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Dear Parents/Guardians and Students of San Gabriel Mission High School:
Welcome to San Gabriel San Gabriel Mission High School. I hope the 2018-2019 school year will be
one filled with achievement in every area of life.
This Parent-Student Handbook is provided for your information. It is important that each parent
and student in the Mission community become familiar with the contents of this document since it
contains information about what the school expects from you and what you can expect from the
school. Please be aware that this Handbook constitutes a contract between the parents, the students,
and the school. Lack of knowledge of school regulations and expectations are not acceptable reasons
for inappropriate behavior or disregard for proper procedure. It is, then, necessary that all parents
and students read the Handbook carefully and become familiar with our school policies.
Sincerely,
Ms. Raquel Cagigas, M.A., ‘96
Principal, San Gabriel Mission High School
*Note: The Department of Catholic Schools and the School reserve the right to interpret and amend the contents of the
Parent-Student Handbook.
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PHILOSOPHY
San Gabriel Mission High School (SGMHS) is a Catholic parish secondary school community which commits itself to
the mission of Christian education dedicated to the Dominican charism of “the Search for Truth Together.” The school
offers a college preparatory program to young women of diverse backgrounds who strive toward their potential.
The mission of the administration, faculty and staff is modeled after Jesus Christ the Teacher. The school recognizes
parents as primary educator and, as such, an essential part of the SGMHS family. The school acknowledges their
experiences and insights and commits itself to work with them.
SGMHS provides a nurturing environment for the students to develop their interest and broaden their awareness of
world issues as it teaches them life skills within the context of a Christian community. Such an environment promotes
ongoing learning and enables them to approach knowledge not only as content to be learned, but also as a lifelong
process to be cultivated and applied.
SGMHS seeks to nurture the whole person with Jesus as the model. It is committed to providing students with an
environment that supports their spiritual, moral, academic, emotional, social, physical and cultural development.
The graduates of SGMHS are young women who have learned to make liberating, responsible decisions, which reflect
internalized religious and moral values. Imbued with a respect for life and human dignity, our young women are
challenged to integrate knowledge and practice faith, hope, and love in today’s world.
HISTORY
SGMHS students have the unique spiritual opportunity of attending school daily in the shadow of the beautiful historic
San Gabriel Mission, founded in 1771. The Mission is the fourth in the chain of the twenty-one California missions.
SGMHS, established in 1949 as a Catholic co-institutional parochial high school under the direction of the Claretian
Fathers and Dominican Sisters of Mission San Jose, drew its first student body from neighboring parishes in the San
Gabriel Valley. In June 1953, SGMHS graduated its first senior class. In the spring of 1954, the school received full
accreditation, which it has maintained through the Western Association of Schools and Colleges. SGMHS became an
all-girls school in September 1971, because of the withdrawal of the Claretian Fathers from the boys' wing.
SGMHS student body of approximately 230 girls is staffed by one Dominican Sister and fifteen lay teachers. Course
offerings include college preparatory and general academic classes with a 1:14 teacher-student ratio.
ALMA MATER

Fling out that vibrant spirit of Mission High.
Our loyalty to you will brighten the sky.
We pledge our full alliance, placing
reliance, shouting defiance,
ALMA MATER.
Our hearts are filled with courage, keeping us true,
spreading our fame and fair name we dare and do,
and homeward turn with burning
love and zeal, dear
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ALMA MATER,
MISSION HIGH.
SGMHS MISSION STATEMENT
We are a college-preparatory Catholic high school located on the historic grounds of the San Gabriel Mission. Our faith-driven
community provides a safe environment for young women to grow as spiritual, intellectual, creative, and athletic leaders. Our
financially accessible opportunities serve a diverse and inclusive student body of local, commuter, and international students in the
Greater Los Angeles area.

INTEGRAL STUDENT OUTCOMES
A San Gabriel Mission High School Student is:
A Respectful young woman who:
Shows empathy and compassion towards the needs and feelings of others;
Acts to make a positive difference in the lives of others and the environment;
Understands and appreciates her own culture and personal history,
and is open to the perspectives, values and traditions of other individuals and communities;
Is accustomed to seeking and evaluating multiple points of view, and is willing to grow from the experience.

A Motivated young woman who:
Has a personal commitment to Christian service-learning, with a Christian heart.
Is able to assess and understand her strengths and limitations
in order to support her learning and personal development;
Exercises initiative in applying thinking skills critically and creatively to recognize
and approach complex problems, and make reasoned, ethical decisions;
Acquires the skills necessary to conduct inquiry and research and show independence in learning;
A young woman of Depth who:
Searches for Truth, in the tradition of St. Dominic and the
Dominican Sisters of Mission San Jose; Develops her intellectual curiosity;
Acquires an in-depth knowledge and develops understanding across a broad
and balanced range of disciplines; Explores concepts, ideas and issues that have local and global significance.
A young woman of Integrity who:
Acts with honesty, with a strong sense of fairness, justice and respect for the dignity of the individual, group
and communities; Takes responsibility for her own actions
and the consequences that accompany them; Practices academic honesty.
A young woman of Character who:
Embodies Christ-like behavior and identifies the God-given dignity of all of humanity;
Courageously and articulately defends her beliefs while being charitable to all people;
Understands the importance of intellectual, physical, social
and spiritual balance to achieve personal well-being for herself and others;
Works effectively and willingly in collaboration with others.
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Faculty & Staff Directory
Name

Position

Email

Voice Mail
Extension

Mrs. Christina Acker

Director of Counseling

cacker@sgmhs.org

108

Ms. Melody Bueno

Mathematics & English Instructor/CAS

mbueno@sgmhs..org

223

Ms. Raquel Cagigas

Principal

rcagigas@sgmhs.org

117

Dr. Karla Callejas

History/English/IB Coordinator
Social Science Instructor

kcallejas@sgmhs.org

217

Ms. Laura Ceballos

Principal's Secretary

lcellabos@sgmhs.org

106

Mr. Orlando Centeno

Spanish Instructor

ocenteno@sgmhs.org

148

Mr. Kim Chan

Science

kchan@sgmhs.org

211

Ms. Eva Clarke

Director of Development/Alumni Relations

eclarke@sgmhs.org

116

Ms. Christine Dennis

Director of Campus Ministry & Religion Instructor

cdennis@sgmhs.org

123

Mr. Roberto Dimas

Assistant Principal/Curriculum & Instruction
IB TOK & Religion Instructor

rdimas@sgmhs.org

103

Ms. Jo Anne Disney

Library Coordinator/Media Relations

jdisney@sgmhs.org

118

Ms. Giselle Haro

Math Instructor & Service Learning Coordinator

gharo@sgmhs.org

126

Ms. Eugenie Heilweil

Foreign Language & Social Science Instructor

eheilweil@sgmhs.org

218

Mr. Chris Landinguin

Art Instructor

clandinguin@sgmhs.org

222

Mr. Eric McGee

Social Science Instructor

emcgee@sgmhs.org

144

Ms. Randi Meyer

Math Instructor

rmeyer@sgmhs.org

122

Ms. Samantha Padilla

Vice Principal/Dean of Women/English

spadilla@sgmhs.org

113

Ms. Katy Ramsey

Performing Arts/English

kramsey@sgmhs.org

128

Ms. Belinda Resendez

Director of Marketing & Admissions

bresendez@sgmhs.org

128

Mrs. Alma Stone

Athletic Director & Spanish Instructor

astone@sgmhs.org

124

Mrs. Angelina Sosa

Business Manager

asosa@sgmhs.org

107

Mrs. Sarah Zhou

Chinese/Math/Science Instructor

szhou@sgmhs.org

215
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SGMHS CLASS SCHEDULE 2018-2019
Green Day (Monday)
8:00 – 9:25

