BISHOP JOHN CARROLL SCHOOL
FOUNDED 1919

Mission Statement

Bishop John Carroll School is a diverse, Catholic community providing excellence in
academic instruction and faith formation within a safe, faith-filled environment.
Bishop John Carroll School is committed to building Faith, Family and a Community of
life-long learners.

SCHOOL CREED

Being students of Bishop John Carroll School, we will
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Philosophy
of

Bishop John Carroll School

As part of the educational mission of the Church, Bishop John Carroll exists to help students
take on the mind and heart of Jesus Christ in order to follow His example of reforming and
renewing the world with His values. These values include faith, hope, reconciliation, love,
justice, courage, community, and service. We believe that the school is a unique Christian
community that exists for children and that respects and celebrates the uniqueness of each
child. Special care is taken to help children develop their potential for spiritual, moral,
emotional, intellectual, physical and social growth.

e believe that an emphasis should be placed on living lives centered in Jesus Christ,
with efforts directed toward integrating that faith in life.

We believe that, academically, students be stimulated to be intellectually curious and
increasing responsible for their own learning. Emphasis is placed on the
development of each childG talents by providing a superior educational program, which
integrates critical thinking and decision-making skills.

We believe that Bishop John Carroll School should strive for excellence in its
educational programs by providing curriculum programs current with educational
theory and purpose, and by providing qualified and dedicated faculty and staff.

We believe that adults and children in the school community should model openness,
understanding, acceptance, and sensitivity.

We believe that the children& sense of beauty in nature and the arts and their own
creativity should be awakened and nurtured.

We believe that the religious formation of children is accomplished through formal
instruction and relevant religious experiences, including the celebration of Mass,
which provide awareness and understanding about social justice, peace-making and respect
for life.

e believe that children should be led to the gradual awareness of their roles in the
mission of Jesus Christ and His Church. To that end, the importance of the person and
the development of leadership must pervade the atmosphere and curriculum in the school.

Approved March 2011

Bishop John Carroll School is fully accredited by the Oklahoma Conference of Catholic
Schools Accrediting Association (OCCSAA).

Bishop John Carroll School is in full compliance with all requirements of the Archdiocese of
Oklahoma City Catholic Education Department.

The members of Our Lady of Perpetual Help parish financially support Bishop John Carroll
School.



Bishop John Carroll School Parent/Teacher Covenant

Because Bishop John Carroll School strives to be a faith community, parental cooperation
and open parent/teacher communication are essential. As a faith community, our first
responsibility is to assume that each of us? teachers, administrators, parents, guardians,
and other caregivers? has the child® best interest at heart.

While we are as a school excellent in many ways, no one within our community is perfect;
therefore, problems and misunderstandings will occur. When a problem or disagreement
arises, we at Bishop John Carroll School will make every effort to contact you to clarify the
situation. Parents, guardians, and family members who experience problems or are
confused with some matter regarding their child@ educational experience are asked to
show similar respect by striving first to learn the reasons behind a policy or inquire about
the teacher® or school® understanding or decision before judging or forming an opinion.
Those who are not satisfied with what they have learned are asked to approach the
administration to investigate the matter. In this way, positive resolutions can be reached.

Parents and guardians are asked to follow these guidelines for expressing concern over a
school matter:

1. If the problem involves routine procedures such as homework, class assignments,
classroom or playground behavior, or student-to-student problems, the parent is asked
to contact the teacher first. The best way to do this is usually through a telephone call to
the school office, where a message will be given to the teacher to return your call. For a
variety of reasons, parents should not attempt to bring up a difficult or serious matter
in front of other students while the teacher is on duty during the regular school day.

2. If the problem is more serious, the parent or guardian should inform the principal in
writing or with a telephone call. Only signed notes or callers who identify themselves
will be taken seriously. Due to school responsibilities, the principal may not be available
immediately; therefore, patience in setting appointments or in expecting a return
telephone call is requested. Since concern for your child is uppermost in all our minds,
we will make every effort to accommodate you and your concerns. We simply ask that
you understand that many children and other parents may be requiring our immediate
attention at the time.

3. All staff members of Bishop John Carroll School will give prompt attention to problems,
privacy in discussing matters, professional courtesy and respect when problems are
presented, and a sincere effort to resolve problems in a Christian manner. We will
approach problems and misunderstandings in a manner that expresses genuine concern
for the welfare of your child and his/her fellow students spiritually, psychologically,
academically, and physically.

4. With Point #3 in mind, parents and guardians are expected to show the same concern
and respect for the staff of Bishop John Carroll School, as well as other children and
families of our community. We will not tolerate assaults or harassment of staff
members, students, or parents. We will not tolerate intimidation or verbal abuse of any
member of the community? in person or in writing.

5. Commission of any of the above acts on the part of a staff member will lead to
appropriate disciplinary actions. Likewise, misconduct on the part of a parent, guardian
or family member may lead to a warning or one of the following actions:

a. limiting or refusing permission to enter or use school grounds or facilities;
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b. asking that someone other than the person exhibiting poor behavior represent
the child® interests on school matters;

c. refusing to allow the child to re-register, and in extreme cases, removing the child
from our school. The school or its designee reserves the right to determine, in its
discretion, when conduct is of such a severe nature as to warrant immediate
action without warning and/or without an intermediate step short of withdrawal.

Taken largely from St. John Chrysostom School Handbook by Michael Garanzini, S.]., Special Assistant to the
President of Georgetown University.

Bishop John Carroll School

PARENT CODE OF ETHICS

Parents of students enrolled at Bishop John Carroll School will:

Provide moral guidance in nurturing the spiritual foundation of the child
Model the behavior and attitude of Jesus Christ

Treat students, faculty, staff, administrators and other parents with sensitivity and
respect

Respect confidential issues that may arise during volunteer time at the school
Abide by the policies and guidelines set forth in the Parent/Student Handbook
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Parent Cooperation

A As partners in the educational process, one of the goals of Bishop John Carroll School is
for parents, administration and school staff to work together in forming and educating
our children. As collaborators with parents, we welcome constructive feedback for the
betterment of the school. However, we expect that such criticism or feedback be given in
a respectful manner. The principal and the pastor reserve the right to require a parent to
withdraw the child/children if the parent® conduct is in violation of such respect.

Administration/Staff

A The pastor, under the authority of the Archbishop, is the primary spiritual leader of the
parish of which the school is a part. The Pastor delegates immediate direction of the
school and its instructional program to the Principal, who leads the school in
accordance with the policies of the Archdiocesan Catholic School Office and the School
Advisory Council (SAC).

Volunteer Programs

A Volunteers are amiportant part of the educational ministry at BJCS. All volunteers working
directly with students, including field trip drivers, sports coaches, concession stand workers,
substitutes, and cafeteria volunteer, are required to have completed the voluetrengcr
process. Only the principal, school secretary or Safe Environment Coordinator will notify
you when you are an approved volunteer. Volunteers are expected to abid€bydhef
Christian Conduct for Parent/Guardians and Volunteers.



Athletic Commission

A Members of the Athletic Commission, which operates according to approved by-laws,
shall consist of the Athletic Director and representatives from each grade level in the
school. The Principal and Physical Education instructor at Bishop John Carroll School
shall be ex-officio members. The term of service for grade representatives shall be two
years subject to reappointment for two more years. The Athletic Director is appointed
by the Principal and will coordinate the athletic program for Bishop John Carroll School.
The Athletic Director, a voting member of the School Advisory Council (SAC), appoints
grade level representatives with the approval of the Principal. Sport commissioners are
chosen from among the Athletic Commission members. The purpose of the Athletic
Commission is as follows:

0 To assist the Athletic Director in the organization of various league teams for
participation in the CGSAA

0 To organize and implement fund raising activities to support the CGSAA
sponsored team sports



Parent Teacher Organization (PTO)

Mission Statement:

The mission of the Bishop John Carroll School Parent Teacher Organization is to enrich the

Catholic school experience by supporting, nurturing, and communicating with the parish

family.

Goals of the Parent Teacher Organization:

A To offer, through well planned programs, information of special interest to parents,
which will assist them in fulfilling their role in the Christian formation of their children;

A To provide occasions of experiencing a sense of community between home, school, and
parish;

A To provide occasions for prayer, celebration, hospitality, fund raising and exchanging
ideas for the benefit of the school;

A To provide opportunities for parents to express personal service to the school, and for

the faculty to express personal service to the parents.

The Parent Teacher Organization operates according to approved by-laws. The
President of the PTO is a voting member of the School Advisory Council (SAC).

The School Advisory Council is a non-policy making body representing the parish of Our
Lady of Perpetual Help in educational matters concerning Bishop John Carroll School. It
operates under the policies of the Archdiocese and the goal-setting direction of the Parish
Council. Members of the School Advisory Council are appointed by the pastor and serve a
term of three years. Meetings are open, with the chairperson reserving the right to call for an
Executive Session. The right of non-members to address the Council is limited to those who
petition the Council Chairperson no less than forty-eight hours in advance of the meeting and
have their topic approved for the agenda.

