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INTRODUCTION 
 

St. Mary Magdalen School Mission Statement 
Our mission at St. Mary Magdalen Catholic School is to educate, model, and inspire faith, academic excellence, 
integrity, respect, and service within ourselves and the global community. 

Student Learning Expectations 
A Faith-Filled Catholic who: 

 

• Demonstrates knowledge of scripture, church history, catechism, prayers, and traditions. 
• Participates in communal liturgical celebrations, including the sacraments.  
• Applies Catholic values in the decision-making process. 
• Participates in service locally, nationally, and globally. 
• Demonstrates awareness and respect for the beliefs, cultures, needs, and rights of others. 
• Responds compassionately to the needs and rights of others. 
 

A Learner and Communicator who: 
 

• Demonstrates effective and independent use of study skills. 
• Meets or exceeds learning standards adopted for the school from OSPI, CCSS, and the Archdiocese of Seattle. 
• Clearly and respectfully communicates through oral, written, and visual methods.  
• Uses technology and the creative arts as tools for learning, communicating, and self-expression.  

 
A Person of Integrity who: 

• Develops a sense of self-discipline and responsibility that is reflected in social behaviors. 
• Assesses own strengths, sets goals, persists in tasks, and evaluates progress. 

  
Note 
As recommended as a best practice by from Mary Angela Shaughnessy, SCN, J.D., Ph.D., “The principal is the final 
recourse and reserves the right to amend this handbook. Parents and staff will be given prompt notification.” 
 
Organization and Administration of Archdiocesan Educational Program 
The Archbishop exercises pastoral responsibility for the church of Western Washington.  He is the highest authority 
over all areas of preaching, teaching, prayer and celebration of the liturgy, and of temporal affairs of the 
archdiocese.  He is the chief teacher in the archdiocese.  In a special way, Catholic elementary and secondary 
schools participate in the teaching mission of the church and are responsible to the Archbishop. 

The Pastor is the policy maker for the parish school.  He is the canonical administrator of the entire parish including 
the school.  He fulfills this function within the context of archdiocesan policies and in close collaboration with the 
Principal and school commission.  The finance council, pastoral council, and school commission are collegial bodies 
which are consultative to the Pastor.  The Pastor exercises the highest authority in the parish and over the school. 
He reports directly to the Archbishop. 

The Principal functions as the administrator of the school and is the member of the parish staff who works with the 
school commission and other parent groups.  The Principal administers and supervises the school in conformity with 
archdiocesan and local school policies, rules and regulations.  The Principal reports directly to and is accountable to 
the Pastor.  The Principal is responsible for hiring faculty and staff.  The Catholic Schools Department approves 
applicants for teaching positions prior to their being hired. 



6 
 

 

The teachers are Washington State certified, many with advanced degrees, who are charged with the instruction of 
the adopted curriculum of the school, and who carry out the policies of the school and parish under the direction of 
the Principal. 

The Superintendent of Catholic Schools is responsible for directing the Catholic elementary and secondary schools 
in the Archdiocese.  The Archdiocesan School Board is the chief advisory body to the Superintendent in the 
formulation of policies affecting archdiocesan and parish schools.  Policies of this board, when approved by the 
Archbishop, are binding on the Superintendent of Schools and local parish school commissions’ executive 
structures. 

Student Responsibilities 
As people of God, we believe that each of us has inherent rights and responsibilities to treat others and be treated 
by others with respect and dignity.  Students are to model Christ’s teaching about love for neighbor in all their 
interactions.  Students are to respect others’ rights to an education, be diligent in study, and help maintain an 
orderly learning environment.  St. Mary Magdalen students will behave in a respectful and friendly manner toward 
all school personnel, volunteers, and visitors, and respect all property within and on the school grounds.  They will 
obey school and classroom rules and will oppose behavior in others when it does not conform to these standards.  
Students will be clean and neat in personal attire, following the spirit and the letter of the uniform policy.  They are 
responsible to their parents and the school staff in going to and from school.  Students will follow the guidelines 
provided in this handbook. 

Parent Responsibilities 
Parents provide the greatest influence on a child’s thinking and behavior.  Parents will offer their active support of 
the school’s mission and philosophy.  Parental support of these principles is necessary for the well-being of their 
children and for the good of the whole school.  Parents who are parishioners will attend Sunday Mass and 
participate in Sacrificial Giving.  It is a parent’s responsibility to foster their child’s faith development, to encourage 
in the child a positive attitude toward learning, and to promote a Christ-like concern for others and their 
reputations in the school community.  Parents will uphold the rules and policies of the school and support the 
professionalism of school personnel.  When concerns develop regarding academics or behavior, parents will follow 
the guidelines provided in the Parent-Student Handbook. 

Teacher Responsibilities 
Teachers strive to model true Christian behavior and to teach and form students in the principles of justice and love.  
It is their responsibility to maintain a Christian atmosphere and to educate students in a manner that not only 
fosters intellectual growth, but spiritual and emotional growth as well.  Teachers will help students develop respect 
and pride for themselves and others and will provide opportunities for students to grow in responsibility.  Teachers 
will enforce school and classroom rules and free students from fear of intimidation by others.  Teachers will provide 
feedback to students and parents on student progress, both academically and behaviorally.  Teachers will 
implement the curriculum as defined by the school, the state, and the Archdiocese.  Teachers will recognize and 
appreciate the contributions of the other members of the professional staff, and share with them their ideas, 
abilities, and materials.  Teachers will uphold the guidelines and administer the directives provided in the Staff and 
Parent-Student Handbooks, and the Archdiocesan Employee Manual. 

Archdiocesan Parochial School Curriculum 
The curriculum functions through programs of studies, supplementary curricular activities, and other guided 
learning experiences to achieve established objectives for each level.  The curriculum is both specific to guide 
educators in the school and flexible to provide for adaptation to each learner.  The Archdiocesan Office of the 
Superintendent of Schools provides a basic curriculum that is within state and local requirements and provides for 



7 
 

 

the harmonious development of the student’s spiritual, moral, physical, emotional, and intellectual growth.  This 
curriculum is sufficiently flexible to provide for each student’s individual needs.   

CURRICULUM OVERVIEW 
 
St. Mary Magdalen School offers education for students in Grades Preschool through Eight. Curriculum areas for 
Archdiocesan elementary schools are religion, language arts, mathematics, social studies, science, fine arts, physical 
education, health, and technology. 

Curriculum aligns with national and state standards (Common Core, NGSS, and Archdiocesan religious standards). 
Teachers are expected to meet student needs by expanding and enriching the subject matter contained in the basic 
texts using supplementary material. 

Religious Education 
All students participate in daily religion classes and liturgical celebrations throughout the year.  Both Catholic and 
non-Catholic students also share the benefits of value formation, opportunities for liturgy and private prayer, 
opportunities for service to the community, and orientation to scripture. 

The Sacraments 
Sacraments are celebrations of God's action and presence in our lives.  Two sacraments are celebrated for the first 
time for elementary school age children who are baptized Catholics:  First Reconciliation and First Communion.  The 
children celebrate God’s forgiveness in Reconciliation and are invited to the table of the Lord in Communion.  
Parents and children attend evening mini-celebrations and timely presentations in preparation for these 
sacraments.  Parents also study the religion text with their child when assignments come home.  Parental 
participation is necessary so children most fully experience these sacraments. 

Liturgies 
Each Wednesday the entire student body attends Mass together.  Students also participate in church liturgies and 
prayer services.  The school encourages parent attendance at these celebrations.  Classroom liturgical celebrations 
and retreat experiences can be provided for our students at appropriate times. 

Accreditation 
Accreditation is a significant step beyond basic state approval and is a commitment to continuous program 
improvement.  Requiring an intensive introspection into daily operations, the process continually analyzes current 
programs and charts future direction.  Accredited schools meet standards considered essential for quality 
education.  St. Mary Magdalen School continues to re-evaluate according to a schedule. Specific classroom and 
curricular guidelines reached through this process are to be followed by all staff in all classrooms. 

PERSONNEL RESPONSIBILITIES AND EXPECTATIONS 
 

Teacher Personnel Policy 
Please familiarize yourself with policies regarding teachers written in the Archdiocesan Policy Handbook as well as 
those contained in your official contract and this document.  The days of teaching, vacation, and in-service will be 
set forth in the school calendar. 

All teachers must uphold the teachings of the Catholic Church.  Failure to do so may result in dismissal.  Grievance 
procedures are outlined in the Catholic Schools Manual.  This document is available on the shelf in the front office.  
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Each teacher will act in word and example consistent with the basic tenets of the Catholic faith as interpreted and 
applied to given instances by the Pastor in his sole discretion, and further adhere to the guidelines listed below: 

● The teacher understands and accepts the fact that the schools are operated in accordance with the 
philosophy of Catholic education. 

● The teacher accepts and supports the ongoing building and living of a faith community, not simply as a 
concept to be taught but as a reality to be lived in worship, service, and interpersonal relationships. 

● The teacher reflects in his/her personal and professional life a commitment to Gospel values and the 
Christian tradition. 

● The teacher accepts responsibility for providing an atmosphere for fostering the development of a faith 
commitment by the students. 

 
Each classroom shall be open to observation by the Principal and the Pastor at all times.  In case of a pending visit 
by anyone other than the authorized persons, teachers will be so informed by the Principal. 

Contracts are offered on a year-to-year basis, granting no expectation of continuing employment. 

Changes in status on the salary scale are finalized only in September.  An official transcript showing evidence of 
credits or certificates earned which would raise the teacher to a higher position on the salary scale must be 
presented to the Principal. 

All scheduled in-service workshops and faculty meetings are mandatory unless the teacher is excused ahead of time 
by the Principal. 

Attendance is required at the following: 

● Parent Curriculum Night in September 
● The school Christmas program 
● Other important evening school functions which include but are not limited to the Spring concert, parent 

conferences, special meetings for technology, camp, and the Sacraments. 
● Archdiocesan workshops which are in the official school calendar 
 

Teachers will be available to conference with parents, by appointment, as needed. 

Teacher Evaluation and Observation 
Informal evaluations are a continuous and integral part of the school program for the improvement of instruction.  
This type of observation is usually short and without notice.  The formal written observations with conferences will 
be done with the teacher’s knowledge and participation.  When the schedule allows, the teachers may find it valuable 
to arrange an observation in a colleague’s classroom or arrange for peer coaching. 

Instruction of Students 
Regular submission to the Principal of lesson plans addressing Common Core, NGSS, and Archdiocesan PreK-8th Grade 
Parish Religious Education Standards is expected.  Teachers will use long-range planning to ensure coverage of grade 
level content and expectations.  Classroom time should be balanced between direct instruction and independent 
work.  Teachers will uphold school standards for students’ written work (i.e. neatness, no plagiarism, etc.).  Homework 
generally increases ten minutes at each grade level and assignments from other teachers should be factored into the 
total minutes assigned.  Grading should be balanced against aptitude and should include consideration of effort.  
Teachers will communicate regularly with parents so there are no surprises at grading periods.  The Principal should 
be kept informed about serious academic and behavior issues.  Retention of students is rare and is at the discretion 
of the Principal. 
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Catholic Witness 
All staff must uphold the teachings of the Catholic Church. Failure to do so may result in dismissal. 
 
Professional Relations 
In fulfilling their obligations to the school and parish, teachers: 
 

● Endorse the principle that we are members of a Christian Catholic community of professionals.  We accept 
responsibility for the conduct of our members and understand that the way we fulfill our obligations of 
Christian love to one another reflects on us as individuals and on the school and parish. 

● Recognize that each teacher represents the school on all occasions and that what he/she says may be 
accepted as school policy.  Therefore, it is important for each one to know the policies and be able to 
interpret them fairly and accurately for others. 

● Recognize their role as teachers in a Catholic Community to maintain positive communication about St. 
Mary Magdalen School, St. Mary Magdalen parents, and students when using social media (i.e. Facebook 
and other sites). Failure to promote St. Mary Magdalen School in a positive way constitutes cause for 
dismissal. 

