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PHONE INFORMATION 
 Rectory .......................................... (314) 832-2838 

 School Office ................................. (314) 752-4171 

 Kidcare/Preschool ........................ (314) 353-5384 

 FAX ................................................. (314) 351-8562 
 Email………….ARCHSTL153@YAHOO.COM 
 Website……………www.stjoanofarcstl.com 
 
 
 
 

SCHOOL HOURS 
 Grades K-8  7:50 a.m.-3:00 p.m. 
 

PRINCIPAL’S OFFICE HOURS 
7:30 a.m.-3:30 p.m. 
To avoid inconvenience, please call for an appointment. 
 

TEACHERS’ HOURS  
Teachers are asked to be in their classrooms between 7:30 a.m. and 3:20 p.m.  
Parents wishing to meet with teachers during those times or at any other time 
should make an appointment with the teacher, or phone the school office with a 
message.  A mutually acceptable time will be determined.  
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HISTORY OF ST. JOAN OF ARC SCHOOL 
 
On February 16, 1949, Father Michael Cronin and the St. Joan of Arc Parish realized their 

dream of opening their own school.  The school was staffed originally by three Sisters of Mercy, one 
lay teacher, and served 175 students in grades kindergarten through sixth.  In 1950 and 1951 the 
school was expanded to accommodate seventh and eighth grades as well.  Although no accurate 
records seem available, the first graduating class was probably in 1952. 

These early educators at St. Joan planned with foresight and ability.  They developed a 
curriculum designed to educate the whole child, spiritually, intellectually, emotionally and physically.  
One of their first projects to involve community and parish resources was the establishment of a 
central library for the school. 

As enrollments grew, so did the physical plant and additional rooms were added to the 
Oleatha side of the school building.  By 1966 St. Joan had an enrollment of 580 children with fourteen 
classrooms, six sisters, and nine lay teachers. 

The school population and staff remained fairly stable in numbers over the next fourteen years.  
Continuous improvements were made in curriculum and materials, which were purchased from funds 
donated by the Home and School Committee and from general parish revenues. 

Today, St. Joan is a thriving parish school of approximately 200 PreK-8th grade students.  Its 
faculty includes the principal, ten homeroom teachers, specialists in the areas of physical education, 
music, art and computer, a Learning Consultant, who serves as an advocate for students as well as a 
resource and support for teachers and parents, and a full-time teacher assistant.  St. Joan of Arc 
Parish is proud to provide a well-balanced and challenging curriculum to the children of the parish. 

 
 
 

PHILOSOPHY OF ST. JOAN OF ARC CATHOLIC SCHOOL 
St. Joan of Arc Catholic School, committed to the life and spirit of Jesus Christ, offers each student the 

opportunity to make choices to achieve his/her potential spiritually, morally, intellectually, emotionally, 
aesthetically, and physically. It is our intent that gospel values be learned and lived in community, and personified 
by service to others.  

Our purpose is to provide academic excellence through instruction, discipline and example. These 
experiences of learning and living stretch our knowledge of global awareness; challenge us to concentrate on the 
values of tolerance, acceptance, and care; and compel us to spread the seeds of social justice. The parish 
community, the family, the faculty, staff, and students share the responsibility of their mission as educators of the 
whole person.  

St. Joan of Arc School offers its youth a challenge of Education for Service--Commitment to Personal 
Best. (To Teach 83)  

 
 
                   ST. JOAN OF ARC MISSION STATEMENT 
Saint Joan of Arc is an urban Catholic elementary school dedicated to providing an excellent education to 

all of our students.  Our program is designed to meet a wide range of ability levels and needs.  Students are 
enabled to reach their full potential as life-long learners.  They are prepared to face the many spiritual, 
environmental, and global challenges experienced today as they bring the message of Jesus to the world.  Our 
parish offers a strong support system for the school and in turn the school provides an anchor for the community. 
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SCHOOL LEVEL CURRICULUM GOALS 
 

A student leaving St. Joan of Arc School will:  
• act in a manner which reflects a personal relationship with Jesus and which is consistent with Gospel values.  
• show respect for self, others, life, and property.  
• enrich the community by identifying, using, and sharing his/her individual gifts and talents with others.  
• communicate effectively through oral and written expression.  
• use life's experiences to help form a positive self-image.  
• employ problem solving and critical thinking strategies. 
• access information using a variety of research skills and tools.  
• apply technology to learn about and adapt to a changing world.  
• actively participate in his/her own learning process.  
• work together cooperatively and responsibly, and use appropriate conflict resolution strategies when needed.  
• set and self-evaluate reasonable and measurable goals.  
• demonstrate basic knowledge and skills in all subject areas.  

 
 
 

WITNESS STATEMENT 
For Those Whose Children Attend Catholic Education Programs 

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

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

 
No wonder, then, that the Church understands the home to be the domestic church.  It is in the intimate 
environment of the family that parents are, by word and example, the first heralds of the faith with respect to their 
children.  This environment is enhanced and deepened through the parish Eucharistic community that is the heart 
of the spiritual life for Christian families. 
 
Catholic schools and parish religious education programs are in partnership with the family in proclaiming and 
witnessing to the person and life of Jesus Christ.  They assist parents in fulfilling their responsibility as the primary 
religious educators of their children. 
 
Aware, then, of the dignity of this holy parental call, and with a reverent awe for that responsibility which is mine, I 
commit myself to be, in word and deed, the first and best teacher of my children in the faith.  Practically, this 
means I should: 
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• Regularly participate in the Sunday Eucharist (if not Catholic, regularly participate in worship and prayer) with 
my family. 

• Commit to speak more with my children about God and to include prayer in our daily home life. 
• Participate in and cooperate with School or Parish School of Religion programs that enable me as a parent to 

take an active role in the religious education of my children, including sacramental preparation for Catholic 
children. 

• Support the moral and social teachings of the Catholic Church to ensure consistency between home and 
school. 

• Teach my children by word and example to have a love and concern for the needs of others. 
• Meet my financial responsibilities in supporting the Catholic School or Parish School of Religion. 
 
 
 

STUDENT WITNESS STATEMENT:  CALLED TO BE CATHOLIC 
For those who attend Catholic Schools 

 
KINDERGARTEN 

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

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

 
 

GRADES 1-2 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a Catholic Christian.  

Catholic School will help me grow in the Catholic Faith. I believe that: 
 

GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

• Learning about Jesus and His love for me. 
• Praying every day. 
• Speaking God’s name with respect. 

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

• Obeying my parents/guardians and teachers. 
• Being honest and truthful. 
• Doing what is right. 

GOD MADE ME PART OF HIS FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

• Being respectful to others. 
• Helping others in need. 
• Being kind and including others when I play. 
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GRADES 3-4-5 

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

GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

• Participating in the Mass and sacraments, especially Sunday Eucharist. 
• Spending time praying each day. 
• Learning more about God, God’s love for me, and the teachings of Jesus. 
• Respecting God’s name and God’s Church.   

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

• Learning what Jesus expects of me. 
• Respecting my body as a gift from God. 
• Being a person who is truthful and fair. 
• Becoming the best person I can be. 

GOD MADE ME PART OF GOD’S FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

• Helping others when I know they are in need. 
• Giving good example as Jesus does. 
• Paying attention to the wisdom and guidance of my parents/guardians, teachers, and church. 
• Being respectful and not hurting others or making fun of them. 

 
 

GRADES 6-7-8 
Graced and blessed by God, I am called to respond to God’s gifts by living the life of a Catholic Christian.  

Catholic School will help me to grow in the Catholic Faith.  I believe that: 
GOD LOVES ME. 
I PROMISE TO LOVE GOD BY: 

• Studying about God, Father, Son, and Holy Spirit, and His Church. 
• Participating in the Mass and sacraments, especially Sunday Eucharist. 
• Developing my love for Jesus Christ through daily prayer. 
• Following sacred scripture to help me understand God’s prayer of salvation. 

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

• Treating my body as a temple of the Holy Spirit. 
• Being a person who, like Mary, is a trusted follower of Jesus Christ. 
• Taking more responsibility for my learning and behavior. 
• Valuing my self and developing my gifts. 
• Living the gifts of the Holy Spirit. 

GOD MADE ME PART OF HIS FAMILY. 
I PROMISE TO LOVE OTHERS BY: 

• Sharing my Catholic beliefs with others and helping them live responsibly. 
• Respecting all persons, places, and things as gifts from God. 
• Growing in compassion by serving those in need. 
• Being a friend like Jesus to those who have none. 
• Working with others to help make St. Joan of Arc School and Parish a better place. 
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ADMINISTRATION ORGANIZATION 
 

PASTOR 
The Pastor is the spiritual leader of the Catholic Parish Community. He is the chief administrator of the 

parish. By virtue of his office, the Pastor is responsible for those matters within the school that effect worship, the 
ministry of the Word and the spiritual welfare of the students.  

 
PRINCIPAL 

The Principal is the director of the school. The Principal is to work closely with the Pastor and Faculty to 
achieve a climate and programs that foster Christian growth and formation within the total school community. The 
Principal is responsible to the Pastor, to the Archdiocesan Superintendent, and to the parish community for all 
school matters.  
  
LEARNING CONSULTANT  

The Learning Consultant acts as an advocate for students, especially students with identified learning 
difficulties. The Learning Consultant assists and advises faculty in developing appropriate strategies and 
instructional materials for students, and facilitates communication with parents of those students. The Learning 
Consultant coordinates testing referrals.  

 
SCHOOL BOARD  

The School Board acts in an advisory capacity to the Pastor in making policy for the Parish School. The 
School Board is made up to 9 parents and/or parishioners, elected by the Parish community, with the Pastor and 
the Principal serving as ex-officio members.  

 
FACULTY  

All Faculty members are responsible to the Principal. Members of the Faculty will be accountable to the 
Principal in upholding the philosophy and goals of education of St. Joan of Arc School. 

  
 

VOICING PARENTAL CONCERNS 
SJA Board Policy #2402.2 ( Approved 2005)  

It is recommended that, after consultation with the School Board, a written process be defined in the school 
handbook which explains the system by which parents should voice concerns that relate to the operation of the school.  
 

THE PROCEDURE FOR VOICING PARENTAL CONCERNS: 
1.) Contact the TEACHER, as she/he will most likely be the one to best answer concerns. If the concern is 

not resolved at the meeting, then...  
2.) Contact the PRINCIPAL concerning the problem.  
3.) Should there still be questions or concerns that were not answered at the conference, the next step is 

the PASTOR. 
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SCHOOL BOARD 
 

THE ROLE OF THE SCHOOL BOARD:  
One of the primary functions of the parish board of education is the formulation of policies by which the 

school is governed. It then becomes the role of the pastor, through the principal and faculty, to develop 
procedures for the administration of the educational program consistent with the policies recommended by the 
board.  

A policy is a statement which gives direction for administrative action. A policy sets a goal, or an end to be 
achieved. A policy answers the question "what”, i.e., what does the board want to see happen? An example of a 
policy statement is: All students in the school shall receive instruction in the Catholic religion, whether they are 
Catholic or non-Catholic.  

Policies are formulated on two levels. General policies, which govern all Catholic schools in the 
Archdiocese of St. Louis, are made by the Archdiocesan Board of Catholic Education. All Catholic schools are 
required to be run consistent with these policies. On a local level, parish boards develop policies, which deal with 
specific situations or the problems unique to that parish.  

It is the role of the administration to develop procedures or rules, which determine how policies are to be 
carried out. Such rules are not made by the board, although the board gives input to the administration when 
evaluating the effectiveness of the rules.  

In this handbook all policies are labeled as "Archdiocesan" or "St. Joan of Arc School" policies. Following, 
or in addition to, policies are rules and procedures, which have been developed to ensure the consistent 
administration of the school. By making a copy of this handbook available to each family enrolled at St. Joan of 
Arc School, we hope to open communication and understanding. Parents are always welcome to address 
concerns about policies and procedures at the monthly School Board meeting, which is scheduled for the second 
Tuesday of each month.  

 
RESPONSIVENESS OF THE SCHOOL BOARD TO ISSUES PRESENTED BY GUESTS  
SJA Board Policy #2402.1 (Approved 2005)   

The School Board shall respond in writing in a timely manner to questions or issues presented by guests. Guests 
shall be kept apprised of the status of any unresolved issue during the course of the school year . 

 
 
 

NON-CUSTODIAL PARENTS 
This school abides by the provisions of the Buckley Amendment with respect to the rights of non-custodial 

parents. In the absence of a court order to the contrary, we will provide the non-custodial parent with access to the 
academic records and to other school-related information regarding the child, if requested. If there is a court order 
specifying that there is to be no information given, it is the responsibility of the custodial parent to provide the 
school with an official copy of the court order.  
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ACADEMIC PROCEDURES 
Grade Reporting  

Student progress is indicated by quarterly grades reported in the first, second, third, and fourth quarter 
report cards.  Report cards will be sent home one week after the close of a quarter to all students whose tuition 
and fees are current. 

 
 

Progress Reports  
Student progress is always available to be checked on the TeacherEase website 

(www.teacherease.com).  Families are sent a welcome email with log in instructions and a password. 
 
 

Parent-Teacher Conferences  
Parent-Teacher conferences are scheduled each year, after the first quarter. Parent(s) of each child are 

expected to attend the conference in order to meet the child's teacher and discuss the child's progress to that 
point.  

