during the activity. Parents’/guardians’ permission must be obtained for a 
student to participate in extracurricular activities.   
 
Any publications of student work will be carefully edited by a teacher. 
 
At sports related events and/or competition, Our Lady of Sorrows students should strive 
to be exemplary models of Christian behavior and should display good sportsmanship.  
Parents, coaches, and spectators should consistently model good sportsmanship and 
should emphasize its importance to participants and spectators, including parents and 
other fans. 
 
Interscholastic activities should foster good relationships between schools.  Students 
represent their school when participating in or attending interscholastic events. 
Breaches of Christian behavior and sportsmanship will be addressed promptly and 
appropriately. 
 
FACULTY MEETINGS 
Faculty meetings will be held once a month.  Specific dates are noted on the monthly 
calendar. 
 
FAST DIRECT 
FastDirect is an on-line communications program, including on-line grading and 
homework posting, as well as bulletin board notices and other features.  Parents are 
encouraged to use this program regularly and to keep family information current.  
Parents without internet access are welcome to reserve time to use a school computer 
when desired.  The web address is:  http://fastdir.com/olos. 
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FIELD TRIPS 
Field trips are planned periodically by the teachers to enhance instructional and cultural 
enrichment.  Most often, parents are invited to accompany the students.  Our Lady of 
Sorrows will generally maintain a ratio of one adult per ten students.   
 
Written consent using Archdiocesan permission slips is required for students to 
participate.  Oral permission or hand written notes will not be acceptable for your child 
to participate on field trips.  Your cooperation will be appreciated.  All students are to go 
on all field trips. 
 
Students will travel by bus or car, and any transportation fees, admission costs, or other 
fees will be assessed.  If field trip costs present a hardship for a family, parents are 
asked to notify the school office.  Financial assistance will be provided, if possible. 
 
The following are requirements when a volunteer drives on a field trip:   
 1. The driver must have a valid, non-probationary driver's license and no 
 physical disability that may impair the ability to drive safely; 
 2. The vehicle should have a valid registration and meet state safety 
 requirements; 
 3. The vehicle must be insured for minimum limits of $100,000 per person, 
 $300,000 per occurrence; 
 4. The driver should be an experienced driver and demonstrate the maturity 
 necessary to provide for the safety of those they are transporting; 
 5. Every person in the private vehicle must wear a seat belt or use an 
 appropriate passenger restraint system; 
 6. Adults should not smoke in the vehicle. 
 

Children weighing less than 40 pounds, regardless of age, are required to be secured in 
a child passenger restraint system appropriate for the child.  Children who are four but 
less than eight years of age and who weigh at least 40 pounds but less than 80 pounds 
and are less than four feet nine inches tall must be secured in a child passenger 
restraint system for booster seat appropriate for the child.  Children who weigh at least 
80 pounds or children taller than four feet nine inches must be secured by vehicle 
safety belt or booster seat appropriate for the child. 
 
For those students who are required to be transported utilizing a child passenger 
restraint system, the school must either hire a school bus to transport the students, or 
the parent of each student must be responsible for transporting his/her own child to and 
from the event. 
 
Teachers may take the students on walks within a five block radius from the school for 
curriculum purposes; i.e., ecology or nature observations.  Specific permission forms 
will be required to walk distances greater than five blocks. 
 
(School Board policy:  Educational field trips are part of the curriculum.  All field trips are approved by the 
Administration.  The written consent of parents must be obtained for every child participating in a field trip.  Phone, 
fax, or e-mail approval shall not be accepted.  April, 2014) 
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FINANCE 
Our Lady of Sorrows School is funded by tuition and fees (see Tuition section), parish 
subsidies, and various grants and donations.  Our Lady of Sorrows School does not 
provide financial aid.  Our Lady of Sorrows (OLS) parish may provide minimal financial 
aid for active parishioners.  Information regarding financial aid is available at 
registration.  Special circumstances for parish assistance require contacting the proper 
pastor (that is, the pastor of the family’s parish). 
 
Registration fees are non-refundable and are due in full before students can start 
school.   
   
Families paying monthly tuition must use FACTS unless the family has contacted the 
school accountant to make other payment arrangements.  All payment arrangements 
are subject to approval.   
  
Returned checks are assessed a fee of $20 each.  If families have more than one 
returned check during the school year, all future payments to the school must be made 
in the form of cash or money order.  
 
All tuition and fees must be kept current in order for students to attend Our Lady of 
Sorrows School.  At the end of each academic quarter, families delinquent in tuition 
and/or fees will be notified that students may not attend school until tuition and fees  
are made current.  In cases where special arrangements must be made due to 
changing circumstances in a family’s ability to pay, parents must contact the pastor and 
the school accountant at least two weeks prior to the start of the new academic quarter, 
to make payment arrangements.  All payment arrangements are subject to approval. 
 
All tuition and fees related to a prior school year must be paid on or before June 1st.  
Outstanding balances remaining after June 1st may be assessed a finance charge  
and could delay the student from starting the new academic year.  All payments made 
after the end of the academic year must be paid in cash or money order.  If parents  
are not able to meet this deadline, parents must contact the pastor and the school 
accountant to make payment arrangements.  All payment arrangements are subject to 
approval.   
 
Students will not be permitted to participate in graduation celebrations if tuition is not 
paid in full prior to graduation. 
 
(School Board policy:   

 Our Lady of Sorrows School is a tuition-based school subsidized by Our Lady of Sorrows parish.   

 Student records will be released only when all financial obligations are met.   

 The pertinent financial details are outlined in the Family Handbook.   
April, 2014) 

 
FOSTER GRANDPARENTS 
The Foster Grandparent program for senior citizens provides an intergenerational 
tutoring program.  Older members of the community are trained to come in to Our Lady 
of Sorrows to work with small groups or individuals in a variety of subject areas. 
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GRADING 
Students are evaluated on academic achievement, effort and conduct.  Parents are 
encouraged to get specific grading information from the individual teachers. 
 
Reporting of grades is given as a percentage on the report cards, with percentages 
corresponding to letter grades according to the following scale:   
A+ 98 – 100 
A 95 – 97 
A- 93 – 94 
B+ 90 – 92 
B 87 – 89 
B- 85 – 86 
C+ 83 – 84 

C 80 – 82 
C- 78 – 79 
D+ 75 – 77 
D 72 – 74 
D- 70 – 71 
F below 70 

 
Report cards are issued quarterly, approximately one week after the end of each quarter.  
Final report cards are mailed.  Parents are asked to include postage and correct mailing 
address for mailing the final report card when returning the 3rd quarter report card. 
 
Report cards will also record punctuality and attendance.  When a student has been 
absent 10 days or more, consecutively or otherwise, during a grading period, the grade of 
Incomplete ("I") is reported until the student has fulfilled the required work for that grading 
period. 
 
Our Lady of Sorrows may withhold grade reports and deny access to FastDirect for  
any family that is not current with obligations, whether financial or otherwise.  When 
obligations are met, this information will be released. 
  
Parents are always encouraged to review all papers and tests that are graded and 
returned in order to support the student’s successful learning.  Parents are also 
encouraged to obtain current averages using FastDirect. 
 
GRADUATION 
Eighth grade graduation will be held in May.  Attire for graduation should be modest and 
simple.   
 
To graduate from Our Lady of Sorrows, a student must have successfully completed the 
minimum academic and religious requirements of the school; maintained a satisfactory 
attendance record as defined by the school; demonstrated satisfactory conduct; and 
completed all financial obligations.  Payment in full must be made for all financial 
obligations to the school before the day of graduation.  Within the 10 days prior to 
graduation, Our Lady of Sorrows will require payment by cash or money order only.  Any 
family who has not met financial obligations may not be able to participate in the 
ceremony.  Any 8th grade student who receives one failing final grade in any subject will be 
able to participate in the ceremony but will have to attend summer school or an approved 
tutoring program.  A student who receives two or more failing final grades in any subject 
may not be eligible for high school placement. 
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(School Board policy:  Upon successful completion of 8th grade and satisfaction of all financial obligations, a student 
may participate in graduation ceremonies.  Dignified and simple graduation ceremonies are planned by the faculty and 
the Administration according to Archdiocesan guidelines.  April, 2014) 

 
GUM/CANDY/FOOD FINES 
Gum chewing, candy, and food of any kind are not allowed in the classrooms or hallways, 
with the exception of snacks at times designated by teachers.  Students who violate this 
rule will be subject to disciplinary action.  Students caught chewing gum will be fined 
$3.00. 
 
HARASSMENT 
Our Lady of Sorrows will maintain a learning environment that is free from all forms of 
harassment.  No student in the school shall be subjected to any type of harassment. 
Catholic schools forbid harassment because it is not in keeping with the Gospel message 
of Jesus Christ and the standards of its programs.  Harassment is defined  
as any unwanted and unwelcome behavior that interferes with a student's performance or 
creates an intimidating, hostile, or offensive learning environment.  Harassment includes 
conduct that is verbal, physical or visual. 
 
Our Lady of Sorrows investigates every harassment complaint thoroughly and promptly. 
All investigations will be conducted in a sensitive manner and, to the extent feasible, 
confidentiality will be honored. The investigations and all actions taken will be shared only 
with those who have a need to know.  If, after investigation, the school determines that a 
student has engaged in sexual or other forms of harassment, appropriate disciplinary 
action, up to and including suspension and withdrawal for cause, will be taken. 
 
Parents are encouraged to report incidents of harassment to the teacher or the principal. 
 
(School Board policy:  Harassment of any kind is contradictory to the teachings of Jesus Christ and the philosophy and 
mission of Our Lady of Sorrows School and is therefore prohibited.  Harassment is defined as any unwanted and 
unwelcome behavior that interferes with a student’s performance or creates an intimidating, hostile, or offensive learning 
environment.  Harassment includes physical, visual, verbal, written, electronic communication, and/or sexual forms of 
behavior.  Students and parents/guardians are encouraged to report any incidents of harassment to faculty or 
administration.  Any report of harassment will be investigated and dealt with in a manner consistent with Archdiocesan 
guidelines and the discipline policy as outlined in the Family Handbook. April, 2014) 

 
HEAD LICE POLICY 
Head lice infestation is a common problem in schools that can be remedied.  Person-to-
person contact as well as contact with inanimate objects, such as coats, scarves, hair 
brushes, combs, towels, bedding, upholstered furniture or carpets may allow the spread of 
head lice.  To prevent the spread of head lice, Our Lady of Sorrows School will conduct 
school wide screening periodically throughout the year.  Any child found to have head lice 
will be sent home from school that day and must be treated with an approved shampoo 
and nit removal.  The child must show proof of treatment and will be checked for nits prior 
to returning to the homeroom.  If more than 3 nits are found, the child will be sent home 
that day for treatment again.  A head lice alert note will be sent home to parents of all 
children in the infected child’s grade. 
 
 
 
HEALTH PROGRAM 
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The school is served by the St. Louis Public Health Department under the direction of a 
registered nurse.  All children are expected to have record of a complete physical, as well 
as immunization requirements, prior to beginning school at Our Lady of Sorrows. 
 
The State of Missouri requires all children to be properly immunized against hepatitis B, 
rotavirus, diphtheria, rubella, rubeola, mumps and poliomyelitis. 
 
No student will be admitted to school without completed physical forms.  This includes 
immunization records.   
 
Physical examinations are required for students beginning grades K, 3, and 6.  Accurate 
records of the above are kept by the nurse and are available for transfer if  
a student withdraws from Our Lady of Sorrows School. 
 
HEAT SCHEDULE   
When students begin full days, even on days that are forecast to be over 90 degrees, 
students will have classes.  They will have classes and eat lunch in air condition spaces 
available in the school building. 
 
HOME AND SCHOOL ASSOCIATION 
The Home and School Association helps to coordinate efforts of the home with the school.  
It provides programs of interest related to the community; it gives parents the opportunity 
to communicate with the principal, teachers and other parents; and it supports the school 
through fund-raising activities.  The Home and School Association meets several times 
per year.  Active participation is essential to support greater educational opportunities for 
all students. 
 
HOMEWORK 
Homework is an integral part of the school curriculum.  It is given to students to reinforce 
what has been presented in class; to provide discovery of new ideas; to stimulate 
independent investigations; to develop in-depth understanding through long-range 
projects; and to provide for the exploration of additional sources of information. 
 
The discretion of the teacher determines the kinds and amounts of homework appropriate 
to the grade level and subject.  Homework includes written work, study, reading and 
research. 
 
