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August 2009

Dear Parents, Guardians, Students, Faculty anti@tsfount Carmel School:
May the Peace of Christ be with you!

For more than 50 years, Mount Carmel School hagldmntradition of faith, excellence, and success.
We welcome you to that distinguished tradition. 8Asommunity member of Mount Carmel School,
you are an integral part in carrying out the missid our school, which is to educate "the whole

person to see with Christ's eyes."

School Year 2009-2010 is going to be a challendiga successful and great year as well. We have
completed the development of our curriculum stasslaand benchmarks in all subject areas and
have been field-tested last school year. The trachnd staff have reviewed and revised the
standards, benchmarks and performance indicatdisis will continue to be use as a focus of

instruction for our students. Each quarter yod b inform of the standards and benchmarks to be

covered as part of the teaching and learning dietsvi

As a Catholic school, Mount Carmel School is mtian just a school, and what we do is more than
just a job. As a Catholic community we striveetgerience God through each other and participate
in living abundant lives with each other. As aatse community we all bring strengths and gifts to

Mount Carmel School, yet we are united in the fhat we are all children of God.

Mount Carmel School has received another six yaacseditation by the Western Association of
Schools and Colleges. Thus, this certifies Mountn@&h School certifies—to other educational
institutions and to the general public—that it nsesstablished criteria and standards and is aclgjevi
its own stated objectives, thus qualifying for mwgil recognition. More importantly, this process of
periodic self-study and review promotes improveméanteducational quality and institutional
effectiveness at Mount Carmel School. The schoseltheen necessary actions and will continue to
address the recommendations made by the WASC. tatlschool leadership team, teachers, staff

and all stakeholders, we are certain that we caomglish much more this school year.

We are very excited about this new school year, laodd forward to working with all of you to

continue upholding Mount Carmel School's traditdfriaith, excellence, and success.

President Principal






OUR IDENTITY AT MOUNT CARMEL SCHOOL
Mount Carmel School United with the Church in Its Mission

When we reflect on the education provided by MdDatmel School we must realize it

has many facets, and thus try to view it with aabrgerspective. We must first

understand that education is not a lone endeawbrofe that involves many people (a
community) as well as a wide variety of ideas, @mnts, goals, intentions, outcomes and
perspectives. At Mount Carmel School, however, ame able to make sense of this
multiplicity because we are a Catholic school, #imd gives us a starting point and a
direction.

Because we are a Catholic school we are a memb#reo€hurch, and thus assist the
Church in fulfilling its mission and purpose. Wk to Church teachings to help us
understand and articulate our identity in our maoslgs as parents, students, educators,
staff, clergy, religious, lay, and children of Gththt make up Mount Carmel School, as
well as defining the identity of Mount Carmel Schaself. In Decree on the Apostolate
of the Laitywe are told that the “Church was founded for theppse of spreading the
kingdom of Christ" This is our starting point. Also, thaveryone’s“Christian
vocation” is to this end: to spread the KingdonCoirist.

How are we to spread the “Kingdom of Christ,” andatvis it? Again we look to the
wisdom of our tradition as expressed in writtenuwtoents. Very simply put, this means
the Church, “must proclaim the good news of satvato all.” And although this is a
heavenly goal the Church understands she “musbbeecned with the whole of man’s
life, even the secular part of it insofar as it hasearing on his heavenly callin. Thus,
the Church, and all who are her members, has g™dut“assisting [all people] to be
able to come to the fullness of this lifé.”

One aspect of spreading the “kingdom of Christaliojpeople] is by the “development
of the whole [person]?” It is through education that the “integral foriatof the human
person” is achieved, as this is the “purpose ofcation.™ Therefore, education is a
very important and integral constituent of the mas<f the Church: “Education is one
of the most important ways by which the Churchilislits commitment to the dignity of
the person and the building of community.” And because the Church is truly
“catholic” “every person has a right to an integedlication”" because “a true education
aims at the formation of the human person in theyitiof this ultimate end>”

Being a Catholic school united with the Church Way@mn important part in the Church’s
mission in fulfilling the church's role through edion? In a sense Mount Carmel
School is a tool of the Church as “she establidiersown schools ... as a means of
promoting the formation of the whole [persof].In fact, as a Catholic school, we fulfill
a “mandate” of the Church, under our BisHbpo serve humanity on the road to reach its
fullness in Christ!" In this role we, as the Mount Carmel School comity,) should not
forget we cannot adequately fulfill our educatiomale on our own, but we must
“continually be fed and stimulated by its SourceLifé¢”, which is Christ", as “Christ is



the foundation of the whole educational enterpiisea Catholic school’ A good
summary of the importance of the Catholic schoob@neral, and of Mount Carmel
School specifically, is stated in the Church docotentitiedLay Catholics in Schools:
Witness to Faith “The function exercised by the school in socie#g no substitute; it is
the most important institution that society hadasodeveloped to respond to the rigiit
each individual to an education and, thereforefutb personal development; it is one of the
decisive elements in the structuring and the lffsaziety itself.*”

Parents

The Church has always recognized parents as theé&py and principal educators” of
their children, and have even regarded this asoafigation.”™" However, this task has
become an immense and overwhelming one as our vaowddsociety has become ever
more complex™ It has become “the duty of Catholic parents mtrest their children
to Catholic schools, when and where this is posstl support such schools to the extent
of their ability, and to work along with them fdne welfare of their children™ The
aim of the school “is not to supplant [parents] tauhelp them fulfill their obligation” of
educating their childreff. So we together work as a community in a Cathsditting to
educate to the purpose of spreading the Kingdor@ad and forming fully integrated
persons.

MOUNT CARMEL SCHOOL FORMS STUDENTS TO BE
FULLY INTEGRATED PERSONS

Our Mount Carmel School community consists of maeypple, and, as stated above,
necessitates a diverse pool of talents and ratéswever, our focus is the student, and
“the most important element in the educational emdeis ‘always the individual person:
the person, and the moral dignity of that persdfi.”

We remember that the mission of the Church, aneévery member, is to spread the
“kingdom of Christ,” so we strive for an educatitmat “leads its students to promote
efficaciously the good of the earthly city and ... feervice in the spread of the
Kingdom.”™" As mentioned before the spread of the Kingdom damultiplicity of
dimensions one of which even calls for studentfilidl the mission of the Church by
being “a living witness to God'’s lové?' “Children also have their own apostolic work
to do. According to their ability they are trueitig witnesses of Christ among their
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companions:

But a student doesn’t come to know this call auticaly, so the school has a great
obligation to “create within its walls a climate which the pupil’s faith will gradually
mature and enable him [/her] to assume the redpititysiplaced on him/her by
Baptism.™" In other words, the school must bring out théioadach individual student,
and in a sense help them to see veitrity, not only the temporal world, but also the
world of the Spirit. An MCS education must develapstrong intellect through
academics, but to develop fully integrated persehs can see the world with clarity we
also must develop the conscience so each studeeea the calling and guidance of the
Spirit*" We are a distinctive school in being Catholic,08m aim “is not merely the



attainment of knowledge, but the acquisition ofueal and the discovery of trutfit®
We don't dictate solutions, but help students dgvéhe necessary tools, intellectual and
spiritual, so they "are responsible and inner-deec capable of choosing freely in
conformity with their conscience?™"

In developing the intellectual and spiritual lifé siudents into fully integrated persons,
we don't want to lose our balance by considerindpjacts as mere adjuncts to faitf!”
Being Catholic, certain “attitudes must be encoadam the students. Examples of such
attitudes would be these: a freedom which inclugespect for others; conscientious
responsibility; a sincere and constant searchrighta calm and peaceful critical spirit;
spirit sensitivity for justice; a special awarene$seing called to be positive agents of
change in a society that is undergoing continucarssformation.*”

Service must also be a component of MCS educatinr.o Teach as Jesus Dgart of
our educational mandate is for our MCS communityetioder "service to the Christian
community and the entire human community." We model this by implementing a
service component for both our students and ownsy and we encourage all members
of the community to actively engage in service todGChurch and neighbor. "The
Church is a servant community in which those whodau are to be filled; the ignorant
are to be taught; the homeless to receive shetler;sick cared for; the distressed
consoled; the oppressed set free -- all so that may more fully realize their human
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potential and more readily enjoy life with God nand eternally:

It should also be mentioned here that an integgpéet of education at MCS is that our
education must take place within a faith commumigntered on Christ", for true
formation can only occur in community. More wik Isaid below about the community
dimension of MCS education.

THE MOUNT CARMEL SCHOOL COMMUNITY

The Church has a mission, and “on all Christiansrefore is laid the preeminent
responsibility of working to make the divine messayf salvation known and accepted
by all [people] throughout the world*" As a Catholic school, MCS has a special
mandate to achieve this responsibility through atlon. But a distinctive quality of
Catholic education is that persons are formed mroanity, and that community is a
necessary condition and central to educational smint™’ Together, as a community,
we work together to achieve all of our goals, avgether we share in the progress. We
must adopt a common vision and have a unity of gagpand conviction in what we do
from all members of the community. Individuals nragnifest the vision in their own
way, but the fact that we share a unity of purpos&es MCS distinctively “Catholic.” It
is not something that can be imposed or coercedalbeommunity members must be
committed to it freely?™" As Jesus Christ is our Cornerstone, “the affectb Jesus
Christ flowing through the Catholic educators skiolélp create an environment of love
in a Catholic school and be its most attractiveufiea™ "

This love that unites our community in Christ stibbk readily apparent in our day-to-
day endeavors. As we are all created in the inohg&od, “it is altogether necessary that



XXXVl

one should consider in one’s neighbor the imagéad. It should be through our
interpersonal and sincere relationships that weifestnthese Gospel valu&s) and
these Gospel values should pervade the entire M@8neinity. We encourage much
and varied contact between all members of the camitgnto strengthen the bonds, and
when conflicts occurs the personal and direct agpgrobest exemplifies the Gospel
values. For it should be remembered that resalufoconflict with our brother/sister is
also an aspect of Catholic education, for it isour community and relationships that
values for living are transmittétl. It is our Catholic community at MCS that will &v
the most far-reaching and profound effects on tuaents.

Our community is made up of many and varied membstglents, parents, teachers,
administrators, staff, clergy and religious, laynbfactors, alumni, Christian, non-
Christian, Chamorro, Carolinian, Micronesian, Kaeredapanese, Chinese, American,
Filipino, old, young, rich, poor, children, men, men, and more. It is in this diversity
that we gain strength and it is in this diversiattwe are again distinctively Catholic.
This diversity can expand our own horizons by opgnis up to other ways of thinking
and living® What binds us together is Christ's love as oum@rstone, and we can be
confident that the Spirit is at work everyperson, so as a Catholic school we offer our
education to all, non-Christians includ&d.In To Teach as Jesus Dide are reminded
that our Catholic school community “is based notforce or accident of geographic
location or even on deeper ties of ethnic origist,dn the life of the Spirit“" The same
document also encourages us to continue to expaddneke our community more
perfect and truly Catholic by providing “quality wchtion for the poor and
disadvantaged” of our islari¥y.

We celebrate our community everyday in our intéoast but also provide special
occasions to celebrate our community in concreteitentional ways, such as: liturgies,
sacraments, fund-raisers, shows, dinners, gracisatgames, presentations, and more.
Although all these community activities are impattave must pot a higher priority on
liturgies and sacramental celebrations. We encgmuedl members of the community to
participate in these activities to build up our eoumity, as well as experience the Love
of Christ through each other.



MOUNT CARMEL SCHOOL VISION STATEMENT

To prepare and develop well-rounded students cbdemically competitive individuals
guided by humane and Christian values to make tirelva better place.

MOUNT CARMEL SCHOOL MISSION STATEMENT

Mount Carmel School educates the whole persondavith Christ’'s eyes.

MOUNT CARMEL SCHOOL PHILOSOPHY

Mount Carmel School's mission is to educate the levierson within a Catholic
community. Our community challenges each indivicaademically, socially, morally,
and spiritually. This requires participation froafl community members, including
students, parents, faculty, staff, administratbosird members, and pastors.

As a Catholic family, we respect each individual fioe personal gifts that each person
brings into our community. This appreciation farltare and respect for diversity
exemplifies a life in concurrence with Catholic deengs. With justice and love, we
share the values of Jesus Christ. Supported bypasitive and nurturing community,
each member develops a capacity for mature redmbtysi

Mount Carmel School serves the student body withliberal arts curriculum,

knowledgeable teachers, and a supportive staftilitééing learning at every level, the
school devotes itself to students. Our studentsmgify success in our community
through a love for learning, positive self-esteard attitude, and respect for one another.

EXPECTED SCHOOLWIDE LEARNING RESULTS

Mount Carmel School prepares students to:

Communicate effectively using various methods aedioms;

Consistently exhibit Catholic attitudes, valaesl behaviors;

Constantly develop critical thinking skills;

Show leadership by being active participants withim community;
Appreciate traditions, customs and beliefs of &die worldwide community;
Develop continually as an independent life-longnea.
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GENERAL EXPECTATIONS

Mount Carmel School takes seriously its philosophmommitment to develop a faith
community and to provide an excellent program tolifate the growth of the whole
person. To achieve these ends, certain generactatmpns are assumed for its students,
faculty and staff:

1. Students and parents are expected to support bHomlsc Catholic philosophy as it
manifests itself in religious education, worshimdacommitment to service and
justice.

2. Students and parents are expected to support tiseepaf Mount Carmel School.



3. Students are expected to attend, with promptnées; tlasses and all mandatory
activities. Parents are expected to cooperate thghschool's efforts to maintain a
high level of attendance.

4. Students are expected to participate in co-cumrcactivities in accordance with their
time and abilities.

5. Parents are expected to meet their financial otatiga on the appropriate due dates.

6. Parents are expected to attend and support paactiér conferences and parent
organizations.

7. Parents and students are expected to support tieeadelevelopment and fundraising
activities of the school.

8. Students are expected to put effort ititeir studies outside of school on a daily basis
according to these approximate guidelinedHomework will be assign to be
completed at home from Monday to Thursday on scdagk. For grades one to six,
parents are highly encouraged to sign all homewassgkgnments.

Gradesland 2 ........cooeeeveiviiinnnnnnn. mibutes
Grades 3,4and 5 ......c..ccouvvnennnn. 60 minutes
Grades 6, 7and 8 ..........ccccevveennnnes 0.nnues

Grades 9, 10, 11 and 12 .................. Qurd

General Courtesy

All students, faculty and staff should develop pinactice of courtesy as an expression of
neighborly love. Courtesy should be integratedulghout the school day and in all
relationships. Off-campus conduct reflects thedgoeputation of students, parents, and
faculty. Coming to school and returning home, iefdftrips, at sports events, and during
other off-campus activities, students, faculty ataff have the responsibility to maintain
behavior exemplary of Mount Carmel School.

Student Community/Apostolic Service Hour s

Students in grades 6 - 12 are required to perfortna€urricular service for the
community, which supports them. Each student quired to complete 20 hours of
Community/Apostolic service hours per year. Thanhar of hours each student
performs will be accounted for by his or her Theggi&eligion teacher. Students will
receive full credit for their Theology or Religiorcourse upon fulfilling
Community/Apostolic service hours. Students mudbnsiti completed form to their
Theology teacher upon completion of required seszic

Parent Involvement Hours

Parent’s involvement in a student's education paystal role of her/his academic and
personal success. The intent of the parental ievobnt is to build a strong school
community as well as strong families tie§Vith this in mind, Mount Carmel School
requires parents to contribute 20 hours of theetto Mount Carmel school each year as
part of the parental involvement. All parents nfutiill at least 10 parental involvement
hours. The remaining 10 hours can either be irfdha of in-kind (to be determined by
the school) or cash contribution of $50.00. Anmilg that does not fulfill the initial 10
contact hours will be charged at $100.00 and clsavgl be applied to the last tuition
payment at the end of the year. The monitoringpafent involvement hours will be




under the Office of the President. Parents magatled by school personnel to fulfill such
hours. (Handbook Insert) — Parent Involvement Atiéig has a list of ways in which Parent
Involvement Hours can be fulfilled.

ADMISSIONS POLICY

Statement of Non-Discrimination

Mount Carmel School admits students of any radegioa, color, national, or ethnic origin.
All receive the full rights and privileges awardem students, and may participate in all
programs and activities they are eligible for. Heoer, Mount Carmel School is not
equipped to accommodate students who demonstraegesacademic deficiencies and/or
behavioral problems.

Application for Admission

Any student wishing to enroll in Mount Carmel Schowst complete an application form.
Students applying for the first time must submitadiicial copy of their most recent report
card (an official transcript must be received bg #thool within 30 days of admission),
updated health records, and other pertinent méerd students must have an updated
health certificate that cannot be more than twors/edd nor has no expiration date. All
students must have a current health certificaeospective students may be required to take
a math and language arts placement test. Studadtparents/guardians will be notified in
writing of their acceptance or non-acceptance, tadsfer students must submit official
transcripts from his/her previous school.

Conditional Enrollment

Any new student enrolled at Mount Carmel Schoolhwautt the completed required
documents will be enrolled undef@nditional enrollment”. This means that after 30 days
and the school does not receive all the requiredibents for official enrollment, the child
will not be admitted to class until all requiredcdments are submitted.

Probationary Acceptance

New students may be placed on academic probatidforlaibehavioral contract. Students
accepted on academic probation must receive a duptulative grade point average or
higher for the first quarter, and/or follow all aitions on the behavioral contract. Students
who do not fulfill these obligations will have thetases reviewed by the administration.
(Please refer tdcademic Probationon page 2@ndDiscipline Codeon page 37.) In some
cases students are accepted under the provisiatelhavioral contract which will generally
stipulate that such students will receive no mdrant three detentions, one Saturday
detention, and/ or one suspension per quarteregnilil be subject to dismissal.

Mid-Year or Partial Year Admission

Mount Carmel School operates on a two-semesteersystnd students will only be accepted
at the beginning of the first and/or second semg&stdo ensure that students receive the
maximum number of credits and a proper educati@asgk that students apply only at these
times. Newcomers to the island who register at MdZarmel school may be exempted of
this regulation.




Transfer/Withdrawal of Students

In the event that a student is to withdraw fromosthparent/guardian must complete the
Withdrawal Form and submit to the School PrincipAl.copy is to be submitted to the

President. This will enable the school to prepaeeessary information and settle
accounts. Student records will be forwarded wheacaounts have been settled.

Office Records

Parents/Guardians are requested to notify the $afboe in writing of any change of
home telephone numbers and/or addresses, busglephdne numbers, and telephone
numbers of emergency contacts so that the officerds may be accurate, complete, and
up to date.

FEES and TUITION

Application Fee
A non-refundable fee of $50.00 per student is a&skat the time of application.

Reaqistration Fee
The registration fee includes use of textbooks,kivooks, the weekly family envelope,
handouts, and lockers for grades 7-12. All regi&in fees are non-refundable.

$375.00 for each child (grades 1-6) if paid upfront

$400.00 for each child (grades 1-6) if paid in atistent. 50% of the fee
($200.00) must be paid upon registration. The reimg balance must be paid no
later than December 31, 2009.

$425.00 for each child (grades 7-12) if paid upfron

$450.00 for each child (grades 7-12) if paid intatiment. 50% of the fee
($225.00) must be paid upon registration. The eimg balance must be paid no
later than December 31, 2009.

Tuition

The school undertakes a significant financial dadign in hiring teachers, purchasing
books and supplies, maintaining the facilities, andbligating itself to meet the normal
expenses of operating a school. The only wayttieschool can meet this obligation is
by the regular prompt payment of tuition and fees garents/guardians for their
child(ren)/ward(s). When school administrators gadents work together it is possible
to offer an education of high quality, providing fihe spiritual, moral and intellectual
development of the student. The purpose ofHHacational Services Agreemadastto
identify those areas where mutual cooperation gemal, to make clear the mutual
expectations of school administrators, parents,stndents. Failure to cooperate makes
it very difficult to provide a good education.

Yearly tuition fees are as follow:
$2,760.00 per child from grades 1-6
$2,990.0per child from grades 7-8
$3,530.5(er child from grades 9-12



The payment plan for each family is stated inEdecational Services Agreemerit the
individualized plan requires installment paymentt®se payments are due on, or before,
the last business day of the month. A late chafg$20.00 will be charged for late
payments. Parents/guardians must make paymenrgstigirto the business office;
excessiveamounts of cash should not be given to the studentand Mount Carmel
School cannot be held responsible for loss of sudash. Mount Carmel School will
not accept post-dated checks, nor will the sche@acept checks from individuals who
have issued a "non-sufficient funds” check or “ebaccount” to the school.

If a student new to the island is accepted mid4guapayment is due for his/her tuition
for the full quarter in which they have been eradll

Tuition Discounts
The following discounts on tuition are available:

$600.00 for two students enrolled
10% for three or more students enrolled
2% for those who pay the full year's tuition uomollment

Other Fees/Charges
All fees/charges made at the beginning of the schear must be cleared no later than
Dec. 31, 2009. Any subsequent fees/charges thereafist be cleared within 90 days.

Financial Assistance

For school year 2009-2010, the Board of Directoas lapproved some financial aid
assistance. Parents can check with the Busindas @dr application forms or for more
information.

Textbooks and School Property

Standard textbooks and workbooks are provided ewthool at no additional fee. Some
courses may require students to purchase their lmvak(s) at minimal prices; which
allows students to write in and put these bookk@ir personal library. Books purchased
by the school remain the property of Mount Carneid®l, and are loaned to students for
use in courses in which they are enrolled. All todkat are the property of Mount
Carmel School must be covered. Adhesive matenady not be used on books.
Students are responsible for proper care of boblkdl imes. Costs of replacement for
lost, stolen, damaged, or defaced books are intlyethe student, and will carry the
actual cost of the book plus shipping and handtiogts. All payments are made at the
business office.

Lockers and desks are the property of the school,raay be inspected periodically by

the principal or designee without prior notice.ud&nts may be asked to disclose their
personal belongings if the administrator(s) deemsessary. Students found guilty of

causing damages to any school property will be gdthrthe exact cost of repair or

replacement of damaged property and will be digsuol accordingly.
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Academic Enrichment

Academic Enrichment courses are offered after segalass hours (Monday through
Friday except Wednesday) as an additional instvacto address academic needs of
students. These courses are geared to provideiceddilearning and instructional
activities for students needing additional instiutal assistance. These courses are not
mandatory, but highly encouraged for students facimallenges in their academic work,
desire additional assistance in school or homewarkiudents seeking enrichment.

A standard fee of $100.00 per month will be assbgs¥ student and a minimum of
seven (7) students are required to run an academmichment class. In the event the
academic enrichment class is below the minimum ireqment and the
parent(s)/guardian(s) wish to push through, the iadtration will pro-rate the
registration fee based on the number of registran®egistration applications are
available at the business office. Payment is diieeatime of registration.

Independent Study Program

Independent Study offers instruction in a wide efyriof subject areas to a diverse group
of learners who need to comply with their missinmgdits necessary for graduation.
Courses provide a viable learning alternative thatps overcome time barriers.
Independent Study requires self-motivation, a cemsious effort, and self-discipline. A
fee per 0.5 credits will be assessed for parenasdians who enroll their children in the
school’s Independent Study Program.

The Independent Study Program (ISP) is availabkinduthe f' and 29 semesters. It
focuses on core and elective courses availablegldne school year. Teacher assigned
and specialized on the respective courses will leathek ISP. The teacher must provide
the ISP course outline for the student to fulfidsed on the individual needs of the
student. This must be submitted for approval to utee principal for curriculum and
instruction. A standard fee of $200.00 per 0.5 itsedill be assessed per student.
Registration applications are available at thermss office. Payment is due at the time
of registration.

Co-Curricular & Extra-Curricular Fund Procedures

Money raised by students, parents, teachers, ersothishing to assist in the fundraising
remains the property of Mount Carmel School. Farsing application is to be
submitted to the school principal/designee foreevand approval. After clearance from
the school principal, all fundraising activities sttbe reviewed and approved by the
Director of Institutional Development.

All funds must be deposited at the business offic&ount Carmel School on the next
working day after the event. The business offiserasponsible for depositing and
tracking all funds raised by student or parent gsofor the school activities. A quarterly
financial report will be given to the advisors bése organizations.

Mount Carmel School will issue checks from the studactivity fund account. No funds

will be withdrawn from a student activity accountitvout proper documentation.
Withdrawal forms are available at the businessceffi All withdrawals from the student
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fund account must be initiated from student repregeve and the adult club supervisor,
concurred by the School Principal, fund certifigdthe Business Manager and approved

by the President.