Conferences will be arranged at the request of the parent, student, or teacher whenever any one feels 
that it is necessary to discuss progress or lack of progress.  
 

 
 

TESTING PROGRAM 
 

Testing of various kinds will be conducted each year.  
• Incoming kindergarten students will be screened with the DIAL 3 before registration is complete. 

 
• Kindergarten students will take the Metropolitan Readiness Test (MRT) in the spring. 

 
• Grades 3-8  Students participate in the Iowa Test of Basic Skills in the fall.  Individual student results 

will be shared with parents.  Parents are encouraged to keep the annual testing results from the Iowa 
Test of Basic Skills.  These individual reports will chart the yearly progress in the various subjects. 

 
• Grades 5 and 8 take the ACRE (Assessment if Catholic Religious Education) test.  These tests are given 

across the Archdiocese and help evaluate Religious Education at the knowledge level.  In addition a 
survey of religious attitudes is included. 

 
Parents receive the results of these tests as soon as they are available. In addition, students are regularly 
evaluated in all subject areas throughout the year, with both teacher-made and textbook tests.  
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PERMANENT RECORDS 
Students' permanent records are available for parent viewing in the School Office. Parents wishing to see 

their child's records should come to the office during school hours.  
Final grades, academic testing results, and attendance records are kept in the permanent record. Health 

records are kept in a separate file.  
Student permanent records are never released to parents. If you are transferring to another school a 

'Request for Transfer' is signed by the parent, and the record is mailed directly to the new school.  
 

 
 

HOMEWORK 
Homework assignments are given regularly to reinforce or enrich concepts and/or skills presented in 

class, or to allow the student to prepare for the next day's class work. Homework includes written work, reading 
assignments, and study.  

Teachers will discuss their expectations about homework with students during the first week of school and 
with parents at the Back to School program held each September. Parents are encouraged to contact the teacher 
if a change in homework routine is noticed, For example, if the child suddenly seems to have an unexpectedly 
large amount or has very little or no homework, the parent should contact the teacher.  

 
FROM THE SJA STUDENT PLANNER:  DAILY Homework Time Averages:  

Gr. K:  20 minutes   Gr. 4:      45-60 minutes  
Gr. 1:  30 minutes      Gr. 5-6:  60-90 minutes  
Gr. 2:  40 minutes      Gr. 7-8:  90 minutes  
Gr. 3:  45 minutes  

 
A consistent homework plan supports a student in the learning process. Consistent homework guides 

students to learn such study skills as organization and time management, as well as to acquire an 
understanding that learning is strengthened through daily review and guided rethinking of new material.  

Daily review of subject material is essential in the learning process. Studying in short bursts, 10-15 
minutes daily, is the most effective way to learn. Study hardest subjects first. As a test approaches, study 
subject material both first and last. Use memory techniques to associate new information with background 
knowledge, such as acronyms and acrostics.  

LEARNING DOES DEPEND ON ABILITY, BUT IT ALSO INVOLVES THE DESIRE TO SUCCEED AND 
THE SKILLS TO LEARN. IN FACT, FOR SUCCESS IN SCHOOL, THE EAGERNESS TO LEARN AND THE 
KNOWLEDGE OF HOW TO LEARN ARE FAR MORE IMPORTANT THAN ABILITY.  
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HOMEWORK POLICIES Grades 3-8 

All students need consistency and guidelines to follow if they are to feel successful in their daily school 
experience. In order to meet the needs of the students, to teach responsibility, to provide consistency, and to 
enable parents to follow the progress of their child, the teachers have prepared the following list of expectations: 
 
STUDENTS:  

• must have all supplies when they come to class.  
• will not be permitted to leave class to obtain forgotten/missing materials, including assignments.  
• will use a common heading on papers for all classes.  
• will bring their student planner to all classes and will consistently write down assigned work in their 

student planner (even if work is completed before leaving class). SJA supplies the student planner to all 
students in Grades 2-8.  It is REQUIRED that the student planner accompany the student between home 
and school DAILY.  Students are REQUIRED to use the student planner as directed by their classroom 
teachers.  Parents are to check the student planner daily, so as to support their child with proper 
planning and time management.  

• will have a homework folder that is to be brought to all classes.  
 

 
WRITTEN ASSIGNMENTS  

Students are expected to turn in written assignments that are legible. Assignments should be completed 
on loose-leaf paper, unless the teacher assigns otherwise. Work done on paper ripped from a spiral notebook will 
not be accepted.  
 

 
LONG RANGE ASSIGNMENTS  

Students may be given long-range assignments such as reports, book reports, or projects. These types of 
assignments allow students to plan ahead and to work independently. Your child may need your help in 
organizing time and locating materials, but this assistance should lessen as the child progresses in school. Please 
allow your child to do as much of this type of assignment independently as possible.  

Teachers will give written instructions and due dates to the students. Please respect these dates. 
 
ASSIGNMENTS DURING ABSENCES 
1.) Illness:  

All class work and assignments given to the class must be completed by absent students. It is the 
student's responsibility to check with his/her teacher on returning to school to make sure all assignments have 
been received and completed. If the child is absent more than one day, arrangements should be made by the 
parents to have someone pick up the child's books and assignments. In the case of prolonged absence, 
arrangement should be made with the teachers for due dates for assignments. Generally, these should be 
completed within a day or two of returning to school, but extensions may be made depending on circumstances.  

 
2.) Trips Or Voluntary Absences:  

We strongly discourage students being taken out of school for mid-year trips. It is nearly impossible for 
students to make up all the instruction and discussions they miss. However, if parents choose to take children out 
of school for a trip or for a reason other than illness, the student (or parent, if the child is in Gr. K-3) must contact 
each teacher for any assignments made during the absence. Assignments must be completed, and tests made up 
within three school days after returning, unless the teacher gives an extension. If a child needs help to make up 
concepts covered during the absence, it is the parents' responsibility to make arrangements for private tutoring. 
Teachers are NOT required to have the assignments ready before the absence occurs.  
 



  14 

ADDRESS, EMAIL ADDRESS, AND TELEPHONE NUMBER CHANGES 
All parents and guardians are asked to please inform the School Office when there is a change of address, 

email address, and home, cell, or work telephone numbers. This is necessary in case the school needs to contact 
the parents or guardians if an emergency arises.  

 
 

ADMISSION/TRANSFER 
 

ADMISSION POLICY  
SJA Board Policy # 4100 (Approved 2005)  

The school will admit students from Catholic families belonging to the parish, provided they meet its 
qualifications.  

The school will admit students from non-parish families provided they meet its qualifications, AND only if 
space is available after students from parish families have been admitted. The pastor, having been advised by the 
principal, is the final authority in all admission decisions.  

 
 
1. CRITERIA FOR ADMISSION  

a. The family must be registered, PARTICIPATING members of St. Joan of Arc Parish, or must have the 
permission of the pastor.  

b. Catholic families must demonstrate an interest in, and commitment to, living the Catholic faith.  
c. Admittance to kindergarten will be based upon:  

1) Five years of age before August 1.  
2) Acceptable performance of readiness skills as determined by performance during readiness 

screening.  
d. Upon admission, school families are required to meet monthly financial obligations to the parish to cover 

tuition.  
e. All registrants must have previous school indebtedness cleared.  
f. Registration fee must be paid at the time of registration and is non-refundable. Curriculum fees are to be 

paid by May 31st.  The principal will consider extenuating circumstances. 
 
2. PROCEDURES FOR NEW ADMISSION  

a. At the time of registration, each student must present a birth certificate and a current immunization/health 
record. Catholic students must present a baptismal certificate. Transfer students must show their most 
recent school report.  

b. The principal will place the student in a class according to his/her level of achievement. Grade placement 
will be determined by the results of a standardized achievement test and/or the report card from the 
previous school. This placement may not necessarily agree with the grade placement of the school 
previously attended.  

c. Transfer of Records: It is necessary to have written parental/guardian permission in order to transfer any 
student records from one school or agency to another. At the time of registration, a release form must be 
signed by the parent(s)/guardian(s) to allow the transfer of ALL records from a previous school. Pertinent 
information regarding a student's academic achievement, health status, emotional growth, etc. is kept 
strictly confidential.  

d. All new families must meet with the pastor before registration is finalized. 
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3. PROCEDURES AND CRITERIA FOR FINANCIAL SUPPORT  

a. Acceptance for consideration will be based on having met all criteria for admission, including the 
procedures for new admission.  

b. Families needing financial assistance must complete an application for financial assistance annually. 
Applications can be obtained from the School or Rectory Office.  Applicants must first apply for 
Archdiocesan financial aid.  

c. A copy of the parents' Federal tax return for the preceding year must be included with the completed 
application.  

d. Completed applications are to be directed to the school principal. The Financial Review subcommittee of 
the School Board will be charged with the responsibility of approving or denying the request. All decisions 
will be made in relation to the available funds.  

e. All information will be kept strictly confidential.  
 

 
 

ATTENDANCE 
Absences  

A child's regular attendance at school ensures a basic condition for growth through learning. Students are 
expected to attend classes on all regular school days, unless poor health or other excusable causes prevent their 
attendance.  

Please call the school office if your child is absent. If we do not hear from you by phone, email, or in 
writing through a sibling by 9:00 a.m., we will call about your child’s absence.  Please cooperate with this Dial-
Safe procedure.  It is an important means of verifying your child’s safety, especially if he/she walks to school.  
 
Early Dismissal  

A written request from parent or guardian is required for a student to leave school prior to dismissal. The 
note must state the reason for dismissal, the name of the adult who will pick up the child, and the time the child 
will be picked up.  

The adult must pick up the child at the School Office, not the classroom. No child will be dismissed 
directly from the classroom for any reason. This is for the safety and protection of the child.  

A child who misses more than two hours of school for an appointment will be considered absent one-half 
day, and more than five hours will be considered absent a full day.  

 
Tardiness  

St. Joan of Arc School is open for students' arrival from 7:30 a.m. until 7:45 a.m. each morning. This 
allows students important time to prepare for the day and to socialize with their classmates. Tardiness results in 
feelings of frustration and inadequacy on the part of the student and disruption of instruction.  

A child who arrives at school after 7:45 a.m. until 8:30 a.m. will be considered tardy. Students 
arriving after 8:00 a.m. must be signed in by the parent in the office. 

A child who arrives later than 10:00 a.m. or is absent for 2 hours up to 5 hours will be considered absent 
one-half day. 

A child who arrives later than 8:30 or leaves school for any period of time, less than 2 hours in the 
morning will be considered partially absent. 

A child who is picked up early or leaves for any period of time less than 2 hours after 12:00 p.m. will be 
considered partially absent. 
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ARRIVAL/DISMISSAL PROCEDURES 
Parents are asked not to drop off students before 7:30 am and to pick up students by 3:10 p.m., unless 

they are staying for a supervised activity. Children who walk to and from school are also to arrive after 7:30 am 
and leave the school grounds by 3:10 p.m. The school does not offer supervision to students prior to 7:30 a.m. 
and after 3:10 p.m. 

Please be aware that many children will be crossing the parking lot and that no matter what we say or 
how many times it is said, children will occasionally be careless and run or not pay attention. Please take your 
time for the safety of all!  There is no parking next to the school building. 

The class day runs from 7:45 a.m. until 3:00 p.m. 
 
ARRIVAL  

No parking next to the school building.  Cars should enter the parking lot through the east gate on Pernod 
and exit through the west gate on Pernod or the gate on Oleatha.  Upon entering the parking lot, cars should pull 
up as close to the gym doors as possible.  The south door of the school building will remain locked and all 
students entering from the parking lot will need to enter through the gym doors.  Parents who wish to park and 
enter the building need to park in a spot facing Hampton so they do not have to back up.  
 

Hampton Avenue 
 
 
 
 
 
 
 
 
 
 
 
  
         
 Gym 

                                                                                                                                                            
 
 

                                 NO PARKING 
 

School Building 

Drop-Off 
Stop 

  
 
Students who arrive after 7:45 a.m. are considered tardy and must report to the School Office before 

going to homeroom.   
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DISMISSAL  
Students are dismissed at 3:00 p.m. 
No parking next to the school building.  All cars need to park facing Hampton.  All cars should enter 

through the Pernod Gate 1 and exit through either the Pernod Gate 2 or the Oleatha Gate 3.  Cars leaving the lot 
should pull forward, away from the school building, to avoid students exiting the building.  Cars parked along the 
gym and the fence close to Hampton should back into the space so they may exit without having to back up.   

School personnel will be on hand to supervise students and direct traffic. Parents are asked to pull into a 
parking space and park before allowing children to enter the car. NO STOPPING IN TRAFFIC LANES TO PICK 
UP STUDENTS. THESE RULES APPLY TO EVERYONE, EVEN THOSE WHO ARE JUST PICKING UP ONE 
STUDENT OR WHO ARE IN A HURRY!   

At all times, students are required to cross at the corners with the crossing guards.  A detention may be 
given for jaywalking.  Parents picking up younger children are asked to cross their children at the corner, rather 
than jay walking. The safety of the children is of utmost concern.    

