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PULL OUT 1

PLEASE SIGN AND TURN IN
AT REGISTRATION

Please sign and return with the Emergency Card on 
Registration

The Handbook is considered a contract between the family and the school.
Please read it carefully.

I (We) have read the St. Gabriel School Handbook and discussed 
this handbook with our children. I (We) agree to abide by its contents.

__________________________________________________
Family’s Last Name (Please Print)

__________________________________________________ _______________
Parent/Guardian Signature          Date

__________________________________________________      _______________
Parent/Guardian Signature         Date

(If both parents live in the home, a signature is required by both)

_______________________________________ ________       _______________
Student Signature Homeroom Date

_______________________________________     ________       _______________
Student Signature Homeroom Date

_______________________________________     ________       _______________
Student Signature Homeroom Date

_______________________________________     ________       _______________
Student Signature Homeroom Date

_______________________________________     ________       _______________
Student Signature Homeroom Date

Family Last Name (PLEASE PRINT)
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The following content of the St. Gabriel the Archangel Handbook has been approved by the St. 
Gabriel School Board, School Administration and the Pastor. Parents have the obligation to review and 
familiarize themselves and their children with the entire contents of the St. Gabriel the Archangel School 
Handbook.

The St. Gabriel School Board was established in May, 1992. Its purpose is to set up policies for 
the school. The membership is open to anyone 18 years of age or older who is a parent of a student 
and/or a registered member of the parish, who has a sincere interest in the school and who will be 
required to attend an archdiocesan school board workshop. Meetings are held monthly. General meetings 
are open to the public. Persons wishing to place items on the agenda must do so by contacting the 
chairperson in writing two weeks prior to the meeting date.

Check the St. Gabriel website (www.stgabriel.net) for a list of School Board officers and 
members.

PASTOR’S MESSAGE

We at St. Gabriel the Archangel Parish, take great pride in our parish school, which is one of our 
many parish ministries. Our school is recognized as an excellent environment both for its Christian values 
taught in the Catholic tradition, and for its academic excellence.

The St. Gabriel the Archangel family is committed to the continuous renewal of our lives as 
stewards. As stewards we are called to return to God the first fruits of the gifts God has given us. This 
means we give God the first portion of our time, talent and treasure. We do this as an expression of 
gratitude to God.

St. Gabriel the Archangel School will be a worthwhile place for your child(ren) if you invest 
yourself into parish and school life. We thank you for your choice of St. Gabriel the Archangel School for 
your family, and the confidence you place in us.

Reverend John Stoltz, Pastor

ST. GABRIEL STUDENT HANDBOOK

The Handbook is considered a contract between the family and the school. Parents have the 
obligation to familiarize themselves and their child(ren) with the contents of the St. Gabriel Handbook.

This Handbook is in keeping with the Archdiocesan policies. A complete copy of these policies is 
available in the school office.
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THE CATHOLIC COMMUNITY OF ST. GABRIEL THE ARCHANGEL
MISSION STATEMENT

Praising God

ST. GABRIEL SCHOOL MISSION STATEMENT

We the people of St. Gabriel School value the opportunity and ability to educate the whole child 
by recognizing individual needs. This is accomplished by promoting spiritual development, service to the 
community, advancements in the areas of technology, curriculum, and campus enhancements aided by 
our continued growth as individuals, professionals, and as a faith community.

We value most:

A Christian atmosphere dedicated to the support of the St. Gabriel family and the community 
at large.
The education of the whole child – spiritual, academic, social, and emotional.
Our Catholic Identity as expressed through a sense of reverence and prayer, sacramental
programs and activities.
Stewardship – the time, talents, and treasures of our school community enabling us to
implement our visions and dreams for the well being and growth of our children.
The acceptance and recognition of each individual and their unique needs, talents,
contributions and differences.
The tradition of Catholic Education with its rich history and heritage.

We as members of the community of St. Gabriel act responsibly in the role of stewardship in 
developing and continuing Catholic Identity and the educational programs that begin in the home and are 
nurtured in the school environment.

We recognize the needs of all students to develop into effective, responsible citizens who live the 
irit of

PHILOSOPHY

Parents are the primary instructors/teachers of their children in their faith. St. Gabriel School 
shares with the family the educational mission of the Catholic Church. The school is a unique Christian 
community organized to foster spiritual, moral, intellectual, social, emotional, and physical growth of its 
members, in a spirit of dedication, freedom and love that is based on the Gospel message.