Homework will regularly be posted on-line.  This posting is given as a support for parents, 
but may not include all assignments, such as unfinished classwork or individual 
assignments.  Students are responsible for recording assignments and should not rely 
solely on the web page. 
 
Students are responsible for completing their work on time and will be held accountable 
for their work.  Please see the Responsibility Plan in Appendix A for details of 
accountability. 
 
Incomplete homework assignments must be made up.  If a child consistently states he or 
she has no homework or has completed it at school, check with his or her teacher.  
Children sometimes do not consider anything homework unless it is to be written, and thus 
important study and research assignments may be neglected. 
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Assignment notebooks or assignment sheets are to be used by each student.  Parents are 
encouraged to ask to see assignment notebooks to see what homework your child has for 
that evening.  Ask your child to show each assignment he or she did. 
 
Parents can contribute to the process of learning through homework by: 

 showing interest in the student’s work; 

 setting up an appropriate study environment; 

 consistently providing time and space to complete homework; 

 being consistent in helping the student develop good study habits; 

 encouraging the student to work independently as much as possible; 

 checking student’s recording of assignments against the web page posting. 
 
It is virtually impossible to designate a given homework time for each class because 
individuals vary so much depending on ability and concentration.  In general, the following 
“rule of thumb” can serve as a guideline: 
  
Number of minutes homework per evening = 10 times the grade level in minutes 
 (ex.:    Gr. 4 = 40 minutes; Gr. 1 = 10 minutes; Gr. 8 = 80 minutes) 
 
(School Board policy:  Reasonable and relevant homework, given on a regular basis, is an essential part of the 
curriculum.  April, 2014) 

 

 Vacation make up work:  This policy does not apply to sick days.  Students out on 
vacation will need to ask their teachers for the work needed at least three days 
before the student will not be in school.  All the work that was missed is due on the 
day the student returns to school.  The work not turned in on that day will be 
marked as zeros.  Tests planned to be given during the student’s absence will be 
taken before the student leaves or immediately upon return. 

 

 Extra Curricular Activity make up work:  This policy does not apply to sick days.  
Students out for sporting events will need to ask their teachers for the work needed 
at least three days before the student will not be in school.  All the work that was 
missed is due on the day the student returns to school.  The work not turned in on 
that day will be marked as zeros.  Tests planned to be given during the student’s 
absence will be taken before the student leaves or immediately upon return. 

 High School Visit make up work:  This policy does not apply to sick days.  
Students out for high school visits will need to ask their teachers for the work 
needed at least three days before the student will not be in school.  All the work that 
was missed is due on the day the student returns to school.  The work not turned in 
on that day will be marked as zeros.  Tests planned to be given during the student’s 
absence will be taken before the student leaves or immediately upon return. 

 
ILLEGAL SUBSTANCES 

ALCOHOL, DRUGS, SUBSTANCE USE AND ABUSE   
Parents and school staff must work together to inform students about the dangers of 
involvement in use of illegal substances, including alcohol and drugs.  Our Lady of 
Sorrows will provide information to the students on a regular basis to keep students safe 
and healthy. 
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The use and abuse of alcohol and other drugs poses a threat to the health of young 
people and creates an obstacle to their full development as Christian persons.  In addition, 
under present federal and state laws, the possession and use of certain unprescribed 
drugs, including narcotics, depressants, stimulants, marijuana, and hallucinogenic drugs 
are illegal. 
 
Therefore, the possession, use, or transfer of un-prescribed or illegal drugs, or the use, 
possession of, or being under the influence of alcohol on the school premises or at school-
sponsored functions are not permitted. Students violating this policy will be subject to 
suspension and/or withdrawal for cause from school.  In addition, civil authorities may 
become involved. 
 
When a student misuses drugs or alcohol or encourages others to do so, the school must 
be concerned with the effect on the rest of the school as well as on the individual student.  
When alcohol and/or drugs are used off school grounds, and when the reputation of the 
school is involved, the Administration may operate according to the guidelines set out 
below. 
 
When a student’s overt behavior and/or appearance indicates their involvement  
with alcohol and/or drugs at school or at a school-sponsored event, the school 
administration will evaluate the student’s condition; notify parents/legal guardians, and 
legal authorities.  The student will be suspended until:  parents have taken appropriate 
action to help the student; a personal conference is held between the school 
administration and the student’s parents/guardians; and the school administration has 
clearly outlined a course of action to which the student and parents/guardians have 
agreed in writing.  The course of action is likely to include:  counseling, probationary 
status, referral to specialists, and/or referral to the legal system. 
 
(School Board Policy:  Our Lady of Sorrows, in continuing the mission, strives to provide a Christ-centered, safe learning 
environment.  The use of alcohol and other drugs poses a threat to the health of young people and creates an obstacle 
to their full development as Christian persons.  In addition, under present federal and state laws, the possession and 
use of certain un-prescribed drugs, including narcotics, depressants, stimulants, marijuana, and hallucinogenic drugs 
are illegal.   
     Therefore, the possession, use, or transfer of un-prescribed or illegal drugs, or the use, possession of, or being under 
the influence of alcohol on the school premises or at school-sponsored functions are not permitted.  Students violating 
this policy will be subject to suspension and/or expulsion from school.  In addition, civil authorities may be called.  The 
procedures will be clearly defined in the school handbook. 
     In addition, preventive approaches through counseling and other educative methods should be employed.  April, 
2014) 

 

TOBACCO USE  
Through the curriculum, the students are made aware of the dangers of usage of tobacco 
products.  Any use of tobacco products is not permitted on school grounds  
at any time.  A student who is caught in possession of a tobacco product on school 
grounds will be addressed by the administration.  Disciplinary action may include 
notification of parents, suspension, referral to outside agencies, and/or referral to the legal 
system. 
(School Board policy:  Our Lady of Sorrows School is dedicated to the promotion of the growth and well being of every 
aspect of our students lives, and therefore prohibits tobacco use at all times.  Students are made aware of the dangers 
of tobacco usage through our curriculum.  Our Lady of Sorrows is a smoke free environment.  Any student in violation of 
this policy is subject to administrative discipline.  April, 2014) 
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ILLNESS 

 Parents should report a child’s absence to the office and give the nature of the   
illness. 

 Children with fevers should remain home until the child is well.  Children with fevers 
will be sent home.  Generally, a child should be fever-free 24 hours before returning 
to school. 

 Children who display signs of illness should be kept home. 

 Children who appear to be ill will be sent home. 

 If a student becomes ill during the school day, the office will contact the parent.  If 
the parent is unavailable, the office will contact the person listed on the emergency 
form. 

 School personnel will not dispense medication of any kind without a direct order, 
signed and retained on file, of a licensed physician and with the written permission 
of the parents.  This medication must be in the original bottle.  School personnel 
are NOT permitted to give students Tylenol, cough drops, or apply ointments or 
lotions, etc., whether they are prescription or over-the-counter. 

 All medications to be taken during the day will be kept in a locked cabinet in 
properly labeled containers. 
 

INCIDENT REPORT 
Our Lady of Sorrows staff will maintain reports on serious incidents occurring at school, 
including but not limited to, injuries.  Our Lady of Sorrows staff may request follow-up 
information from parents. 
 
(School Board policy:  A written incident report will be filled out by a teacher or staff member whenever a serious 
incident or significant injury occurs during school.  The report will be turned in to the principal and filed for any future 
references.  School personnel will contact parents/guardians to immediately report the incident.  April, 2014) 

 
INCLEMENT WEATHER  
During exceedingly cold or otherwise inclement weather, all children are admitted to the 
building at 7:30 AM.  During most school days, the students will go to recess for some 
amount of time so you are asked to be sure your children come to school dressed 
appropriately. 
 
Our Lady of Sorrows will close school only as a last resort during inclement weather.  A 
“phone blast” (automated call through SchoolReach) will be used to notify parents, 
Parents may also listen to KMOV for school closures.  Please do not call the school or the 
rectory for this information. 
 
On occasion, it may be necessary to operate on a “snow schedule,” which means starting 
school at 10 AM rather than 7:50 AM.  Dismissal will be at the regular time, 3:00 PM.  This 
information would also be given through a phone blast and on KMOV. 
 
Excessive heat may require reduced hours of operation.  A minimum of one full day’s 
notice will be given to parents if we have a need to close school early due to dangerous 
heat levels in the building. 
 
INSURANCE OPPORTUNITIES 
Student accident insurance is available to any family in our school who may be interested.  
This coverage is offered through K&K Insurance Group, Inc. a company that has been 
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dealing with student accident insurance for many years.  The plans are underwritten by 
Nationwide Life Insurance Company, an A.B. Best A+ “Superior” rated carrier.  To find 
more information about the program, access K&K’s website at www.studentinsurance-
kk.com.  On-line enrollment is also available at this site.  Email address is 
info@studentinsurance-kk.com.  There is a link from FastDirect. 

 
LATCH KEY 
Our Lady of Sorrows School provides a Latch Key Program before and after school when 
school is in session.  This is held in the Fr. Brennell Room on Rhodes Street.  The cost for 
Latch Key will be determined at the beginning of each school year.  Latch Key is offered in 
the morning from 6:45 to 7:50 AM, and in the afternoon from 3:00 to 6:00 PM.  Details 
regarding Latch Key are available upon request. 
 
LEAVING THE SCHOOL GROUNDS 
Once pupils are on the school grounds they may not leave it without the expressed 
permission of the principal, then only in cases of illness, physical or dental treatment, or 
for clinical appointments.  Children who must be excused for medical reasons during 
school time should have a written notice stating the time and length of the visit.  The 
request must state clearly the reason for early dismissal. 
 
Parents are to never take children from their respective rooms or from the school yard 
without first obtaining permission from the school office.  Teachers may not let any child 
leave the school unless the school office has been notified. 
 
Students will only be sent home from school in the event of illness, injury, or suspension.  
Parents will be notified by the school to make arrangements.  Students will be in the office 
to be picked up.  Parents will sign a log sheet when picking up the student.  Students will 
only be allowed to leave with parents, those indicated on the emergency card, or an 
individual specifically identified by the parent.  
 
Teachers may take the students on walks within a five block radius from the school for 
curriculum purposes; i.e., ecology or nature observations.  Specific permission forms will 
be required for distances greater than five blocks. 
 
LIBRARY FACILITIES 
Our Lady of Sorrows School maintains a well-supplied library, constituting a valuable 
learning resource center for the school.  Students have the opportunity to visit the library 
weekly. 
 
Students are responsible for proper care of books and will replace any books that are lost 
or damaged.  Students will be held accountable for late fines. 
 
LITURGY 
Regular attendance at liturgy is an essential part of the curriculum at Our Lady of Sorrows.  
Students will usually attend Mass weekly, either in a small group (levels Mass) or full 
school setting (all school Mass).  Parents are welcome and encouraged to attend.  Mass 
dates are listed on the calendar. 
 
Students are also expected to attend Sunday Mass with their family.  Regular participation 
in community worship is a vital part of the Catholic education of students.  Parents agree 

http://www.studentinsurance-kk.com/
http://www.studentinsurance-kk.com/
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to participate in Sunday Mass through signing the Parent Witness statement at the time of 
registration. 

 
LOST AND FOUND 
Lost and found items are kept in the cafeteria.  Items left at the end of the month may be 
donated to charity.  All clothing items, lunch boxes, and school supplies must be clearly 
and permanently labeled. 
 
LUNCH 
Students may bring a packed lunch from home.  Parents are encouraged to pack healthy 
lunches and snacks, and refrain from including beverages and foods that do not meet 
nutrition standards for individual foods and snacks.  Soda may not be brought to school, 
and no glass containers may be brought to school.   
 
If a student forgets to bring a lunch in the morning, parents are welcome to bring it to the 
office, and it will be given to the student.  Please do not go directly to the individual 
classroom so as to avoid classroom interruptions. 
 
Parents are asked not to join their children for lunch due to space constrictions in the 
cafeteria. 
 
Students may bring a plastic water bottle with lid during hot weather.  An insulating device 
(either commercial or homemade – such as use of a clean sock) will prevent condensation 
from causing problems. 
 
Students are supervised at lunch and recess by paid staff, volunteer parents, and 
teachers.  The students are expected to treat these workers with respect and listen 
carefully to their directions. 
 
MAINTAINING SCHOOL PRIVACY 
School understands that students/parents have access to technology that enables them to 
record, either visually or audibly, a student of the school or a member of the school staff.   
 