Please make sure these procedures are communicated to anyone who is picking up your child. 
 DEPARTURE 

 
Hampton Avenue 

 
 
 
 Gate 3 
Gate 2        
 
 

  
 
 
 Gym 
  
         
 

 
 

Gate 1 
                                 NO PARKING 

 
School Building 
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BOOKS AND SUPPLIES 
TEXTBOOKS  
 Every child will be responsible for taking care of his/her textbooks and will be required to pay for any 
damages, which occur while he/she is in possession of those books. Textbooks must be covered at all times. The 
student is responsible for keeping books covered. Brown paper shopping bags can be made into excellent book 
covers, and this is also a way to recycle the bags. 
 
SUPPLIES 

Students are given a list of needed supplies prior to the beginning of the school year. They are expected 
to have those supplies at the start of school. Parents and students are asked to be conscious of supplies that may 
need to be replenished or new things that need to be purchased. Teachers will do their best to limit such materials 
and to inform parents/students in advance of their need.  

Remember to label supplies with the student's name, and to purchase extra supplies as the year 
progresses. To assist students in organization, St. Joan of Arc has adopted a color-coding system used in Grades 
3-8. See individual teachers for list of required supplies.  
 

SJA Color Code - individual folders and notebooks:  
Religion -  Purple  Language Arts -  Yellow 

 Music -  Light Blue Social Studies -  Dark Blue  
 Science -  Green   
 Math- Red 
 

 
 

COUNSELOR ON STAFF 
In order to better serve our students and encourage their healthy growth, St. Joan of Arc School is pleased to 
have a part time counselor on staff.  The counselor will meet with individual students, small groups, and 
classrooms as needed throughout the year.  If the counselor meets with an individual student, the parent will be 
contacted.  The counselor will be a resource for the school community and may be reached through the School 
Office. 

 
 

 

CAFETERIA 
A lunch program is provided on Tuesdays, Wednesday and Thursdays for the convenience of parents 

and students.  You will receive a lunch menu/order form every four weeks through the Thursday Packet.  Lunch 
and milk prices will be sent home in a letter at the beginning of each school year.   
 If your child is absent on a day that lunch was bought, that lunch will be held as a credit.  When ordering 
from the next menu, deduct any credits and make a short notation on the form.  Please do not have your child 
show up at lunchtime expecting to use a credit.  We need advance notice to order and prepare enough food for 
everyone. 

Students who bring lunches may purchase milk, or bring milk or juice to school. Students are not allowed 
to bring soda.  PLEASE do not bring "fast food” to school for the child's lunch. 
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FORGOTTEN LUNCHES  
Students will not be allowed to call home for a forgotten lunch.   All children need to have a lunch 

each day.  If your child does not have a lunch, a string cheese, whole grain crackers, and a carton of milk will be 
provided. 

 If a parent brings a lunch to school, it should be labeled with the child's name and homeroom and left in 
the School Office.  

 
 

CAFETERIA BEHAVIOR EXPECTATIONS  
In order for all students to enjoy their lunch and be given adequate time in which to digest it, these 

guidelines will be followed:  
• Good table manners are expected at all times.  
• Students may talk quietly only with the people at their own tables.  
• Students must sit quietly at their designated table  
• Students are responsible for cleaning their own area and throwing away ALL trash in that area.  
• Students may leave only after being individually dismissed by a supervising adult.  
• Students are to walk, speak softly, and generally behave.  
• All food is to be eaten in the cafeteria.  No food is to be taken onto the playground or into the gym and 

no candy inside or outside the classroom unless expressly permitted by the teacher. 
 
 

 

PLAYGROUND SUPERVISION 
The school’s teachers and assistants supervise our playground. Respect for the adults supervising is 

expected at all times. Safety rules and discipline are discussed with these supervisors at the beginning of the 
year. 

  
PLAYGROUND RULES:  SAFETY FIRST - RESPECT FOR OTHERS 
• Keep hands, feet, and objects to yourself. NO BODY CONTACT.  
• No pens, pencils, or other classroom materials or supplies should be taken to the playground.  
• Always ask an adult supervisor on duty before leaving the playground area to return to the building.  
• STOP and LISTEN whenever the whistle is blown more than once. This means we need your attention 

immediately!  
• No food is to be taken outside the building during lunch period.  
• When the end of recess bell is rung, students will stop their play and quietly walk to their designated areas to 

line up. They will meet their teachers and walk quietly to their homerooms.  
 
CONSEQUENCES:  

First warning:  Reminded by supervisor.  
Second warning:  Five-minute time-out on the curb.  
Third warning:  Sent to the school office.  
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COMMUNICATIONS 
All written communication going home through students at school must have the approval of the principal.  
We try to cooperate with all parish organizations, which need to communicate with parents and/or 

students. If you need to include any communications in our Thursday Family Information Packet, please contact 
the principal as soon as possible to have your communication approved, and provide a copier-ready copy no later 
than Thursday morning of the week you wish the information to be sent.  The family packet is sent through email 
on Thursday afternoon.  Please keep your email address current with the School Office. 

This Packet will contain the lunch menus and any important notes, reminders, newsletters, etc.   
Occasionally email blasts may need to be sent at other times as well to get important information to you. 

A sincere effort will be made to keep parents informed of the happenings of the school through many 
means:  

• Principal's Newsletter - sent home at the beginning of each month. 
• Church bulletins - should be picked up at Church weekly.  
• Report cards - issued at the end of each quarter.  
• Prepared notes or bulletins  
• Parent-Teacher conferences - after the first quarter for all parents or at any time requested.  
• Parent Teacher Organization meetings - Open House held the in September, the first Wednesday in 

December, February, and April, and the second Wednesday in May.  
• Notes or phone calls from or to the teachers. 
• The TeacherEase website (www.teacherease.com) 

 
 
 

TELEPHONE MESSAGES 
No student will be taken from class to speak on the phone unless a real emergency occurs. Students will 

be allowed to use the phone only after receiving permission from the principal or secretary.  
 
 
 

DELIVERIES TO STUDENTS 
 Deliveries to students of flowers, balloons, cookie bouquets, etc. will not be accepted and will be 
returned with the delivery person. 

 
 
 

CANDY and GUM 
NO CANDY IS ALLOWED during school hours or at school-sponsored functions unless expressly 

permitted by the supervising teacher.  
NO GUM IS ALLOWED.  A $5 gum fee will be assessed. 
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SCHOOL PICTURES 
Fall Pictures  

The photographer takes pictures at the beginning of the school year.  These pictures are paid for before 
the portrait is taken.  If you are not satisfied with the pictures, a picture retake is scheduled.  This is also the time 
to purchase a class composite.  Parents are under no obligation to purchase the packets. 
 
Spring Pictures  

The photographer comes in the spring.  At this time, every student gets a picture taken.  Parents have the 
opportunity to look at the proofs and order pictures.  There are no retakes and a class composite is not available.  
This program is a fundraiser for the school.  Parents are under no obligation to purchase the packets. 
 

STUDENT CONDUCT AND DISCIPLINE 

VIOLENCE 
(Archdiocesan Policy #4303.3) 
 Catholic Schools shall provide a safe learning environment for all members of the school community.  The 
climate of SJA shall reflect Gospel values including an emphasis on the dignity of all persons, which is necessary 
for respect, the interdependence of all persons that is the basis of community, and the rights and responsibilities 
of all persons, which are the foundation of justice. 
 Violence is inconsistent with the unity and peace which are essential to living the Catholic faith in 
community.  Violence also inhibits human development and successful learning.  Therefore, violence is not 
tolerated at St. Joan of Arc. 
 Violence consists of words, gestures, and actions that result in or have the potential to result in hurt, fear, 
or injury. Violence includes threats of injury; harassment; assault; possession and/or use of a weapon; and theft or 
vandalism of property. 
 A weapon is anything used or intended to be used to threaten, intimidate, and/or harm persons.  The 
possession or use of firearms, other weapons, or explosive devices on school premises is not permitted. 
 St. Joan of Arc shall develop and implement strategies to prevent violence and to address situations 
resulting from violence.  SJA shall implement effective supervision and security procedures. 

All reported or observed instances of violence and threats of violence, whether they occurred on or off 
school premises, shall be addressed in a timely, serious, and appropriate manner according to the requirements 
of state and local laws and accepted educational practice. The safety of students, faculty, and staff is to be given 
the paramount consideration when making decisions regarding the discipline of persons who violate this policy. 

Students and parent/guardians should be encouraged to report concerns regarding potential acts of 
violence to an administrator or a teacher.  Teachers must report pertinent concerns and/or pertinent information 
regarding specific students to the school administration promptly. 
 
GUIDELINES ON VIOLENCE 

1. A safe learning environment requires more than the absence of physical conflict or the toleration of others 
who are perceived to be enemies.  Violence prevention includes both reducing the risk factors that lead to 
violence and strengthening the protective factors that resist violence.  St. Joan of Arc will include the 
following among its prevention strategies:  Identifying the Christian response to situations, reflecting on 
what Jesus would do in problematic circumstances, emphasizing respect for every person, building 
students’ self esteem and sense of belonging; teaching students conflict management and stress 
management skills, fostering positive relationships among students and between students and adults, 
maximizing students’ academic achievement, promoting appreciation of differences, media literacy, and 
providing parent education related to violence prevention. 
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2. The faculty and school/parish community should be made aware of the causes and signs of possible 
violent behavior. 

3. St. Joan of Arc has a Care Team in place to assist with addressing possible problems before violent 
behavior occurs. 

4. All reported or observed instances of threatened or actual violence must be addressed by the school 
administration.  Appropriate actions may include parent/guardian conferences, mandatory counseling, 
suspension, withdrawal for cause, and legal action depending on the severity of the incident. 

5. If a student engages in serious threatening or violent behavior, before the student can continue to attend 
school or be readmitted to school, the administration must receive reasonable assurance from a 
competent licensed mental health professional evaluation that the student is not a threat to themselves or 
others.  Appropriate releases of information must be signed to allow communication between school 
officials and the mental health professional. 

6. Police should be notified of, and/or involved in, the handling of any possession, threatened use, or use of 
a firearm or other weapon by a student.  Confiscated weapons should be turned over to the police. 

 
 

INTERNET AND ELECTRONIC COMMUNICATIONS CONDUCT 
(Archdiocesan Policy #4303.4) 
 A safe environment for all members of the school community should be a hallmark of a Catholic School.  
This is accomplished, in part, by fostering a climate based on Gospel values that emphasize the dignity of and 
respect for all persons.  Words, actions, or depictions which violate the privacy, safety, or good name of others are 
inconsistent with that goal.  Whether occurring within or outside of school, when students jeopardize the safe 
environment or act contrary to those Gospel values they can be subject to disciplinary action by the school. 
 This policy applies to communications or depictions through e-mail, text messages, or website postings, 
whether they occur through the school’s equipment or connectivity resources or through private communications, 
which: (1) are of sexual nature; (2) threaten, libel, slander, malign, disparage, harass, or embarrass members of 
the school community or (3) in the principal’s discretion, cause harm to the school, or the school community 
(collectively referred to as “Inappropriate Electronic Conduct”).  Inappropriate Electronic Conduct shall be subject 
to the full range of disciplinary consequences, including withdrawal for cause (see #4302, Serious Disciplinary 
Consequences). 
 
Schools shall implement this policy in the following manner: 

1. Schools shall develop policies which reflect the local school community and publish those policies in the  
School handbook and in other school communications.  These policies should describe the nature of the 
actions prohibited by the policy and possible disciplinary consequences for violations. 

2. Schools shall develop and implement strategies to inform students, parents, and teachers about: 
a. The potential threats to individual identity and safety posed by inappropriate uses of websites and 

other means of digital communication; 
b. Ways to protect individual identity and safety when using the Internet or engaging in electronic or 

digital communication; 
c. Appropriate forms of communication over the Internet and other electronic or digital devices 

which respect the privacy, dignity, safety, and good name of others; 
d. The consequences of inappropriate actions or communication that affect the school, other 

students, their parents, members of the school staff, or others associated with the school. 
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3. Administrators will investigate and act upon all reported or observed instances of Inappropriate Electronic 

Conduct. 
4. Students, parents/guardians, and members of the school staff are expected to promptly report to a school 

administrator all suspected or observed instances of Inappropriate Electronic Conduct. 
5. Administrators will consider seriously all reported or observed violations and address them in a timely and 

appropriate manner according to school and Archdiocesan policy, applicable state or Federal laws, and 
accepted administrative practice. 

6. When making decisions regarding the discipline of students who violate this policy, administrators will 
give paramount consideration to the safety and dignity of students, parents, members of the school staff, 
and others associated with the school. 

 

HARASSMENT 
(Archdiocesan Policy #4303.7) 
 St. Joan of Arc shall maintain a learning environment that is free from harassment.  No student in the 
school shall be subjected to any type of harassment. 
 Harassment is defined as any unwanted and unwelcome behavior that interferes with a student’s 
performance or creates an intimidating, hostile, or offensive learning environment.  Harassment includes physical, 
visual, verbal, and sexual forms of behavior.  Instances of harassment should be addressed using appropriate 
disciplinary consequences, counseling methods, and parental/guardian contact and involvement in accordance 
with the nature and frequency of the offense. 
 
MAINTAINING SCHOOL PRIVACY 
(Archdiocesan Policy #4402.4) 
 
St. Joan of Arc Catholic School understands that students/parents have access to technology that enables them 
to record, either visually or audibly, a student of the school or a member of the school staff. 
 