Period 1 (85 minutes)

9:25 – 9:42

Break (17 min)

9:45– 11:10

Period 2 (85 minutes)

11:15 - 12:40

Period 3 (85 minutes)

12:40 – 1:22

Lunch (42 minutes)

1:25 – 2:15:

Homeroom (50 minutes)

Green (Wednesday)
8:00 – 9:25

Period 1 (85 minutes)

9:25 – 9:42

Break (17 min)

9:45– 11:10

Period 2 (85 minutes)

11:15 - 12:40

Period 3 (85 minutes)

12:40 – 1:22

Lunch (42 minutes)

1:25 – 2:45:

Homeroom (80 minutes)

White Days (Tuesday) & (Thursday)
8:00 – 9:25

Period 4 (85 minutes)

9:25 – 9:42

Break (17 min)

9:45– 11:10

Period 5 (85 minutes)

11:15 - 12:40

Period 6 (85 minutes)

12:40 – 1:22

Lunch (42 minutes)

1:25 – 2:15:

Enrichment (50 minutes)

Plaid (Fridays)
8:00-8:42

Period 1 (42 min)

8:45- 9:27

Period 2 (42 min)

9:27-9:47

Break
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9:47-10:32

Period 3 (42 min)

10:35-11:17

Period 4 (42 min)

11:17-12: 00

Lunch (43 min)

12:03-12:45

Period 5 (42 min)

12:48-1:30

Period 6 (42 min)

Mondays:
·

WIGO/Faculty/Staff Meetings (2:15 – 3:30)

Tuesdays and Thursdays 2:35-3:30:
·

Teachers remain in class until 3:30 for tutoring - students on probation will attend mandated tutoring

I.

ADMISSIONS POLICIES & PROCEDURES

ADMISSIONS
An entrance examination, as well as an interview, is given to all incoming freshmen. Both the exam and
interview are criteria for admission and are used for placement purposes. Other criteria are the elementary
school record, recommendations, and the satisfactory completion of elementary school requirements.
Students transferring from any other high school, parochial or public are required to present an official
transcript from the high school previously attended. The Principal and the Administration make the final
decision.
CONDITIONAL ADMISSION
A student may be conditionally admitted to SGMHS after a review of her admissions qualifications by the
Admissions Committee. Conditional admission may be academic or disciplinary. Academic Conditional
Admission placement is based upon such items as: low test scores, necessity for summer school remediation,
and negative academic comments on report cards, teacher recommendation, or other extenuating
circumstances. An individual contract will be drawn up stating the conditions of acceptance.
IMMUNIZATION POLICY
Students entering any school in California, California State Law requires immunization against polio, measles,
hepatitis B, diphtheria-tetanus, and pertussis (dTap). All students entering a California school for the first
time must have a tuberculosis test.
SCHOOL STUDENT NON-DISCRIMINATION POLICY
San Gabriel Mission High School, mindful of its mission to be a witness to the love of Christ for all, admits
students regardless of race, color, or national and/or ethnic origin to all rights, privileges, programs, and
activities generally accorded or made available to students at the school.
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The school does not discriminate on the basis of race, color, disability, sex, or national and/or ethnic origin in
the administration of educational policies and practices, scholarship programs, and athletic and other
school-administered programs, although certain athletic leagues and other programs may limit participation.
While the school does not discriminate against students with special needs, a full range of services may not
always be available to them. Decisions concerning the admission and continued enrollment of a student in the
school are based upon the student’s emotional, academic and physical abilities and the resources available to
the school in meeting the student’s needs.
DOCUMENTATION OF NON-DISCRIMINATION
The Internal Revenue Service requires non-public schools to maintain a nondiscriminatory policy with respect
to students in order to be recognized as tax exempt. Schools must demonstrate the existence of this policy by
annually publishing a statement of nondiscrimination.
By October first of each year, each archdiocesan school must complete a form stating its nondiscriminatory
policy. This form is sent to the Department of Catholic Schools and is kept on file there. For parish schools,
the pastor will publish the nondiscriminatory policy statement in the October issue of the parish bulletin. The
school retains a copy of this issue of the parish bulletin in the school file. The statement of nondiscrimination
is published each year in the Staff Handbook, Parent-Student Handbook and also in the admissions materials.
INCLUSION
As a Catholic school every attempt is made to serve students whose parents desire a Catholic education.
Although a full range of services may not be available to every student, the school will strive to include
students with varied learning needs. All educators in Catholic schools follow “Directions for the Inclusion
Process in Catholic Schools: Support Team Education Plan Process (STEP) and Minor Adjustment Plan
Process (MAP)”. Parents or guardians who feel that their student may need a minor adjustment to enable
him/her to participate in the general education curriculum of the school should talk to the student’s teacher
and principal to implement the STEP or MAP process. Parents or guardians who need a structure for
resolution of complaints arising out of a student’s disability may request the “Disability Discrimination
Complaint Review Process” from the principal.
ROLE OF PARENTS / GUARDIANS
As stated in the school philosophy, San Gabriel Mission High School believes that the parents/guardians are
the primary educators of their daughters. The school is to support, enhance and complement this role by
providing an atmosphere for the learning and living out of Christian values. The school offers a variety of
means for accomplishing this task, including meetings, retreats and other forms of both written and oral
communication, and encourages the parents to be actively involved in their daughter's education. Students
benefit the most when both parents/guardians and the school work together as one for their welfare.
CODE OF CHRISTIAN CONDUCT COVERING STUDENTS AND PARENTS/GUARDIANS
The students’ interest in receiving a quality, morally based education can be served if students,
parents/guardians, and school officials work together. Normally, differences between these individuals can be
resolved. In some rare instances, however, the school may find it necessary, in its discretion, to require
parents/guardians to withdraw their children.
It shall be an express condition of enrollment that the students and parents/guardians shall conform
themselves to standards of conduct that are consistent with the Christian principles of the school, as
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determined by the school in its discretion. These principles include, but are not limited to any policies or
procedures set forth in any student/parent handbook of the school.
These Christian principles further include, but are not limited to, the following:
●

