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FACULTY & STAFF 2018-2019

Administration

John D’Adamo - Principal

Mary Carol Lidinsky - Assistant Principal
Brianne Genter - Preschool Director
Carol Will - Director of Admissions & Student Support

Lisa Bradford - Pre-K 2’s
Christina Hill - Pre-K 2’s
Shamia Hodge - Pre-K 3’s
Melissa Flora - Pre-K 3’s
Brianne Genter - Pre-K 3-4’s
Michelle Hoehn - Pre-K 3-4’s
Halle Higgins - Pre-K 4’s
Katelyn Smith - Pre-K 4’s
Chelsea Griffin - Pre-K Aide
India Buchanan - Kindergarten
Angela Pinto - Kindergarten Aide
Susan Smith - 1st Grade

Adjunct Staff

Jean Kelley - Liturgy

Doreen Williams - Catechist
Leo Herrera - Spanish

Cory Blair - Title I Tutor
Michael Ricigliano - Cartooning
Andy Bopp - Drama Director
Colleen Condon - Art

Katie Weaver - Band Director
Dave Pugh - Photographer

Instructional Staff

Amy Walsh - 2nd Grade

Lana Howell - 1st/2nd Grade Aide
Catherine Thibault - 3rd Grade

Kara Sherman - 4th Grade

Staci Stelmaszczyk - 5th Grade

Clare Banks - Middle School

Mary Jo Broderick - Middle School

Scott Sands - Phys Ed & Middle School
Emily Moeller - Library, Art, & Resource
Rosita Jackson - Music, Religion, & Resource
Mariya Mohre - Music & Technology

Support Staff

Lauren Duggins - Secretary

Sharon Foley - Admin. Associate

Karen Wright - Bookkeeper

Kathie Nichols - Payroll & Benefits

Katie Stricker-Gilligan - Nurse Consultant
Cindy Crown - Counselor

Robert Kirner - Maintenance

Staff member email addresses all follow the same pattern - lastnamefirstinitial @sfa-school.org.
Please allow at least one full business day for replies.
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A MESSAGE TO PARENTS/GUARDIANS

Welcome to St. Francis of Assisi School! The entire school community pledges its
support to you. May Jesus, the model of all teachers, be our encouragement in this important
ministry of Catholic education. Surely, He who said, “Let the little children come unto me” (Mt
19:14) will bless the efforts in His name.

By enrolling a child in a Catholic school, a parent/guardian agrees to the following
important responsibilities:

0 Tobe apartner with the school in the education of the child

To understand and support the religious/moral nature of the school

To read all communications from the school and request clarification when necessary

To know who the child’s teachers are and observe parent-teacher conference dates and
any special requests for meetings

To discuss concerns and problems with the person(s) most directly involved, and the
administration, before contacting legal authorities

To be as actively involved in the life of the school and volunteer assistance as possible

To promote the school and speak well of it to others including social media, etc.

To meet financial obligations in a timely manner and support the fundraising efforts of the
school when possible

To appreciate that Catholic education is a privilege that many persons do not have

To encourage the child to take responsibility for his/her school work

O¢ O¢ O« O« O« O« O« O

O¢ O«

St. Francis of Assisi School (SFA) is a co-ed elementary school for grades Pre-K (2)
through 8th. It does not discriminate on the basis of race, color, sex, national origin, religion,
age, disability or handicap, or protected activity (i.e., opposition to prohibited discrimination or
participation in the complaint process). It is the policy of St. Francis of Assisi School that we do
not discriminate on the basis of race, color, sex, national origin, religion, age, disability or
handicap, or protected activity (ie., opposition to prohibited discrimination or participation in
the complaint process).

The school reserves the right to deny attendance to anyone whose behavior is contrary
to the teachings and ideals of the school or whose behavior or attitude is disruptive to the
functioning of the student body. The school reserves the right to amend the Parent/Student
Handbook. Parent(s) and legal guardians will be notified promptly of any changes.
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§ | U School Administration

BACKGROUND OF THE SCHOOL

We are a comprehensive co-ed Preschool, elementary, and middle school, partnered in
ministry to provide a secure, caring, Christian community of learning for children. St. Francis
of Assisi School offers a student teacher ratio of 110, experienced and well-trained faculty
providing students with a vibrant, engaging and nurturing learning environment.

We are the only school in the Archdiocese of Baltimore to offer the International
Baccalaureate (IB) Middle Years Program. We have a strong curriculum in all subjects but have
been recognized for our work to develop a rigorous and challenging program in this area that
teaches students how o think, not just what 2o think. In all grades, we strive to teach
cross-curricular lessons that involve the students in active inquiry learning.

HISTORY

Our story begins with the founding of St. Francis of Assisi Parish in northeast Baltimore.
The one-story church was dedicated on May 15, 19277, and served the neighborhood of Mayfield
and the surrounding communities for decades. Nestled between lake and woods, the parish
became an anchor for the community that came to be known as a ”hamlet in the heart of town.”

After many years of growth, the decision was made in the early 1g50s to build a new
church next the existing building, and to convert the original 192 structure into a school. The
new school opened in 1955 with four classrooms, an assembly hall, and an office in the building
the church had vacated. Three Sisters of Saint Joseph staffed the new school with an
enrollment of eighty-eight students in grades 1, 2, and 3. Mass of the Holy Spirit was celebrated
in thanksgiving to God for blessings received and to ask God’s care and guidance for the future.
Archbishop Francis P. Keough blessed the classrooms during the first days in the new school.

During the summer of 1957, the second floor was added to the school. This gave the
school eight classrooms, a library and an office. The first class graduated in 1961 with forty-two
students.

In September of 1989, a preschool was established at St. Matthew United Church of
Christ. Known as Mayfield Christian Preschool, it was originally co-sponsored by St. Matthew
and St. Francis of Assisi and governed by the Mayfield Christian Preschool Board. As time
passed, St. Francis gradually assumed operational responsibility for the program, and in the
summer of 2008 the preschool was relocated to the first floor of our school.

In the summer of 1997 a third floor was added to our building. This expansion of the
facility enhanced the learning environment and made a statement to the neighborhood that
SFA is committed to this area and to the city of Baltimore.