● Use discretion when using social media that includes an awareness of our responsibilities to promote gospel 
values in our communication, which includes the posting of pictures, comments, and blogs.  The posting of 
inappropriate pictures that demean, bully, and/or harass another human being are prohibited.  Similarly, 
posting pictures or text that depict the violation of local, state, and/or federal law is prohibited and is 
grounds for dismissal 

● Incorporate the policies of the Archdiocese and their teaching contracts in their professional lives. 
● Prepare themselves to direct persons with concerns to the proper sources and to act as resources 

themselves, when possible and advisable. 
● Respect the relationships between other teachers and their students. 
● Keep official correspondence and conversations among teachers confidential. 
● Conduct all affairs through the established channels of communication. 
● Participate in the establishment or revision of school policy and, once the policy is determined, support it. 
● Support professionally and personally other members of the faculty. 
● Attempt constantly to improve the effectiveness of the classroom and their own teaching performance, 

thereby increasing student learning. 
● Attempt constantly to improve the environment and general excellence of the school. 
● Offer constructive criticism to the proper authority when it directly improves school programs. 
 

Avoiding the Appearance of Impropriety 
The following are recommendations from Mary Angela Shaughnessy, SCN, J.D., Ph.D., for keeping boundaries: 

• Do not stay alone in a room with a student unless there is a window permitting others to see in or the door 
is open. 

• Do not allow students to become overly friendly or familiar with you.  Students should never call teachers 
by their first names or nicknames. 

• Do not engage in private conversations with students.  If you receive personal communication from a 
student and the communication is not appropriate, keep a copy of the communication and do not respond 
unless you have received permission from a supervisor. 

• Do not visit students in their homes unless their parents are present. 
• Do not transport students in your vehicle. 
• Do not take the role of surrogate parent with a student. 
• Do not criticize a student’s parents to the student. 
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• Do not give students your home phone number without the permission and knowledge of your supervisor. 
• Do not communicate with students from your home email address. 
• Do not hire students to work in your home without the express knowledge and consent of your supervisor. 
• Ask yourself:  How would I feel if what I am doing were to appear on the front page of the paper tomorrow? 

E-Mail Usage Guidelines 
The following are further recommendations from Mary Angela Shaughnessy, SCN, J.D., Ph.D., for communication 
issues: 

• Use your school email account when communicating with students.  Never use your home or personal email 
account.  Using a personal account can give an appearance of secrecy. 

• Always remember you are a professional, rendering a service to students.  You are not the student’s friend 
or buddy. 

• Communicate only about school matters or matters that are appropriate to be discussed in school.  Most 
especially avoid any communication that might be construed as having sexual overtones.  Do not reply to 
any such email you receive from students; make and keep a copy of any such inappropriate communication 
and notify the Principal. 

• Write as though you are certain that others will read what you write.  Remember that a student can share 
your message with students and others by a simple push of a button. 

• Remember there is no such thing as private email. 
• Do not use instant messaging.  Do not put students on your “buddy list.”  If you find that a student has 

added you to his or her list, ask that your name be removed and keep a written record of your request.  
Remember – people can make copies of instant messages and they can come back to haunt you.  If you are 
involved in an academic chat room, use it appropriately. 

• Ask yourself, “If my Principal asked to see this communication, would I be embarrassed by what I have 
written?  If the answer is “yes,” don’t send the email. 

• Remember – the student you are emailing is someone’s child.  How would you feel if your child received the 
email you are about to send?  If you think your email might somehow be misunderstood, don’t send it. 

• Remember – boundaries must be respected in written correspondence as well as in oral communication.  
Don’t push the boundaries of teacher/student relationships. 

• Finally, email can be misrepresented.  Before sending an email, ask yourself if someone reading it might 
“read something into it” that you didn’t intend or if your message might be misinterpreted.  Communicate 
in person whenever possible. 

    Further information is available at: The Education Law Institute Webpage, elisu.com,   
   educationlawinstitute.com, and asksisterangie.com 

Morning Announcements and Prayer Expectations  
Students are expected to pay attention, be focused and silent during morning announcements. They are required to 
participate in morning prayer and the pledge of allegiance or to remain respectfully silent. Students may not be on 
electronic devices, reading or doing any other activity during these times. Teachers and staff are expected to both model 
and support these expectations. 

Social Media 
Staff should not have contact with students through any social media including but not limited to gaming sites and 
services, blogs, picture sharing sites or any other media service. Email should be limited to school related topics and any 
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assistance or services provided to one student should be available to any student under that teacher’s charge. Any 
contact deemed inappropriate by a church authority or administrator constitutes possible grounds for dismissal.  
 

Teacher Confidentiality 
It is not professional to discuss teachers with parents.  If parents complain to teachers about other teachers, they 
should be directed to the teacher with whom they have a concern.  If this fails, the Principal is the next person who 
should be contacted.  Great harm can be done to a teacher’s reputation even when no malice is intended.  Gossip is 
dangerous and hurtful.  Please do your part to nip it in the bud and to support your peers. 

Student Confidentiality 
As professionals we are aware of the need for confidentiality when dealing with student issues.  Only those faculty 
members who need to know of a student’s problems should be involved in discussion of them.  Discussion of 
students should not occur in the faculty room, front office, or any public area.  The faculty room should be a place 
for teachers to relax, not a place to solve problems.  Student problems should be discussed in a meeting with the 
involved parties or at a department meeting or with the administration. 

It is extremely important to remember that parents are frequently in the office as volunteers and on school-related 
business, and students are often in the office.  Under no circumstances should students be discussed in the office 
area, in the copy area, in the halls, and particularly not in the presence of parents or other students. 

Be sensitive to students in your classroom who may receive regular medication in the office.  Remind them 
privately, when needed, if they need to go to the office. 

Student records, including permanent record cards, may not be removed from the office.  Please be careful to 
maintain strict confidentiality and always return the folders to the office file cabinet after review or additions. 

Teacher Attendance 
Teachers are expected to be at school unless ill.  The contract allows ten days annual sick leave cumulative to ninety 
days.  All sick leave must be entered in both Frontline (Aesop) and UltiPro.   

Use of sick leave for emergency purposes must be approved at the discretion of the Principal.   

The teacher’s day is from 7:50 a.m. to 3:15 p.m.  Teachers are to remain in the building until this time unless they 
have cleared it with the Principal. 

On Friday, the teacher may leave with the students when his/her room is in order. 

On in-service days, when school is dismissed early, the teacher is expected to participate in the program until its 
completion. 

On non-in-service days, when school is dismissed early, a teacher may leave when his/her room is in order unless a 
meeting or other obligation has been scheduled. 

Teachers may have two personal days per year.  The school will pay for the substitute.  Please notify the Principal 
first, in advance, and allow enough time to schedule a substitute. Personal day usage must be approved in advance 
by the principal. Please notify the principal in person and in writing at least two weeks in advance of when you 
would like to use the personal day.  
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Substitutes 
In any case in which the teacher must be replaced in the classroom, the school should be notified, and the teacher 
should get the substitute. A teacher is expected to enter any absence in Frontline and UltiPro.  If the teacher is too ill 
on the day they are going to be absent, they are expected to call in by 8 a.m. and the secretary will assist in getting a 
substitute. If a teacher knows that they will be absent the following day, they should enter the absence in Frontline 
and UltiPro before 4:30 p.m. if possible.  

Substitute folders are to be kept current and continually available on the teacher’s desk.  Please include: 

● Either a current seating chart or directions where it will be kept in the classroom.  It is helpful if student 
names are always posted on the front of their desks 

● A daily schedule for students, showing any times when students move to another classroom, as well as the 
regular classroom routine and procedures 

● A daily schedule for the teacher, showing teacher responsibilities and places to be, including recess duty, 
etc. 

● Class lists for all the teacher’s groups (please note students who will be helpful to the substitute) 
● Information about students who might leave for band, and/or specialists 
● An attendance form 
● The substitute, whenever possible, is expected to use the teacher’s regular lesson plan book or whatever 

the teacher might send in that morning.  If an emergency arises, the alternate activities will be used 
● Alternate activities for each class period, i.e. emergency lesson plan 
● A list of classroom rules or an indication of where these are posted in the classroom 
A list of all student allergies, or health issues and explanation for what is expected to keep these children safe 

 

Faculty Dress 
The way a teacher dresses makes a statement to the students about the seriousness of education.  Professional 
dress suggests that teachers are about a work of importance.  Our attire teaches the students the appropriateness 
of dressing to fit the occasion.  While jeans or very casual slacks, sweatshirts, and T-shirts are appropriate for a class 
picnic or outdoor field trip, they are not allowed in the classroom. 

It is best to err toward the conservative in dress.  See-through clothing, short tops that show midriff, T-shirts, 
spandex, or very short skirts are not appropriate for school.  Accepted conventions of cleanliness are also expected. 
If tattoos are present, they should be covered when present on school grounds. 

Examples of acceptable attire include, but are not limited to: 

● Pants consisting of khaki-type pants, slacks, and jeans that are clean as well as hole and wrinkle-free; 
● Shirts/tops consisting of casual shirts, polo shirts, blouses or sweaters; 
● Casual dresses or skirts with modest hemlines; and 
● Footwear consisting of loafers, boots, flats, heels or sandals. 
 

Examples of unacceptable attire include, but are not limited to: 

● Jeans that are excessively worn, faded or have holes; 
● Sweat pants, shorts, spandex or other form-fitting pants  
● Shirts/tops consisting of t-shirts, sweatshirts, tank tops, halter tops, tops with bare shoulders (unless worn 

under a sweater, blouse or jacket) or tops that are distracting or revealing; 
● Dresses or skirts that are too short or have spaghetti straps (unless worn under a sweater, blouse or jacket) 
● Footwear consisting of very high heels or flip-flops 
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Meetings 

Faculty meeting will be held once a week Wednesdays at 2 p.m.  Faculty members are to be in attendance until the 
end of the meeting. 

On occasion we will dispense with the general faculty meeting and schedule department meetings.  One 
representative from each department should keep accurate and detailed notes of the discussions and decisions, 
copy them, and place them in the other teachers’ boxes so that the whole faculty is informed of each department’s 
views. 

Occasionally teacher representatives are invited to attend a Parent Club meeting, usually for presentation of a 
topic.  It is one of the most valuable ways of building and demonstrating interest in the school community and 
teachers’ help is greatly appreciated. 

Authority of Teachers and Staff 
All staff have authority over all students anywhere and at all times in the building and on the grounds.  This implies 
a responsibility to intervene when good judgment indicates. 

Washington Administrative Code states: “A teacher may hold every pupil to strict accountability in school for any 
disorderly conduct on the way to or from school or on the grounds or during intermissions . . .” 

Supervision 
Wherever there are children there must be supervision.  Children are not to be left unattended in their rooms or 
on the playground.  They should be monitored in the halls to and from recess and classes.  It is good practice for the 
teacher to be at the door of the classroom during change of class to greet students as they arrive.  Teachers are to 
ensure their classes behave appropriately during Masses and assemblies and other special events. 

Before School 
Teachers should be in their rooms at 8:20, as the children are admitted to the building at that time.  If you expect to 
be late, please notify the office and make arrangements with another teacher for supervision of your students. 

Morning Recess 
Staff assigned to recess duty should be at their posts promptly and are required to have a walkie talkie and an 
emergency backpack.  Teachers are to continually move about while on duty, focusing on different areas of the 
grounds, and keep their eyes roving and vigilant.  Children are expected to play in their assigned areas and must 
receive permission from a teacher on duty to leave the playground to use the lavatories, informing the teacher 
when they have returned.  At the end of recess, when the bell rings, the supervising teachers should remain on the 
playground until all students are in the building.   

Rainy Day Recess 
Rainy day recess takes place in the classrooms. 

Discipline 
Teachers and parent supervisors will report student recess misbehavior using the ”think sheet”.  Recess 
misbehavior should not be tolerated.  Minor rule infractions should be sent to the homeroom teacher.  Major 
infractions should be directly referred to the Assistant Principal or Principal.  All student complaints of mistreatment 
should be acknowledged and dealt with respectfully.  Parents should be informed. 