Parents/guardians are expected to work courteously and cooperatively with the school to assist the
student in meeting the academic, moral, and behavioral expectations of the school.
● Students and parents/guardians may respectfully express their concerns about the school operation
and its personnel. However, they may not do so in a manner that is discourteous, scandalous, rumor
driven, disruptive, threatening, hostile, or divisive.
● Any parent/guardian or other person whose conduct in a place where a school employee is required
to be in the course of his/her duties materially disrupts class work or extracurricular activities or
involves substantial disorder is guilty of a misdemeanor. This statement does not apply to any
otherwise lawful employee concerted activity, including but not limited to, picketing and the
distribution of handbills.
● Any parent/guardian, or other person who insults or abuses the principal or any teacher in the
presence of other school personnel, students or parents and at a place which is on school premises or
public sidewalks, streets, or other public ways adjacent to school premises or at some other place if
the principal or teacher is required to be at such other place in connection with assigned school
activities, risks the continuation of their daughter at this school
These expectations for students and parent/guardians include, but are not limited to all school sponsored
programs and events (e.g., extended care, athletics, field trips, etc.). The school reserves the right to
determine, in its discretion, when conduct is of such a severe nature as to warrant immediate action without
warning and/or without an intermediate step short of withdrawal.
DISRUPTION OR DISORDER BY PARENTS, GUARDIANS, OR OTHER FAMILY MEMBERS
Any parent/guardian or other person who materially disrupts class work or extracurricular activities in a place
where a school employee is required to be in the course of his/her duties may be guilty of a misdemeanor and
risks the continuation of their child in the school. This statement does not apply to any otherwise lawful
employee concerted activity, including but not limited to, picketing and the distribution of handbills. Any
parent /guardian or other family member who insults or abuses any school personnel risks their child’s
continuation in the school.
Any parent/guardian, or other person who insults or abuses the principal or any teacher in the presence of
other school personnel, students or parents and at a place which is on school premises or public sidewalks,
streets, or other public ways adjacent to school premises or at some other place if the principal or teacher is
required to be at such other place in connection with assigned school activities, risks the continuation of their
child in the school.
RECOMMENDED TRANSFER RESULTING FROM PARENTAL ATTITUDE
Under normal circumstances a student is not to be deprived of a Catholic education on grounds relating to
the actions/attitudes of parents; it is recognized, however, that a situation could arise in which the
uncooperative or disruptive attitude of parent/guardians as described above might so diminish the
effectiveness of the education process that continuation of the student in the school may be impossible.
In such a case, it is imperative that the opinion of the principal regarding the practical impossibility be
sustained from a pastoral point of view by the pastor. The regulations governing recommended transfer
would then be applicable.
Updated:8/20/2018
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A statement concerning parental attitude and behavior and their consequences should be included in the
parent-student handbook.
MARRIED STUDENTS
Central to the philosophy of San Gabriel Mission High School is the belief that parents/guardians are the
primary educators of their children. In support of this, the school and the parents/guardians work in close
collaboration in all aspects of the student’s educational process. Since a married student is in effect no longer
accountable to a parent or guardian, the relationship between the school and the parent is compromised.
Therefore, any student who marries may not be allowed to attend an archdiocesan/parish secondary school.
The principal is expected to confer with the Regional Supervisor before making any final decision.
STUDENTS NO LONGER LIVING WITH THEIR PARENTS
Central to the philosophy of San Gabriel Mission High School is the belief that parents/guardians are the
primary educators of their children. In support of this, the school and the parents/guardians work in close
collaboration in all aspects of the student’s educational process. A student not living in the home of a parent
or guardian may not be allowed to attend an archdiocesan/parish secondary school.
The principal is expected to confer with the Regional Supervisor before making any final decision.
EMANCIPATED OR EIGHTEEN YEAR OLD STUDENTS
All school regulations apply to students who are emancipated or eighteen years of age as long as they are
enrolled in the school.
CUSTODY OF MINORS
The person who has the custody of a student at the time of registration must explicitly inform the school in
the case of a change in custodial care. It is also the responsibility of the custodial parent to inform the school
of any court-ordered restrictions regarding access to the student by a non-custodial parent. The school
reserves the right to request proof of guardianship.
RIGHTS OF NON-CUSTODIAL PARENTS
A parent who does not have custody of a student but has visitation rights may have access to grades,
transcripts, student records and may visit a student while at school unless the custodial parent has furnished
the school with a legal order to the contrary.
INSURANCE
The student accident insurance program is provided for all students. This insurance supplements the medical
expense incurred due to accidental bodily injury sustained while attending school, traveling to or from school,
or participating in a solely school-sponsored and supervised activity. (cf. V-4)

II.