Out of respect for the students in our school, students and parents are not to publicly post any videos, pictures, or 
audio recordings of students at school events unless the student/parents(s) have the express written permission 
from the school to do so.  This includes, but is not limited to, online photo-sharing and posting videos to YouTube, 
Facebook, or similar applications. 
 
Additionally, in order to ensure the privacy of members of the school staff, students and parents are not to record 
a member of the school staff without the express permission of the staff member.  As such, students and parents 
are prohibited from recording classroom lessons/discussions and are prohibited from photographing or 
videotaping teachers without the teachers’ permission.  Likewise students and parents shall not publicly post any 
videos, pictures or audio recordings of staff members unless the student/parents(s) have the express written 
permission from the school staff member.  This includes, but is not limited to, online photo-sharing and posting 
videos to YouTube, Facebook, or similar applications. 
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ELECTRONIC DEVICES 
Archdiocesan policy #4303.9, approved 2005)  

A student shall not be in possession of cellular phones, ipods, or other unauthorized electronic devices on 
parish property or at school sponsored functions.  Such a device will be confiscated and returned to the parents at 
the principal’s discretion.  

 If a student needs to have a cell phone for safety issues, the phone should be labeled with the 
student’s name and left in the School Office to be picked up at the end of the day.  Cell phones found with a 
student will be given to the principal until a parent retreives it. 

 
 

DISCIPLINE POLICY  
SJA Board Policy # 4600 (Approved 2005)  

In keeping with Archdiocesan Policy, the administration is responsible for establishing rules for student 
conduct that will be reviewed yearly by the School Board.  

 

DRUG, ALCOHOL, AND SUBSTANCE ABUSE POLICY 
SJA Board Policy #4604.7 (Approved 2005)  

The possession, use or being under the influence of an illegal substance or possession of related 
paraphernalia on school property or at a school sponsored function is forbidden. Violators will be placed 
immediately on indefinite suspension pending a formal meeting with the student, parents, pastor and principal, at 
which time conditions for continued enrollment, if any, will be determined, and proper authorities will be notified, if 
warranted.  

Distrubution of an illegal substance on parish property or at a school sponsored function will warrant 
immediate expulsion, and the proper authorities will be notified. 

FIREARMS, WEAPONS, AND EXPLOSIVE DEVICES 
SJA Board Policy #4604.2 (Approved 2005)  

The possession of firearms, explosive devices, or other weapons as determined by the administration on 
school property or at a school-sponsored function is forbidden. Violators will be placed immediately on indefinite 
suspension, pending a formal meeting with student, parents, pastor and principal, at which time conditions for 
continued enrollment, if any, will be determined, and proper authorities will be notified, if warranted.  

The use, or threatened use of such a device on parish property or at a school sponsored function will 
warrant immediate expulsion and the proper authorities will be notified. 
 
 

STUDENT CONDUCT 
 

1. Student Behavior  
The conduct and deportment of all students at St. Joan of Arc School shall be of a Christian nature and in 

keeping with their age and maturity. All staff members share the responsibility for supervising student behavior. All 
staff members and supervising adults should be obeyed and treated with respect by students.  
 
2. Discipline  

Each student must learn to be responsible for his/her decisions. If he/she knows what is expected, but 
deliberately acts contrary to those expectations, he/she should be ready to accept the logical consequences. It is 
expected that parents will support the faculty and administration in these matters. 
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3. Disciplinary Action  
• Class and school rules will be discussed in each homeroom at the beginning of the school year. 

Students will be asked to help formulate these rules and will discuss reasons for each rule. 
• Teachers will inform the students of the consequences for not following the rules. Within the 

classroom, the type of discipline will be left to the discretion of the teacher with the guidance of the 
Principal.  

• Corporal punishment will not be used in this school.  
• If a student receives a detention, he/she will receive a delayed lunch which entails sitting at a 

separate table, no talking, and reporting to a classroom to write.  
•  After three detentions in a quarter, besides the lunch detention, the student will serve a one-hour 

detention after school.  
• After six detentions in one quarter, besides the lunch detention, the student will serve a one-hour 

detention, parents and teacher will confer, and a contract will be agreed upon by the student, parent, 
and teacher.  

• If further disciplinary action is needed the child will be sent to the principal. 
• Students receiving no detentions in a given quarter will earn a dress down day.  Students receiving 

no detentions for the entire year will participate in an ice cream party. 
 
IF THE STUDENT HAS BEEN REFERRED TO THE PRINCIPAL, UNACCEPTABLE BEHAVIOR 
WILL BE DEALT WITH IN THE FOLLOWING MANNER: 
 

• Referral to the Office: If behavior is unacceptable and cannot be remedied by the teacher or supervising adult, 
the student shall be referred to the principal for discipline. At this time the principal shall administer an 
appropriate punishment and will notify the parents in writing. 

• Second Referral: If a student is referred to the Office for a second referral within an academic year, the 
principal shall administer an appropriate punishment and will request a conference with the parent(s) and 
student. At this time the student will be placed on disciplinary probation for the remainder of the year, and a 
written plan for improvement will be developed.  

• Third Referral: If a student is referred to the principal for the third serious offense, the student may be 
suspended from school until such time that the reason for the suspension is removed by a combined 
assurance of the parent(s) and child. At the time of the suspension, a written record of the offense, the length 
of the suspension, the conditions for the student's return to school, and the procedure for the student to make 
up class work will be made and signed by the parent(s), student, and principal.  

• Immediate Suspension: In extreme situations students may be suspended from school without the above 
procedure. The following are examples of unacceptable behavior which in some, but not all, circumstances 
would warrant immediate suspension:  

a) Insolence toward authority- the use of obviously disrespectful language or attitude of defiance 
toward any teacher or adult in a supervisory role in the school. This includes volunteers, 
playground supervisors, maintenance workers, and cafeteria workers.  

b) Disrespect shown to teachers or other students- fighting, name-calling, any degrading word, 
gesture, or mannerism.  

c) Stealing from the school, teachers, or other students.  
d) Destruction of parish or school property, or the property of others.  
e) Smoking or possession of tobacco products and/or matches or lighter.  
f) Cheating- including giving answers to another student or knowingly allowing another student 

to copy work.  
• Indefinite Suspension or Withdrawal: If, after all reasonable procedures have been followed, a student's 

behavior continues to be unacceptable, or if a student is found in possession of an illegal substance or 
weapon, the student will be placed on indefinite suspension pending a review of the situation by the pastor 
and the principal.  
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UNACCEPTABLE BEHAVIOR FOR WHICH THE CHILD MAY BE GIVEN A DISCIPLINARY 

REFERRAL BY A TEACHER OR BY AN ADULT IN A SUPERVISORY ROLE: 
1. Insolence toward a supervisory adult, in language or behavior.  
2. Disrespect shown to other students fighting, name-calling, any degrading word, gesture, or 

mannerism.  
3. Lying.  
4. Profane or disrespectful language.  
5. Disruption of class.  
6. Destruction of property.  
7. Stealing.  
8. Cheating, including giving answers to another student or knowingly allowing another student to 

copy work.  
9. Intentionally hurting or intending to hurt another person.  
10. Being out of class without proper permission.  
11. Sexual harassment-inappropriate remarks, gestures, or touches, with or without the condoning of 

the other person(s).  
 

 

INSTRUCTIONAL USE OF COPYRIGHTED MATERIALS 
(Archdiocesan Policy #5202.6) 

All Catholic schools of the Archdiocese of St. Louis should adhere to the current copyright laws governing 
printed material, videotape, computer software, music, multi-media presentations, and Internet websites and 
resources. 

No unauthorized copies of copyrighted materials in any form should be made or used on equipment 
owned by or borrowed or leased from a school.  No school staff, students, or others should use any form of 
unauthorized copies of copyright materials for any purpose within the school’s instructional programs.  “Fair use” 
of copyrighted materials is allowed for specific instructional purposes within the limits of “fair use” limitations. 
 
 

DRESS CODE 
UNIFORM POLICY  
(SJA Board Policy #4610, Approved 2005)  

Students are expected to be attired in a manner consistent with accepted Christian standards of good 
taste and decency. The policy regarding student dress code is determined by the administration, with parental 
input.  Implementation of the uniform policy will be the responsibility of the administration and staff of the school. 
Adherence to the uniform policy is the responsibility of the parents and students.  

 
UNIFORM REGULATIONS  

Uniforms are to be worn by all students from Grades K-8. Full uniforms are to be worn throughout the 
year with the exception of picture day, student’s birthday or half-birthday, and specially designated dress up or 
dress down days. Parents are asked to cooperate by seeing to it that their children always wear only the 
regulation dress. If any deviation from the uniform is necessary, a written note from the parent must be presented 
by the student to the homeroom teacher. This note is valid for one day only, unless the parent makes special 
arrangements with the principal. Students in Grades 5-8 will receive a detention for a uniform violation. Shirts and 
blouses must be tucked in. 
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UNIFORM CODE 
We ask your help in seeing that our uniform code is enforced. Only by purchasing the proper uniform 
clothing can this be achieved. 
 

ALL STUDENTS 
 
SHOES: 
• School type dress shoes, athletic or tennis shoes may be worn, but may not have black soles, which mark the 

floors.  No high tops allowed. 
• No sandals, shower shoes or flip-flops are allowed.         
• Girl’s dress-type shoes should have flat heels and plain (not platform) soles.  
• Shoes requiring shoestrings must have shoestrings and must be tied.  
• Shoes must be clean and in good repair.  
• If boots are worn to school because of weather, students will have to change into regular shoes upon arrival.  
 
SOCKS: 
• Note: SOCKS MUST COVER THE ANKLE. 
• Boys- Solid white, black, or navy. 
• Girls- White, black, or navy blue or opaque tights or leggings (must reach the top of the socks), crew socks, 

socks that cover the ankle, or knee socks. 
 

SWEATSHIRTS (OPTIONAL):     
• Navy blue, gray, or maroon sweatshirts with the embroidered SJA emblem (purchased through the school 

office). 
• No other sweatshirts are allowed.  

 
SWEATER (OPTIONAL):  
• Solid navy blue or maroon cardigan uniform sweater 
• Solid navy blue or maroon crew neck pullover uniform sweater.   
 
SHORTS:    
• May be worn from the beginning of the school year through October 31st, and from April 1st through the end of 

the school year. 
• Navy blue walking shorts, mid-thigh to the knee length with a front zipper and belt loops 
• Must be cotton or cotton blend  
• May or may not have cuffs.  

 
NAVY BLUE SKORT: Girls may wear a navy blue uniform skort made of cotton blend fabric instead of shorts from 
the beginning of the school year through October 31st and from April 1st through the end of the school year.  The 
skort must be purchased at Catholic Supply or other uniform suppliers.  Cotton skorts purchased from other stores 
may not be the correct fabric. 

 
BELT:  A black, navy, tan, or brown leather or fabric belt must be worn with all pants and shorts that have belt 
loops. 
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JEWELRY:  No jewelry is allowed except the following: 
• A watch 
• A ring 
• A simple chain with a cross or medal 
• Girls: ONE small pair of close-to-the-ear earrings located on the ear lobe.  (NOT on the cartilage.) 
• Boys: NO earrings are allowed 
• The appropriateness of the jewelry is left to the discretion of the homeroom teacher. 
 
HAIR:   
• Only NATURAL looking hair color is permissible. 
• BOY’S: hair must be in a close cut, above the collar. 
 

GIRLS 
 

JUMPER/SKIRT:  
• SJA plaid jumper for grades K through 4. 
• SJA plaid skirt for grades 5 through 8.   
• SKIRTS SHOULD BE NO SHORTER THAN 1” ABOVE THE KNEE AND MAY NOT BE ROLLED AT THE 

WAIST.  
 

SLACKS:  
• Solid navy blue straight front or pleated front corduroy, cotton, or cotton blend uniform slacks. 
• Slacks should have front zipper and belt loops.  
• Cargo pants are not permitted. 
 
SHIRT/BLOUSE: 
• Shirts or blouses must be tucked in at all times. 
• Plain white cotton knit short or long sleeved polo style shirt (no logos or emblems) 
• White, long-sleeved knit turtleneck 
• Blouses are to be white cotton or cotton blend, long or short sleeve with buttons down the front. 
• NOTE: T-SHIRTS WORN UNDER SHIRTS MUST BE SOLID WHITE, NO PICTURES OR WRITING.  

 
MAKE-UP:  
• Make-up is NOT permitted.  
• Nail polish: Clear nail polish is acceptable.  
• Artificial nails or nail tips are NOT permitted. 
 
 

BOYS 
SLACKS:  
• Solid navy blue dress slacks, cotton, cotton blend, or corduroy, with or without front pleats.  
• Pants must have front zipper and belt loops.   
• Cargo pants are not permitted.  
 
SHIRTS:  
• Shirts must be tucked in at all times. 
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• Plain white cotton knit, short or long sleeved polo-style shirt (no logos or emblems). 
• White cotton or cotton blend collared shirts that button down the front  
• White long-sleeved knit turtleneck 
• NOTE: T-SHIRTS WORN UNDER SHIRTS MUST BE SOLID WHITE, NO PICTURES OR WRITING. 