Courtney Framel
Are we still using the pink slip? We should add that the clipboards will also include think sheets.
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After School 
Specialists scheduled for after school duty, please head outside five minutes before the bell rings to be at your 
station in time.  Teachers, please walk students to the designated pick up area in the upper parking lot except for 
Kinder and Preschool classes.  Students not picked up by 3:00 p.m. go directly to Extension.  All staff responsible for 
pick up supervision should remain out with students until 3:00 p.m. (when any remaining students are taken to 
extension) or all students are picked up.  

Supervision of Children of Faculty Members 
Faculty members who bring their own children with them before and after school are responsible for them.  They 
should remain in the parent’s classroom before 8:20 and then may join the other students in line outside or in their 
own classroom at that time. 

Student Injuries 
Please also refer to the section below on “Student Illness or Injury”.  If a minor injury occurs, the office should be 
notified, and the injured student should be sent to the office with another responsible student to receive care.  The 
duty teacher should remain on the playground.  In the event of a serious injury, the office should be called and 
asked for assistance.  However, given the severity of some injuries, use your judgment to call 911 first and then 
inform the office immediately.  Two students may be sent to the office with a written request for assistance.  The 
duty teacher is to remain with the injured student.  Parents of any child who receive a head injury (even a minor 
one) are to be called.  Unless an injury is very minor, it should be written up on an “Incident Report” in the office.   

Student Illness or Accident 
The teacher in the classroom or staff person in the schoolyard takes first responsibility for the comfort and safety of 
an injured or sick child.  Do what is necessary immediately in the way of approved first aid.  The office should be 
notified immediately in case of serious injury or illness.  Please also refer to the section above on “Supervision - 
Injuries”. 

If the accident is of a minor nature, the child may be sent to the office for simple first aid:  a band-aid, a few minutes 
rest, ice, etc.  The secretary, Principal, or Assistant Principal will normally be in the office.  If no one is there, the 
teacher should get another teacher to cover the classroom temporarily while you attend to the student.  If touching 
or handling bodily fluids of a student, use gloves from the classroom clipboard or the cabinet in the school office.  
Remember to replace the used gloves with new ones. 

If the accident is something other than a minor skin abrasion or incidental injury, the teacher should make a 
judgment whether it is wise to move the child.  If the child has been knocked unconscious or there is reason to 
suspect back injury, internal injury or broken bones, DO NOT MOVE THE CHILD.  CALL 911 AND THEN INFORM THE 
OFFICE.  

The student’s emergency data form is located in the emergency file.  As soon as this call has been made, it will be 
provided to the medical team.  The parents/guardians will be contacted by the Principal or Assistant Principal.  The 
secretary will call if an administrator is not available. 

ALL HEAD INJURIES SHOULD BE REPORTED TO THE OFFICE.  Parents will receive a call from the school for all head 
injuries.   

The office will contact a parent before releasing any student from school and the teacher will be notified of the 
situation. 
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Medicine will not regularly be dispensed at school.  Should a child require a prescription drug or an over-the-
counter drug, an authorization must be on file in the office and the prescription labeled container (even for over-
the counter medication) is kept in the medical safe.  Medications are dispensed by the school secretary or other 
designated office personnel.  For their own protection, teachers should never dispense medication to a student. 

NO MEDICATIONS MAY BE KEPT IN THE CLASSROOM.  The only exceptions are physician authorized inhalers for 
asthma patients or EPI pens for students with allergies.  These exceptions are to provide the student with 
immediate access to the medication in the event of an attack.  The teacher must make sure the office is notified of 
the medication and that the parent has followed the correct procedures. 

Each fall, an updated list of serious health problems of our students will be formulated and posted in the Medical 
Authorization binder in the main office.  Additionally, each teacher will be given a copy for the classroom.  
Individual student medications are kept in our locked medical cabinet in the main office.  Logs are kept for students 
requiring medication during the school day. 

Classroom Security 
Keys to St. Mary Magdalen School are given to the teachers for their personal use.  They are not to be lent to 
students or parents, nor are they to be duplicated.  If an unusual circumstance leads you to loan your keys to 
someone, you are required to sign them out and sign them back in. 

The teacher will lock the classroom door at all times.  Students may not be left unsupervised in the classroom or 
other areas of the building. 

When letting a student into a classroom when their teacher is not present, remain with the student until their 
business is concluded and secure the room before leaving. 

Purses and valuables should be locked in a safe place.  Increasing robberies by professionals, even in our area, make 
this essential. 

Financial Reimbursement 
Please use the Check Request Form (see Appendix) to request reimbursement for classroom expenditures.  Extra 
copies of the form are kept in the main office file cabinet.  Please get prior approval from the Principal to make the 
expenditure.  Once the form is complete, you will need to  submit the form to the Principal for signature and then 
pass it along to the Finance Manager for processing.   

Faculty Mailboxes 
Each teacher has a box and all mail, phone messages, and announcements are placed in it for the teacher to collect.  
Do not allow the box to remain full. Teachers should check their mailboxes before and after school and at 
lunchtime.  Teachers are expected to remain current on email messages and correspondence. 

Telephone 
While it is often necessary for a faculty member to use the phone, it is advisable to keep phone conversations brief 
for the benefit of others needing to make and receive calls.  Teachers should not use the outer office phone for 
consultations with parents because of the traffic that moves through the office during the day.  Teachers should 
reply to all messages from parents within one school day.  Please use the school line for all official school business 
and cell phone for personal business. 

Students may use the office telephone only with a written note from a teacher.  Students are required to give their 
cell phones to their teacher for safe-keeping during the day. 
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Miscellaneous Responsibilities 

• Please see that all students are in proper uniform.  The uniform policy is in the Parent-Student Handbook.  A 
notification form for parents whose student is out of uniform is found in the Appendix.  Teachers are 
expected to be consistent in monitoring and enforcing the student uniform policy. 

• Teachers and specialists are responsible for assisting with additional non-classroom duties (parking lot, 
recess duty, etc.).  Job descriptions are found in the Appendix. 

• Each teacher is responsible to carry out a share of extracurricular activities.  All staff members work on 
Accreditation and other special programs. 

• Please have at least three social events a year for your class.  These events should include Halloween, 
Valentine’s Day, and one other of your choosing.  This is important for class morale.  Remember to involve 
your room parents in the activity.  Both classes in a grade level should coordinate for social events, field 
trips, etc., so that equitable (not necessarily the same) events are provided for each class. 

• Do not allow students in the paper supply room across from the office. 
• Sit with students during Mass and at assemblies and make sure appropriate behavior is observed. 

Media Guidelines 
St. Mary Magdalen School recognizes both the positive and the negative impacts the use of T.V. and video can have on 
the development of children.  Use of either during the school day shall be limited to appropriate occasions and must 
enhance student learning. Prescreen any material prior to showing it to students or posting access to it insuring all 
content is appropriate and consistent with St. Mary Magdalen’s mission to provide an authentically Catholic, Christ 
centered education.  If the video is above a ‘G’ rating, you must receive principal approval. 
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DAILY ROUTINE AND EXPECTATIONS 
 
All staff are expected to familiarize themselves with each weeks events prior to the start of the school week to allow for 
the safe and orderly running of the school.  Teachers are expected to be in the building 30 minutes before the official 
start to the school day. 
 

Elementary School Schedule 
Period M, T, Th, F   Period Wed   Period 2 HOUR DELAY 

HR 8:25-8:35   HR 8:15-8:25   HR 10:25-10:35 
1 8:40-9:20   Mass 8:30-9:30   1 10:35-11:05 
2 9:20-10:20   1 9:30-10:10   2 11:05-11:35 

Recess 10:20-11:00   2 10:10-10:50   Lunch 11:40-12:10 
4 11:00-11:40   3 10:50-11:40   Recess 12:10-12:30 

Lunch 11:40-12:10   Lunch 11:40-12:10   3 12:30-12:55 
Recess 12:10-12:30   Recess 12:10-12:30   4 12:55-1:20 

5 12:30-1:10   5 12:30-1:05   5 1:20-1:45 
6 1:20-2:00   6 1:05-1:45   6 1:45-2:15 
7 2:00-2:45         7 2:15-2:45 

 
 

Middle School Schedule 
Period M, T, Th, F   Period Wed   Period 2 HOUR DELAY 

HR 8:25-8:35   HR 8:15-8:25   HR 10:25-10:35 
1 8:40-9:30   Mass 8:30-9:30   1 10:40-11:10 
2 9:35-10:25   1 9:30-10:10   2 11:15-11:45 
3 10:30-11:20   2 10:10-10:50   3 11:50-12:20 
4 11:25-12:15   3 10:50-11:30   Lunch 12:20-1:00 

Lunch 12:15-12:55   4 11:30-12:10   4 1:05-1:35 
5 1:00-1:50   Lunch 12:10-12:50   5 1:40-2:10 
6 1:55-2:45   5 12:55-1:45   6 2:15-2:45 

 

Student Attendance Procedures and Recordkeeping 
Classroom attendance as recorded in the school’s database provides a public legal document which can be 
subpoenaed for use in legal matters.  Daily attendance is completed each morning by the teacher on the computer 
within the first 10 minutes of the start of the school day.  Students who arrive late to school must go to the office to 
receive a “Tardy Slip” which students must present to their teacher.  Office staff records the tardy.  Students may 
not be admitted to the classroom without a late slip.  An Attendance Form must be kept in the teacher’s substitute 
folder.  The substitute is required to record absences and tardy’s on this form and submit it to the office 
immediately after morning prayer.  See the Parent-Student Handbook for SMM’s policy on student attendance. 
Secondary teachers are required to take attendance each period where they are responsible for students.  

Students are allowed to make up work for officially excused absences or tardies. 
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Tardy Policy 
A student is tardy if they are not in their seat ready to work at the start of class. A student can be considered on 
time if they let a teacher know and receive permission during a passing period to use the restroom. The student is 
expected to return and be ready to work within the first 5 minutes of class. 
 
After School Procedures 
Teachers need to have chairs on top of the desks at the end of each day or whatever arrangements are made with the 
custodian.  They should also ask students to pick up debris, including paper clips and staples, from the floor of the 
classroom. 

Homework 
Homework given to students at St. Mary Magdalen School may have any of the following purposes: 

● to practice skills being taught in the classroom 
● to extend the school experience through related home activities 
● to develop good study habits 
● to acquaint parents with what their children are learning in school. 

Homework can take various forms.  These should be meaningful and may include reading books and newspapers, 
studying for tests, viewing special television programs, gathering materials for projects, interviewing, preparing oral 
reports, etc.  Homework generally increases ten minutes at each grade level.  Assignments from other teachers 
should be factored into the total minutes assigned. 

Interest by parents is essential, but students should be able to do their assignments independently the majority of 
the time.  Parents can promote good study habits by encouraging children to study at a regular time and place. 

In some instances, it may be necessary to modify homework assignments for individual students.  For more able 
students, contracts or other enrichment opportunities should be offered. 

CARE OF BOOKS AND MATERIALS 

Books 
Teaching children to respect property is part of our curriculum.  Textbooks are only rented by the children and must 
be kept in the best condition possible.  Even those workbooks that are consumable should be kept in as good 
condition as possible, since this helps to instill the values of care of property and neatness.  All school books that are 
not consumable are to be covered by the student.  A numbering system should be kept so students can be held 
accountable for books issued to them.  In the event a student loses or destroys a book, they will be billed for the 
replacement cost of the book.  See the school secretary to get the price.  A fine should be charged for books that 
are “abused.”  The fine money may be used by the classroom teacher to buy needed articles for the classroom. 

Desks and Tables 
At no time should any markings on the desks or tables be tolerated.  If a student marks a desk or table, he/she is 
required to clean it that same day.  Teachers should check student desktops at least weekly.  Student desks and 
cubbies should be neat and orderly at the end of every school day or restored to order before the student goes 
home.  Student desk interiors and cubbies should be cleaned and inspected at least prior to extended holidays. 