In order to achieve the ideas of our statement of philosophy the following goals and objectives will 
be used as our guide:

To support the family in recognizing the importance of a strong Catholic faith with emphasis 
on doctrine, the Eucharistic community, and service.
To support the home in fostering an environment which respects each human person 
regardless of race, creed or nationality.
To support the parents by providing an atmosphere that instills respect for authority and
develops self-disciplined, accountable young adults/youth.
To encourage and promote a love for the values on which our country was built.
To provide for the physical and mental well being of our school community.
To provide a well rounded curriculum for all students.
To continue our commitment to academic excellence that challenges each student to grow in
intellectual ability.
To expect parental involvement and support (for the school) in the educational development 
of the child.
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FACULTY AND STAFF

The St. Gabriel faculty and staff are comprised of professional educators and staff personnel. All 
are dedicated to providing a Christian environment and an excellent academic climate. Please feel free to 
contact the school office to arrange for conferences with the principal or teachers and to obtain 
information or assistance. (See the website, www.stgabriel.net, for a listing of our faculty and staff.)

ADMISSION

Children must be 5 years old by October 1st in order to enter Kindergarten and 6 years old by 
October 1st in order to enter First Grade. Preference is given to St. Gabriel parishioners for 
admission to the school.

In the event that we would have more students register than we have room, we will use the 
following guidelines:

1. Accept baptized Catholic brothers/sisters of students currently enrolled at St. Gabriel Parish.
1. Accept baptized Catholic brothers/sisters of students formerly enrolled at St. Gabriel whose

parents are registered parish members.
2. Accept baptized Catholic students based on length of parents’ active participation in the parish.
3. Accept students from Catholic parishes that do not have any affiliation with a school.
4. Accept transfers from other Catholic Schools.
5. Accept other Catholic students.
6. Accept non-Catholic students from churches affiliated with Highview United Ministries on a tuition     

basis.
7. Accept non-Catholic students from other Christian churches on a tuition basis.
8. St. Gabriel School will not accept transfers after the fifth grade unless one of the following is true:

a) Student is relocating from another Catholic School.
b) Student is an active member of the parish and participating in the Religious Education 

program.

Students are accepted at the discretion of administration.  All new students will be on a three month 
probationary period.

Prior to admitting a student with a diagnosed disability, St. Gabriel will consider:

1. The severity and degree of the disability. We must have full disclosure of the disability.
2. The level of support needed from special services or any special equipment the student may 

require.
3. The number of students with disabilities currently enrolled in an assigned class.  It is 

recommended by the Archdiocese that no more than 10-15% of students with disabilities be 
enrolled in any one classroom.

4. Resources, such as, available support personnel, class size, accessibility of school facilities, etc.
5. Students will be accepted conditionally with a reevaluation after 6 weeks to determine if St. 

Gabriel will be able to service the student’s needs.

TUITION POLICY

All families signed a Tuition Agreement before school started.  Failure to comply will result in 
removal from the school.

NOTICE OF NON-DISCRIMINATORY POLICY AS TO STUDENTS

St. Gabriel School admits students of any race, color, national and ethnic origin to all the rights, 
privileges, programs, and activities generally accorded or made available to students at the school. It 
does not discriminate on the basis of race, color, national and ethnic origin in administration of its 
educational policies, admission policies, scholarship and loan programs or other school-administered 
programs.
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GUIDANCE PROGRAM

A guidance program is provided for the students of Saint Gabriel. The guidance counselor 
conducts sessions on a regular basis with all St. Gabriel students. Besides classroom sessions, the 
counselor provides individual and group guidance. The counselor is available for consultation with 
parents to assist them in working with their children. Parents are encouraged to use the counselor as a 
resource. Call the school office to set up an appointment.

REGISTRATION

The January pre-registration is for all new and current students. The summer registration is for all 
students, Grades K-8. Book bills are due at time of registration.

The dates and times of registration will be announced several weeks in advance in the church 
bulletin. Birth certificates, copy of Social Security card, and previous school report card are to be 
presented at registration for all Kindergarten and new students. Baptismal certificates are required for all 
Catholic students.

The Kentucky Department of Health requires all students to have an up-to-date Kentucky 
immunization certificate and physical on file in the school’s office. Students entering kindergarten, first,
and sixth grade must have completed their hepatitis B series vaccine & their second MMR. All sixth grade 
students are required to have a physical completed. This can be obtained one year prior to entering sixth 
grade. All immunization certificates and physicals will need to be in the school office prior to the 
first day of class or your child will be sent home.