ATTENDANCE POLICIES & PROCEDURES

ABSENCES
Students (and parents/guardians) should do all in their power to guard against absence from classes. This
includes taking good care of their health, preventing illness, and arranging necessary appointments outside of
school time.
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A Parent or Guardian (not the student) by law needs to notify SGMHS attendance office by 9:00 a.m. on the
day of absence; messages may be left on voicemail 24 hours a day (626) 282-3181 x102.
EXCUSED & UNEXCUSED ABSENCES
Excused absences include: illness of student, unavoidable medical/dental/court appointment; or death in the
family. If a student is ill for three consecutive days or longer a doctor’s note is required for re-admittance. All
other absences are unexcused. Students with unexcused absences may not make-up work. A note must be
presented to the registrar upon return. Students will not be admitted to class without a note and the absence
will be considered unexcused.
BLOCK ABSENCES & ACADEMIC STANDING
A student who has ten or more unexcused absences from any course in a semester will receive a failing grade.
Seniors should be aware of their absences because the number of absences may prevent a student from
graduating. If a student is absent for more than one third of any class, she will be marked absent for the
whole period.
ABSENCES DUE TO ILLNESS - HEALTH SERVICES
If a student becomes ill at school, she should report to the front office for assistance. SGMHS does not have
a school doctor or nurse on staff. Students who are ill may not leave classes or campus without authorization
from school and home. In case of emergency, students should call a faculty member who will summon the
help needed. Students are never to use their cell phone to communicate an illness to a family
member. It is paramount to the students’ well-being that a teacher or staff member be notified of ill-health
so that proper action is taken. All communication with the family will be conducted via a school phone, by a
school official. Injuries on campus should be reported within twenty-four hours as a protection for the school
and to secure insurance assistance. (cf. IX-1)
Students with contagious illnesses, such as pink eye (conjunctivitis), chicken pox, etc. will not be allowed to
return to school until they have been seen by a physician. As noted below, students must have a note from a
doctor, which includes an authorization to return to school and also states the physician's diagnosis and
restrictions (if any). In many cases, the State of California requires schools to disclose the diagnosis of
infectious diseases to the school community. In these cases, names of students will never be disclosed to the
student body.
Medication on Campus
Any student who must take medication, both prescription and over-the-counter, during school must first
complete a “Request for Medication” form and turn it in to the Front Office.
All medication must be left in the Front Office, unless other specific arrangements have been approved by
the Dean, in its original packaging, marked with the student’s name, the name of the prescription, and
instructions for use. It is important to understand that most medications (both prescription and
over-the-counter) are detectable by the Impact Canine Solutions. To avoid the possibility of embarrassment
that “detection” might cause, the school Administration insists that parents comply with this policy. All
non-documented medication will be confiscated until a “request” form is received by the front office.
SGMHS CO-CURRICULAR ABSENCES
The curriculum may incorporate excursions and field trips that are considered excused absences. They must
be educational in nature and related to the curriculum and content of the course of study. There must be
adequate supervision on trips, and all school rules apply. For trips outside the 100-mile radius of the school,
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guidelines must include consideration of the ability of parents to incur costs, the financial impact of the trip
on other school fundraising activities and class work missed by students. Overnight field trips must have a
clear educational purpose and require additional student insurance available from the Archdiocese. The
Principal is to consult with the regional supervisor prior to any overnight field trips (except retreats). The
Archdiocesan field trip form must be used for all field trips and excursions. The completed forms must be
kept in the school file until the end of the school year. State law requires that a first aid kit be immediately
available to the supervising adult on all excursions and field trips. Student emergency information must be
immediately available to the supervising adult. At least one adult chaperone shall be in possession of a cell
phone. A snakebite kit must be included in any area where there may be poisonous snakes.
NON-SGMHS CO-CURRICULAR & EXTRACURRICULAR ABSENCES
All church-related retreats and confirmations must be verified before the day of absence and are considered
excused absences. All non SGMHS extracurricular activities must be pre approved at least five school days in
advance of the trip or event by the Dean of Students and will be considered an unexcused absence.
ABSENCES DUE TO VACATION
Parents are urged to avoid taking vacations during school time. Students should not be taken out of classes
to participate in family vacations. This will be considered an unexcused absence.
SENIOR ABSENCES & TARDIES
Seniors who are absent or have excessive tardies from school after the date specified on the calendar by the
administration (usually at the end of the 3rd quarter) will lose privileges including but not limited to:
extracurricular activities for and outside SGMHS like athletic events, field trips, school dance, powder-puff,
prom, farewell liturgy, candle/rose ceremony, senior farewell activities, class day, senior Ditch Day, Grad
Nite, senior awards, Baccalaureate Liturgy, and walking at graduation.
COLLEGE VISITS
College visits will only be an excused abscence if a student meets the minimum qualifications of the college
they are visiting.
MISSION ATTENDANCE PROGRAM (MAP) is our recognition morning attendance program that
rewards punctual students while holding students accountable if they are tardy. On a monthly basis, students
will automatically enter a drawing if they arrive to school on time and are not marked tardy. Students must
not have any tardies all month in order to enter their name in the drawing. Prizes for our monthly drawing
include free dress passes, front of the lunch line passes, or various prizes donated from the community.
Students who earn more than 2 tardies each semester will receive an automatic 20-minute detention on the 3rd
tardy. Detentions will be served either during lunch or afterschool. Students will earn an additional 20-minute
detention for each time they are tardy. Students who do not serve detentions will not be allowed to participate
in extracurricular activities (including, but not limited to, sports and Student Activities) until all detentions are
served. Further consequences may be implemented by the Dean of Women if a student has two or more
un-served detentions.
BETWEEN CLASS TARDIES
Free tardies do not apply to between-class-tardies. Students have a three minute passing period between each
class/activity and therefore are expected to be in their classrooms when the bell rings. Any student who is
not in class when the bell rings, will be considered tardy and may receive a demerit. Chronic tardiness will
result in disciplinary action.
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LEAVING SCHOOL EARLY WITHOUT PARENT PERMISSION:
After their arrival on campus in the morning, students may not leave campus until dismissal time. If a
student leaves campus after arriving at school, it is considered an unauthorized absence and truancy; the
student will be placed on probation and/or face other disciplinary consequences; this includes student driver.
LEAVING SCHOOL EARLY WITH PARENT PERMISSION:
A student who wishes to leave campus after arrival (for example, if a parent is picking her up for a funeral)
must bring a note from a parent to the attendance office by 8:00 a.m. describing when the parent or
designated person will be picking her up and for what reason. VERIFICATION is needed from a doctor,
dentist, orthodontist, court, DMV, college appointments, etc. Parents must be called from the Front Office.
Students who call/text their Parent/Guardian are in violation of the school rules and will be fined. (cf.
VIII-9)
ABSENT MAKE-UP WORK
Generally, during a student’s absence, it shall be the student's responsibility to obtain school work either
through a classmate, teacher, sibling, or parent. In the event that a student will be absent for three (3) days or
more, the parent should call and request work. The academic counselor will then collect work from the
teachers. Students with excused absences may request make-up work; students with unexcused absences may
only make up work at the teacher's discretion. Make-up assignments or tests taken by a student after an
unexcused absence from school may be allotted a grade or point loss. Any student suspended may not be
allowed to make up work or exams during suspension. If an absence is excused, missed work and exams must
be made up and turned in within one week of the students return.
RETURNING TO SCHOOL AFTER AN ABSENCE
State law requires that SGMHS must keep on file a note signed by a parent/ guardian for every student
absence. A note needs to include the date(s) of absence, the student's name, a specific reason for absence,
and a legible parent/ guardian signature. When the student returns to campus after an absence, she must
bring a note from parent/guardian to the attendance office BEFORE 8:00 a.m. on the day of return.
VERIFICATION is needed from a doctor, dentist, orthodontist, court, DMV, college appointments, etc.
A person who has been absent from school because of a reported communicable disease must have a permit
issued by the Public Health Department or a physician before she is readmitted to school. The Principal may
refuse to readmit a student who was absent due to non-reported communicable diseases, such as, but not
limited to, chicken pox, German measles, mononucleosis, pink eye, or influenza, without a physician's note.
WITHDRAWAL OF STUDENTS DURING THE SCHOOL YEAR
Parent/guardian should give SGMHS notice at least 48 hours when the need arises to withdrawal their
daughter during the school year. A letter should be submitted to SGMHS from a parent/guardian, requesting
early withdrawal and should include a reason for withdrawal, as well as the name of the school their daughter
will be attending.
The student will go through her normal schedule, if possible, on the last day of her attendance at SGMHS.
The student should report to the Front Office before school begins on her last day of attendance to receive a
Student Withdrawal and Clearance Form.
The student will be required to check out with each teacher on her schedule, as well as receive a course grade
based on work up to that point in the quarter (whenever possible). The student will also need to check out
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with other offices on campus, as listed on the Student Withdrawal and Clearance Form. An exit interview
must be conducted.
Refunds for withdrawals will be pro-rated based on the time of year. No fees will be refunded for the year.
Tuition for the month that a student withdraws must be paid in its entirety.
Unofficial transcripts will be processed within 48 hours of the request for withdrawal. Any refunds will be
mailed within one week of withdrawal.
(cf. VIII-3)

III.