The school was approved to offer the International Baccalaureate Middle Years Program
starting in 2015, and the Preschool achieved Level 5 recognition from Maryland EXCELS in
2018. The school is a very important part of the parish. May it continue to energize students and
parents and continue to build Christ’s Kingdom on earth!
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I TATEMENT//DECLARACI

St. Francis of Assisi School seeks to be a
joyful center of the New Evangelization that
promotes active and engaged learning
through faith, discovery, collaboration, and
service.

DE LA VISI

La Escuela de San Francisco de Asis busca
ser un centro alegre de la Nueva
Evangelizacién que promueve el aprendizaje
activo y comprometido a través de la fe, el
descubrimiento, la colaboraciéon vy el
servicio.

MISSION STATEMENT/DECLARACION DE LA MISION

Drawing on the ideals of our patron saint, rooted
in the neighborhoods of Northeast Baltimore,
branching out to the wider world, and envisioning
a future even stronger than our past, St. Francis of
Assisi School forms children for a life of
scholarship, spirituality, and service, rooted in the
Catholic faith tradition:

- Scholarship developed through student inquiry,
rigorous assessment, and dedication to lifelong
learning;

- Spirituality reflected in a joyful relationship with
God and compassion for others;

- Service creating a better and more peaceful
world as students embrace cultural, ethnic, and
social differences

For more than half a century, gnot just a school but a
way of life.g

Living the Mission
Safe - Promote safety and responsibility in our

thoughts, words and actions.

Ownership - Take pride of ownership in our
campus, our work, and our mission

Actively engaged - Stay actively engaged in
academics, faith, family, and community life.
Respectful - Encourage and model respect, peace,
and kindness for all.

LET YOUR SPIRIT SOARE

Basado en los ideales de nuestro santo patrén,
radicada en los barrios del noreste de Baltimore,
extendiéndose al resto del mundo, y aspirando a
un futuro aun mas fuerte que nuestro pasado, la
Escuela de St. Francis of Assisi forma a los nifios
para una vida de conocimiento académico,
espiritualidad, y servicio, enraizada en la tradicién
de la fe catélica:

- Conocimiento académico desarrollado a través
de investigacién, evaluaciéon y dedicacién al
aprendizaje

- Espiritualidad reflejada en una relacién feliz con
Dios y compasién por otros

- Servicio creando un mundo mejor y més
pacifico, los estudiantes adoptan las diferencias
culturales, étnicas y sociales

Por mas de medio siglo, "no sélo una escuela, una
forma de vida."

Como Vivir La Misién
Seguro - Promueva la
responsabilidad en
palabras y acciones.
Orgullo de la propriedad - Tome orgullo en
nuestro campus, nuestro trabajo, y nuestra misién
Activamente comprometido - Manténgase
activamente comprometido en la vida académica,
la fe, la familia y la comunidad.

Respetuoso - Alentar y modelar el respeto, la paz y
la bondad para todos.

seguridad y la
nuestros pensamientos,

iDEJA. QUE TU ESPIRITU SE
ELEVE!
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STATEMENT OF BELIEFS
St. Francis of Assisi School, a Roman Catholic institution, believes in:

Bringing to life, in the city of Baltimore, the values of St. Francis:

Peace, love, forgiveness, joy, faith, hope, and understanding

Inspiring its students to live the Gospel message of Jesus through prayer and service
Preparing children for the academic challenges of high school

Offering an emotionally secure environment as an extension of the home
Embracing cultural, ethnic and social differences

Aligning its educational program to the dynamic world in which its students live
Affirming the value of a traditional, sequential educational approach

Welcoming the time, talent, and energy of parents

Enjoying the active support and guidance of its multigenerational parish community
Allowing kids to be kids — fully and vibrantly experiencing childhood

O¢ O« O¢ O¢ O¢ O¢ O¢ O¢ O« O¢ O«

PHILOSOPHY

In 1998, St. John Paul II released his papal encyclical entitled Fides et Ratio (“Faith and Reason”).
He expressed the relationship between the human capacities for both faith and reason. As
educators, we know divergent thinking requires a creative mind able to reach for the profound
and the abstract, while convergent thoughts need rational grounding in facts and logic.

The SFA curriculum serves to engage its students in providing them with the problem-solving
skills they will use in all academic areas. This education will provide students with an
appreciation for the world God has given them by helping them to achieve a successful balance
between their faith in God and their sense of reason.

This cross-curricular approach allows for a growing appreciation for the mathematical precision
and beauty of Nature to blossom into creative expressions in the Humanities and Fine Arts.

Educating the whole child means balancing both types of thinking — convergent and divergent.
While advancing student’s need for intellectual progress, we also foster a desire to remain
connected as branches to the “true vine” who is Christ. (Jn 15:1) In all cases, this model of
teaching promotes academic discovery and student-centered inquiry. We believe that this
helps guide the student to value the pursuit of Truth — the truth of the Gospel that speaks to us
in matters of faith, the sciences, and the fine arts.

St. Francis of Assisi School is committed to preparing students for the world they will one day
inherit. The workplace of the 21st Century is one that is increasingly reliant on a set of skills
focused on technology, creativity, leadership, collaboration, and problem-solving.

SFA graduates go on to the finest high schools in the region and from there to great success in
colleges and adult life. We build critical minds and compassionate hearts here — those are the
hallmarks of an education at St. Francis of Assisi School!
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LE THIN THE ARCHDIOCESE OF BALTIMORE

STUDENTS

By insisting that students perform to their full potential, the Archdiocese affirms its
belief in the dignity of the individual. The role of the student is an active one. Participation in
the learning process enables each student to grow and acquire the skills necessary to identify
immediate and long-range goals. It is the student’s responsibility to take advantage of
opportunities, academic as well as co-curricular and extra-curricular activities. It is the
student’s obligation to meet the demands these activities require, keeping in mind that at this
time the task is to be the best student he or she can be.

PARENTS/GUARDIANS

Parents/guardians are the primary educators who work in partnership with the school.
Their involvement in their children’s education is woven into the fabric of the education
process. They support and assist teachers by placing academic and moral demands on students.

Parents/guardians of Catholic school students make a financial and philosophical
commitment to their children’s education. This creates a unique role which accents the
parents’ responsibility to oversee their children’s academic development while at home, by
insisting that students perform to their potential.

Parents/guardians provide family listening, direction, and support. Parents/guardians
need to establish an environment for school work. It is the parent/guardian who must
encourage the proper use of the student’s time after school hours. Furthermore,
parents/guardians enhance the academic and extra-curricular activity of the students through
their guidance with and/or presence at these functions.