Parent Volunteer Opportunities

Eagle Corps: A volunteer group of parishioners, parents, and staff who are willing to share
their talents with the students of Bishop John Carroll School. The gifts of these individuals
are varied and numerous. Their contributions are enormous and include, but are not
limited to, the following areas:

Cafeteria helpers

Classroom tutors

Guest speakers

Computer assistants and technicians

Partners in enrichment projects

Drivers for field trips

Homeroom parents

Athletic coaches

PTO committee members

Golden Eagles: A group of senior citizens willing to tutor Bishop John Carroll School
students during school hours.
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Bishop John Carroll School
Regulations and Policies

Religious Formation

Students of Bishop John Carroll School share in the benefits of a spiritual and moral
formation presented through religious instruction, celebration of the Mass, and other
opportunities for prayer and reflection. All students, regardless of their religious affiliation,
participate in religion classes and other religious activities with the entire student body.
Mass

Students in grades Kindergarten through Eight attend Mass each week, usually on
Thursday at 8:30 a.m. Preschool students begin to attend Mass later in the school year.
Mass is the most important time that we spend together each week and provides the
foundation of our school@ mission. Parents are encouraged and invited to attend school
Mass regularly with their children. Mass is one way that we form the faith community of Our
Lady® parish. Parents are asked not to make routine doctor and dental appointments
during the scheduled school Mass time. The school office is closed during Mass. If a
student is tardy, parents are responsible for ensuring that the child enters the church.
Do not leave the student unattended in the parking lot or on the church stairs.

Academics

Our goal as educators at Bishop John Carroll School is to instill in our students a concrete
knowledge base and to inspire in them a desire to be life-long learners. Our curriculum is
multi-sensory and is enhanced through various enrichment and hands-on activities. The
students have access to computers both in the classroom and in a lab setting. Responsible
use of the Internet is taught as student research class projects. A signed technology
agreement between the school, parent(s), and student must be on file in the office to utilize
technology available.

Testing

The academic skills of our students in grades 2 - 8 are assessed annually in the fall using
the Iowa Test of Basic Skills (ITBS). The ACT Explorer Test is administered to the eighth
grade students. In addition to standardized tests, Grades 1 - 8 receive quarterly progress
reports and report cards. Students in Kindergarten receive progress reports and report cards
during the second, third, and fourth quarter. Report cards facilitate communication between
home and school, which is essential in notifying parents of the academic successes and/or
concerns of their student(s).

Local high schools may require additional exams for admittance. Should this be the case,
the student and his/her parents are responsible for arranging the administration of such
exams with the individual schools.

Academic Probation

Failure to meet academic expectations may result in academic probation at the discretion
of the Principal. The Principal, on an individual basis with teacher recommendations and
input, determines the terms of the academic probation.

Cheating

Cheating is a form of stealing, an act of injustice. As a Catholic school, cheating will not be
tolerated. Cheating includes, but is not limited to, copying homework, using unauthorized
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notes during a test, receiving answers from another student when instructed it is
inappropriate, copying information verbatim from the Internet or other copyrighted source
without adequate notation. Violation of this policy may result in the student being dismissed
from Bishop John Carroll School.
Grade Retention
Students who have not achieved academic progress satisfactorily at grade level by the end
of the year are to be retained in the same grade for the following year at the
recommendation of the teacher, with the approval of the Principal, and with the cooperation
of the parents. If the parent(s) disagree with the school recommendation that a child be
retained, the school reserves the right not to enroll such child for the succeeding academic
year. If it is determined the child will remain at Bishop John Bishop School in a grade not
school recommended, the parent(s) will sign a waiver stating that they are overriding the
school recommendation. This form will be filed in the childG permanent record. The
teacher will state his/her recommendation for grade placement on the final report card. If a
student in grades 4-8 fails a course, successful completion of summer school or a suitable
alternative approved by the teacher and Principal will be required before promotion to the
next grade.
Homework
The faculty of Bishop John Carroll School views homework as a positive tool used to
reinforce the classroom curriculum. Homework is assigned with care and for the purpose
of fostering habits of independent study and personal responsibility. Since each student has
different capabilities and interests, it would be difficult to denote the specific amount of
time to be spent on an assignment. If a problem arises, the teacher should be contacted. At
times, if work assigned to be finished in class is not completed, it must be taken home to be
returned the next day. It is important that the student return all work expected as part of
his/her responsibility. Satisfactory completion of homework assignments affects a
student@ daily grades and ultimately their report cards.
Homework: Grades 4-8. Homework will be turned in on the day that it is due which
will almost be the following class period. Homework is considered late if it is not
completed by the start of the class period for which it is due. If it is not completed, the
student will have one additional day to complete the assignment, but the grade will be
reduced by the 15 points. (This includes turning in the assignment after the time of
collection on the day that it is due.) After that time, the student will receive a zero.
Homework Through Moodle
NO MORE EXCUSES OF MISSED HOMEWORK. If your student is absent, sick or on
vacation, they will have the capability of accessing homework through BJCS Moodle. Each
student will be issued a wuser name and password for access. Go to
http://bjcs.org/moodle/login/index.php and log-in. It is the student® responsibility to
access these assignments through Moodle and to complete them in the time-frame
allowed for make-up work. One day per day of absence is allowed for make-up work to be
completed. If a student is absent for more than two days, a parent may wish to call the
teacher to ensure the student can make up all the work and does not get too far behind.
Testing
Students will not be permitted to retake a quiz or a test in order to improve their academic
standing. Students in grades 4 and 5 may be given no more than one (1) test on a given day.
Middle School students (grades 6-8) may be given a maximum of (two) 2 quizzes or tests
per day.



http://bjcs.org/moodle/login/index.php

The grading scale is as follows:

A = 93-100

B = 85-92

C =75-84

D = 69-74

F = Below 69
Honor Roll

Students in grades 4 - 8 are recognized for their academic achievement each quarter
through placement on the Honor Roll. There is an Qi Honor Roll for students who achieve
A in all subjects, and an QA/Bohonor roll for those who achieve all As and Bs.

Access to Information

In 1975, the Family Educational Rights and Privacy Act, also known as the Buckley
Amendment, gave parents and students the right of access to records. If a parent or student
wishes to view a record maintained at the school office, he/she might do so with a written
request. Parents and students may challenge their records and request an amendment if any
information is misleading or inaccurate. Statements made by the parents and students are
included in the record if the school finds it inappropriate to change or delete records.

Bishop John Carroll School abides by the provisions of the Buckley Amendment with
respect to the rights of non-custodial parents. In the absence of a court order to the
contrary, the school will provide the noncustodial parent with access to the academic
records and to other school-related information regarding the child. If there is a court order
specifying that there is to be no information given, it is the responsibility of the custodial
parent to provide the school with an official copy of the court order.

We request that all divorced parents furnish the school with a copy of the custody section
of the divorce decree to help in determining when, if ever, the child can be released to the
non-custodial parent.

All school records must be accurate and current. Any changes in name, address, telephone
numbers, or guardian information should be immediately reported to the school office. No
change of name can be made on any student® records until a copy of legal adoption papers
has been presented to the office. The student@ legal name must appear on all official
documents.

No records will be sent to transferring schools of students whose financial commitment is
in arrears.

Admissions

As a Roman Catholic school serving a parish and an archdiocese, we are dedicated to the
dignity of every human being. Bishop John Carroll School enrolls students with no
discrimination in regard to sex, race, ethnic background, or economic status. Since we are a
religiously-oriented school for the Catholic community, we give preference to members of
the Roman Catholic Church, but welcome members of other denominations after our own
community is served. Bishop John Carroll School does not discriminate on the basis of sex,
race, ethnic background or economic status in the administration of its educational policies,
admission policies, scholarship and assistance programs, and athletic and other school
administered programs.
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If we feel that we can meet a child® needs, and if the family is committed to the mission and
philosophy of Bishop John Carroll School, we accept students, as space allows, in the
following order according to position on the waiting list:

Siblings of currently enrolled students

Children of active, registered parents of Our Lady of Perpetual Help Parish
Children of active Catholic non-parishioners

Children of non-active Catholics

Children of non-Catholics

Too Too To T To

The parent(s) must understand and agree to the mission of Bishop John Carroll School,
appreciate its unique status, and willingly support and encourage the policies, which realize
the philosophy of the school. Cooperation of parents with the Church and school is
important to our mission, and is an important criterion for admission and ongoing
registration at Bishop John Carroll School.

Children must be four (4) years of age on or before the 1st day of September for admission
into PK; children must be five (5) years of age on or before the 1st day of September for
admission into Kindergarten; and children must be six (6) years of age on or before the 1st
day of September for admission into First Grade . (School Laws of Oklahoma 1982, Section 14)

At the time of registration, all new students seeking admission to Bishop John Carroll School
are evaluated on the basis of current standardized test scores and report cards. These will
be reviewed to determine whether the program at Bishop John Carroll School will meet the
educational needs of the students. An interview with students seeking admission to the
middle school (grades 6-8) is part of the process.

All new students to Bishop John Carroll School will be given a trial period of forty-five days
in which to prove themselves both socially and academically. If during this trial period there
are any problems, a student may be asked to withdraw his/her attendance at Bishop John
Carroll School.

Foreign students may be admitted in accordance with the existing requirements and
regulations of the United States Department of Justice.

Asbestos

Bishop John Carroll School complies with all asbestos inspection regulations. Records of
semi-annual inspections are kept on file in the school office. Such records indicate the
school buildings are presently free of asbestos.

Attendance

Students need to be in attendance regularly. Every effort should be made to schedule
doctor and/or dentist appointments outside of school hours. Attendance in class is an
integral part of the academic process. Student interaction and participation give depth to
written material and constitute the social characteristics of the school experience.