ACADEMIC: POLICIES, GUIDELINES AND PROCEDURES

San Gabriel Mission High School offers a balanced curriculum which is based upon the principles and values
set forth in the school’s ISOs, philosophy, goals, and objectives. The teachers and academic counselors help
the students to set realistic, attainable goals. The school strives to graduate students who can offer sound
intellectual and spiritual perspectives which will help renew the world and the Church. SGMHS is accredited
by the WCEA/WASC and follows archdiocesan and state mandates.
Academic advisement occurs during the spring at which time students make class selections for the following
academic year. Course outlines are distributed and presentations are conducted by the counseling department
and faculty to assist students in the proper selection of courses. Students, in consultation with parents
/guardians and academic counselor, have the responsibility of selecting courses for which they are qualified
and that satisfy college and graduation requirements. SGMHS reserves the right to cancel any course for any
reason, including scheduling conflicts and insufficient enrollment. For this reason students are required to
select alternate courses. All schedules are final upon the beginning of each semester.
Listed below are the approved A-G courses at SGMHS for the 2018-2019 school year:
* These courses refer to the guidelines on the University of California application form. These courses are
the only courses recognized by UC for admission to the UC schools. Grades in these courses determine the
GPA used for admission. The University of California guidelines are used only as an example for SGMHS
students. The admission requirements for UC schools are extremely rigorous. A student who completes all
the requirements with a C or better for admission to a UC school will likely have met the requirements for
any other four-year university, private or public.
(a)

(b)
(c)
(d)

History/Social Science: World History, (H) World History, US History, (AP) US History,
(AP) US Government, (AP) European History, IB History of
the Americas, IB 20th Century World History;
English: Elements of Literature (H), English Literature (H), American Literature, Women’s
Literature, (AP) Language & Composition, IB Language A English Y2;
Mathematics: Algebra I, Geometry, Algebra II (honors), Pre-Calculus (honors), AP
Calculus AB, AP Calculus BC, IB Math Studies*;
Lab Science: Lab Biology, Lab Chemistry in the Community, Lab Chemistry Honors,
Lab Physics, AP Physics 1, IB Biology*;
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(e)

(f)

(g)

Language other than English: Spanish I, II, (Spanish Speaking/Non Spanish
Speaking), AP Spanish Language, IB Language B Spanish *, IB Language B French ab initio,
Chinese 1;
Visual & Performing Arts: Drawing and Painting, Media Studies, Media Studies II,
AP Studio Art (2D), AP Studio Art (3D), AP Studio Art: Drawing,
IB Film Studies*, Dance 1, Performing Arts, Book Design and Publishing;
College Prep Elective: Economics, AP Psychology, IB Theory
Knowledge Y2, Philosophy, (H) Philosophy.

The courses listed below are considered beneficial in the development of the student’s spiritual, moral,
academic, physical, and cultural development. As such, several are SGMHS graduation requirements. These
courses are not UC approved: Religious Studies, Physical Education, and Health.
The following is the scope and sequence of the freshmen through senior curricula:
Freshmen Year
Religion 9
Elements of Literature
Algebra I
Lab Biology
Foreign Language
P.E./Health
Two enrichments per semester

Sophomore Year
Religion 10
English Literature (or Honors)
Geometry
Lab Biology (2018-2019 only)
Foreign Language
World History (AP European History)
Two enrichments per semester

Junior Year
Religion 11
American Literature (AP English Lang)
Algebra II (H)
Lab Chemistry (Communities/Honors)/Lab Physics
US History (of AP US History)
1 elective course:
Visual & Performing Arts Elective
Foreign Language (AP) Elective
Social Science Elective
Two enrichments per semester

Senior Year
Religion 12
Women’s Literature
Government (semester) & Economics (semester)
3 elective courses:
Mathematics Elective
Science Elective
Visual Performing Arts Elective
Foreign Language (AP) Elective
Social Science Elective
Two enrichments per semester

The following is the curricular scope and sequence for the final year of IB Diploma Programme:
Senior Year

Theory of Knowledge Year 2 (TOK)
IB English Literature Year 2
IB Spanish or French ab initio Year 2
IB History of the Americas Year 2
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IB Mathematics SL or Math Studies Year 2
IB Biology Year 2
IB Film or Visual Arts Year 2*

SGMHS Graduation Requirements
·
A minimum of 240 total credits are required (each course earns 10 credits)
Credit
s
40
40
30
10
20
20
30
10
40

●
●
●
●
●
●

Courses

Religious Studies (9th through 12th grade)
English/Language Arts (9th through 12th grade)
Social Studies (World History, US History/IB Americas, Government & Economics/AP Government)
Physical Education/Health
Foreign Language (2 years in the same language)
Science (any lab science courses)
Mathematics (must complete Algebra II at minimum)
Visual and Performing Arts
Elective courses (any additional college prep courses desired)

Minimum 100 service hours for the 4 years
Class Retreats
No F’s in any core classes
Graduation fee of $500.00 must be paid in full by March 29, 2019
Senior Research Project
A passing mark in all enrichment courses

o Senior Research Project
o Each senior is required to write a research paper (2,000 – 3,000 words) on a topic of their own choosing.
This process begins at the freshmen level as students learn the intricacies of writing. Each year, writing and
research knowledge is built upon so students have the skills and confidence necessary to write this paper.
During their Junior year, students choose their topic and begin their research.
o Students will each be assigned a supervisor from the faculty to assist with the research paper; this faculty
member will be the student’s main contact and advisor. Each student must meet with their advisor a minimum
of three times- before turning in the first, second, and final drafts of their paper. These meetings will be built
into the grade of the paper, and it is the student’s responsibility to set up a time to meet with their advisormeeting more frequently is always an option!
o At the start of their senior year, students will begin writing their first draft to be turned in after the first
month of school (see below for deadlines). One more draft will be written and turned in at the beginning of
the second semester, with the final draft due at the end of the third quarter.
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o Students will formally present their research to a panel comprised of their faculty advisor, peers, and a
member of the San Gabriel community. Student surveys will also be used in the final evaluation of the
presentation.

o Here is the percentage breakdown for the senior research paper:
§ Deadline 1: 10%
§ Deadline 2: 15% + 10% advisor grade
§ Final Deadline: 25% + 10% advisor grade
§ Presentation: 30%
§ All of the above will become 20% of the student’s overall grade Spring Semester in their English
class.

Enrichment
●

An enrichment course offers the opportunity for students to explore a variety of interests outside the
academic course load. A student must pass each enrichment course with at least a 60% as part of
their graduation requirement. Students can be graded based on participation, attendance, and effort
on projects upon the discretion of their teacher.