THE CLASSROOM TEACHER

Teachers within the Archdiocese endeavor “to teach as Jesus did.” The power of a
teacher can never be underestimated; what is done in a classroom affects what is accomplished
by the students. The classroom teacher, in the pursuit of excellence, is the facilitator for the
learning process. Teachers play a key role in the education of students by insisting they
perform to their full potential and by affirming the quest for growth, identity, self-worth, and
knowledge.

It is the teacher’s responsibility to awaken intellectual curiosity, challenge the students
to a deeper understanding of the subject, and transmit a genuine love for learning. The
expertise of the classroom teacher lies in knowledge of the subject and care for the student.
Classroom performance is enhanced by the interaction of the teacher and students at
co-curricular and extra-curricular activities. Such a teacher encourages the student to develop
abilities and to practice skills. The effect of a teacher is far-reaching; what is done in the
classroom influences the student for a lifetime.

PRINCIPAL

The principal is the master teacher who envisions the heights to which the teachers and
students can climb. He/she has the responsibility for the spiritual development, the physical
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safety, and the academic growth of the school community.

The principal strives to provide the means, both material and philosophical, to insure
that excellence is the hallmark of the school. It is his/her responsibility to make those decisions
that will achieve this goal. Such decisions should be made collegially with those who share
reflections, suggestions, and even disagreement. The principal is accountable to foster a climate
in which curriculum growth, spiritual enrichment, and development can flourish. Curriculum
development is nurtured by active involvement of faculty and positive support of families.

DEPARTMENT OF CATHOLIC SCHOOLS

The Department of Catholic Schools, through the Superintendent’s administrative
team, has the responsibility to provide an environment in which the pursuit of excellence is
ongoing and its achievement measurable. It is the Department’s duty to challenge, encourage,
and affirm the school communities of the Archdiocese.

The foundation for the pursuit of excellence rests firmly on the rock of accountability.
The Superintendent’s administrative team is accountable to the entire faith community to
assure that academic excellence, professional development, and the investigation of new
methods and techniques in teaching are central factors in providing quality education.

The Department of Catholic Schools believes academic instruction is built on the
premise that the lives of our students must be enriched and enhanced. All of this is
accomplished and brought about with the knowledge that God is the source of all gifts.

Archdiocese of Baltimore - Dept. of Catholic Schools Vision & Mission Statement

Vision: Catholic schools in the Archdiocese of Baltimore nurture and sustain the God-given
gifts of every person, especially students, to be used in service to the Mission of Jesus.

Mission: Catholic schools in the Archdiocese of Baltimore provide a Christ-centered education
that is academically excellent and empowers students to reach their full potential — spiritually,
intellectually, physically, socially, and morally. Fostered through robust collaboration among all
stakeholders, the mission is accomplished through accountable leadership at all levels, ongoing
and coordinated strategic planning, centralized efficiencies, and financial sustainability.

SAFE ENVIRONMENT POLICY: VIRTUS

All staff members and all volunteers must complete the required VIRTUS training
before being permitted to assist in classroom activities or attend field trips. This program,
required by the Archdiocese of Baltimore, is intended for the protection of the youth. The
training is conducted online. Contact the office for more information.

Volunteers who intend to drive children other than their own must complete an
additional level of screening to include a driving-record check by the MVA.
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ACCREDITATION

JAdvancED

| ACCREDITED | SACS

St. Francis of Assisi School was established in 1955 and is accredited by the
Southern Association of Colleges and Schools through AdvancED.

¥ \ Middle Years
() ) Programme

The Middle School (Grades 6-8) received authorization in 2015 to offer the
International Baccalaureate Middle Years Program.

MARYLAND EXéELS

CHECK FOR QUALITY EARLY CHILDHOOD
AND SCHOOL-AGE PROGRAMS

LEVEL 5 Yk Kk %

The Preschool is fully licensed by the Maryland State Department of Education
Office of Child Care, and was recognized in 2018 by the Maryland EXCELS
program at Level 5, the highest level available.
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8 11 0 School Operations

HOOL COMM ATI

We consider the parent-school relationship vital to your child’s academic and
developmental success. Effective communication between home and school helps make that
relationship a positive and productive one. The most effective means of assisting your child’s
academic growth are checking homework, reviewing tests, inquiring about projects, test results,
school activities, etc. If there is an area of concern in regard to the school environment either
socially or academically, please contact the teacher involved to discuss your concern. Your
cooperation and support are necessary for effective guidance and discipline. Please be very
careful not to make statements in your child’s presence that would undermine what we are
trying to accomplish together with you.

There are two means of regular communication from the school to all families: the
“Brown Envelope” and “With One Voice,” the regular email newsletter. Every Wednesday,
informational mailings are made available on the school website www.sfa-school.org. Any
documents requiring parent feedback will be sent home in the Brown Envelope. We ask that
you empty the envelope contents, sign the envelope and return any required information
through the Brown Envelope the next day (Thursday). If any school organization has a notice
to include in the envelope, it must arrive at school no later than Tuesday at 8:00 AM. Work
will be sent home by teachers each week in a separate White Envelope.

Urgent or emergency communication will be through the online emergency system.
Phone calls and emails are sent to the main contact numbers for each family. Each fall, families
are asked to update this information.

Whenever a situation occurs that causes concern, the concern should be addressed first
at the level at which the situation arose. Therefore, the parents should first contact the teacher
involved and then, if necessary, teacher and parents should go to the principal. However,
PARENTS ARE NOT PERMITTED TO INTERRUPT TEACHERS EITHER BEFORE
SCHOOL OR DURING CLASS HOURS. Teachers should be seen by appointment only. If a
conference with the principal or teacher is needed, please call the office or send a note/email at
least a day or two in advance of the conference date. In the best interest of students, the school
welcomes and encourages verbal and written communication between parents and teachers.
The most efficient way to reach school staff is through email. Voicemail is also available, but
typically is checked only once or twice a day.

Parents whose phone numbers are unlisted must give the school either the unlisted
number or a number where the parent(s) can be reached. It is essential that the school have this
information in case of emergency. It will be kept in the strictest confidence. Any change of
phone number or home address is to be given to the school office and homeroom teacher in
writing within one week after change is effective.