Out of respect for the students in our school, students and parents are not to publicly post 
any videos, pictures or audio recordings of students at school events unless the 
student/parent(s) have the express written permission from the school to do so.  This 
includes, but is not limited to, on-line photo-sharing and posting videos to YouTube or 
similar applications. 
 
Additionally, in order to ensure the privacy of members of the school staff, students and 
parents are not to record a member of the school staff without the express permission of 
the staff member.  As such, students and parents are prohibited from recording classroom 
lessons/discussions and are prohibited from photographing or videotaping teachers 
without the teachers’ permission.  Likewise, students and parents shall not publicly post 
any videos, pictures or audio recordings of staff members unless the student/parent(s) 
have the express written permission from the school staff member. This includes, but is 
not limited to, on-line photo-sharing and posting videos to YouTube or similar applications. 
 
MEDIA 
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Members of the media will be on school property only as invited guests, and will not be 
allowed to interview students on matters unrelated to the purpose for which they were 
invited.  Parents will be asked to sign a permission form to allow their child’s photo to be 
used in media/marketing materials. 
 
MEDICAL CONDITIONS 
A student enrolled in Our Lady of Sorrows who has a significant or potentially life 
threatening medical condition may require special consideration.  Our Lady of Sorrows will 
take steps to obtain the information necessary to understand the condition, its 
manifestations in the school setting, and any specific adjustments or plans for an  
emergency response which may be necessary in order to provide the student with a 
healthy and safe environment. 
 
MEDICATION – PRESCRIPTION AND OVER-THE-COUNTER 
School personnel will not dispense prescription or non-prescription medication of any kind 
to a student without following the regulations listed below.  School personnel will keep 
proper documentation on every dose. 

 
All medication sent to school will be kept in secure place under the supervision of the 
administration.  Students may not carry medication on their person.  Medication may only 
be brought to school by a parent or legal guardian.  Medication must be brought  
to school in a container appropriately labeled.  For medications that will be given for the 
entire school year, the student needs a new container each school year. 
 
Ideally all medication should be given at home.  Please make your physician aware of the 
problems associated with giving medication at school.  They may be able to change time 
schedules so medication can be given before and after school hours.  Any student 
required to take medication during the regular school hours must comply with school 
regulations.  These regulations include: 
 

 Written orders from a physician which detail the name of the student; the name of 
the medication; dosage; time medication is to be given; the period of time 
medication is to be given.   

 Written permission by the parent or guardian requesting that the school administer 
the medication. 

 Note:  If there is a change in dosage or timing of medication, the physician must 
submit the change in writing.  A parent may not give permission to administer 
medication differently than the physician's order.  

 
(School Board policy:  If a student requires medication during the regular school hours, the following must be in place: 
1. The direct order of a licensed physician, signed and properly filed with the school (the current prescription label on 

the container may serve as a physician’s order and physician’s orders may be faxed or mailed to the school); 
2. Written consent of the parent for school personnel to administer the medication; 
3. The medication in the original container; 
4. Proper training of personnel on medication administration. 
 
All medication sent to the school must be secured in a locked cabinet under the supervision of administration.  Students 
may not carry medication on their person, with the exception of metered-dose inhalers when properly registered with the 
school.  A trained staff member must be assigned to administer medication.  Proper documentation must be kept on 
every dose given.  April, 2014) 

 
NEWSLETTER 
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A newsletter from the principal is posted online each Thursday to keep parents/ guardians 
informed of up-coming events and important information.  All newsletters will be posted on 
FastDirect under “Links” by Thursday at 3:00 PM. 
 
NON-CUSTODIAL PARENTS 
Non-custodial parents with visitation rights are entitled to receive information from school, 
including newsletters and grading information.  Please inform school at the start of the 
year, and include mailing information as well as a $25.00 fee to cover the cost of regular 
mailings. 
 
OASIS 
The OASIS program for senior citizens provides an intergenerational tutoring program for 
students in Gr. K, 1, 2, or 3.  Older members of our community are trained in the 
Language Experience Approach of teaching reading, and are paired with selected primary-
aged students for reading activities.  Parents will be notified if their child is selected to 
work with an Oasis tutor. 
 
OFFICE AIDS 
Since safety comes first where the students are concerned, the staff has decided that it is 
unsafe to have students sitting in the office during the lunch hour answering the phone 
and opening the door.  Therefore, the office will be closed from 11:20 till 12:25.  There will 
be no one in the office to answer the phone or door.  If your child needs to leave for an 
appointment during this time, you will need to pick them up before 11:15 or after 12:25.   

 
OUTREACH OPPORTUNITIES 
In keeping with the school philosophy, we are aware of our responsibility to those who are 
less fortunate than we are.  Throughout the year, the children are given the opportunity to 
be of service to others through activities such as Soup Kitchen and mission activities.  
Various projects and events are held in the school to encourage global awareness and to 
live out the concept of stewardship.  “Connections” is a program that builds a relationship 
between an elderly homebound parishioner and students in a classroom.  Several times 
throughout the year, classes participate in making cards for or writing letters to their 
Connections partner. 
 
PARTIES 
School parties may be held at the discretion of the teachers.  Holiday parties are 
scheduled for Halloween and Valentine’s Day.  Room Parents are responsible for planning 
the parties and should stay in communication with the teacher regarding specific details.  
In keeping with the Wellness Plan for Our Lady of Sorrows, parties should include no 
more than one food or beverage that does not meet nutrition standards.  Healthy snacks 
and fun activities can contribute to an enjoyable holiday party. 
     
PERFECT ATTENDANCE 
Perfect attendance is acknowledged for those students with no absences, tardies, or 
absent less than two hours.  Students will be given a certificate in acknowledgement of 
this accomplishment. 
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PERMANENT RECORDS 
Permanent records are kept in the office on each child.  These files contain achievement 
tests results, teacher-parent correspondence, Title One reports, copies of report cards, 
progress notes, and phone logs.  Parents/guardians have the right to inspect and review 
the official active file of their children.  Please call school to make an appointment if you 
would like see to your child’s permanent record. 
 
The right of school personnel to access the records of students is limited to those who 
have a legitimate purpose for the information the record contains. In addition, the person 
must also have a professional responsibility for a specific individual student or a clearly 
identified group of students.  This includes teachers, guidance counselors, administrators, 
and special education personnel. 
 
Our Lady of Sorrows will not release student records to other schools, institutions, 
agencies, or individuals without the prior written consent of a parent/guardian, or the 
former student if age eighteen years or older.  Records are not released to parents or 
students but are transferred directly from the school to the institution designated to receive 
them. 
 
Student discipline information is not part of a student's cumulative or permanent record 
file, and as such, is not included when parents authorize information to be provided to 
another school or agency.  Making this information available to any person or institution 
must only be done with the specific written consent of the student's parent or guardian. 
This applies to providing both written and/or oral information. 
 
PHOTOGRAPHS 
School pictures are taken twice each year, in October and in April.  All students will be 
photographed.  Parents may choose whether to purchase photos. 
 
On picture days, students may dress in school-appropriate non-uniform clothing.   
 
Students will also be photographed professionally at First Communion and Graduation, 
and families will have the opportunity to purchase these photographs. 
 
Individuals are not permitted to take pictures of any sort on school property unless they 
have received permission from the principal.  This includes use of a camera as well as any 
other imaging device. 
 
(School Board policy:  No employee, including faculty staff, and any other person employed directly or indirectly by Our 
Lady of Sorrows, shall use an electronic device of any time to photograph a student for his or her own personal use.  
April, 2014) 

 
PHYSICAL EDUCATION 
Students in grades K through eight must participate in P.E. classes.  No student will be 
excused without a written explanation from a parent. 
 
P.E. classes meet once or twice weekly either in the gym, on the school playground, or in 
classrooms. 
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PLAYGROUND 
To alleviate the congestion on the playground during the lunch periods, certain areas have 
been designated for certain games.  All students are encouraged to participate in the 
recess activities.  Paid supervisors and some parent volunteers will be present at all times 
to supervise these activities. 
 
All personnel supervising the playground during the lunch hours have equal authority with 
the teachers.  Therefore, the students should respect and obey them. 
 
If it is absolutely necessary for a child to remain inside the building during the lunch time, a 
written note of permission from the parents is required.   
 
During the lunch time, no food of any kind (candy, cookies, gum, etc.) is permitted on the 
playground.  
 
POLITICAL PROCESS 
Due to requirements of the tax exempt status, Our Lady of Sorrows School will not actively 
participate in any partisan political activity, including use of buildings, equipment, 
personnel, publications, and endorsements.   
 
PROMOTION AND RETENTION 
Children are individuals who operate within their own time schedule for physical growth, 
emotional maturity, and academic ability.  Children do not function in perfect coordination 
with others of the same age.  Children cannot be forced to learn faster than their inner 
readiness.  Children will complete one level of material satisfactorily before moving onto 
the next. 
 
Promotion to the next grade is dependent upon successful completion of the current 
grade.  Successful completion is defined as passing a minimum of 6 of the 7 core 
subjects:  Religion, Reading, English, Spelling/Vocabulary, Math, Science, and Social 
Studies. 
 
A student who fails a core subject with a final average below 70 fails the subject for the 
year.  A student who fails two (2) or more of the core subjects will not be eligible for 
promotion. 
 
A student who fails one (1) core subject is not eligible for promotion until the deficiency is 
removed by attending an approved summer school program or tutoring program.  A report 
indicating successful completion of the summer school course must be received at Our 
Lady of Sorrows School prior to the start of the next academic year in order to remove the 
deficiency and be officially enrolled for the next year. 
 
The process of retention is one of consultation and communication between parents, 
teachers, principal, and usually a testing consultant.  The final decision always rests with 
the school. 
 
Specialized testing is always recommended when a student is having difficulty learning to 
determine the nature of the problem and the learning environment.  Testing can result in 
professional recommendations for classroom adaptations to meet the needs of the 
individual student. 
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QUESTIONING OF STUDENTS  
Except at the direction of a caseworker from the Division of Family Services, no student 
should be questioned by law enforcement authorities or officials of other public agencies 
unless a school administrator is present.  Every effort will be made to contact parents and 
provide them the opportunity to be present.  
 
ROOM PARENTS 
Each homeroom has Room Parents whose job is to keep the communication open 
between the school and the home regarding classroom activities for which parent services 
would be needed.  Room Parents are selected by the Home and School president from 
those parents who have volunteered or been recommended.  Room Parents are 
coordinated through the Home and School Association, and may be responsible for 
assisting with various traditions throughout the school year.  Room Parents should 
welcome assistance from other parents from the classroom, including attendance at 
parties, donations, etc. 
 
SACRAMENTS 
Second graders receive the sacraments of Reconciliation and Holy Eucharist for their first 
times.  Reconciliation occurs early in Advent, and First Communion is two to three weeks 
after Easter.  These sacraments are part of the life of the parish.   
 
Seventh graders are given the opportunity to receive the sacrament of Confirmation each 
year in the spring.   
 
Receiving sacraments are significant events in a young Catholic’s life.  Students are not 
required to receive any sacrament, and some may prefer to postpone based on readiness 
and maturity. 
 
Our Lady of Sorrows students who have not received the sacraments at the times 
designated for their classes may prepare individually.  Please let the teacher know 
immediately if this is your choice, and contact will be made with the pastor for 
arrangements. 
 
Students attend Mass weekly, and have the opportunity to receive the Sacrament of 
Reconciliation during Advent and Lent. 
 
SAFE ENVIRONMENT PROGRAM 
In accord with Archdiocesan policy, all staff and volunteers are screened through the Safe 
Environment Program.  All staff and volunteers with contact three or more times per year 
must:  1. Attend a “Protecting God’s Children” workshop; 2. Receive a background check 
through the State of Missouri; and 3. Sign a Code of Ethics form. 
 
SAFETY 
Safety of students and staff is a high priority for all at Our Lady of Sorrows.  It is essential 
that parents, students, and school staff work together to make Our Lady of Sorrows a safe 
place. 
 
Parents are responsible for the safe arrival and departure of Our Lady of Sorrows 
students.  Parents may drop off students in the circle drive on the Rhodes side of the 
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building.  The first car should pull to the end of the drop off area before dropping off 
students, allowing approximately five cars to drop off at the same time.  After dropping off 
students, parents must carefully drive forward and exit the lot.  If a parent wishes to walk a 
student into school or watch the student into the door, the parent must park in the parking 
lot.   
 
When picking up students after school, parents may not use the circle drive.  Parents must 
park in the parking lot. 
 