The school day begins promptly at 7:55 AM and ends at 3:10 PM. Students not enrolled in
the P.M. Care Program who arrive before 7:40 AM and/or remain after 3:25 PM will be sent
to the appropriate drop-in program and charged the daily rate ($3.50/per child) for that
program.
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Absences. If a student is absent from school, it is imperative that the office be called between
8:00 AM and 9:00 AM. This will let us know that the child is safe. A student@ absence will be
considered unexcused if the parent or guardian does not notify the office. All students with
an excused absence will have an opportunity to make up schoolwork missed, within a
reasonable period of time. As a general guideline, if a student is absent for one day, he/she
has one day to make up the work. If he/she is absent for two days, he/she has two days to
make up the work, and so on. The natural consequence of an unexcused absence will be no
grade for the work missed.

Homework Assignments will only be available through Moodle on the first day of a
student® absence. Parents may request OEA OO OA A frdndtie tedcherd dn Ghe
second day of absence to be picked up between 3:15-4:00 pm in the school office.

Excessive Absences. Oklahoma Law requires compulsory attendance of all children
reaching age 5 on or before September 1st. Students who are absent more than 24 days of
the required 175 school days of instruction may be retained in the current grade level.

The principal must approve all absences involving vacations or personal reasons at least
one week before the absence. Trips not approved by the principal will be considered
unexcused absences. Parents who wish to take their child out of school for personal
reasons should consider that the child is missing daily classroom instruction and the
introduction of new concepts. Teachers are not required to provide assignments in advance.
The student must assume responsibility for any work that is missed due to vacations or
other personal reasons, just as if they were absent due to illness.

Tardiness. A student who arrives after 8:00 AM is considered tardy. A CTARDY® sign
placed outside the gym doors indicates the need to report to the school office for
admittance to class. Arrival after 9:00 AM is counted as a half-day absence.

In an effort to help students be responsible in this area, the following guidelines have been
established:

A Astudent is given an excused tardy if the reason for being late is beyond his/her control
(car breaking down, traffic, etc.).

A student is given an unexcused tardy if the reason for being late is within his/her
control (oversleeping, not leaving on time, etc.).

Any student who is tardy must be accompanied to the office by a parent or guardian in
order to be admitted to class.

Excessive absences may affect a studentG promotion to the next grade.

The school will determine the final decision as to whether a tardy is excused or
unexcused.

NOTE: If a student is tardy under any circumstances and the parent or guardian fails to
accompany the student to the office, it is an unexcused tardy.

oo  Io P>

Cafeteria Program

Bishop John Carroll School students have the option of purchasing a hot lunch or bringing
their lunch from home. Lunch will be served daily beginning on the first day of school. The
OAEIT1T OOAO OEA O #FOxAOA O-AAl 40AAEAOe OI
student/family lunch account. Lunches are to be purchased in advance and will be charged
against the balance with each purchase. Students should not purchase a lunch without a
balance on their account. Notices will be sent home when your account is low. A student
lunch is $2.50 and comes with milk/juice. An additional milk/juice may be purchased with
a hot lunch or sack lunch for .35¢. Parents are welcome to purchase a lunch for $3.00 in the



school office and enjoy lunch with their child(ren). Please notify the office by 9:00 a.m. on
the day you plan to come.

The Federal Lunch Program subsidizes our lunch program. This aid comes to us in certain
commodities and reimbursement on all hot lunches served. It is a special program that
enables all children to eat by allowing @educed price6 or Greeod lunches. All parents are
encouraged to look into this program to determine if they are eligible. If a family meets the
program guidelines, they are asked to fill out the appropriate forms, which are available in
the school office. Applicants and recipients of this program are kept confidential.

Fast Food Lunches: Food from fast food establishments may be brought in on your
childG birthday only. Only we as teachers see the hurt it causes among the other children,
especially when you bring in food for your child and only one of his or her friends. It is also
inappropriate to bring meat on meatless days.

Allergies: If a student is allergic to milk or any other foods, parents are asked to send a
note to the school office.

Communication

Communication is the lifeblood and heartbeat of every relationship, every family, and every
community. It is the aim of Bishop John Carroll School to have clear understanding and
cooperation between home and school. In working toward this goal, the administration and
staff will strive to do the following:

A Be committed to meaningful communication with the home

A Be open and honest

A Listen attentively and sensitively to parents and students

A Be (resentdand Qvailabledto parents and students

Correspondence from the office will be sent home will be sent home with the oldest child on
the second and fourth Wednesday of each month. Please check the school web site for
regular updates and events. This folder will contain any messages and/or schedules of
events that are important. Each parent is to remove the messages and return the folder to
school with the child the following day. Notes, cafeteria money, tuition, and extended care
payments may be sent to the school in the weekly folder.

Individual teachers may also send home communications through your child (ren). Please
be familiar with the classroom procedures of each teacher in order to stay informed of
school events.

Counseling Services

Student counseling is available at parental request through Catholic Charities of Oklahoma
City, or by contacting St. Joseph Counseling, (405) 524-0969, 1501 N. Classen Blvd., OKC,
0K 73106.

Curriculum

Religious formation is a primary goal in our educational program. It is accomplished
through the following formal instruction and relevant religious experiences:
A Religion Classes
A Weekly Masses
A Morning, Noon and Afternoon Prayers
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A Sacramental Programs of Our Lady of Perpetual Help Parish
A Service Projects

Bishop John Carroll School offers an educational program that integrates critical thinking
and decision-making skills.

Civics Mathematics

Geography Science

Language Arts Social Studies
Literature

Responding to a sense of beauty in nature and the arts, an awareness of oneG
creative needs and the future, Bishop John Carroll School offers the following classes:

Art Physical Education
Health Spanish
Leadership Training Technology

Music

Bishop John Carroll School follows the curriculum guidelines developed by the
Archdiocesan Department of Catholic Schools. Suggested Learner Outcomes as developed
by the Oklahoma State Department of Education have been cross-referenced throughout the
Archdiocesan guides.

Detention

Detentions earned by middle school students will be served during their lunch recess.
During this time, students will remain in the office and will write a paper describing the
incident(s), which led to the detention earned. They will be required to reflect upon their
words and actions, and to outline positive steps to avoid a detention in the future. The
Qletention essay® will be sent home with the student for his/her parent(s) to sign. The
student is to return the signed essay to his/her teacher the following day. Failure to follow
this procedure will result in a parent/teacher conference, where further action will be
discussed.

Gum, candy, and carbonated drinks are prohibited on school grounds, unless they are part of a
school-sponsored activity. The possession of these items will result in the confiscation of
the item(s) and a detention for the student.

Conduct and Behavior will affect Honor Roll beginning the 2009-2010 School Year.

Development

Established in 1982, the Cathedral Educational Endowment Fund has grown through the
generosity of parish members, school patrons, and friends. The fund is perpetual. Interest
earned from the fund is currently earmarked for the use of Bishop John Carroll School with
an overall commitment to Catholic education. Begun as part of our long-range plan to
provide long-term security for the continued excellence of our parish school, the interest
income is currently used for tuition assistance to parish families in need.

Discipline
The school shall be certain that students have opportunities to grow in Christian self-
discipline and behavior. Students shall be expected to strive for Christian ideals of
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behavior Z within and beyond the school day. (Archdiocese of Oklahoma City Catholic Schools
Policies and Guidelines Handbook, Section 6200.1)

The goals of the disciplinary procedures at Bishop John Carroll School are as follows:

To help the student develop a sense of ®elonging and significanced

To help the student experience responsibility in direct relationship to the privileges
he/she enjoys

To encourage in the student the ability to understand personal emotions and to use that
understanding to develop self-discipline and self-control

To instill in the student the ability to work with others and develop friendships through
communication, cooperation, negotiation, sharing, empathizing, and listening

To help the student respond to the limits and consequences of everyday life with
responsibility, adaptability, flexibility, and integrity

To inspire the student to use wisdom and to evaluate situations according to
appropriate values

o o Do Do oo

Students are held accountable for their own actions while faculty and staff strive to create a
Christian atmosphere at Bishop John Carroll School. Corporal punishment is never justified.
Serious rule infractions that will be dealt with accordingly include, but are not limited to:
disobedience to adults in charge, disrespect, obscene language, displays of temper,
intentional destruction of school property, possession of weapons (real or imitation), and
possession of drugs and/or alcohol.

Any action based on lack of respect for others, including sexual and physical abuse, and the
creation of a hostile environment by students, faculty, and/or staff will not be tolerated at
Bishop John Carroll School.

Harassment: Harassment, intimidation, and bullying include any gesture, written or verbal
expression, or physical act that any reasonable person should know will harm another
student; damage another student@ property; place another student in reasonable fear of
harm to that studentG person; damage the student@ property; or insult or demean any
student or group of students, in such a way as to interfere with the school® educational
mission or the education of any student. Harassment, intimidation, and bullying include,
but are not limited to: a gesture or a written, verbal or physical act that is reasonably
perceived as being motivated by a student® religion, race, color, national origin, age, sex,
sexual orientation, disability, height, weight, socioeconomic status, or any other
distinguishing characteristic. Harassment, intimidation and bullying will not be tolerated on
school grounds, at school-sponsored activities, or at school-sanctioned events. All
complaints will be investigated and appropriate disciplinary action will be imposed.

The Pastor/Principal is the final recourse in all disciplinary situations and may waive any
disciplinary rule for just cause at his/her discretion.

On-Line Blogs: Engagement in online blogs may result in disciplinary actions if the content

of the student@ blog includes defamatory comments regarding the school, the faculty, other

students or the parish.