URGENT MESSAGES

If it is necessary for a parent to give an emergency message during school hours, please
contact the office, and we will see that the message is delivered. It is essential that students and
parents communicate through the school office. Parents and students should not be emailing
or otherwise contacting each other independently of school personnel while students are under
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the school’s supervision. Such contact is distracting to students and is a potential source of
confusion and misunderstanding for the adults who care for them.

CONFERENCES

Conferences can be initiated by parents or teachers at any time throughout the year. At
the end of the first Trimester as indicated on the calendar published on the web, mandatory
conferences will be scheduled with all parents from Pre-K - 8th grade. Sign up for conferences
are done online via a link sent out using email. These mandatory conferences are in 15 minute
increments and are meant to support the communication established between parents and
teachers at Back to School Night in September. Even if your child is not having difficulties, we
encourage and require you to meet with your teacher so that there is open communication
should difficulties arise in the future. In addition, Pre-K students will also have the opportunity
for conferences in the Spring. Specific dates will be on the school calendar online.

ADMISSIONS & REGISTRATION

PRESCHOOLY> Applications for Preschool are accepted through the online School Admin
Portal (www.sfa-school.schooladminonline.org) beginning at the October Open House. All
applications for the waiting list received by a set date in November (the date of the Turkey
Dinner) will be placed into a lottery for a position on the waiting list. After that date, names are
added in chronological order. In January, after current families have had a chance to register,
those on the waiting list will be offered the opportunity to register. Siblings of current students
are placed at the top of the waiting list, followed by the children of active St. Francis
parishioners. There is no admissions screening for Preschool; however, the Director may
determine after a period of observation that the child is not yet ready for preschool. In most
cases, a placement for the following year will be offered to students in this situation. Children
are expected to be placed at the age level that will enable them to comply with Maryland state
guidelines that students entering Kindergarten must be five years old by September 1. There is a

non-refundable Application Fee for students seeking admission to St. Francis of Assisi School.

K-8% All children applying for admission to grades K-8 submit an application form and records
from previous school(s) through the online SchoolAdmin Portal. Grades 1-8 participate in a
shadow day after report cards and standardized testing (where applicable) are received.
Students are evaluated, typically by testing and by observation in the classroom situation, to
determine their eligibility for our school. Copies of report cards and standardized testing
scores are required. Of those eligible, priority for acceptance is given first to siblings of current
students, then to children of parishioners. Parishioners are those who are Catholic, properly
registered in SFA parish, regularly practicing the faith by weekly involvement and participation
in the sacramental life of the church, financial support to the parish according to household
means, and actively supporting our parish and church activities.

Admission of the child to the school is for a probationary period of up to one year. If it
deemed that this school does not fit the child, the parents will be asked to find another school.
Registration is an implied contract renewed each year between the school and parent. The
terms of that contract are subject to the policies in this Handbook.
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REGISTRATION

Registration for new students when they have completed an application, meet the
requirements for admission, and have been accepted. In order to register for Kindergarten, a
child must be five years of age by September 1 of the entry school year. A baptismal certificate
(unless the child is non-Catholic) and a birth certificate must be presented at the time of
registration. In classes where there is a waiting list, families will be contacted when a space
becomes available, and will ordinarily have five business days in which to accept the place and
pay the non-refundable registration fee.

RE-REGISTRATION

Students abiding by the policies of St. Francis of Assisi School are invited to return for
the next academic year. Re-registration requires that all financial obligations have been met
and that the fees for the following year are paid. Fees are non-refundable. Re-registration
begins in December for families already enrolled at St. Francis. SFA families will have exclusive
opportunity to re-register for the following school year until the open registration period during
Catholic Schools Week. Applications for financial aid from the school require re-registration.

FINANCIAL MATTERS & TUITION

Each family receives the tuition rates and schedule payment plans for the coming school
year in January. The tuition policy is determined by the School Board. Parents wishing to
apply for financial aid should follow Archdiocesan guidelines by submitting an application to
the FACTS Grant-in-Aid Program. Financial aid requests are evaluated by FACTS and
summary reports are issued to the Archdiocese and the principal. Ordinarily, families are
notified of financial aid in April.

Under the terms of the enrollment contract, after April 3oth a penalty of 20% of the total
net tuition is applied to withdrawals. All withdrawal notifications must be made to the
principal by email or in writing by the April 30th deadline indicated on the enrollment contract.

TUITION PAYMENT POLICY
the FACTS Tuition Management Plan. St. Francis does not processes payments on site.
(www.sfa-school.schooladmin.org)

FACTS has two components. The first is the “agreement,” which is a series of
predictable, scheduled tuition payments (similar to a mortgage or car payments.) The second
component is called “incidental billing.” It is used for occasional billing for non-scheduled
items such as drop-in Aftercare, field trips, or supplies. It is important to note that incidental
bills must be paid within thirty day to avoid late fees.

If tuition for the upcoming school year is paid in full by May 31st, the family may avail
itself of a 2% discount.

SFA School reserves the right to withhold report cards and transcripts if a family has any
past-due balance. If an account is severely delinquent, the student’s attendance may be
interrupted until the account has been brought up to date. Withdrawal of the student may be
requested by the school in extreme cases of delinquency. The penalty is not applied in cases of
involuntary withdrawal.
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ATTE E

It is very important that students in all grades attend classes every day. Missing one day
means that the students miss review of the previous day’s work, in addition to the material
presented on the day of absence. When they return, they are behind and lose that day trying to
catch up. One day’s absence could be equivalent to three by the time the student is totally back
‘on track’. Regular/daily attendance at school is necessary for the total education of the child.
It is the responsibility of the student to make up the work missed through absence - this
includes tests and quizzes. Students who are absent from school frequently with an
inconsistent pattern of attendance (absence of 20 days in a trimester or 30 days or more
cumulatively) may be flagged for evaluation and possibly retained in the grade at the discretion
of the administration.

Attendance is submitted electronically by teachers during homeroom. Parents are
required to contact the school before 8:30 AM to report the absence of a child on each day of
the absence or leave a message on the office voicemail or email. The child must present a note
or an email from the parent explaining the absence to the homeroom teacher on the first day
he/she returns to school.

If a student arrives to school after 12:00 PM, he/she will be marked V2-day absent.
Absence from school during the academic year due to family vacations is strongly discouraged.
Please note that for these types of inadvisable vacations, teachers will not supply work prior to
an absence. Missed work may be obtained only upon return. When a parent requests such an
extended absence for a child, the request, along with the school’s recommendation, is placed in
the child’s cumulative folder to insure proper maintenance of the student’s permanent record.
Students are required to make up all tests, class work, and homework after such absences.
Students who are absent from school may not participate in any after school or evening school
sponsored events such as sports, dances, etc.