No payments should be made directly from a don@ntoutside agency. If a student or
student representative circumvents this procedhee school will no longer be able to

track funds deposited for that student, studegamezation, and will therefore not

participate in any payments to outside agencieghfairstudent or organization.

Graduation Fee

Eighth and twelfth graders anticipating graduatiwiii be charged a graduation fee of
$100.00. This fee will cover all the necessary expenses Hrat associated with
graduation including caps and gowns. The gradudgenis due at time of ordering of
caps and gowns which is December of each year.cdpe and gowns will be distributed

to the students upon arrival.

Other Fees
Transcript fee

Verification of Enrollment
Report card copy fee
Returned check (NSF)

Examinations other than on scheduled date

Reserved Parking inside campus
NHS/NJHS membership
First Holy Communion fee
Confirmation
Summer School
Retreat Fee
Copy Card (minimum $1.00)
Images (colored or black & white)
Whole page
Half page
One fourth page
Text Only
Colored
Black & white
Advanced Placement Test (AP)
Independent Study Program (ISP)
Academic Enrichment Program
Graduation fee
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$5.00 ($4 a piece for two or more
transcripts)

$5.00

$2.00
$50.00
$2qp£x0student)
$15.00/quartacésavailability)

$25.00

$25.00

$25.00

$200.00 (for every .5 credit)
$15.00

$1.00
$0.75
$0.50

$0.50
$0.25
$86.00 (estimatst) co
$200.00 (foryevecredit)
$100.00 (monthly)
$100.00



CLASS SCHEDULES School Year 2009-2010

Monday Schedule & Flag Ceremony

Elementary

High School  Mins Junior High  Mins School Mins
7:30 am 8:00am Homeroom & 7:30 am 8:00am Homeroom & 7:30 am 8:00 am Homeroom &
Flag Raising 30 Flag Raising 30 Flag Raising 30
8:00 am 8:50 am 1st 50 8:00 am 8:50 am 1st 50 8:00 am 8:50 am 1st 50
8:50 am 9:40 am 2nd 50 8:50 am 9:40 am 2nd 50 8:50 am 9:40 am 2nd 50
9:40 am  10:00 am Recess 20 9:40 am  10:00 am Recess 20 9:40 am  10:00 am Recess 20
10:00 am 10:50 am 3rd 50 10:00 am  10:50 am 3rd 50 10:00 am  10:50 am 3rd 50
10:50 am 11:40 am 4th 50 10:50 am  11:40 am 4th 50 10:50 am  11:30 am Lunch 40
11:40 am 12:30 pm 5th(a) 50 11:40 am  12:20 pm Lunch 40 11:30 am  12:20 pm 4th 50
12:30 pm 1:10 pm Lunch 40 12:20 pm 1:10 pm 5th(b) 50 12:20 pm 1:10 pm 5th 50
1:10 pm 2:05 pm 6th 55 1:10 pm 2:05 pm 6th 55 1:10 pm 2:05 pm 6th 55
2:05pm  3:00 pm 7th 55 2:05 pm 3:00 pm 7th 55 2:05 pm 3:00 pm 7th 55
Tuesday and Thursday Schedule
High School Mins Junior High  Mins Elesngﬁg(t)?ry Mins
7:30 am 7:35 am Homeroom 5 7:30 am 7:35 am Homeroom 5 7:30 am 7:35 am Homeroom 5
7:35 am 8:30 am 1st 55 7:35 am 8:30 am 1st 55 7:35am 8:30 am 1st 55
8:30 am 9:25 am 2nd 55 8:30 am 9:25 am 2nd 55 8:30 am 9:25 am 2nd 55
9:25 am 9:45 am Recess 20 9:25 am 9:45 am Recess 20 9:25 am 9:45 am Recess 20
9:45am 10:40 am 3rd 55 9:45am  10:40 am 3rd 55 9:45am  10:40 am 3rd 55
10:40 am 11:35am 4th 55 10:40 am  11:35am 4th 55 10:40 am  11:20 am Lunch 40
11:35am 12:30 am 5th(a) 55 11:35am  12:15 am Lunch 40 11:20 am 12:15 am 4th 55
12:30 pm  1:10 pm Lunch 40 12:15 pm 1:10 pm 5th(b) 55 12:15pm  1:10 pm 5th 55
1:10 pm 2:05 pm 6th 55 1:10 pm 2:05 pm 6th 55 1:10 pm  2:05 pm 6th 55
2:05 pm 3:00 pm 7th 55 2:05 pm 3:00 pm 7th 55 2:05pm  3:00 pm 7th 55
Wednesday and Professional Schedule
High School Mins Junior High  Mins EIZTES;?W Mins
7:30am  7:35am Homeroom 5 7:30 am 7:35am Homeroom 5 7:30 am 7:35am  Homeroom 5
7:35am  8:15am Aﬁ\?/sfct 40 7:35 am 8:15 am A/g\(;/aAdct 40 7:35 am 8:15am Reading/Act 40
8:15am  8:55 am 1st 40 8:15 am 8:55 am 1st 40 8:15 am 8:55 am 1st 40
8:55am 9:35am 2nd 40 8:55 am 9:35 am 2nd 40 8:55 am 9:35 am 2nd 40
9:35am  9:50 am Recess 15 9:35 am 9:50 am Recess 15 9:35 am 9:50 am Recess 15
9:50 am 10:30 am 3rd 40 9:50 am  10:30 am 3rd 40 9:50 am 10:30 am 3rd 40
10:30 am 11:10 am 4th 40 10:30am  11:10 am 4th 40 10:30 am 11:10 am Lunch 40
11:10 am 11:50 am 5th(a) 40 11:10 am  11:50 am Lunch 40 11:10 am 11:50 am 4th 40
11:50 am 12:30 pm Lunch 40 11:50 am  12:30 pm 5th(b) 40 11:50 am 12:30 pm 5th 40
12:30 pm  1:10 pm 6th 40 12:30 pm 1:10 pm 6th 40 12:30 pm 1:10 pm 6th 40
1:10 pm  1:50 pm 7th 40 1:10 pm 1:50 pm 7th 40 1:10 pm 1:50 pm 7th 40
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Friday Schedule with Mass

7:30 am

8:30 am
9:15 am
10:00 am
10:20 am
11:05 am
11:50 am
12:35 pm
1:15 pm
2:05 pm
2:55 pm

High School  Mins Junior High Mins EIESTESE)?W
8:30am  Homeroom 60 7:30 am 8:30 am Homeroom 60 7:30 am 8:30 am Homeroom
& Mass Mass Mass
9:15 am 1st 45 8:30 am 9:15 am 1st 45 8:30 am 9:15 am 1st
10:00 am 2nd 45 9:15am  10:00 am 2nd 45 9:15am  10:00 am 2nd
10:20 am Recess 20 10:00 am 10:20 am Recess 20 10:00 am  10:20 am Recess
11:05 am 3rd 45 10:20 am  11:05 am 3rd 45 10:20 am  11:05 am 3rd
11:50 am 4th 45 11:05am 11:50 am 4th 45 11:05am 11:45 am Lunch
12:35 pm 5th (a) 45 11:50 am  12:30 pm Lunch 40 11:45am  12:30 pm 4th
1:15 pm Lunch 40 12:30 pm 1:15 pm 5th(b) 45 12:30 pm 1:15 pm 5th(b)
2:05 pm 6th 50 1:15 pm 2:05 pm 6th 50 1:15 pm 2:05 pm 6th
2:55 pm 7th 50 2:05 pm 2:55 pm 7th 50 2:05 pm 2:55 pm 7th
3:00 pm  Homeroom 5 2:55 pm 3:00 pm Homeroom 5 2:55 pm 3:00 pm Debriefing

Mins

60

45
45
20
45
40
45
45
50
50

Note: Schedule maybe subject to change if the schdimds that it would be in the best interest of tle students.

ACADEMIC AFFAIRS
Required Courses

Grade School

Students in grades one through six enroll in cayradich include computer, language
arts, phonics, reading, writing, mathematics, retig science, social science, and
physical education.

Junior High School
The curriculum is structured to allow students &velop and achieve in all facets of
academic growth. The Junior High requirements are:

COURSE COMPLETION CREDITS REQUIRED
Religion 2
Reading 2
English 2
Science 2
Mathematics 2
2
2

Social Studies
Electives
Minimum credits for graduation 14

Junior high school students graduating from Mouatn@| Schoomustcomplete their
eighth grade year with at least 14 credits (tatalgrades 7 & 8), and have met all of the
above course requirements; that is, passing aneivieg credit for all the required
courses. (Students transferring into the junigghhmay waive one credit of religion,
therefore requiring a minimum of 13 credits to graie.)
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In the event that graduation requirements are nttlléd, the school will issue a
certificate of attendance. Upon completion ofgaiduation requirements the school will
issue a diploma.

High School

The curriculum is structured to allow students &velop and achieve in all facets of
academic growth. The high school requirementsespective grade levels are as follow:

COURSE CREDITS REQUIRED
Theology

Literature

Composition

English

Science

Mathematics

Social Science

Foreign Language

Physical Education

Fine Arts

Computer

Electives

Minimum credits for graduation

[EEN w =N
= NNwww =

N B~
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Note: Credits are given by the semester. Foudestt to receive a semester credit (.5
credits) for a course he/she must have a grade pbdid.0 or above for that course.
Students whose semester grade point for a coutessghan 1.0 must make up that half
credit (.5). Most missed credits can be made wgutfh Independent Study Program (see
page 11) and/or during summer (see page 27).

High School students attending Junior Statesmafinoérica summer classes (Stanford,
Princeton, Georgetown, and Northwestern) will beegicredit for those classes in which
they received passing grades. The credit willdkected on the student’s transcript. In
addition, any JSA student taking one full credit,noore, worth of U.S. Government
classes may waive the 1 credit Civics requiremennd their senior year.

High School Students taking courses at Northernidas College that are worth 3
college credits at NMC, may receive 1 full creditMount Carmel School if the course
was passed satisfactorily.

High school students graduating from Mount Carneid®l mustcomplete their senior
year with at least 28 credits, and have met athefabove course requirements; that is,
passing and receiving credit for all the requiredrses. Students transferring into the
high school may waive one credit of Theology, thane requiring a reduction of 1 credit
to graduate.
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In the event that graduation requirements are nottlléd, the school will issue a
certificate of attendance. Upon completion ofgaiduation requirements the school will
issue a diploma.

Recommended High School Course Sequence

Freshman Sophomore Junior Senior
Theology Theology | Theology Il Theology I Theology IV
Math Algebra | Geometry Algebra Il Trig/Pre-Calculus
Geometry Algebra Il Trig/Pre-Calculus AP Calculus
English Literature | English Il English I English IV
Composition | AP English
Elective
Social Science NMI History World History U. S. History Civics
AP U.S. History AP U.S. Gov't
We the People We the People
Elective Civics
Science Biology Chemistry Advanced Biology =~ Advanced Biology
Physics Physics
Elective Laboratory Science
P. E. & Health P. E. | & Health P. E. Il & Health P. E. Il & Health
Foreign Japanese | Japanese Il
Language Spanish Il
Art Digital Art
Computer Computer | Computer | Computer | Computer Il
Elective Yearbook Yearbook
Homeroom

Homeroom period is considered part of the schogl datudents are expected to be on
time, in proper uniform, and follow school ruleStudents will receive a behavior grade
for homeroom, which may affect a student’s eligipilfor any of the Honor Rolls.
(Please refer tAcademic Honorson page 28).

GRADING SYSTEM
Grade School (Grades 1-6)
Grades are recorded on report cards and distribtdedarents each academic quarter.
Semester grades are determined from the two prewdoarter graded he semester grade
will be determined as follows: first quarter (508%#)d second quarter grade (50%). Credit is
given by the semester. A student receives a tHlic¢edit point for each course the student
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passes for that semester. A student receives semwstit for a class when the semester
grade point is 1.0 or higher for that class.

Junior High and High School(Grades 7-12)

Grades are recorded on report cards and distriiatpdrents each academic quarter. At the
end of the semester all teachers must either has@minating synthesis project for the
semester or give a semester exam (there will jgeaiad schedule to facilitate culminating
projects or to administer exams). The semesteategrall be determined as follows: first
qguarter grade (50%) and second quarter grade (5086)y deviation from this must be
requested in writing to the School Principal. Gresl given by the semester. A student
receives a half (.5) credit point for each course $student passes for that semester. A
student receives semester credit for a class wiesdmester grade point is 1.0 or higher for
that class.

Quarter Culminating Synthesis Project/Exam Criteria

- Quarter culminating synthesis projects/exams masgilden during the scheduled time
period. Components of the culminating synthesigegtexam may be given beforehand,
but there must be some component given/undertabengdthe scheduled time period.
Showing movies, playing games, having parties, ecnot acceptable during the
scheduled culminating synthesis projects/exam gerio
Quarter culminating synthesis projects/exams mestdmprehensive of the semester. In
other words, the quarter culminating synthesis qutsfexam should cover concepts
inclusive of lessons covered. (The weighing of eanis at the teachers’ discretion, but
the entire quarter must be represented.)
If giving a quarter exams various types of questishould be incorporated in the exam.
It is understandable that some teachers may wairtctode a majority of “objective”
guestions (multiple choice, matching, true/falsiéjri-the-blank, short answers) because
they are easy to grade in a short amount of tinteyagld a clear numerical exam score
easy to average into other grades. However, tleoald be at least one essay question
where students must write using proper grammar aachmar should be a component
of the grading rubric). This criterion even inobsdsuch classes as mathematics, physical
education, art, music, etc. Questions where stgdenist show work — and thinking
processes — are also encouraged.
Exam questions should also be designed to asddbe d&tvels of Bloom’s taxonomy of
thinking skills: knowledge, comprehension, applmat analysis, synthesis, and
evaluation. Most exam questions may be in thé fineee categories, but all categories
must be assessed. It should be noted that natwalents will do well on the higher
thinking levels, however exams should be desigmueth shat students may only earn an
A (or even a B) if they do well on these questidtegachers should also review their
descriptions of each grade).
All culminating synthesis projects/exam must beraped by the principal/vice principal
for curriculum and instruction.*
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The Grading System for MCS is as follows:

Grade Percentage Grade Point Descriptions

A+ 99 - 100 4.00 Excellent

A 96 — 98 3.75 Outstanding

A- 93 -95 3.50 Above Average
B+ 91-92 3.25 Very Good

B 88 -90 3.00 Good

B- 85 -87 2.75 Average

C+ 83-84 2.50 Commendable
C 80 — 82 2.25 Satisfactory

C- 77-79 2.00 Fair

D+ 75-76 1.75 Below Average
D 72-74 1.50 Poor

D- 70-71 1.00 Unsatisfactory
F 69 and below 0.00 Failure

I Incomplete

AU Audit

P Pass

Only the letter grade and grade point will be relear on the report card. The above
percentages are to be used as a guide. Howevargferdes should reflect the description

of each letter grade below. The grade point willised for all official records and grade
calculations.

Descriptions of each grade are as follows:

A: indicates an exceptional level of mastery of thikjexct material, deep understanding
of the concepts and ideas presented, a high levahibative and work beyond
requirements, considerable use of higher orderkignskills, accomplished ability to
write and present material, ability to work andwHeadership in groups.

B: indicates a high level of mastery of the subjeetanal, understanding of concepts
and ideas presented, indication of effort and wawke outside of class, ability to use
higher order thinking skills, ability to communieaeffectively through writing and
presentations, ability to work in groups and shawdgnce to others.

C: indicates requirements and standards of the cdwage been met to a comfortable
degree, essential understanding of concepts amlag @led necessary proficiency in skills,
thinking skills are adequate although infrequerg athigher order thinking skills used

ability to communicate through writing and preséotss, ability to work in groups and
follow directions.
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D: indicates requirements and standards of course lb@en met to the minimum degree,
difficulty in understanding concepts and ideasnkimg skills tend on the lower levels,
time is not well used and effort and/or abilities bow, may have difficulty in working in
groups.

F: indicates the minimum requirements of the couraeehnot been met, a lack of
mastery of concepts and skills.

| (incomplete) indicate that the student’s work for the coursenc®mplete and has not
yet received any credit for the course. All migsimork must be made up within two (2)
weeks from the end of the quarter in which he/sgeeived thd (incomplete). If all
work is not completed within this time, a failureade will be given.

AU (audit) indicates that the student attended the clasgjibutot receive course credit.

P (pass)indicates that the student took an independemntystiass, and received course
credits, but it did not count toward the studenBAG However, in consideration of the

complexity of the Independent Study Program (IS#sting with school year 2007-

2008, the equivalent credit for the course willdal the regular letter grade system and
grade point average (GPA) weighing.

In consideration of the difficulty of Advanced Pésaent (AP) courses, the grade point
for these courses will be adjusted. The lettedgnaill not change, but for the transcripts
and Grade Point Average (GPA) weighting, the cquesing grade point for an AP
course will reflect one (1.0) point added to thadg point on the 4.0 scale. Junior
Statesman of America (JSA) courses will also rexéine same entitlement.

Character Development/Behavioral Grades

For grade school students a character developrapottrwill be attached to their report
cards. This report will indicate the level of etfobehavior, character, and courtesy that
the student displays in the classroom. Each haeabrwill require a standard for
character development.

For every junior high and high school student, arabter development grade will be

assigned to each course as well as to the homepaoinds. This grade indicates the

level of effort, behavior, character and courtdst the student displays in the classroom.
Each honor roll will require a standard for chagactevelopment.

Studentswith three or more unexcused tardines$o class per quarter are not eligible
for a behavior grade of E or VS in that class.

Marking Code Comment
E Excellent
VG Very Good
S Satisfactory
U Unsédictory
NI Needs Improvement
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Behavior Grade descriptions:

E: Obeys all rules (e.g.: prompt, well groomed, propeiform, does not chew
gum). Exhibits an exemplary level of behavior (eghows an interest in
learning, is respectful of others, listen attertiyveshows a high level of
consideration and courtesy towards others, showsva to excel in studies.).
Goes above and beyond normal expectations (egunteers to help the teacher
and other classmates, contributes to the learnmocgess)

VG: Better than satisfactory, but not quite excelldaxhibits appropriate and very
good behavior, shows interest in learning and isteous and respectful to

others.
S: Follows all school policies and obeys all handbndes
u: Displays continuous inappropriate behaviat aeeds constant reminder of school

Rules and Regulations.

NI: Need improvement in behavior and need to abidbdcstudent code of conduct.
Anything counter to the above.

Academic Probation and Retention

Students are placed on Academic Probation if thertqu GPA falls below 1.5, or as
determined by the administration such as in cagesew students who have poor
academic records from previous school. Students wceive three or more failing
grades in mid-quarter progress reports will alsplaeed on academic probation.

Once a student is on Academic Probation the foligwvill occur:

A. Parents/Guardians will be informed in writinf Academic Probation status of their
child. A conference will be held with the princifiéce principal for curriculum and
instruction/counselor and affected teacher(s) Wit parents/guardians to discuss the
Academic Probation status, academic program, icisbnal assistance and/or other
alternative program.

B. Bi-weekly Progress Reports will be required @ dompleted for the student. Each
teacher of the student will give current gradeslieir classes, as well as other comments
that will inform parents/guardians and assist thelent in improving his/her academic
statusParents/guardians will be required to sign the Biekly Progress Reports.

C. At the end of the following quarter the studsr@®PA will be calculated. If the GPA
is above 1.5, the student will be taken off Acadefrobation. A letter will be sent
home to notify parents/guardians of the studerdis status.

D. If at the end of two quarters the student’s GBAstill at or below 1.5, then the
administration will inform the parents/guardians writing of the situation. The
administration will then make the decision as tethler the student will:

1. Remains on Academic Probation and continue on tiveeBkly Progress Reports;

20



2. Remain on Academic Probation with Bi-weekly ProgreReports and take
additional measures (such as required tutoringnseling, and or testing for learning
disabilities); or other programs. A conferenceéase held with parents/guardians
for additional measures may be determined. Theesitls affected teacher(s) is/are
required to be present at this conference.

3. Place on alternative programs a conference wilhélel with parents/guardians to
discuss this decision. Additional measures maydterchined during this conference.

Retention

Those students who do not improve their acadenriopeance to a passing level 1.0 or
above for the semester, may attend summer schaooake up the credit that they did not
earned. If a student failed three (3) or more itsethat student will be retained for one
full year. A student may be expelled from Mount i@al School for continued academic
failure. However, the student may be given indépan study to make up for the failed
(3) or more credits on the subsequent semester.

MID-QUARTER AND STUDENT PROGRESS REPORTS

Mid guarter Student Progress Report

The Mid quarter Student Progress Reports is t@figed on scheduled date. The purpose
of the progress report is to keep parents informedtudent performance, as well as
maintain a documented record of student progrdsss recommended, however, that
teachers take all opportunities to communicate \pdhents, and phone calls home are
especially recommended.

The Vice Principal for Curriculum & Instruction wipublicize when mid-quarter Student
Progress Reports are due each quarter. Teachergquired to complete mid-quarter
Student Progress Reports for each student.

Progress reports are distributed in the middle a¢hequarter, between report card
distributions. Each student will receive a pragreeport that indicates his/hanrrent
progress Parents/Guardians must acknowledge the progrgssrirdy signing and
returning the report to the teachktris the students’ responsibilitp deliver this form to
their parents/guardians for signature, and brimgsilgned form back to their teacher the
following day. The administration strongly encayga conferences between teachers,
students, and parents/guardians as early as pos$sihklp all failing students to improve
their academic work. Teachers set up appoint thighparents of students who are failing
to discuss the mid-quarter progress report.

If a major project or paper is assigned (due afterprogress reports are distributed) that
might significantly affect student grades, thenepds must be informed in writing of the
project and its effect on student grades. It ggested that a letter goes home to parents,
then returned signed.

Biweekly Progress Report

At the start of each quarter and at mid-quartee, Mice Principal for Curriculum &
Instruction will be responsible for generating st bof all students who are on academic
probation. Students on academic probation wikknex Bi-weekly Progress Reports. Bi-
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weekly Progress Report forms will be given to studeevery other Wednesday and need
to be completed by each of the student’s teachBEeschers should accurately fill out the

form when requested by the student and not holddhm longer than the class period.

Teachers should be specific in filling out the Beakly Progress Reports. Comments
such as “Doing better” or “Doing Okay” are not siiecenough and these comments

should be accompanied by the current grades oeptges.

There may be situations whereby a parent wouldestghe school for a weekly progress
report of their child(ren). When this request iad®, the procedures for the Bi-weekly
progress report must be followed.

Report Cards
Report cards are issued quarterly as scheduledrents/guardians. Generally, parent-

teacher conferences are scheduled during the dayrepbrt card distribution.
Parents/Guardians may pick up the report cardseastheduled times, published in one
or more of the following: Parent Newsletteédorth Star, and MCS School-Year
Calendar. However, report cards will not be issifigbere is any outstanding financial
obligation that needs to be cleared with the bssineffice. Upon clearance of any
financial obligation the report card will be issutlthe parent. Parents/Guardians of
students who have received failing grades shoul@temt a point to meet with the
teacher(s) to determine a course of action for ewaclimprovement.

Note: Credits are given by theemester For a student to receive semester credit (.5
credits) for a course he/she must have a gradea pbia.0 or above for that course.
Students whose semester grade point for a couteesghan 1.0 must make up that half
credit (.5).

Report Card Distribution

Report cards are distributed in the high schost fioor hallways immediately following
the quarterly scheduled PTO meetings. Parents gpickhe report card on assigned
location. During the distribution, teachers areuiegfd to be available in their classroom
for questions from parents.

Diplomas
Upon completion of all graduation requirements shieool will issue a diploma. In the

event graduation requirements are not fulfillede #thool will issue a certificate of
attendance. The school reserves the right to withdgplomas from any student who
demonstrates immorality in actions or conduct degntal to the reputation of the school,
including but not limited to: arrest, accusationsduring pending investigation of a
crime, threatening another school community memétecetera. Diplomas shall also be
withheld if tuition and fees are not paid in full.

Parent-Teacher Conferences

Conferences are conducted at report card distabutight following the end of the first,
second and third quarters to keep the parents/guardnformed of the student’s
progress. Parents/Guardians or teachers may teguasnference at any time of the
school year. Appointments should be made in advamith your child’s respective
teacher. So everyone is able to meet briefly waachers during report card night,
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teachers are asked not to spend more than fiverominutes with each parent. If a
parent needs more time for questions and discussien teacher should make an
appointment for a conference at another time.