Bullying/Cyberbullying/Sexual Harassment/Intimidation

Harassment, Intimidation, and bullying means any gesture, written (including using
OAAETT 1T cU OOAE AOh AOGO 110 1EIiEOAA O h OOA®@(
or verbal expression, or physical act that a reasonable person should know will harm

AT T OEAO OOOAAT Oh A Aprép&tk orArsult Oriddn@an en® @ulidat oD &
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limited to, a gesture or written, verbal or physical act that is reasonably perceived as being
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disability, height, weight, socioeconomic status, or any other distinguishing characteristic;

0!'0 OAETT16 TAAT O 11 Opoksbrédl activities] &1afl @livol- AO OA|
sanctioned events. All complaints will be investigated and appropriate disciplinary action

will be imposed. Bishop John Carroll Catholic School attempts to provide a sfae

environment for all individuals. Any action based on lack of respect for others, including

sexual and physical abuse, and the creation of a hostile environment by students, faculty,

and/or staff will not be tolerated.

Suspension and Expulsion

Students may be suspended or expelled for serious reasons, including but not limited to:
conduct unbecoming a Christian student; incorrigible or disruptive behavior which impedes
the progress of the rest of the class; use, possession or sale of weapons, drugs or controlled
substances; infliction or threatened physical injury to another person. Grounds for
suspension/expulsion cover conduct occurring on school grounds, at school-sponsored
activities, or at school-sanctioned events. Students may be suspended for a period of time
not to exceed five days.

The process for suspension includes the following actions:

1. After consultation with the student about the incident, the principal must notify the
student and the student@ parents or guardian of the following:
a. the reason(s) for the suspension
b. the time/length of the suspension
c. requirements for reinstatement
2. A written record of the reason for the suspension with the date and a summation of the

parent conference shall be kept on file. (Archdiocese of Oklahoma City Catholic Schools Policies
and Guidelines Handbook, Section 6200.4)

In-School Suspension: In the event that in-school suspension is deemed to be the
appropriate discipline invoked, the parents or student will be responsible for paying the
cost of the substitute ($50.00) needed to provide supervision of the suspended student.

Procedures for expulsion include the following:

A With the exception of the most serious circumstances, before a student is expelled, the
Principal will confer with the Pastor regarding an impending decision to expel a
student.

A The parents shall be given a written notice of the offense(s) and an invitation to confer
with the student, school personnel, principal, and pastor.

A Proper documentation of all expulsion cases will include, but is not limited to, grounds,
evidence, conference records, and final notices. Such reports are not to be part of a
child® permanent record.

A The Superintendent of Catholic Schools shall be notified immediately in writing of any
expulsion.

A The final decision to expel a student rests with the principal with the knowledge and

consent of the pastor. (Archdiocese of Oklahoma City Catholic Schools Policies and Guidelines
Handbook, Section 6200.5)
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Dress Code

uniform adj. 1. Never changing or varying; 2. Identical with another or others; 3. An outfit that
distinguishes the wearer as belonging to a particular group.

The Gospel calls the People of God to lead simple lives. Bishop John Carroll School has its
students wear uniforms for the following reasons:

A Uniforms help parents and students resist peer pressure

A Uniforms help students concentrate on school work.

A Uniforms are a symbol that all children who attend this school are equal.

Students in Grades PreK - 8 are required to wear a uniform during the academic school
session. The complete uniform is to be worn each day unless otherwise specified by the
administration. If the uniform is not worn or is incomplete, the parents will be notified and
asked to pick up their child and dress him/her appropriately.

')Y2,36 !.$ "/ 930 02/ 02PREK. ) &/ 2- | /
Navy walking shorts
Navy dress pants (elastic back-no belts required) Any day, including Mass Days

Red monogrammed polo shirt (long or short sleeve)

White crew socks with no logos

") 2,38 02/ 0%2 5.7GRADESK-3 44) 2 %

Plaid jumper Required on Mass Days

White blouse with navy piping (long or short sleeve) Required on Mass Days

Red monogrammed polo shirt (long or short sleeve)

Navy walking shorts with navy or black belt

Navy slacks with navy or black belt

White crew socks with no logos

') 2,306 02/ 0%2 5.2GRADES-47544) 2 %

Navy or plaid skirt Required on Mass Days

White Blouse-Sailor Middy with Tie Required on Mass Days

Red monogrammed polo shirt (long or short sleeve)

Navy walking shorts with navy or black belt

Navy slacks with navy or black belt

White socks with no logos

"'Y2,38 02/ 0%2 5.7)GRADES 6278 44) 2 %

(continued on next page)

Navy or plaid skirt Required on Mass Days

White Blouse-Sailor Middy with Tie Required on Mass Days

White monogrammed polo shirt (long or short sleeve)

Navy monogrammed polo shirt (long or short sleeve)

Red monogrammed polo shirt (long or short sleeve)

Navy walking shorts with navy or black belt
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Khaki walking shorts with navy or black belt

Navy slacks with navy or black belt

Khaki slacks with navy or black belt

White socks with no logos

"7 938 02/ 0%2 5. )&GRADESK:!544) 2 %

Navy dress pants with navy or black belt Required on Mass Days
Oxford shirt (long or short sleeve) Required on Mass Days
Red monogrammed polo shirt (long or short sleeve) Daily except Mass Days

Navy walking shorts with navy or black belt

Shorts may be worn in place of dress pants with red or white polo shirt during the
months of August, September, October, April and May, except Mass days.

White socks with no logos

"7 938 02/ 0%2 5. )7&GRADES 6814) 2 %

Navy dress pants with navy or black belt Required on Mass Days
Khaki dress pants with navy or blue belt Required on Mass Days
Oxford shirt (long or short sleeve) Required on Mass Days

Red monogrammed polo shirt (long or short sleeve)

White monogrammed polo shirt (long or short sleeve)

Navy monogrammed polo shirt (long or short sleeve)

Navy slacks with navy or black belt

Khaki slacks with navy or black belt

Navy walking shorts with navy or black belt

Khaki walking shorts with navy or black belt

Shorts may be worn in place of dress pants with red or white polo shirt during the
months of August, September, October, April and May, except Mass days.

White socks with no logos

General Uniform Regulations

October, April, and May, except on Mass days.
Navy Cardigan Optional

are allowed.

garments are not to extend beyond the length of the uniform shirt/blouse.
Pants and shorts with belt loops require a solid navy or black belt to be worn.
Socks must be visible above shoes.

Short, skirt and jumper lengths are to come to the top of the knee or longer.

ToToTolo Do Todo Do

Shorts may be worn in place of dress pants during the months of August, September,

Uniforms are to fit properly; no baggy/oversized or undersized pants or other clothing

Only solid white T-shirts may be worn under uniform shirts/blouses, and these

All uniform needs are to be purchased through Parker Uniform Company, located in the

Collonade Shopping Center in Oklahoma City, except those items specified as being

available through the school office.

Outerwear

When weather permits, gray Bishop John Carroll School sweatshirts or charcoal fleece
pullovers with monogram may be worn with the uniform. These are the only outerwear
garments allowed to be worn in the classroom. Proper uniform shirts/blouses must be

worn under the sweatshirt and/or fleece pullover.

-17-



No Hoodies allowed (including Bishop John Carroll athletic Hoodies.)

Shoes

Tennis shoes are preferred as they offer the best protection against falls during activities.
They must be white, navy, gray or black (as close to solid color as possible). Shoelaces
must be white or the solid matching color of the shoes. Other rubber-soled shoes, such
as loafers, are appropriate. No black rubber or thick soles allowed. No sandals, high-heels
or cowboy boots are to be worn at any time. Writing on shoes is prohibited.

Spirit Day Uniform

On Bishop John Carroll School Spirit Days, the students may wear blue jeans (no shorts), BJCS
T-shirts with logo and tennis shoes. Jeans must fit properly? no baggy/oversized, low-rise
or undersized jeans are allowed. Spirit days are typically the first Monday of the month;
however, these days may vary throughout the year, so it is necessary to watch for letters
from teachers and administrators for specific dates.

Grooming/Jewelry

Personal grooming and accessorizing should be appropriate to uniform dress. Students
may not wear make-up, nail polish, necklaces or bracelets, limited to one of religious
nature.

GIRLS BOYS

A Hair must be clean, neatly combed, and A Hair must be clean, neatly
natural color only. Bows or ribbons must combed, and modestly styled (no
be color-coordinated with the school attention drawing designs or
uniform (red, white, or navy), and must lines), natural color only, and not
not be of such a size or nature as to be to extend over the top of the collar
distracting. nor fall below the eyes.

A Ifears are pierced, only ear posts may be | A Boys may not wear earrings.
worn. One earring per lobe. A One watch may be worn.

A One watch may be worn.

Fads

Each year there are a few things? including some (Jads® that show up at school. These, of
course, cannot be listed, nor a regulation devised to specifically cover them. When a (Jadd
interferes with the appropriate learning atmosphere or becomes a nuisance, then that
nuisance will be eliminated. When a (ado violates the spirit of the dress code, it will be
eliminated. Just because something is not covered in the handbook does not mean that it will
be acceptable. The Principal will make that decision during the course of the year.

All school staff members will monitor student appearance. In the majority of instances,
problems will be handled on the classroom level. In any questionable or recurring situation,
the principal will make the final decision. The principal or designee may send students not
properly attired or groomed home, and any school time lost must be made up by the
student. If a student wears inappropriate socks to school, he/she will be issued an
appropriate pair through the office, and the student& account will be assessed $3.00/pair.

ALL UNIFORM REGULATIONS AND GUIDELINES ARE SUBJECT TO THE DISCRETION OF
THE PRINCIPAL.



Drugs and Alcohol Policy

The possession, use, or distribution of illegal drugs or alcoholic beverages is not permitted

in the school, on the school grounds, or at any school function.