PUNCTUALITY

Punctuality is essential in all grade levels. Students are considered late if they are not in
homeroom by 8:10 AM for opening prayer. Any student arriving after 8:x0 AM is considered
late, must report to the office for a late slip, and must be signed in by a parent or chaperone who
has provided transportation that day. Teachers will not admit students to their homerooms
without this pass. Tardiness is entered on a student’s permanent record. It is the responsibility
of the student to check with the homeroom teacher to receive the necessary communication or
work that may have been missed due to lateness. Repeated lateness could jeopardize a student’s
return to SFA the next year.

St. Francis of Assisi School discourages early departures and requests that families
arrange medical and dental appointments, etc. either after school hours, on Saturdays or during
vacation periods. Check the calendar for days when school is not in session. In case of
emergency, the student must submit a note to the office, signed by the parent(s)/guardian(s), on
the day of dismissal. The note should include the reason for the request and the time the
student must leave school. The parent/guardian must sign the student out from the office. A
student will be marked V2-day absent if he/she leaves school prior to 12:00 PM.

Perfect attendance for the year means no unexcused days absent, no early departures,
and no unexcused lateness. However, the pursuit of perfect attendance is not a reason for a
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child to attend school while sick.

HIGH SCHOOL VISITATION POLICY

Eighth graders are strongly encouraged to schedule high school visitations on days
which St. Francis is either closed or dismissed early. A limit of three (3) such days will be
granted, which will be considered excused absences. The parent should notify the office if a
student will be visiting a high school.

TRUANCY

Truancy is defined as a student absenting him/herself from school without parent/legal
guardian permission, or leaving school grounds without permission during the school day.
Truancy may result in disciplinary action up to and including suspension or expulsion. In
addition, excessive lateness can be considered a form of neglect or truancy.

EXTENDED CARE

The SFA Before and After School Care Program provides licensed child care for
children attending St. Francis of Assisi School in grades Pre-K through 8th grade. Before Care
services are offered from 7:00 AM to 7:50 AM. Aftercare is available from dismissal to 6:00 PM.
If you register for Child Care services, you are eligible to use the regular services for which you
register and drop-in services as needed. Drop-In service will be available for emergency use.
SFA Aftercare closes promptly at 6:00 PM. Fees for late pick-up ($1 for every minute after 6:00
PM) will be enforced.

Child Care will not be available for Faculty Retreat, Professional Development,
holidays, vacations, the first and last days of school, and possibly other days as determined by
the Director. Look at the SFA calendar for specific dates. A surcharge may apply for drop-ins
on early dismissal days.

Extended Care Inclement Weather Procedures: If the school closes early due to inclement weather,
SFA Extended Care will be closed as well. We ask that you make every effort to retrieve your
child from school as soon as possible so that our staff can make it home safely. If the school
opens late due to inclement weather, Before Care services will be offered beginning one hour
before the start of the regular school day.

Extended Care Requirements: All students enrolled in Before/After Care services (whether on a
regular or a drop-in basis) MUST have a completed registration form on file. Students
registered for Aftercare services must submit a registration fee. Health forms are required from
the State of Maryland for all children who attend Before/After Care programs at SFA. (These
are the same forms required for Preschool admission, but are different from the medical forms
required by the school for K-8.) All forms are available on the school’s website.

Extended Care Payment Procedure:

Aftercare: Fees remain the same for each month, for a total of nine months (September
to May). The last week in August and the first week in June are rolled into September and May,
at no extra charge. The contracted amount is due each month, regardless of school holidays,
family vacations, etc. Parents are required to pay the fee by the due date using the FACTS
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payment system. It is the responsibility of the parents to notify St. Francis in writing of
withdrawal from the program or of any change in the level of attendance that would require a
fee adjustment. Payment of fees must remain current to ensure the child’s continued
enrollment in the program.

Before Care: Before Care is billed on a drop-in basis. Families using Before Care are
billed at the end of the month for that month’s actual usage.

Drop-Ins: Emergency childcare is available if there is enough space, to families who have
registered for child care and have filled out the appropriate forms. Drop-in charges are billed at
the end of each month for that month’s actual usage.

SCHOOL SCHEDULE

Students may arrive at school starting at 7:50 and should line up with their class on the
whitetop. (Students who arrive prior to 7:50 will be sent to Before Care.) The school day begins
at 8:00 with the Pledge of Allegiance on the whitetop. Students entering the school building
after 8:00 will be marked late and will be required to have a parent sign them in at the school
office. Class periods in grades K-8 are 45-60 minutes long. All students have recess every day.
Full-day Preschool students are dismissed at 2:30; morning Preschool students are dismissed at
m:ooam. Grades K-8 are dismissed from the whitetop at 2:50. Parents must walk up to the
whitetop to pick up their students. Any student not picked up by 2:40pm (Preschool) or 3:00pm
(K-8) will be sent to aftercare and charged the daily drop-in rate. Before Care begins at 7:00.
Aftercare ends at 6:00.

Unless students are enrolled in Before- or After School care, St. Francis of Assisi School
is not responsible for supervision of students before or after the times stated above. Parents are
required, therefore, to follow the times stipulated when dropping off or picking up students. If
the student is participating in a scheduled, supervised activity before or after the hours noted
above, specific arrangements must be made for drop-off and/or pick-up at the designated times.
If children are participating in before or after school care, parents must comply with the rules
established by the program for drop-off and pick-up.

PARKING LOT PROCEDURES

Parents of students in grades K-8 are requested to drive onto the parking lot while
dropping off students in the morning. Staff members will be available to assist students out of
cars until 8:00 AM. During this time, parents are not permitted to park on the school parking
lot. Orange cones will be placed on the parking lot to indicate where cars are eligible to pass. As
a courtesy to other parents attempting to drop off, the disembarking process should take as little
time as possible, and the departing automobile should exit using the alley. Please be aware that
residents of Chesterfield and Pelham Avenues also use this alley. Appropriate speed and
caution should be taken when exiting using the alley.