Teachers are to contact all parents of students reteived a grade of D, D- or F and
schedule a time for a conference with the parent(s)

Transcripts
All records and transcripts of academic work w#l kept in strict confidence. Official

transcripts by request will be sent directly tosuk and/or employers (see fee schedule
on page 12. Allow for at least three (3) workingysl for an official transcript to be
processed. Transcript request will not be issugd all financial obligations are cleared
with the business office. Requests for transcniptst be made at the Business Office.
Completed transcripts can be picked up at the Rgsi®ffice.

Student Records
Mount Carmel School adheres to the Buckley Amendr(feamily Education Rights and
Privacy Act) regarding access to student records.

Student records are maintained to assist the sehqwbviding educational experiences
for the student. Student records include all résaelating to an individual student other
than notes or records maintained for personal ysedthers or other certified personnel,
who are not available to others, and records nacgd$sr and available only to persons
involved in psychological treatment of a student.

Progress RecordsMaintained by the school, which include, the shideacademic
grades, student's extracurricular activities, atehdance records.

Behavioral Records-Maintained by the school which include all studeetords
other than progress records (i.e., achievement,tpsychological tests, personality
inventories, teacher evaluations other than grauegical health records, statements
relating to individual student behavior, etc.).

Directory Data—Means those pupil records which include the papiame, address,
telephone listing, date and place of birth, majeidf of study, participation in
officially recognized activities and sports, weigirtd height as members of athletic
teams, dates of attendance, photographs, degrdeswanrds received, and the name
of the school most recently attended by the pidunt Carmel School will allow
this information to be given to responsible partidso do not seek monetary gain.
Any parent, legal guardian, or adult student mayuest that all or any part of the
directory data may not be released without priorsemt.It is the parent, guardian,

or student’s responsibility to inform the school immediately if you do not want
the directory data released for any reasonAnnually parents will be notified as to
their responsibility to contact the school shouhdyt not want their child’s data
disclosed.

Confidentiality

All student records are confidential, with the doling exceptions:

1. A pupil, or the parent or guardian of a minor pusiiall, upon request, be shown and
provided with a copy of the pupil's progressords.
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2. An adult pupil, or the parent or guardian of a mipapil, shall, upon request, be
shown in the presence of a personal qualifiednterpret the records, the pupil's
behavioral records. Such pupil or parent or guardiall, upon request, be provided
with a copy of the behavioral records.

3. The judge of any court of this Commonwealth or e United States, shall, upon
request, be provided by the school with a copglbprogress records of a pupil who
Is the subject of any proceeding of such court.

4. Upon the written request from a receiving schoblthe student is clear with the
Business Office, Mount Carmel School shall makailable to the person named in
the request form the pupil's progress recordsaarglich portions of his behavioral
records as determined by the person requestingkbase. The parent(s), guardian(s),
or the adult student will receive notice that melsowere requested and sent.

5. Pupil records shall be provided to a court in resgoto a subpoena by parties of an
action for in camera inspection, to be used oatyplurposes of impeachment of any
witness who has testified in the action. The condy turn said records or parts
thereof over to parties in the action or theiromateys if said records would be
relevant and material to a witness's credibilitgo@mpetency.

Notwithstanding their confidential status, studedords may be used in suspension and
expulsion proceedings. Mount Carmel School shalteharimary responsibility for
maintaining the confidentiality of all student reds kept. All requests for inspection or
for transfer to another school or school distriwlsbe directed to the President/Principal
or his/her designee, who will then determine whethspection or transfer is permitted
under this policy. The President/Principal or hes/tdesignee shall be present to interpret
behavioral records when inspection is made undeagpaph (3) b).

Maintenance and Destruction of Records

While students are attending school, their recartisbe maintained at the school center

of attendance. Upon transfer of the student to hamoschool center operated by the

district, the records shall be transferred to #@iool. When the student ceases to be
enrolled in a school operated by this district/lres records will be transferred to central
record storage. Records transferred record staiagiebe maintained as follows:

1. All behavioral records will be destroyed one yefterathe date the student graduates
from or last attends the school unless the stu@erttis/her parent or guardian if the
student is a minor) gives permission for the nmemance of the records for a longer
period of time. Where such written permissioneiseived, behavioral records will be
destroyed when they are no longer of a schooteélaalue to the student.

2. Progress records will be kept indefinitely aftez gtudent ceases to be enrolled in the
school district.

3. One (1) year after the student ceases to be edratlethe school system; all
permanent value progress records will be maintain¢he school's archives.

Transfer of Records

Student records shall be transferred to anothesadabr school district upon receipt of
written notice from receiving school and upon cise from the Business Office. Parent
or guardian of a minor student shall receive wmitt@tice from the school in which the
student has been enrolled that records have bgeerstd and sent.
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Access to Student Records
The following staff members have access to the \aetra records without student or
parent/guardian consent:

President

Principal

Vice-Principal for Curriculum and Instruction
School Counselor

Other staff members may have access to selecesiffithey obtain the permission of
the President/Principal or her/his designee.

If any education record includes information on entitan one child, the parents of that
child shall have the right to review and inspedydhe information relating to their child
or to be informed of that specific information.

Amending Records

A parent who believes that information in his clsldile is inaccurate, misleading, or
violates the privacy or gifts of the child may reguthe school to amend the record. The
school will decide whether to amend the informatwithin a reasonable period of time
of receipt of the request. If the school decidesefase to amend the information, it shall
inform the parent of the refusal and advise themaof the right to a hearing.

If, as a result of the hearing, the school decitteg the information is inaccurate,

misleading, or otherwise in violation of the priyaor other rights of the child, it shall

amend the information and inform the parent iniwgit If, as a result of the hearing, the
school decides that the information is not inacmyramisleading, or otherwise in

violation of the privacy or rights of the child, shall inform the parents of the right to
place a statement in the record setting forth tfegisons for disagreeing with the record.
The parental statement shall remain in the recardbag as the school maintains the
contested portion. If the contested portion of teeord is disclosed to any agency or
person, the explanation will also be disclosed.

Parent complaints in writing in regard to recorda be given to the President.

Advanced Placement (AP) Courses

Mount Carmel School currently offers four (4) higghool AP courses: AP United States
History, AP United States Government, AP Calculrs] AP English Literature. AP
courses are taught in accordance with the CollegggdBnational guidelines. At the end
of the school year the College Board sends starmbardiests for each AP course
according to the number of students enrolled irheamurse. The school administers
these tests according to the guidelines of theeGelBoard. The completed tests are then
sent for grading. Students who receive a grad®8 (dut of 5) or higher may receive
college credit for the AP course taken.

For grading purpose#P courses are graded on a 5.0 scale. A grade oééeives a 5.0
for grade point on the report card, a B a 4.0, smcbn. However, a grade of F still
receives a 0.0 for grade point for AP classes.
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Because of the advanced nature of the course mladerdl the AP test at the end of the

school year, students enrolling in AP courses rfallstw these guidelines:

1. The student must have a GBR3.0 or higher;

2. The student must get recommendations from teachers;

3. The student and parent must sign a contract, apdoap by vice principal for
curriculum and instruction, indicating that thedsuat is willing to work hard in the
AP course in order to succeed and be supporteldebparents;

4. The student must take the AP test at the end addheol year and pay the cost of the
test. Parents should refer_to www.collegeboard.é@mnmore information. The cost
of the test ranges from $80 to $100 and the testnfiest be paid no later than
December 31, 2009;

5. A student who is absent due to illness must suamibte from a medical physician.
A note from the parent must be submitted for a bbda emergency/reason. A
student absent on the scheduled AP exam will begeldaa fee for unused test. These
costs should be reflected in the contract.

6. A student who did not take the exam will have th&PA of the AP course
recalculated at 4.00 scale.

Moreover,it is the responsibility of the student to fulfiiese guidelines.

The AP teacher may allow students with GPAs leas B0 into their class. However,
preferred consideration will be given to studentsovhave met the requirement over
students who have not. Students with a GPA leas 810 and his/her parents will be
informed of the difficulty of the class before th&gn the contract.

A student who elects to enroll in any AP course tihges recommendations from each of
her/his teachers so the AP teachers get as conmzigbea picture of the student as
possible before allowing a student into class. AReRecommendation Form must be
completed by the respective teachers of the stutehsubmitted to the vice principal for
curriculum and instruction. (See Appendix A for Recommendation Form.)

For students who wish to retake any of the AP asies an elective, he/she must follow
the above guidelines as well. A retake of the ABrses will be graded at a 4.0 grading
scale.

Sexual Education

Mount Carmel School recognizes that parents ar@ringary educators in their children's
spiritual, physical, sexual, and moral developmemecause of the rapidly changing
social milieu and the special needs of contempostnglents, Mount Carmel School
supplements the parent's task by providing awaseinésrmation to its students using an
interdisciplinary approach. Using an interdiseiply approach in Religion and
Theology classes, students are taught facts, figared especially values in areas such as
human development, relationships, personal skskxual behavior, health, and socio-
cultural perspectives. The morality of sexual agtdis taught in accordance with
official Catholic teachings.
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Sacramental Program

The sacramental life of the children of the Caihddith is an important component of
the religion/theology program at Mount Carmel Sdhdereparations for two sacraments,
Reconciliation and Eucharist, form the core of efforts. In accordance with diocesan
guidelines, candidates for First Holy Communion | wiéceive the sacrament of
Reconciliation prior to First Communion.

Parents are requiretd be active partners in the preparation of thaitdeen for these
sacraments. Parents may choose to have their chieive Reconciliation or
Communion in their own parish, however, they must/gle to MCS a certification from
the parish on the sacrament received. The sactaraEReconciliation and Communion
are only conferred to students baptized in the Ro@etholic faith.

Confirmation program is administered at Mount CdrrBehool. Students to be
confirmed must complete the necessary requirenaenhé reception of the sacrament.

Summer School Program

Summer School classes may be offered, during thethmoof June and July for
remediation of students who have failed coursesnm or two semesters. Each summer
course taken can fulfill a .5 credit if the resudfimark for the summer school course is
D- (1.0 grade point) or above. Students wishingetpster for summer classes may do so
at the business office. Teachers are to identiigestts who failed courses and need to
attend summer school by the second week of thguarter and submit the list to the vice
principal for curriculum and instruction. The paerof students recommended for
summer school are to be informed on the last wésklmol.

Summer Enrichment Program

The Summer Enrichment classes may also be offeyedahguage arts and math for
elementary students. Teachers must submit listuofesits who are recommended for the
Summer Enrichment Program by the second week of.Maymmer Enrichment
information will be available to the parents/guardi on the third week of May.
Applications for the summer sessions will be awddato all students who need
remediation or enrichment during the last weekabio®l. Applications are available at
the business office. Tuition for each course seased per class, and payment is due at
the time of application at the business office.

Students from other schools wishing to registerstaonmer classes may follow the above
guidelines.

Students attending summer school session are noitped to miss more than three (3)
days of instruction. If a student missed more tttare classes he/she will not receive
credit and no refund will be made.

In the event that Summer School classes are neteaffother arrangements will be made
with the vice principal for curriculum and instrigt, and approved by the school
principal to assist and help students who faileatrses in the first and second semester. A
conference must be held with the affected stud@aignts and with the vice principal for
curriculum and instruction/principal to determirieemative programs.
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END OF THE YEAR AWARDS/RECOGNITION CEREMONY

Mount Carmel School saw a need for a formal progi@mecognize student’s excellence
through the end of the year awards/recognitionmerg). We have many outstanding
students in our campus and it is important thatheaor them in as many ways as
possible. Through recognition and appreciatioawfstudents’ effort and dedication, the
school will continue to encourage more excellenog achievement through the end of
the year awards/recognition ceremony.

The end of the year awards/recognition ceremorgy ugy of affirming to our students
that they are our future hope of our Commonwealthese are the students who excelled
in the areas of academic and extra and co curriadfvities sponsored and funded by
the CNMI Public School System and private orgamiret and Institutions. These
programs are the Primary Grade Forensic League €utop (PGFC), Middle School
Forensic League (MSFL), National Forensic LeaguEL(N Spelling Bee, Math Court,
Math Count, We The People, Marianas Interschol&itganization (MISO), Coalition of
Private School Scholastic Association (COPSSA) BtsMI, & Volleyball Tournaments,
and other various sports competition.

ACADEMIC HONORS

President’s List

Students whose excellent academic performance gaatter and earn a grade point
average of 4.0 or above are acknowledged on theiderd’s List. Students on the
President’s List must exhibit exemplary behaviae(page 20) and must not have any
detention, Suspensions, or any adverse discipliaatypn (see pages 38 & 40). The
student must attain character marks of VG or abawmd, must adhere to the attendance
policy. Students with more than five (5) days bs@nce and/or excessive unexcused
tardiness of five (5) days per quarter will make student ineligible.

Honor Roll A

Students are placed on the Honor Roll A List whqearterly academic performance
averages a GPA of 3.75 or higher, must not havebahgvior grade of U and/or NI (see
page 20) and no after school and/or Saturday detemtSuspensions or any adverse
disciplinary action. (see pages 38 & 40).

Subject Awards

Subject awards are given to high school students velve the highest GPA based on the
four high school years in each subject categorgnfuage Arts, Science, Mathematics,
Social Science, Fine Arts, Theology, and Foreigndiege). Each subject award may,
however, have additional requirements. (such asedeive the Mathematics or Science
subject awards a student must take four yearsatfrdspective subject; three years for
the Foreign Language Award; behavior; participationoutside of class activities; et
cetera). It should be noted that Advanced Placer(®&®R) classes are based on a 5.0
grade point scale, thus are a great benefit towastident’'s GPA in determining subject
awards. Also, Junior State of America (JSA) sumat@sses may, in appropriate cases,
is used in determining subject awards.
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Language Arts Award is given to high school student who have the IsgigPA
based on the four high school years. A student nakst four years of English and
have an Advanced Placement in English Literatuck@omposition.

Mathematics Award is given to high school student who have the hsglf@PA
based on the four high school years. A student nakst four years of Mathematics
and have an Advanced Placement in Calculus.

Science Awardis given to high school student who have the hsgliEPA based on
the four high school years. A student must take fgears of Science and have a
Laboratory Science.

Social Science Awardis given to high school student who have the hagi@&PA
based on the four high school years. A student talks four years of Social Science
and have an Advanced Placement in U.S. Historyoarktivanced Placement in U.S.
Government. Also, Junior Statesmen of America (JS#hmer classes can be used
in determining subject award.

Theology Award is given to high school student who have the hsglBPA based on
the four high school years. A student must take fgears of Theology, manifest
outstanding behavior and participation in outsitlelass activities.

Art Award is given to high school student who have the hsgiBPA in this subject
category. A student must take a minimum of one péa#rt class. Also, participation
in outside of class activities such as speech aacha and art exhibition/contest can
be used in determining subject award.

Computer Science Awardis given to high school student who have the sgBPA

in this subject category. A student must take aimmim of one year of Computer
class. Also, participation in outside of class dtits can be used in determining
subject award.

Foreign Language Award is given to high school student who have the raghe
GPA. A student must take a minimum of two yearfoogign language (Japanese | &
Il, Spanish | & Il or combination of both).

Physical/Health Education Awards are given to a male and female high school
student, who has the highest GPA in this subjetggoay. A student must take a
minimum of two years of Physical/Health Educatasmd demonstrated commitment
to Mount Carmel School athletics and have showresapathletic ability in one or
more sports.

OTHER AWARDS

Loyalty Awards
Loyalty awards are given to high school graduaté® Wave attended Mount Carmel
School for twelve (12) continuous years.

The President's Award for Educational Excellence
“The President's Award for Educational Excellenegam@ recognizes academic success
in the classroom.
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To be eligible for the President's Award for Edumadl Excellence, students at each
award level (junior high or high school) must ménet requirements outlined below:

A. Individual Criteria

To be eligible for the award, students must eagnaale point average of 90 on a 100-
point scale, (an A on a letter scale or a 3.5 dn0ascale). When computing grade point
averages at the respective award level, only tlesyat that level are to be included
through the fall semester of the exiting grade.

B. School Criteria/Standards

Each school may also establish standards for ttadathat reflect a 90 percent level or
higher on the traditional grading scale.

This category of the award enables school persotmelise new assessment and
evaluation tools in developing award criteria aitlschool and apply the criteria fairly to
all students.

The primary indicators of excellence must be basedicademic achievement. School
personnel may also consider, as part of the aitegictivities in which a student

demonstrate high motivation, initiative, integriiptellectual depth, leadership qualities
and/or exceptional judgment. They may also reqgsitelent essays and outstanding
attendance, but these activities must bear soragaeship to the academic performance
of a student.

C. Additional Criteria

In addition to A or B, schools should use one orrenof the following criteria to
determine selected students:

1. State Tests and Nationally-Normed AchievemerststeHigh achievement in reading
or mathematics on state tests or nationally-nortests. The school may consider college
admissions examinations for seniors, for exam@eSAT or ACT.

OR
2. Recommendations from a teacher plus one otanmsember:

One recommendation should reflect outstanding a&ehient in courses such as
English, mathematics, science, history, geograpltyforeign language, and any
other courses that reflect a school's core cuumulThis judgment should be
supported by tangible evidence of results on teactasle tests, portfolio

assessments, or special projects.

The second recommendation from a school staff mendbeuld address:

involvement in community service or co-curriculastiaities including tutoring
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other students and/or demonstration of creativity achievement in the visual and
performing arts.

The school principal has final authority to detenmiwhich students receive this award.”

The President's Award for Educational Achievement

“The purpose of this award is to recognize studémas show outstanding educational
growth, improvement, commitment to or intellectiddvelopment in their academic
subjects-but do not meet the criteria for the MRm#is Award for Educational
Excellence.

This award should not be compared to the Presgl@mtard for Educational Excellence
or be seen as a second tier award; it recognizesry different type of academic
achievement. It is meant to encourage and rewadksts who work hard and give their
best effort in school, often in the face of speoladtacles to learning.

This award is given at the principal's discretiaasdd on the criteria developed at the
school.

The criteria should reflect the purpose of the @wand must be applied fairly to all
students.

Following are examples of criteria for which thee$ldent's Award for Educational
Achievement may be presented:

Show tremendous growth but not meet all the catéor the President's Award

for Educational Excellence

Demonstrate unusual commitment to learning in atécke despite various

obstacles

Maintain a school record that would have met th®ets selection criteria for

the President's Award for Educational Excellenceilmess, personal crisis, or

special needs prevented the student from maintasuich high standards despite
hard work

Achieve high scores or show outstanding growth,rowement, commitment to

or intellectual development in particular subjestsch as English, math, science,
etc.

Demonstrate achievement in the arts such as musheater™

Other Awards

Such as the Joeten Scholarship Award which is ohited by the Joeten Foundation.

GRADUATION HONORS AND AWARDS

Valedictorian and Salutatorian

The graduating junior high and high school studggntfho have earned the highest
cumulative grade point average (GPA) in their stifbased on two years fof"&rade
graduates and four years for high school graduatgishe recognized as valedictorian(s)
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at the commencement exercises. The student(s)tmateecond highest GPA will be the
salutatorian(s).

To be considered graduating with honors, high sctalents must complete at least
three (3) years of credits from Mount Carmel Schaotl junior high students must
complete two (2) years of credits from Mount CarrBehool. Grade percentages and
extracurricular involvement will also be considerédide from the highest GPA, the
student must take at least two Advanced PlacemenfAP) courses.The administration
reserves the right to refuse this award to studesis do not demonstrate values and
behavior in keeping with the mission and philosophiMount Carmel School.

Graduating with Honors
Students graduate with Honors status who's ov&BIA is 3.75 or higher (based on two
years for eighth grade graduates and four yearsifr school graduates).

Bishop Tomas A. Camacho Christian Service Award
This award is given by the Bishop to a high schgraduate who manifests commitment
to Gospel values, Christian tradition, and hasoféeirs in living the Christian message.

President’s Award

The President of Mount Carmel School gives thisrdwa a deserving high school
graduate who embodies the Mount Carmel School ghylby through service,
leadership, scholarship, faith in God, and admeabbral character.

Principal’'s Award

The Principal of Mount Carmel School gives this edvéo a deserving eighth grade
graduate who embodies the Mount Carmel School ghiglby through service,
leadership, scholarship, faith in God, and admeabral character.

Citizenship Award

This award is given to an eighth grade graduate edmonstrates exemplary citizenship,
especially though honesty, reliability, courtesgieridliness and civic involvement in
community organizations and/or school clubs.

Leadership Award

This award is given to an eighth grade graduate dwexcelled as a leader, especially
by being resourceful;, showing initiative in pronmai positive activities; inspiring
positive behavior and attitude in self and classsiashowing initiative and leadership;
and being dependable and responsible.

Other Awards
On occasion other awards and scholarships are niegseat graduation or awards
ceremony for graduating seniors.
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GRADUATION OF EIGHT AND TWELVE GRADES

Commencement Participation
Students who are short two (2) or more credits tadgate will not be allowed to
participate in the graduation ceremony.

Students may not be allowed to participate in thedgation ceremony for behavioral
problems, disciplinary, or other reasons.

If tuition and fees except graduation fee are ravd pn full, a student may participate in
the graduation ceremony. However, a certificatattdgndance will be given instead of a
diploma. Diploma will only be released when altagnts are settled at the business
office.

Attire

Male graduateswill be required to wear a white long sleeve sStCS uniform pants or
black dress pants; black dress socks; black dressssand a black tie. Gentlemen must
have well groomed hair for this day.

Female graduatesmay wear plain white dresses or pastel color ésg®$0 PRINTS).
Dresses should go below the knee, but no longer tha length of the gown (in a
standing manner). White dress shoes or white samwd#h back straps should be worn.
The heels of shoes or sandals must not be more2tiaches in height. Jewelry may be
worn, but earrings must be posted on the earloldenaay not hang or dangle. Other
forms of jewelry must be tucked away from view.dles must wear their hair away from
the face, because of the cap that will be worndGates are not to wear or carry any
flowers during the ceremony. Flowers may be git@students after the ceremony is
over.

ATTENDANCE

School Day
The school day begins daily at 7:30 a.m. DismissaMondays, Tuesdays, Thursdays,

and Fridays is at 3:00 p.m. and on Wednesdayssatd.m. The school year consists of
180 instructional days.

Closed Noon Hour/Lunch Hour

Except with seniors when Senior Privileges (seeed#) are in effect, students attending
Mount Carmel School will remain on school campusirdythe noon hour/lunch hour.
Exceptions to this regulation may be made by thddimg principal only when
extenuating circumstances exist.

Leaving School Grounds

No student is to leave the school campus for aagare during school hours without
request from the parent or guardian and schooloaz#étion. In the event a student is ill
during school hours, parent/guardian will be cotgddo pick up the student and must
sign out at the main office.
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Off Limit Areas

The students are prohibited and off limit duringgaal hours in the following areas: auto
parking area areas behind the school buildingsicthparking lot and area between the
cathedral andhny barricade area.

Tardiness and Absence

Students are expected to be present for the begirofihomeroom and all classes on all
school days. The only exceptions are when theestuds ill, has a pre-arranged
unavoidable appointment or attends the funeral rofiamediate relative. A student
absent for more than ten (10) days gemester.A student absent for more than ten (10)
days may not receive credit for the courses tal@ntliat semester If there are
extenuating circumstances (such as serious illtleas requires hospitalization) that
require a student to be absent for more than t&) ¢hys per semester, then the
parents/guardian may petition for an extensiorhd ten (10) days. Extensions are not
automatically granted, but will be reviewed by thdministration. Each student is
responsible for making suitable arrangements fongieting missed assignments during
any absence.

School begins at 7:30 a.m. and students must behabl between 7:00-7:30 a.m. After
7:35 a.m. students will be considered tardy. Sitglemust have note from

parent/guardian to be excused. If there is no froi® the parent/guardian it will be

considered unexcused tardy. Three unexcused émsliwill be considered one day of
absent from school and will be calculated at thé each quarter Excessive tardiness,

three or more instances per quarter, will resultane detentiorafter school. Students

must obtain tardy slip at the main office beforeqareding to class.

Students who are tardy to class, as opposed tmkchitl be issued a demerit for being
tardy and marked tardy in the teacher’'s attendéooi& and should be sent to the office
to get an admit slip. Students with excessive rtesb (3) to class will receive a
detention. Tardiness due to loitering will be gtioe by detention on the first offense.