1. Any teacher who knows or suspects that a student is in possession of, uses, is under the
influence of, or distributes illegal controlled substances or alcohol must notify the
principal or his/her designee immediately. The principal or designee shall immediately
notify the superintendent of schools, and a parent or legal guardian of said student of
the matter. (Teachers) who report such information to the appropriate school official
shall be immune from all civil liability. (School Laws of Oklahoma 2001, Section 514, 515)

2. Students possessing, using, under the influence of, or distributing illegal controlled
substances or alcohol on school grounds or at a school sponsored activity will be taken
to the office of the principal or his/her designee.

3. The parents or legal guardian of the student will be called to take the student home. The
student is immediately suspended until both parents or legal guardians and the student
meet with the principal or his/her designee. The pastor may be asked to participate in
this conference. At the conference, conditions and guidelines for re-admission will be
discussed. The conditions may include, but are not limited to, family and/or individual
counseling and drug education program attendance by family and/or student.
Conditions will be met at the expense of the family and/or student

4. Students possessing, using, under the influence of, or distributing illegal controlled
substances or alcohol on school grounds or at a school sponsored activity for a second
time may be expelled.

Emergency School Closing

In the event of inclement weather, listen to local radio and television stations for notice of

school closing or delayed opening. A School Reach telephone message will be made to all
OACEOOAOAA OOOAAT 0860 EIT T AOh DOI OEAAA UIT O £EEI I
office. We make every effort to keep school open for the parents who must go to work;

however, we ask that you use your own judgment in determining whether or not to venture

out should our decision be to open the school. If possible, a school recording will be put on

the school telephone. Please do not call the Church rectory.

Enrollment

Pre-registration for existing students takes place in the spring of each year. Full payment of
applicable registration fees and receipt of current immunization records will reserve your
childG place in his/her appropriate grade. Open enrollment for new and transfer students
begin after pre-registration concludes. Parents enrolling their child(ren) at Bishop John
Carroll School for the first time are required to submit a copy of his/her birth certificate,
Baptismal certificate (if applicable), immunization records, custodial agreements (if parents
are divorced) and prior academic history along with appropriate registration fees. When a
student is transferring from another school into Bishop John Carroll School, registration
remains incomplete until all academic and financial records have been received from the
previous school.

-19-



Extended Care Programs

Bishop John Carroll School offers three supervised extended care programs that are billed
separately from tuition. These programs are open on days when school is in session and
only to children who attend Bishop John Carroll School.

The goals of the Extended Care Programs include providing a warm, safe environment for
students while providing supervision for wholesome activities and experiences.

A. M. Care
A supervised program from 7:00-7:40 AM on school days. Quiet reading and studying
are the expected behaviors. This service is included in the P. M. Care Program fee;
however, drop-ins are welcome. Families not enrolled in the P. M. Care Program are
billed monthly only for days used.

1-Hour Care
A program of supervised activities is offered following dismissal of school until 4:30
PM. Families are billed only for days used, so drop-ins are welcome. This program
cares for students who do not get picked up within fifteen (15) minutes after
dismissal, but do not require the full P. M. Care Program. Homework or reading can be
started or accomplished before the child is taken home or on to another activity.

P. M. Care
A supervised program, which allows parents until 5:30 PM to pick up their child(ren).
Drop-ins are not allowed in this program; therefore, it is imperative that your child
be registered for this program. Registration is through the school office.

Snacks are provided for 1 - Hour and P. M. Care Program participants. Students need to be
picked up promptly by 4:30 PM from 1 - Hour Care and 5:30 PM from P. M. Care. A late fee
will be assessed for students not picked up on time. The late fee is $15.00 for every fifteen
minutes past the scheduled pick-up time. P. M. Care payment is due on the first of each
month from September through May. A. M. Care and 1-Hour Care fees are billed monthly
for only the days actually used, and payment is due to the school office by the fifteenth of
each month. A $10.00 late fee will be added to all payments received after the last day of the
month in which fees are due.

The rules and regulations governing the actions and behavior of the students as outlined in
this handbook apply to the times the child is engaged in extended care activities. No child is
to leave the supervision of his/her teacher without expressed permission. Each child is
responsible for cleaning his/her play area before exiting the program.

Extracurricular Activities

Bishop John Carroll School offers the opportunity to participate in a wide variety of activities
outside of the classroom. These activities are successful because of the involvement of
dedicated parent and parishioner volunteers. When signing up your child to participate in
any extracurricular activities, you are committing yourself to be part of the team. Parental
cooperation and participation are crucial to the success of these programs.

All qualified students of Bishop John Carroll School may try out for membership in extra-
curricular activities. The school is committed to providing everyone a fair chance to
participate. Unfortunately, not everyone who tries out can be accepted. The decision of a
coach, in conjunction with the athletic director, or the decision of a moderator, in
consultation with the Principal, is final. Ordinarily, the Principal will not intervene in non-
selection decisions, unless the decision is arbitrary and capricious. Parents are encouraged to
help their children understand that not everyone will be selected.
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Academic Opportunities:

A Archdiocesan Spelling Bee: Grades 1 7 8

A Science Fair: Grades 4-8
Athletics:
Bishop John Carroll School students participate in soccer, volleyball, basketball, and track
through our membership in the Catholic Grade School Athletic Association (CGSAA). The
Athletic Director supervises the program, with the additional help of the Athletic
Commission. Students participating in athletics are charged athletic fees, which vary
depending on the sport, to help defray costs of league and tournament play.
The purpose of the Bishop John Carroll School athletic program is as follows:

A To provide an opportunity for children to have fun through extracurricular

activities
A To teach athletic skills, to develop motor coordination and dexterity, and to
provide an additional

opportunity for growth in Christian attitudes

A To provide an understanding of sportsmanship and cooperation
Honor Choir
The Honor Choir is a special group of young singers from Bishop John Carroll School who
have been selected by the choir directors from the school and the church following open
try-outs. Their voices are heard during school liturgies and at other special events.
The use of school property and its grounds for extracurricular, school-sponsored activities is
encouraged. To reserve a facility for an extracurricular activity, one must contact the school
office. The adult(s) in charge of each scheduled activity is responsible for the care and
cleanliness of the area utilized. Students involved in the extracurricular activities are held to
the same standards of behavior expected in the classroom.

Field Trips

Field trips are privileges afforded to students; no student has an absolute right to a field
trip. Students may be denied participation if they fail to meet academic or behavioral
criteria. Participation will also be denied for failure to complete the necessary permission
forms according to deadlines specified for each field trip. Only the completed form adopted
by the school for permission will be accepted. Permission granted over the telephone will
not be sufficient.

Parent volunteers are needed in order for field trips to be successful. This includes
volunteers for transportation as well as for supervision. All volunteers must attend Safe
Environment training according to Archdiocesan standards. Those parent volunteers must
submit current copies of automobile insurance coverage and driver@ license. For the safety
of our students, it is imperative that no non-class siblings be brought on field trips. The
following guidelines are offered to our volunteers to ensure the safety of our students:

A Forms in the office must be complete.

A All children must wear a seat belt while the automobile is moving. (Children 6 years and
younger must be in approved child restraint devices.)

A Students will be assigned to your vehicle per the requests of each student®
parent(s)/guardian(s).

A Please go directly to the scheduled event and directly back to school following the
event. Do not stop for treats (i.e., food, drinks, etc.). Each stop increases liability
and/or the opportunity for accidents to occur. Please do not provide treats in your
vehicle.
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A When you arrive at the event, please help monitor studentsdbehavior, remembering that
everyone is entitled to dignity and respect. Teachers are available to assist with
discipline, if necessary.

Financial Transactions

The major source of income for Bishop John Carroll School is tuition, and the timely
payment of the school® obligations depends upon the collection of that tuition. It is
imperative that tuition payments be made on time as per the terms of your tuition contract.
Payment envelopes are distributed to parents choosing the monthly payment plan. These
are intended to be reminders of payments due each month, as monthly statements are not
regularly sent. A hold may be imposed on grades and/or records if financial obligations are
not current.

2011-2012 Tuition Fees

Pre-Kindergarten

Registration/Book Fee: $200.00 per child
Tuition
Full Day Program $4,095.00 per year

Grades Kindergarten through Eighth Grade

Registration/Book Fee
Grades K-5 $200.00 per child
Grades 6-8 $225.00 per child
Tuition
Supportive Parishioner at Our $3,450.00 per year
, AAUB O $3,040.00 per year each additional child
Registered Parishioner at other $4,220.00 per year
Parish (must provide letter from $3,680.00 per year each additional child
Priest
Non-Parishioner Rate $4,980.00 per year
$4,410.00 per year each additional child
Late/Overdraft Fees

A late charge of $10.00 is assessed to an account when payment is not received within the
month it is due. Should tuition become thirty (30) days overdue, steps are taken by the
school administration that may lead to the suspension or withdrawal of the student(s)
from classes at Bishop John Carroll School. A charge of $15.00 is assessed an account for
checks drawn on insufficient funds. If two (2) checks are returned to Bishop John Carroll
School for NSF (non-sufficient funds), all future transactions must be presented in the form
of cash, cashier® checks and/or money orders.