KENTUCKY IMMUNIZATION REQUIREMENTS 
FOR SCHOOL ATTENDANCE

5-7 Years of Age 4 doses of DTP or DtaP; 3 doses of OPV or IPV;
1 dose of MMR & second dose of measles containing vaccine;
3 doses of HepB (if born Oct. 1, 1992 or later); 1 dose of Varicella

7 Years of Age 4 doses of DTP or DtaP; 3 doses of OPV or IPV;
1 dose of MMR if born Oct. 1, 1990 or later a 2nd dose of measles containing 
vaccine
3 doses HepB if born Oct. 1, 1992 or later

At 6th Grade entry 1 dose of MMR and a second dose of measles containing vaccine
(Effective August 1, 2001 until 2008-2009 school year)
2 doses of HepB followed by a third dose 4-6 months later

For all public or A child shall receive 1 dose of Td if ten years or more have elapsed since the last 
Private primary dose of DT, DTP, DtaP or Td
Attendance

Vaccine Abbreviations:
DTP / DTaP = diptheria, tetanus, pertussis vaccines
HepB = Hepatitis B vaccine
Hib = haemophilus influenza vaccine
IPV = polio virus vaccine
MMR = measles, mumps, rubella vaccines
OPV = oral poliovirus vaccine
Td = tetanus and diptheria toxics (adult type)
Varicella = chickenpox vaccine

BOOK AND SUPPLY FEE
An annual fee is charged to each student. This fee includes the Archdiocesan School Board fee, 

a library, computer, and health fee, rental fee for textbooks purchased by St. Gabriel, testing fees, 
periodicals, and a technology fee which only covers maintenance of existing equipment.

Some books may be available online or on a CD for a minimal charge.
Rental books must be covered at all times.  If a rental or library book is lost or damaged, the 
student will be responsible for its replacement.
It is the student’s responsibility to see to it that his/her books are taken care of properly.
The school is not required to provide extra sets of books for students.

4
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EUCHARISTIC CELEBRATION

Students participate in a Eucharistic celebration weekly at 8:15 AM as scheduled below, except 
on weeks when there are special student-body liturgies for Holy Days or other occasions.

Mass schedule: - Grades 1 – 4
- Grades 5 – 8

Students are to be in uniform on these days.

STUDENT RECORDS

The school office maintains academic and health records on every child in the school. Parents, 
guardians, and non-custodial parents (unless there is a court order forbidding access) may see their 

school requires a 24-hour notice and a signed note requesting the information 
desired. Academic records will not be released to another school until all financial commitments are 
current.

Any student requesting a transcript during the school year must do so in writing. The office 
expects a 24-hour notice. A $5.00 fee must accompany each request.

MEDICATION POLICY

Please schedule medications before or after school hours. If this is not possible, the following 
instructions

1. Prescription medication ne
medication and
time and dosage that is to be given should also accompany the medication. All medication must
have expiration date and this date MUST be current. The original container will be sent home 
when the prescription medication needs refilling. If medication prescribed is 1/2 or 1/4 of the 
tablet, then the medication sent to school must be in 1/2 or 1/4 form. Medication sent to school 
loose in a paper bag or baggy will not be given to the student.

2. Non-prescription (over the counter) medication needs to be in the original container and requires 
a St. Gabriel Medical Form filled out and signed by the physician and parent stating that the child 
has permission to take the drug, explaining why the child needs to take the drug, when he/she is 
to take it, and the dosage amount. This includes Tylenol, eye drops, cough drops, etc.

3. The school will keep a log each time a student is given medication, whether it be prescription or 
non- prescription drugs. The log will indicate the following:

date and time medication was given
dosage amount
signature of person dispensing medication

4. Any inhalers that are sent to school must be accompanied by a copy of the St. Gabriel Medical 
Form filled out and signed by the physician and parent as to when and how many times the 
inhaler may be used. This includes any inhalers the child may carry. Proper paperwork must be
on file in the school office for those who carry inhalers.

5. Students are not allowed to carry any type of medication with them during the day - over the 
counter or prescription. All medication must be kept in the office with the exception of inhalers for 
asthma for which a permission slip is on file in the office.

6.
accompany the medication in the original container.