Parents of Preschool students are required to park on the street and walk students to the
school in the morning. Preschool students in the 4’s and 3/4’s classes arriving from 7:50-8:00
AM may meet their teachers on the white top. ALL students in the 2’s and 3’s classes, and any
Preschool students arriving after 8:00 AM, must be accompanied by a parent into the building.
Any parent wishing to enter the school before 8:00 AM must park on the street to allow easy
access of traffic for parents dropping off.

During the day, the parking lot is used as a recess area and there are a limited number of
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parking spaces available. Parents arriving at the school during the day are asked to park either
on Chesterfield or Pelham Avenues. Half-day Preschool students will be dismissed at the
Chesterfield Avenue door at 11:00 AM. Parents must park on the street and walk up to the door
to pick up their child. At the end of the day, all parents must park and walk up to the whitetop
to pick up their children. Parents are permitted to park in the parking lot after 2:25 PM for
afternoon pick up. Preschool students will be dismissed at 2:30 PM. Students in grades K-8 will
be dismissed starting at 2:50 PM. For the safety of all of our students we ask that parents pick up
children promptly. Students who have not been picked up 10 minutes past their dismissal time
will be taken to Aftercare and parents will be responsible to pay a drop-in Aftercare rate.

INCLEMENT WEATHER

SFA follows the same procedure as BALTIMORE COUNTY PUBLIC SCHOOLS for
closings and late openings for cold/snowy weather. Parents will be notified through our blast
email, voice, and text system. SFA does NOT close school for heat because all classrooms are
air conditioned. Grades K-8, for a two-hour delay, students should not report to school before
9:50 AM.

NOTE: During delays, Before School Care (BSC) drop off times will also be adjusted for
staff safety. For example, if there is a two-hour delay, BSC will begin at ¢ AM instead of the
usual 7 AM. Aftercare is NOT available on weather-related early dismissal days.

PRESCHOOL LATE OPENINGSZX I Baltimore County opens 2 hours late:
0 AM students will attend class from 10 AM - 11:30 AM

~

0 Full Day students will attend class from 10 AM - 2:30 PM

We have tried hard to make Preschool available for all when there are late openings with
as little confusion as possible. If it is inconvenient for you to send your child on those days,
please don’t worry about it.

LUNCH

Students should bring a nutritious lunch and snack to school which do not require
refrigeration, cooking or reheating. (In Preschool, refrigerators and microwaves are used.) We
encourage fresh fruits and vegetables. Since we do not have lunchroom facilities, it is necessary
for the school children to eat lunch in their classrooms. Each child should come provided with
a cloth tea towel/napkin to be used as a placemat on top of the desk. Hot lunch is provided via
outside services and parent volunteers on an announced schedule. 1% Milk is offered at all
snacks and lunch for Preschool students.

HOME SCHOOL ASSOCIATI HASA

All parents are members of the Home and School Association, which meets three times a
year and serves as a source of support to both the school and the parent community. The
executive board consists of the President, Vice-president, Secretary, and Treasurer. Ordinarily
these officers serve a term of two years. Elections for the executive board are held each spring.
The Class Parent Coordinator also attends meetings of the Executive Board.

FUNDRAISING
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In order to meet the needs of the school that are not covered by tuition or fees, the
school sponsors a variety of fundraising opportunities. The oldest, and the only required
fundraiser is the Great Turkey Dinner. All families support this event through sales of raffle
tickets and volunteering to help with the dinner itself. (Starting in the 2019-2020 school year,
the Race for Education will also be required.) Families are encouraged to support other
fundraisers and events to the extent that it is possible within their families.

STUDENT RECORDS - Family Education Rights and Privacy Act (FERPA)

St. Francis of Assisi School, in compliance with the Buckley Amendment of 1974 (Family
Educational Rights and Privacy Act), has the following policy regarding an individual’s right to
privacy:

Teachers and other school officials who have legitimate educational interests have access
to student education records. Parent(s)/legal guardians have access to their child’s/ward’s
education records. Parents/guardians may contact the principal to schedule an appointment to
review records. A representative of the school must be present while these records are being
reviewed. In general, any other person requesting access to a student’s education record must
have the written consent of the student (if 18 or older), parent(s)/legal guardian(s) (if student is
less than 18 years old), unless the disclosure is otherwise authorized or required by law.
Non-custodial parents, in the absence of a court order to the contrary, will be provided access to
the educational or/legal agreement records and other school-related information regarding the
student. It is the responsibility of the custodial parent to provide the school with an official
copy of any court orders or legal agreements regarding access to educational records.

A log must be maintained of each request for access to and each disclosure of
educational record information other than disclosure to parents or students 18 or older or
school officials. The log should contain the name of the person(s), the date, and the legitimate
interests the person had in requesting or obtaining the information.

FAMILY DIRECTORY

The Family Directory will be prepared each year and distributed during the first
trimester. Permission to reprint address and telephone numbers for the school directory is
indicated on your child’s registration form at the start of school. Changes of address, phone, or
email should be reported to the school office.

Parents have the right to request that the School correct records they believe are
inaccurate, misleading, or otherwise in violation of the student’s privacy rights. Parents who
wish to request an amendment of the student’s records should write to the Principal and clearly
identify the part of the record they believe is inaccurate or misleading and the information they
believe should be included in a corrected record. If the School decides not to amend the record
as requested, the School will notify the parent of the decision and the parent’s right to request a
hearing.

Parents generally have the right to consent in writing to disclosures of information from
a student’s education record. However, there are certain exceptions to the consent
requirement, including disclosures under the following conditions:

0 To School officials who have a legitimate educational interest in the information. A
school official is a person employed by the School or the Archdiocese as an
administrator, supervisor, instructor, or support staff member (including health or
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medical staff); a person or company with whom the School has contracted to provide a
service (e.g., attorney); or a parent or student serving on an official committee, such as a
disciplinary or grievance committee, or assisting another school official in performing
his/her tasks. A school official has a legitimate educational interest if the official needs
to review an education record in order to fulfill his/her professional responsibilities or
duties to the School.

To other schools to which a student is transferring.

In connection with financial aid under certain circumstances.

To specified officials for audit or evaluation purposes.

To organizations conducting certain studies for or on behalf of the school.

To accrediting organizations.

In order to comply with a judicial order or lawfully issued subpoena.

To appropriate officials in cases of health and safety emergencies.