Equipment and Computers 
It is the teacher’s responsibility to be sure that the student is properly trained before using any piece of classroom 
equipment.   
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Teachers are to monitor student use of electronic devices.  Students are never to be given access to electronic 
devices without an adult present.  Teachers are to provide special instructions for the use of laptops, including 
transporting them to and from the cart.  Assign a computer to each student for the school year to help maintain an 
accurate accounting of any problems that may arise.  Students are issued individual passwords and are not to share 
them with any other student.  All students, along with their parents, are required to sign a technology use contract 
with the school prior to using the equipment. 

Duplicating Machines 
Since our copy machines are costly, every effort should be made to operate them carefully.  Teachers conserve 
paper and supplies, but this should not be a reason to sacrifice the quality of the work.  Parents and students should 
be given handouts that reflect our high standards for written work.   

Duplicated sheets often require little effort and thought on the part of students.  All too often single word 
responses suffice and the number of responses per page is low.  Because of this, they should be used rarely and 
only when carefully selected.  Skill books generally should not be copied.  It is often more cost effective to buy these 
books than to reproduce them.  Copyrights should be honored.  Use the copiers when necessary, but please try to 
use them prudently. 

Be considerate of everyone else who uses the copiers and leave the area in an orderly condition. 

COMMUNICATION 

Parent-Teacher Communication 
It is important that teachers maintain regular contact with parents.  Written and/or electronic communication is 
often most effective.  If a letter is sent home to parents explaining a project, requesting supplies, or informing them 
of some upcoming date, a copy should be given to the Principal before the parents receive it.  Whenever possible, 
the letter should be typed and “proofed” by a colleague, the Assistant Principal, or Principal.  Letters should be 
duplicated on paper that is clean on both sides. 

Parents should be given regular updates on the progress of their student.  Grades must be updated at least every 
two weeks.  Project requirements and guidelines for special activities should be sent home in written form so 
parents are aware of teacher expectations.  Classroom websites should be regularly updated with current 
information, including assignments and test dates, as a standard practice. 

Any letters sent by a parent should be retained in your file for the duration of the year.  Letters of importance should be 
shared with the Principal or Assistant Principal.  All written and verbal communication with parents dealing with 
important matters should be documented.  All information directed to parents from approved committees and 
organizations will be sent first electronically to the school office.  From there it will be forwarded to parents as 
appropriate. 
 
If you are concerned that a child may need additional help outside of the classroom, please bring your concerns to 
the Principal or Assistant Principal and a plan of action will be determined.  Do not attempt to diagnose students or 
suggest a diagnosis to parents, such as ADHD and Asperger’s. 

Every Thursday a family e-newsletter is sent out and posted to the school website under “Parents”.  On the first 
Thursday of the month, a paper family envelope is sent home with the youngest student.  The paper envelope 
contains flyers and other important communications.  Teachers notify parents directly via email or letters about 
special upcoming classroom events. 
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Communications Expectation 

Prompt communication is important. Staff are expected to check their email in a timely manner at least once a day 
during each school day. Supervision and instruction are a teacher's primary responsibilities therefore a teacher is 
not expected to check and respond to email during times when the primary focus is supervising or teaching 
children.  Staff should let parents know that they have received a communication and what the expected response 
may be in order to gather information or to write a more detailed response. Staff is expected to answer 
communications within one school day.  

It is best practice to have a parent come in for a discussion or schedule a phone conference if the response is longer 
than a paragraph or two or if the response is complex and will require further explanation or clarification.  Staff 
should make sure that they have taken the time to fully consider their response prior to sending out a written form 
of communication. It is best practice to write a response, give yourself time to consider your response, and make 
sure that the response is based on factual information and not an emotional reaction.  

Civility Policy 
St. Mary Magdalen exists to promote a Catholic focused education which reflects the teachings of Jesus Christ and 
his Church. As a Christian institution we require all communications to reflect our mission and Christ centered 
values. Uncivil conduct, like other forms of disruptive behavior, interferes with a student’s ability to learn and a 
school’s ability to educate its students. St. Mary Magdalen School encourages administrators, faculty, staff, 
students, volunteers, parents, and other community members to participate in maintaining a clear expectation of 
civil conduct and problem-solving throughout the school. We do not condone uncivil conduct on school grounds, at 
school-sponsored activities, or online, whether by staff, students, parents, volunteers, or other visitors. 
 
The basic purpose of this policy is three-fold: 1) To promote a work and learning environment that is safe, 
productive and nurturing for all staff and students, and to encourage the free flow of ideas without fear or 
intimidation; 2) To provide our students with appropriate models for respectful problem-solving that reflect the 
teachings of Jesus Christ and his Church; and, 3) To reduce the potential triggers for violent conduct, such as fear, 
anger, frustration and alienation—especially by making problem-solving procedures and alternatives to violence 
readily accessible to both youth and adults who need them. 

For purposes of this policy, “uncivil conduct” includes the following: directing vulgar, obscene or profane gestures 
or words at another individual; taunting, jeering, inciting others to taunt or jeer at an individual; raising one’s voice 
at another individual, repeatedly interrupting another individual who is speaking at an appropriate time and place; 
imposing personal demands at times or in settings where they conflict with assigned duties and cannot reasonably 
be met; using personal epithets, gesturing in a manner that puts another in fear for his/her personal safety, 
invading the personal space of an individual after being directed to move away, physically blocking an individual’s 
exit from a room or location, remaining in a classroom or school area after a teacher or administrator in authority 
has directed one to leave, violating the privacy of another individual’s belongings (except for lawful searches by 
school officials conducted in connection with the administration of school rules and applicable laws), texting or 
posting information online about an individual or individuals that interferes with a school’s ability to educate its 
students, or other similar disruptive conduct. 

“Uncivil conduct” does not include the expression of controversial or differing viewpoints that may be offensive to 
some persons, so long as (1) the ideas are presented in a respectful manner and at a time and place that are 
appropriate, and (2) such expression does not materially disrupt, and may not be reasonably anticipated to disrupt, 
the educational process. In all cases, individuals who perceive they have been treated in an uncivil manner should 
resolve their concerns through simple, direct or assisted communication with the person(s) at the source of the 
concern. When this is not possible or appropriate, any person who needs help in identifying and/or using 
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appropriate problem-solving procedures may seek assistance from the school principal, principal designee, work 
site administrator, or the pastor. 

Individuals are encouraged to work out issues of concern promptly—and preferably no later than two (2) days after 
an incident has occurred. No retaliation will be tolerated against individuals for working in good faith under this 
policy and its related procedures to resolve concerns. This policy seeks to promote a school culture of respect and 
civility. Severe or persistent acts of uncivil conduct may, however, violate other school rules, such as the school’s 
policies against harassment, intimidation, and bullying, sexual harassment, or specific conduct codes. Violation of 
such policies may result in further action, such as discipline, adverse employment action, or criminal charges, as 
applicable. Nothing in this policy is intended to interfere with the ability of school officials to maintain order and 
discipline in the schools or to enforce school rules and applicable laws. 

Report Cards and Progress Reports 
Report cards are issued at the end of every trimester.  Modifications to the report card may be made only after 
consultation with the Principal.  Letter grades and percentage equivalents are uniformly determined and used by 
departments.  Teachers provide initial working copies of report cards to the Principal before final printing and 
distribution to students.  Student effort and innate ability are to be considered when giving grades. 

Grades given by a Learning Specialist will be identified as such.  This grade will be considered a genuine and 
authorized grade. 

The working report card copy will be filed in the student’s file in the office at the end of the year.  Teachers will 
complete the permanent record card for each student at the end of the year. 

At the mid-point of each trimester, Progress Reports are issued to all students, whether they are doing poorly or 
excelling or doing average work.  Any child who is in danger of failing a subject must receive a Progress Report 
noting the problem.  The Principal should be notified of the student’s difficulty.  Students in danger of retention 
must have this noted on the Progress Report sent home prior to the third quarter or second trimester report card.  
All students experiencing this difficulty should be brought to the Principal’s attention.  Teachers should try to keep 
open the lines of communication with parents.  Notes, phone calls, emails and scheduled conferences are expected 
so parents are kept on board about their student’s progress.  

In case of an upper grade student who is consistently below grade level but working to capacity, an S grade may be 
substituted for a D or F with the approval of the Principal. 

Grades are an essential communication tool for students and parents. Grades should be updated at least every two 
weeks. All major assignments should be graded in a timely manner. Staff are expected to communicate with parents 
and students when larger assignments will take more than the 2-week grading period to appropriately assess.  

As recommended as a best practice by from Mary Angela Shaughnessy, SCN, J.D., Ph.D., teachers are required to read all 
student work including journal entries. As a required reporter any student content that could indicate that the child is 
being harmed or considering harming themselves should be promptly reported to appropriate state and Church 
authorities. Students should be informed that no material they produce as part of any school assignment or activity 
should be considered confidential. 

END OF YEAR RECORD KEEPING 
Class Lists 
School staff design class lists together near the end of the school year.  The Principal provides guidelines that generally 
include the following: 

Courtney Framel
Trimesters for everyone
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CONSIDERATIONS for grouping: 

● Input from parents who have written special requests to the Principal.  If parents state their preferences for next 
year’s placements to a teacher, the teacher will direct them to the Principal. 

● Balanced academics  
● Boy-Girl number 
● Notes from previous teacher about separating certain students 
● Student leaders 
 

MAKE YOUR INFORMATION ACCESSIBLE to the Principal: 

● Alphabetize your new class lists by “last name, first name.”  Typed, please. 
● Write notes about any special placements at the bottom of the lists (i.e., explain separation of students for 

behavior issues and recommendations by former teachers or by parents). 
 
Student Files (Completed by office staff) 
Permanent Record cards should be completed before leaving the building for the summer: 

● Write school year at top of column (i.e., 18/19). 
● Calculate the year’s average grade for each subject (give benefit of doubt if on borderline). 
● Write in electives. 
● Also write in Algebra, Pre-Algebra, WA State History. 
● Total all student absences and tardies. 
● Homeroom teachers put signature on the appropriate line. 
● Permanent Records should be alphabetized by total grade (not homerooms). 

Report Cards should be finalized: 
● Include grades for all 3 trimesters. 
● Sign the report card to indicate promotion to next grade. 
● Final card should be copied, front and back if applicable, and put in student folder. 

Standardized Tests should be available: 
● Include a copy of all MAP test results in each student file 

 
Notes:  

● Referral Forms should be returned to the Counselor, not put in the student’s file. 
● Report cards held for overdue money (book damage fines, library fines, tuition, etc.) are to be placed in the 

envelope provided by the Principal or in the teacher’s mail box in the office. 

Parent-Student-Teacher Conferences 

In November, parents will schedule a conference with the teacher by using a link to SignUp.com sent to them from 
the school.  St. Mary Magdalen School has initiated student-led conferences to promote personal responsibility and 
self-growth.  At about mid-year, parents are invited to optional conferences.  Conferences are available at other 
times at the request of the parent or the teacher. 

Teachers keep conference notes year-to-year on all parent conferences. 

Parents are asked not to go directly to a classroom during the day to conference with a teacher without prior 
arrangement. 
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STUDENT DISCIPLINE OVERVIEW 
 
At all times teachers will act professionally when disciplining students.  Respect for the student and professional 
composure are expected no matter what the offense of the student may be.  Shouting at students, physical 
roughness in handling them, or sarcastic “put downs” are not tolerated under any condition.  Ridicule or humiliating 
reprimands in front of other students are not tolerated. Student actions requiring discipline and the consequences 
should be documented in PowerSchool 

Our full discipline policy is contained in the Parent-Student Handbook and it is the responsibility of every teacher to 
uphold and implement our discipline policy.  Teachers are to monitor their students’ behavior at Masses and special 
events.  Children are to enter and exit the church in a quiet, prayerful manner.  Students enter the Parish Hall 
respectfully and they are dismissed by grade level.  Teachers lead their class lines when moving from place to place 
– halls, recess, church, music, library, etc. 