Paperwork must be on file for any student with an inhaler, needing a Food Allergy Action Plan, or 
needing any other type of medication during school hours.
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CURRICULUM

St. Gabriel’s program is in compliance with state regulations and the directives of the Archdiocese 
of Louisville’s Office of Life Long Formation & Education. Religion is taught as a separate subject, and 
Christian values are integrated into all subject areas. The Sacramental programs, alcohol/drug 
prevention, and family life are taught as part of the Religion program. Instruction in social skills, health 
and safety are integrated into the school curriculum.

The emphasis in subject areas is on the basic skills needed to function in life. Whole class 
instruction is aimed at the majority or average level of St. Gabriel students, with provisions for extra help 
and/or challenge as needed, for individual students.

To meet a student’s needs, our faculty and staff use whatever remedial or enrichment resources 
that are available within the school, or obtainable outside the school. Our goal is for every student to 
progress according to the best of his or her ability. The student is encouraged to set realistic personal 
goals for achievement, without undue emphasis on competitiveness.

HOMEWORK

Homework is considered an essential component of the learning process. Students can expect to 
receive some form of homework (written, study, reading, etc.) each night. It is expected that students will 
complete and return written assignments when due.

All academic policies (homework, missing assignments, etc.) will be set by individual grade 
levels. Students/Parents will be notified of these expectations at the beginning of the year. 

Parents are expected to review their children’s homework assignments. School allows the parent 
the opportunity to review their child’s daily progress. A homework notebook is provided for students at the 
beginning of the school year for their use. Homework assignments are given by each teacher in class and 
copied onto the board of the student’s homeroom for the students’ benefit. Homework assignments are 
also posted online.

Grades are posted online and updated on the 15th and 30th of each month.  These grades are 
available by using a password through Powerschool. You can find a listing of all assignments with the 
grade given for each assignment.  Parents who do not have access to the internet may request written 
reports from the classroom teacher.

Long term assignments must be turned in the morning they are due. In case of an absence, 
assignments are turned into the office.

When reporting your child absent, you may request your child’s homework to be sent to the 
school office for pick up.  Homework will be sent to the office at 2:45 PM in the case of absences.
Make sure to request homework when calling the Absentee Line.

Students are encouraged to take all the homework, papers, supplies and books they need home 
with them at the end of the day. Due to insurance reasons, we cannot allow parents/students at the 
close of school, to go back into the classroom to obtain forgotten items.

VIDEOTAPING

The school produces daily news broadcasts through our school television network. The STLP 
(Student Technology Leadership Program) takes turns producing these newscasts. The videotapes for 
these newscasts are for school/classroom use only. Students in other grades may appear in these 
newscasts from time to time.

Student photos may be included throughout the school year occasionally in the Record and 
Courier Journal when they do articles and post photos. There will also be occasions when photos will be 
on the St. Gabriel website and various other school publications. Parents who do not want their children 
involved in any videotaping, photos in the Record or Courier Journal, on the St. Gabriel web site, or on 
various other school publications need to inform the homeroom teacher, in writing, of their request.
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INTERNET AND ELECTRONIC MAIL STUDENT USER AGREEMENT

Access to the Internet will enable students to explore and research thousands of websites 
throughout the world. While our intent is to make Internet access available to further educational goals 
and objectives, students may find ways to access objectionable materials as well. We believe that the 
benefits to students from access to the Internet, in the form of information, resources and opportunities for 
collaboration, exceed any disadvantages.

To that end, St. Gabriel the Archangel has set the following standards for using on-line 
information sources.

1. Students are responsible for good behavior on school computer networks, just as they are in the       
classroom.  Communications on the network are often public in nature. The network is provided
for students to conduct research.  Access to network services is given to students who agree to 
act in a responsible manner. Parent permission is required, and access is a privilege – not a right.

2. The network is provided for network administrators who may review files to maintain system
integrity and ensure that users are employing the system responsibly. Network storage areas 
may be treated like school lockers; while generally private, they may be searched under certain
circumstances. Users should not expect that files stored on school servers will always be private.

3. Access to information will be honored within reason. During school hours, teachers will guide
students toward appropriate materials. Outside of school, families bear the same responsibility as
they would when guiding their children with information sources such as books, periodicals,
television, telephones, movies, radio and other potentially offensive media.