Parents are responsible for teaching their children safety procedures for walking to and 
from school.  Students are to cross the streets only at the corners.  Students are also to 
respect the property of others and use sidewalks when walking to and from school. 
Any student walking a younger student home should remember to make arrangements for 
that child’s supervision if the older student is to stay after school for any reason. 
 
Adult crossing guards are stationed at the corner of Rhodes and Macklind, and at Rhodes 
and Kingshighway.  No adult crossing guards are stationed at many intersections where 
our students walk.  Members of the School Safety Patrol are stationed in some areas near 
school.  These students come on duty at 7:40 AM each morning, remaining until 7:50 AM.  
Patrol members are on duty again at 2:55 PM and remain until 3:15 PM. 
 
The Safety Patrol, composed of eighth and seventh graders, is expected to assist 
students, and relies heavily on the cooperation of other students.  All students crossing 
where there is a patrol guard are expected to respect that position. 
 
Parents are welcome to contact the school if they notice ways to improve the system of 
safety in walking to and from school.  Your comments and suggestions are needed and 
appreciated.  
 
If a parent observes any situation that puts students in danger, they are encouraged to 
contact the police immediately by calling 9-1-1.  The police are committed to assisting with 
the safety of our students.  After calling 9-1-1, please contact the school office so that 
accurate records of incidents may be maintained.  The administration will take action to 
notify students and parents when reports of danger are received in the office. 
 
SCHOOL BOARD 
The School Board acts in an advisory capacity to the pastor and the principal by 
recommending and evaluating policies for the school.  The Board provides the parish with 
a representative body for identifying and articulating the educational needs and aspirations 
of the parish community. 
 
The Board functions in accordance with the Archdiocesan guidelines.  The Board may 
officially function only through its meetings that are usually held the second Monday of the 
month, from August through May, excluding December. 
 
The Board has the following functions: 

 establishing the philosophy and goals for the educational programs; 

 interpreting and applying the policies of the Archdiocesan Board of Education; 

 formulating the additional policies that may be necessary; 
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 evaluating the implementation of policies; 

 approving the budget to be recommended to the pastor; 

 recommending to the pastor the employment of the principal; 

 developing long range plans and community relations; and 

 establishing, maintaining, and supporting a committee to actively market the school. 

The Board does NOT do the following: 

 administer the school or establish the curriculum; 

 hire and fire the pastor, principal, or teachers; 

 serve as a grievance group or court of last resort; nor 

 discuss individual student or personnel issues. 
 

Interested parishioners may attend and speak to the Board during the public portion if they 
have contacted the Board president prior to the meeting.  The School Board appreciates 
parent comments and suggestions. 
 
Any registered adult parishioner is eligible to be considered as a candidate for a Board 
position.  Three new members are elected each May through parish voting, and the pastor 
appoints members to fill vacancies.  The term of office is three years.  The Board consists 
of nine members, including the pastor and the principal.  A list of Board members may be 
found and a link to School Board information may be found on the web page at 
www.olschool.org. 
 
(School Board policy:  The School Board is comprised of practicing Catholic parishioners of Our Lady of Sorrows parish 
and/or parents of Our Lady of Sorrows students elected by the parish/school community.  The School Board serves in 
an advisory capacity to help the pastor and principal make decisions on school policy.  Newly elected members as well 
as the newly elected president shall attend an Archdiocesan in-service.  School Board members assist in the areas of 
planning, marketing, finance, mission, and philosophy.  The School Board meets monthly during the school year to 
discuss a set agenda.  A public portion is provided at the beginning of each open meeting for persons to voice questions 
and concerns in the above mentioned areas.  Persons wishing to speak in the public portion must contact the board 
president one-week prior to the scheduled meeting.  Although the school board will not address public portion issues at 
this time, the school board president or another designated school board member will acknowledge the concerns voiced 
by the persons at the public portion.  The school board shall make every effort to publish information about school board 
activities to the parish community.  The school board must work with everyone involved in the Our Lady of Sorrows 
school community to ensure that students continue to receive a quality Catholic education.  April, 2014) 

 
SCHOOL REACH 
SchoolReach is a telephone broadcast system that enables school personnel to notify all 
households and parents by phone within minutes of an emergency or unplanned event.  
SchoolReach is also used to communicate general announcements or reminders.  
SchoolReach uses the phone numbers indicated on the emergency cards completed at 
the time of registration. 
 
Parents may request that the SchoolReach list include work numbers and cell phone 
numbers.  Contact the school office to add those numbers. 
 
SEARCH AND SEIZURE 
School officials may search a student’s locker, purse, jacket, backpack, desk, etc.  
Lockers, closets, desks, and other storage spaces are school property provided to the 
students for their use and are subject to search by school officials.   School officials may 
seize any item brought on to the school property. 
 

http://www.olschool.org/
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A student may be asked to show the contents of personal property.  Refusal to do so may 
result in disciplinary actions. 
 
Items that are confiscated for inappropriate use, such as cameras and cell phones, may 
be reviewed by the administration. 

 
SERIOUS DISCIPLINARY CONSEQUENCES 

Our Lady of Sorrows School believes that every person should be treated with respect.  
The Responsibility Plan is based on this belief.  Therefore the following conduct may lead 
to serious disciplinary consequences: 

1. An individual infraction of a major school rule; 
2. Disrespect of authority; 
3. Repeated truancy; 
4. Repeated infractions of school rules; 
5. Disruption of the learning environment; 
6. Theft, vandalism, and/or destruction of school property or the personal property of 

students, staff, or others; 
7. Harassment, threats, or physical acts against others; 
8. Out of school conduct which seriously detracts from the reputation of the school. 

 
(School Board policy:  Our Lady of Sorrows shall provide a safe learning environment for all members of the school 
community.  The climate of Our Lady of Sorrows shall reflect Gospel values including an emphasis on the dignity of all 
persons which is necessary for respect, the interdependence of all persons that is the basis of community, and the rights 
and responsibilities of all persons which are the foundation of justice.  May 2014) 

 
SNOW DAYS   
Parents will be notified by phone blast if the school will be closed because of snow or 
there is a late start.  Late start school opens at 10:00am.   This information will also be on 
KSDK-TV and KMOV-TV. 
 
SOUP KITCHEN 
Our Lady of Sorrows supports a monthly Soup Kitchen provided at Sts. Peter and Paul 
parish.  Students are asked to bring a food item and twenty-five cents on each day that 
Soup Kitchen appears on the calendar.  The food item for each month will be listed on a 
monthly Soup Kitchen flyer.   
 
SPECIAL NEEDS 
Our Lady of Sorrows will attempt to address the special learning needs of students to the 
greatest possible extent within the parameters of the school’s financial and human 
resources.  The ultimate goal of all efforts to address students’ special learning needs is 
successful mastery of the regular curriculum in the regular setting. 
 
Our Lady of Sorrows will not exclude otherwise qualified students who have disabilities, 
solely on the basis of their disability, if, with minor adjustments, the school could provide 
that student with an appropriate education.  In the event that Our Lady of Sorrows cannot 
meet a particular student’s special learning needs with minor adjustments, the school 
should assist the family in finding appropriate alternatives so that the student’s needs are 
ultimately met. 
 
Our Lady of Sorrows will obtain current diagnostic evaluations and authorization to 
exchange information with specialists and agencies, in order to make informed decisions 
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about admitting students with special needs and providing them with appropriate 
adjustments during their term of enrollment. These evaluations and related documents 
should be part of a student’s cumulative record. 
 
SUPERVISION 
Students will be supervised at all times during school hours, 7:50 AM until 3:00 PM.  
Before school, students should gather in the green space area outside the main school 
doors on Rhodes in the morning, and should not arrive prior to 7:40 AM.  Adult supervision 
will be available beginning at 7:40 AM.  After school, students in Gr. K – 5 will be 
dismissed from the main door (Rhodes), and students in Gr. 6 – 8 will be dismissed from 
the Kingshighway door.  A student that is not picked up and who does not walk home is to 
report to the office immediately.  Parents and/or emergency contacts will be called.  The 
student will be instructed to wait inside the building until the parent arrives.  No child 
should wait on the parking lot without supervision.  If a parent is unable to regularly abide 
by the regular drop-off/pick-up times, that parent will be required to designate another 
adult to take responsibility for the student. 
 

SUPPLIES 
Parents are sent a list of school supplies at the end of the year for the coming year.  
Please have these by the first week of school.  Be sure all items are clearly marked with 
the student’s name.  Students are responsible for having all school supplies.  It may be 
necessary to replenish some of the supplies as the school year progresses. 
 
TELEPHONE CALLS 
The school office receives messages for teachers during the school day.  Teachers also 
have a voice mailbox, and will check the mailbox once per day.  Teachers will respond at 
their earliest convenience, within 48 hours. 
 
Parents may leave messages for students when the need arises.  Messages will be 
delivered at the end of the school day.  Children may not use the telephone during the 

school day except in emergency situations. 
 
After school hours, messages for school personnel may be left on voice mail. 
 
A phone blast (automated call) will be used to communicate with all parents as situations 
arise. 
 
TESTING PROGRAM 
The following tests are administered yearly: 

 The Kindergarten teacher screens all prospective Kindergartners to determine 
readiness and to familiarize the student with the teacher.  The Kindergarten teacher 
uses an adaptation of the Missouri KIDS test. 

 A standardized test, The Iowa Tests of Basic Skills, is given to third through eighth 
grades in late September.   

 ACRE (Assessment of Catholic Religion skills) is administered to fifth and eighth 
graders in January. 

 
In order for a student to receive special accommodations for any standardized test 
administration, the school must receive written recommendations for accommodations in 
an evaluation, in an Individual Education Plan (IEP), and Individual Services Plan (ISP), or 
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in a plan or profile developed by a qualified specialist.  This documentation must be a part 
of the student’s permanent file.  Only those students whose parents/ guardians have given 
written consent should receive accommodations.  This consent must be obtained annually 
and maintained in the student's file.  The test results will be indicated as “non standard 
administration”. 
 
Individual psychological testing is normally not performed at Our Lady of Sorrows.  
However, if the teacher or parent feels that the student has a need for special evaluation, 
the administration will inform the parent and recommend several qualified agencies or 
individuals that perform individualized testing.  The results of individual psychological 
testing can result in suggestions for accommodations for students to be successful in the 
regular elementary program. 
 
TEXTBOOKS 
Books are the property of the school and are on loan to the children for the school year.  
All textbooks must be covered at the beginning of the year and returned in good order at 
the end of the year.  Any books, including library books, which are lost or defaced, must 
be paid for by the parents at the end of the year. 
 
TITLE ONE CLASSES 
Title One is a federally funded program to provide academic support for students in 
reading and math for those who qualify in grades K-8.  Qualification may include test 
scores or teacher recommendation.  Title One classes are held during the school day  
in a religiously neutral setting on the school grounds.  Parents must give consent for 
participation in this program.  Students who attend Title One classes are not responsible 
for making up work they miss while at class. 
 
TOGETHER WE’RE BETTER 
Families are strongly encouraged to participate in the OLS Together We’re Better (TWB) 
scrip program.  TWB offers an opportunity for families to purchase gift cards (scrip) for 
many grocery stores and other retail stores.  Gift cards are purchased dollar-for-dollar (for 
example, $25.00 will purchase a $25.00 gift card), with a percentage of the card donated 
to the TWB fund.  The TWB funds are used to support Our Lady of Sorrows School. 
 
Our Lady of Sorrows School will send TWB order forms home on a regular basis, and 
additional forms are available on-line and in the school office.  TWB orders are filled at 
school once/week.  TWB scrip is also available at the rectory and after Masses.  Contact 
the school office if you have any questions about the TWB scrip program. 
 
TUITION AND FEES 
Tuition for the next school year is announced in January of each year.  A discount totaling 
$100 is available for tuition paid in one lump sum prior to June 1 for the school year 
beginning in August.  A discount totaling $50 is available for tuition paid semi-annually; 
tuition is due June 1 and January 1. 
 
A registration fee is due at the time of registration and is non–refundable.  This fee covers 
the cost of textbooks, workbooks, standardized testing, and supervision by adult crossing 
guards and lunch-time workers.  The registration fee for a single child family is due at the 
time of registration.  The registration fees for multiple child families may be paid monthly, 
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beginning with the first child’s fee at the time of registration, with the balance being paid in 
full by May 31.  
 