In the event a student is absent or tardy, a pauentdian must phone the school between
7:00 a.m. and 7:30 a.m. the student must preseate signed by the parent/guardian or
by a physician explaining the nature of the absendeese notes will be kept on file in
the student’s respective office. If the studerd &avritten excuse from a parent/guardian,
the student may be issued an excused tardy or edsdhthe student does not have a
written excuse, then the student will be given aaexeused slip. A student who is absent
from school is prohibited from attending any schiiction or activity on that day. Any
student who violates this will be subject to disicigry action.

ATTENDANCE PROCEDURES

1. During morning homeroom, teachers take attendandenaark all absent students on
the Absentee Report (see Appendix A — Absentee iRémom). This report should
be submitted to the main office befor&gderiod.

2. Students tardy to homeroom must be sent to theeott receive an Admit Slip (see
Appendix A — Admit Slip).
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3. Teachers should take attendance every class panddkeep accurate records of
absences and tardiness in their record book (shami official and legal document;
please be accurate and thorough). A list of stisdabsent for the day will be
distributed to all teachers (usually at the endl®fperiod or the beginning of"®
period). If a student is absent from class, tlaeher should check this absent list. |If
the student is on this list the teacher need niatrnm the office, but the student’s
absence should be recorded in the teacher’s rdxmwk. If the student is not on the
absence list the teacher should notify the officenediately (usually by phone or
note). An Absentee Report need only be submitidte office during homeroom, or
if the student is absent and not on the Absende Lis

4. If a student is tardy to class, they must presera@nit Slip before they are permitted
to class. Do not permit tardy students to claghaut an Admit Slip. The teacher
should keep this slip and return it to the offit¢he end of the day.

5. When a student accrues three unexcused tardinessaiked on the Admit Slip) the
teacher should write the student a detention (seBos on Discipline Procedures).
The exception is for tardiness to homeroom in thermmg and immediately
following lunch; the office will take care of thedetentions.

6. If a student is absent, when they return to clasg must present the teacher with an
Admit Slip from the office verifying the absencd>o not permit students to class
without this Admit Slip. The teacher should sidpe tAdmit Slip and return it to the
student. Last period teachers should collect A@hgs and return them to the office
at the end of the day.

Truancy
Truancy is absence from class, disciplinary actmmna school-related event without the

consent of Mount Carmel School or the student'®pi#guardian. Cases of truancy may
be subject to a conference attended by the stutiesiher parent/guardian, and school
administrators. The consequence for truancy ipesuson or expulsion.

lliness at School

A student who becomes ill or injured at school sttonform his/her immediate teacher,
who will then refer him/her to the office. If i idetermined that the student is not well
enough to attend class, the parent/guardian willnbgfied and the student will be
released into the care of the parent/guardiant@ratuthorized family member. Students
who do not report to the office when ill will noekexcused for their absence and are
subject to disciplinary action.

If a student must take medication, the prescriptath dosage information and a
permission slip signed by the parent/guardian, ntestdelivered to the office. The
student will be allowed to take the medication unithe supervision designated school
personnel. The office staff cannot dispense medicat Students are not permitted to
bring over the counter medications to school. nifigury requires immediate medical
attention, the school office will notify the Emengy Medical Technicians for treatment.
Parents/guardians will be contacted as soon agyb@ss

If a student is absent or sent home from school tdudéiness they may not attend or
participate in any school sponsor activity thatreng.
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Communicable illnesses should be reported to theda@s soon as possible. Guidelines
for re-admittance to school for the following commuable diseases are:

Chicken Pox: Students may be readmitted no sooner than 7 days dnset of the rash. No
fever should be present and pox must be dry.

Strep Throat: Students may be readmitted after having been thiatics for at least 24 hours.
No fever should be present.

Scarletina: Students may be readmitted after having been obiatnts for at least 24 hours. No
fever should be present.

Impetigo: Students may be readmitted after adequate medézditent or all lesions are healed.
Pink Eye: Students may be readmitted after eyes are cleamwitrainage present.

Head Lice: Students may be readmitted after treatment witbdicpllocide shampoo and clothes
have been laundered.

Medical and Dental Appointments

When possible, medical and dental appointmentsidhmischeduled during non-school
hours so as not to interfere with the educatiomatgss. If this is not possible, a written
excuse from the parent/guardian must be submittelet respective office to excuse the
student from class.

Off-Island Trips

As a matter of regulation, Mount Carmel School disages parents/guardians from
removing their children/wards from classes to atterff-island trips. The absence from
class may affect the student's educational growgdditionally, it is a policy of the
school that should a student be absent for mone td@a (10) days in a semester that
student will not receive credit for the semester.

Mount Carmel School also recognizes the parensisijan’'s right to make their own
decisions regarding the best interests of theidodm. Parents/Guardians who remove a
student from classes are required to acknowledgealtiove-stated policy by signing an
Off-Island Trip Form. This form is available in theain office.

Each off-island case will be dealt with individyally the administration to determine if
and how missed work may be made up, and to revwdif-island absences will affect
the academic status of the student.

A fee is assessed for all end-of-the-semester, twhsch preclude a student from taking
examinations at the regularly scheduled time arid (fzlease refer to Fees on page 9).
This regulation is to accommodate the student andhe same time provide just
compensation to teachers for the additional timd affort required in developing
individualized examinations at an especially busyetof the school year.

School-Sponsored Field Trips

Field trips are enriching supplementary educati@edivities that provide students with
the opportunity to experience first-hand what thegve learned in the classroom.
Consent from parents/guardians is required fostalilents wishing to attend such events.
Students are required to submit the school issigdd trip permission slip form, which
must be signed by the student's parent/guardiams form allows their child/ward to
attend the field trip, acknowledging that Mount @at School will not be held liable for
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any accident beyond the control of reasonable alipervision. Students who do not
return a signed permission slip will not be persiittto attend the field pi No phone
calls will be accepted in lieu of signed permissships. Students are expected to wear
their regular school uniforms unless prior arrangets have been made with the
administration. Students are not allowed to drive themselves to fheld trip.
Participants in school-sanctioned field trips angler the supervision of their teacher(s)
and/or other school personnel as deemed necesshgyprivilege of attending field trips
may be revoked for those students who have exaasisences or disciplinary referrals.
All school rules apply on field trips. All fieldips must have a prior approval by the
school principal.

Withdrawal from Mount Carmel School

Parents/guardians can choose to withdraw theid@mlwards from the school at any
time. Full year tuition is due for each studeriemading Mount Carmel School. If the
student withdraws from the school, for whateversoga the remaining portion of the
tuition is due for that quarter must be paid ad a®lall other fees before a transcript will
be released. Parents are obligated to clear finaincial status with the business office
before leaving the school. If a parent withdrabwsirt child from school without going
through the withdrawal process, tuition fee wilhtiaue to be assessed until the official
withdrawal process is completed. A student wiNéa "withdrawn" status when he/she
is cleared from the business office. No studentfigially withdrawn until they have
been cleared by the business office.

Student Withdrawal Procedures

1. Students who withdraw from MCS mid-year will subnaitform to their subject
teachers. The subject teacher should collectttidest’'s book (check book number
and condition) and any other class materials issyethe school. The teacher will
also record the student’s current grade for thetquat the time of withdrawal.

2. Teachers should make a note of books and matéaalded in, as well as the grade at
the time of withdrawal.

3. When student are officially withdrawn from MCS, at@& will be published in the
teachers’ section of the Knights Herald. If a teacsees this note in the bulletin for a
student who did not submit books or materials aidndbt get a grade at time of
withdrawal, the teacher should inform the offic€ometimes a student withdraws
without going through the proper procedures. Wities happens it is important for
the teacher to inform the office of unreturned ®akd materials, as well as to note
in their grade book the official time of a studsentithdrawal.

4. Teachers should not remove a student from classrsogntil officially notified.

STUDENT DISCIPLINE CODE
To ensure a mature Christian atmosphere conduoiviheé academic process and to

provide a system of justice, Mount Carmel Schotdlgshes the following structure for
order and discipline:

37



School Rules

The following rules are enforced at all times dtaa (including lunch, break, before and
after school, between classes, etc.) and atfadiaddunctions and activities (including
field trips, dances, fund raisers, etc.).

No eating or beverage drinking in classrooms, pider educational purposes
approved by the administration.

Betel nut, betel nut paraphernalia, and betel hetwing are prohibited on campus or
at school functions.

Classrooms and campus areas must be kept ordatlglaan. Students are not to
move desks unless expressly requested to do sdéyteachers. Students are
responsible for the removal of all trash and debosn the classroom and campus
areas before the start and at the end of each s

Chewing gunor eating in class during class hours is prohibited

Profane, obscene, and racist language and gesigr@sohibited.

Students are not permitted to interrupt a classufigrreason nor permitted to leave the
classroom for any reason, except with the permissfdahe teacher.

Student may be allowed to make calls to parentstdukness or for any bona fide
emergency only. An office staff member or adnimai®r will place the call in case
of an emergency.

All electronic devices such as, but not limited t@meras; video recorders; CD
players; pagers, radios; personal sporting equipn&oe recording devices, and any
form of toys, video games or computer software.reepermitted. Such equipment
can be lost, damaged, or stolen. These deviceéswitonfiscated and held in the
respective office until the parent/guardian claitie item. Items remaining
unclaimed at the end of the school year will becahee property of Mount Carmel
School.

Floral and other gift deliveries will be acceptedlyoin the respective offices, and
distributed by school personnel during break, lymchafter school.

Students are required to abide by the school unifmyde set forth under on page 46.
Only authorized electronic devices such music p&Ey€od and cell phones are
allowed during recess or lunch or after school bour

Bringing of a large sum of money, perfumes or espan jewelries is greatly
discouraged. The school will not be held respdadibr the loss of these items in
school.

Over-the-counter drugs or prescribed medicine cdy loe taken by the students with
parent’s written permission and acknowledged bysdwetary.

Disciplinary Procedures

1.

It is the domain of the teacher to maintain disogland positive behavior in their
classes. This is best done when clear procedurdsgaidelines are established,
consistent and followed through at the beginninghef year. If a teacher follows
through with stated procedures and guidelines arfidiii and consistent, then students
are well disciplined and behave appropriately.

It is also the responsibility of teachers to assismaintaining positive discipline
throughout the school community. Teachers shoakké &ll opportunities to correct
and guide students both in class and in the schbodarge. We recognize that
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10.

11.

12.

13.

sometimes it may be necessary for a teacher t@ iasdetention to a student, and
sometimes to students not in their own class. A@&acshould issue detentions to
assist in bringing about positive behavior in classl in the school as a whole.
Detentions are more effective when issued as sgigrass possible. It is important
that discipline is dealt with fairly and consistgnt

If a teacher issues a demerit, the teacher shaddrately and completely fill in all
items of the Demerit Form (see Appendix A — Demé&atrm). All behaviors on
Demerit forms should be verifiable and concrete.

If a teacher issues a detention, the teacher slamadrately and completely fill in all
items of the Discipline Referral Form (see Appendlix Disciplinary Referral). In the
section labeled “Behavior” teachers should useairtbe reasons for detention listed
in the MCS Handbook and include a brief descripfionfurther clarification. All
behaviors on Disciplinary Referral forms shouldvieefiable and concrete.

The teacher should explain to the student — caémdj/ clearly — the reason for issuing
the detentions and have the student sign the Disarg Referral form.

The student should bring the white form home tdhieis parents/guardians to be
signed and returned to school. The teacher sheubdhit the pink copy to the high
school office and keep the yellow copy for his/bem records.

The teacher must call the parents/guardians oftildent before the end of the day to
inform the parents of the detention and answercum®@gtions concerning the incident.
The student will present the white, signed fornthi® person administering detentions
at the time of serving the detention. Student$mat be allowed to serve a detention
without this signed form and detention is to bevedron the specified date after
issuance. The white copy should be dated and digpehe person who administers
the detention.

If a student fails to serve the detention on thecsjigd date, the office will be
responsible for calling parents/guardians to infalmam that the student failed to
serve the detention, and an additional detentidhbei given. Continued failure to
serve detention on the specified date may reswdugpension or adverse disciplinary
action.

It will also be the responsibility of the office tenter the information on the
Disciplinary Referral form into the computer. Theék and white copies of the
Disciplinary Referral form will be filed in the sdent’s disciplinary file.

If a student demonstrates behavior that warrantsir&ay detention, suspension,
withdrawal or expulsion a teacher should first takee of the situation at hand (i.e.
stop a fight), then escort the students to theeffo meet with the vice principal for
curriculum and instruction or the principal. Inothe administrator of the details of
the incident. The teacher must fill in the incideeport form and must include
important details such time, date, who was involvedncrete and verifiable
observations, quotes of what was said, etc.) togiven to the administrator.
Administrators will take appropriate action and malecisions regarding the issuing
of afterschool or Saturday detentions, suspensiitisdrawal or expulsion.

If a student should receive a suspension stepsofdh 7 above will be followed with
appropriate changes made for suspension.

After school detention will be serve from 3:00-400n. and Saturday detentions are
to be served on scheduled Saturdays from 8:00t#.42:00 noon.
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Disciplinary Action
In response to misbehavior and/or violation of tasthool rules at school or at any
school function, a student may be issued any otieedfiollowing disciplinary actions.

Demerit

A demerit is a mark made against a student's refmorohisconduct and/or violation of a
school rule. While the demerit does not call fory garticular action, accumulated
demerits will result in further disciplinary action

Some reasons for a demerit as a disciplinary aaticlnde but are not limited to:

Lack of class materials;

Not turning in homework;

Not listening to teacher’s instructions;
Chewing gum on campus;

Minor disruption of class;

Tardy to class;

Minor infraction of school rules.

After School /Saturday Detention

In response to misbehavior and/or violation of bashool rules, a student may be issued
a detention as a disciplinary action. Teache&df persons, or administrators, may issue
a Disciplinary Referralto the student to be acknowledged with the sigeanf a
parent/guardian. Signed and returned referral&epeon file in the respective office. In
order to serve a detention a sigrdidciplinary referralform must be submitted to the
Principal or designee. Detentions are held afteoskcfor one hour, from 3:00 P.M. until
4:00 P.M. Students are responsible for makingspartation arrangements ahead of time
to serve detentions on the date and time as natdaeoreferral form. At the discretion
of the administration, some detentions may be aidteired on more than one day.

Some reasons for detentions as a disciplinaryraatidude but are not limited to:

Disruption in class

Improper Uniformincluding P.E. uniform;
Excessive Demerits (3 or more);
Excessive Tardiness (three per quarter);
Vulgar or obscene language,;

Food and/or beverages in classrooms;
Use of vulgar or obscene language;
Spreading gossip;

Shouting and playing around in class;
Sitting at the railings;

Teasing and harassing classmates;
Loitering at the front gate, in the hallways, ottle parking lot;
Disrespecting others;
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Inappropriately using electronic devices in sch@eElectronic Deviceson page
49);

Failing to serve or skipping a detention;

Talking or reading inappropriate material in chudthiing mass;
Non-submission of progress report;

Not being picked by designated time for schoohgingis (dances, parties, fund-
raisers, et cetera).

Other minor offenses

Truancy or skipping class;

Argumentative language;

Connivance and accessory to a fight;

Inappropriate displays of affection;

Racial intolerante;

Cheating/Plagiarism;

Misrepresentation;

Chewing or possessing of betel nut or betel ntagdzernalia (lime or leaf);
Excessive detentions (three or more per quarter);

Insubordination;

Leaving class, campus, or school functions withpmrtmission;
Disrespecting staff/teachers;

Possession of obscene materials;

Possession of contraceptives;

Possession of gag gifts or other inappropriategfaaalia;

Failing to serve or skipping two detentions in @0

Inappropriate use of the Internet or computers.

For purposes of the school's Merit System, (see pHy), one detention will equal nine

demerits.

Suspension

A serious breach of any school regulation can tesuh suspension. Disciplinary form

must be fill in and given to the parents. Lettal also be issue to the parents.

response to such a violation warranting susperasmhimmediate removal from school,
the parent/guardian will be contacted by the ppatby phone as soon as possible. Out-
of-school suspensions are at the discretion optireipal. In such cases, the student is
not allowed on campus during his/her suspensionsp&ded students will not attend
any classes, social or athletic events, nor receigke-up work for classes missed. The
following are infractions that result in suspensatrthe discretion of the school principal

or designee.

For purposes of the school's Merit System, (seeepé), one suspension will equal

twelve demerits

Administrative Conference

Should a student clearly violate specific behavj@eademic or attendance expectations
of the school, or seriously discredit the reputatocd Mount Carmel School, the school
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administration will hold a conference with the statland his/her parents/guardian, to
discuss further fair and proper steps that neebletdaken. While every effort will be
taken to keep the student enrolled at Mount Car@atlool, suspension or expulsion
remains an option at the discretion of the admiaigtn. Expulsion of a student is a
grave matter, and the severity of infractions Wwédldealt with on a case-by-case basis.

Some reasons for an administrative conference asdille expulsion include, but are
not limited to:

Use, abuse, sale or possession of illicit drugshadl, or mind/behavior-altering
substances, or look-a-like substances;

Bullying, fighting or intention physical harm to @her person

Possession of a weapon or look-a-likes, inclusiue riot limited to air-rifles, BB
guns, pressurized water pistols, knives or shaijpctd clubs, “iron knuckles,” et
cetera;

Excessive suspensions (three or more);

Serious and malicious damage of property belontgirtge school or others;

Wanton disrespect for authority;

Violent fighting;

Violation and non-compliance tehavioral contract

Racial intolerance or sexual harassment

Pranks or practical jokes (those participatingrig &enior prank” risk not graduating
and not receiving a diploma from Mount Carmel S¢hoo

Forgery

Search and seizure

Mount Carmel School reserves the right to inspelkbsl property at anytime. If there is
concern for safety of students, Mount Carmel Scladsb reserves the right to search
student’s personal property at school. Lockers desks are the property of Mount
Carmel School, and may be inspected periodicallyheyPrincipal or designee without
prior notice. Students may be asked to disclose fhersonal belongings during such
investigations of serious violation of school rukesd/or regulations, especially as the
administrator(s) deem(s) necessary.

Drug-Free Campus

The campus of Mount Carmel School is a drug-freepes. Any controlled substances
such as alcohol, marijuana, methamphetamines (ibajpiturates, amphetamines,
narcotics, mind altering substances, cigaretteg@apatcco, any other illegal substances or
any substances deemed unfit for our campus bydhmensstration are strictly forbidden.
Any violation of this policy will be dealt with omn individual basis; however, an
immediate administrative conference will be held amill result in suspension from
school at the discretion of the school principadigeee. In serious or continued
violation of drug-free campus may result in extehdaspension, professional consoling
referral, withdrawal or expulsion.

42



The administration reserves the right to search pbesessions of a student’s
belongings, including, but not limited to, the stutls desk and locker if there is a
suspicion of an illegal substance.

- Students taking medication prescribed by a physiamst inform the office with a
written notice from the physician or a parent/guamnd The office staff/nurse cannot
dispense medication. Students are not permittéxdiing over the counter medication
to school.

Withdrawal

Parental cooperation is essential for the welfdrth® students. If, in the opinion of the
administration, parent behavior seriously interdevdth the teaching/learning process,
the school may require parents to withdraw theitdobn and sever their relationship
with the school.

Expulsion
It is the right of the president to remove from #ahool environment any student who

clearly violates specific behavioral, academic tteralance expectations of Mount
Carmel School. Expulsion of a student is a gravétenaand will be used only when
absolutely necessary. Students expelled from Mdiarimel School are ineligible for
readmission at a later date.

Professional Counseling

Administrators may reserve the right to requiref@ssional counseling for students.
Parents/Guardians who do not support the admitimtranay be required to withdraw
their students from Mount Carmel School. Each e@liebe handled individually by the
administration.

Grievance Procedures

Students, parents, and/or guardians who feel iegt have a legitimate grievance related
to school practices, policies or relationships Ishalexpected to adhere to the following
procedures. The purpose of these procedures [@adduce, at the lowest possible
administrative level, equitable solutions to grieses in a spirit of justice and charity.

1) Discussion with concerned parties: Discuss the grievance complaint with the
parties concerned at an informal meeting as sogossble after the incident. If this
must be done during school hours, an appointment lmamade through the office
for a time that will not interfere with the nornsdhool routine.

2) Administrative Meeting: If the matter cannot be settled informally by tretgs
concerned, they must request a meeting with thecipal. A hearing will be
arranged at which time the aggrieved will be gi@enopportunity to present his/her
explanation. A parent/guardian may intercede foeapa disciplinary action. The
principal will assess the issues and make a fieaisibn.

3) Appeal to the President of Mount Carmel School:If the aggrieved continues to
feel that the matter is not resolved, she/he maynguthe grievance in writing within
ten (10) days to the President of Mount Carmel 8kthdhe President will render a
decision in writing. The president’s decisioniisaf.
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No Harassment, Intimidation or Bullying (HIB) Policy

Mount Carmel School understands that a safe anldecivironment is necessary in order
for students to learn and achieve high academiwdatds. Harassment, intimidation or
bullying (HIB), like other disruptive or violent bavior, is conduct that disrupts both a
student’s ability to learn and a school's ability éducate its student in a safe, non-
threatening environment. HIB is defined as anynhtmal written, verbal, or physical act

against another individual as a show of pawer

Specific examples of HIB may include but are notitied to:

Sexual Unwanted behavior that is directed at an indigidar group on the basis of sex
clearly unacceptable behaviors: physical assaulighing someone’s genitals; repeated,
defamatory insults; blocking someone’s way; antkistg.

Behaviors that are offensive to some people andmothers: jokes; language; teasing;
and profanity.

Verbal: Words that hurt or humiliate

1. Name-calling 5. Threatening

2. Spreading rumors 6. Racial comments

3. Insulting 7. Derogatory statements
4. Teasing 8. Profane statements

Physical: Action-oriented
1. Hitting

2. Kicking

3. Slapping

Punching

Exclusion from the peer/social group
Gestures

Taking property

No ok

The harmful effects of HIB can last a lifetime. @atial effects of may include but not
limited to:

Suicide

Depression

Anxiety

Low self-esteem
Anger

Frustration
Embarrassment
Fear

Guilt

Feelings of isolation
Feelings of being powerless
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Drop in academic performance/ trouble
Learning

Withdrawal from school or other activities
Absenteeism

Headaches

Weight fluctuations

Sleep disturbances

Nightmares

Acts of HIB against other students that are coretliatia electronic means that occur
during school hours, occur on school propertyhooive school computers are included
as a prohibited act and are subject to discipliaation.

Students who are victims of HIB should report swdturrences immediately to the
school counselor, teachers, or administrators. étisdwho witness acts of HIB should
report these occurrences as well. Disciplinaryoactvill be taken in all cases of HIB,
which may include detention, Saturday detentsuspension, or expulsion.

MERIT SYSTEM

To reinforce the school’'s ESLRs, particular thdsat eal with Catholic behavior (#2),
leadership (#4), and appreciation for diversity)(#&culty, staff and administrators may
issue Merits to students for good behavior. Initawld to reinforcing the school’s
ESLRs, the Merit System will complement the sch®oDisciplinary Actions by
recognizing and rewarding students for good belmaBtudents may be awarded merit
slips by faculty, staff, and administrators for ddmehavior such as but not limited to:

Exemplary demonstration and manifestation of thmekts ESLRS;
Being helpful;

Being respectful and courteous;

Speaking positively about others;

Charity;

Positive Leadership;

Exemplary community service;

Exemplary participation in extra-curricular acties;

Supporting school teams and competitors at gamé&s@mpetitions;
Commendable effort and commitment in the classroom;
Dramatic improvement in academic and/or behavipealormance;

While faculty, staff, and administrators are eneg@d to use the Merit System to

reinforce and reward positive behavior among sttgjetimhey should not issue merits

frivolously. Issuing too many merits mayndermine the value and, and hence, the
effectiveness of the Merit System. Faculty, staffadministrators suspected of abusing
the Merit System will be dealt with appropriately.
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In order to reinforce and encourage positive bedrawtudents who accumulate merits
may earn awards which will be decided by the adstiaiion and publish at the
beginning of the school year.

Receiving demerits or other disciplinary actiondl weésult in a deduction of merits
awarded. For example, a student who is awarde@r@srbut is also issued 3 demerits
has no merits to earn rewards. Or, a student wke U8 merits for a dress-down reward
loses those merits and may not use them agairtlier cewards.

The Merit System also affects Senior PrivilegeRefér to Senior Privileges on page 50
for details.)

The administration reserves the right, at its @igon, to amend or suspend this Merit
System at anytime during the school year.