 
 

GYM UNIFORM: ALL STUDENTS 
SHORTS:  Royal blue athletic shorts, mid-thigh to the knee purchased through Athletics. (Except 

Kindergarten boys).  
 

SHIRTS: Gr. K-3 Uniform shirt or blouse.                         
Gr. 4-8 White, blue, or any SJA T-shirt (Not to be worn under the uniform shirt or blouse.) 
 

SHOES: Tennis shoes (these may be the same as school shoes).  
 

KINDERGARTEN:   Boys wear school uniforms and tennis shoes for gym. Girls are to wear shorts (under their 
jumpers) and tennis shoes for gym.  

 
 
 

DRESS-UP DAYS 
On dress-up days, students should wear apparel appropriate for Church, dressing modestly. Jeans, T-

shirts, inappropriate sundresses, tube tops, tank tops, etc. are not to be worn. Sandals or flip-flops may not be 
worn.  

 
DRESS-DOWN DAYS 

On dress-down days, students may wear nice jeans, sweat suits, shirts, slacks, and tops that are 
appropriate for school. Tank tops, tube tops, halters, or crop tops are not to be worn. Sandals or flip-flops may not 
be worn.  

 
 

LOST AND FOUND 
A tub for lost articles is located in the gym foyer.  Periodically, the tub is emptied and the articles of clothing are 
given to the poor.  Please mark all clothing with your child’s name.  Students are responsible for the care of their 
own belongings.  The school is not responsible for lost articles.  

 
 

DISASTER PREPAREDNESS 
 
EMERGENCY CARDS  

In your beginning of the year packet, you will receive two emergency forms for your family- one for 
release in case of illness, and another designating to whom the child may be released in case of extreme 
emergency. These forms should be returned by the end of the first week of school. Efforts will be made to contact 
a parent if at all possible before the child is released to any other person. It is very important that we have current 
phone numbers for both home and work and that alternate names appear on the card in case we cannot reach the 
parents.  

Please notify the school immediately of any changes.  
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EMERGENCIES 
SNOW DAYS  

If it is necessary to close school because of the weather, parents will receive an email blast. a phone 
call informing them of the closing from the room parent of the oldest or only student. If the forecast is 
threatening, announcements are made on the three major television stations- KTVI, KMOV, and 
KSDK. Information can also be accessed on www.ksdk.com website.  Please DO NOT call the 
rectory or faculty/staff at their homes.  
 

UNSCHEDULED EARLY DISMISSAL  
Unless we are forced to leave the building because of an unforeseen situation, this school will not 
close early. In case of severe weather, parents always have the right to pick up their children early. 
We will not send children home to empty homes or unexpectedly; no child will be left unsupervised at 
any time.  
 

       FIRE, TORNADO, EARTHQUAKE DRILLS  
Fire, tornado, indtruder, and earthquake drills are conducted throughout the school year. These drills 
are worked out with the faculty and the students to insure safe and orderly evacuation and 
precautionary measures.  

 
SERIOUS ILLNESS OR ACCIDENT  

The Principal or Secretary will follow the instructions given on the Emergency Forms handed in the 
first week of school. If phone numbers change during the year, please notify the school office 
as soon as possible.  

 
EMERGENCY PROCEDURES  

Please refer to the Disaster Preparedness plan, which outlines disaster emergency procedures in 
Appendix X in the back of this handbook. 

 

DRUG, ALCOHOL, AND SUBSTANCE EDUCATION 
(SJA Board Policy #5207.1,  approved 2005)  

It is recommended that students in grades 1 through 8 receive drug, alcohol and substance education 
annually. The program should be both preventative as well as informative in nature.  

In full support of the Archdiocesan position on Drugs, Alcohol and Substance Abuse, St. Joan of Arc 
School will adhere to the procedural guidelines established in Archdiocesan Policy #4604.1  
 

FACULTY MEETINGS 
Please check the yearly and monthly calendars for the dates of the faculty meetings and workdays.  

 

FIELD TRIPS 
Each class participates in at least one planned field trip each year. Participation is a privilege, not a right, 

of the student. Students whose behavior has been less than expected or students who are not caught up with 
assignments may not be permitted to participate in a field trip, at the discretion of the teachers or principal.  
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The principal must approve all activities planned. Bus transportation is used. A signed permission slip 
from parents is required of all students leaving the school grounds. A copy of the format for the permission slip is 
reproduced at the end of this handbook. Only this form is acceptable for reasons of liability. 

 
 

HEALTH 
 

PHYSICAL EXAMS  
In accordance with the laws of the state and the policy of this school, students in grades K, 3, and 6 are 

required to have a physical examination. A physical given any time within the previous year will be valid for this 
purpose. If you need a health form, please contact the school office or the St. Louis Health Department (314-612-
5000).  This form must be returned to the school office by October 1. Failure to return the form by this date will 
result in the exclusion of the child from school until such time as the form is returned.  

 
ILLNESS DURING THE DAY  

Parents of students who become ill during the day will be contacted if possible. Parents are expected to 
pick up or make arrangements for someone to pick up a child who is ill. We have no facilities to keep a sick child. 
If it is not possible to contact a parent, one of the two persons listed on the Emergency Card will be called.  
 
HEAD LICE  

The child will be excluded until he/she has a doctor's prescription or medicine container to prove that 
treatment has been given, and no evidence of lice or nits (eggs) are found in the hair. If any nits are found the 
child will be sent home for additional combing.  

Head lice should be reported to the principal as soon as diagnosed to prevent their spread to others.  
 

CONTAGIOUS ILLNESSES  
No child should be sent to school and no child will be allowed to remain at school with the following:  
• Fever of 100o or greater.  
• Diarrhea  
• Vomiting  
• Bacterial infections, such as impetigo, strep throat, or ear infections, unless the child has undergone 

24 - 48 hours of treatment and has a doctor's permission to return to school.  
• Unidentified skin rash 
• Chicken pox where blisters are still present  
• CHILDREN SHOULD BE FEVER FREE, WITHOUT MEDICATION, FOR 24 HOURS BEFORE 

RETURNING TO SCHOOL. 
 

MEDICATION 
Administration of Medication in School  
(Archdiocesan Policy, No. #4704)  

School personnel should not dispense prescription or non-prescription medication of any kind to a student 
in school without 1) the direct order of a licensed physician, signed and properly filed with the school; 2) the 
written permission of the parent to dispense medication; 3) proper training on medication administration. 

All medication sent to the school must be kept in a secure place under the supervision of the 
administration.  Students may not carry medication on their person.  (Albuterol Inhalers for students with asthma 
are the exception.)  One staff member must be assigned to administer medication.  Proper documentation must 
be kept on every dose given. 



  32 

 

CHILD ABUSE AND NEGLECT 
St. Joan of Arc abides by the State Child Protection and Reformation Act (RSMO 210) that requires 

school personnel, having reasonable cause to believe that a child, known to them in their professional capacity, 
may be an abused or neglected child, must report to the Missouri Department of Family Services. 
 

PROTECTING GOD’S CHILDREN 
 As mandated by the Archdiocese, all personnel and volunteers at Catholic elementary schools must be in 
compliance with the “Protecting God’s Children” program.  This includes attendance at a “Protecting God’s 
Children” seminar, completion of the Child Abuse Screening form, and the signing the Commitment to Ethical 
Conduct form.  Only those volunteers in compliance will be permitted to volunteer at St. Joan of Arc School. 

INSURANCE 
School Group Accident Insurance is offered to students at the parents' expense through the Archdiocesan 

Student Accident Insurance Program.  Information will be included in the first day family packet. 
 

STUDENT PROGRESS 

PROMOTION  
Students are advanced in grades based upon satisfactory completion of the required academic work for 

the preceding level.  
 

RETENTION  
SJA Board Policy #4303 (Reviewed 2004)  

In accordance with the Archdiocesan policy, a student is considered for retention when he/she lacks skills 
for advancement to the next grade level. The decision for retention rests with the professional educators. 

Parents are to be advised of this possibility as early as possible, normally after the second quarter report 
card. Final decisions are made later in the school year. Close communication with parents throughout the entire 
process of evaluating a student's progress is essential for the child's welfare and parental understanding and 
support.  

The decision to retain students in a grade is based upon the following criteria:  
• Academic readiness  
• Social and/or emotional readiness  
• Other pertinent circumstances 

ACCELERATION  
Acceleration, or continuous level progression, is possible in elementary schools in the Archdiocese at any 

level. The decision for acceleration, however, always involves mutual agreement among the school, parents, and 
student. Judgment for the recommendation is based on objective testing data, teacher observation and the 
student's social and emotional readiness.  
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VISITORS 
Parents are always welcome to visit the school or the classrooms. All visitors must report to the school 

office and sign in. 
 
 
 

 
 The School Board or Principal reserves the right to amend this handbook for just cause. Parents 

will be given written notification if changes are made.  Saint Joan of Arc School policies follow all 
Archdiocesan policies and directives. 
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Appendix I:   PARENT PERMISSION FORM FOR FIELD TRIP PARTICIPATION 
 

 
 
Dear Parent or Guardian: 
 
Your son/daughter is eligible to participate in a school-sponsored activity requiring transportation to a location away from 
the school building.  This activity will take place under the guidance and supervision of employees from St. Joan of Arc 
School. 
 
Name of Event:       
 
Destination:  
 
Designated Supervisor of Activity:   
 
Date and Time of Departure:  
 
Date and Anticipated Time of Return:   
 
Method of Transportation:   
  
Cost:    
 
NOTE:   
 
 
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
PLEASE RETURN BOTTOM PORTION 
 
Name of Event:   
 
Date of Event:   
 
If you would like your child to participate in this event, please complete, sign, and return the following statement of consent 
and release of liability.  As parent or guardian, you remain responsible for any legal responsibility, which may result from 
any personal actions taken by the named student. 
 
I hereby consent to participation by my child, ________________________________ in the event described above.  I 
understand that this event will take place away from the school grounds and that my child will be under the supervision of 
the designated school employee on the stated dates.  I further consent to the conditions stated above, including the method 
of transportation. 
 
 
 
_______________________________________________ _______________________________________________ 
(Print Parent’s Name)     (Parent’s Signature & Date) 
 
 
Please return THE BOTTOM of this form, with fees, by:  
(Checks should be made out to St. Joan of Arc.) 
 
Phone where parents can be reached in event of an emergency: 
    
Home:        Work: 
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Appendix II:  Medication Administration Form 
St. Joan of Arc School 

5821 Pernod Ave. 
St. Louis, MO  63139 

Phone: (314) 752-4171   Fax: (314) 351-8562 
 

ADMINISTRATION OF MEDICATION IN SCHOOL (ARCHDIOCESAN POLICY #4702) 
School personnel should not dispense medication of any kind to a student in school unless acting 
under a direct order, signed and properly filed, of a licensed physician and with the written 
permission of the parent to dispense medication.  All medication sent to the school should be kept 
in a secure place under the supervision of the administration Non-prescription external or internal 
medication should not be administered by the school. 

 
 
 
Child’s Name _________________________________________________ Homeroom _____________ 
 
My child has __________________________________________ drug allergies 
 
I give my permission for the authorized persons at St. Joan of Arc School to administer medication to my 
child, ________________________________ as directed below.  The school has my permission to call 
the physician with any questions regarding the medication. 
 
I understand and acknowledge that any medication administered to my child during school will more than 
likely not be administered by a registered nurse or other medical professional.  In consideration of the 
school administering medication to my child pursuant to this authorization, I hereby release and hold 
harmless the school, the Archdiocese of St. Louis, and their employees, agents, or representatives, from 
any liability that may arise from administering medication to my child. 
 
Date: _____________________            _____________________________________________________ 
         Parent Signature 
 
 
 
Name of medication: ___________________________________________________________________ 
 
Dosage: ______________________________________________________________________________ 
 
Time Interval: _____________________________   To be given: From __________ to __________ 
 
       Daily __________ as needed __________ 
 
Diagnosis or reason for giving: ___________________________________________________________ 
 
Special instructions/considerations: ________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Date: ____________________ _______________________________________________________ 
        Physician’s Signature    
     

TO BE COMPLETED BY PARENT: 
 

TO BE COMPLETED BY PHYSICIAN: 
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Appendix III:  PARENTAL CONSENT FOR STUDENT TO ADMINSTER EMERGENCY 
MEDICATION 

 
 
Date: ________________ 
 
Student Name: ____________________________________ Grade: ______________ 
 
 
My child may carry with him/her and administer his/her own emergency medication.  I realize that the 
school is not responsible for the benefits or consequences of the medication.  The school bears no 
responsibility for assuring that the medication is taken.  I also understand that if the student abuses the 
policy of carrying his/her medication, the medication will be confiscated and the privilege will be 
taken away. 
 
 
Name of medication: ________________________________________________________ 
 
 
Reason for taking medication: _________________________________________________ 
 
 
My child has _________________________________________ drug allergies. 
 