When an inappropriate Level 1 or Level 2 behavior (full discipline policy is in the Parent-Student Handbook) occurs 
in the classroom or at recess, the teacher or supervisor will have the student(s) fill out a “Think Sheet”. They will 
also document the behavior using the Classroom Behavior Management Form and will create a log entry in 
PowerSchool. Should the behavior continue after several interventions, the student shall receive an office referral 
accompanied by the previous documentation of the behavior. 
 
Think Sheet – This form helps the student to not only reflect on the behavior, but to also think about how their 
actions may have had an impact on others. They will also have the chance to think about what they could do to 
make things right. There will be different reflection sheets for younger and older students. 
 
Classroom Behavior Management Form – This form is meant for Level 1 or 2 behaviors or behavior that is managed 
in the classroom. It will document where the behavior occurred, what it looked like, and the steps the teacher took 
to help the student make better choices. 
  
Counselor Role: 
The role of the counselor is multifaceted and meant to provide to support to all students and staff. This includes 
implementing programs that have a positive impact on school culture and climate as well as working with teachers, 
staff, and parents to provide supportive services to students who are exhibiting academic and behavioral needs. To 
assist with data collection and the tracking of interventions, it is recommended that teachers and staff fill out a 
counselor referral form to initiate assistance. The counselor will then work with teachers and staff to begin putting 
interventions into place and tracking data to create the best outcomes for students. It is encouraged to regularly 
invite the counselor to meetings where there will be a discussion of concerns. 
 
The counselor will also be assisting with a variety of programs to assist with our student’s social emotional 
development. This will include: 

● Monthly lessons around a specific theme tailored to different developmental levels 
● Specifically designed lessons for teachers when concerns come up within the classroom 
● Small group work dependent on the needs of the students 
● Advisory classes once per week for middle school students 
● Individual Counseling for students who need more assistance with specific skills 

 
Mediation and conflict resolution: 
Students are also encouraged to meet with the counselor as needed. Students should fill out the counselor form 
found in each classroom and drop it the box outside of the counselor’s office. The teacher is also able to fill out this 
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form for a student and give it to the counselor. 
 
Administrator Role: 
If a student behavior problem is persistent and/or extremely serious in nature, or if the student is just pushing you 
“to the edge”, the student should be sent to the Assistant Principal or the Principal with a hall pass.  If an 
administrator is not available at the time and the student must remain out of your room, make note on the referral 
slip that the student needs a “time out” for a set length of time.  If it is a lesser matter, the student might be sent 
back to the classroom and the Counselor will come when available to get the student. 

The Principal and Assistant Principal will keep a record of all cases of students sent to the office for a serious 
offense.  In the event a parent conference is requested due to concerns about behavior, the Principal or Assistant 
Principal may be invited to participate. 

Decisions regarding suspensions and/or expulsions are at the discretion of the Principal/Pastor. 

All serious discipline issues are to be shared with the Principal or Assistant Principal.  Teachers who have had 
indiscretions in dealing with students are advised to share these with the Principal or Assistant Principal so that a 
better discussion can be held if a parent calls them. 

STUDENT DISCIPLINE POLICIES 
Student Conduct Guidelines 
All persons associated with St. Mary Magdalen School will be treated with dignity and respect.  This right flows from 
their position as members of the family of God and carries the responsibility of treating others in a Christ-like 
manner.  All members, staff and students alike, will work together to create a safe physical and emotional 
environment which fosters learning. 

Logical, reasonable, and clearly defined consequences are established for actions which violate the rights of others, 
including the right to learn. 

Behaviors (on school property or in reasonable proximity thereto or at any school-sponsored activity) which are 
prohibited include but are not limited to the following: 

● Acts which violate laws of the State of Washington, including but not limited to the following: arson, 
firearms, gambling, theft, extortion, coercion, malicious mischief, possession and/or use of alcoholic 
beverages, tobacco products, or drugs, harassment, forgery, misuse of 911 or fire alarm, etc. 

● Vandalism or misuse of school property or the property of others. 
● Unauthorized entry to or use of any school facilities. 
● Conduct detrimental to the reputation of the school, whether in or outside of school, or conduct causing 

disruption or obstruction of school functions or operations. 
● Refusal to identify self to SMM staff or authorized personnel, disrespect to any staff or volunteers verbally 

or by actions (mocking, obscene gestures, etc.), failure to comply with school rules or directions of SMM 
staff or authorized personnel, or an attitude showing open, persistent defiance of rules and/or authority. 

● Forgery of documents and/or the signature of parents or school personnel. 
● Repeated disruption of the learning environment. 
● Physical or verbal abuse, or any actions which are malicious and/or intimidating, which may include but are 

not limited to the following: 
● Any physical or hurtful action such as hitting, tripping, fighting, "play fighting", spitting, or throwing 

of objects (snowballs, pinecones, rocks, pencils, etc.). 
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● “Inventive” recess games which are physically or emotionally harmful (allowed games are those 
approved by teachers and administration). 

● Serious put-downs or insults through notes, verbal utterances, facial expressions, mocking, name-
calling (particularly target words such as gay, weird, f/s words, etc.).  This includes insulting 
communication regarding gender, race, culture, or origin/heritage.  It also includes false accusations 
or spread of malicious rumors. 

● Any lewd, indecent, or obscene conduct, expression, or gesture. 
● Threats of harm or violence to others or to their property. 

● Possession of electronics, skateboards, headphones, trading cards, cell phones (students turn these in to 
the office or to the homeroom teacher each day) or valuable property.  They will be confiscated. 

● Being where he/she shouldn't be or leaving school grounds without authorization. 
 
Anti-Bullying Policy and Anti-Harassment Policy 

We recognize bullying behavior as any word, look, sign or act that inflicts or threatens to inflict physical or 
emotional injury or discomfort upon another person’s body, feelings or property.  We also recognize bullying as a 
type of violence that occurs whenever a student intentionally, repeatedly or over time inflicts or threatens to inflict 
physical or emotional injury or discomfort on another’s body, feelings or property.  To make our school violence-
free and safe from bullying, we tolerate no bullying in our school, intervene in bullying behaviors and strictly 
enforce rules against bullying, and empower staff and students to report bullying behavior and treat one another 
with respect. 

Harassment is defined as repeated behavior toward an individual or group which would be offensive to a 
reasonable person, conduct which contains sexual matter or suggestions, or conduct threatening to impose adverse 
sanction on a person. 

Incident Report Forms (copies available from the Principal or Assistant Principal) are to be used by all teachers and 
staff for bullying and harassing behaviors.  Consequences are to be tracked by the homeroom teachers.  Serious or 
repetitive bullying and harassment behaviors are to be reported to the Principal or Assistant Principal. 

Disciplinary action must be taken for the following, but is not solely limited to these specific behaviors: 

● Intentional exclusion of others, gossiping, name calling, mocking, mimicking, or stalking. 
● Verbal conduct such as epithets, derogatory jokes or comments, racial or gender-based slurs, or unwanted 

sexual advances, imitations, intimations, or jokes or comments about sex or explicit invitations to have sex.  
This includes remarks about a person's body by actions such as whistling, gawking or commenting on body 
parts, pro or con, including obscene gestures or comments. 

● Visual displays such as derogatory, racially oriented, gender or sexually oriented, or insulting or threatening 
posters, photography, cartoons, drawings, or gestures, and displaying threatening, personally insulting, or 
sexually suggestive objects, photos, or cartoons. 

● Physical contact such as pushing, shoving, tripping, assault, unwanted touching, blocking normal 
movements, or interfering with work, study, or play because of gender, race, sexuality, or attempt to 
intimidate. 

● Threats and demands to take actions or to submit to requests, sexual or other, as a condition of friendship 
or some benefit or to avoid some loss, including any offer of any benefits in return for favors, including any 
form of intimidation. 

● Retaliation for reporting or threatening to report harassment or bully actions. 
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Reporting of harassment or bullying will be held confidential to both the student reporting and to the student 
accused.  Reports may be made by the student, on the student’s behalf by a parent, or by a student other than the 
alleged victim. 

Our school feels strongly that any means of intimidation, whether of a verbal, physical or emotional nature, can be 
equally harmful/damaging to the inherent dignity of any individual and will not be tolerated. 

Weapons Policy 
Since one of the greatest threats to the safety of our children is the presence of firearms and other weapons, it is 
very important that our students and members of our school community understand the consequence of violating 
the law. 

Bringing dangerous weapons to school property is cause for expulsion.  Dangerous weapons include air guns (such 
as BB guns), knives (including pocket knives), nun-cho-ka sticks, throwing stars, pepper spray, etc.  Also prohibited 
are other objects used in a dangerous or threatening manner, objects that could cause harm, and replicas of 
dangerous weapons such as toy guns, toy knives, etc. (See RCW 9.41.28D).  Any verbal or written threat of violence 
or harm will be taken seriously. 

Consequences for Misbehavior 
The Student Conduct Guidelines, Anti-Bullying and Anti-Harassment Policy, and Dangerous Weapons Policy apply to 
all grades at St. Mary Magdalen.  Violations will be cause for discipline and will be dealt with according to the 
consequences explained below: 

● Classroom disciplinary procedures have been developed for students from Preschool through Grade Eight 
by classroom teachers.  Student expectations and consequences for certain behaviors have been developed 
that are appropriate for these ages.  Your child's teacher will inform you of these classroom policies at the 
beginning of the school year.  Please direct your questions to the classroom teacher. 

● Service projects, cleaning tasks, writing assignments, fines, detention, or other activities may be imposed, 
depending on the nature of the offense and the student’s developmental and grade level. 

● All students and parents are minimally responsible for the value of any object vandalized; further discipline 
may be imposed.  In cases of spitting, students will clean the object and pay a fine.  Damaged or lost 
textbooks, athletic equipment, or school materials will result in fines. 

● When a pattern of repeated misbehavior becomes evident, when there is a serious infraction of school 
policies, or when behavior is of serious consequence, it will be dealt with by immediate action.  This will 
result in probation, suspension, or expulsion, regardless of the student's grade or age.  If time is missed 
because of disciplinary action, it will be made up.  Illegal actions such as arson, possession of firearms, 
extortion, assault, alcohol/drugs, and vandalism, or other serious offenses, can be cause for immediate 
expulsion. 

Required Reporter 

If you suspect abuse of a child or a vulnerable adult (or has been abused), call proper law enforcement or the 
Washington State DSHS hotline no later than 48 hours. 1-866-END-HARM. If a staff member suspects abuse they are 
required to personally report it. Once you have made the call notify the principal and school counselor.  

1.  The laws of the state of Washington mandate that school personnel promptly report alleged or suspected child 
abuse and/or neglect to the Washington Department of children and Family Services (CPS) when the alleged abuser 

Courtney Framel
This may also be an area where we encourage staff to contact me should they need assistance or consultation.
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is a parent, guardian, relative, or other caretaker who has some responsibility for the child’s welfare at the time of 
the abuse or neglect. This includes professionals such as teachers who are responsible for the care of the child. 

 
2.  Washington law requires school professionals to notify CPS even if there is a suspicion of child abuse or neglect. 

Thus, the school professional need not have proof or convincing evidence of the abuse. Mere suspicion of abuse 
makes a call to CPS necessary. Furthermore, Washington law protects school professionals from litigation if the CPS 
call was made in good faith. 

 
3.  Types of child abuse include physical abuse (such as corporal punishment), sexual abuse (such as inappropriate 

touching), or psychological abuse (such as name calling or intimidation) or other emotional inappropriateness.  
 