OTHER RULES AND REGULATIONS
Dress Code

Uniform Code

The attire and grooming of Mount Carmel School stid must be modest, neat, clean
and becoming of the dignity of a representativéhefschool. At Mount Carmel School,
dress expresses one's attitude toward learningyaodity signifying the whole person.
Proper dress indicates one's self-respect, and dab the unity of purpose and
philosophy at Mount Carmel School. The school amif should always be worn with
dignity and proper decorum on or off-campus andlestts must conduct themselves
properly. Students must wear the Mount Carmel 8khaiform in order to promote
discipline and to foster pride in being a studenMount Carmel School.Students are
required to observe the dress code fully and prigpehile they are wearing the uniform
including break, lunchtime, between classes, anécty before and after physical
education classes.Students are required to wear the official schaofaum for their
gender and grade level. School uniforms can behased in the business office.

Sweaters, jackets, or other clothing items maybeotvorn over the uniform. A uniform
sweatshirt is available for purchase at the businéice, and may be worn in class or at
school activities when necessary.

Students who are not wearing the proper schooloamifwill receive a demerit or
detention and must have their parents bring thesimgsitems to school immediately.

Girls:

Blouses must be buttoned and tucked in at all timEse bottom hem of the skirts must

be below the knee. Girls must wear black shoek pl&in white socks. Shoes with a

heel over two inches high are strictly prohibitecedo the possible safety hazard. Junior
High girls must wear ties at all times. In thethgghool girls must wear their vest at all

times. Boots, zorries, slippers, or open-toed alndire not permitted. Hair must be

neatly groomed and unusual colors or styles arepaonitted. Hats, caps, bandannas,
and other accessories are prohibited. The applicatf styling gels and sprays is not

46



permitted in the classroom. Makeup can only berwloy girls in grades 7-12, and if
worn, must be applied lightly, and modestly. Makeway not be applied in class.

Jewelry should be simple and appropriate for sch@ole pair of small earrings, attached
only to the earlobe, is acceptable. Earrings caileolarger than a quarter and cannot
dangle longer than the length of a standard sipenghp. Large, bulky pendants are not
acceptable. Students must avoid bringing costly@rloom jewelry. Mount Carmel
School is not responsible for lost or stolen jeyelNose rings, tongue rings, and similar
types of inappropriate piercing are strictly protat.

Boys:
Pants should be worn at the waist with a black &ett must be official Mount Carmel

uniform pants. Shirts must be buttoned and tuckeat all times with the belt showing.
Pant cuffs may not be rolled. Only a plain whitelershirt or P.E. uniform is permitted
beneath the shirt. Boys must wear black shoes pldim white socks. Boots, sandals,
slippers, and zories are not permitted. Earrimgse rings, tongue rings, and all other
types are piercing are strictly prohibited.

Hair must be well groomed, and cut above the slitar, above the ears, and above the
brow-line. Unusual colors, design or styles arepesmitted

Physical Education Dress Code:

Official Physical Education (PE) uniforms and propthletic shoes must be worn during
PE classes, but may not be worn in other class@s lmomeroom (an exception is made
for first through fourth grades on their PE dayBE Uniforms are available for purchase
at the business office.

Alternative Dress Code ("Free Dress" or "Dress DowH):

In the event that the administration allows stugl@éatattend classes in clothes other than

the official uniform, the following requirementsp:

1. Attire must maintain modesty in length and fit. nkaops, halter-tops, short shorts,
short skirts, and other similar inappropriate dieghare not permitted.

2. Footwear must be safe. Zories, slippers, highdaeshoes, sandals, or other unsafe
footwear may not be worn.

3. Nose rings, tongue rings, and similar types of pmapriate piercing are strictly
prohibited. For girls, earrings cannot be lardaant a quarter and cannot dangle
longer than the length of a standard size paperdlarge, bulky pendants are not
acceptable. Boys are prohibited from wearing egsi

4. Clothes or accessories which endorse alcoholicrages, illicit drugs, or concepts
contrary to the Christian character of the schoelmohibited.

5. No aspect of a student's clothing may call undtenibn or contradict the mission
and philosophy values of the school.

Students who abuse the privilege of casual dregs ddl have the privilege revoked.
Final interpretation of these guidelines is theestiscretion of the school administration.
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Senior Privileges Uniform:
Refer to the Senior Privileges description (pagefé0the Alternative Senior Uniform.
This alternative uniform only applies when Seniaviieges are activated.

Faculty Dress Code

Faculty and staff are professionals and are thypea®d to dress and be groomed as
professionals. Men should wear button-down shinth collars, with nice pants and
shoes. Ties are encouraged. Women should wefisdhit reflect their professional
position in a Catholic school. Dresses and slghtsuld not be more than three inches
above the knees, nor should attire infringe on ressseof modesty. Faculty and staff
should not wear: jeans, short shorts, mini-sktight or revealing clothing, t-shirts, flip-
flops, sport shoes, fanny packs, ostentatious jgwel any other attire or accessories
that distract from professional dress.

All faculty members are expected to dress up (besnen, dresses or skirts for women)
for Masses, prayer services and special activi(@sgh as inductions, ceremonies,
competitions, graduation, et cetera).

Lockers

If a locker is assigned to a student, then he/shiequired to purchase a lock for his/her
locker during the first week of school. It is tsiedent’s responsibility to make sure that
his/her locker is secured at all times. Mount Cdrgahool shall not be held liable for the
loss of any articles from lockers. Lockers are preperty of the school, and the
administration reserves the right to inspect loskarany time. When a student looses
his/her locker key and requires the lock to be awinall service charge will be assessed.

Inspections
Mount Carmel School reserves the right to inspelkbsl property at anytime. If there is

concern for safety of students, Mount Carmel Scladsb reserves the right to search
students. Lockers and desks are the property ainti@&armel School, and may be
inspected periodically by the Principal or designéiout prior notice. Students may be
asked to disclose their personal belongings dwsingh investigations, especially as the
administrator(s) deem(s) necessary.

Pregnancy
In keeping with the Church's stance, Mount Carneld®l is adamantly pro-life. In this

regard, the school does not condone abortion. I8lostudent at Mount Carmel School
become pregnant while enrolled, every effort wl imade to preserve human life and
protect the dignity of all involved. The adminaion may ask pregnant students and/or
fathers to not attend regular classes. In casesenvbuch students arrange for home
schooling under Mount Carmel School’s curriculum,aalditional fee may be charged to
compensate teachers who have to do additional wdrnkextreme cases the students
involved may be asked to withdraw. However, eaateovill be handled individually by
the administration.
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Visitors

Mount Carmel School is a drug free, safe and clos@ahpus. Anyone, including
parent(s)/guardian(s), wishing to visit should gpmor notice to the school. Visitors
must report and sign in the main/business officel atain visitors pass before
proceeding to the classroom or other areas in @ngpas. Visitors are not permitted to
go directly to a classroom, or to loiter on campusn the parking lot without reporting
or obtaining visitors pass. In the event a visitish to see or meet someone at school,
he/she must wait in the office for the person tivesh to see.

Cars and Parking

If parents/guardians give their children permisdiomrive to school, this must be made
known to the administration in writing. The schiealesignated parking for faculty, staff
and students is strictly limited to the northermkpzg lot of the Cathedral and in front of
the grade school. Faculty, staff and students shoat park next to the Diocesan Curia
or the Joeten-Daidai Social Hall.

The parking stalls inside the campus next to thes@&d Mother Grotto and facing the
cemetery can be reserved for a whole quarter fee @f $15.00 per quarter. Any student
(with a valid driver’s license, registration andumance policy) or faculty member can
have a “reserved” parking for the whole quartethd fee is paid. Except for the three
reserved parking stalls in front of the high schea@lkway, the remaining stalls are
strictly reserved for school visitors.

Any abuse of the car procedures, such as remainitige car after arrival on campus,
going to the car at any point during the school, dawing recklessly, or driving off

campus before dismissal, is a violation of schadés and offenders will be given
Saturday detention and will no longer have perrars$o park on school grounds.

Car Duty Procedures

1. Arrive at the pick-up location promptly after thehsol day ends.

2. Keep all students in earshot, sight and in pickanpa. (Students should not be
allowed in the building, unless students are iresighated area that is immediately
accessible.) No student is to be allowed to plegreas that the teacher cannot see.
Keep students out of the driveway.

Keep traffic flowing. Cars should not block otloars in the driveway.

Don't allow rough play by the students.

Students should not wait for their rides in theic#$. Students can wait for their
rides in designated areas or under the big treetadke high school building.

30 minutes after school ends, students not waftingheir rides should be taken to
extended care.

o0k w
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Electronic Devices

Music players, beepers, and cellular phones arartagh a contemporary student’s life.
However, the use of these devices in classes, #a$issm meetings, etc., is an
unwarranted distraction. Student use of thesecdevs confined to non-instructional and
non-structured time. No laser pens are allowedha dchool. The use of recreational
musical devices without earphones is prohibitedadool grounds.
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Telephone
Permission to use the phone must be obtained fneroffice secretary. Students must

submit a note from their teacher. The office phisrne business phone and students will
be permitted to use it only in case of emergertfeyrgotten homework, forgotten athletic
equipment, etc. do not constitute an emergeeyangements for after school visits with
friends should be made at home.

After School Hours

Students not involved in an approved and supervasity such as extra-curricular
activities or academic enrichment must be pickedwighin 30 minutes after school
dismissal. Aside from such extra-curricular a¢t®a and academic enrichment, the
school does not offer any form of extended caresfodents that remain on campus after
class hours. Should parents, on more than threasmms, fail to pick up their children
within 30 minutes after school dismissal, the s¢hvab notify the proper governmental
authorities, such as the Division of Youth Servjdesappropriate action.

Senior Privileges

In recognition of their seniority, and to encouragature, exemplary behavior consistent
with the school's ESLRs, ir‘Zgrade students may be eligible for the followingnfer
Privileges:

Senior Lunch Privilege Seniors will be allowed to leave campus once akwer lunch.
However, the following requirements must be met:

1. Only ten (10) seniors per week may partake isfghivilege. Once Senior Privileges
are granted, the Senior Class must develop a mgtaichedule that allows all
members of the class to partake of this privilegequal time.

2. Each cohort of ten (10) seniors partaking in thigilgge must be accompanied and
supervised by at least one (1) faculty, staff aniuistrator.

3. Seniors partaking in the Lunch Privilege musteha completed and signed Field Trip
Permission Form. Seniors that do not have a coeyblieirm will not be allowed to
partake of the privilege on their assigned day.

4. Seniors partaking in the Lunch Privilege muavéna completed and signé&teld
Trip Permission Form Seniors that do not have a completed form wit he
allowed to partake of the privilege on their asedday.

5. Initially, the Senior Lunch Privilege will barited to Marg’s Kitchen and Shirley’s
Coffee Shop in Chalan Kanoa. Students may onlhkwalthese locations. Future
locations may become permissible at the discreifdhe school administration.

. Seniors partaking in the Lunch Privilege aré Btount Carmel School students and
must act accordingly, upholding the school's ESlaRs following all applicable
policies, rules, and regulations as printed inNfeeint Carmel School Handbook

»

Senior Lunch Lounge One of the Senior homeroom classrooms will begdesed as
the Senior Lunch Lounge. The following requirensemapply to the Senior Lunch
Lounge:

a. Seniors may have their lunch in the lounge.
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At least one (1) faculty, staff, or administratoush be in the lounge to supervise
students during the lunch period.

Seniors must keep their Lunch Lounge clean atra#g.

Music and/or video programs may be played in thendge. However, the volume
must not be disruptive, and music or video playeoutd not contradict the mission
and philosophy of the school. To ensure that moisiddeo programs are in line with
the school’'s mission and philosophy, Seniors akésad to clear all music and video
programs ahead of time either with their Class Adks or the school administration.
Seniors may decorate and furnish their loungepnag ks the décor and furniture do
not pose safety hazards and do not contradictdin@oss mission and philosophy. To
ensure that lounge décor and furniture are safeiratide with the school’s mission
and philosophy, Seniors are advised to clear daodrfurniture ahead of time with
the school administration.

Senior Parking One parking stall will be allocated for Senitwsated to the left of the
handicapped parking facing the cemetery. How thikipg stall is distributed must be
determined by the senior class.

Pep Rally Privilege The Senior class will be given first choices in tharious
competition categories
(e. g. uniform color, theme selection, dance, satg,) when preparing for any school

pep rally.

Senior Uniform:  Seniors are allowed to wear their school uniforrsoading to the
following alternative guidelines:

f.

Navy blue shorts (the same color as the boy’s umifpants) for the boys and Navy
blue shorts or Navy blue capri pants (the sameradahe boy’s uniform pants) for
the girls.

Shorts and capri pants must be formal “dress”.(in jeans, baggy shorts, frayed
shorts, tight shorts), must not have any revediiolgs or slits in them, and must be
plain (i. e. without embroidery, logos, or the lkeNote that shorts must be well
hemmed and must have pockets.

Senior ladies do not need to wear their vests.

Shorts and capris may be no more than 3 incheseadiavelow the knee.

A plain belt must wear with the shorts.

Shirts must be properly tucked in.

Shoes of any color may be worn. However, footweast be safe. Zories, slippers,
high heeled shoes, sandals, or other unsafe footwawg not be worn.

. No aspect of this alternative uniform may contradiee mission and philosophy

values of the school.

. Seniors may not wear their alternative uniform dgriMass, official school

assemblies, special school functions, or when sgmteng the school at an official
event in the community. During such events, tlaaard school uniform must be
worn.

Eligibility for these privileges results from a tmdtive accumulation of merits earned by
the entire 19 grade class. The school administration will cdesithe 12 grade class
for Senior Privileges only when the total meritswaaulated by the entire class equal or
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exceed 40 merits. Should Senior Privileges betgdarthe Senior class must collectively
maintain 40 or more merits. In the event thatltS8&nior merits drops below 40, Senior
Privileges will be suspended. Seniors should toae merits will be deducted pursuant
to the Merit System procedures as outlined on pHEgef the Mount Carmel School
Handbook

Seniors should also note that earning Senior Bges does nagxempt them from all
applicable policies, rules, and regulations as tednin the Mount Carmel School
Handbook Violating these policies, rules, and regulatiomdl result in appropriate
disciplinary actions that will, in turn, deduct abtmerits from the Senior Class. This
may, in turn, lead to the denial or suspensionarfi&@ Privileges.

The administration reserves the right, at its @gon, to amend or suspend these Senior
Privileges at anytime during the school year.

EMERGENCY/EVACUATION PROCEDURES

Fire Alarm and/or Bomb Threat

1. A fire or fire drill is an extremely serious tte. It could be a matter of life or death.
Smoke is responsible for more deaths than actred. fi Students who do not follow
directions will be referred to the administratiam proper action.

2. All teachers and students are expected to kheviire exit route from any classroom
or area where they are. Fire exit routes or adtieras should be familiarized during
the first week of each semester. Directions inthgathe route to be used are posted
in each classroom.

3. Silence must be observed from the time that tleediarm rings until all students are
at their standby stations in order to hear direstio

4. At the sound of the fire alarm, all should at obegin to file out led by the teacher to
indicate the route.

5. The student closest to the door is to see thatptapped open or held while students

exit the room. The last student out of the roowusth close the door.

The pace for the fire drill is a fast walk. Leaslaeed to set the pace.

Keeping streets and driveways clear for emergeralyicles is necessary. Each

teacher should take a roll book or seating chadt @port any missing student or

additional students who may have joined from a twalavatory pass.

N

Typhoon
If the Governor declares “Condition 2” for a typmdtwopical storm, all classes will be

canceled. If “Condition 2" is announced while schas in session, the following

procedures shall be observed:

1. Students shall be dismissed as soon as thasgortation arrives.

2. Students should help the teacher move evegytéiwmmay from the windows and into
the middle of the room.

3. Books and other instructional materials mussd&eured in the class rooms or be put

into the lockers neatly.

Students will return to school when the Prastidé the school announces it.

For information, listen to the radio for ingttions or call the school’s information

line at 235-1251.

oo
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Earthquake

1.
2.
3.

4.

During an earthquake, students observe silenddisten to the teacher for directions.
Students may be told to get under their deskcawer their heads.

When the bell tones, students are to start genely evacuation procedures similar to
those for fire drills.

The class leader will take the class to thelfeeld make sure the class is not standing
under trees, near buildings, swings telephone postany other dangerous objects.
This will be done under the supervision of the eaic

Tsunami

The purpose of developing a tsunami procedure énsoire that all affected faculty, staff,
and students at Mount Carmel School are betterapeepbefore a tsunami strikes. To be
better prepared for a tsunami, listed below arermétion that we need to have as part of
the tsunami preparation.

1.

No koD

8.

Understand about the tsunami history and floodiegagion of our area.
Learn the location of the nearest shelter/safe area

Learn the safe route to shelter.

Have on hand emergency supplies for at least thags.

Keep emergency supplies in backpack near the door.

Know how and where to turn off the utility mains.

Get basic first aid instruction

Discuss about tsunamis and evacuation plans.

If a Tsunami Watch is issued for Saipan and or the CommonwealthefNbrthern
Mariana Islands, this means the following:

1.

5.

6.

This means that a dangerous tsunami has not beied.e If one exists, it may only
be an hour away.

Listen to the radio, Coast Guard emergency fregasndNOAA weather radio, or
other reliable source and the school will make ramoancement to this effect.

Since Mount Carmel School is situated in a low dyiarea, need to check the
emergency supply kit, special medication of stuslahtany, extra clothes if any,
water, and money.

Inform family members of your students what theosd!s evacuation plans are.

For special evacuation need, (special needs staidemill students such as grades 1
through 3) consider early evacuation.

Secure loose objects around your classroom if perenits.

If a Tsunami Warning is issued for Saipan and or the Commonwealthefbrthern
Mariana Islands, this means the following:

1.

2.

3.

A dangerous tsunami may have been generated amdl lbewery close. Estimated
times of wave arrival are given for selected cdasteces. (Please listen to the radio,
television, NOAA radio and other reliable source.)

If you feel a very strong earthquake, evacuate idiately to higher ground.

DO NOT WAIT FOR A FORMAL WARNING.
If a tsunami is verified, the warning is extendeall Pacific coastlines.
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MONITOR THE RADIO AND OTHER RELIABLE SOURCE.
4. Follow instructions issued by local authoritiesictils.

LEAVE IMMEDIATELY IF ORDERED TO DO SO.
5. Ensure that you get the emergency Kkit.

6. IF TIME PERMITS, TURN OFF ALL POWER MAINS. Do not use the
telephone except in a genuine emergency.

7. ONCE IN A SAFE AREA, DO NOT RETURN TO THE HAZARD ZO NE
UNTIL A COMPETENT LOCAL OFFICIAL HAS ISSUED AN “ALL
CLEAR”.

Tsunami Drill Procedure

In the event there is a tsunami warning it is inagge that the school take immediate
action to ensure the safety of all students, teacteaff and everyone on the school
campus. Tsunami drill will effectuate at leastdsvia year to prepare everyone and
practice the evacuation to safe ground as desidgnatdh minimum amount of time
within 30-45 minutes. The administration is resfble for designate the evacuation
route and area for safety. Each teacher is redplenand must ensure that the tsunami
procedure is explained to the students and havedige drill with focus on proceeding
in orderly manner. The following steps must béofwked for the drill:

A tsunami warning is six (6) long rings of the sohbell.

Teachers must take class roster with them whenuatiag.

Students must immediately line up in an orderly nean

Proceed to the evacuation route and safety ground.

The teacher is the last person to leave and musbftiall lights.

The teacher must make sure that everyone is oataséroom and close the doors
unlock.

Teacher must take attendance and account for estryents as soon as the
designated area is reached. If any student isimgighe teacher must immediately
report to school administration, principal, or vipeincipal for curriculum and
instruction.

8. The all clear signal will be upon the directivetioé president or designee.

ok wbhE
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A much detailed tsunami procedure will be in the Seool Emergency Procedure
Manual.

ACCIDENT PROCEDURES

Accident Procedures for Students

1. Address and take care of the immediate situatieaping safety, health, and welfare
of the students as your primary concern.

2. Utilize the registered nurse by training for urgentergency situations that require
someone with training.

3. Inform the secretary of your respective office @iy aaccident/incident, minor or
major for documentation of events.

4. The secretary will inform the School Principal @sdnee.
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9.

The secretary/administrator will find a substitiéacher with Prep period/Student
Supervisor to take the place of the teacher whastest needs immediate care and
attention.

The attending administrator will contact the paségardians and inform them of the
situation. If emergency services are required, thiedsituation allows for it, parent

permission must be secured before calling EMSthdfsituation is of a more urgent

nature, the administrator will contact the EMS inainagely.

If the student is sent to the hospital, an adnmaist will accompany the student with

his parents/guardians.

An accident report should be filled out by all schpersonnel involved (supervising

teacher, witnesses, secretary, administrator,agtd)the report must be submitted to
the School Principal/designee immediately.

Affected Homeroom Teachers/Teachers whom the stwdas under the care of must
call the parents to follow up to ensure the healtti safety of the students.

10.1f a student is absent the next day, the respesteectary must follow up to find out

why the student is not at school.

Accident Procedures for Faculty and Staff

1.

2.

3.

Address and take care of the immediate situatieaping safety, health, and welfare
of the faculty, staff member as your primeaoycern.

Utilize the registered nurse by training for urgemergency situations that require
someone with training.

Inform the secretary of your respective office @iy aaccident/incident, minor or
major for documentation of events.

The secretary will inform the school principal aces principal for curriculum and
instruction.

A Teacher with Prep will monitor the students aakketthe place of the teacher who
got into an accident.

If emergency services are required, the adminatnatll contact EMS immediately
and call the spouse or family member to inform them

If the faculty/staff is sent to the hospital, anmaaistrator will accompany the
faculty/staff member.

An accident report should be filled out by all sshpersonnel involved (supervising
teacher, witnesses, secretary, administrator,agtd)the report must be submitted to
the school principal or vice principal for curricnh and instruction immediately.

An administrator must call the faculty/staff memberfollow up to ensure their
health and safety.

All incidents involving faculty and staff must beaimented on an accident report and
reported to an Administrator so that the schooliniscompliance with Workmen’s
Compensation regulations.

STUDENT SERVICES

Cafeteria and Canteen

Cafeteria and canteen services are available tdests on most school days (these
services are usually not available on half-daysnical days, and during other special
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events). Students amnly allowed to buy food during their scheduled braatet and
scheduled lunchtime. Students may eat their snatkfie cafeteria or outside the
classroom during break time only. Students areedb in the cafeteria during their
scheduled lunch. If lunch is brought from home oudht at the canteen, the students
must bring their food to the cafeteria during luraeid eat there. No student is allowed to
eat in other areas in campus during lunch brealemxt the cafeteria. Students
attempting to buy food at other times will recenlisciplinary sanctions. Students are
required to maintain cleanliness in the eating .a&tadents are to be at their designated
area after eating lunch. Students are to be atdbsignated area as provided on the first
day of class instruction. No students are allowethe classroom buildings during lunch
time unless requested by the teacher/advisor foetinge or sessions. Students are
allowed access for the restrooms at all times boaadays.

Academic Enrichment

Academic Enrichment courses are offered after srgalass hours as an additional
resource to address various needs of studentsseTdmirses are not mandatory and are
aimed towards students facing challenges in theademic work, students who desire
additional assistance in homework, or studentsisgeldvanced enrichment.

Program Hours

Monday to Friday except on Wednesday from 3:00 jtord:30 p. m.

Academic Enrichment course offerings and scheduld¥ be announced and
administered at appropriate times throughout th®aicyear. Refer to Fees and Tuition
for Academic Enrichment fees.

Academic Advising

Mount Carmel School provides academic advisingralepnto assist students and their
parents in students’ educational plans while at MoQarmel School. This includes
scheduling, or assisting students in schedulingdestts’ classes, administering
standardized testing programs, overseeing acaderobation, keeping academic
records, and assisting students and their parentpeécial academic needs. This is
typically done by the Vice Principal for Curriculugninstruction/School Counselor

Counseling
For school year 2009-2010, the Counseling Prograthbe available. The School

Leadership will set the priorities as far as whowtd be availed of such services.
However, if parents have concerns about anothetestu a son/daughter or to seek
guidance with a problem, they are encouraged ttacothe school principal to see what
kind of assistance can be rendered.