4.  The following are not permitted:

Revealing personal information online (name, phone number, address)
Sending, receiving or displaying offensive messages or pictures
Using obscene language
Harassing, insulting or threatening others
Damaging computer systems or computer networks
Changing network or system settings
Violating copyright laws
Submitting documents from the Internet as personal work
Using another person’s password
Trespassing in someone else’s folder, work or files
Electronic mail use/access by students is strictly prohibited unless specifically authorized and 
orchestrated by a teacher in conjunction with an academic purpose
Intentionally wasting limited resources
Using the network for commercial purposes
Propagating chain messages
Making unauthorized downloads
Participating in personal chat or instant messaging

5. Violations may result in temporary or permanent loss of access to the internet, hardware, and/or
software, as well as the following disciplinary actions:

Any use of the internet not specifically approved by a teacher or for educational use in 
completion of an assignment is restricted, and will result in a minor infraction.
Deliberate or intentional misuse of the internet or attempts to by-pass safety precautions 
established by devices like filters and firewalls will result in a major infraction.
Attempts to use electronic mail, instant messaging, chat rooms, blogging, etc. for personal 
communication will result in a major infraction.
Any use of technology for the intent of shaming, ridiculing, humiliating or bullying another 
individual will result in a major infraction.
Deliberate or intentional misuse/destruction of hardware will result in a major infraction.
Revealing personal information online will result in a major infraction.
Deliberate attempts to access and/or share offensive/inappropriate materials will result in a 
minor infraction.
An accumulation of 2 major and 3 minor infractions may result in the temporary or permanent 
loss of internet or computer use.
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S.H.I.N.E. (Students Have Insights and New Experiences)

The S.H.I.N.E. Program is designed to meet the needs of the academically gifted students. 
Students qualify for this program by scoring a 95%ile or better on the Total Battery of their latest Terra 
Nova testing, and by receiving positive recommendations from their previous teachers on their work ethic 
and attitude.

St. Gabriel, along with other catholic area schools sponsor the S.H.I.N.E. program. It is open to 
students in grades 4-8. Each school may nominate 5 students and 3 alternates per grade level for this 
program. In the event that the school has more students qualify than we have openings, the school will 
choose, based on the standards listed, the most qualified representatives for the program.

EXTRA CURRICULAR ACTIVITIES
The school encourages all students to participate in school sponsored extra curricular activities; 

however, these activities must not interfere with the scholastic achievement of the child. A student who is 
failing in any subject will not be eligible for school sponsored activities (i.e. Student Council, Quick 
Recall). (Please Note: Sports programs are not sponsored by the school, but rather by the parish.)

FIELD TRIPS
Educationally related field trips will be provided for children throughout the school year. 

Participation in field trips is considered a privilege, not a right. Students are expected to meet certain 
academic and behavioral standards to participate in them. Students who choose to disregard basic 
school rules or fail to complete their academic requirements may not be eligible for school sponsored field 
trips. One suspension or major infraction results in the loss of the next field trip.  The second suspension 
results in the loss of all future field trips.  Overnight field trips are sometimes offered – students will not 
attend if they have a “D” or “F” average in conduct or 2 majors or 2 suspensions during the school year.

Parents are encouraged to sign up to serve as chaperones on field trips; however, preschool age 
children or other siblings are not permitted on field trips. This allows chaperones the ability to better 
supervise the students they are assigned. Parents are discouraged from taking their children out of class 
early after chaperoning field trips. Inappropriate behavior displayed by a student during a field trip may 
result in a call to parent/s to make arrangements for their child to be picked up.

Students must also have a signed permission slip from their parents or guardian. The field trip 
permission form must be the official one developed by the school office. A copy of this permission form is 
located in the back of this book and on our website. The school cannot accept improperly worded or 
altered permission forms. Permission for field trips cannot be accepted over the phone. We will accept a 
faxed copy.

CLASS PARTIES

1. Class parties may not begin before 1:30.

2. Due to limited space and liability, siblings are not allowed to attend class parties.

3. Parent volunteers must stay in the classroom.  Visiting other classrooms, teachers, or students is 
not allowed.

4. Planned activities should be organized, controlled, and respectful of other classes.  

5. Due to safety regulations, hallways should remain clear.

handbook 09-10.indd   14 5/11/09   10:10:05 AM



9

REPORTING TO PARENTS
Progress reports are distributed four times a year on the dates designated by the school 

calendar. Grades on progress reports reflect all aspects of the child’s scholastic achievement in that one 
subject for the marking period. The grade need not represent only test scores.