Illness/Injury

Students who are ill or injured are sent to the office. If necessary, their parents will be called
to take them home. No child may remain in the classroom during recess or PE class for
health reasons unless a teacher is present. A written excuse explaining the type of illness or
injury and length of time to be excused is required of the parents if their child is not to
participate in PE class and/or recess. It is assumed that if a child is well enough to come to
school, he/she is well enough to participate in all activities.
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Communicable Diseases

A medical situation involving any student, teacher, or other staff member with a
communicable disease will be handled on a case-by-case basis, in accord with the
guidelines for that disease issued by state and local health departments, as well as the
national Center for Disease Control. In all cases, due consideration will be given to the needs
and well being of the individual(s) involved, those with whom they have contact, and the
broader school/parish community being served. In cases where a lengthy absence from
school is necessary, alternative programs of study will be examined.

Immunizations

Every student enrolled in classes at Bishop John Carroll School must present copies of
immunization records indicating he/she is in full compliance with all health regulations
governing childhood immunizations. Please direct any questions concerning
immunizations to your physician and/or local health department.

Meningococcal Disease and Vaccine

The following information is provided to families in compliance with Oklahoma State
Law. Meningococcal disease is a rare, but sometimes-fatal disease caused by a
bacterium called Neisseria meningitidesThe disease causes either meningitis, severe
swelling of the brain and spinal cord, or meningococcemia, a serious infection of the
blood.
Teen-agers and young adults, aged 15-22 years are at increased risk because of behaviors
that spread the disease. On average, two to three people in this age group get
meningococcal disease every year in Oklahoma. More than half of these could be
prevented by vaccine.
Vaccines can prevent many types of meningococcal disease, but not all types. There are
two vaccines available in the United States that protect against four of the five most
common strains of the meningococcal bacteria. The newest vaccine, called Menactra, or
MCV4 is currently available for:

A Adolescents entering high school (15 years of age)

A College freshmen who live in dormitories,

A Other people at high risk through fifteen years of age
This vaccine is not required to attend kindergarten through the 12th grade in Oklahoma.
However, it is required for students enrolling in college and other school after high
school, who will live in dormitories or on-campus student housing.

Medications

School personnel cannot dispense any medication without written instructions from a
parent or guardian. This applies to the administration of both prescription and over-the-
counter medications. This permission form must be on file in the office before any
prescription and/or over-the-counter medications will be dispensed. All medication must
be presented to the school office in its original container with the proper labels attached. No
student will have any type of medication (prescription or over-the-counter) in his/her
possession while on school grounds, except students with a physician& authorization to
carry and self-administer asthma inhalers or EpiPens®. All medications will be dispensed
through the school office. Any unused medication that has not been picked up will be
destroyed at the end of the school year. It is the responsibility of the parent or guardian to
notify the school immediately of any and all changes to medication instructions.
Parent/Teacher/Principal Conferences

When a problem arises concerning a teacher or a class, the parent should discuss the
difficulty first with the teacher and decide the most effective way to handle the problem. If a
parent is reluctant to confer with the teacher alone, the parent may ask the principal to be
present at the conference. If the parent is dissatisfied with the outcome of the
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parent/teacher conference, he/she needs to contact the principal and set up an appointment.
The principal can choose to have the teacher and, if necessary, the student present.
If a parent has a complaint with the principal, the parent should discuss the difficulty first
with the principal. If the parent is reluctant to confer with the principal alone, the parent
may ask the pastor to be present at the conference.
Conferences with the teachers or the principal may be arranged by telephone or by letter.
Classroom Parties
Special occasions are celebrated with classroom parties arranged at the teacherG
discretion in consultation with the homeroom parent. A small treat may be brought to
celebrate a child@ birthday? no birthday parties and/or cakes. All treats are to be
approved by the child& teacher before being sent to school. Treats are distributed at
lunch or at the discretion of the teacher. Invitations to private parties of individual students
are not to be passed out in school.
Personal Property
The possession and/or use of individually owned cell telephones, pagers, and/or electronic
equipment (walkmans, video games, etc.) are prohibited. Confiscation of the item(s) and
disciplinary action at the discretion of the teacher/principal will follow any infractions.
Confiscated items will only be returned to a student@ parent and/or guardian. Electronic
devices are not allowed in After School Care,
Cell Phones
Many students are involved in after school activities which require parents to be able to
reach them. Cell phones are a part of our society; however, they can impede the learning
process. If a student needs a cell phone for such after school activities, the cell phone must
be turned into the homeroom teacher at the beginning of the school day. The student will
be responsible for retrieving the cell phone at the conclusion of the school day. At no time
AOOET ¢ OEA OAEIT1 AAU OETOIA A AAIl DPEITA AZ
his/her possession. If a cell phone is confiscated by the school, they will be returned to
the parent(s)/guardian(s) on the last day of school. Repeated offences to the cell
phone policy can/will result in detention or suspension.
Pornographic Materials
The possession or electronic accessing of pornographic, lewd, sexually explicit, obscene or
other materials contrary to Christian ideals of behavior is not permitted in the school, on
the school grounds, or at any school function. Individuals who violate this policy will be
subject, at the discretion of the principal, to suspension or expulsion.
Student Referrals
Recommendations and/or referrals will only be completed for current eighth grade
students and students moving out of the area.
Safe Environment Curriculum
The following statement of policy is taken from the Archdiocesan Code of Conduct
(08/20/2003)
Statement of Policy: The Archdiocese will establish personal safety programs for
children that include information about appropriate behavioral and physical
boundaries between adults and children, and what to do if those boundaries are
violated. These programs will be standard, permanent elements of Catholic
education in the schools and parishes of the Archdiocese for all grades.
In order to comply with the above stated policy, the Archdiocesan Safe Environment
Curriculum is taught to all Bishop John Carroll School students each year. Notification of
the dates and times are provided prior to the presentation of lessons to all parents. The
curriculum is available for parental review in the school office.
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Safe Environment Training

All volunteers who have regular contact with Bishop John Carroll School students
(volunteer drivers, cafeteria helpers, concession stand workers, etc.) must complete the
Safe Environment Training requirements as set forth by the Archdiocese of Oklahoma City.
The requirements include, but are not limited to, completed and signed volunteer
application, signed Code of Conduct, and attendance verification at an Archdiocesan video
training session.

Safety Drills

Emergency safety drills are conducted regularly in accordance with Oklahoma school law
requirements. Evacuation procedures are given to each teacher and staff member in order
that all students will be evacuated promptly in case of emergency. Exit routes are posted in
all rooms in the school building.

School Property

The appearance of a school and the way it is kept has a great deal to do with the reputation
of that school. Care of school property portrays a matter of pride and also a good school
spirit. For this reason, all students will regard with care, whatever school property is
allowed for their use, including, but not limited to, desks, furniture, books, audio-visual aids,
and physical education equipment. Students are co-tenants of their cubby space. School
personnel can and will search them if the need arises.

Fines equal to repair or replacement cost will be imposed for loss of or damage to school
property resulting from carelessness, negligence, or disregard for school regulations.
Accidental damage to property of value must be reimbursed as part of the student& social
responsibility. Unpaid fines may result in a hold being placed on a student® account. No
report cards and/or official transcripts will be released until all fines are paid.

Jurisdiction

School desks, lockers and other storage areas are property of the school. Students are
allowed to use them with the understanding that the school reserves the right to search
desks, backpacks and all personal items brought to school at any time for the health, safety
or welfare of the community.

Students may be required to empty the contents of their clothing pockets when a staff
member has a reasonable suspicion that the student has an item(s) not permitted at school.
An adult witness will be present.

The student or parent of a student who carelessly destroys or damages any textbooks,
A£O0OT EOOOAh ANOEDPI AT Oh AOEI AET COh T 0O AT UITABO
full amount of repairs and labor or replacement. No writing in rented textbooks is
permitted. The student will pay a fine or replacement for damaged or lost texts before any
final reports or transcripts are presented.

Textbooks

Textbooks are on loan to each student. All textbooks are stamped with the school name and
number. Students are responsible for the proper care of these textbooks. There is to be no
writing in a textbook unless it is a consumable workbook. Lost or damaged books must be
paid for at the end of the year. Students are responsible for covering all textbooks loaned to
him/her. A fine is charged for all uncovered books.

Library Books

Library books should be handled with care. Fines equal to the replacement cost are
collected for lost and damaged library books.

School Visitors

School visitors (volunteers, parents, etc.) must come to the main office. For safety and
security reasons, each person is required to sign in at the office when he/she enters the
building for any reason. All visitors and/or volunteers are required to wear a designated
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badge that may be picked up in the office. Visitors and/or volunteers are required to sign
out upon his/her departure.

Student Release During the School Day

Any student who must leave school early is to bring a note signed by the parent to the
homeroom teacher, indicating the time of departure and the name of person who is to
come for the child. This information and permission may also be granted through telephone
contact. The child will report to the main office and be signed out by an authorized adult.
This rule applies to all grades. No child will be permitted to leave the school premises
without parental /guardian permission. Children may not be picked up outside the building.
Telephone Usage

The school telephone is not available for students and their personal calls. The school
secretary is available daily to assist parents. Ordinarily, permission to use the telephone
will not be given for circumstances such as forgotten homework or arranging after school
activities. Permission may be given in an emergency situation at the discretion of the office
staff.

Tobacco Free Policy

In order to provide a healthy environment and to set the proper example for our students,
the use of all tobacco products is prohibited on the grounds and in the buildings of Bishop
John Carroll School. This policy applies to employees, students and visitors. This policy
applies to all school activities and is in effect 24 hours a day, seven days a week.

Tuition Assistance

Active, contributing members of Our Lady of Perpetual Help Parish who feel they cannot pay
the specified tuition are asked to fill out the required tuition assistance application form.
Application forms must be requested from the school office each year Applicants must be
current in their tuition payments and have paid their registration fees in full in order to
have their applications considered for assistance. Completed assistance forms and
supporting data are to be submitted to the school office before the published deadline. All
information is kept confidential.