O¢ O¢ O¢ O¢ O¢ O¢ O«

FERPA law requires that SFA, with certain exceptions, obtain written consent prior to
the disclosure of personally identifiable information from a child’s education records.
However, SFA may disclose appropriately designated “directory information” without written
consent, unless a parent/guardian has advised SFA in writing to the contrary. The primary
purpose of directory information is to allow SFA to include this type of data in certain school
pubhcatlons such as:

A playbill, showing a student’s role in a drama production;
Annual yearbook;

Honor roll or other recognition lists;

Graduation programs, and

The SFA Directory for Families

O¢ O¢ O¢ O¢ O

Directory information, which is information that is generally not considered harmful or
an invasion of privacy if released, can also be disclosed to outside organizations without a
parent’s prior written consent.

Parents have the right to file a complaint with the U.S. Department of Education
concerning alleged failures by St. Francis of Assisi School to comply with the requirements of
FERPA. The name and address of the Office that administers FERPA are: Family Policy
Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington,
DC 20202-8520.

If a parent/guardian does not want SFA to disclose directory information from a child’s
education records without prior written consent, he or she must notify the Principal in writing
by September 3oth. SFA has designated the following information as directory information:
Student’s name, address, date/place of birth, telephone listing, and email address
Participation in officially recognized activities and sports
Degree, honors, and awards received; and most recent institution attended
Dates of attendance and Grade level during attendance
Photograph

O¢ O¢ O¢ O¢ O¢

CHANGE IN NAME OR FAMILY STATUS
If there a change in family status and/or the change of a child’s legal name, it is

Page 19 of 55



important that the school be informed promptly of the change. In case of a change of custody, a
copy of the portion of the court order that names the custodial parent must be on file with
school.

NON-CUSTODIAL PARENT

Emergency card information for each child is to be kept current. Children will only be
released to the person(s) designated on the emergency card, unless otherwise instructed by the
custodial parent/guardian.

Non-custodial parents are welcome to review their child’s records unless there is a court
order or legal agreement prohibiting such access. The school may notify the custodial parent of
a request to review records.

St. Francis of Assisi School does not allow a non-custodial parent physical access to
his/her child during school hours or on school premises unless the custodial parent has
consented or the school has a court order permitting access.

SUPERVISION BEFORE & AFTER THE SCHOOL DAY

The school is not responsible for supervision of students before or after the arrival and
dismissal times stated above. The school is not liable for any injuries or accidents which may
occur before or after the times stated above. Parents/guardians are required, therefore, to
follow the times stipulated when dropping off or picking up students. If the student is
participating in a scheduled, supervised activity before or after the hours noted above, specific
arrangements must be made for drop-off and/or pickup at the designated times. If children are
participating in before or after school care, parents/guardians must comply with the rules
established by the program for drop-off or pickup.

STAFFE PRIVACY

Staff members of SFA are very dedicated and work long hours. We ask that you respect
their home time and do not call their home or cell phones for school business. Please note:
Staff members are not permitted to drive students in personal vehicles.

Page 20 of 55



8 111 U Health & Safety

HEAL'TH RECORDS & PROCEDURES

Completed health records and immunization reports are kept on file in the school
office. A public health representative reviews the health/immunization records yearly. A
complete, updated record must be in the school office. If a child is absent because of a
contagious disease, he/she must bring a doctor’s certificate to the school office upon return.
(Please review the regulations under Attendance.)

ALLERGIES & MEDICAL ISSUES

Parents must notify the school of their child’s allergies, including food allergies.
Likewise parents must notify the school of other chronic conditions impacting the student’s
learning environment, safety, and overall well-being. School medication orders must be
renewed each year by the physician and the order must be signed on or after July 1. If the
student carries an Epipen, the physician’s order must state this requirement.

EMERGENCY FORMS

Emergency information for each child is to be kept current. IT ISIMPERATIVE THAT
WE HAVE AN EMERGENCY FORM FOR EACH CHILD AND THAT THE SCHOOQOL IS
INFORMED IMMEDIATELY OF ANY CHANGE IN ADDRESS OR TELEPHONE
NUMBER. Children will only be released to the person(s) designated on the emergency form,
unless otherwise instructed by the custodial parent/guardian. The school may ask for
identification from individuals picking up a child.

HEAD INJURY

If any injury to the head or any other serious injury occurs to a student, then staff will call the
parent and send home a report. The report is to be signed by the parent/guardian and returned
to school. If the parent/guardian or alternative contact person cannot be reached in an
emergency, the school will contact police/ambulance for assistance.

INSURANCE
The school provides the option for parents to purchase health insurance for their children.

STATE HEALTH REQUIREMENTS & IMMUNIZATION RECORDS

A child may not enter school unless he/she has submitted an official immunization
record or other appropriate documentation of immunization status. The immunization record
must have the month, day, and year of each vaccination. It must be signed by a physician or
health department official, and be approved by the school. A parent/guardian must show a
medical contraindication signed by a doctor for his/her child to be excused. In the case of
religious objection or medical contra-indication, form DHMH 89, must be submitted and kept
on file and be approved by the school. Exempted students are to be excluded from school if
there is an outbreak of the disease for which they are not immunized.

All students in Catholic schools, grades K-8 are immunized against diphtheria, tetanus,
pertussis, measles, mumps, rubella, poliomyelitis, hepatitis B, and varicella. For Preschool, Hib
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and prevnar (PCV7) are required. If no immunization documentation is received by the first
date of school, the child is not in compliance with the law regarding immunization, therefore
the child will be excluded from school. For missing doses or incomplete information, the child
has 20 calendar days from the first date of school, before exclusion begins.

The school follows the directives of the Baltimore City Health Department and responds
to parents’/guardians’ requests for individual vision and hearing screening. The testing is
usually done for all students in Pre-K, any K not previously screened, 1*, 4™, and 8 as well as for
new students in all other grades.

COMMUNICABLE DISEASES

Parents must call the school if their child is diagnosed with a communicable disease. The
school must notify the Health Department. All reports are confidential.

The following communicable diseases/conditions need to be reported: measles (regular
or German variety [rubella]), meningitis, hepatitis, food poisoning, pediculosis (head lice),
pertussis or adverse reactions to pertussis vaccine, Lyme disease, chicken pox (varicella),
tuberculosis (T.B.), whooping cough, MRSA, Rocky Mountain spotted fever, human
immunodeficiency virus infection (HIV/AIDS and all other symptomatic infections),
mononucleosis, flu, and impetigo. Any student with drainage from the eyes associated with
conjunctivitis (pinkeye) must be kept at home until under treatment from a doctor and has
received three doses of the prescribed medication.