4.  School personnel shall follow Archdiocesan procedures, which have been developed in accord with Washington law. 

The school personnel shall maintain confidentiality for the benefit of all involved. 
 
a.  If the alleged abuser is a parent, guardian or caretaker at the time of abuse: 

• Call the CPS office (SEEK CURRENT NUMBER ONLINE) 
• Report within 48 hours of the time abuse is noted. 
• Telephone report to CPS as early in the day as possible. 
• Make the report prior to contacting the child’s family. It is the responsibility of the school employee to 

consult with the CPS worker to decide how to notify the family of the referral.  
• Document the phone call on the “Reporting Suspected Child Abuse Form.” 
• Inform the pastor immediately with a copy of the written report. 

 
  b. If the alleged abuser is a school employee or volunteer: 

• Call the CPS office as described above, following the first two steps.  
• Report allegation to the Assistant Superintendent for Personnel in the Office for Catholic Schools. 

Continue to collaborate with the office toward an appropriate resolution of the situation.  
• Suspend with pay the school employee from school duties where any interactions with students would 

be required. Document the suspension in writing, specifying “until investigation has been completed.” 
• Inform the employee that a report has been made to CPS and that CPS is obliged to inform the 

employee of his/her rights during and after the investigation. The employee may be informed 
concerning his/her legal rights to consult an attorney.  

• Inform the Pastor immediately with a copy of the written report 
 
The Counselor and administration are available for consultation if you have questions or need guidance.  
 
TERMINOLOGY 
 

Detention:  Detention involves keeping a student in the classroom under supervision for a set period of time.  
Students do not miss class time in serving detention. 

In-School Suspension:  This practice is used for cases when a student needs to be removed from the classroom for a 
set period of time.  The student will do assigned class work at a designated place in the school, separate from other 
students. 

Home Suspension:  This practice is used for very serious cases and then only when the Principal thinks it is 
imperative to remove a student from contact with fellow students.  Parents will be informed that their child is to 
remain away from school for a definite number of days, during which time appropriate faculty and parent action is 
planned. 
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Probation:  Probation is a formal warning that unless set conditions are met, more serious action will be taken.  
During the probation period, the child will be evaluated on his/her ability to conform to school expectations, 
whether academic or behavioral.  All new students remain on academic and behavioral probation for their first 
year. 

Expulsion:  Expulsion is the permanent removal of a student from the school and is the most serious disciplinary act 
taken.  Expulsion may result from a single, very serious infraction or from an ongoing pattern of misbehavior. 

FIELD TRIPS 
 
Field trips provide an important opportunity to contribute to the learning process.  Every class may plan at least two 
field trips during the school year.  It is required that the trips are related to the educational program and that 
adequate pre-teaching and post-teaching be a part of the field trip experience.  Our school has rules for the bus and 
for chaperones.  Chaperone rules are to be signed and followed by all participating parents (See Appendix).  Siblings 
are not allowed on school field trips. 

In planning the field trip the following steps are taken: 

● The teacher researches the field trip possibilities, identifying possible dates, cost availability of teaching 
materials, and suitability of the trip for the grade level of the students. 

● The teacher checks with the Principal to get approval and schedules the event on the master calendar.   
● Parents are notified of the trip at least seven days before it occurs.  The letter should include the date and 

time of the trip, special instructions such as clothing or equipment needed, arrangements for drivers and/or 
chaperones (who must have attended the Archdiocesan “Safe Environment” class and a new Parent 
Volunteer Orientation session, been cleared by the Archdiocesan Background Check within the last three 
years, and completed a new Driver Information Form), and the required official Archdiocesan permission 
form (See Appendix). 

● The teacher leaves a copy of the parent letter with the Principal the day it is sent home. 
● Teachers should notify in advance other teachers affected by the trip (music, band, PE, study skills teachers, 

etc.).  Student medications must be carried by the teacher on the trip. 
 

General Field Trip Rules: 

● Assure drivers have turned in the Archdiocesan Driver Information Form listing insurance coverage.  This 
form is completed each year and is kept on file in the office.   

● Allow one student per seatbelt.  Booster seats must be used according to state law. 
● Provide drivers with written directions to the location. 
● Parking fees for drivers should be incorporated into the cost of the field trip.  
● Parking fees are reimbursable to parents. 
● Give each driver the signed permission slips and emergency forms for the passengers he/she carries. 
● Before leaving there should be a meeting with the drivers to go over these points.  Driver forms must be 

turned in, seatbelts must be available, and student forms must be with the appropriate driver.  Remind 
them to follow traffic laws.  If the trip is outside the greater Everett area, a buddy system should be 
employed to deal with mechanical or other problems.  It is wise to have periodic checkpoints where all 
drivers meet and check in.  Parents are responsible for the students assigned to them.  Drivers may not 
make unscheduled stops to or from their destination.  Such stops are NOT covered by insurance.  Students 
must be dismissed by the teacher after returning to school. 

● Teachers should send a thank you note to each driver and to the host of the field trip. 
● Teachers should make sure the field trip accounts are current and accurate. 
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RESOURCE PERSONS AND VISITORS 
 
Teachers are encouraged to involve informed, capable adults as resource persons to help in a unit of study.  To 
ensure good communication and avoid unnecessary scheduling conflicts, teachers are asked to secure prior 
approval from the Principal before issuing an invitation.  Outside persons should not be invited to talk on subjects 
which have no bearing on current study unless an exception can be made because of a topical event, etc.  Visitors 
are required to sign in at the school office and wear a visitor badge.  Teachers are always to remain in the 
classroom when an outside speaker is present.  Teachers are responsible for assisting in classroom management 
when an outside speaker is present.  This is also a teacher’s responsibility during other school activities. 

ANIMALS IN THE CLASSROOM 
 
There will be no animals kept in the classrooms of St. Mary Magdalen School. 

EXAMPLES OF EVENTS THROUGHOUT THE YEAR  

August 
In-service Days:  Usually the administration organizes three days of in-service to plan for the coming year.  Dress is 
casual unless there is an outside speaker or guidance is given by the Principal.  Be prepared and present for meetings at 
the scheduled times. 

September 
Curriculum Night:  Dress is professional, and all teachers are expected to fully participate.  It is important that you are 
confident and prepared.  Students are not usually present.  Teachers are introduced in the Parish Hall and then released 
to go to their classrooms.  Be prepared to offer a short presentation (usually for two sessions of parents) including 
classroom procedures and expectations, your discipline plan, curriculum information, and goals.  Your classroom should 
be neat and organized.  The school Mission Statement, Philosophy, and Student Learning Expectations should be posted, 
along with your target goals for the coming week.  Your prayer corner should be arranged, including the liturgical 
calendar and appropriate fabric.  Sample texts should be displayed.  This is a great opportunity to sign up parent 
volunteers, including room parents, drivers, etc.  Some parents will want more than general information, so have a 
conference sign-up sheet available. 
 

Orange Ruler: The orange ruler fundraiser culminating with a fun run is an opportunity to engage students and parents 
in the school early in the year and generate funds to the school. Please make sure to actively encourage participation 
and to focus on this as a fun community event rather than a competition.   

Archdiocesan In-service:  Teachers are expected to attend and to arrive on time.  Dress is casual.  

Individual Pictures:  Student and Staff pictures are taken in September.  Students wear appropriate free dress. 

MAP Testing 

October 
Halloween Carnival:  This huge event is run by parents and attended by a great percentage of students.  Classrooms, the 
portables, and the Parish Hall are all used on this special night.   

Halloween Parties:  Room parents help organize treats and/or games in your classroom, often at the end of the day.  
Coordinate with your partner class to provide some equity. 
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November 
Food Drive:  One of our biggest all-school service projects is a food drive for St. Vincent de Paul Food Bank.  It is usually 
organized by the Fourth Grades who also plan a Thanksgiving Prayer Service. 

Veterans Day:  An assembly is sponsored by a grade level and the music teacher.  A speaker is invited, and Scouts 
present the colors.  A Wall of Heroes includes names of Veterans and retired and active military. 

Report Cards 

Parent-Student-Teacher Conferences:  Student-led conferences are held before Thanksgiving over two and a half days.  
Students prepare with their teachers ahead of time.  Parents request a preferred time slot and the faculty works as a 
team to schedule families with more than one student.  Teachers send home the scheduled times.  Teachers write notes 
from conferences which are kept year-to-year and filed in the office files in front of the permanent records for each 
class. 

First Reconciliation:  Second Graders usually receive this sacrament for the first time in November. 

December 
Advent Activities:  We often hold a brief prayer service to bless our school Advent wreath.  Teachers provide age-
appropriate Advent activities for their classes and change liturgical colors in the prayer corner. 

Tree Lighting Ceremony:  The large Spruce tree in the front of the school is lit up for the Christmas Season.  We sing 
Christmas carols and enjoy hot cocoa and cookies in the parish hall afterwards.  Everyone is welcome. 

CCS “Giving Tree”:  School families donate Christmas gifts for needy families during this service project. 

Progress Reports:  Mid-term reports for Grades 4 through 8 are usually distributed in early December. 

Book Fair:  A Scholastic Book Fair is held in the school library.  Students visit during their scheduled library times and 
before and after school.  Family members may also visit the Book Fair the evening of our school Christmas Tree Lighting 
Ceremony. 

Christmas Program:  We celebrate the true meaning of Christmas with an all-school music program and re-enactment of 
the Nativity story.  Extensive practices are held during the school days preceding our program which is usually held at 
the Everett Civic Auditorium. 

Sing-a-Long:  Traditionally the school welcomes Christmas vacation with seasonal songs before dismissal. 

January 
Martin Luther King, Jr.:  An assembly is planned for the school by a grade level. 

Optional Conferences:  Parent conferences are scheduled by individual request of the teacher or parent. 

Catholic Schools Week:  We celebrate Catholic Schools with a speaker at Sunday Mass, special daily readings and 
activities, a prayer service or ceremony on “Special Person Day” to honor a Distinguished Grad, and an Open House.  
Spirit Week for all our students sometimes coincides with this week when students have a variety of creative free dress 
days. 

February 
Report Cards  
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Winter Break:  Sometimes the school calendar includes extra vacation days attached to President’s Day. 

Valentine’s Day:  Classes have Valentine parties with treats.  Cards may be distributed if a student brings one for every 
classmate.  Please coordinate with your partner teacher and room parents for equity. 

Ash Wednesday and Lent:  Teachers change their prayer corner’s liturgical colors and the school participates in weekly 
Stations of the Cross. 

March 
Class Pictures:  Students are to be in full uniform for class pictures. 

Report Cards:  Second Trimester report cards are distributed to Primary grades early in the month.  Third quarter report 
cards for Grades 4 through 8 are sent home near the end of this month. 

Pot O’ Gold Raffle: The raffle is our largest fundraiser of the year.  Each family is required to sell 12-$20 tickets.  Winners 
are drawn each Monday-Friday of the month of March and announced each morning.  Cash prizes range from $100-
$2000. 

Shenanigans:  This is our adults-only St. Patrick’s Day party.  It has the elements of an auction but it is a more casual and 
affordable community building event. 

St. Patrick’s Day:  We are “the Irish” and we celebrate St. Patrick’s Day in a big way.  A parade winds from the front of 
the Church, around the portables, and into the Parish Hall.  Each class makes a “float” with an Irish theme.  Student 
Commissioners run competitions such as the “Rock Hunt”, “Color the Leprechaun”, “Irish Potato Contest”, and “Most 
Green” student and staff member. 

April 
Easter Vacation:  On Good Friday the upper graders enact the Living Stations of the Cross before noon dismissal for 
vacation, which is the week following Easter Sunday. 

Book Fair:  A second Scholastic Book Fair is held in the school library, and students are invited to visit during their 
scheduled library times and before and after school. 

Science Fair:  Sixth Graders present their science projects to visitors and classes for a full day in April. 

Map Testing  

May 
First Eucharist:  Second Graders usually receive their First Holy Communion in May. 

Spring Program and Band Concert:  Our spring program is a major event involving all students in Grades Preschool 
through 6.  Our Junior High students participate through their Drama elective and as Stage Crew.  Band students in 
Grades 5 through 8 also perform.  An upper grade musical is sometimes offered. 

Track Meets:  Primary grades compete in this event for a half day on our lower field along with the other schools in the 
Northern Deanery, and our parents run a concession stand.  Upper level students in Grades 4 through 8 compete at the 
Everett Memorial Stadium for a full day with other schools in our Deanery.  While parents and P.E. teachers run the 
track events, teachers are responsible for their classes. 