The counselor/vice principal for curriculum andtmstion in collaboration with the
senior advisors are responsible for disseminatirigrination for college, career, and
vocational information. Students and parents magsg college handbooks, catalogues,
videos, resume assistance, financial aid and sdiptainformation, SAT/ACT guides
and applications, NMC programs, summer programs difsisland study, and job
opportunities.
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Library
The library is available for use by all Mount Cairehool students. The library is the

heart of the school and plays an indispensable irolgccomplishing the goals of the
institution. In order to perform its function thet satisfaction of all its users, it needs
your cooperation.

You have to respect others and care for propedgks, furniture, and use your time
wisely. Library rules and regulations are not mted to curtail or lessen your freedom,
but to help you maximize the use of the books, @heér collections and the library, and
to protect the rights of all the borrowers.

Library Rules and Procedures

1. Observe Silence. Students must display courtesyrespkct for others while in the

library by keeping the noise level at a minimummasdisrupt or distract others in the

library. The library must be conducive to readiwgiting and doing research.

All material or books must be checked out of thedry at the circulation desk.

Books are lent out for a week and can be renewedrfother week. Books in great

demand may be recalled at any time or limited twrteh circulation periods.

4. Students are allowed to borrow two books only &tree. More books and longer
borrowing periods are allowed for those engagespertial research or study projects.

5. Reference books, books on reserve and periodinalading newspaper are to be
used in the library only.

6. Students are responsible of keeping the librargirciend tidy, chairs must be pushed
in, scraps or other papers must be dispose inrésh tcan, all books return to the
circulation desk.

7. Eating, beverages drinking, chewing gum and cetinghor other electronic devices
are not allowed in the library.

8. School bags or any other big bags and boxes aralloated in the library, these must
be place at the designated area in the library.

9. Overdue books will be charged at ten cents a daludixg Saturdays, Sundays and
holidays.

10.Books on RESERVE circulate only in the library.tliey are allowed to overnight
use, they must be returned before seven o’clockfaiewing morning. Overdue
reserve books will be charged at $1.00 an hour $&88 cents for the succeeding
hours or $3.00 a day for each full day excludingd&ys and Holidays.

For delinquent borrowers of reserve books:

a. First offense: fine and suspension of borrowingifgges for one week.

b. Second offense: fine and suspension of borrowingl@ges for one month.
c. Third offense: fine and suspension of borrowingifgges for one year.

11.When a book is lost, the borrowers should repoiimimediately to the teacher/
librarian. Otherwise, should the book become owerdhe borrower will have to pay
the overdue fine incurred until the day the los®orted.

12.1n the event a book is lost or damaged the borrasveesponsible for the cost of the
book for replacement, the shipment and handling wdkbe added to the cost of the
book. A processing fee of $5.00 per book will dieoassessed and the student will
be suspended from borrowing books until the prangdee and replacement cost are
paid in full.

wnN
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13.Library Usage by a class for research or speciajepts must be requested by the
teacher two days in advance to the librarian/vicegpal for curriculum and
instruction.

14.The penalty for a student who has forged the liarés signature for the purpose of
settling accounts from the library is suspensiohlwéry privileges for the remainder
of the year in addition to being appropriately d&ath by the School Principal.

15. Suspension from borrowing library books may be wesmted for any offense for
violation of the library rules/regulations.

16. Mutilation of library materials is an offense pemat by a fine of not less than the
replacement cost of the book or periodical. Initaid, library privileges will be
suspended for the rest of the semester. The saatso referred to the student’'s
homeroom teachefor discernment of disciplinary action. Mutilatiomcludes
ripping, tearing, writing on or defacing the libydroldings in any way.

Internet Service and Computer Use

Mount Carmel School has the ability to enhanceesital educational endeavors through
the use of computers. With this educational oppotyualso comes responsibility. It is
important that parents and their children readdiaduss together tHeules and Code of
Ethics for Technology for Mount Carmel School(on page 88). The school employs
site-monitoring software to filter the Internet,tbuis the student’s responsibilityot to
seek out unauthorized sitesnternet sites which are deemed pornographic, harnd
minors or which advocate violence, prejudice, bigobr discrimination is considered
unauthorized.

Rules for computer use include the following:
No food or beverage drink, including water shoutl di or near any computer or
workstation. Students should wash and dry thendbaafter eating and before using
computers.
Students must have a teacher’s permission befang asy computer for any reason
and must be under supervision.
No program should be loaded onto any hard drivdanloaded from the internet,
unless authorized in writing by the Information ferology Coordinator or other
administrator.
Playing of games on the computer is not permittiegss expressly authorized by the
teacher.
Any internet sites, games, programs, or other caempapplications that deal with
war, battle, killing, violence, or with sexual catations or overtones are
categorically unauthorized. Exceptions may be nfadessearch purposes, under the
guidance and supervision of a teacher. A form nhesfilled and submitted to the
Director of Institutional Development in the busseeffice for approval.
Cyber bullying, electronic mail, direct or indireeflectronic communications be
monitored by the teachers.
No students, faculty and staff disseminate persam@rmation regarding minor
students.
Social networking sites, chat rooms, unauthorizegess, including so-called
“hacking”, and other unlawful activities by studeninors’ online are unauthorized.
Students are prohibited from changing the systemfiguarations.
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Fees will be assessed for printing or photocopyand must be paid for prior to
printing. Payment for printing will only be acceptwith a photocopy card, which
can be purchased at the business office.

More specific rules and guidelines will be postedmeach computer. Violation of any
rules will result in appropriate disciplinary actio

EVENTS, EXTRA-CURRICULAR ACTIVITIES & MISCELLANEOUS

Mount Carmel School encourages students to be vedoin extra-curricular activities
where time, abilities and interests allow. Howewenile Mount Carmel School believes
in developing the whole person, a higher prioritystnbe placed on academics over
extra-curricular activities. Any school activitlydt requires student participation outside
of normal academic classes or outside the norntedadaay will require a student to be
eligible.

Eligibility for extra-curricular activities is a®llows:

1. Students must maintain quarterly GPA of 2.0 or &igh

2. Students with a quarterly GPA of 1.0-1.99 or on deraic Probation may be eligible
for selected extra-curricular activities with a wexi. Waiver forms may be obtained
from the vice principal for curriculum and instrigct.

3. Students on Behavioral Contracts are not eligibieptrticipation.

The vice principal for curriculum and instructionliwpublish each quarter and mid-
guarter an eligibility list. It is the responsibjlof each coach and club advisor to enforce
the eligibility procedures for their extra-currianlactivity. Any school activity that
requires student participation outside of normaldanic classes or outside the normal
school day, will require a student to be eligibleeligible students who wish to
participate may seek a waiver from the adminigiratiMoreover, students that will
participate in Public School System (PSS) sponsacgivities must comply with PSS
eligibility guidelines.

An eligibility list will be made available to allbaches, advisors and administrators at the
end of each quarter. The 4th quarter GPA of tleeipus year will be used to determine
eligibility for 1% quarter.

School Masses

All students, faculty and staff are expected teradtall masses sponsored by the school.
Students are expected to wear full uniform whileufey and staff are expected to dress
and act appropriately for these events. The schodérstands that all faculty members

may not be Catholic and as such we do not requaréicppation in masses, but as a

member of the school, attendance is required. |f§aataff and students are asked to

show respect during masses and faculty are expartgervise their students.
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Guidelines for the Reception of Communion (1996itéthStates Catholic Conference)

For Catholics: As Catholics, we fully participate in the Euchaxdten we receive Holy
Communion. We are encouraged to receive Commudémoutly and frequently. In
order to be properly disposed to receive Communiparticipants should not be
conscious of grave sin and normally should haveetaor one hour. A person who is
conscious of grave sin is not to receive the Bodg Blood of the Lord without prior
sacramental confession (Code of Cannon Law, ca@théh
For our Fellow Christians: We welcome our fellow Christians to this celelmatof
the Eucharist as our brothers and sisters. We thatyour common baptism and the
action of the Holy Spirit in the Eucharist will dvaus closer to one another and begin
to dispel the sad divisions, which separate us. pfay that these will lessen and
finally disappear, in keeping with Christ’'s prayan us “that they may all be one’
(John 17:21). Because Catholics believe that ¢hebeation of the Eucharist is a sign
of reality of the oneness of faith, life, and wapshmembers of those churches with
whom we are not yet fully united aoedinarily not admitted to Holy Communion.
For non-Christians: We also welcome to this celebration those whadbshare
our faith in Jesus Christ. While we cannot adim&n to Holy Communion, we ask
them to offer their prayers for the peace and thigywf the human family.

Retreats

Spiritual retreats are an integral part of Mountr@& School’s mission and philosophy.
It is mandatory that all students in grades 7-12i@pate in at least one retreat during the
school year. (See Appendix B under “Retreats’giadelines).

Academic Challenge Bee Team

The Academic Challenge Bee is a grade school adadsympetition sponsored by the
National Honor Society of a Public High School toyde a prestigious arena in which
the CNMI’'s academically talented elementary scrsbatients are recognized.

Art Contests

Sponsored by various government agencies and hasahesses throughout the school
year, art contests encourage students to express wisual creativity, and conduct
research on topics of current relevance.

Athletics

Mount Carmel School participates in various inteodastic sports, including basketball,
softball, volleyball, soccer and canoe paddlinghe Thigh school participates in the
Marianas Interscholastic Sports Organization (MIS@)amural program, Coalition of

Private Schools Sports Association (COPSSA), aedGbmmonwealth Interscholastic
Federation (CIF). Student athletes are requireslutumit a physical examination report
before participating in practice. Student athletasst also participate in all scheduled
practices before playing in their first game. PRaednsent forms and waivers of liability
must be completed before students can participaiagischool hours.
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Close Up
In line with the school's 4th and 5th ESLRs, thesél Up program promotes a better

understanding and appreciation of local and natigagernment in the United States by
giving its students a "close up" view and expergemt government. This typically
involves students traveling to Washington D. C. aothe major cities in the U. S. East
Cost as part of the annual Close Up Foundationrprogn the Spring.

We the People

The course enhances students understanding afghtiiions of American constitutional
democracy. At the same time, students discoverctirgemporary relevance of the
Constitution and Bill of Rights. The course is mded to increase governmental and
political awareness both for the US Constitutiod #re State/NMI Constitution. And the
culminating activity is a simulated congressionahting in which students "testify"
before a panel of judges. Students demonstrate khewledge and understanding of
constitutional principles and have opportunitiegvaluate, take, and defend positions on
relevant historical and contemporary issues.

Essay and Oratorical Contests

Mount Carmel School students participate in varicompetitions that hone the skills of
articulation, expression, grammar, and syntax. ddride guidance of the language arts
department, students have the opportunity to coenpetnational, local, and school
contests.

Geography Bee

Students in grades four through eight can competdhe annual geography bee,
sponsored by the National Geographic Society. Téwder of the school-wide
competition takes a test given by the National Gaplgic Society, with the highest
scorer in the Pacific region competing at the matidevel in Washington, DC.

Junior Statesmen of America

In line with the school's 3rd and 4th ESLRs, thieost's chapter of the Junior Statesmen
of America (JSA) program involves students in anivacstudy of democracy and
government. Students study, discuss, and debatentussues in a manner fitting with
the goals and procedures of the JSA program. Sigible students in JSA also work to
prepare for the JSA Summer Program, in which stisd&mther study democracy and
government in challenging courses at some of thiemis top private universities.

Math Programs

Extra-curricular math programs actively promoteerast and excellence in mathematics
through teamwork and camaraderie of students &t thetmiddle and high school levels.
Math COUNTS is an annual math competition programjd@inior high students. The
Math Scholastic Program and Math Court are for sghool students with a serious
interest in math and its applications.

Mock Trial

The Mock Trial team provides high school studentth whe opportunity to compete
against teams from other schools in simulated coiats. The team meets throughout
the school year to prepare for several Mock Traahpetitions. Preparation involves the
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study and practice of legal research methodscaliinalysis of legal cases and issues,
and courtroom etiquette, presentation, and debdtgh the help of a faculty coach, the
Mock Trial team works in conjunction with local @theys who offepro bonowork as
team coaches.

National Forensics League (NFL) and Middle School érensics League (MSFL)

The National Forensics League and the Middle ScHeémdensics League are the
country’s largest competitive leagues, involvingeo® million high school and junior

high students nationwide. The leagues host regn&ets where students from different
schools in the Commonwealth compete in a wide aofagpeech and drama events,
including Policy Debate, Lincoln-Douglass Debatestdtnporaneous and Impromptu
Speaking, and Oral Interpretations. Mount Carmehddl has participated in the

Commonwealth’s District’s meets since the distgcatiception in the Fall of 1998.

Primary Grade Forensics Competition (PGFC)

The PGFC is a state competition whereby studerim fdifferent schools in the
Commonwealth compete in a wide array of speechdracha events, Extemporaneous
and Impromptu Speaking and Oral Interpretationsudéhts in the primary grades are
encouraged to participate in these competitions.

National Honor Society and National Junior Honor Saiety

National Honor Society (NHS) for high school andtibi@al Junior Honor Society
(NJHS) for junior high are nation-wide societieattihecognize students who exemplify
the following characteristics: character, servieadership, scholarship for NHS and
character, service, leadership, scholarship anizeoghip for NJHS. Students are
inducted into the NHS and NJHS once a year. Stsdenst have a cumulative GPA of
3.5, fill out a questionnaire, and then be selebied panel of faculty members. Once in
NHS or NJHS, a student retains membership throughouor high or high school;
however, members must maintain the standards of AitSNJHS or face a disciplinary
panel. Being a member of NHS or NJHS is a presigihonor for both the student and
Mount Carmel School.

Red Cross Club

In line with the school's 2nd and 4th ESLRs, stisiém the Red Cross Club work with
the local chapter of the National Red Cross tohirrtthe humanitarian mission of the
chapter. Club members participate in Red Crossicgerprojects that impact their
community and the world.

Science Fair

The Science Fair is an annual event, which exhéiteptional student work in the area
of science. Students are encouraged to developigadaskills in keen observation, the

scientific method, and critical thinking skills. hiough science projects and

experimentation students enhance their understgrafirscientific advancement and its
impact on daily life. The Science Fair helps adgustudents with a hands-on approach
to scientific methodology.
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Spelling Bee
Mount Carmel School participates in an annual matiepelling bee, sponsored by the

Pacific Daily News. Students in grades four (4jotlgh eight (8) compete for the
privilege of representing MCS. The winner of tleh@ol-wide competition is sent to
Guam, with the possibility of representing the Radslands at the national competition
in Washington, DC.

Student Council

The Student Council (STUCO) is responsible for orgag activities, which build
school pride, spirit, and unity. STUCO, actingtlas voice of the student body, provides
a channel through which ideas from students igraldles can be expressed and shared

Theatre Club

The Theatre Club generally holds one full-lengtleatinical production per semester.
Each production engages students in the full raofgleater arts, from the production
stage to performance night. Students have thertappty to learn and practice stage
design and construction, costume design, soundlights, props, publicity, directing,
and acting.

New Extra-Curricular Activities and Clubs

Students are encouraged to explore and developertarcurricular activities and clubs
currently not available at Mount Carmel Schoolud&nts wishing to do so should work
with a faculty adviser and consult with the schaolministration for guidance and
approval of such activity and/or club.

REGULATIONS AND PROCEDURES OF FACULTY

Classroom Teacher Responsibilities
Teachers are required to...

1. Be present at school during school days from 7:60 antil 4:00 p.m. In the event
the teacher is not able to be at school beforesdiase or will be absent due to
urgent matter, he/she must call in by 7:00 a.m.iafadm the school principal. If a
teacher needs to leave school before 4:00 p.mprtheipal should be notified.

2. Formulate daily/weekly standard based lesson matht instructional and learning
activities for all students.

3.  Maximize and use instructional time wisely provigleffective learning experiences
for all students.

4. Provide creative and effective delivery of instragtl and learning experience to
for acquisition of knowledge and improvement ofd&ints’ performances.

5.  Ensure that the Christian values and teachinggaogporated in the curriculum in

line with the school mission.

Facilitate prayer at the beginning of each class.

Keep accurate attendance (both absences and wsjiime record book (see

Attendance Procedures on page 34) and follow ugstadents with attendance

problems.

N
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Establish positive learning experiences and workiationship with students,
colleagues, administrators, parents and school aorityn

Create and maintain an atmosphere conducive tmitggrensure safety, inform
students of all procedures, grading and other slid’rovide consistency and firm
behavioral discipline and ensure that code of dis®@ for students is following
through.

Issue textbooks and other supplementary matenatutents, record book numbers
and book condition, submit all book and materigiteos to the business office, and
collect the same materials and record conditidgheend of the course.

Maintain cleanliness and orderliness in the classrthroughout the school day. At
the end of the day all classrooms should be swapted, chalkboards cleaned,
trash emptied, desks put in order, etc.

Be available to students before and after schopird@ide necessary assistance as
needed.

Keep an updated Curriculum Notebook, which includesirrent syllabus (which
must include the grading policy for that coursejurse outline, unit objectives,
divided by quarter; lesson plans; activities argbugces; exams and other important
assessment tools; and samples of student work albidity levels.

Have a Substitute Folder on file in the office, ghincludes: an attendance listing
and seating chart, classroom procedures, dailydstb®, lesson plans, and materials
for the day, and anything else that would be heligiuthe substitute teacher.
Provide proper supervision of his/her studentsrdusichool hours and be available
and present for supervision duties as may be asgigior instance, teachers will
be assigned to before school, break, lunchtime,adigal school supervision duties
(see Supervision Duties on page 68) on a periaaitsb Also, during Mass, prayer
service, carnival and other school activities, hess who are not homeroom
teachers will be expected to assist with genenaéiision of students.

Follow all Mount Carmel School procedures set auhis handbook, the Employee
Personnel Manual and the employment contract ponss(such as discipline
policies, sick and personal leave procedures,tetae

Sign out in the office if leaving campus during t&hool day, and sign in again
when returning (this is especially important in egescy situations such as a fire
drill).

Monitor student progress and provide mid-quart@rggress report and quarterly
report card of students for the parents/guardians.

Conduct periodic and regular assessment on stutkantsng through observations
of learning activities, quiz, assignment, test,rexand projects. Compute grades
according to Mount Carmel School and individualctea’s written policy (in
syllabus). Grades must be fair and verifiable.achers must send home progress
reports for all students at mid-quarter (see schgdr calendar and Progress
Reports on page 21). For all classes teachersentest quarter grades and behavior
marks in the computer and submit a hard copy tetmeipal.

Keep school community informed about class acésitthat affect other classes,
homeroom, or the school community.

Participate and assist in the coordination of twanore extra-curricular activities
(see MCS Handbookfor a list and description of extra-curricular igities) and
participate in school functions and activities.
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22.

23.

24,

25.

26.

Use preparation time (prep) wisely for instructiorend/or school activities

preparation, and substitute in the event a tedshaysent or as needed.

Check mailbox and school email daily for any menoosother correspondence.
Teachers are responsible for all material containediministration memos.

Attend PTO meetings and be available during repartl distribution and teacher-
parent conferences. If a teacher cannot be at T eeting or the report card
distribution, the teacher must use personal leawe tand must have this leave
approved by the school principal in advance.

Ensure the safety in the classroom and should be that all doors to their

classroom are unlocked when classes are in ses$hun.is a fire code requirement.
The classroom must secure and lock prior to leathegschool.

Perform other related duties as assigned.

Homeroom Teacher Responsibilities

Homeroom teachers are required to:

1.
2.

Open their classroom no later than 7:25 a.m. oschibol days.

Assign lockers, record locker numbers and lockeddmn, submit a locker roster
to their respective office, and periodically inspeondition of lockers throughout
the school year and at the end of the year.

Keep and record accurate homeroom attendance (teedaAnce Procedures), and
submit an attendance report to the office by theea@rhomeroom period.

Facilitate prayer each homeroom period.

Distribute forms, surveys, newsletters, and othegreps and information from the
office.

Read the Knights Herald to the students each day,kaep students apprised of
important information and daily events.

Moderate activities that are the homeroom’s resipditg (such as fundraisers,
prayer services, Masses, carnivals, pep ralliessscretreats, et cetera). Some
specific homeroom responsibilities are:

a. FERESHMEN — Faculty and Staff Appreciation

The freshmen class is responsible for planningienpdementing a faculty and staff
appreciation event. The class with the guidancesaipervision of the class advisor
will plan such event and inform the school printipad president of the date of
such event and type of event by the end of secoader. This planning includes
but not limited to planning the activities and payifor the event after approval of
appropriate school officials.

b. SOPHOMORES - Catholic Schools Week

The sophomore class is responsible for assistimy Ghatholic Schools Week
Steering Committee in planning for the annual eveithis includes but is not
limited to fundraising to support the different at&during this week which include
activities honoring the community, teachers, natistadents, parents, the teacher
and support staff of the year program, the fiely éaents, etc. The Steering
Committee will come up with a budget approved by sithool principal and be
concurred by the President.
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¢.JUNIORS — Junior-Senior Prom

The junior class is responsible for raising funplsnning and hosting the Junior-
Senior Prom. Although the Prom is usually heldaatesort hotel and dinner is
usually part of the Prom, the planners should sttiv keep the Prom simple and
expenses as low as possible. As a rule of thuhebcost of the prom should be
recovered from ticket sales. The guidelines forcds (page 77) must be adhered to
during the Prom. (see Appendix B - Junior-Seni@n®Pguidelines.)

d. SENIORS— Senior Trip
The senior class is responsible for raising funas$ lanning the senior trip which
includes airfares and hotel accommodation for tineents and chaperones. The
senior trip is usually held during the spring breakhe following should be taken
care of by the senior class and their advisors:
Inform the principal of the date and place of tlemisr trip by the end of°1
quarter;
Submit the list of activities which includes datasd types of fundraising
activities to the Director of Institutional Develoent for approval;
Follow the guidelines emphasized on page 78 (Sclspminsored Overnight
and/or Off-Island Trips.)

8. Keep school community and administration informéxbia homeroom activities
that affect other classes, homeroom, or the sclboaimunity. The principal
reserves the right to approve or deny all schotviéies.

9. It is the responsibility of each homeroom teachrntaintain cleanliness and
orderliness in their classroom. At the end of tay all classrooms should be
swept, dusted, chalkboards cleaned, trash emptiedks put in order, etc.
Encourage students to take pride in their schoolalking responsibility for their
environment.

10. Seek approval from the administration for all classdraisers and activities.

11. Supervise homeroom students at all school events.

12. Oversee financial records of class activities; emgbat deposits are made in the
business office after all fundraising events.

13. Work with respective religion/theology teachers dmanize the Mass that the
homeroom has been assigned to.

Learning Community Chairs

Criteria for Learning Community Chair Selection:

1. Two (2) years teaching experience at Mount Chr@ahool, or four (4) years
teaching experience outside of Mount Carmel School.

2. Demonstrated leadership abilities.

3.  Works well with the administration and faculty.

4.  Willing to perform duties and responsibilities.

Learning Community Chair Responsibilities
1. Facilitate learning community meetings when schedubn Wednesdays (see
Wednesday Meeting schedule) and at other times waeded.
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9.
10.

11.
12.

Provide meeting minutes to the principal and videgipal for curriculum and
instruction within one week after meeting.

Attend learning community chair meetings as schestlul

Comment on lesson plans and learning objectivesn flearning community
members as needed.

Coordinate the need for instructional materials garchase requests by learning
community teachers (within the constraints of thaiotted learning community
budget), and forward request to the vice-princfpaturriculum and instruction.
Work with the vice-principal for curriculum and ingction and learning
community members in developing, modifying, aligniand improving curriculum
in their department.

Work with the accreditation chairs and learning ommities in providing
information and reports for the accreditation corbeei.

Work with learning community members to ensure thaeryone is working
towards and meeting their learning outcomes.

Observe learning community members at least orsegreester.

Spearhead learning community activities and ses/¢ha contact person for the
activities in the curricular area of their learnicgmmunity.

Function as a liaison with other learning commuasiti

Perform other duties as assigned by tize principal for curriculum and instructipn
accreditation heads, and/or principal.

Emergency Situations

1.

oo

All teachers need to know emergency and evacuagimtedures. These
procedures are reviewed during Orientation, but @ngstions or unclear points
need to be addressed with the administration.

Each classroormusthave an evacuation plan posted on the wall. elfeths no plan
posted, the teacher should secure one from thenéstration. If one is not
immediately available then the teacher should namkemporary one to be posted
immediately.