Special grade level fees for miscellaneous items will be assessed at the beginning of each 
year.  These fees will cover items such as assignment notebooks, weekly classroom 
magazines, special activities such as the Outdoor Education program, etc.  These fees are 
to be paid at the time of registration, unless otherwise specified. 
  
VIOLENCE 
Catholic schools shall provide a safe learning environment for all members of the school 
community.  The climate of Catholic schools shall reflect Gospel values including an 
emphasis on the dignity of all persons which is necessary for respect, the 
interdependence of all persons that is the basis of community, and the rights and 
responsibilities of all persons which are the foundation of justice. 
 
Violence is inconsistent with the unity and peace which are essential to living the Catholic 
faith in community.  Violence also inhibits human development and successful learning.  
Therefore, violence is not tolerated at Our Lady of Sorrows School.  Violence consists of 
words, gestures, and actions that result in or have the potential to result in hurt, fear, or 
injury.  Violence includes threats of injury, harassment, assault, possession, and/or use of 
a weapon; and theft or vandalism of property.  A weapon  
is anything used or intended to be used to threaten, intimidate, and/or harm persons.  The 
possession or use of firearms, other weapons, or explosive devices on school/parish 
premises is not permitted. 
 
Our Lady of Sorrows School has developed and shall implement strategies to prevent 
violence and to address situations resulting from violence.  Our Lady of Sorrows School 
shall implement effective supervision and security procedures. 
 
All reported or observed instances of violence and threats of violence, whether they 
occurred on or off school premises, shall be addressed in a timely, serious, and 
appropriate manner according to the requirements of state and local laws and accepted 
educational practice.  The safety of students, faculty, and staff is to be given the 
paramount consideration when making decisions regarding the discipline of persons who 
violate this policy. 
 
Students and parents/guardians should be encouraged to report concerns regarding 
potential acts of violence to an administrator or teacher.  Teachers must report pertinent 
concerns and/or pertinent information regarding specific students to the school 
administration promptly. 
 
Our Lady of Sorrows School has a plan in place for dealing with emergencies, including 
acts of violence. (See the document published by the Catholic Education Office: 
Emergency Planning Guidelines for Educational Programs.)  
 
All reported or observed instances of threatened or actual violence must be addressed by 
the school administration.  Appropriate actions may include parent/guardian conferences, 
mandatory counseling, suspension, withdrawal for cause, and legal action depending on 
the severity of the incident. 
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(School Board policy:  Our Lady of Sorrows shall provide a safe learning environment for all members of the school 
community.  The climate of Our Lady of Sorrows shall reflect Gospel values including an emphasis on the dignity of all 
persons which is necessary for respect, the interdependence of all persons that is the basis of community, and the rights 
and responsibilities of all persons which are the foundation of justice. 
 
Violence is inconsistent with the unity and peace, which are essential to living the Catholic faith in community.  Violence 
also inhibits human development and successful learning.  Therefore, violence is not tolerated at Our Lady of Sorrows. 

 
Violence consists of words, gestures, and actions that result in or have the potential to result in hurt, fear, or injury.  
Violence includes threats of injury, harassment, assault, possession, and/or use of a weapon; and theft or vandalism of 
property. 

 
Our Lady of Sorrows shall develop and implement strategies to prevent violence and to address situations resulting from 
violence.  Our Lady of Sorrows shall implement effective supervision and security procedures. 

 
All reported or observed instances of violence and threats of violence, whether they occurred on or off school premises, 
shall be addressed in a timely, serious, and appropriate manner according to the requirements of state and local laws 
and accepted educational practice.  The safety of students, faculty, and staff is to be given the paramount consideration 
when making decisions regarding the discipline of persons who violate this policy. 
 
Students and parents/guardians should be encouraged to report concerns regarding potential acts of violence to an 
administrator or teacher.  Teachers must report pertinent concerns and/or pertinent information regarding specific 
students to the school administration promptly. 

 
Our Lady of Sorrows shall have a plan in place for dealing with emergencies, including acts of violence.  This plan shall 
be in compliance with the Archdiocesan document entitled:  Emergency Planning Guidelines for Educational Programs.  
April, 2014) 

 
VISITORS 
Our Lady of Sorrows welcomes visitors to the school.  Please phone the principal to 
arrange a convenient time. 
 
All persons coming into the building should come first to the office.  Please come to the 
front door on Kingshighway, ring the bell, and wait to be admitted. 
 
Visitors to the school will wear a name badge identifying them as such. 
 
VOLUNTEERS 
Parent volunteers are needed in many areas of the school.  Please consider helping out 
with playground supervision, cafeteria help, vision and hearing screening, library, primary 
helpers, copy aides, etc.  Opportunities for evening or weekend volunteer services are 
also available, by serving on committees or assisting with various special events.  Please 
call if you are willing to help.   
 
WALK-A-THON 
A Walkathon is scheduled annually in the spring.  Money raised supports special 
programs including band and library.  All students are encouraged to participate in this 
fund raising project. 
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WEAPONS 
In order to provide a safe environment, the carrying or possession of any type of firearm or 
other dangerous weapons on the premises of Our Lady of Sorrows School, Our Lady of 
Sorrows parish is strictly prohibited.  This prohibition expressly includes those persons 
licensed to carry concealed firearms. 
 
Weapons include anything used or intended to be used to threaten, intimidate, and/or 
harm persons.   
 
If a student is in violation of this policy, the administration may take the following actions:  
notification of parents, suspension, withdrawal for cause, and/or notification of legal 
authorities. 
 
(School Board policy:  Our Lady of Sorrows shall provide a safe learning environment for all members of its school 
community, in accordance with its desire to create a climate reflecting Gospel values.  In order to provide such an 
environment, the carrying or possession of any type of firearm or other dangerous weapon on the premises of Our Lady 
of Sorrows is strictly prohibited.   
 
The possession or use of firearms or other weapons on school/parish premises is not permitted.  A weapon is anything 
used or intended to be used to threaten, intimidate, and/or harm persons. 

              
All reported instances of violation of this policy shall be addressed in a timely, serious, and appropriate manner, in 
accordance with state and local laws and accepted educational practice.  In addition, all violators of this policy will be 
subjected to suspension and/or expulsion.  These procedures will be clearly outlined in the Family Handbook.  April, 
2014) 

 
WELLNESS PLAN 
Our Lady of Sorrows has a written Wellness Plan on file in the school office and at the 
Catholic Education Office.  The Wellness Plan is designed to provide the following: 

 access to a variety of affordable, nutritional, and appealing foods that meet the 
health and nutrition needs of students, and meet the nutrition requirements of the 
U.S. Dietary Guidelines for Americans; 

 a clean, safe, and pleasant environment while providing an adequate amount of 
time to eat; 

 opportunities, support, and encouragement to be physically active on a regular 
basis while in the school setting; and  

 health and nutrition education and physical education to foster lifelong habits of 
healthy eating and physical activity.   

 
Our Lady of Sorrows provides for students to have recess prior to eating lunch on most 
days.  Food served at classroom parties and for birthday treats will have no more than one 
food or beverage that does not meet nutrition standards.  Fundraising activities will limit 
the use of food sales.  
 
WITHDRAWAL FOR CAUSE 

 Withdrawal for cause is the permanent end of enrollment of a student from a school.  A 
student may be subject to withdrawal for cause as the result of a single, extremely serious 
conduct violation or action contrary to the mission and purpose of Our Lady of Sorrows 
School.  The following serious conduct may lead to withdrawal for cause: 

1. Engaging in public behavior or taking a public position contrary to Church 
teachings; 
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2. Membership in organizations which espouse positions contrary to Christian 
values; 

3. Serious violations of the Archdiocesan Violence or the Our Lady of Sorrows 
Violence policies; 

4. Possession of a weapon; 
5. Assault, with or without a weapon; 
6. Possession or distribution of controlled substances; 
7. Serious acts of harassment; 
8. Inappropriate conduct of sexual nature. 

 
(School Board policy:  Our Lady of Sorrows shall provide a safe learning environment for all members of its school 
community, in accordance with its desire to create a climate reflecting Gospel values. May, 2014)  
 
DISCLAIMER 
The Family Handbook contains established policies and procedures for the 2014-2015 
school year.  Since it is not possible for a Handbook to address every situation that may 
arise during a school year, the school administration reserves the right to amend or revoke 
the policies and procedures in this Handbook at any time as circumstances may require.  
When changes are made to the Handbook, parents and students will be informed of the 
change in writing in a timely manner, and this will include a statement about when the 
change will take effect. 
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APPENDIX A:  VALUE BASED RESPONSIBILITY PLAN 
In striving to create a Christian environment, we as members of the administration and 
faculty of Our Lady of Sorrows School work hard to ensure academic success in our 
classes.  We also uphold a philosophy rooted in Catholic values.  Therefore, it is most 
important that the responsibility policy reflect both factors on a daily basis. 

 
The goal of the Responsibility Plan is to help students develop into responsible and 
successful learners.  Teachers are ultimately responsible for helping students achieve this 
goal, and will make classroom rules and guidelines to assist them.  Teachers may also 
find it helpful to make adaptations to the following program based on individual 
student/class needs.  The program is designed to reward responsible behaviors and help 
correct areas needing improvement. 
 

STUDENT’S VALUE BASED RESPONSIBILITIES 
The following list of responsibilities is to be followed by each student at Our Lady of 
Sorrows School: 

1. Students to behave respectfully towards others at all times; 
VALUES:  RESPECT, COURAGE, UNSELFISHNESS 

2. Students to respect your own property, the property of your church and school, and 
the property of others; 
VALUES:  HONESTY, LOYALTY, RESPECT, UNSELFISHNESS, JUSTICE 

3. Students to be responsible for your own actions; 
VALUES:  HONESTY, COURAGE, SELF-RELIANCE, SELF-DISCIPLINE, 
DEPENDABILITY, RESPECT 

4. Students to be responsible for your own homework; 
VALUES:  HONESTY, SELF-RELIANCE, SELF-DISCIPLINE, DEPENDABILITY, 
RESPECT 

5. Students to exercise self-control and express feelings in a proper manner; 
VALUES:  COURAGE, PEACEABILITY, SELF-RELIANCE, RESPECT, 
SENSITIVITY, KINDNESS, MERCY 

6. Students to act in a courteous and polite manner at all school gatherings; 
VALUES:  RESPECT, SELF-DISCIPLINE, KINDNESS, SENSITIVITY, COURAGE, 
SELF-RELIANCE, DEPENDABILITY 

7. Students to speak in a kind manner and at the right times; 
VALUES:  KINDNESS, SELF-DISCIPLINE, DEPENDABILITY, RESPECT, 
SENSITIVITY, JUSTICE 

8. Students to display proper playground behavior and safety; 
VALUES:  RESPECT, COURAGE, SELF-DISCIPLINE, JUSTICE, SENSITIVITY, 
KINDNESS, UNSELFISHNESS, DEPENDABILITY 

9. Students to enter and leave a classroom in an appropriate manner; 
VALUES:  RESPECT, SELF-DISCIPLINE, SELF-RELIANCE, PEACEABILITY 

10. Students to move from one place to another in a quiet and orderly manner; and  
VALUES:  RESPECT, SELF-DISCIPLINE, PEACEABILITY, SELF-RELIANCE, 
KINDNESS, SENSITIVITY 

11. Students to follow any and all individual classroom rules established by teachers. 
VALUES:  RESPECT, SELF-DISCIPLINE, PEACEABILITY, SELF-RELIANCE, 
KINDNESS, JUSTICE 
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Value/Responsibility Cards:  Each student receives a different Responsibility Card each 
month.  It is the student’s responsibility to carry the card with them at all times. Whenever 
a student shows a lack of responsible behavior/and or value, it will be recorded as a mark 
on the card.  At the end of the day, the card will be collected by the homeroom teacher.    
 
If the card is lost, damaged or forgotten, the student must pay $.50 for a new card and will 
receive an automatic mark for a lost card, as well as marks already written on the lost 
card.   
 
At the end of the month, the student is given a new Responsibility Card with no marks. 

 

Marks on cards:  Marks are given as warnings/reminders that students must display 
responsible behaviors and/or values.  The student’s behavior will have a consequence.  
(Note:  A more severe violation may result in more than one (1) mark, such as bullying, 
deliberate destruction of school property, etc.) 

 
Missing Assignments:  Every missing assignment will be recorded as a mark on the card 
in order to promote student responsibility, and values of self-reliance, self-discipline, 
dependability, and respect for their homework. 
 