Student Commissioner Elections:  Seventh graders campaign for student body officer positions in May.  Campaign 
posters are hung in the halls and there is an assembly for speeches by the candidates. 
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Math Fair:  Seventh Graders run a day-long fair with booths.  All classes participate during the day. 

June 
Graduation:  Eighth Graders are dismissed approximately one week before other grades.  There is a morning Mass and 
brunch, and the graduation ceremony in the evening.   

Report Cards:  Reports cards are mailed to all families after the last day of school.  Cards are held if there are any 
outstanding financial obligations, including tuition.  No report cards are distributed early, even if a family is leaving for 
vacation before the last day of school. 

End-of-the-Year Packets:  A sheet of teacher and staff responsibilities for closing out the school year is given to every 
staff member.  Please follow directions carefully for ordering and the inventory of materials.  Include any change of 
address for your summer mailings from the school.  Your packet must be complete before you leave school for the 
summer. 
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EMERGENCY PROCEEDURES 

Notes for the Teacher: 
1. Students will take their cue from you, show them that this is a serious exercise in a calm way. 
2.  Know your escape route and make sure that your students know where they are to go as well.  Classrooms may 

practice drill procedures prior to the fire drill. 
3. Review with your students our expectations during an emergency drill from getting out of the classroom, to 

walking to our gathering area, to proper behavior while in line. Let students know that the alarm will be a bit loud 
and they will see flashing lights on the alarm (this will help our students who have light and noise sensitivity to 
prepare).  

4.  Note what classroom you line up next to outside.  
5. Principal will notify school parents through Flash Alert   

  
Please bring your Emergency Drill Clipboard: 

• Current Roster  
• Copy of evacuation/emergency map and plans 
• Emergency color paper 
• Pencil & Sharpie 
• Duct tape (keep in classroom) 

Principal will notify school parents through Flash Alert 
 
Fire Drill Procedures for Office 
Notification:  Fire Alarm    
Procedure:  

• Identified office staff will search of each wing of the building conducted as follows (report by 2-way radio to 
principal that “The _______wing is clear.”) 

 Primary Wing - Development Director 
 Secondary Wing - Principal 
 Parish Hall - Finance Director 
 Early Learning (Preschool/ Kindergarten) - Counselor 
 5th Grade portables - Office Secretary 

• Line up class on field in assigned area and ensure all teachers and students are accounted for 
• All clear notification:  Announcement on the field by the Principal/team leader  
• Provide minor first aid if needed 
 

Fire Drill Procedures for Teachers 
Notification:  The signal for evacuation of the building is the ringing of the fire bell. 
Procedure:  THE TEACHER LEADS THE CLASS OUTSIDE THE BUILDING.  The last student in line should close the 
classroom door.  Each room’s designated exit is posted by the classroom door.  Children are to move in single file.  
Children should move quickly but in good order with no running.  There is to be absolutely no talking.  Each teacher must 
always have complete control of the class during a fire drill. 

Children and classes who are not in the classroom when the signal sounds, should leave the building by way of the 
nearest exit and join their class outdoors. 

Teachers should have their emergency clipboard in hand and call role immediately once in the lower field east of the 
school.  Teachers should hold up the color paper to indicate if all are present.   
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All exits of the buildings must be kept clear.  Outside doors are to be held open by the first two students of the first class 
to reach the doors.  Doors are to be shut immediately after all classes are outside the building.  Sometimes, a door may 
be intentionally blocked to test the reaction of those exiting.  If this is the case, the whole class turns about face and 
leaves by the next nearest exit or as directed by the teacher. 

All classes remain in silence outside the building until they are directed to return to the building by the Principal or 
Assistant Principal. 

As in all emergencies, the following people are in charge.  In the absence of one, the next in line assumes responsibility: 
1. Principal 
2. Development Director 
3. Counselor 
4. Finance Manager 
5. Secretary 
6. Office Manager 

 
In the event of a fire, 911 must be called since our alarm system is local only.  Normally, the Principal or Assistant Principal 
or secretary will make the call.  The portables and the Parish Office should be notified by the secretary. 

The Principal will direct several fire drills during the school year.  Teachers will be notified of the first practice drill.  They 
should review fire drill procedures during the first week of school and periodically during the school year. 

Earthquake Drill 

Notification:  Announcement, “This is an Earthquake, Drop, Cover & Hold” 

Procedure:  This drill lists what to do if an earthquake should occur during school time. Students are to do the following 
until the earth stops shaking, and it is safe to evacuate the building. 

1. An administrator will announce that a Drop, Cover Hold Drill will begin.  
2. At the administrator's command, all students will drop under their desks.  
3. All students will drop under the desk, hold the desk and remain under the desk until told to return to the seated 

position by the administrator. 
4. Teachers should monitor students to be sure all students are under his/her desk. 
5. The administrator will tell the students to return to their seats. 
6. The administrator/teacher will remind students of the need to follow this procedure whenever there is an 

earthquake and to remain in the duck hold position until they are told to evacuate the building. 
7. After evacuation line up class on field in assigned area. 
8. Account for students; indicate if student is missing with appropriate signal card (Green – Everyone there   
       Red – Someone missing) 
 
If earthquake occurs during recess, students on playground drop to ground and after earthquake need to go to 
nearest adult supervisor.  Supervisor directs students to line up with their class in their fire drill lines. 

 
Earthquake Emergency Procedures (In case of actual Earthquake) 

• Drop, cover, hold 
• Move away from windows; watch for falling objects 
• Demand control of the classroom.  Remain calm.   
• Be sure one student is assigned to be in charge in case teacher is unable (injured) 
• Remind students that aftershocks may occur (drop, cover, hold again) 
• Evacuate the building 
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• Check for and treat injuries 
  Implement color code for injuries; 

  RED: need immediate help 
  YELLOW: need help, but not life threatening 
  GREEN:  everything is OK 
  NO PAPER: too hurt to notify 

• Write name and treatment on victim’s hand 
• Take roll call and send to person in charge. 
• Collect emergency materials from the outside container and help facilitate the distribution. 
• Wait for instructions for the release of students to parents 

 
As in all emergencies, the following people are in charge.  In the absence of one, the next in line assumes responsibility: 

1. Principal 
2. Development Director 
3. Counselor 
4. Finance Manager 
5. Secretary 
6. Office Manager 

 
Intruder on Campus:   
All staff should always carry their room key on them and keep classroom door locked. 
 
Lockdown Procedure 

In the event of immediate danger or an intruder in the building, all staff and students should be locked down in 
offices and classrooms. Disregard exterior door procedures.  

Full Lockdown:  Immediate danger or intruder is on campus 
 Modified lockdown:  Law enforcement has advised us to keep children in the building and in classrooms.  Classes can  
  resume during modified lockdown at the administration’s discretion. Students are to be kept in classrooms.  
  For a student to leave a classroom, contact must be made with the main office and an administrator or  
  office staff member will escort the student.  

 
The following Procedures are for a FULL LOCKDOWN unless stated otherwise. 
 

You will hear the following call over the intercom: 
“Teachers, we are now in full lockdown.”  or “Teachers, we are now in a modified lockdown.” 
 
Classrooms 

1. Close door.  (The door should already be locked and attached to the doorstop.) 
a.  If a student is in the hallway outside the door and there is no sign of an immediate threat, call the  

               student into the classroom. 
2. Cover door window. 
3. Direct students to the designated area in the classroom. 
4. Close blinds. 
5. Remain silent. 
6. Email the following information to lockdown@stmarym.org. (Subject line: LOCKDOWN) 
  Class name       Example: 3B 
  # of students currently in my room: 
  # of students on my roster: 

mailto:lockdown@stmarym.org
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  Names of students who are absent today: 
Names of missing students:  

  Names of additional students and adults in my room: 
 
7. Substitutes call the school office – phone number above. 
8. DO NOT open the classroom door for ANYONE until after the signal has been delivered via the school intercom. THIS 

INCLUDES LAW ENFORCEMENT AND ADMINISTRATION.  
 
Hallways 

1. Security Receptionist will close and lock the southeast door to the building 
2. Pre-School Aid will close and lock the door to the building opposite the portable classrooms  
3. Counselor will lock the door at the end of the middle school hall 
4. Counselor will lock the door at the top of the stairwell in the middle school  

Restrooms 
1. Counselor will check upper floor restrooms 
2. Development Director will check primary wing restrooms 
3. Principal will check lower floor restrooms 
4. Finance Manager/Office Manager to check main office restrooms  

Library  
1. Lock door to the library  
2. Direct students to the designated area  
3. Remain silent  
4. DO NOT open the classroom door for ANYONE until after the signal has been delivered via the school intercom 

 
Main Office 
As in all emergencies, the following people are in charge.  In the absence of one, the next in line assumes responsibility: 

1. Principal 
2. Development Director 
3. Counselor 
4. Finance Manager 
5. Secretary 
6. Office Manager 

 
1. All office staff and anyone in the office when the lockdown is initiated will immediately go to the Office  

Manager’s office. 
2. Office Manager/Finance Manager will close sliding windows to the office 
3. Secretary will take tardy booklet, student sign-out, and visitor log clipboard to office manager’s office 
4. Office Manager/Finance Manager will turn on intercom and take portable microphone to the Office Manager’s  

office 
5. Finance Manager/Office manager will lock the office door 
6. Finance Manager/Office Manager will call the Parish Office 
7. Ranking administrator will notify law enforcement if they have not yet been informed 
8. Ranking administrator will remain in contact with law enforcement  
9. Secretary and Office Manager will record the attendance being submitted by teachers and cross reference it  

with the office attendance records for the day 
10. Ranking administrator will lift the lockdown after being instructed to by law enforcement  

 
SCRIP Office (if in use) 

1. Lock doors.  Close curtains.  
2. All persons in SCRIP office are to shelter under the SCRIP desk out of the line of sight. 
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Parish Hall 

1. Anyone in the parish hall will be led to the hallway leading to the kindergarten classrooms. 
2. The supervisor will close the door to the parish hall after students have exited the hall. The door should already  

be locked. 
3. Students will remain silent until the signal has been delivered. 

 
Outdoor P.E.  

1. Teacher will lead students through the backdoor at the base of the stairs and into the hallway leading to the 
kindergarten classrooms 

2. Teacher will close door to the parish hall after all students have entered the hallway 
 
Outdoor Recess   

1. Teachers/Recess Attendants will lead students through the backdoor at the base of the stairs and into  
        the hallway leading to the kindergarten classrooms 
2. Teacher will close door to the parish hall after all students have entered the hallway.  

  *Students can be funneled to classrooms from the parish hall if in a modified lockdown  
 
Church (During Mass or any other event taking place in the church) 

1. All people present will remain in the church 
2. Principal will lock the north door 
3. Finance Director will lock south door  
4. The Development Director will lock the door from the church to the school 

 
Lockdown during assemblies in the parish hall  
 Full Lockdown: Have everyone go to the hallway if immediate danger  

  Modified Lockdown: Continue with assembly and then have everyone calmly go back to the classrooms in modified 
  
Signal for End of Lockdown  

1. The lockdown can only be lifted if the exact following phrase is spoken over the intercom  
“Mr. Ramseyer says the lockdown is lifted.”  
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Understanding that there will be heightened anxiety for students (and parents when the students get home and talk to 
them) with a drill such as this we will emphasize several times that this is a drill/practice.  I found the following script 
online that you can use/modify to talk to your students if you would like today: 

The Script for the Practice of Drills 
 
"Every day, we do things to keep ourselves safe. Let's think of some examples. What do you put on before you start 
biking? What do you do before walking across the street? Another way we stay safe is by practicing for things that 
probably won't happen, but it is good to be prepared for just in case. One way we do this at school, for instance, is by 
practicing fire drills and earthquake drills. Practice helps us know what to do just in case of an emergency. 
  
Another kind of situation we can prepare for is when we need to keep you safe from a stranger while you are at school. 
This would probably never happen but just like a fire drill, we can practice our response, so we are prepared. 
  