 
Signature: ____________________________________ 
 
 
Relationship to student: __________________________ 
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Appendix IV: STUDENT ASTHMA ACTION CARD 
 
 
Name _________________________________ Grade ____________ Age_________ 
 
Teacher_____________________________________ 
 
Parent/Guardian ______________________________ Phone (Home) ___________________ 
 
 Address _______________________________ Phone (Work) ____________________ 
 
Parent/Guardian ______________________________ Phone (Home) ___________________ 
 
 Address _______________________________ Phone (Work) ____________________ 
 
Emergency Phone Contact #1 ______________________________________________________ 
     Name     Relationship 

Phone _____________________ 
 
Emergency Phone Contact #2 ______________________________________________________ 
     Name     Relationship 

Phone _____________________ 
 
Physician student sees for Asthma __________________________ Phone _________________ 
 
Other Physician ________________________________________  Phone _________________ 
 
DAILY ASTHMA MANAGEMENT PLAN 
 Identify the things, which start an asthma episode (check each that applies to student): 
 
_____ Exercise   _____ Strong odors or fumes  ___________Other: 
_____ Respiratory infections  _____ Chalk dust   ___________ 
_____ Change in temperature  _____ Carpets in the room  ___________ 
_____ Food _____________  _____ Pollens    ___________ 
     _____ Molds 
 
Control of School Environment 
(List any environmental control measure, pre-medications, and/or dietary restrictions that the student 
needs to prevent an asthma episode) 
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
 
Peak Flow Monitoring 
Personal Best Peak Flow Number ___________________________________________ 
Monitoring Times ________________________________________________________ 
 
Daily Medication Plan: 
 Name    Amount    When to Use 
1.  ________________ ________________________ _____________________ 
2.  ________________ ________________________ _____________________ 
3.  ________________ ________________________ _____________________ 
4.  ________________ ________________________ _____________________ 
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Appendix V:  EMERGENCY PLAN 
 
Emergency action is necessary when the student has symptoms such as: 
 
 
or has a peak flow reading of ________________________. 
 
Steps to take during an asthma episode: 
1.  Give medication as listed below. 
2.  Have student return to the classroom if ________________________________________________. 
3.  Contact parent if _________________________________________________________________. 
4.  Seek emergency medical care if the student has any of the following: 
 No improvement 15-20 minutes after initial treatment with medication and a relative cannot be  
 reached. 
 Peak flow of  ____________________. 
 Hard time breathing with 
  Chest and neck pulled in with breathing 
  Child is hunched over 
  Child is struggling to breathe 
  Trouble walking or talking 
  Stops playing and can’t start activity again 
  Lips or fingernails are gray or blue 
 If This Happens, Get Emergency Help Now! 
 
Emergency Asthma Medications 
 

Name    Amount   When to Use 
1. _______________  __________________ _____________________ 
2. _______________  __________________ _____________________ 
3. _______________  __________________ _____________________ 
4. _______________  __________________ _____________________ 
 
Comments/Special Instructions: 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 

 
 
__________________________________________  ______________________ 
                   Parent Signatue       Date 
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Appendix VI: EMERGENCY MEDICATION PROCEDURE FORM 
 
 

ST. JOAN OF ARC SCHOOL  
EMERGENCY MEDICATION PROCEDURE FORM 

 
 

Name of Student __________________________________ Grade/Teacher__________________________ 
 
Name of Physician _________________________________ Physician’s Phone Number ________________ 
 
Name of Medication ____________________________  Dosage _______________________  Time __________ 
 
Medication must be administered following the School Medication Policy.  
The medication must be labeled with the student’s name. 
 
Responsibilities for Carrying Medication 
 
Observed 
Yes No 
____    ____ Action Plan Returned 
____ ____ Correct Use of Medication 
____ ____ Proper timing for medication use 
____ ____ Keep medication in students’ belongings, or in case of secondary student, in the locker 
____ ____ Agrees to come directly to the Health Room if the student continues to have symptoms after  
  using the medication. 
____ ____ Provides a second medication container to be kept in the Health Room (required at the  
                        elementary level, recommended at the secondary level). 
 
THE STUDENT DOES/DOES NOT DEMONSTRATE MEETING THE ABOVE SPECIFIED RESPONSIBILITIES. 
THE PRIVILEGE OF CARRYING THE MEDICATION WILL/WILL NOT BE ALLOWED. 
 
________________________________________ _________________________________ 
 Student’s Signature     Principal/School Nurse) 
 
Comments: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
 
_______________________________________  ________________ 
  Parent Signature    Date 
 
_______________________________________  ________________ 
 Signature of School Nurse    Date 
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Appendix VII:  School Board Constitution 
 

ST. JOAN OF ARC PARISH SCHOOL BOARD 
CONSTITUTION 

 
 

ARTICLE I 
The name of this body will be the St. Joan of Arc Parish School Board. 
 
 

ARTICLE II 
Purpose and Function 

 
Section 1.  The following are functions of the Board: 

a. establishing the philosophy and goals for the educational programs; 
b. interpreting and applying the policies of the Archdiocesan Board of Education; 
c. formulating additional policies which may be necessary; 
d. evaluating the implementation of policies; 
e. approving the budget to be recommended to the Pastor; 
f. recommending to the Pastor the employment of the Principal; 
g. developing long range planning and community relations; 
h. ensuring the accountability of the school to the Parish community. 

 
 

ARTICLE III 
Membership 

 
Section 1.  Voting membership of the Board: 

a. There shall be a minimum of five members of the board. Up to three members may be 
appointed by the Pastor. 

b. The members shall consist of a minimum of three parents of children registered in St. 
Joan of Arc School for the term immediately following their elections. 

 
Section 2.  Ex-officio, non-voting membership of the Board: 

a. The Pastor is an ex-officio, non-voting member of the board; 
b. The Principal shall serve as the executive secretary of the board.  The Principal is an 

ex-officio, non-voting member of the board who is responsible to the board for: 
policy implementation; preparing the agenda for all board meetings with the 
president; reporting information. 

 
Section 3.  The Executive Board shall be composed of the voting membership and the ex-officio non-
voting membership. 
 
Section 4.  The term of service for each of the members shall be three consecutive years. For purposes 
of continuity and selection, a member will maintain the status he/she had at the time of his/her election 
or appointment throughout his/her term.   
 
Section 5.  Upon missing three meetings, excused or unexcused, during a school year (June through 
May), and with approval by the Pastor, a board member may be asked to resign.  The Pastor would 
appoint a new member. 
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Section 6.  No person shall serve on the school board while a member of the executive board of the 
Parent/Teacher Organization of St. Joan of Arc School.  Upon election or appointment to the PTO 
executive board, the school board member shall forfeit the school board seat, and a vacancy on the 
board will be declared. 
 
Section 7.  Vacancies shall be filled by the vote of the board, with approval of the Pastor, giving first 
preference to those persons who were candidates in the preceding election.  The person so chosen shall 
serve the remainder of the term of the member replaced. 
 
 

ARTICLE IV 
Officers 

 
Section 1.  The officers of the board shall be: president, vice-president, and secretary. 
 
Section 2.  The duties of the officers shall be as follows: 

a. The president shall preside at all regular and special meetings of the board; with the 
principal, prepare the agenda for all board meetings; appoint members to serve on 
committees. 

b. The vice-president shall perform all the duties of the president when the president is 
absent, unable to act, or resigns. 

c. The secretary shall record the minutes of the board meetings; prepare, receive, and 
dispose of all correspondence as directed; preserve all reports and documents 
committed to his/her care. 

 
Section 3.  In the event of the absence of both the president and vice-president at a board meeting, the 
members present shall elect a temporary presiding officer. 
 
Section 4.  The process for the election of the officers is as follows: 

a. The officers will be elected annually by the voting membership at the regular May 
meeting.  The term of office shall be June through May. 

b. Candidates for office are solicited on a volunteer or nomination basis at the previous 
regular April meeting. 

c. All voting members of the board are eligible for office. 
  

 
ARTICLE V 

Appointments and Committees 
 

Section 1.  The president shall appoint any voting member of the board to act as liaison to the Parish 
Council. 
 
Section 2.  When appropriate, or in the absence of the president and vice-president, the president may 
appoint any voting member to represent the interests of the board. 
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Section 3.  Standing Committees: 
In order to expedite the business of the board, there shall be standing committees, each with a 
chairperson and members appointed by the president. 

a. The Finance Committee shall: 
Assist in the formation of the school budget; investigate tuition and fees; encourage prompt 
payment of tuition and fees. 

b. The Public Relations/ Marketing Committee shall: 
Perform all public relations activities; handle the annual election of new board members.  
Develop, maintain and coordinate the marketing plan; represent the school and parish at 
meetings, Open Houses or other marketing events 

c. The Technology Committee shall: 
Assist the Technology coordinator in the set up and maintenance of equipment.  Assist in the 
development of the school’s technology plan and provide advice and recommendations for 
future technology directions and purchases. 

d. The Policy Committee shall: 
Initiate the periodic review of school policies; with Administration, form and recommend 
additional policies to be adopted by the board as the need arises. 

e. The Buildings and Safety Committee shall: 
Complete building inspections, prioritize repair needs, and recommend improvements.  Review 
safety plans and assist with implementation as needed. 

 
Section 4.  Ad Hoc Committees: 
When an intensive study of a particular issue is deemed necessary, an ad hoc committee may be 
created, with the knowledge and approval of the board; that is, approval must be given by the board’s 
voting members and all ex-officio, non-voting members.  In this event, the chairperson and members 
shall be appointed by the president. 
 
Section 5.  Chairpersons and members of all standing and ad hoc committees will consist of voting 
board members.  Ex-officio and non-board members may serve on standing and ad hoc committees in 
an advisory role only, and shall be considered ex-officio members of said committees. 
 
Section 6.  The president of the board shall be an ex-officio member of all committees. 
 

 
ARTICLE VI 

Meetings 
 
Section 1.  The meetings shall be scheduled on the second Tuesday of the meeting month.  Special 
meetings may be called, as needed, by the president or by a simple majority of the voting members.  
Reasonable notice as to date, time, and location shall be given in advance of all meetings. 
 
Section 2.  For the purpose of transacting official business, it shall be necessary that a quorum (simple 
majority) of the voting members be present. 
 
Section 3.  A simple majority of the voting membership present shall carry a motion unless otherwise 
specified in the constitution. 
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Section 4.  All meetings of the board are to be open meetings unless designated as being closed 
(executive session) at a regular meeting, by a simple majority of the voting membership present.  The 
vote to close a session may designate the remaining part of that current meeting or the next regular 
meeting as the closed executive session.  Decisions made in an executive session must be presented 
and voted upon at an open session before becoming effective. 
 
Session 5.  Non-members will be permitted to address the board at regular meetings.   
Recognition will be granted on one of two ways: 

a. by advance written request to the president prior to the meeting. 
b. by signing a register on a first come, first served basis prior to the meeting, stating name and 

topic.  Appropriate limitations with regard to number of speakers, time allotted, and type of 
discussion will be determined by the presiding officer. 

 
 
 

ARTICLE VII 
Election/Appointment of New Board Members 

 
Section 1.  Qualifications of candidates for appointment and approval to the board: 

a. All candidates must be registered members of St. Joan of Arc Parish or school and in good 
standing as determined by the pastor. 

b. All candidates must be at least twenty-one years of age. 
c. No more than one member of a household shall serve on the board at the same time.   
d. No paid employee of St. Joan of Arc Parish and/or School shall serve on the board. 

 
Section 2.  Selection of candidates for election to the board: 

a. The names of the candidates may be obtained by nomination, recruitment, or on a volunteer 
basis.  All names shall be submitted to the pastor for his approval; names obtained by 
nomination and recruitment shall meet with pastor approval before these persons may be 
contacted. 

 
Section 3.  Publicity 
Personal data shall be collected from each candidate in the form of a short biography and statement of 
reasons for wanting to be a board member.  These biographies shall be publicized through the Parish 
Bulletin website. 
 
Section 4.  The appointment: 

a. The parish appointment of board members shall be held in May. 
b. Approval of new members shall be by a plurality of votes by current board members.  Results 

shall be reported to the pastor. 
c. All new terms shall commence at the regular June meeting.  The term of service shall be June 

through May. 
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ARTICLE VIII 
Amendments 

 
Section 1.  This constitution may be amended by a vote of two-thirds of the voting board Membership 
with approval by the pastor, subject only to regulations of the Archdiocesan Board of Education and 
approval by the pastor. 
 
Section 2.  Amendments must be presented in writing to the board at least one month prior to voting 
on such. 
 
Section 3.  Bylaws may be amended by a vote of more than a simple majority of the voting board 
members present at any regular meeting provided there is a quorum and provided the amendment has 
been presented in writing at the previous meeting of the board. 
 

 
 

ARTICLE IX 
Conduct of Meetings 

 
The rule of parliamentary procedure as contained in the current edition of Robert’s Rules of Order 
shall govern all proceedings not covered in this constitution. 
 
Initial approval  May 26, 1980 
Amended   July 13, 1982 
Revised   February 14, 1984 
Revised   April 9, 1985 
Amended and revised  April 14, 1992 
Amended and revised  April 11, 2000 
Amended and revised  April 8, 2011 
Revised   October 25, 2011 
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Appendix VIII:  PTO CONSTITUTION 
 

PARENT/TEACHER ORGANIZATION OF ST. JOAN OF ARC SCHOOL 
CONSTITUTION 

 
ARTICLE 1: NAME 

The name of this organization shall be the Parent/Teacher Organization of St. Joan of Arc School.  
 