Tuition assistance funds are derived from the interest earned through the Educational
Endowment Fund. It is due to the generosity of many that this fund continues to grow,
making it such a valuable resource in helping the children of Our Lady of Perpetual Help
Parish obtain a Catholic education. The school and its advisors are committed to the growth
of the Endowment Fund; therefore, unless waived by the Pastor, ten percent (10%) of all
fund-raising profits earned through school-sponsored events are deposited into the
Educational Endowment Fund. This includes PTO and Athletic Commission events.

Bishop John Carroll School reserves the right to amend this handbook at any time. Notice of
amendments will be sent to parents via the Monday folder.
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A Student® Prayer

Dear Jesus, as we begin this new school year,
please walk beside us

and keep Your loving hand upon us

that we might learn and grow as You want us to.

We dond know yet what this year will bring,
but we ask You please

to show us how to love

and respect

our new teachers

and classmates.

Open our minds and hearts

to all that we will learn from them.
Help us to make good friends

and to be good friend

to those who need us.

Most of all, please help us

to be open to all the new knowledge,
that this year of learning

holds for us.

Help us to be the best

students we can be

and in this way

to give You praise and thanks

and glory.

Amen.
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Eight Expectations for Living

Wewill value oneanother as uniqueand speciaindividuals.

Wewill not laugh at or makefun of apersor® mistakes nor use
sarcasm o putdowns.

We will usegoodmanners, sayingpleasa, Ghank youd, and@xcusemed
Wewill cheer each other to success.

Wewill help one another whenevepossible.

We will recognize every effort andpplaud it.

Wewill encourage each other to dour best.

Wewill practice virtuous living, usng the Life Principles.
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Bishop John Carroll School
Extended Care Guidelines

Students may drop-in for A.M. Care as early as 7:00 a.m. Students who arrive at school
before 7:40 a.m. are considered early and are signed-up for A.M. Care that day. Normal
arrive time at school is between 7:40-7:55 a.m. After 8:00 a.m., a student is considered Tardy
and should report to the office. (Exception: harsh weather conditions.)

Normal pick-up time from school at the end of the school day is between 3:00-3:25 p.m.
Students who are not enrolled in P.M. Care and have not been picked up by 3:25 will be signed-

up for Hour Care.

Extended Care Programs

Drop-In Programs:

AM Care 7:00-7:40 Cost:
1-Hour Care Following Cost:
dismissal-
4:30
Enrolled Program:
P.M. Care 3:00& Cost:
3:10-5:30

$3.00/day/child

$4.00/day/child

$1350/school year/child
$1125 per additional child

Location: gym
Quiet time
Phone: 523-3065

A

A

A

A Location: cafeteria/playground
A Snack provided

A Study area provided for
homework

A Phone after 3:15: 524-0226
A Sign-out in cafeteria

A
A
A
A

Location: cafeteria/playground
snack provided
Study area provided for
homework
AM. Care, if needed, at no
additional charge

A Phone after 4:00- 524-0226

A Sign-out in cafeteria

Arrangements for Emergency P.M. Care must be made through the school office, 525-0956.
$10 per child

Arranged before noon:

Arranged between noon and 3:00:
Arranged after 3:00, but before 4:00:

1-Hour Care:
4:16-4:30 = $15/child

4:31-4:45 = $30/child, etc.

Late Fees

$15 per child
$20 per child

P.M. Care:
5:31-5:45 = $15/child

5:46-6:00 - $30/child, etc.

Failure to properly sign-out will result in a $20 fee.
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Approach school driveway on 31st Street from the west, not from Western. Enter the
parking lot and proceed right through the circle drive, advancing as far as the flagpole. All
students are to exit their cars from the right of the vehicle onto the sidewalk between the
flagpole and north side of the gym. Exit the circle drive and parking lot and proceed west on
31st street. Follow the same traffic pattern when picking students up at 3:00 dismissal.
Students will be loading up between the flagpole and north end of the gym along the
sidewalk. Thank you.
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Athletic Handbook
Bishop John Carroll School

Mission:

Faithful to the mission of Bishop John Carroll School to educate the whole child, the Bishop
John Carroll School Athletic Program exists to promote and integrate the Catholic values of
community, leadership, reverence, service and participation.

Philosophy:

The athletic programs strive to teach the Archdiocesan/Christian values of teamwork,
mutual respect, enjoyment, development of talents, a healthy sense of competition, self-
discipline, honesty and positive name recognition in the community in a religious/
academic environment that remains the primary focus.

Nondiscriminatory Policy:

Bishop John Carroll School Athletics admits Bishop John Carroll School students of any race,
color, and national or ethnic origin to all the rights, privileges, programs, and activities
generally accorded or made available to students within the association. It does not
discriminate on the basis of race, color, national or ethnic origin in the administration of its
participatory policies, admissions policies, or athletic programs.

Registration Information

Procedures/Deadlines for Registration

Bishop John Carroll School students who wish to participate in a sport must fill out a Sports
Registration Form. Registration forms must be completed and returned, with the related
fees, on or before the designated due date. Deadlines for registration are not intended to
prevent any interested student from participating on a sports team, but they are necessary
to make sure that team sizes do not become too large to allow for proper instruction of
participants.

Uniform Deposit

A uniform deposit will be collected for each sport your child participates. Your deposit check
will be held until the end of the season and after return of the uniform.

Refund Policy

Anyone who is unable to participate in a sport and wishes to receive a refund must contact
the Athletic Director. Fees will be refunded according to the following schedule:

Before official roster is prepared and sent: 100%
After official roster is prepared and sent: No refund (unless injury prevents
participation)

General Information
After School Care Policy
There should be no student in the gymnasium without a parent or coach. Coaches are
responsible for the players on their team, and should not be expected to supervise siblings
of players. Coaches do not replace the service Bishop John Carroll School provides through
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its Extended Care Programs. This policy will be strictly enforced to ensure the safety of all
Bishop John Carroll School students.

Parents who choose to remain in the gym or on the field during practices will remain in an
area designated by the coach and will be respectful to the practicing team. Siblings under
the supervision of the parents will not be allowed to cause disruption to the coach
and/or practicing team.

Coaches Creed

All coaches associated with Bishop John Carroll School will follow the Bishop John Carroll
School Athletics Creed:

[ BELIEVE sports have an important place in the general educational scheme and pledge
myself to cooperate with others in the field of coaching to provide better opportunities for
all participants.

[ BELIEVE the other coaches of sports are earnest in their desire to keep the Bishop John
Carroll School program on the plane of citizenship training and I shall do all that I can to
further their efforts.

I SHALL abide by the rules of the game in letter and in spirit.

[ BELIEVE in the exercise of all the patience, tolerance, and diplomacy at my command in
my relations with all players, co-workers, parents, game officials, and spectators.

I BELIEVE proper administration of all sports offers effective laboratory methods of
development of high ideals of sportsmanship, qualities of cooperation, courage,
unselfishness and self-control desires for clean, healthful living and respect for wise
discipline and authority.

[ BELIEVE these admirable characteristics, properly instilled by me through teaching and
demonstration, will have a long carry-over and will aid each one connected with the sport
to become a better citizen and Christian.

[ BELIEVE in and will support all reasonable moves to improve athletic conditions, to
provide for adequate equipment, and to promote the welfare of an increased number of
participants.

Coaching Expectations and Requirements

The Athletic Director of Bishop John Carroll School, along with help from the Bishop John
Carroll School Athletic Commission, is committed to securing the best-qualified coaches for
all its sports teams. These qualifications include, but are not limited to:

1. Acceptance, integration, implementation and a clear understanding of the Bishop
John Carroll School Mission and Goals

Ability to teach all participants constructively, regardless of skill level

Ability to organize, run and control practices

Positive attitude and coaching style

Good communication skills

Coaching ability to teach the sport effectively

Adequate knowledge of the sport

Ability to provide a safe physical environment for all

O NG W
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Coaches are required to have and attend practices, games, and meetings related to their team
within their league and/or called by Bishop John Carroll School Athletic Commission or
Athletic Director. No practices and/or games are to be scheduled during Holy Week, on Holy
Days of Obligation, or during weekend Mass times. No extra practices, scrimmages, or games
versus CGSAA or non-CGSAA teams are to be scheduled without the consent and approval of
the Principal and/or Athletic Director. Coaches are responsible for securing a substitute or
notifying participants of a cancellation when they are unable to attend a practice.

ALL COACHES, SUBSTITUTES, ASSISTANTS, AND VOLUNTEERS ARE REQUIRED TO HAVE
FULFILLED ALL REQUIREMENTS ESTABLISHED BY THE ARCHDIOCESE OF OKLAHOMA
CITY SAFE ENVIRONMENT OFFICE PRIOR TO ANY INVOLVEMENT WITH STUDENTS.

A coach is expected to provide constant supervision of student athletes. The coach is expected
to be at practice before any student arrives and must make sure that all children have left
before he/she leaves practice or must designate another adult, who has fulfilled all Safe
Environment requirements, to take on those responsibilities. Coaches also must not tolerate
any abuse or mistreatment of players, parents or others by any member of a Bishop John
Carroll School team.

Coaches should attend every game and show up at least twenty minutes prior to the start of
the game to prepare their team for the contest. It is important, and required, that coaches
report any problems with equipment, players, parents (or others) to the Athletic Director within
24 hours of a problem. This will ensure the safety of all participants and allow for appropriate
action to be taken by the Athletic Director when necessary. The Athletic Director is responsible
for reporting all problems and actions taken to the Principal, who shall make the final decision
regarding actions taken.