Tomorrow, we will practice this in a drill called a "Lock Down Drill." During this drill, the teachers lock us inside for safety. 
You will know we are having a Lock Down drill when you hear the principal make an announcement that we are in a Lock 
Down drill. 
  
Here are the steps of what we do during a Lock Down Drill: The acronym is PAL. 
  
P is for PAUSE: First, pause and take a deep breath. Breathing helps your mind work. 
  
A is for ADULT: Wherever you are on campus, find a trusted adult. If you are in the classroom, stay there and find your 
teacher or other adult in the room. If you are outside, look for the teacher or other adult closest to you to tell you what to 
do and where to go. 
  
L is for LISTEN: Listen to the adult's instructions. The adult will know what to do and will tell you. This is trickier than a fire 
drill because depending on where you are, you won't always go to the same place each time. You will know what to do if 
you listen. Also, during this time, the teachers will lock the doors to their classrooms. When everything is safe, the adult 
will tell you that everything is all clear and we can go back to our regular school day. 
  
We are all here to keep you safe. Practice means we are prepared and can feel confident that we all know what to do just 
in case. Having a plan like this and practicing what to do in a shelter drill means that we don't have to worry about these 
concerns and instead we can focus on having fun and learning at school." 
  
Words/Actions for an actual Lock Down: 
1. It is most important for you to stay as calm as possible. 
2. Reassuring students with "I'm right here", "We're waiting for the good guys to come and get us", "Help is on the way. 
It's going to be okay” All say we are not alone in this. 
3. If the wait is long "Let's imagine a place we love to be... your favorite vacation.  You don't have to talk about it.  Just 
remember it, everything you loved about it." 
 
Shelter in Place Drill: 
Announcement: “We will shelter in place, please remain in your classroom until further notice.”  Lock your door and 
secure your room.   In an actual emergency, seal the door and windows with duct tape. 
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Emergency Special Assignments 
 

GENERAL CONTROL     Principal 
 Media communication    Principal 
 Staff attendance     Principal 
 Bull horn        Principal  
 Office books and radio    Finance Manager 
 Student attendance coordination   Principal & Counselor 

 
BUILDING INSPECTION     Facilities Manager & Librarian 
 Gas wrench for gas main 
 Tape to seal unsafe rooms 
 Tape to indicate rooms that are inspected and safe 
 Fire extinguisher 
 Water heater valve closed 
 Electricity shut off 
 
SEARCH AND RESCUE 
 Primary Wing      Director of Development & Admissions 
 Secondary Wing     Principal 
 Parish Hall        Finance Manager 
 Early Learning (PreK & Kinder)   Counselor 
 5th Grade portables     Secretary 
 
FIRST AID (Set up on basketball court) 
     
STUDENT MEDICATIONS     Secretary 
 
PORTABLE TOILETS, TARPS IN CONTAINER 
 
DECEASED (relocate deceased to security portable) 
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STAFF “EXTRA JOBS” DESCRIPTIONS  
 
Faculty Room (all staff) 
This job is rotated on a weekly basis.  Keep room in order.  Wash tables every day.  Sweep floor as needed.  Prepare 
coffeemaker every night for the next day.  Organize magazines, papers, etc.  Clean out refrigerator once during the week.  
Wash towels and dish rags at end of week.  Lead prayer at faculty meeting. 
 
Reader at Mass 
This job is rotated throughout the year for weekly Wednesday masses. 
 
Social Chairpersons 
See that teacher birthdays are celebrated monthly at faculty meetings. 
Occasionally initiate teacher get-together and recognize special events for staff members. 
 
School Safety Patrol – Fifth Grade Teachers 
Fifth grade teachers train, schedule, and supervise safety patrols. 
 
Missions Moderator 
Order materials as needed for special events (World Hunger Day, etc.). 
Distribute mission materials to teachers and classrooms, including Rice Bowls at Lent. 
 
Student Commissioner Moderator 
Directs the Student School Commissioners.  Calls meetings to organize all student representatives and their activities. 
 
Math Club 
Holds weekly Math Club for upper graders.  Organizes student participation in competitions. 
 
Speech Team 
Holds speech practice for upper graders.  Organizes student participation in competitions. 
 
Safety Committee - Appointed 
 
New Teacher Mentors 
These staff members are paired with new staff and meet on a weekly/bi-weekly basis.  Discussions and guidance can 
include topics from school policy on discipline to traditional annual events. The Assistant Principal meets with new 
teachers on a regular basis. 
 
Admissions Committee – Ad hoc 
These staff members meet as needed to advise the Principal on admissions questions and other issues that arise. 
 
Robotics Coordinator/s 
These staff members run our school Robotics Team including tournaments and practice sessions. 
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ELECTRONIC AND COMMUNICATION MEDIA  
 

We are very grateful to the many parents who have contributed both time and money to provide the level of 
technology we have available to our faculty and students.  Use of electronic and communication media is a privilege 
not a right.   

General Information 
Students will be given access to electronic tools.  Instruction in technology is offered to students in all grades.   

Internet access is available to further the educational goals and objectives of St. Mary Magdalen School.  This access 
is provided for students to communicate and conduct research.  Internet content is screened for student security 
and safety.  However, families should be warned there is always a risk of students locating items that are illegal, 
defamatory, inaccurate, pornographic, or potentially offensive to some people.  We believe that the benefits to 
students in information resources and opportunities for collaboration exceed any disadvantages.  This entails 
responsibility as well as parental permission. 

All students must sign a contract before they are able to use electronic devices at school.  Students are responsible 
for keeping their password secure and not sharing it with other students.   

Consequences for even seemingly innocent changing of a computer or inappropriate use of technology will fit the 
developmental level of the student.  Minimally, students will lose the privilege of using these educational tools for a 
period of time based on the action taken by the student.  More serious consequences will also be considered. 

Regulations for Student Acceptable Use of School Technology Resources 
St. Mary Magdalen School provides technology resources to its students and staff for educational and administrative 
purposes.  The goal in providing these resources is to promote educational excellence in St. Mary Magdalen School by 
facilitating resource sharing, innovation and communication with the support and supervision of parents, teachers, and 
support staff.  The use of these technology resources is a privilege, not a right. 

With access to computers and people all over the world comes the potential availability of material that may not be of 
educational value in context of the school setting.  St. Mary Magdalen School firmly believes that the value of 
information, interaction, and research capabilities available outweighs the possibility that users may obtain material that 
is not consistent with the educational goals of the school.   
 
Proper behavior, as it relates to the use of computers, is no different than proper behavior in all other aspects of school 
activities.  All users are expected to use the computers and computer networks in a responsible, ethical, and polite 
manner.  This document is intended to clarify those expectations as they apply to computer and network usage and is 
consistent with school policy. 
 
Use of St. Mary Magdalen School’s Technology Resources 
Improper use of the St. Mary Magdalen School Technology Resources is prohibited.  
 
Uses of the St. Mary Magdalen School Technology Resources that are prohibited include, but are not limited to: 

1. Violating students’ rights to privacy/confidentiality. 
2. Attempting any unauthorized access to any computer system. 
3. Downloading unacceptable materials. 
4. Re-posting personal communication without the author’s prior consent. 
5. Violating copyright law. 
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6. Using the school’s technology resources for financial gain, credit card fraud, electronic forgery, other illegal 
activity and for political purposes. 

7. Downloading, installing or storing software on a school computer without the approval of appropriate school 
personnel. 

8. Changing or attempting to alter any configuration, program, password on any computer system. 
9. Using a school computer without knowledge/approval of school personnel responsible for the computer. 
10. Using inappropriate language, pictures, gestures in any form on the Internet. 
11. Using the Internet for entertainment or limited self-discovery function. 
12. Using the Internet for unauthorized purchases. 

 
The Internet, a worldwide telecommunications network that allows millions of computers to exchange information, is 
accessible to students.  The school has the right to place reasonable restrictions on the material accessed or posted 
throughout its system.  Similarly, the school has the right to place reasonable restrictions on material that is generated 
outside of the school and is then accessed using the school’s technology and/or posted on the internet. 
 
The school provides Internet access to students to facilitate resource sharing, innovation, and communication.  
Information gathered from the Internet is viewed in the same manner as other reference material in the school; such 
resources enhance the learning environment. 
 
School personnel provide guidance to the student in Internet use and monitor the program to the best of their ability as 
a regular instructional activity.  Controlling all materials on a global network is impossible, and an industrious user may 
discover inappropriate information or perform inappropriate actions despite adult supervision.  Therefore, the school 
encourages parents to have a frank discussion with their children about Catholic Christian values and how those beliefs 
should guide student activities while using the Internet. 
 
School personnel will: 

● Teach proper techniques and standards for internet participation. 
● Guide student access to appropriate areas of the Internet. 
● Assure that students understand that misuses of the Internet could result in loss of privileges. 
● Monitor related concerns. . . privacy, software policy, copyright laws, e-mail etiquette, approved/intended use 

of school’s Internet resource sources. 
 
The student and parent/guardian must sign an Internet Use Agreement before the student is given access to the school’s 
Internet resource.  School personnel or the parent/guardian may withdraw student Internet access at any time. 
 
Sanctions  
The developmental/grade level of the student will be taken into consideration.  However, behaviors of serious 
consequence will be dealt with by immediate suspension or expulsion.  Damage or destruction of equipment is 
defined as vandalism and, as such, is an illegal action which can result in immediate expulsion.  In addition, the 
parent is responsible for the value of the object vandalized. 

Violations of any of the above policy guidelines may result in an immediate and/or permanent loss of access to the 
equipment. 

Additional disciplinary action may be determined in accordance with existing rules regarding inappropriate 
language or behavior or vandalism.  (Please also refer to the anti-bullying and anti-harassment policy.) 
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OUT OF UNIFORM LETTER  
 
 
            Date:  ________________________ 
 
 
Dear Parents, 
 
Today your student, ______________________________________________, came to school out of uniform. 
 
  ____ Pants/Shorts    ____ Shirt   ____ Sweater 
  ____ Skirt/Jumper    ____ Socks   ____ Shoes 
  ____ Make up     ____ Hair   ____ Other      
  
____ Your child was provided an appropriate uniform by the office.  Please be sure it is cleaned and returned 

to school at the earliest convenience. 
 
____ Please review the uniform policy in the Parent - Student Handbook and be sure your child is properly 

dressed for school. 
 
Thank you for supporting our uniform policy. 
 
Sincerely, 
 
 
_________________________________________ 
Teacher Signature 
__________________________________________ 
Date 
 
_________________________________________ 
Parent Signature 
__________________________________________ 
Date 
 
 
* “Parents will be advised when students are out-of-uniform with a written communication form, sent home 
with the student for the parent’s signature.  Students are expected to return to school, in compliance, the next 
school day.  If a student is significantly out of uniform, the student will be required to change and wear an 
appropriate uniform provided by the office staff.  Repeated violations of the uniform policy are considered 
serious and will to age-appropriate consequences. If special circumstances necessitate a student being out of 
uniform, a note must be brought from home.  The school Principal is the final authority on uniform compliance.  
Please refer to the Uniform Policy in our Parent-Student Handbook. 
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TEACHER CHECK REQUEST FORM 
 

St. Mary Magdalen School 
Check Request Form 

 
 

Date:                                                                                      
 
Date Check Required: 
 
Amount to Be Paid: 
 
Pay To:  
_______________________________________________________________________
_______________________________________________________________________
________________ 
 
Mail To:  
_______________________________________________________________________
_______________________________________________________________________
_________________ 

 
Reason For Request: 
______________________________________________________________________
______________________________________________________________________ 
  
Account Code: 
 
Requested By: 
 
Signature of Approval: 
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CHART FOR LISTING TEACHER COURSEWORK 
 

Teacher Name: ___________________________________________________ 

Updated as of: ___________________________ 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
  

Name of Course   Where Taken  When    
 Taken 

# Credits 
(sem/qtr) 

 #Clock   
  Hours 
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