Grading Scale: 93 - 100 = A - Outstanding
84 - 92    = B - Very Good
75 - 83 = C - Satisfactory
70 -    74 = D - Needs Improvement
0 - 69 = F - Immediate Intervention Needed

Oral reports of students’ progress are given in October and March at Parent-Teacher-Student-
Conferences. Students are required to attend these conferences with their parents. This is counted as a 
day of attendance and students will be marked absent if they do not attend.

Powerschool is an effective way of reporting to parents on an ongoing basis.  Grades should be 
checked regularly and the teacher contacted if there is a problem.  Grades from all grade levels are 
posted twice a month. Parents and Students will receive a login and password at Open House.

PROMOTION POLICY

It is the policy of the school that each student should progress through school, advancing one 
grade per year. However, a student may be recommended/required for retention, summer school or 
remediation, based on the judgment of the teacher and the administration. Summer school/ tutoring is 
recommended for students having a “F” in one major subject.  Summer school/tutoring is required for 
students having an “F” in two major subjects. The number of hours for summer school/tutoring must be 
approved by the Administration.  

If Summer school/tutoring is recommended/required, appropriate paperwork must be 
turned in to the school office by August 1st for the student to transfer to the next grade level at St. 
Gabriel.  A student must pass four out of six of the core subjects to be promoted to the next grade level. 
Grades are reviewed on a quarterly basis. Any student failing two of the core subjects for two quarters 
may be asked to seek alternative school placement. Students who are retained in grades 6 – 7 – 8 may 
not repeat the grade at St. Gabriel School.

Parents will be notified about possible summer school and retentions during the March 
conference.  Final notification for summer school will be addressed in April.

ATTENDANCE

In compliance with Kentucky State Law, St. Gabriel the Archangel School follows compulsory 
attendance laws. The calendar is published prior to the beginning of each school year. Parents/guardians 
are expected to honor this calendar when planning vacation and medical appointments.

The school day extends from 8:00 A.M. until 2:45 P.M. Students should not be on campus prior to 
7:25 A.M. Parents/students should follow arrival and dismissal procedures (see map in back of 
handbook).  Students should not be dropped off or picked up in front of school without approval from the 
school office.  Students should not be picked up in the bus loading/unloading area. The school cannot 
accept responsibility for any child arriving before or staying beyond designated times unless the child is 
involved in a school sponsored supervised event.

It is not advisable for a student to miss school or leave early for vacation (i.e. Thanksgiving, 
Christmas, Spring Break, etc.) Jr. High students wishing to shadow a high school must make 
arrangements to do so, on days that St. Gabriel is not in session. It is advisable to check with the local 
high schools early to make such arrangements.
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ABSENCE

If a student is absent from school for any reason, a signed note of explanation is required for re-
admittance to class. If absent for 3 or more days, a doctor’s note may be required when returning to 
school.  This note is to be given to the homeroom teacher. Students returning to school after an illness 
should be fever free for 24 hours without the use of Tylenol or other medication.

ABSENCE DUE TO ILLNESS

If a student is unable to come to school because of illness or will be late because of an 
appointment, the parent/guardian is expected to notify the school office by calling 239-5535 and selecting 
option 1 before 8:30 AM. If assignments are desired for that day, the request should also be made at that
time. Assignments may be picked up in the office at dismissal time (2:45-3:00 PM). Students will be given 
a reasonable amount of time to make up assigned work and tests.

A letter from the counselor will be sent home after 5 or more absences per quarter.  A mandatory 
meeting with the counselor will result after 10 absences per quarter.  A truancy officer will be notified 
when there is a continuation of absences.

ABSENCE FOR OTHER REASON

When a student is absent for any reason other than illness, the following procedure will be used:
The teacher is not required to give work prior to departure.
Upon return, the student must contact the teacher to secure assignments.
A reasonable amount of time will be allotted to complete assignments and tests.
Students are responsible for making up assigned work and tests. Failure to do so will result in 
a “zero” grade for all incomplete work.

EARLY DISMISSAL

When a student is to leave school before the regular dismissal time, a written note is required. 
The note should state when the student is to leave and who will pick up the student. Notes must be dated 
and signed by a parent/guardian. All students must be picked up in the school office. Students arriving 
after 8:15 A.M. or leaving class before 2:30 P.M. will be counted as a half day absent. Students with a
half day absence or more than four early dismissals or tardies per quarter will not be eligible for perfect
attendance. Please try to schedule appointments on our early dismissal days.