Course/Credit Regulations
Registration and Schedule Changes
The master schedule of class offerings, teacher and room assignments is all derived from the tallies of spring
registration. For this reasons it is extremely important that students not change their schedules once their
selections are made. However, as the master schedule is constructed, conflict may occur in some student
schedules. Students will be contacted to make alternate course selections, and no penalty fees will be
assessed.
The school may find it necessary to drop courses from the curriculum listed because of insufficient
enrollment. Those decisions are made during the summer months when section information, teacher and
room availability are finalized.
A twenty five dollar schedule change fee will be incurred if a student and/or parent requests to change her
schedule after the first 2 weeks of the academic year (August 30th, 2018). A schedule change form must be
submitted with parent(s) and student signatures. Changes will be made with the approval of the Curriculum
Office.
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At all times, a teacher, academic counselor, and/or administrator may believe a student schedule change is
necessary. These changes can only be made with the approval of the Dean of Academics and/or designee.
No fees will be assessed at any time for schedule changes initiated by the school.
Prerequisites
Students shall give evidence of fulfilling prerequisites and meeting eligibility requirements for higher courses
by the first semester of the previous year. Spring semester grades will be used to finalize course requests.
Honors/AP Course Eligibility
To enroll in an Honors or AP course students must adhere to the following requirements:
·
A grade of 89.49% or higher is required in a regular course for both semesters;
·
A grade of 86.49% or better is required in an Honors or AP Course;
·
All students must perform at or above grade level on the PSAT test.
·
Approval by designated faculty
·
Any student enrolled in an Honors or AP course who receives a 72.49% or below at semester
will not earn Honors or AP credit.
Enrolling in an AP course does not mean you will be invited to take the AP exam for this class. Teachers will
send out invitations to take the AP exam by Thursday November 15, 2018. If you are invited to take the
exam, you must pay the AP fee and sit for the exam in May 2019. AP fees are due to Mrs. Sosa by Friday
January 18, 2019.
AP Capstone
The AP Capstone Program at Mission is intended to provide a solid foundation for students who wish to
academically challenge themselves. This two-year program will equip students with the independent research,
collaborative teamwork, and communication skills that are increasingly valued by colleges and universities. AP
Capstone cultivates curious, independent, and collaborative scholars and prepares students to make logical,
evidence-based decisions.
Students admitted into Mission’s AP Capstone Program will take AP Seminar in the 11th grade, followed by
AP Research their senior year. Admitted students must also take four additional AP courses, for a total of six
AP course for the entire program. Students who earn scores of 3 or higher in AP Seminar and AP Research
and on four additional AP Exams receive the AP Capstone Diploma.
Requirements:
·

Weighted GPA 3.0

·

No “D’s” or “F’s” in their sophomore year

·

A good work ethic, a love of learning, and a desire to challenge oneself

·

A completed Capstone Program Application

·

Positive application reviewed by sophomore teachers, counselors, and/or administrator.

San Gabriel Mission High School an IB World School
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As an IB World School, San Gabriel Mission High School is a proud member of a global community
committed to the development of inquiring, knowledgeable, caring youth who seek self- edification through
active global citizenship. San Gabriel Mission High School received authorization to implement the
prestigious International Baccalaureate Diploma Programme on January 30th, 2014. (IB Programme will end
in August 2019)
In addition, Diploma Programme Candidates must complete a service requirement (CAS - creativity, activity,
service) an epistemology course (Theory of Knowledge), write a 4,000 word extended essay, and take the
IBDP exams at the end of the second year of study. IBDP candidates must also agree to complete SGMHS,
Archdiocesan, and state of California graduation requirements. IB Diploma Candidates must complete 80
service learning hours (Archdiocesan requirement/ SGMHS requirement) by the end of their junior year. (If
an IB Candidate chooses not to continue in the Programme they will be held to the SGMHS Service learning
requirements). IBDP Candidates who complete all IB requirements (internal and external assessments, CAS,
EE and TOK) will be recognized at graduation. Students who are not Diploma Programme candidates may
enroll in individual IB courses pending teacher recommendation.
Satisfactory Progress & IBDP Withdrawal Policy
Participation in the IB Diploma Programme requires time, effort and commitment on behalf of students.
IBDP students who are caught cheating/plagiarising may also be asked to withdraw from the IB programme.
Furthermore, incidents of cheating/plagiarism on an internal or external assessment will result in an official
investigation by IB, and the decisions regarding the outcome will be handled by the IB Organization and not
San Gabriel Mission High School. Students who are asked to leave the programme, as well as those who opt
to leave on their own accord ,will not receive any refunds and their schedules may be jeopardized. In addition,
a student who has been asked to withdraw from IBDP, or has chosen to withdraw, may not participate in
TOK, EE, CAS, or be recognized as an IB Diploma Candidate.
SGMHS Honors Program
The SGMHS Honors Program is meant to provide a solid foundation for students who seek to challenge
themselves academically sophomore year. The challenging coursework is meant to prepare students for the
rigors of Advanced Placement (AP) coursework junior and senior year. Students who successfully complete
the SGMHS Honors Program will receive:
o Priority consideration for the IB Diploma Programme as well as AP courses junior & senior year.
o A rigorous, yet balanced course schedule.
o Recognition at the Fall Awards assembly junior year.
o No additional fees other than AP exam costs and fees listed on the SGMHS 2018-2019 Tuition and Fees
Form.
Program Specifics:
In order to participate in the SGMHS Honors Program, students must enroll in AP Government and 2 other
Honors courses of their choice. Students may choose from:
o English Honors
o Lab Biology Honors
o Algebra II Honors
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SGMHS Honors Program Eligibility/Requirements