 

ARTICLE II: PHILOSOPHY AND OBJECTIVES  
Based upon the belief that parents are the primary educators of their children, the objectives of this organization 
are: 

• to advance Catholic education;  
• to promote activities for the benefit of family and school, and  
• to enhance the parents' and teachers' role in education by increasing the knowledge of education 

and its processes, by increasing the mutual understanding of children, and by providing an 
opportunity for parents and teachers to work together for the good of the children  

 
 

ARTICLE III: MEMBERSHIP 
Members shall consist of the Principal, faculty members and parents or guardians of the students of St. Joan of 
Arc School and the Parish School of Religion.  

 
 

ARTICLE IV: MANAGEMENT  
Section 1. The Executive Board shall be composed of the officers, the chairpersons of standing committees, and 
the ex-officio, non-voting Spiritual Advisor. The Spiritual Advisor shall be the Pastor or his appointee.  
 
Section 2. The Executive Board shall manage the organization with the consensus of the general membership. 
The Executive Board shall report its interim actions and recommendations at each General Meeting.  
 
Section 3. Two members of a household shall not be eligible to serve concurrently on the Executive Board.  
 

 
ARTICLE V: OFFICERS  

Section 1. The officers of this organization shall be president, vice-president, secretary, treasurer and faculty 
representative. These officers shall perform the duties prescribed in the Bylaws and according to the 
parliamentary authority.  

 
Section 2. The officers, except the faculty representative who shall serve a one-year term, shall serve a two-year 
term or until a successor is elected. The two-year officers shall be elected in alternate years: president and 
secretary in even-dated years, vice-president and treasurer in odd-dated years. Term of office shall be from July 1 
to June 30.  

 
Section 3. Officers shall be members of the Organization. Only the Principal or faculty members shall be eligible 
for the office of faculty representative. No officer shall be eligible to hold the same office for more than two 
consecutive years.  
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ARTICLE VI: MEETINGS  

Section 1 The executive Board shall meet at least ten times a year.  Special Board meetings may be called as 
necessary by the president or three Executive Board members.  A quorum of the Executive Board shall be a 
majority of the board; of that majority, three shall be officers. 

 
Section 2.  There shall be five General meetings, two each school semester, and a General Meeting in May for 
the purpose of elections. The president or three Executive Board members or the general membership may call 
special General Meetings as necessary. The general membership may call a Special General Meeting by a vote 
at a General Meeting or by a written petition from twenty-five members. At a General Meeting twenty-five 
members present shall constitute a quorum. 
 
Section 3.  All meetings shall be open. All meetings shall be announced in the parish bulletin.  
 
Section 4.  The Annual Meeting shall be the May General Meeting.  Written annual reports of all committees shall 
be submitted at the Annual Meeting.  

 
 

ARTICLE VII: AMENDMENTS  
Amendments to this Constitution shall be proposed in writing at one General Meeting and considered at the next. 
A 3/4 vote of the attending membership is necessary to amend the Constitution.  

 
 
 

BYLAWS 
 

ARTICLE I. DUTIES OF OFFICERS 
Section 1.  The president shall preside at all meetings and implement the directives of the Bylaws. The president 
shall coordinate the work of the officers and committees, and shall be an ex-officio member of all Standing 
Committees. The president shall nominate chairpersons of Standing Committees and appoint chairpersons of 
special committees.  

 
Section 2.  The vice-president shall aid the president and perform the duties of the president in the absence of 
that officer. The vice-president shall be the representative to the Parish Council and shall be an ex-officio member 
of all Special Committees, except the Nomination and Investigation Committees.  

 
Section 3. The secretary shall maintain a written record of all acts of the organization; conduct, receive and 
dispose of all correspondence as directed, and preserve all necessary reports and documents.  

 
Section 4.  The treasurer shall have custody of the funds of the organization; shall keep a full and accurate 
account of the receipts and expenditures; and shall make disbursements within the approved budget. The 
treasurer shall make a verbal financial report at each General Meeting and a written annual report.  

 
Section 5.  The faculty representative shall coordinate the interests of the faculty with actions of the organization. 
The faculty representative shall preside at meetings in the absence of both the president and vice-president.  
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ARTICLE II: NOMINATIONS AND ELECTIONS  
Section 1.  The Executive Board shall appoint three persons to the Nomination Committee. The committee shall 
elect its chairperson from among its members.  
 
Section 2.  The Nomination Committee shall present candidates for each office at the General Meeting preceding 
the elections.  Additional nominations may be made from the floor at that General Meeting, subject only to the 
consent of each nominee and approval by the Spiritual Advisor. A short biography of the nominees for each office 
shall be published before each election.  

 
Section 3.  Regular elections shall be held at the Annual meeting. The Nomination Committee shall organize and 
hold the elections.  

 
Section 4. Voting shall be by secret ballot. A majority of all votes cast shall constitute an election. If no candidate 
wins a majority, a run-off for that off ice shall be held between the two nominees with the tied number of votes on 
the first ballot.  
 
 
ARTICLE III: COMMITTEES  
Section 1. There shall be five Standing Committees: Faculty Assistance, Finance, Membership, Program, and 
Publicity. Their term of office shall be one year. Chairpersons of Standing Committees shall be nominated by the 
President and ratified by the other elected officers. The Chairperson shall appoint additional committee members 
from among the general membership.  
 
Section 2. The Faculty Assistance Committee shall assist the faculty and administration with volunteer services to 
the staff.  
 
Section 3. The Finance Committee is responsible for budgeting, investigating purchases, recommending fund-
raising activities and conducting an annual audit. All fund raising committees are to submit a written report to the 
finance committee chairperson who shall report to the PTO Board.  At the first General Meeting the Committee 
shall submit an audit for the previous year and a budget for the coming year.  
 
Section 4. The Membership Committee shall welcome, orient and encourage new members, develop activities for 
members to become acquainted and to socialize, and provide membership rosters.  
 
Section 5. The Program Committee is responsible for establishing programs of interest to parents and faculty at 
the General Meetings and organizing other special events.  
 
Section 6. The Publicity Committee shall communicate to the membership upcoming events or programs, and 
advertise to the Parish public fund-raising and special events.  
 
Section 7. Special committees may be appointed by the President of the Executive Board.  



  48 

 
ARTICLE IV: VACANCIES AND DISMISSALS SECTION 
SECTION I:  A vacancy of any office shall be filled only for the remaining term by an election of a new officer as 
provided in Article 11, Nominations and Elections. An interim officer for office vacancies, except for that of 
President, shall be appointed by the Spiritual Advisor, with approval of the Executive Board. For a vacancy of the 
Presidency, the Vice- President shall assume the duties of acting-President until the election and installation of a 
new President. The Spiritual Advisor with approval of the Executive Board, shall appoint an interim Vice-President 
until the acting-President returns to the duties of Vice-President.  
 
SECTION 2. Officers may be dismissed from office for cause. An Investigation Committee shall be appointed 
upon receipt of a written complaint signed by twenty-five members. The Investigation Committee shall be 
composed of the Spiritual Advisor, an appointee of the President and an appointee of the Vice-President. Should 
the complaint be against the President or Vice-President, the Faculty Representative shall make that appointment. 
The Investigation Committee shall recommend subsequent action. Only if the Committee finds sufficient cause, 
shall a report of the investigation be given and a vote of the membership taken. A majority vote shall carry a 
motion on retention or dismissal.  
 
 
ARTICLE V: FEES 

An annual fee per family shall be collected. These funds shall be used to develop quality programs, to 
reduce the costs for social activities, and to offset operating expenses.  
 
 
ARTICLE VI: DISPOSAL OF ASSETS 

All funds shall be disposed of each year for the benefit of the school or this organization except for 
minimal maintenance funds in required accounts. The Fiscal year shall begin June 1 and end May 31.  

 
 

ARTICLE VII: PARLIAMENTARY AUTHORITY 
 The rules contained in the current edition of Robert's Rules of Order, Revised, shall govern the 

organization in all cases where the rules are not in conflict with these Bylaws. Both the Vice-President and 
Secretary shall maintain a copy of the current edition for meeting reference.  

 
 

ARTICLE VIll: AMENDMENTS  
Amendments to these Bylaws shall be proposed in writing at one General Meeting and considered at the 

next. A two-thirds vote of the attending membership is necessary to amend the Bylaws.  
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Appendix IX: DISASTER PREPAREDNESS PLAN 
 

ST. JOAN OF ARC SCHOOL 
DISASTER PREPAREDNESS PLAN 

Because most disasters strike without warning, it is important that as many preparations as possible be 
made ahead of time.  The purpose of these preparations is to enable all persons connected with the 
school to react quickly and calmly to insure the safety and the well being of each student. 
 
The advance responsibilities for each staff member, students, and parents are listed below: 
 
The SCHOOL PRINCIPAL shall: 

1. Establish a disaster emergency plan for the school. 
2. Instruct all staff members as to their duties. 
3. Be responsible for all signals during an emergency. 
4. See that emergency equipment and supplies are in usable condition at all times. 
5. Know how to cut off utilities, if necessary. 
6. Schedule regular drills and practices.  Hold practices at least two times during the school year 

for disasters and hold fire drills once a month.  Maintain in the office files, a record of the date, 
hour, and nature of each drill. 

7. Inform the parents as to the school’s defense plans. 
8. Name two staff members who will assure authority in the principal’s absence.  Review at least 

annually with these alternates the procedures to follow should emergency conditions arise. 
9. Update, revise, and submit to the School Board the disaster emergency plan for the school. 

 
The LEARNING CONSULTANT will: 

1. Meet with the principal yearly to review school disaster plans and be prepared to implement 
such plans if the principal is off campus at the time of a disaster. 

2. Review the teacher disaster responsibilities yearly and be prepared to implement them. 
 
The SECRETARY will: 

1. See that the disaster kit is supplied with class rosters, signs for student dismissal area, and 
release forms for students. 

2. Keep emergency cards in a readily available area. 
3. Keep megaphones, radio and other emergency materials in a readily available place. 
4. Check emergency release cards by the 3rd week of school and notify the principal if any are 

missing or incomplete. 
5. Keep track of drills in a file with time and date. 

The CUSTODIAN will: 
1. Have the necessary wrenches readily available to shut off gas and water. 
2. Know the whereabouts of all fire extinguishers. 
3. See that all fire extinguishers are charged at least once a year. 

 
The STUDENTS will: 

1. Memorize school emergency procedures. 
2. Know and use the safest and most direct route to and from school. 
3. Know emergency procedures if an earthquake occurs on the way to or from school. 
4. Stay in the open. 
5. Move away from buildings, trees, and wires. 
6. DROP 
7. After the quake stops, continue on your original destination. 
8. Know the persons your parents have listed on your emergency release card who will take care 

of you if your parents are not home. 
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The PARENTS will: 
1. Be certain that the Emergency Form and Disaster Release Form are accurately and completely 

filled out and returned to school.  Any changes that are made during the school year (phone 
numbers, address, etc.) should be sent to the school immediately. 

2. Make certain that your child understands and uses the safest and most direct route to and from 
school. 

3. Make certain your child understands where to go when an emergency arises en route to and 
from school. 

4. Be aware of, support, and reinforce the emergency procedure information your child receives at 
school. 

 
The TEACHERS will: 

1. Know the school procedures for various types of disasters. 
2. Keep the classroom emergency packet readily available (next to classroom doorway). 
3. See that your students memorize and carry out disaster procedures. 
4. Have an EXIT MAP and PROCEDURES posted in your classroom at all times. 
5. Know that you are primarily responsible for the safety and welfare of your students at all times. 

 
 
 

DRILL PROCEDURES 
FIRE 

1. All school personnel, students, and visitors shall leave the building immediately. 
2. Students should not take anything with them (books, jackets, etc.) 
3. There should be no talking, running, pushing, or skipping.  Speed should be subordinate to 

control and order. 
4. The first person to reach any outside door shall open it and push it open as far as it will go so 

that it will remain open. 
5. The teachers shall take the emergency packet, close the classroom door and proceed with the 

class. 
6. Students shall proceed to assigned places. 

a. Students who are out of the room shall join the nearest lines in exiting and once outside 
join their own group. 

b. In no case, shall any group stop less than fifty feet from the building. 
c. No students shall stop in front of the gates or other entrances that may be used by the 

fire department. 
 
 
EARTHQUAKE 
The principal or her delegate shall use the PA system to signal an earthquake.  Teachers shall 
immediately give the command to “DROP”. 
  

IF INSIDE: 
a. Get under a table or desk. 
b. Drop to both knees with back to the windows and knees together. 
c. Grasp desk or table legs with both hands and hold tight. 
d. Keep body under or below equipment. 
e. Students in the Parish Center should go to the nearest wall, drop to both knees facing 

the wall and cover their heads with their arms. 
f. Wait for further instructions. 

 
 If OUTSIDE: 

a. Get clear of buildings, power lines, light poles, etc. 
b. Drop down to ground and hold on to some object if possible. 
c. Stay clear and wait for further instructions. 
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EMERGENCY RESPONSIBILITIES 

 
BOMB THREAT 
 
Person receiving threat: 

1. Try to authenticate the message.  Delay the caller with such statements as: “I am sorry, I did not 
understand you.  What did you say?” 