STUDENTS SENT HOME EARLY

If a student needs to be sent home from school due to illness or an accident, parents will be 
notified.

If a parent cannot come or be reached, a relative or neighbor, designated by the parent, may pick 
up the student. The parent or adult must sign the student out in the school office.

Each family is required to have an emergency procedure card on file in the school office. This 
card indicates who should be called in the event that we are unable to contact the parent when an 
emergency/sickness occurs. Parents should inform the school office ASAP concerning any change in 
address, guardianship, phone number, employment, etc., during the school year, so that the school can 
have accurate information available to it.

No student will be allowed to leave the school grounds during the school day without permission 
of his/her parents and approval of the principal.

In the case of family difficulties (lawsuit, divorce, etc.) parents should inform the school, in writing, 
regarding the custody and legal guardianship of the student. A copy of any custodial court order should 
be sent to the school to be kept on file.
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TARDINESS

A student is considered tardy if he/she arrives after 8:00 AM. The student must secure a “tardy 
slip” from the school office to be admitted to class. Students marked tardy more than four times per 
quarter will not be eligible for perfect attendance. In order for a student to receive credit for a full day’s 
attendance, they must be present for six hours of instruction. A student is tardy if they miss less than 15 
minutes of class. Anything over 15 minutes constitutes a half-day.

For morning car traffic:

Any student arriving after the 8:00 AM bell must enter the building through the front door. A letter 
will be sent to students tardy more than four times in a quarter.  These students will be required to have a 
parent sign them in each additional time they are tardy, before they can attend class.

Students who switch classes must report to class on time. Sufficient time is allowed to change 
classrooms. Students who arrive after class has begun must obtain a note from the teacher of the prior 
class. Habitual tardiness will be reported to the parents and dealt with accordingly.

A letter will be sent home after 5 or more tardies per quarter.  Repeated tardiness is considered 
truancy.  A truancy officer will be notified when there is a continuation of tardies. (A mandatory meeting 
with the counselor will result after 10 tardies per quarter).

STUDENTS WHOSE TRANSPORTATION IS LATE FOR AFTERNOON PICKUP

A student whose ride has been delayed will remain in the school lobby until their transportation 
has arrived.  A child remaining after 3:00 p.m. will be charged $5 for the 1st 15 minutes and $1 for each 
additional minute thereafter with a minimum charge of $5.00. This applies to 1:00 p.m. dismissal days 
also. (Please note this is a per child charge).

CONTACTING THE FACULTY/ADMINISTRATION

If a parent has any concerns relating to a teacher, the following steps should be followed:
1. Contact the teacher by phoning the office, 239-5535, and attempt to resolve the concerns, either 

by having the teacher return the call, or by setting up an appointment.  Because of their 
schedules, it is not always possible for teachers to return a call during the school day. Please do 
not call teachers at their homes.

2. If after reasonable attempts have been made to settle the difference and dissatisfaction remains, 
the teacher should be informed of a desire to consult with the principal.

3. A note should be written to the principal, outlining the nature of the difficulty and a request for a 
conference with the principal and teacher should be made.

If the parent’s concern is in relation to the principal, the parent should:
1. Schedule an appointment with the principal to discuss the concerns and to attempt to resolve 

them.
2. Should the matter remain unresolved, the particulars may be submitted in writing to the School 

Board. The parties concerned will then meet to settle their differences.
3. The final recourse would be with the Pastor.

CONTACTING STUDENTS

Contact with students during class time must be done through the school office. Parents who 
need to drop off books, lunches, projects, etc. may do so at the school office. Balloons, flowers, etc. 
delivered for students during the school day, will be held in the office until dismissal. We request that all 
party invitations be mailed, and not distributed in school. Students are not to receive cell phone calls or 
text messages during the school day (see cell phone policy pg. 13).

VISITORS

St. Gabriel welcomes parents and other visitors, who have a sincere interest in the school. All 
visitors must sign in at the school office and receive a name tag before entering the rest of the school 
building. Failure to receive a name tag will cause school personnel to send visitors back to the office. 
Visitors are asked not to interrupt a teacher during class time. In case of an emergency, contact should 
be made through the school office.
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SCHOOL POLICIES

The choice of St. Gabriel for one’s education and formation is a choice of values. When a student 
and his/her parent(s) choose St. Gabriel, they agree to be governed by the basic philosophy of this school 
and its rules and procedures, as well as its values. The Principal retains the right to amend rules and/or 
waive rules and procedures in cases that warrant such action.