·
·

Weighted GPA 3.5
A “B” or above in Math and English

·

No “D’s” or “F’s” freshmen year

·

A completed SGMHS Honors Program Application

Satisfactory Progress & SGMHS Honors Program Withdrawal Policy
Participation in the SGMHS Honors Program requires time, effort and commitment on behalf of students.
Students who earn D’s or F’s within the first quarter of their first year may be asked to consider
withdrawing from the program. The determination will be made on a case by case basis after a conference is
scheduled between the teacher(s), parent(s)/guardian(s), student, Academic Counselor and SGMHS Honors
Program Coordinator. Students who are asked to leave the programme, as well as those who opt to leave on
their own accord will not receive any refunds.
Pass/Fail Credit
Courses which are non-academic in nature shall be awarded "Credit" recognition in place of a mark, unless
the course delineates specific learning masteries for which differentiated marking is possible. (Students
should keep this regulation in mind as they choose their courses, relating it to their eligibility for honor
society membership and/or their GPA).
*For college admittance purposes, a D or lower is not passing and can jeopardize admittance into a
college/university.
Incompletes and Credit Make-up
If a student earns an "F" at the end of a semester, she is responsible for making up that course during the
following summer, before the next school year begins. Direct approval must be obtained from the Academic
Counselor and Dean of Academics before make-up courses are taken at other schools: high schools,
community colleges, and adult schools.
An "Incomplete" grade may be given to students with extensive absences due to documented chronic medical
conditions. If an "Incomplete" is given, the teacher will pick up a form from the Dean of Academics.
The teacher and the student complete the form together when possible. In general, there is a two-week
deadline. Two copies will be distributed: one for counseling office and one copy will be filed in the
curriculum office. Once the student completes the necessary assignments, the teacher turns the final grade
into the curriculum office. If an "Incomplete" grade is given at the end of the year, the student must
complete the work based on conditions set forth in a contract. She may not return for the fall semester
unless she has carried out the agreement. If an "Incomplete" is not made up, it becomes an "F".
Semester Exam Make-up
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No semester exam will be administered before the scheduled exam dates unless approved by the Curriculum
Office. A student who misses a semester exam for any reason will earn an "incomplete" on her report card
for that grading period. The Curriculum Office will schedule a finals makeup date. If the exam is not made
up a zero will be applied for the semester exam and averaged accordingly.
The student may not be scheduled for the next semester or year until all semester exams have been
completed. Students who miss a semester examination due to an unexcused absence, such as early family
vacations, will earn a zero on their semester examination.
If the student misses the semester exam for financial reasons, she will have one of two options for making up
the exam. Upon payment of all balances, the student may:
·
Choose not to take the semester exam and have a score of zero on her exam averaged into
her overall class grade so that the "incomplete" becomes a letter grade, or
·
Have two school days from the receipt of payment to take any semester exams for courses
which have requirements for continuation and one week to take the exams for all other
courses. All payments must be received within 30 calendar days of the exam.
·
Seniors with outstanding balances will not be able to take semester exams and consequently
will not graduate.
Cut in Credit Due to Absences
A student who has ten or more unexcused absences from any course in a semester will receive a failing grade.
Seniors should be aware of their absences because the number of absences may prevent a student from
graduating.
Transcripts of Grades:
Students requesting transcripts must request a transcript through Naviance and allow 48 hours for processing.
The cost of each paper transcript is $1.00 which is payable upon request. Electronic transcripts are sent
without a fee. Seniors applying to colleges should request transcripts to be forwarded to colleges of their
choices by the middle of the first semester of their graduating year. One official copy of transcript will be
given to seniors upon graduation providing all obligations have been met.
Withholding of Transcripts/Report Cards
The school will not release an official transcript/report card, to a parent/guardian, student, college or an
employer unless obligations have been met by the student or the parents.
Withholding of Diplomas
The school will not grant a diploma to a student unless all obligations (including but not limited to financial,
disciplinary, community service, athletic and academic) have been met.
Transfer of Records
Whenever a student transfers from one private school to another or from a private school to a public school
within the state, a copy of the Cumulative Student Report and the original Health Record shall be transferred
by the former school upon request from the public or private school where the student intends to enroll.
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Official transcripts are not given to students or parents/guardians. Unofficial transcripts are to be given to
parents upon request, unless the parents are deficient in tuition or any other obligation.
Parent Appointments
Parents/guardians are required to make an appointment if they wish to meet with a teacher or administrator.
This procedure will avoid unnecessary and unexpected trips to the school. At the time of the appointment,
parents/guardians are required to check in at the Front Office prior to their meeting.
Academic Eligibility for Athletics and Activities
Academics is a student’s primary responsibility. Therefore, continued participation in athletics or activities is
dependent upon maintaining passing grades. The Assistant Principal of Curriculum, Academic Counselors,
Athletic Director and Activities Director are notified if a student’s grades begin to drop during participation
in sports or activities.
A student must maintain a total weighted GPA of 2.0 or better with no D’s, F’s or incompletes at the
marking period (Oct. 8 2018, Dec 17 2017, Mar. 112018, and June 17 2018). If a student receives one D on
the report card at the marking period, their GPA must be at a 2.5 or above to be eligible to participate in
athletics or activities. Students who fall below a 2.0 or have more than one D, F or incomplete, will be placed
on probation and be prohibited from participation in athletics and/or activities until the next marking period.
During the probation period, a student must attend tutoring sessions on a weekly basis with the teacher of the
course they are failing in at the time of probation. If a student attends the tutoring sessions, they will be
considered for restricted eligibility at the next progress report.
Restricted eligibility will allow students to:
·
Practice with respective team(no games)
·
Attend club/activity meetings (no active participation)
If a student does not attend the tutoring sessions, they will not be considered for restricted eligibility and will
jeopardize returning to their respective team/activity.
Full eligibility will be restored upon a posted GPA of 2.0 or better with no D’s, F’s or Incompletes in the
subsequent marking period. If a student does not meet eligibility requirements she will be removed from
team/activity for the remainder of the quarter and will not be allowed to try-out for the next team sport or
return to the activity.