2. Note the following, if possible: 
• Sex of caller and approximate age. 
• Voice quality, accent, and peculiar speech mannerisms. 
• Exact time the call was received. 
• Background noises, music (type), motors, traffic. 

 
Immediately after the caller hangs up, the following steps are to be taken: 

1. Call Emergency 911, Police (444-0100) or Fire (353-3406). 
2. In consultation with the fire and police officials, the principal shall decide to hold a fire drill or 

take other actions. 
3. If the building is evacuated, the students are to remain in their area until the fire chief declares 

the building safe or directions are given to move to another area. 
4. If the building is declared unsafe, the PTO phone chain system and school email blast (if 

possible) will be used to alert parents to take children home. 
5. No publicity is to be given to bomb threats, even within the school. 

 
 
CHEMICAL ACCIDENT 
Police, fire department, or civil defense officials usually notify the school if a chemical accident occurs 
sufficiently near the school to be a threat to the school.  Accidents of this type include an overturned 
tanker, a broken fuel line or an accident in a commercial establishment.  These accidents might be a 
danger if they happen too close to school or if the wind is such that it would carry the fumes to the 
school. 
 
If such an accident occurs, the Principal would direct the following procedures: 

1. Determine the need to evacuate the building (fire drill procedure). 
2. Determine the need to leave school grounds. 
3. If it is necessary to evacuate the area, move crosswind, never directly with or against the wind, 

which may be carrying fumes. 
4. Give first aid, if necessary. 
5. Notify:  Fire (353-3406), Police Department (444-010), Emergency (911) 
6. The Principal will direct further action as required.  Students and staff must not return to school 

until fire department officials have declared the area to be safe. 
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EARTHQUAKE 
 
The PRINCIPAL shall: 

1. Ring the hand bell or send a verbal message from teacher to teacher (if electricity is out) to 
evacuate the building.  Bring the earthquake kit and radio to the yard. 

2. Direct assigned staff to render first aid to injured students and with the help of on site aid to 
locate missing students. 

**Note on first aid card:  Child’s name, Date, Time, Treatment Given 
3. Direct the custodian to notify utility companies of breaks or suspected breaks. 
4. Request aid from Civil Defense Agencies, Fire Department, and Police as necessary. 
5. Determine the advisability of closing the school.  Direct the release of students to parents or 

appropriate adults (names on Emergency Release Form). 
 
The assigned staff member #1 (LEARNING CONSULTANT) will: 

1. Assume all the principal’s responsibilities if she is off campus at the time of disaster. 
2. Assist the principal as needed. 
3. Shut off gas and electricity if necessary, if custodian if not available. 

 
The SECRETARY will: 

1. Bring emergency cards, class lists, first aid kit and Disaster Release and Emergency forms to 
the yard. 

2. Monitor radio broadcasts and keep the principal informed. 
3. Post signs for parent pick up area. 
4. Secure parent or designated adult signatures as students are released (dismissal cards). 

a. If other than parent picks up child, check emergency release card for their name.  If the 
person is not named on the card, the child may not be released. 

b. As child: “Do you recognize this person?  Do you feel safe with him/her?” 
5. Help out setting up first aid station. 

 
*First Aid and Dismissal Area will be set up in the same area. 
The secretary will be assisted by assigned teachers. 
 
The CUSTODIAN will: 

1. Shut off gas, electricity, and water if necessary. 
2. Lock all building doors and school gates. 
3. Survey school plant and report damage to principal. 
4. Take steps necessary to conserve useable water supplies. 
5. Help out at the First Aid station. 

The TEACHERS will: 
1. Give the “DROP” command (avoid glass). 
2. Open classroom door. 
3. DROP 
4. Listen for hand bell/oral directions from the principal. 
5. Leave the building, having students get backpacks and coats. 
6. Alert runner of any injuries in the classrooms.  If a teacher-student is injured, one teacher takes 

two classes and one teacher stays with student.  Send a message in writing if teacher is hurt. 
7. Teachers will work in pairs with their classes “buddy teachers”. 
8. Leave building to assigned place in yard on Hampton side of school. 
9. Check “Buddy Teacher”. 
10. Take emergency packet from wall at classroom exit. 
11. Students, when outside, should sit on the ground in a circle. 
12. Take attendance, notify runner of any missing students. 
13. Keep students occupied.  Maintain control of class and wait for further directions from the 

principal.  Prevent children from roaming. 
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The STUDENTS shall: 
1. DROP 
2. Listen for hand bell/teacher directions. 
3. Evacuate to schoolyard when directed.  Listen for further directions.  Leave through assigned 

doors. 
4. Sit in a circle as directed by your teachers and be calm. 

 
The PARENTS are asked to: 

1. Not phone the school.  Not be in the building. 
2. Listen to the radio station KMOX (1120 AM) or check the following television stations:  KTVI 

(channel 2), KMOV (channel 4), KSDK (channel 5). 
3. Report to student pick up area (look for sign). 
4. You may volunteer if you are calm.  In an emergency, you may be able to assist school 

officials.  Report to principal, first aid area, or dismissal area. 
5. Sign out children before taking them from school.   

 
 

EXPLOSION 
DROP command is to be given by the teachers immediately in the event of an explosion at the school 
or within a school building.  If the explosion occurs within the building or threatens the building, the 
principal will direct the evacuation of the building and the following procedures: 

1. Sound the fire school alarm. 
2. Move to an area of safety and maintain control of the students. 
3. Give first aid as necessary. 
4. Notify:  Emergency 911 and the Archdiocesan Office (792-7336). 
5. Notify the utility companies of any break or suspected break in lines. 
6. Students and staff must not return to the school until fire department officials declare the area 

safe. 
 

FALLEN AIRCRAFT 
Warning of a fallen aircraft is usually by sight, sound, or fire.  If an aircraft falls near the school, the 
principal will direct the following actions: 

1. Determine which emergency action should be implemented. When necessary the teachers will 
take immediate action to ensure the safety of students. 

2. Evacuation of the building is to occur only if it would be unsafe to remain in the building. 
3. If evacuation does occur, the students and staff must be kept at a safe distance from the aircraft 

in case it were to explode.   
4. Give first aid as necessary. 
5. Notify:  Emergency 911 and the Archdiocesan Office (792-7336). 

 
 

FIRE 
In the event a fire is detected within the school building, the following actions will be taken: 

1. Sound the fire alarm. 
2. Assemble the staff and students a safe distance from the fire and away from fire fighting 

equipment. 
3. Notify Emergency 911. 
4. Keep access to school grounds open for emergency vehicles. 
5. Notify utility companies of a break or a suspected break in lines. 
6. Determine whether students and staff should evacuate campus. 
7. Students and staff should not return to the school until the fire department officials declare the 

area safe. 
8. Notify the Archdiocesan Office (792-7336). 
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WAR 
Strategic Warning:  Notification that enemy initiated hostilities may be imminent is disseminated by 
the news media.  No public warning will be sounded and no estimate can be made of the duration of 
the strategic warning condition. 
 

The following actions will be taken: 
• Upon direction of the Civil Defense authorities, the principal sees that parents 

are notified and the school will be closed. 
• The Archdiocesan Office will be notified (792-7336). 

 
Attack Warning:  Warning may be disseminated by public warning device and consists of a three 
minute warbling or series of short blasts.   
  

The following actions will be taken: 
a.  Teachers will: 

• direct the students to TAKE COVER. 
• take precautions to minimize the possibility of persons being struck by flying 

objects such as glass or other objects. 
• plan quiet recreation activities that will help relieve tension. 

 
b.  The secretary will monitor the Emergency Broadcast System on the radio     for official 
information and instructions. 
 

The teachers and students will remain in the classroom until further advised by the principal. 
 
Surprise Attack:  Initial information is the detonation of a weapon.  This is accompanied by 
extremely intense light and heat.  The light is followed by a heavy shock (Blast) wave. 
 
 The following actions will be taken: 

• The teachers will give the DROP command. 
• When the blast has passed, the principal will order all to remain in the classrooms for 

protection against fallout or she will give the order to evacuate. 
• Teachers will administer first aid as necessary. 

 
 
 

DISTURBANCE/POSSESSION OF WEAPON 
Disturbance is defined as any presence on the school premises by authorized or unauthorized persons 
whose purpose and conduct is antagonistic to the orderly operation of the school and the welfare of 
students and staff.  In such an incident the major objective is to keep school personnel and students 
from undue exposure to danger. 
 
A plan for dealing with such disturbances should include the following steps: 

1. Notify the police. 
2. Announce to teachers and staff that all classroom and exterior doors need to be locked and 

secured. 
3. Inform the pastor (823-2838) and Catholic Education Office (792-7336) of the situation. 
4. Follow the advice of the police in taking action to address the situation. 
5. Maintain all students in the classroom until further notice regardless of bells and schedule.  

Teachers and staff should utilize best judgment in deciding what activities to engage students in 
during the emergency (e.g. express concerns, offer reassurance, continue lesson or alternative 
learning experience).  Students should be instructed to stay away from windows and doors  

6. Move secretarial staff to a secure area (principal’s office) in order to maintain open lines of 
communication. 

7. Identify staff to provide first aid. 
8. Detail an accurate account of the incident at its conclusion. 
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If an individual possesses a weapon, a plan for dealing with the situation could include the following 
steps: 

1. Notify the administrator of the presence of an individual with a weapon.  
2. Remain calm.  If possible, remove other students to a designated place (e.g. library, cafeteria).  

If not possible, attempt to prevent students from antagonizing the person with the weapon.  Ask 
the individual (in a quiet, non-threatening manner) to accompany the teacher/administrator to 
the office. 

3. Ask the individual to surrender the weapon (if situation warrants).  If applicable, ask the 
individual to speak to you without pointing the weapon at you. 

4. Notify the police, providing details and location.  Follow the directions of the police upon their 
arrival on the scene. 

5. Notify the parents of the student possessing a weapon. 
6. Notify the pastor (823-2838) and the Catholic Education Office (792-7336). 
7. Notify all school families of what happened and how the incident was resolved.  (See Appendix 

H.) 
 
Administrators may wish to consult their local police department for further guidance in dealing with 
an individual with a weapon. 
 
 
 

UNAUTHORIZED ENTRY/STRANGER ON CAMPUS 
Individuals from outside the educational community, at times, can pose a threat to the safety and 
welfare of the students and staff.  Administrators should be aware of any problems or situations within 
the educational or larger community that may set the stage for unauthorized entry into the building or 
onto the campus. 
 
A plan for dealing with unauthorized entry of an individual should included the following steps: 

1. Notify the police.  The directions of the police should be taken in regard to dealing with the 
situation. 

2. Evacuation of the building if necessary (see Fire Plan). 
3. Secure all doors in areas except the affected area.  Fire doors, wire gates, etc., should be used to 

isolate the disturbance if possible. 
4. Utilize non-classroom staff and available teachers for supervision and control if needed. 
5. Notify the pastor (832-2838). 

 
 
 

UTILITY FAILURE 
Failure of one or more of the utilities (electricity, gas, or water) constitutes a condition that must be 
dealt with on a situational basis. 
 
A plan for dealing with a utility failure should include the following steps: 

1. Notify the maintenance personnel in the building and the pastor. 
2. Contact the utility company.  (A list of phone numbers for the major utility companies should 

be maintained in the school office.)  The following information should be provided to the utility 
company: 

a. Sections of the site affected. 
b. Type of problem or outage. 
c. Expected duration of the outage if known. 

3. Advise the staff of the problem and the actions to be taken. 
4. Evacuate the building if the failure of the utility poses an immediate danger or threat.  Fire drill 

procedures should be followed. 
5. Contact parents if cancellation is necessary. 
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Appendix X:  ST. JOAN OF ARC SCHOOL INTERNET ACCESS AND ACCEPTABLE USE 
POLICY 

 
St. Joan of Arc School provides anonymous use of the Internet.  For students to be allowed to use the Internet for 
educational purposes during school hours, we need student and parent signatures.  A form is included in the first 
week packet and needs to be filled out for each student. 
 
By providing Internet access at St. Joan of Arc School to teachers and students, we hope to offer a variety of 
educational resources.  While many opportunities offered by the Internet are exciting and appropriate, others are 
unsuitable for school use.  Students will be allowed to use the Internet at St. Joan of Arc School during school 
hours for class research and instructional purposes only.  Any students engaging in unethical or irresponsible 
activities on the Internet may lose usage privileges and face further discipline depending on the activity. 
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Appendix XI:  PERMISSION FORM FOR CHILD INVOLVEMENT IN MEDIA/MARKETING 
MATERIALS 

 
Occasionally someone from the media contacts our school about a feature story.  It is important that we know 
before the media arrives if you have any objection to your child (ren) being included in these stories.  Additionally, 
occasionally the school will prepare a marketing or informational brochure.  Signing this form authorizes the 
school to photograph your child (ren) and use the photographs in brochures or in other similar publications.  The 
form will be included in the first week school packet and needs to be filled out for each child.  We will keep the 
form on file for the current school year.  If the form is not returned, your child (ren) will be excluded from any 
media or marketing situations.  The marketing materials would be limited to ads, brochures, or fliers and would not 
include anything on the website.  NOTE:  This form applies only to feature stories, ads brochures, and fliers.  If 
reporters come to school for a general news story, the school administration will make every effort to keep them 
from interviewing or photographing them. 