St. Gabriel strives to provide an environment in which every student is encouraged and guided to 
become a mature Christian. Each child is provided the opportunity to learn and develop the skills and self-
discipline necessary for contributing to family and community life. We believe this environment involves:

recognizing the dignity, importance and worth of every person, and the responsibility and 
freedom of each person to develop to his/her full potential
recognizing the importance of good order as an essential condition for learning and part of 
the proper environment for character formation
recognizing that maturity involves responsibility for one’s actions

Maintaining this good order involves understanding the ordinary flow and expectations of the 
school day, and abiding by the regulations that ensure the smooth operation of the school, the good 
name of the student body and the school, and a Christian respect for self and others.

A system of codes of unacceptable behavior and corresponding consequences is the means by 
which a student is held accountable and parents are given feedback on student behavior that may violate 
procedures and regulations. These codes are divided into two groups: major infractions of school policy 
and minor infractions of school policy. These two groups are outlined on the following pages.

COMMON RULES FOR ALL STUDENTS            PEACE BUILDERS®

People™
-Downs™

™
™

™

RULES FOR PLAYGROUND

Fighting, playing Keep-Away, Kill-the-Man, etc., are not allowed.
Students are not to enter the building without the permission of the supervising playground monitor.
Students may not play near the church, classrooms, nor near or between cars. They may not use the
parking lot opposite the church unless accompanied by a teacher.
Hard footballs, baseballs, and softballs are not allowed.
No unnecessary roughness.
No snowball or rock throwing.
No electrical equipment is allowed on the playground.
Students are to stay in the areas designated by the playground monitor.
Food, candy, drinks, etc. are not to be taken onto the playground.
The school provides playground equipment.

Please note: 
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CELL PHONE POLICY
(The following applies to cell phone calls and/or texting)

Parents who want to allow their child to carry a cell phone to school must turn in a completed 
permission slip to the office.  The student must keep the cell phone in their backpack and keep it turned 
off at all times.  Having a phone on vibrate is not considered being off.  Cell phones may not be used 
anywhere on school property without special permission.  Clubs and afterschool activities are considered 
an extension of the school day.  The same cell phone rules apply during these activities.  The 
consequences for abuse of the cell phone policy are as follows:

Having a cell phone at school without a signed permission slip
1st offense:  A minor with a detention will be given.  Cell phone may be picked up in the school 
office at the end of the day by a parent only.
2nd offense:  A major will be given.  Cell phone may be picked up in the school office at the end of 
the school year by a parent only.

Having a cell phone out of a backpack but not in use
1st offense:  A minor with a detention will be given.  Cell phone may be picked up in the school 
office at the end of the day by a parent only.
2nd offense:  A major will be given.  Cell phone may be picked up in the school office at the end of
the year by a parent only.

Using a cell phone to make/receive calls during school hours or for texting during school hours
(this includes if a cell phone goes off while in a backpack)

1st offense:  A major will be given.  Cell phone may be picked up in the school office at the end of 
the day by a parent only.
2nd offense:  A major will be given.  Cell phone may be picked up in the school office at the end of 
the year by a parent only.

In the event of an emergency, parents will be notified via our school’s notification system.

MINOR INFRACTIONS OF SCHOOL POLICY
(Actions that do not severely violate another’s rights or show complete disregard for one’s self)

Minor infractions may include, but are not limited to:
Gum chewing in class or on school property; unauthorized eating in class
Uniform violations
Writing on self with markers, pens, etc.
Hallway misbehavior (i.e. loud talking, no hall pass)
Minor verbal, nonverbal or written disrespect of students or faculty/staff
Tardiness (in morning or between classes)
Disrespectful/Inappropriate behavior in Church
Classroom/grade level rules violations (that do not include major infraction violations)
Disrupting Class (failure to respond to correction)
Inappropriate bus behavior (not Major Infractions)
Littering of school and/or school grounds
Inappropriate behavior during assemblies or field trips
Talking during prayers or announcements
Inappropriate behavior during safety drills
Having cell phones without signed permission slip from parent (See cell phone policy)
Having cell phones out of a backpack but not in use (See cell phone policy)
Having beepers, electronic games, lasers, tape players, mini TVs, CD players, MP3 Players, and 
similar devices, etc. without special permission, and cigarette lighters
Internet policy violation (see Internet Policy)
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