Tardy Policy:  In each quarter, a student is given three incidents of tardiness before marks 
are given.  Any additional times of tardiness will result in a mark on the card for each time 
the student is tardy in the quarter.  Values:  Dependability, self-reliance, sensitivity, 
respect. 
 
Uniform:  Students will receive a mark if the student is not in complete proper uniform.  
Values: Respect, self-discipline, self-reliance, justice, sensibility. 

 

Automatic detention:  Cheating (on homework, test, etc., includes changing or copying 
one or more answers, etc.), lying, fighting, and inappropriate language are some of the 
offenses that will cause a student to receive an automatic detention.   

 

Automatic in-school suspension:  Stealing will result in parents being notified and the 
student will be sent home immediately.  A conference with the parents will then be held to 
discuss disciplinary actions.  
 

Record of detentions:  Detentions will be recorded on report cards each quarter. 
 

Exceptions to policy:  The administration has the discretion to adjust the 
Value/Responsibility Plan to fit the needs of individual students.  
 
Any other unusual disciplinary situations will be handled by the administration. 
 

CONSEQUENCES 

Two marks on card:  The student will be given a note to give to parents to be signed and 
returned the next day.  If the note is not returned, the principal will follow up with a phone 
call.   
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Four marks on card:  The student will serve an after-school detention the following 
Wednesday.  The student will immediately leave the classroom upon receiving the fourth 
mark and show their card to the principal at the office.  The student notifies the parents by 
phone to inform them of the detention.  A letter stating the details of the detention will be 
given to the student to take home that same day.  A copy of the card is also sent home 
with the student.  The letter must be signed by the parents and returned to school the 
following day. 
 

DETENTION 
Detention will be held from 3:00 – 4:00 PM on Wednesdays.  Teachers supervise 
detention on a rotating basis.  The detention times are as follows: 

 
Gr. 1        15 minutes 3:00 - 3:15 PM 
Gr. 2 & 3 30 minutes 3:00 - 3:30 PM 
Gr. 4 & 5 45 minutes 3:00 - 3:45 PM 
Gr. 6 – 8 60 minutes 3:00 - 4:00 PM 

 
Students will be dismissed from the back door on Rhodes.  During detention, the students 
will have an activity to complete and then sit quietly until dismissed. 
 
Not reporting for detention on the assigned date will result in an in-school suspension.  
The student must still serve detention the following Wednesday.  A detention may be 
rescheduled because of illness or previously scheduled medical appointments.  Absolutely 
no exceptions will be made for athletic games, practices or extracurricular activities.  
Missed detentions because of illness/medical appointments must be made up the next 
week. 
 
Misbehavior during detention will result in another detention.  This misconduct detention 
will count as another detention on our records. 
 

MULTIPLE DETENTIONS 
Any student receiving three detentions in one quarter will receive a one-day, in-school 
suspension from classes, consisting of some supervised schoolwork during the school 
day.  This schoolwork is prepared by the administration and/or the student’s teachers, and 
is supplementary to regular schoolwork.  The student must complete all schoolwork 
assigned.  Before leaving school, the student must report to the homeroom to get missed 
assignments, which will be due the next day.  Work not completed on time will receive a 
failing grade and will count as a missing assignment. 
 
Three in-school suspensions in a school year will result in the removal of the student from 
classes until a conference is held with the parents, administration, teacher, and possibly 
pastor.  At this time, the student’s behavior will be evaluated to determine a plan of action 
(i.e., either probation or permanent removal), and the student and parents will be required 
to sign a contract stating requirements that must be met in order for continued enrollment 
at Our Lady of Sorrows School. 

 

REWARD 
Developing responsibility is an intrinsic reward, and students should be commended for 
keeping Responsibility Cards free of marks.  A card with no marks an entire month will 



p. 48 

serve as “a ticket” to a special reward held during school each month (examples:  dress 
down; extra recess; hat day; etc.)  Students with four (4) or less marks for the entire 
school year will be given a special reward at the end of the school year. 
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APPENDIX B:  DRESS CODE 
 

School Board policy states that the Dress Code is to be simple, neat and reflective of 
Christian values.  The Dress Code should enhance education by providing fewer 
distractions in the classroom setting, as well as eliminating some competition.  The 
primary responsibility for enforcing the Dress Code rests with the parents, not the school.  
With this in mind, the following Dress Code is used at Our Lady of Sorrows School.

 

Girls 
Basic uniform (any of the following may be 
chosen) 
 Gr. K – 5 Jumper 
 Gr. 5 – 8 Skirt or Culottes  

(Note:  Gr. 5 may choose any option) 
 Navy blue uniform dress pants (no 

cargo style) 
 Navy blue uniform walking shorts (no 

cargo style) may not be worn in Nov. 
thru March 

 Navy sweatshirt material sweatpants 
with no logos may be worn under the 
uniform in the months of Nov. thru 
March 

Shirts 
 Must be short-sleeved, polo-style knit in 

solid white or light blue; in Nov. thru 
March long-sleeved may be worn 

 Must be free of logos 
Socks 
 Must be solid white or black any style 

(no logos) 
 May be knee socks (navy or white) 
 May be tights (navy, black or white); 

tights may not be worn with shorts. 
 May wear leggings under their uniform 

but must wear socks over the leggings.  
The leggings must be navy or black. 

Sweaters 
 Must be solid white or navy in cardigan 

or pull over style 

Boys 
Basic uniform (either of the following may 
be chosen) 
 Navy blue uniform dress pants (no 

cargo style) 
 Navy blue uniform walking shorts (no 

cargo style) may not be worn in Nov. 
thru March 

 Pants and shorts must have belt loops 
Shirts 
 Must be short-sleeved, polo-style knit in 

solid white or light blue; in Nov. thru 
March long-sleeved may be worn  

 Must be free of logos 
Socks 
 May be solid dark socks (black) or solid 

white socks (no logos) 
Sweaters 

 Must be solid white or navy in cardigan 
or pull over style 

 
 
 

 

All Students 
Sweatshirts 

 Navy sweatshirts plain or with OLS logo. 
Shoes 

 Must be dress shoes or athletic shoes that are predominantly black, white, navy, gray, 
or brown. 

 Shoes must be tied, Velcro, or buckle.  Shoes must not leave scuffmarks. 
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Belts 
 Belts must be worn. 
 Must be solid brown, navy, or black. 

Undershirts 
 All undershirts worn with the uniform must be solid white (no logos, writing or pictures). 

Jewelry 

 Earrings must be small and non-dangling or hoops. Stud earrings are not allowed.  
Only one pair of earrings may be worn.  Other jewelry must be kept to a minimum. 

General Appearance 
Students should always dress in a manner appropriate for school, with clothing sized 
appropriately, shirts tucked in, and overall neat appearance.  Nothing will be allowed 
which might be distracting to the educational program, including nail polish, makeup, 
excessive jewelry, hats, or pajama bottom pants, distracting haircuts or hair color, etc.  

Students must come to school with their natural hair color.  Students may not color 
or highlight hair.  Boy’s hair length will not be any longer than collar length.  No hair 
should be in student’s face or longer than their eyebrows. 

Dress Down: 
 On special occasions, students are invited to wear non-uniform clothing.  All clothing 

worn must be school appropriate and reflective of Christian values.  Students may not 
wear yoga pants, leggings, skinny jeans, sandals, or flip flops at any time.  Shorts may 
be worn only between Aug.-Oct. and April-May. 
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APPENDIX C:      EMERGENCY PROCEDURES 

 
  

 
         Our Lady of Sorrows 

EMERGENCY OPERATIONS 
PLAN 

 
Procedures and Steps  

To Manage an Emergency Situation 
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Purpose of the Emergency Operations Plan 
 
Our Lady of Sorrows assumes a serious responsibility of providing a safe and secure 
environment for its students, staff members, and visitors. The purpose of this Emergency 
Operations Plan is to provide the information and direction necessary for school personnel to 
ensure a safe environment during an emergency involving students and school personnel.   

While the occurrence of a specific emergency cannot be predicted, advanced planning and 
development of a comprehensive emergency operations plan is essential to the successful 
management of these situations.  Such planning increases both the organization and objectivity 
of the response and reduces the disorder and emotionalism which can occur in times of an 
emergency. 



p. 53 

 

Responsibilities of Key Individuals in an Emergency  
 

Principal 
The school principal will be responsible for all before emergency planning and preparedness of the 

school.  In the event of an emergency, the principal or designated representatives will assume 

overall direction of the action steps to be taken during the emergency until such time as the 

responsibility can be shared with the first responders.   The principal also will take leadership for 

after-emergency action steps that may be needed. 

BEFORE-EMERGENCY ACTION STEPS: 
 

 Appoint a designee who shall assume the duties of the principal in the principal’s absence. 
 

 Identify duty assignments of other school personnel that may be involved in dealing with an 
emergency.  
 

 Ensure that school personnel and students are properly instructed in regard to the school’s 
Emergency Operations Plan. 

 
 Complete the list of community organizations and individuals that may need to be contacted 

in an emergency situation, along with contact information.  (See Emergency Contact 
Numbers.)  
 

 Ensure that there is an adequate warning system available, and that the various alarm signals 
are known and understood by students and staff. 
 

 Conduct regularly scheduled drills and maintain a record of these in the school office.    
 

 Arrange for instruction and training of students to ensure their safety.  Determine who will 
intervene with high risk students. 
 

 With police and fire department personnel, survey the physical and structural advantages and 
disadvantages of the school plant and select the safest area for groups to use in any type of 
emergency. 
 

 With police and fire department personnel, create primary and alternate traffic control plans 
for pedestrian and vehicular movements within the school plant/campus. 
 

 Maintain all emergency equipment and supplies in usable condition by checking them at least 
annually.   

 
 Know the location and operation of utility shut-offs.  Instruct at least one other person in the 

location and operation of the shut-offs. 
 

 Determine who from the school will communicate with students, faculty, and parents during 
an emergency, and how they will do so. 

 
 Consider how phone calls will be handled during an emergency. 
 
 Educate parents on how to cooperatively work with the school in such emergencies. 
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 Review guidelines for dealing with the media in times of emergency.    

 
 Provide substitutes with information regarding their responsibilities, evacuation routes, and 

general procedures. 
 

 Demonstrate the use of emergency equipment utilized at the school. 
 

 Identify and secure permission to use alternate sites (public school, library, YMCA, etc.) in the 
event students and staff cannot return to the building. 
 

 Annually reconfirm off-campus relocation sites (public school, library, YMCA, etc.) and review 
parent reunification plans and procedures. 

 

DURING-EMERGENCY AND AFTER-EMERGENCY ACTION STEPS: 
 
 Assume overall direction of steps taken during an emergency until first responders arrive at site. 

 
 When needed, direct evacuation of building(s), using fire evacuation procedures. 

 
 Arrange for transfer of students to another site when their safety is threatened. 

 
 Report the situation to the Catholic Education Center. 

 
 Contact the Archdiocese Office of Risk Management. 

 
 Contact the Archdiocese Office of Communication. 

 
 Determine if feeder or neighboring schools need to be notified.  

 
 Determine if counseling or any other kind of services are needed for school community, 

families, staff, etc. after the emergency. 
 

Secretary 
The secretary will be responsible for maintaining class rosters, release forms for students, diagram of 
emergency exits.  Keep student emergency cards in a readily available location.  Keep a radio and other 
emergency supplies in a readily available location 
 

BEFORE-EMERGENCY ACTION STEPS: 
 

 Become familiar with the school’s Emergency Operations Plan. 
 

 Be knowledgeable of the hazardous effects of different emergencies and the response 
techniques for each. 

 
 Become familiar with the evacuation routes at the school site.   

 
DURING-EMERGENCY AND AFTER-EMERGENCY ACTION STEPS: 

 
 Supervise the lock-down or evacuation of students to designated assembly areas. 

 
 Make sure that the Go Kit is taken from the classroom if the room is being evacuated. 
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 Remain with students until relieved of responsibility by the school principal. 

 
 Take roll when the class relocates to designated assembly area as soon as possible. 

 
 Report missing students to the principal or designee.  If there is reason to believe such 

students may be endangered in a school structure, attempt rescue measure only with 
available trained personnel.  
 

 Render first aid, restore order, and assist staff and students as needed. 
 

 Release students only to authorized persons by following reunification procedures. 
 

Teachers 
Teachers will be responsible for the supervision of students unless they are assigned other 

responsibilities.  They will follow the instructions and guidelines of the school’s Emergency 

Operations Plan  and the specific instructions from the principal.  