Students who have chicken pox are excluded from school until all lesions are scabbed
over. Students are excluded from school for head lice. A child may return to school when
he/she is free from lice and nits. A child must be examined by school staff before he/she can
return to class.

SUDDEN ILLNESS

Parents/guardians may not send a child to school if he/she has vomited, had diarrhea, or
a fever (100.0 F) within the past 24 hours. If a child has been sent home from school for any of
the above reasons, he/she should not return to school for at least 24 hours or has been
symptom-free for 24 hours. Parents/guardians should not send a child to school until his/her
temperature has remained normal for a full 24 hours without medication. Students should not
be dropped off to school if they are exhibiting any signs of illness or problems.

MEDICATION PROCEDURES

The administration of medication in school is discouraged. However, if a student’s
physician recommends that the student receive prescription or over-the-counter medication
during the school day, a written order from the physician is required. St. Francis of Assisi
School does not have a nurse on-duty during the school day. We do however have multiple
Certified Medication Technicians (CMT’s) who are authorized by a delegating nurse to
distribute medication under certain procedures.

Medication can only be dispensed with a written order from the student’s physician,
specifying start and stop date. No medication will be administered in school without
parent/guardian authorization and physician’s written orders. For K-8 students, parent
authorization is sufficient for over-the-counter meds such as Tylenol or cough drops. The
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original medication container or box for inhalers must be brought to the school. These
containers or boxes should include the following: name of medication, directions for use, time
for dispensing, name of doctor ordering the medication, date of prescription, expiration date as
stated by the pharmacist, strength of medication/dosage, and student’s name and grade.

Students may not possess, dispense or distribute medication on their own. All
medication must be delivered to school by a parent/guardian. Calamine lotion and cough drops
may be administered with a note from parents. Cough drops should be brought to school in the
original package in a sealed plastic bag with the student’s name on it.

Regarding medication and prescriptions, parents should note the following procedures:

1. The medication, properly labeled by a pharmacist, must be hand-delivered to the school
by the parent/guardian in the original container. The Health Department or school
personnel will not administer medication brought to school by the student.

2. THE FIRST DOSE OF A NEW PRESCRIPTION MUST BE STARTED OUTSIDE
SCHOOL.

3. The parent is responsible for submitting to the school in writing from the physician any
change in dosage or time of giving medication.

4. The school/health personnel will not administer nor be responsible for any medication
not prescribed by a physician.

5. Medications must be distributed per doctor’s orders. SFA cannot provide increased or
reduced dosages based on parent request without documentation by a physician.

6. THE PARENT IS RESPONSIBLE FOR TEACHING THEIR CHILD THE
FOLLOWING INFORMATION REGARDING THE MEDICATION: Name, Color,
Amount to take, Time to be taken

7. For Preschool students, over the counter medication may only be administered 1 time per
illness with written consent from the parents and physician.

COMPLIANCE STATMENTS

St. Francis of Assisi School maintains compliance with all applicable federal, state, and
local laws/regulations, as well as Archdiocesan and parish policies.

ASBESTOS PLAN
In October 1986, the U.S. Congress enacted the Asbestos Hazard Emergency Response

Act (AHERA). Under this law, comprehensive regulations were developed to address asbestos
problems in public and private schools. These regulations require most schools to inspect for
friable and non-friable asbestos, develop asbestos management plans that address asbestos
hazards in school buildings and implement response actions in a timely manner. Our program
for fulfilling these responsibilities is outlined in our asbestos management plan. This plan
contains information on inspections, re-inspections, response actions and post-response action
activities, including periodic surveillance activities that are planned or in progress. The plan is
kept in the principal’s office and may be viewed on request during normal business hours.

NOTICE: On Saturday August 18, 2018, removal of asbestos-containing materials was
carried out on campus by trained professionals. Full compliance with AHERA was maintained
at all times and records were updated appropriately.
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BLOODBORNE PATHOGENS PLANZ A complete Bloodborne Pathogens Standard Exposure
Control Plan is established by SFA and staff trained accordingly. The plan is on file in the
office.

CHILD ABUSE AND NEGLECT POLICIES AND PROCEDURES? SFA School is committed
to providing the safest learning environment possible for all children. Maryland law requires
that all educators and other school employees, including volunteers, report suspected abuse or
neglect to the proper authorities in order that children may be protected from harm and the
family may be helped. Our school policy supports Maryland laws in this regard and requires
that all school staff report suspected abuse and neglect to the Department of Social Services,
Protective Services Division, and/or the local police department, as well as to the Principal.

CRISIS INTERVENTION PLAN: PIn the event that St. Francis of Assisi School is faced with a
crisis, such as a bomb or gun threat, environmental hazard, or public safety issue, a crisis
intervention plan has been formulated and is on file in the Principal’s office.

DRUG-FREE SCHOOL ZONE?> SFA complies with the Drug Free School Zone & Drug Free
Workplace Act of 1988.

EMERGENCY DISMISSALS? Early dismissals, including those for inclement weather, will be
announced via the emergency system for email and phones. SFA does not close for heat.

EMERGENCY DRILLS? Prills for all emergency circumstances are conducted during according
to city/state guidelines. These include fire, intruder, severe weather, and building evacuation.

VISITORS

In order to provide a safe environment for your child, all school doors will remain locked
during the school day. All visitors must report to the office and may not visit other parts of the
school building without a visitor’s pass generated by the Raptor System. A government-issued
photo identification card must be presented at first sign-in with the Raptor System for each
visitor to the building. Subsequent or repeat visits do not require presentation of the ID again.
Visitors should note that we are a smoke-free environment campus-wide.

VOLUNTEERS

Volunteers are needed and appreciated as playground supervisors, room parents,
classroom helpers, office assistants and various school program helpers.

Under Archdiocesan requirements, ALL VOLUNTEERS MUST COMPLETE
requirements for VIRTUS training, including completion of the Archdiocese of Baltimore
Volunteer Application and review a copy of the “Statement of Policies for the Protection of
Children & Youth” of the Archdiocese of Baltimore. If a volunteer will have substantial
contact with children, then the volunteers must undergo a background check in addition to
providing references and also complete a video training session online. It is important to know
that until the above requirements are met any volunteer activity for will be delayed.

Volunteers who intend to drive children other than their own must complete an
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