Teachers should review the evacuation plan andeamgrgency procedures with
their students. Teachers should remind studeatsetimergency procedures are in
theMCS Handbook

In the event of a fire drill or other situation thraquires evacuation of the building,
teachers should immediately take charge and leatests quickly, but orderly out
of the building.

Students must listen and follow instruction frora teacher in orderly manner. .
Teachers should be sure their doors are closedjidatkedwhen they leave the
building. This is to allow emergency personnel aw®signated school officials
access to classrooms.

No plan is ever completely comprehensive, thus itmportant that teachers are
thinking during an emergency situatiolou may need to alter an emergency plan
if the situation calls for it For instance, a teacher should never bring stsde
through fire or smoke!

Teachersnusthave their attendance book with them when theyelébe building.
Homeroom teachers must have their homeroom atteedaomok with them. Once
assembled in the designated place, homeroom teasheuld line their students up
in two lines: one for males, one for females.
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9. Homeroom teachers should immediately take roll caliey need to know: number
of students present and absent in their homerobstudents arenissing teachers
should figure out this information as quickly asgible. Teachers must be able to
figure out quickly the names of students missing.

10. In unexpected emergency situations, teachers negul floremost in their minds the
safety of the students. They should also infohm office and call for help
immediately. For instance, if a student shouldehawveapon in the building, the
teacher should lock the classroom doors and maysttidents to a safe place in the
room. The teacher should then use the phone tahmaloffice, or if necessary
scream for help.

Bio-Hazardous Situations

1. A bio-hazardous situation occurs when blood or obioglily fluids are present.

2. In such a situation a faculty or staff member stanimediately call the office the
faculty or staff member should keep all studerasnficoming in contact with the fluid.

3. The administration must be informed immediately apbropriate action should be
taken.

4. An incident report must be submitted to the priatigr designee.

Supervision Duties

1. On the assigned supervision day before schoolndgwieak and lunch time, and after
school the teacher should roam the premises toolfe \bsible and ensure safety of
students.

2. Anyone who is unfamiliar to the teacher should ppraached to find out who they are.
If they are not MCS students, faculty or staff, tbacher should escort the person to the
appropriate office to get a visitor’'s pass, orhe parking lot to leave campus. If the
person proves to be uncooperative, the teachetdsBend a student to the office to get
an administrator. If the person appears dangerthes,teacher should secure the
students’ safety by moving them away from the gfearand into classrooms. Yell for
help if necessary.

3. If an incident or accident occurs during the suseon period, the teacher should
immediately call for help and inform the schoolnmipal, vice principal for curriculum
and instruction or administrator. For any incidenaccident a report must be filled
out by the supervising teacher and given to thedalcprincipal or vice principal for
curriculum and instruction.

Substitute Teacher Responsibilities
In the event a teacher is absent or for necessapope a teacher may be require substitute
the class. The substitute teacher must ensur@tlogving:

1. The substitution form and key to the classroom walprovided from the main office
by the secretary or vice principal for curriculundanstruction.

2. Once in the classroom, introduce yourself to theletits and explain your purpose of
being there. State the reason for the absendedéacher you're substituting for.

3. Ensure that classroom is well arranged and do imange the regular teacher’s seating
arrangement unless you’re doing cooperative legradativities.

4. Take attendance and document absences and tardiffedsiring homeroom period
submit the absentee report to the office.

5. Follow the lesson plan provide for the studentsiieq activity for the day.
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If scheduled for two or more days, prepare lessotihie following day.

Praise students for their excellent work and bedraaifter the period and extend
appreciation for their support.

8. Fill in the substitute form of the learning actigg completed for the class and any
other information the regular teacher needs tonfem of.

No

Reqular Teacher Responsibility to assist Substitut€eacher
If you are sick or an emergency happens in your edliate family, call the office as soon
as possible and request for a substitute to cowmar glasses.

Substitute folder must be submitted two weeks aftdiool opens to the vice principal for

curriculum and instruction with the following infoation: seating chart, class rosters,
classroom procedures, and discipline forms. A idetawo-day lesson plan and sheet
works if necessary must be kept inside the sulbstilder. Substitute lesson plan must be
detailed and updated on a monthly base.

All regular teachers may be asked to substituténdutheir preparatory period when an
emergency absence of colleagues occurs.

Masses and Prayer Services

1. All faculty and staff are required to attend all $8as and/or prayer services, and to
dress in an appropriate manner (follow the facdigss code).

2. Homerooms will be assigned to plan in advance fdvlass and/or prayer service
sometime during the school year.

3. The preparation and practice of a Mass or prayevicee is to be done during
homeroom time or during lunch only. To effect piosi and clear communication with
the Cathedral parish, all communication by homerotgachers for preparation,
practice, and prayer services must go through ffieedf the President.

4. Music and other necessary information for Mass khba distributed to the rest of the
school community in a timely manner.

5. It is the responsibility of the homeroom teacher dosurethat all necessary
arrangements are in order as to date, time andetleémmasses or prayer service.

6. All homeroom teachers are to remind students tpatagpriate dress is expected of
students during these days, and high school gidsrequired to wear their uniform
vests.

Faculty Meeting

Faculty must attend all general faculty meetingghhschool/grade school meetings,
learning community/cluster meetings, faculty prefesal development and in-service
trainings, and other specially scheduled meeting8i.faculties should be on time to all
meetings, and should conduct themselves in a wiofesl manner during the meetings.
Everyone must be accorded due respect and shoanftict® or disagreement occurs this
need to be resolved in the appropriate manner @t @appropriate place.

PTO Meetings
PTO meetings are generally held each quarter wéygortr cards are ready to be distributed.
Teachers are required to attend these meetingeseTheetings are usually held on a
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Thursday at 5:30 p.m. Please check the calendhoter announcements for dates and
times of these meetings.

Club Advisors
Club Advisors are required to .
1. Atthe beginning of the year submit a report ® phincipalwhich includes:
a description and purpose of the club,
qualifications for membership,
a roster of all participants (indicate those whe president, secretary, treasurer,
et cetera) and supervising teachers (note: onlticgeants who have turned in
permission slips should be listed; others candokd later),
bylaws,
proposed activities,
and a financial accounting of proposed income armkrditures for the school
year (i.e. a budget). Financial information onséirg clubs can be obtained from
the business office.
Collect appropriate permission slips from all pap#ants, and keep these permission
slips on file and readily available.
3. Request in writing and have all activities approlagdhe school principal.
4. Be present at all meetings and activities of ti.cl
5. Be responsible for the safety and behavior of mitlents who attend club events.
Refer incidents of handbook violations to the sd¢ipomcipal.
6. Inform the Mount Carmel School community througle tKnights Herald, Parent
Newsletter, and/oNorth Starof all events and activities.
Seek approval from the administration for all cfubdraisers.
Oversee financial records of club activities; isuhat deposits are made in the
business office on the next working day after tivedfaising event.
9. At the end of the year, submit a report to the@pal which includes:
any changes to the roster
brief description of the club’s activities throughdhe school year
how the club’s purpose was met
a financial accounting of funds raised and spent

N

o~

Mini-Course Teacher Responsibilities

Mini-CourseTeachers (grades 7-12) are required to....

1. Propose two courses and one alternate course fmadrators to select from for
mini-course week. Submission of proposed mini-sesmmay be required before the
end of the first semester. Course subjects areduto approval by the principal or
designee, and proposals that have unsound edualagiorpose or are ill defined will
be denied. (Note: Teachers will not be allowethiee students off campus for mini-
courses if this is their first year at Mount Carr8ehool.)

2.  Write an interesting course description to be distethe students’ course catalog.

3. Prepare a syllabus that lists the educational tibgscfor the course and how those
objectives will be achieved, including a brief lessplan for each day. Any field
trips should be listed along with their educatiopatpose.

4. Be present at school for the duration of the mourses. No leave will be granted or
approved during this week.
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Keep and record accurate attendance for the doratiothe course. Submit an
attendance report to the High School office atlieginning of each course period
that includes student(s) absent, and student(s)asan your mini-course but do not
appear on the rostefAccurate attendance is extremely importantAlso, it is very
important that students are not released early &inymini-course class.

6. Maintain proper dress code in mini-course. Thisanse Mount Carmel School

uniform, or, if the mini-course requires physicatiaty, students may wear a Mount

Carmel School PE uniform and sport shoes. If divigcis messy and may cause

stains, then students may wear a smock over thgular uniform or PE uniform.

Students mapot wear zorries, short shorts, et cetera...

7. Create and maintain an atmosphere conducive toitgar Students should feel safe,
know all procedures, and respect teachers and sthdents, they follow directions
as set forth by the teachers. Maintain cleanlirsas$ orderliness in the area of the
course. At the end of the course each day, alsasns should be swept, dusted,
chalkboards cleaned, trash emptied, desksparder, trash picked up, et cetera.

8. Be available and present for supervision dutiesnay be assigned. For instance,
teachers will be assigned to break and lunchtingerstision duties on a rotating
basis.

9. Follow all applicable Mount Carmel School procedurset out in theMCS

Handbook

Guest Speakers

All faculty members are encouraged to invite gugstakers to their classes. Guest
speakers add variety to lessons, as well as ceegtssitive relationship between MCS
and the community at large.

Please follow these guidelines with guest speakers:

1. Teachers are responsible for inviting guest spe&kedheir classes. The secretary
must be informed when a guest speaker is expesiddtheir name, title, class they
will be speaking at et cetera.

2. The guest speakers must check in and sign in abffiee with the secretary. The
secretary will issue a Visitor's Pass to the gugstaker and send them to the
appropriate classroom.

3. After speaking send the guest speaker back toffloe ¢o return the visitor’s pass.

4. Guest speakers for special events, such as NHSJBISNnductions, should be
approved by the school principal/designee.

Video, Film, and Other Media Presentations

Mount Carmel School reserves to itself the fingpensibility for all instructional media
taught as curricula in the district schools. Thaost also reserves to its faculty the
opportunity to use appropriate media for the teaghof district-approved instructional
goals. Teacher judgment is the front-line of decismaking relative to the use of
instructional media.

Instructional media used in the classroom mustteeta an approved curriculum
standards and benchmarks. Mount Carmel Schoolmmtesuthorize the use of class time
for the showing of unrelated media.
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The titles of media that are components of usuatsmor grade level curriculum will be
available to parents who contact their studentacher. Media also may be used that
meets the spontaneous learning needs of students.

As a guideline, the schools shall adhere to theveteratings for media that has been
rated. For example, established viewer rating systesuch as the M.P.A.A. rating
system that uses G, PG, PG-13, R, NC-17 desigrsatviihdefine student audience ship.

Students who are less than 13 years of age malidvensmovies that are rated G or
PG.

Students who are 13 years of age or older may ®d&rsPG 13 movies.

Students who are 17 years or older may be showatdRimovies.

However, the nature of media as a powerful andgim&il instructional source may
present opportunities for faculty to recommendghewing of rated media to students in
contradiction to the published ratings. That isdradhat is rated PG, PG-13 or R, with
appropriate previewing and notification, may bewshdo students who do not fit its
audience rating. In such cases, the following dinde shall be followed:

1. The teacher shall inform the School Principal virladvance of the proposed use of
rated media for students whose age does not comifiiythe published rating.
2. With principal’'s approval, the teacher shall notife parents of each student to view
the rated media of the:
title of the media,
the published rating for the media, and
the overarching instructional benefits accrued faglents who view this media,
and,
The teacher shall obtain written parental permrsstoview the rated media prior
to its instructional use.
3. Faculty shall accommodate parental decisions tgaohit the student to view rated
media by providing alternate learning activitiestttshall accomplish the same
learning goal(s).

Mount Carmel School also recognizes that parents haright to express concern about
the educational programs of their school. When rgarbave concerns about particular
media taught as curricula, these concerns shatdied in writing, carefully considered,

and accorded the courtesy of a prompt, writtenyrbglschool personnel. All such replies
shall be based upon the instructional goals ofsitteool, upon course objectives, and
upon the criteria for selection of instructionalterals.

Issued Materials and Classroom Supplies

1. At the beginning of the year a teacher will be &ba plastic bin with supplies for the
classroom they are assigned to. With this binupipfies will be an inventory sheet.
At the end of the school year the bin needs to diarmed to the school office
secretary with all inventoried items present.
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2. Some items will be officially issued to the teacker signed out) by Mount Carmel
School. The teacher must take proper care andomegplity for these items.
Teachers will be charge the replacement cost &iritems.

3. If a teacher purchases personal classroom iteres, tiie teacher should carefully
label these items as her/his own. Mount Carmeb8icis not responsible for lost or
stolen items.

4. Teachers may fill out a Materials Request Formottier materials they might need.
The Materials Request Form should be forwardedht® respective department
head/vice principal for curriculum and instruction.

Access to Facilities

1. Teachers will be issued keys to their classroom @hdr essential keys (classroom
cabinets et cetera). It is the teacher’s respditgito be sure his/her classroom is
locked at all timeswhen a teacher is not in the room. Lost/stoleypskshould be
reported to the School Principal immediately.

2. School computers are available for teachers’ usshould be remembered that these
computers are for Mount Carmel School purposes,iarginot appropriate to use
school computers for e-mail, web surfing, persgnaposes and such during school
hours. Chat rooms and down loading from the Imerare strictly forbidden
Violation of computer protocol will most likely rek in the loss of computer
privileges.

3. Teachers should not be in the school buildings rorcampus outside of business
hours (the campus is considered closed to all fa@uid staff at 5:00 p.m. on school
days, and offices generally close at 4.00 p.m.)esmspecial arrangements are made
with the administration.

4. The campus may be opened on Saturday morningsdarday Detention and/or
extra-curricular activities. Use of the campusSaturday mornings must be arranged
with and approved by the administration. Use & tampus after 12:00 noon on
Saturdays is discouraged.

5. The campus is closed on Sundays.

Food in the Classrooms

1. All drinks during classes are forbidden, exceptenvat clear bottles.

2. Food will be allowed if there is an educationalgmse for food to be in the classroom
for example, foreign foods in language classegamiing about other cultures.

3. The School Principal can approve food for a pafar the high school, all parties
with food will have to occur in the screened-inaén the cafeteria.

4. Some situations may require grade school studemteat their lunches in the
classroom.

5. The School Principal must approve all food acte&ts in the classroom.

Letters Home, Publications and the Media

Any materials that go home (letters, permissiopsslisolicitations, syllabi, progress
reports, et cetera) must be approved and signetdebgrincipal, president or appropriate
administrator.

The School President must approve any materialstiaild appear in any media, either a
Mount Carmel community media or public media, whitlay affect Mount Carmel
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School or Mount Carmel School’s reputation in angyw This includes letters to the
editor, interviews, advertisements, and persoraéstents or items that would appear in
the media. The School President is the spoke pdmoount Carmel School and any
information of the school must be directed him/her.

Maintenance Procedures

For any repair or job needed a written job ordesine request submitted and initialed
by the School Principal and approved by the Dineofdnstitutional Development. Any
request to do other jobs by teachers and staff gmshrough the School Principal and
the Development Director for review and approvdlhe procedure for request is as
follows:

1. All Job requests must be submitted in writing ugimgy Job Request Form.

2. The filled Job Request Form must be submitted @oSbhool Principal for his review
and initial.

3. The Job Request Form is then forwarded to the Riraxf Institutional Development
for review and assignment to respective maintengecsonnel.

4. Upon assignment of task to respective maintenarersopnel, a copy is then
forwarded to the Requestor to inform him or hertlo& action taken and who was
assigned to the job order request.

5. Upon project completion, requestors then signsooffthe original copy of the job
order request and the document is then forwardetheéoDirector of Institutional
Development for logging the project as complete.

MAJOR SCHOOL FUNCTIONS AND EVENTS
For school functions and events the following pohees are to be followed
Thanksgiving Fiesta
Annually the school community at Mount Carmel jotngether in giving thanks to our

Lord. We traditionally celebrate with Mass andiaska. To promote community spirit
among the members of the Mount Carmel family, tbsté is open to all grades.

To make this fiesta successful, each grade lewndl tlae faculty and staff will be asked to
provide items for the fiesta. If a parent has mbn one child at Mount Carmel, they
can choose one class to support.

It is understandable that sometimes providing tbad may be difficult, but the fiesta
will bring the entire Mount Carmel School familygether in gratitude of that which we
have been blessed, namely each other. (See Appdhd+ Thanksgiving Fiesta
Preparation).

Immaculate Conception Celebration

For Mount Carmel School, the Feast of Immaculatedéption is considered a school
day as the school community celebrates the feastotithe Mount Carmel Cathedral.
The first graders are not expected to participatel anay stay home for this celebration.
The day will go as follows:
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2:30 p.m. All homerooms are open for studentsriveaat school; attendance is taken

3:15 p.m. All homerooms are seated in the Cathe@edting is limited, so plan
accordingly)

3:30 p.m. The Novena begins

4:00 p.m. Mass begins at approximately 4:00 p.mhvet last about an hour and a half
5:30 p.m. The procession begins; MCS leads theepsamn
6:00 p.m. Closing prayers and songs in the Cathedra

6:30 p.m. Parents should be waiting to pick ugr ttt@ldren

The feast of the Immaculate Conception (DecemBeis&onsidered a school day so students
must be in full uniform (vests for high school gjrand follow MCS behavior expectations.
Attendance must be taken and teachers are resjgofwitsupervision of their homeroom
students. All teachers who do not have a homeraoenalso expected to attend the
Immaculate Conception celebration and assist wipleisision.

It must be noted that this celebration is a longroeny so teachers should prepare their
students for this such as having the studentsheseestroom before the celebration. Teachers
should find seats for their students and becauséstan island wide celebration, it is strongly
encouraged that teachers find seats early.

Students are expected to participate in all ats/bf the celebration, not just be there. During
the procession, students should be reciting tharyaegether with the guidance of their
teachers. Students should be in two straight timesighout the procession.

If there are candles during the closing ceremotgaghers must ensure that the students are
handling the candles properly so they are safenabdpill wax on pews or other students.
After the celebration, teachers need to remain thighr homeroom students until all students
are picked up by parents.

Catholic Schools Week

Every year Mount Carmel School celebrates CathStbools Week (CSW) with all
United States Catholic schools during the last wetKanuary (see the school year
calendar). Proclamation of CSW is done by the &islbne week before the actual
celebration with the presence of media, presidemtgcipal and student representatives
from each grade level. Each day of the week &difft aspect of Catholic Schools Week
is celebrated following the theme set for each .yeliris during CSW that the school
awards the Teacher and Support Staff of the ye@tass schedules may be revised to
accommodate different activities, although we trydtain as much regular class time as
possible.

Field Trips
1. All field trips must have an educational purposatesi on the permission slip (an

assignment is recommended).

2. Submission of field trip proposal must be donedamce. One to two weeks is
required prior to the scheduled date.

3. Faculty sponsoring the field trip must have thelshis' permission slip signed by the
principal. When the School Principal signs thenpesion slip, this is indication that
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8.

9.

the field trip is approved. A copy of the permssislip should be given to the
principal for his records.

Once approved, information about the field trip mbe announced in the Knights
Herald and/or posted in the teacher/student’s twll®oard to inform other teachers
whose classes may be affected by the field trip.

All students must have permission slips signed Iparent/guardian and all subject
teachers._lt is each grade/subject teacher's gag¢ixe to deny a student attendance
on a trip for academic or behavioral reasons.

Students cannot brequiredto attend a field trip. If a student cannot atteor is not
allowed to by a teacher or parent, then an alteraatl equally weighted assignment
must be given.

Signed permission slips and a student list shoeldgubmitted to the vice-principal
beforethe field trip. _Phone calls cannot take the plaica permission slip A faxed
permission slip with a signature is allowed. A tam typewritten note by a parest
okay if it is signed and contains the proper wogdin

All events / stops / activities must be statedr@ngermission slip.

During the field trip all school rules are in effec

10. Students will not be allowed to drive on any figligp. No exceptions will be granted.
11.Check signatures on permission slips.
12.Use the permission slips to take attendance béfierstudents leave for the field trip.

Any student without a permission slip will not dwed to attend.

13.The field trip moderator must bring with them theld trip first aid kit, available in

each respective office.

14. No field trip is allowed during the examinatipariod.

“Free Dress” for co-curricular and extra-curricular participants on special event

days

1.
2.

All “free dress” days must be approved by the adstration.

Students may have “free dress” on important ganys,daerformance days, etc., but
no more than once a week, and not on prayer senriamass days (unless with
special permission).

Students must be an official member of the teanfgto have “free dress."

Only teams and clubs that are officially recognizedMCS co-curricular and extra-
curricular organizations may have this privilege.

The purpose of a “free dress” day is to promoteaegtrricular activities of MCS.
“Free dress” is also to show pride and respongihidir being a member of an extra
or co-curricular activity. (This is a privilege, n@a right nor a reward for
participation.)

An announcement must be put in the Knights Hettaddday of “free dress” to inform
the MCS Community of which students will be invalvand what purpose it will
serve.

Fund Raising

1.

2.

A written request for all fund raising activitiesdasolicitation must be submitted first
to the School Principal and then to the Directorlmdtitutional Development for

approval.

All students participating in the fund raising &y must submit to their sponsoring
teacher a permission slip signed by a parent/gaardi
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Permission slips must state what the fundraisinty e for and all events and

activities that are part of the fund-raising.

Chaperones and class/club advisors must be prasahttimes during all portions of

the fund raising activity.

Once students are present at the fund-raising ningst remain at the event until the
activity is completed. Students may leave early d@na parent/guardian picks them
up or if they have a note indicating so signed Ipagent/guardian.

All school rules are enforced at fund-raising atieg; however students may wear
appropriate casual dress if approved by the adtratisn.

Students on the ineligibility list are not allowtm participate in fund-raising events,
unless they get a waiver from the School Principdlis designee.

Dances and Events

1.

2.

10.

11.

12.

Organizers of a dance or similar event must sulbnifiitll proposal in writing to the
principal for approval before earnest planning hegi

Organizers and their advisor(s) must visit and kheat the dance venue before
planning begins. All entrances should be easilyitooed by chaperones, and there
should be male and female restrooms within the @gmaper.

There must be a sufficient number of chaperonas, imale and female (1 chaperone
to 20 students).

Non-MCS faculty/staff chaperones must be approwedhle administration. This
will include signing a responsibility document.

At least one chaperone must be at the entrance@dl) tames. If there is more than
one entrance, only one should be designated fdests to enter and leave — others
should be controlled.

No food or drink from outside will be allowed intbe event. Non-alcoholic drinks
and snacks may be served or sold inside the event.

Chaperones must be at the dance loc&dminutes beforthe event begins and stay
until all students are safely picked up. Chaperones smoake a list of all students
who are not picked up fifteen minutes after thenéends, and give this list to the
principal. These students may not be allowed tdigggate in similar successive
events.

During the event chaperones should circulate ar@mtide premises on regular basis
(including outside and in restrooms).

Each student must have a signed permission forra pgrent or legal guardian to
enter and participate in the activity. The advisarst submit to the school office a
list of students who attended, along with all s@yqeermission forms. The ticket
itself may be used as the signed permission (dea/he

If MCS students are allowed to bring guests toaace or event, then the MCS
student must register their guest with the orgasiné the dance. A copy of this list
of MCS students with guests and the guests’ namest be submitted to the School
Principal or his designee two days before the dari&eest may be requested to sign
an agreement to comply with MCS rules and regulafar events. Guests whose
names are not on this list should not be admittezhter the dance.

Those providing music should be notified that giids and music must not be
offensive or contrary to the Catholic faith or mera

The only person authorized to sign contracts famues, for payment, etc. is the
President of Mount Carmel School or her designee.
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Carnivals

1.

2.

Carnivals are usually for the entire school, andallg on the yearly calendar in
December and/or May.
Request for booths need to be submitted in writinthe organization responsible for
organizing the carnival. Priority in approval wikké given to groups that have had the
same booths in the past, booths that do not cordlibstance with other booths,
seniority and the need to fund raise. This org#tion will then approve or
disapprove the booth in writing (usually on theuesf itself). However, approval
may be on condition (which will also be in writingBooths that pose a danger to
students, are not in keeping with Catholic teaclinthe school’s philosophy, or are
not in keeping with the spirit of the carnival, Wike denied.
Once approved the group that will be responsibtettie booth should then begin
planning for the carnival. Booths may include gart@arnival games, video games,
and sports), craft sales, food and drinks.
Booths and carnival set-up shouhdt interfere with class time. If students are
needed to help set up during class time then psiomdrom the administration and
subject teachers must be obtained. The admin@irat subject teachers reserve the
right to deny students from helping with set upinigiclass time.
Set up of booths after school or before school balallowedf

students have supervision from the class or clwisad

have signed permission slips, and;

the booth will not interfere with other school aties.
Class advisors/class officers must arrange fotsieables, signs, rules for the games,
game supplies, and a schedule of student and yagalkers.
Groups sponsoring booths will be responsible feacup of their area, as well as
completely taking down the booth after the carnival
All money earned by the booth must be submitteth&éobusiness office before the
close of the school day.
The administration reserves the right to assess &mel/or financial penalties for
booths that cause undue burden and/or harm orchim®lsand/or its students.