Coaches should be patient and tolerant of all children, and understand the level of maturity
at which they coach. They must be cautious not to have unrealistic expectations, but be
willing to challenge each participant to reach potential goals not before attained. Coaches
must have the understanding that their impact on the lives of many of these children is of
incredible importance and thus must display good moral and ethical behaviors.

Coachesre the badkbone of any sports program. There is always plenty of criticism #aud
too little thanks for the job they carry out. All parents and student participantsBrshop John
Carroll School Athletics should make sure to thank them and offer any means of sufgpor
help them be the best coach to all the participants.

Coaches Selection Process

Selection, recommendations and evaluations of the coaches are primarily the
responsibilities of the Athletic Director in consultation with school administrators. All
persons interested in applying for a coaching position shall complete an Archdiocesan
application, including qualifications, and submit it to the Athletic Director.

The selection of coaches will be based on several factors, including, but not limited to, the
criteria stated in the Section above titled (oaching Expectations and Requirementsa
Evaluation of Coaches

There will be ongoing observation and supervision of coaches by the Athletic Director.
Coaches are to submit a plan of action outlining the goals, practice schedule, and expected
progression of skills to the Athletic Director before practices begin.
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Communication

Coaches will conduct and parents are expected to attend a pre-season meeting where
coaches will communicate team and student athlete expectations, the code of conduct,
scheduling of practices and other important issues, including the inherent risk factors of
each sport.

Any communication with the media, press releases, mailings or similar communication
shall be coordinated by the Athletic Director and the appropriate Bishop John Carroll
School/Our Lady of Perpetual Help Cathedral personnel. No parents, coaches, players,
staffer other individuals should contact the media directly. All releases of information are
subject to Bishop John Carroll School privacy policies and must be approved by the Bishop
John Carroll School principal and/or pastor.

Conduct: Parent, Coach and Student Expectations

All players, coaches, parents, spectators and staff are required and expected to:

e Act in accordance with the stated philosophy of the program, which emphasizes the
importance of learning and growth of all people, commitment to good moral, ethical and
social values, deep respect for the human dignity and uniqueness of every individual,
and the perseverance for upholding what is right and just. All people affiliated with
Bishop John Carroll School Athletics are expected to cooperate with the spirit and
policies of the school. This requires courtesy in all relationships, promptness in fulfilling
obligations, concern for the environment, and many other factors that the participantG
sense of appropriateness will indicate to them.

e Be polite and courteous to all coaches, officials, and participants, which includes
appropriate conduct at all Bishop John Carroll School events, practices, and games.

e Avoid engaging in any situation that could result in a negative representation of the
program. This includes arguing with any coaches, officials, players, parents or
spectators, verbally criticizing or reprimanding others, and any inappropriate verbal
remarks or verbal abuse.

e Support all teams with equal respect and courtesy, regardless of their level of skill.

e Abide by the guidelines and rules set forth by the Athletic Director, coach, and league.
These guidelines include such things as not coaching from the sidelines at games or
practices, waiting until the team is released from the coach prior to leaving the team,
paying attention to the coach and following practice or game instructions.

The Principal and/or his/her designee reserves the right to determine the appropriateness

of an action if any doubt arises.

Items such as, but not limited to, questionable books and pictures, knives, matches,
cigarettes, radios, toys, pagers, cell phones, laser lights, or anything that will detract from a
learning situation or in any way endanger anyone are not allowed at Bishop John Carroll
School practices or events.

Team Conduct

During practices all ordinary discipline matters are the responsibility of the coach(es).

The following procedures help set an atmosphere necessary for learning:

e At the beginning of the school year, coaches outline expectations for student
conduct, practice and game attendance.

e (Coaches set practice rules and give a copy to all parents.
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e Well-planned practices that keep students on task decrease the time available for
misconduct.

Behaviors which are not conducive to good discipline include:

e Repeated screaming by a coach or assistant. This behavior is professionally
unacceptable.

Threats of unrealistic punishments.

Repeated warnings with no follow-up.

Inconsistent adherence to rules.

Foul language.

If misconduct occurs, any or all of the following may be helpful. (Punishment should be for

behavior and not for athletic performance.)

e Private discussion with the student.

e Loss of privileges for the athlete.

¢ Running punishments of reasonable length.

e Time out in the gym or on the playing field, with the student be in placed apart from the
other students. Students should never be placed outside the gym for time out or out of
the sight of the coach on the field.

e Students should be notified that the Athletic Director will speak with them about their
behavior. The coach may need to set up a conference with the parents to alert them, and
discuss possible strategies for improvement.

Disciplinary Policy

In coaching any athletic team, it is crucial that every member of the coaching staff know
what constitutes acceptable measures of disciplining a child or handling other problems.
All children acting outside of the guidelines established by the coach will be warned as to
what will happen if the behavior is repeated. This warning should be specific  and age-
appropriate. This warning will be communicated to the child@ parents.

Should there be a time where an individual player has repeatedly become a problem, the
parents and the Athletic Director should be notified before the next practice. A meeting
with the parents and child to discuss the situation should be scheduled. (At no time should
a child be separated from other children for a discussion with the coach.

At NO time should any person be berated, embarrassed or singled out as an @xample@

The coach should initially handle any parent complaints and contact the Athletic Director of
the situation. If the problem persists, it may then be addressed by the Athletic Director, the
principal and/or the pastor.

Physical punishment, other than additional running or other appropriate exercise, is not an
acceptable form of disciplining any athlete and will be grounds for immediate termination
of the coach.

Coaches must be consistent in their disciplinary methods with all children. No athlete
should ever be given special treatment regardless of their talent level. Coaches who are
models of fairness help children to learn values of equity.

Coaches should contact the Athletic Director regarding any issues or problems, which are
questionable in nature, for further direction and/or actions to take regarding the situation.

Drugs and Alcohol

Students, spectators, or parents who possess drugs or alcohol at a Bishop John Carroll
School Athletic event (or on school property) face suspension and/or expulsion from Bishop
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John Carroll School sports. A student may face the same penalty from the Archdiocesan
school they attend.

Equipment and Uniforms

Uniforms are issued to players by the Athletic Director and/or his/her designee. The
uniforms are the property of Bishop John Carroll School Athletics and must be returned in
clean and satisfactory condition at the conclusion of the season. Players who fail to return
uniforms within two weeks of the end of the season will be billed the replacement cost of the
uniforms.

Team equipment needs are to be communicated to the Sport Commissioner, who will make
requests known to the Athletic Director and the Athletic Commission.

Grievance Procedure

An individual or team grievance may include any perceived or enacted unfair or prejudicial

treatment of a player by a coach. A grievance should be handled in the following manner:

e Setup atime to discuss the issue with the coach. If the situation is not remedied then;

e Set up a time to discuss the issue with the Athletic Director. If the situation is not
remedied then,

e Set up a time to discuss the issue with the Principal who may wish to invite the Pastor
to participate in the meeting. Decisions of the Principal, when atified by the Pastor, are
final.

Please note that the coach is in charge of playing time, starting lineups, etc. The Athletic

Director will avoid interfering with the coachG judgment on these issues, unless the Athletic

Director feels a situation is blatantly unfair.

Health/Physical Requirements

Participants must understand the requirements for each sport and make sure that they are
in appropriate physical condition to safely play the sport. Unless there is a medical condition
that prohibits a participant from doing a certain drill or activity, all participants will be
expected to follow drills and physical activity requirements requested by the coach(es).
Please know that these drills are necessary to improve performance on the court/field, and
are part of the learning and growth on all sports teams. If there is a medical condition
present that prevents participation in these activities, the Athletic Director must be notified,
in writing, as to the nature and extent of the condition. Upon reviewing the information, the
Athletic Director reserves the right to deny such participants from participating if it seems
it is in the best interest of the child and/or other participants.

Bishop John Carroll School student athletes must have a completed medical release form
signed by his/her physician on file in the school office prior to participating in any practices
and/or games.

Practices

Practice times are determined by the Athletic Director with input from the Athletic
Commissioners. Times are based on the age of the team participants and the availability of
the gym or field. Coaches and teams are to adhere to the practice schedule devised by the
Athletic Commission. Only Bishop John Carroll School teams and players may occupy the
gym or field during practice times, unless exception has been granted by the Athletic Director.
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Volunteer Requirements

Because volunteers play such an integral role in the success of the sports programs at Bishop
John Carroll School, parents who choose to enroll their students in Bishop John Carroll
School athletic programs are required to volunteer a minimum of three shifts per family,
working the concession stand (2 shifts at 3 hours/each) and the Christmas Tree Lot (1 shift
at 3 hours/each).

Weather Policy

When classes are cancelled at Bishop John Carroll School due to weather conditions, all
practices and games are also cancelled.

League Participation/Affiliation

Bishop John Carroll School sports teams participate in and are affiliated with the Catholic
Grade School Athletic Association (CGSAA).

Playing Time

Coaches are responsible for encouraging all student athletes in grade levels K 7 6 to play a
minimum of one continuous quarter during all games in which they are present as part of the
team. Coaches of teams consisting of players in Grades 7 and 8 will follow (Fair Play6
guidelines that encourage participation of all players in games for which they are present
as part of the team. Injury may waive this requirement.

Right to Amend

The Principal and/or Pastor reserve the right to amend this handbook.

Amended and approved July 2011
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