BEFORE-EMERGENCY ACTION STEPS: 
 
 Become familiar with the school’s Emergency Operations Plan. 

 
 Be knowledgeable of the hazardous effects of different emergencies and the response 

techniques for each. 
 

 Become familiar with the evacuation routes at the school site.   
 

 Provide instruction and practice for students in the response techniques and emergency 
procedures to be followed.  

 
 Keep personal information on each student accessible at all times.  

 
DURING-EMERGENCY AND AFTER-EMERGENCY ACTION STEPS: 

 
 Supervise the lock-down or evacuation of students to designated assembly areas. 

 
 Make sure that the Go Kit is taken from the classroom if the room is being evacuated. 

 
 Remain with students until relieved of responsibility by the school principal. 

 
 Take roll when the class relocates to designated assembly area as soon as possible. 

 
 Report missing students to the principal or designee.  If there is reason to believe such 

students may be endangered in a school structure, attempt rescue measure only with 
available trained personnel.  
 

 Render first aid, restore order, and assist staff and students as needed. 
 

 Release students only to authorized persons by following reunification procedures. 
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Custodian 
BEFORE-EMERGENCY ACTION STEPS: 

 
 Become familiar with the school’s Emergency Operations Plan. 

 
 Become aware of the location of the school’s utility shut-offs. 

 
 Maintain all fire equipment (extinguishers, hoses, etc.) in good working condition. 

 
 Ensure fire alarm and public address system are in working order. 

 
 Maintain a set of the building blueprints to be made available for emergency personnel.  

Consider storing blueprints off-site (in another parish building). 
 

DURING-EMERGENCY AND AFTER-EMERGENCY ACTION STEPS: 
 

 Shut off utilities when directed to do so. 
 

 Conduct damage control to limit damage to school facility. 
 

 Survey and report damage to school principal. 
 

Substitute Employees 
BEFORE-EMERGENCY ACTION STEPS: 

 
 Become familiar with the school’s Emergency Operations Plan. 

 
 Become familiar with the evacuation routes and general procedures at the school site. 

 
DURING-EMERGENCY AND AFTER-EMERGENCY ACTION STEPS: 
 
 Perform the duties of the person for whom they are substituting.  (See responsibilities of 

Teachers.) 
 
 Account for all students in their attendance. 
 
 Assist where directed to do so. 

 

Parents 
BEFORE-EMERGENCY ACTION STEPS: 
 
 Provide the school with emergency contact numbers where the parents can be contacted at 

any time during school hours. 
 
 Provide all necessary student medical information, to be kept on file with the school nurse. 

 
DURING-EMERGENCY ACTION STEPS: 

 
 Follow the school’s directions for picking up students from the school after an emergency. 
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Students 
BEFORE-EMERGENCY ACTION STEPS: 

 
 Become familiar with the present evacuation routes. 

 
DURING-EMERGENCY ACTION STEPS: 

 
 Follow the school’s directions without hesitation. 
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Emergency Contact Numbers 

 
 
 
 

Position Name Phone Phone 

Police – 911    

Fire – 911    

Sheriff – 911    

State Highway  
Patrol - 911 

   

Drug and Poison Information 
Center 

 1-800-222-1222  

Red Cross  314-289-1151  

Health Department  314-612-5100  

Missouri DFS  
Child Abuse Hotline 

 1-800-392-3738  

Utilities    

     Gas  314-621-6960  

     Electric  1-800=552-7583  

     Water  314-771-2233  

Principal Kathleen Liermann 314-315-6366 636-305-9648 

School Maintenance 
Department 

Tracy Lato 314-452-8232  

Pastor/Facility Administrator Fr. Peter Blake 314-351-1600  

Archdiocese Office of Risk 
Management 

Bob Ryan     314-792-7203  

Archdiocesan Office of 
Communications 

Gabe Jones 
                     After Hours: 

    314-792-7800 
314-852-7273 

 

Gallagher Bassett Claims 

 
After Hours: 

Claim Line: 
Fax: 

    314-965-7810 
1-800-428-5428 
1-877-263-9897 
1-866-947-2227 

 

Catholic Education Center Dr. Kurt Nelson     314-792-7300  

Office of the Archbishop Nancy Werner     314-792-7005 
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Assault/Fight 
 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Review emergency action steps below with faculty and staff. 
 
DURING-EMERGENCY ACTION STEPS: 
    

 Notify office (via radio or telephone) of location and number of students involved. 
 

 Walk; do not run to the assault/fight. 
 

 Do not try to break up an assault/fight or disarm a student by yourself. 
 

 Obtain additional help. 
 

Analyze the Altercation: 
 

 Is fight staged? 
 

 Are weapons involved? 
 

 Is the fight winding down? 
 

 Determine the aggressor. 
 

Control the Altercation: 
 

 Use your voice to alert others of your presence. 
 
 Call out participants by name if possible. 
 
 Give immediate directions to the participants. 
 
 Separate combatants and disperse onlookers. 

 
Note:  More teachers are injured while trying to break up fights than during any other campus crisis.  If 
weapons are involved, call 911 immediately. 

 
After Sexual Assault 

 
 If it is determined the assailant is still on the grounds, law enforcement authorities should be 

responsible for apprehending the assailant. 
 
 Shield the victim from contact with others and give care until authorities arrive.  An 

administrator should accompany the victim to the hospital.  An administrator, school nurse or 
counselor should be present when authorities question the victim. 

 Everyone must respect the privacy of a rape or sexual assault victim by not divulging his or her 

identity. 
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Sexual Misconduct Involving a Minor 
 

 Follow the procedures set forth in the Policy, Procedures and Guidelines on Child Abuse of the 
Archdiocese of Saint Louis. 

 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Obtain names of witnesses and have those complete written statements. 
 
 Allow for cooling off period. 
 
 Ascertain the cause. 
 
 Preserve the crime scene for evidence. 

 
 Evaluate and critique the school’s steps taken before, during, and after the assault/fight. 
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Bomb Threat 
 
Bomb threats are usually made by a telephone call and sometimes with a note, text, or email.  The 
majority of these are pranks attempting to disrupt school function.  However, all threats must be taken 
seriously and handled quickly and efficiently to ensure safety to the students and staff.  Handling bomb 
threats, however received, should include calling 911. 
 
BEFORE-EMERGENCY ACTION STEPS: 
   

 Increased awareness of physical surrounding/conditions should be maintained by all school 
personnel. 

 
 Install Caller ID on the phone system. 

 
DURING-EMERGENCY ACTION STEPS: 
 

Bomb Threat Received Over the Phone 
 

 If your phone has “Record” capability, ACTIVATE IT. 
 

 Ask the caller as many questions as possible and take notes of the answers.  These questions 
could include:  

 
 When is the bomb going to explode? 

 
 What is the exact location of the bomb? 

 
 What does the bomb look like? 

 
 What will cause it to explode? 

 
 Did you place the bomb or did someone else? 

 
 Why was the bomb placed in the facility? 

 
 Following the call, immediately contact the principal. 
 
 The principal will contact the authorities. Call 911. 
 
 The principal and first responders will determine if the building will be evacuated.  If the 

building is evacuated, follow the fire drill evacuation procedures. 
 

 Have appropriate authorities check the building. 
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Bomb Threat Received by Written Message 
  
 Handle message no more than is necessary. 

 
 Notify police. 

 
 Protect the original message by placing message inside a plastic bag or envelope so 

fingerprints or other identifying marks are not destroyed. 
 

 Turn note over to police. 
 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the bomb threat. 
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Bus/School Vehicle Accident 

 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Standardize bus/vehicle accident procedures. 
 
 Provide accident checklist to all drivers. 
 
 Ensure all bus drivers have a CDL license with School Bus endorsement. 

 Ensure that an annual MVR is completed on drivers. 
 

 Ensure all bus drivers receive an annual physical. 
 

 Ensure all drivers receive 8 hours of annual training. 
 

 Practice/document school bus evacuation drills. 
 

 Ensure all drivers complete/document pre-trip inspections. 
 
DURING-EMERGENCY ACTION STEPS 

IMMEDIATE ACTION – DRIVER: 
 

 Move the bus to a safe location out of traffic, if possible.  Set brake and turn off engine. 
 

 Call 911 - Give vehicle number, location and extent of injuries. 
 

 Many times students are safer on the bus than off the bus, but evacuate if there is fire, threat of 
going into water or in a dangerous area on the road. 
 

  Assist the injured.  Never move an injured person unless there is imminent danger. 
 

 Speak only to law enforcement and school officials about the incident. 
 

 Give name, license, and insurance information to police. 
 

 Obtain names, addresses, phone numbers, and ages of all passengers. 
 

 Obtain names and insurance information of other drivers involved from the investigating police 
officer. 
 

COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the bus accident. 
 

 Follow direction of the Office of Risk Management if there is damage to the bus or injuries. 
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Death/Suicide 

 
When traumatic events in a school or community occur, there is an immediate need for effective services 
to respond to the emotional pain which accompanies loss or distress.  The death of a student or faculty 
member is much like a death in the family.  Suicide is especially significant due to the intensity and 
variety of the feelings which accompany such a tragedy.  The school system has many similarities to the 
family system and, like a family, has opportunities to provide a support response. 
 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Implement an anti-bullying program within the school/create a climate that promotes positive 
interactions, such as Virtue-Based Restorative Discipline (VBRD). 
 

 Establish a school communication network for teachers and staff. 
 
Tips on Helping Someone Who is Suicidal 

 
Don’t be afraid to ask the person if he/she is really thinking about committing suicide.  The mention 
of the word “suicide” will not plant the idea in his/her head – it will relieve him/her that they are 
being taken seriously.  Be willing to listen, ask questions and clarify the problem(s).  Remain 
supportive, stable and calm.  NEVER leave a suicidal person alone and NEVER keep a person’s suicidal 
feelings a secret.  Urge professional help and make every effort to communicate realistic hope. 
 
Situations conducive to suicide, warning signs and depressive symptoms: 
 
 feelings of helplessness / hopelessness 

 
 remarks suggesting profound unhappiness, despair or failure 

 
 past history of a suicide attempt 

 
 direct or indirect suicidal statements (i.e. stating that others won’t miss or have to worry about 

him/her anymore) 
 

 extreme change in mood (violent or rebellious behavior or sudden cheerfulness) 
 

 suicidal death themes in drawings, readings or writings 
 

 diminished interest or pleasure in almost all activities 
 

 family instability or disruption 
 

 recent loss of a close relationship 
 

 recent suicide of a family member or friend 
 

 disfigurement or losing a limb from an accident/illness 
 

 children who are bullied 
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In dealing with a student who has made a direct threat of suicide, or if there is credible information 
regarding a threat, the parents should be contacted immediately to arrange for a formal assessment or 
hospitalization for the student. 
 
DURING-EMERGENCY ACTION STEPS: 
 

 Call 911. 
 

 Keep students in classes, away from area. 
 

 Remove students in the immediate area. 
 

 Secure the area until police arrive. 
 

 Make a mental note of the circumstances: 
 

 Who observed the occurrence? 
 

 Who reported the occurrence? 
 

 What vehicle(s) were involved? 
 

 Approximate times of the incident, when emergency vehicles arrive, what was done for the 
victim. 
 

 Write down your observations as soon as possible. 
 
 COMMUNICATION: 

 
 Contact the Catholic Education Center. 

 
 Prepare communication with community/contact those who witnessed or reported the event. 

 
AFTER-EMERGENCY ACTION STEPS: 
 

Family Contact: 
 

 Contact family personally and offer support. 
 

 Establish a family support committee (e.g. to collect money, food, donations, etc.). 
 

 Obtain information regarding funeral visitation, home visits, and family wishes. 
 

 Stop any disciplinary, scholarship, testing, or special placement notifications which may be 
inadvertently sent to the family. 

 
Announcing the Loss: 

 
 Notify faculty of the death through a written message or faculty meeting. 

 
 Arrange for selected class visits to speak to the students. 
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 Follow up with a short faculty meeting to review the facts of the incident and the role of 
faculty in assisting with the loss.  Allow faculty an opportunity to share their experiences and 
suggestions. 
 

 Announce the death to the entire school via homeroom/classroom teachers.  Provide facts to 
reduce rumors.  Extend homeroom/study hour if necessary. 
 

 When possible for elementary students, communicate information directly to parents, who 
then share with students at home and in an appropriate manner. 
 

 Identify students who were close friends or students who would like an opportunity to attend 
a group or individual meeting. 
 