School Sponsored Overnight and/or Off-Island Trips

1.

The advisor of the trip must submit a writteguest for the trip at least one quarter
prior to the trip. The request must include thaicadional purpose, suggested
itinerary, schedule of activities, projected cosd &unding, make-up work, and
requirements/qualifications of student participanishe administration will approve
or disapprove the trip in writing.

If approved, the advisor must obtain parent jEsion forms for student participants,
and keep these forms on file in the office. Adetjoes home to parents explaining
the nature and details of the trip. A roster stidad submitted to the principal.

A meeting with parents must take place at leastweeks prior to the trip to explain
details to parents as well as to give parents acshao ask questions and clarify
details.

Faculty members must be informed in a timely nearbefore the trip as to who will
be participating and the class time that students miss. Students must get
signatures from their teachers and approve theestadnissing classes. It will be the
responsibility of students to make arrangement$ wieir teachers to make up the
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missing assignmentdt is each teacher’s prerogative to deny a studeattendance
to such a trip for academic or behavioral reasons.

All pertinent documents must be submitted todfiiee at least two days prior to the
trip. Students who are missing essential docunegritsis time will not be allowed to
participate in the trip.

There must be a sufficient number of chaperatesnding the trip: at least one
chaperone to every eight (8) students. At anytina there is co-ed participants in
the trip, the chaperone also should consist of raatk female Faculty chaperones
must obtain written permission from the administrat and, if approved, must have
lesson plans submitted to be entered in their gutesfolders before they leave. Non-
faculty chaperones must be approved by the admatist, which will involve
signing documents of responsibility.

Science Fair

1.

The Science Fair will be scheduled during third rtpraof the school year. The
Science Department should plan ahead and inforohéea so all involved have time
to prepare for this significant event.

An outline of theme, activities, duties, dates,enges and funding is to be submitted
to the principal by the end of'huarter.

The Science Fair is an opportunity to showaaseeptionalstudent work in the area
of science. Therefore, it is the policy of the @ahthat submission of a science fair
project by all students isot required.

Some suggestions for eliciting projects in scietlesses: The first suggestion is for
teachers to include a science project as an activitheir curriculum. However, as
stated above, only thexceptionalprojects would be included in the Science Fair
proper. A second suggestion is for teachers teevthieir grading rubric in such a
way that students can receive and an A or B onlpely submit a science project.
Again, not all science projects would be showcagedhe Science Fair, but the
exceptional projects. A third suggestion is toadproject as a class and then display
this project in the Science Fair.

Because we intend to showcase exceptional worlatenps, teachers and the larger
community, it is the responsibility of the Scieridepartment and those teachers who
teach science to screen science fair projectschadse only those projects that meet
the criteria of being exceptional. Projects ofsahdard quality do not belong in the
science fair. The Science Department should setritpria for superior science
projects, as well as a timeline for submission secréening.

The criteria should reflect a high value for actiearning. Science fair projects
should therefore be projects that actively invoktadents in science. Research
reports are not appropriate as science fair pmjed®art of the criteria should be
evidence that the student (or students) partictpatea science activity, measurable
data was collected that can be represented as gh gra chart, from which a
conclusion can be drawn. Science fair projectsishibe student designed, conducted
and produced, but it is also imperative that thereufficient guidance from the
teachers. It is especially important for teachersheck for plagiarism.

There are times in education when competition @agriate, but the Science Fair is
not one of those times. If we display exceptiomatk done by students, then it will
be a privilege in itself to have a project chosanthe science fair. All students who
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have projects in the science fair should receiveibhon and/or certificate of
participation.

It is the responsibility of the Science Fair orgamg committee to be sure the science
fair is well planned and runs smoothly. Criter@a projects need to be clear and
distributed well in advance to both students arathers. Teachers need to know
their role and responsibilities, both in prepanatad the science fair and also on the
day of the Fair itself. Projects, sections, gréelels, et cetera, should be well
labeled. A press release concerning the Scienicesik@uld go out in advance. The
Science Fair itself, set up and take down shouldimterfere with classes or other
school functions, and needed materials should Ib&ired and secured properly, as
well as returned in a timely manner.

Student Publications

1.
2.

The cost of the yearbook will be the sole respalitsilof the yearbook class.

An estimated budget is to be prepared by the Yedkribeacher. It is recommended
this be done with the Yearbook class as a learek®ycise. This budget is to be
submitted to the principal by the end of ti&fdll week of October. The budget is to
include: expenses (publishing cost, film, develgpimaterials, travel, workshops, et
cetera) and income (school funds, previous Yearlfoolls, Yearbook sales, specific
fund raisers, et cetera). The principal will apfomodify or disapprove the budget.
All fund raising activities must be approved (semdfaising, page 76).

Sales of Yearbooks should begin as soon as theebigdgpproved. Receipts must be
given to all buyers of yearbooks. All receipt stubust be returned to the Yearbook
teachers and secured in a safe place. A databasde made from the receipt stubs
and an updated hardcopy — the master copy — ietsebured by the Yearbook
teacher in a separate location. These should be ishocoordination with the school
Business Manager and the Business Office Staff.

The Yearbook teacher is to set up deadlines fola#irbook tasks, layout, review,
mailing, distribution, et cetera. A copy of deaels should be given to the principal,
distributed to Yearbook students, and posted irckigsroom.

It is at the discretion of the Yearbook teachetcag/hether and how students are to
be assigned to tasks and working groups, and thehed fairly on their work and
contribution.

The entire student body is to be represented iry#abook as equitably as possible.
As a rule of thumb, each student should be pictimede and no more than three
times.

It is the responsibility of the Yearbook class &present all clubs, organizations,
sports, et cetera. Yearbook students should bgnaskto take pictures at/of all
clubs, events, and activities.

Captions, articles, descriptions, tributes, etreetaust not violate a sense of respect,
MCS pride, or Catholic morals. All written and w& pieces should be well
proofread and reviewed by the Yearbook staff andher.

10.All final products to be submitted to the publishaust first be reviewed by the

principal. The principal is to be given at least Rdurs to review the submitted
materials.
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Drama, Productions, and Special Performances

1. All productions are to be approved by the principahe principal should be made
aware of all sensitive and/or controversial paftde production.

2. Dates, times and location of performances are teeb@and approved by the principal
before rehearsals begin. As a rule of thumb fandr productions there will be one
dress rehearsal, three performances (Thursdayay-add Saturday evenings), and
the possibility of one matinee on Saturday. Pemforces should be scheduled so as
not to interfere with academic scheduling or magrool events/activities.

3. A budget is to be prepared by the production advesml submitted to the principal
before rehearsals begin. The budget is to incluteeakdown of all expenses and
income. The principal will approve, modify or digaove the budget.

4. All fund raising activities must be approved (semdfraising, page 76).

5. All students participating are required to be &ligito attend rehearsals and the
performances. Understudies are to be preparechénetrent an actor becomes
ineligible by performance time (see eligibilitytime Student and Parent Handbook).

6. Schedules of rehearsals are to be made so no stplEmds more than 12 hours per
week on the production — including performance week

END OF THE YEAR PROCEDURES

The end of the school year is a busy and ofternidhecte for faculty, staff, administrators,
parents and students. May/June is an especiatly &ud hectic time. Being prepared for
this time in advance will help the process go asahly as possible Some things to be
prepared for include the following:

Seniors and Eighth Grade

Seniors and eighth graders are finished with schefdre the rest of the student body, so
their exams must be prepared, administered andedradrly. Because of the hectic
actives of this time of year, and because of unetegeevents (which we try to keep to a
minimum), teachers should be flexible and must aeefal about planning important
exams, projects, papers, et cetera at the verypeBeénior and Eighth Grade school days.
Traditionally, the seniors end their last day dtost with a “Senior Walk” that culminates
in a “Countdown” ceremony. The last day for semimr a hard day to get school work
done, and the Senior Walk and Countdown will occilygyend of the day.

Senior and Eighth Grade grades will be due earlyis very important that these grades
are done according to the deadline so graduati@ardsjyranks, transcripts; et cetera can
be prepared on schedule. Some teachers may be tskelp choose or give input on
some awards; again, timeliness is very important.

All teachers are expected to attend the baccalsukass and both graduations. Dress for
these events should be long sleeves and tie foramérma nice dress for women.

End of the Year Clearance for Students

Students are to complete Student Clearance She#@sebthey finish the school year.
Senior and Eighth Graders will have to finish theselier than the rest of the student
body. Teachers may sign a clearance sheet oflarstbefore exams are givérand only
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if the teacher has checked that the student hasdpergextbook and other materials, and
these are in acceptable order. If not, the stunerst pay the textbook fee and/or damage
fee at the business office before the teacher c@m the clearance sheet (the teacher
should see the receipt from the business officerbefigning). Homeroom teachers will be
provided list of students with lost and/damageadiigrbooks to be cleared at the business
office. After the teacher cleared and signed sttgleriearance sheets, these must be
submitted to the main office and will be forwarddte business office and the vice
principal for curriculum and instruction. The liloi@n, vice principal for curriculum and
instruction and business office will sign the chare sheets only after all teachers have
signed.

End of the Year Clearance for Teachers
Each teacher should obtain a Clearance Sheet frersecretary or business office.

As the teacher completes end-of-the-year dutigdshbeshould have appropriate personnel
sign-off on each of the required categories. Wthes Clearance Sheet is completed a
teacher will be able to receive his/her final paah The teacher must complete the
following:

1. Inspect and collect all student-issued textbooRd, @her class materials. Students
must complete a Student Clearance Sheet, whichresgeiach teacher’s signature.
For student books that are lost or damaged, thehéeanust fill out an appropriate
form for the business office.

2. Check the condition of each of his/her studentkéus.

3. Prepare his/her classroom for summer, which indudeving the room clean, neat
and in good condition. All school equipment must teturned to its proper
location.

4. Conduct classroom inventory of materials and resssiand complete inventory
sheet.

5. Fill out Work Request orders out for anything thaeds repaired or replaced in the
classroom.

6. Return to the school secretary the plastic binteather supplies

7. Returned all issued school materials (teacher’stioeditextbooks, videos,

equipment, et cetera) should be to the approppatsonnel (librarian, business
office, et cetera).

8. Calculated final grades and entered into the Adsiraiive Computer System and
have Grade Verification Sheet signed by the Vicendjpal for Curriculum &
Instruction.

9.  Submit Curriculum Notebooks to the Vice Principad €urriculum and Instruction.

10. Cleared all obligations with the business officel amovide forwarding addresses
and other pertinent information. The businesscefivill sign-off on the Clearance
Sheet.

11. Submit a list instructional materials and resounsesded for replacement for the
following school year

12. Submit a final listing of students recommendedégbomoted or retained for next
school year

13. Submit grade books and attendance record booletsdool principal.

14. Turn in keys issued to the business office.
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15. A final conference should be scheduled and held wite principal, and the
principal should sign off on the Clearance Sheeinuihe completion of clearance
requirements. The president is the final persosida-off the clearance sheet, and
then final paychecks can be released at the coioiplet the contract.

EVALUATION AND GUIDANCE BY THE SCHOOL ADMINISTRATON

Observations and Assessment of Teachers

1. There are a number of different types of teacheseplations: summative
observations, formative observations, informal obesgons, peer observations and
formal observations.

2. The School Principal or a designee of the Schowiciral will conduct classroom
observations. The purpose of these classroomdigars is for the School Principal
to observe the teaching and learning process iol#ssroom and made assessment of
needs for instructional improvement as well asséasce the teacher needs. There
will be informal and formal observations will belleawed up with a conference with
the teacher and the observer.

3. The School Principal, Vice Principal of Curriculuamd Instruction, or designee of
the principal does formative observations. Thepse of formative evaluations is to
provide guidance and feedback for the continueceldgvnent of the teacher as a
professional. These observations will be followen with a conference with the
teacher and the observer.

4. The School Principal, Vice Principal of Curricultand Instruction or designee of the
principal does informal observations. These olzteyus are for the administration to
get a feel for the life of and gauge the atmospléitbe school. These observations
are usually not followed up with a conference.

5. Peer observations are done by peers — teachersvimigsether teachers. There are
two possible purposes for these observations: fjiféoobserver to be an extra set of
eyes for the teacher, and give feedback to thénezaand 2) for the observer to view
the techniques, strategies, and style of anotleaher for ideas and insight. These
observations are followed up by a discussion betwibe teachers — observer and
teacher.

6. Other observations may include observations bymar® witness the behavior or
ability of their child in the classroom, or by tleeunselor to observe the conduct
and/or social interaction of a student, or by aapfirofessional for similar reasons.

7. The School Principal will formally observe teachatdeast once a year, usually first
quarter or second quarter. However, he/she wiNestto observe teachers once or
more each quarter, which might include informal esliations. Usually the first
formal observation is arranged ahead of time with teacher, and the second
observation may be unannounced. However, the $¢ghowipal or designee may
observe a teacher at anytime, announced or not.

8. The formal observations will be followed up by anference with the teacher.
Following the conference the school principal, esignated observer, will write up a
Post-Observation Conference form. One copy willghen to the teacher and one
will remain with the school principal. This formillvserve as a record of the
observation, as well as commendations and recomatiend of the teacher.
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Conferences with Teachers

1. A post observation conference will be scheduledh whe teacher and observer. The
teacher and observer should set up a confererateghg earliest convenience day and
time.

2. In general, the purpose of the post-conference didcuss the teaching and learning
activities observed. . The observation itself wirtainly be a point of discussion.
Point of discussion will include the lesson plaescher’s activities, students learning
activities, classroom discipline, classroom seti@mgl curriculum notebooks, student
and peer relationships, and other related actsvared responsibilities.

In a conference after an observation the schoaicijpal or designee will discuss
strengths of the teacher as well as the areas nmmrovement and need for
professional growth. The atmosphere of the confereshould be that of a
collaborative one. As a result of the observatod in addressing the needs of the
students the teachers and the School Principa¢sigdee will collaborate on ways to
make improvement. In some cases the teacher magdoered to improve specific
classroom procedures or strategies, to observe ¢dlaehers and their classroom
and/or teaching strategies, or to pursue furthefegsional development in specific
areas. The principal or designee may also spebifygs that the teacher must
change, improve, delete, or enhance in their psafaesl abilities. A time-line may
be given. This conference is also a time for daeher to request aid in areas of their
professional abilities where they feel lacking,amd in anything that might enhance
their effectiveness in the classroom and/or witlishts.

3. Informal observations may or may not be followedhypa conference. However, a
teacher should feel free to request a conferenabstuss either the observation or
anything relating to their professional performaaod/or development.

4. Following a peer observation a time for a teackacter discussion should be set at
the earliest convenience for both teachers.

5. Following other observations, such as a profesfliipmédserving a student in class
may not be followed up with a conference with thacher. Often the information
gathered during these observations is confiderarad, cannot be shared with teachers.
It should be noted, however, that these types skndations are not to determine a
teacher's competency, and thus should not be ceresidas a formative nor
summative observation.

6. If the competence or professional ability of a teacis in question, the formative
observation and conference will be used to findasra teacher most needs to
improve, and ways the teacher can elicit this impnoent. Mount Carmel School
may offer to assist the teacher to become a caatoleroficient professional in the
Mount Carmel School environment. However, the ofios competence and
professional ability is on the teacher. A summatobservation and follow-up
conference may be called for in these cases.

7. The school principal or other administrators maly @a&onference with a teacher not
in connection with an observation. These confe@enmay be to discuss certain
matters pertaining to employment, professional hbgment and guidance,
collaboration, feedback, information, et cetera.

8. A teacher may be call for a conference as deemeelssary by the administration or
principal in regards to students, professional sasilities as well as other urgent
matters pertaining to the school.
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Professional Development and Guidance

1. As professionals, teachers should continue thedfepsional development on an
ongoing basis. Much of a teacher’s professionaklbgment will be accomplished
on the teacher’s own initiative to acquire skilfml&nowledge.

2. Teachers not currently certified are expected tosyse; or have concrete plans to
pursue, their certification.

3. Mount Carmel School will offer professional deveailognt, in-services trainings and
seminars throughout the school year as part ofethehers’ professional growth. It is
incumbent upon teachers to seize these opportsirfitiedevelopment, and use the
knowledge gain and incorporate into the teachind &arning process for the
continuous improvement of students’ performance.

4. The administration, especially the principal andewprincipal for curriculum &
instruction, will conduct assessment needs andtifgiemainings and in-services for
the teachers in their professional growth. Assesgémwill be conducted based on
survey, observation/conference process, recommniengdgrogram implementation
and other areas as deemed necessary designed ilitatéacthe professional
development process thru collaborative effort gwdcess, The principal as
instructional leader with the vice principal for rdaulum and instruction will
facilitate this process. There are areas of dgwedmt for improvement that will be
identified and recommended or required through dbservation and conference
process. This is to assist teachers for improvememistructional delivery or content
knowledge.

5. As professionals there is a need to continuousiplabreast with the current trend in
education as well as in addressing the educatieds for the students.

6. Teachers are encouraged to use their time-off dusimmers to continue their
professional growth. Mount Carmel School has lsd#a to help some teachers with
further education. If assistance with further edion is desired, please make an
appointment with the principal to discuss this jjmbty.

7. Teachers are also responsible of searching theneatteor other resources for
information need to assist them in professionaimgjinoas well as the teaching and
learning process as need in addressing studerdsrat@and learning activities.

8. Each teacher is responsible of keeping record ofepsional development attended
for each school year.

RENEWAL, NON-RENEWAL, REDUCTION IN STAFF,
RESIGNATION AND TERMINATION

Letter of Intent

Each school year teachers whose contract will exgirthe end of the school year are
required to fill out a written form indicating wlnetr or not they intend to sign a new
contract for the following school year. Thesededtof intent are to be submitted to the
administration by the specified due date, usuallipecember of the current school year.
These letters of intent are used by the administraib plan for the following school
year.

If a teacher intends on breaking a contract, thsukl be put into writing and a copy
given to both the president and the principal. chesas are responsible for any penalties
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that may apply for breaking a contract with Mourdr@el School. In unusual and
extreme circumstances a teacher may appeal imgriti the president to waive any or
all penalties that apply. The president makefral decisions.

Renewal and Non-Renewal of Contract

All faculty and staff of Mount Carmel School arent@cted on an annual basis. Faculty
and staff whose contracts will expire at the endhaf school year will be notified by
April 30 of the current school year whether or afite will be offered a new contract for
the following school year. Only in extraordinanycamstances will this date be altered.
A decision by the administration is final and id sabject to the grievance process.

Reduction in Staff

If the Administrative Team decides it is necesdargecrease the number of teachers, or
to discontinue some particular teaching servicettewr notice should be given to the
teacher(s) affected by April 30 of the current sithgear. If requested, a letter can be
submitted to the teacher indicating an honoraldendisal. In such cases where a faculty
and/or staff reduction is necessary, the decisiprihle administration is final and not
subject to the grievance process.

Resignation
In certain extraordinary circumstances Mount Car8wool acknowledges that a teacher

may have to resign during the school year fromhierémployment duties at Mount
Carmel School. In such cases a written resignasbould be submitted to the
administration with at least two weeks advanceaeotiAn employee is given two weeks
pay from the time of notification of a resignati@xcept in cases of advance notice, s/he
will be paid for her/his remaining time working ftite school).

However, the administration reserves the rightdteanine the validity of the reasons for
resignation. In such cases where the administraieems the reasons for resignation
invalid, the employee may be obligated to complle&contract or indemnify the school

for unfulfilled obligations of the contract.

Termination

The employment of faculty and staff may be termedaby the administration at any time
during the school year for just cause, which shatlude, but not limited by, the
following: professional incompetence, physical /andmental inability to perform
professional duties, cruelty, negligence, immoyalimsubordination, persistent violation
of reasonable regulations or conviction of a felomy written notice of termination will
be given to the employee stating date of termimadiiod just cause for termination. From
time of notification an employee will receive twoegks severance pay, but may be
dismissed from work duties immediately. The emp®will not receive their last check
until they complete all obligations (such as tugnim grade book, keys and other
materials). Decisions by the administration inesasf termination are final and are not
subject to the grievance process.
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GRIEVANCE PROCEDURES

When employees feel that they have a legitimatevgnce with another employee, a
practice or policy of the school, or any conflietating to work, they should adhere to the
following procedures. Our goal is to work out edinflicts as directly as possible that
produce solutions with equity, justice and charity.

1. Discussion with concerned parties:
The first step is to discuss the conflict/grievadaectly with all parties concerned as
soon as possible after the incident or when thevgrice arises.

2. Administrative meeting:
If the grievance is not satisfactorily resolvedrtiibe matter should be brought to the
attention of the administration, and a meeting &hobe arranged with the
administrator most directly above the concernedigmion the organizational chart
(see the handbook ommployee Personnel Policies and Procedyures The
administrator will hear all concerned parties ahdtefurther discussion, after which
s/he will assess the situation and make a decisioancert with other administrators.

3. Appeal to the President of Mount Carmel School:
If the grievance is still not resolved to the dassion of those involved, then a
written appeal can be made to the President of M@anmel School within 10 days
of the decision of the administrator. The Predideitl review the appeal and take
whatever action s/he feels is necessary. Theidaa the President is final.
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RULE AND CODE OF ETHICS FOR THE TECHNOLOGY FOR
MOUNT CARMEL SCHOOL
Adapted from NCEA's from the Chalkboard to the &lasm. 1997

As a computer user, | agree to follow the rules ande of ethics in all of my work with
computers while attending Mount Carmel School.

1.

| recognize that all computer users have the sagh¢ to use the equipment; therefore | will
not use the computer resources for non- academpopes. | will not waste or take supplies
such as paper, printer cartridges, and diskettgsaite provided by the school. When | am in
the computer lab, | will talk softly and work in y&that will not disturb other users. | will
keep my computer work area clean and will not ealrimk in the computer lab.

I recognize that software is protected by copyriggavs; therefore, | will not make
unauthorized copies of software and | will not gikend, or sell copies of software to others.
I understand | will not be allowed to bring softeapplications, games, or CD-ROMS from
home to be used on school equipment without prdolicensure and prior approval of
appropriate school personnel.

| recognize that the work of all users is valualiherefore, | will protect the privacy of theirs
by not trying to learn their password; | will natpy, change, read, or use files from another
user without prior permission from that user; Illwibt attempt to gain unauthorized access to
system programs for computer equipment; | will nse computer systems to disturb or
harass other computer users or use inappropriagedge in my communications.

I will honor my school’s procedures for the storajenformation. | realize that, after prior
notice has been given to me, files may be deletwd the system to protect the integrity of
the network or because of space limitations orctdmeputer’s hard drive.

Each student who receives Internet access wilhseeucted in the proper use of the network.
The use of the Internet must be in support of eiifutaand research consistent with the
educational objectives of the school. Studentsgusietwork or computer resources must
comply with the appropriate rules for that networkesource.

As a user of a network, | will not use bulletin bis or chat lines for personal use. In
addition, | will not reveal my personal informatidmome address or personal phone number
or those of students, teachers or other staff mesnbEansmission of any material in
violation of any U.S. or state regulation is proted. This includes, but is not limited to:
copyrighted material, threatening or obscene natesi material protected by trade secret.
The use of school computers and networking ressufee commercial activities is not
permitted. Their use for product advertisementaditipal lobbying is also prohibited.

Parents must realize that their students may enepumaterial on a network/bulletin board
that they do not consider appropriate (vulgar jolstatements of belief that some might
consider immoral, etc.). The student is respondiienot pursuing material that could be
considered offensive.

The use of the computer is a privilege, not a rightl inappropriate use will result in
the cancellation of these privileges. Vandalismntentional modification of system
settings will result in cancellation of privilegaad/or school disciplinary action. The
school reserves the right to seek financial restitufor any damage caused by a
student or other user.

The systems administrator will deem what is inappete use, and their decision is
final. The administration, faculty, and staff ofetlschool may request the systems
administrator to deny, revoke, or suspend spepificileges. Violation of the rules
and code of ethics described above will be deah seriously.
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