 Identify students obviously in distress and talk with them or have another student help escort 
them to a group or individual counseling activity. 
 

 Provide an opportunity for students to discuss the loss and what they have learned. 
 

 If students are restless, get them active and focused on a project for the family, if appropriate.   
 

 Discuss the funeral to prepare students who will be attending on what to expect. 
 

 Provide opportunities for prayer. 
 

 Provide food, which acts as a transition from informal time of processing to resumption of 
normal school schedule. 

 
Counseling/Psychology Responsibilities: 

 
 Establish an area for counseling (individual or group). 

 
 Reschedule the day’s activities, depending upon the needs of the school.   

 
 Request additional counselors, if needed. 

 
 Identify individuals who can work with groups or individuals.  Maintain a list of students 

counseled.  Make follow-up calls to parents of students in distress and make 
recommendations for the parents to provide support. 
 

 Provide parents with print resources on assisting youths in a crisis. 
 

Administrative Responsibilities: 
 
 Keep staff updated on events and circumstances. 

 
 Identify faculty/staff that are in need of mental health support services. 

 
 Utilize counseling, psychology, community counseling, and employee assistance programs. 

 
 Emphasize the need to provide hard facts in reducing rumors. 

 
 Be highly visibly to show presence, support, and control of the situation. 
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 Provide hope and refocus perceptions toward the future. 
 

 Make arrangements for rescheduling cancelled activities. 
 

 For elementary students, provide a process for parent chaperones at the funeral Mass. 
 

 Make arrangements for excused absences for students wishing to attend the funeral. 
 

Responding to the Media and the Community: 
 
 Identify a spokesperson to remain in a specific area for easy access. 

 
 Develop a written statement or news release in cooperation with the Office of 

Communication. 
 

 Set limits for media time/location.  Provide handouts of planned school activities to handle 
the situation.  Emphasize positive action being taken. 
 

 Divert phone calls of concern and questions to appropriate staff. 
 

 Arrange a meeting to allow concerned parents and others to provide input or suggestions to 
help students. 
 

 Provide a written summary of situation and plans to parents. 
 

Memorial Services: 
 
 For elementary students, provide a tutorial on respectful etiquette at wake and 

service/review protocol of funeral Mass. 
 

 Provide an area for staff and students who do not wish to attend services. 
 

 Remove personal items of the deceased from lockers, desks, etc.  Rearrange seating in 
classroom when appropriate. 

 
 Evaluate and critique the school’s steps taken before, during, and after the death/suicide. 
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Earthquake 

 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Explain and post the school earthquake and evacuation plan in each classroom. 

 Secure all equipment and secure all shelving to the wall. 

 Complete and document at least two earthquake drills per school year. 

 Make sure alternative routes are considered in the event predetermined exit routes are blocked. 
 
DURING-EMERGENCY ACTION STEPS: 
 

 During an earthquake, the greatest immediate danger is being hit by falling objects.  When the 
ground is shaking, the teacher should announce “earthquake” and direct all to take cover under 
desks or tables.  Everyone should drop to their elbows and knees and cover their heads with their 
hands.  A second option is to take shelter against interior walls or near door frames.  Stay away 
from windows and freestanding cabinets and bookshelves, since they are likely to topple. 

 
 If outside at the start of an earthquake, move away from the building, utility poles and areas with 

overhead wires. 
 
 When the tremors cease or several minutes lapse between shocks, evacuate the facility.  Go Kits 

should be taken.  Use alternate routes if exits are blocked. 
 
 When exiting the building, staff should be aware of bricks or other items falling from above.   

 
 Authorities will shut off gas, water and electricity leading to the building.  STAFF SHOULD NOT 

TAKE ON THIS RESPONSIBILITY.  However, someone should be prepared to explain to authorities 
where those shut-offs are located. 
 

 Post security a safe distance from all building entrances to see that no one reenters the building.   
 
 Take roll. 
 
 Render first aid if necessary.   
 
 Avoid touching fallen electrical wires. 
 
 Do not light any fires. 

 
 No one should return to the building for any reason until an “all clear” has been declared by 

authorities. 
 

 Release students as directed for parent reunification. 
 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
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AFTER-EMERGENCY ACTION STEPS: 
 

  Evaluate and critique the school’s steps taken before, during, and after the earthquake. 
 

 Follow direction of the Office of Risk Management if there is damage to the facility. 
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Fire 

 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Post evacuation plans throughout the facility. 
 

 Fire alarm systems should be routinely tested. 
 

 Check to assure all fire extinguishers are fully charged and up-to date. 
 

 Monthly fire drills should be completed and documented.    
 

DURING-EMERGENCY ACTION STEPS: 
 

 Sound fire alarm. 
 
 Dial 911 and contact the pastor or facility administrator. 
 
 Keep access roads open for emergency vehicles. 

 
 Go Kits should be taken by staff member when building is evacuated. 
 
 After exiting the building, assemble in the pre-determined location and take roll to account for all 

building occupants.  If someone is known to be missing, notify the first responders immediately. 
 
 No one should return to the building until an “all clear” is given by the authorities. 

 
 Release students as directed for parent reunification.  

 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the fire. 
 

 Follow direction of the Office of Risk Management if there is damage to the facility. 



p. 71 

 

Hazardous Materials – Chemical Accidents 

 
Chemical accidents, both inside and outside of school, would involve large or small quantities of toxic 
gases or harmful chemicals. 
 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Inventory all hazardous material on campus.  A copy of this inventory must be on file in the school 
office and kept in the office Go Kit. 
 

 Maintain Safety Data Sheet (SDS) manuals in areas where chemicals are used. 
 

 Read SDS’s and labels prior to using chemicals.  This will provide specific information needed for 
emergency procedures, i.e. evacuations, chemical containment, first aid procedures, equipment 
needed for working with chemicals, storage, and disposal procedures. 

 
DURING-EMERGENCY ACTION STEPS: 
  

 Take appropriate action in accordance with SDS and label regarding handling and emergency 
procedure. 
 

 If necessary, call 911 and contact the pastor or facility administrator. 
 

 Determine the need to evacuate the school building. 
 

 If evacuation is necessary, take the Go Kits and move away from the building upwind and uphill 
from the spill or release. 
 

 Render first aid as necessary.   
 

 Students and staff should not return to the building until the appropriate officials have declared 
the area safe. 
 

 Take attendance if school was evacuated. 
 

COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the hazardous materials 
incident. 

 
 Follow direction of the Office of Risk Management if there is damage to the facility. 



p. 72 

 

Intruder 

 
BEFORE-EMERGENCY ACTION STEPS: 
  

 School personnel always should remain alert and aware of their surroundings. 
 
 Establish two-way communication with all classrooms. 
 
 Each school should complete and document at least two intruder drills each school year. 
 
 Each school should keep perimeter doors secured and locked from the outside. 

 
 All classrooms should have the ability to be locked. 
 
 Each school should have a visitor sign in location and all visitors issued “visitor badges.” 

 
 Staff should be issued identification badges and should be expected to wear badges throughout 

the day. 
 
DURING-EMERGENCY ACTION STEPS: 
 

 Notify the administrator of possible location and description of subject(s). 
 

 Call 911. 
 

 Announce (over the PA if the facility is so equipped) that there is an intruder in the building. 
 

 Monitor the intruder’s location from a safe distance until law enforcement arrives. 
 

 Staff should follow intruder protocol—secure in classrooms or evacuate. 
 

Lockdown procedures include: 
 

 Lock and/or barricade the classroom door. 
 
 Turn out classroom lights. 
 
 Move to an area of the room which is not visible through the door window or other 

window. 
 
 Close shades if possible. 
 
 Keep as quiet and calm as possible.  
 
 Everyone should remain in place until someone with a key opens the door. 

 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
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AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the incident. 
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Medical Emergency 

 
ACTION STEPS BEFORE-EMERGENCY: 
 

 Identify and establish those on staff who are CPR-AED trained and first aid trained.  It is 
recommended that 10-20% of the staff be trained. 

 
 Have first aid supplies available in convenient locations. 

 
 If an AED is in the building, make sure that all Archdiocesan policies in regard to this equipment 

have been followed and that it has been serviced. 
 

DURING-EMERGENCY ACTION STEPS: 
 

 Call 911.  
 

 Administrators will notify the staff trained in first aid/CPR.   
 

 Upon the arrival of the police or fire department, administrators should be prepared to provide 
any known information, such as the victim’s name, age, etc. 
 

 Secure the scene/area of incident.   
 

 Be sure to use universal precautions to avoid exposure to blood borne pathogens. 
 

 Keep uninjured students away from the incident location. 
 

 Do not move injured victims unless immediate danger exists. 
 

 Attempt to obtain names, address and phone numbers of the injured, and provide this 
information to responding EMS personnel. 
 

 The administrator should accompany the child (if a minor) to the medical treating facility and 
bring a signed medical release form for each child injured. 

 
COMMUNICATION: 

 
 Notify parents, spouse or other responsible relative. 

 
 Contact the Catholic Education Center. 

 
AFTER-EMERGENCY ACTION STEPS: 
 

 File student accident reports. 
 
 File staff accident reports.  

 
 For staff exposed to blood, follow the school’s Hepatitis B Exposure Control plan. 

 
 Evaluate and critique the school’s steps taken before, during, and after the medical emergency. 
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Missing Person 

 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Review emergency action steps with faculty and staff. 
 
DURING-EMERGENCY ACTION STEPS: 

 
 If the school notices the child missing: 

 
1. Verify information regarding missing child. 

 
Who last observed the child? 

 
From where is the child missing? 

 
2. Designate a school official to work as a liaison with the police. 

 
3. Have a family member file a police report if the child is not located. 

 
COMMUNICATION: 

 
 Call 911. 

 
 Give police an accurate description of student (including clothing worn) and provide a 

photograph, if one is available. 
 

 Contact parent. 
 

 If unable to locate parent, use numbers on student emergency card. 
 

 Interview missing student’s friends for information as to the student’s whereabouts, the 
possibility of running away, or of not returning home for fear of punishment. 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Arrange class visits, as necessary, in order to provide facts and to reduce rumors. 
 

 Evaluate and critique the school’s steps taken before, during, and after the incident. 
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Tornado Conditions 

 
BEFORE-EMERGENCY ACTION STEPS: 
 

 Identify tornado-safe areas with the assistance of first responders. 
 

 Obtain a weather radio. 
 

 A minimum of two tornado drills should be completed and documented each school year.    
 

 Identify a staff member to monitor the weather during potential severe weather events. 
 
DURING-EMERGENCY ACTION STEPS: 
 

 Assemble in the predetermined areas (basements are best; ground floor interior rooms are next 
best).  If possible, have everyone drop to their elbows and knees and cover their heads with their 
hands. 
 

 After the tornado, take roll to account for all building occupants.  If someone is known to be 
missing, notify the first responders immediately 
 

 If a tornado hits the building, dial 911 and contact the pastor or facility administrator. 
 
If the building is not safe to occupy following a tornado strike, it should be evacuated.  Use 
alternate routes if exits are blocked.  

 
 Go Kits should be taken by staff member when building is evacuated. 

 
COMMUNICATION: 
 

 Contact the Catholic Education Center. 
 

AFTER-EMERGENCY ACTION STEPS: 
 

 Evaluate and critique the school’s steps taken before, during, and after the tornado. 
 

 Follow direction of the Office of Risk Management if there is damage to the facility. 
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SAFE HAVEN: 
In the event of a need to evacuate the Our Lady of Sorrows school grounds, including Our Lady of Sorrows 
parish property, students shall be directed to Kingshighway Baptist Church, several blocks north on 
Kingshighway, at the corner of Kingshighway and Eichelberger.  A “Safe Haven” agreement is on file in the 
Principal’s Office. 
 
OTHER EMERGENCY NUMBERS: 
 
School Office:  314-353-1451 
Rectory : 314-353-1600 
Principal cell phone: 314-315-6366 
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Handbook Signature Page 
 

 
 
 

______________________________________ 
Family Name 

 
______________________________________ 

Date 
 
 

 
 
We have read the Family Handbook for the 2016-2017 school year, understand its content, and 
agree to support the policies included. 
 
 
 
Parent(s) signature(s)          
 
 

______________________________________ 
 
     ______________________________________ 
 
 
 
Student(s) signature(s)  ______________________________________ 
 
     ______________________________________ 
 
     ______________________________________ 
 
     ______________________________________ 
 
 
 
 