Academic Standards for Athletics
Athletes must meet the academic requirements of the California Interscholastic Federation (CIF) and San
Gabriel Mission High School before they are able to participate in try-outs or conditioning for any sport. This
rule applies to incoming freshman athletes (8th grade report card will be checked for eligibility) and returning
athletes of Mission. (2nd semester report card will carry over to summer conditioning and fall try-outs)
Students who participate in a summer sport conditioning/tournament must meet the eligibility requirements
set forth during the school year. If a student - athlete has not met the eligibility requirements for participation
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in the summer sports program; they will be given the opportunity to participate in the summer program but is
subject to the following criteria:
1.
A Grade check will be performed at the two week period into the 1st quarter marking period
of the next school year. If a student-athlete has maintained the academic eligibility
requirements, they will be allowed continued participation in the athletic program.
2.
If the student-athlete is receiving any D’s, F,’s or has missing assignments in any of their
courses at the grade check, they will be removed from the team until the end of the 1st
marking period.
3.
At the end of the 1st marking period grades will be checked and if all eligibility requirements
have been met, the student-athlete will be allowed to return to the team. If the eligibility
requirements are not met, they will be removed from the team and not allowed to try-out for the next sport.
.
Academic Standards for ASB Officers and Student Council:
Students who hold a position on ASB or student council must maintain a total weighted 2.0 GPA or better
with no D’s or F’s. If at the end of a marking period a student council officer does not have the minimum
2.0 GPA, or has D’s or F’s on her report card, the student will automatically be placed on probation for
student council. At the semester, an officer who has below a 2.0 GPA and/or any D’s or F’s on her report
card will be dismissed from office. The activities director may request grade checks at any time during the
school year. Students who choose to run for an ASB office must have a minimum of 3.0 GPA (cumulative,
weighted) and no D’s or F’s on their fall semester report card. All other student council members must have
a minimum 2.5 GPA (cumulative, weighted) and no D’s or F’s on their fall semester report card.
Academic Standards for the student Campus Ministry Team
Students who apply for membership on the Campus Ministry Team (CMT) must have and maintain a total
weighted 2.85 GPA or better with no D’s or F’s. If at the end of the first quarter of a semester or at the end
of the first semester a Campus Minister does not have the minimum GPA, or has D’s or F’s on her report
card, the student will automatically be placed on probation from CMT. Junior CMTrs at the end of their 3rd
quarter with a total weighted GPA below the minimum will be asked not to return to CMT the following
year. The Campus Minister may request grade checks at any time during the school year.
Academic Accountability
It is important that all stakeholders understand the vital role they play in the academic success of the students
of SGMHS. Parents, teachers and administration should all work together equally towards the academic
achievement of the students of SGMHS. To help communicate how students are doing teachers are required
to keep grades up to date weekly, for parents to access through Aeries. Parents should also check Aeries
regularly to track their daughter’s academic achievement. If a parent waives their right to an Aeries account it
will be their responsibility to communicate with the faculty their student’s course progress.
If a student’s grade is at or below a 69.50% in any class at the end of a Progress Report period, the following
process will take place:
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Progress Report 1 & 3: An automated phone call and e-mail will be sent from the Curriculum Office to
parents/guardians making them aware of their daughter’s current academic standing. Parents/guardians
should contact the individual teachers to seek strategies of support for their daughters.
Progress Report 2 & 4: The teacher will contact the parent either through e-mail or telephone to make them
aware of their daughter’s academic struggles, and offer strategies of support.
Quarter Report: If at the Quarter the student’s grade has not exceeded 69.50%, a conference will be
scheduled with the student, teacher and parents/guardians to discuss challenges the student may be having
and offer support and strategies for the student, i.e., tutoring, organizational skills. Parent/Guardian &
Teacher Conferences are held at the end of 1st and 3rd Quarter,
Progress Reports
All progress reports will be available to parents through the Aeries program. No printed copies will be sent
home. If parents do not have access to Aeries, computers are available at school for parent use. Grades will
be updated by 11:59 p.m. every Friday. Parents can also check their daughter’s class assignments by going to
https://accessmystudent.com/adla/ after they have set up a user account with the Dean of Academics. (cf.
VI-4)
Report Cards
Quarter report cards are an indication of a student's mid-semester progress. Quarter 1 and 3 Report Cards
are distributed to parents at Parent/Teacher Conferences. Reports cards that are not picked up will be
distributed to the students. Extra copies of report cards for extra-curricular activities are available on Aeries.
Semester 1 and Semester 2 report cards are can be viewed on Aeries. Report cards will no longer be sent out
via mail. Final semester grades are transferred to a student's permanent transcript record.
Report Card Comments
Of equal importance, teacher comments help to pinpoint the strengths and weaknesses of student
performance within each individual class.
Academic Honesty Policy
The SGMHS student is a young woman of integrity who holds herself to a high standard and practices
academic honesty. She is principled, and takes responsibility for her actions at all times. For this reason, all
SGMHS Students are to adhere by the following school wide policy outlined in the student/parent handbook:
Cheating and dishonesty are contrary to the philosophy of SGMHS. Academic malpractice can be a cause for suspension,
probation, or dismissal from school. The school interprets cheating as follows, though not limited to these listed:
1. Collusion:
· Copying assignments or allowing another student to copy assignments in or out of class;
·

Giving or receiving answers to quizzes, tests and examinations;

·

Looking at another's paper or allowing another to look at one's paper;

·

Doing another person's work or allowing another to do one's work;
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·

Possession of materials known to be inaccessible to students.

2.

Plagiarism:

·

Passing off the work of another person as one’s own.

· The cutting and pasting of text, photographs, illustrations, graphs and data without proper
citation.
·

Copying works of art without proper acknowledgement.

3.

Duplication of Work:

·

The presentation of the same work/assignment/project in a different course.

When a student is involved in a cheating incident, the teacher takes the following actions: calls parents;
assigns a failing grade to the test, quiz, or assignment; writes a referral and hands the matter and the referral
over to the Dean of Students. The Dean of Students will issue the referral to students involved in cheating
incidents and take proper action. In addition, The Assistant Principal/ IB Coordinator will be alerted if an IB
diploma candidate is suspected of academic malpractice. SGMHS administration determines the course of
action for subsequent offenses which may include, but not limited to suspension, reporting to
colleges/universities, and/or expulsion.
Academic Probation
If at the end of the each grading period, the student’s total weighted grade point average reaches an
unsatisfactory level (1.99 or lower), a conference will occur between the teacher(s), parent(s)/guardian(s),
student and academic counselor. The student is placed on academic probation at this stage. At the conference
a contract is signed detailing the specific actions to be taken. An evaluation will be made to decide whether
the student necessitates placement into the STEP program.
If the performance is still unsatisfactory (1.99 or lower) at the next marking period the student may be asked
to withdraw from school. A student and her parents may request an Academic Review Board if they believe
that extenuating circumstances have been a factor.
Students who meet the minimum GPA requirements at the end of the grade reporting cycle will be removed
from academic probation. The Counseling Office will continue to monitor the student’s progress for the
following marking period to ensure continuation of student success and improvement.
Senior Academic Probation
A senior who is on academic probation at any point during the school year may lose privileges including but
not limited to: athletic events, field trips, winter semi-formal dance, student dance, prom, powder-puff,
farewell liturgy, class day, candle/rose, Grad Nite, senior awards, baccalaureate liturgy and walking at
graduation. This may include extracurricular activities for and outside of SGMHS.
*Students who have not met graduation requirements may forfeit their participation in extracurricular activities and social events.
Academic Dismissal:
Students may be asked to withdraw if they have failed to meet the terms of academic probation, or have
received three or more F’s on final report cards in one academic year. Readmission may be considered if the
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all F’s are made up during the following summer. All courses in which a student receives a failing grade must
be made up in summer school. A list of approved summer schools will be published by the Curriculum
Office. (cf. VIII-6)
SGMHS Appeal Board Policy & Procedure:
If a student is expelled or is asked to withdraw from school for Academic matters or otherwise would like to
repeal an academic action, the parents may appeal the decision to the Appeal Board within 48 hours of the
request to withdraw or academic action in question. If the request is not made by the end of the 48 hours the
student will be withdrawn from school or other academic action will take effect. If a parent declines the
appeal process within the 48 hours or thereafter then that decision will stand. The Academic Appeal Board is
comprised of: the Assistant Principal of Curriculum & Instruction or Assistant Principal/IB Coordinator
(who is the chairperson/non-voting member), and five faculty members (one chosen by the Principal, one
chosen by the faculty, one chosen by the student, the student’s academic counselor, and the student's
advisement teacher). The voting members of the board will review the case and make a recommendation to
the Principal whether or not to uphold the decision. The parent or legal guardian (with court documentation)
and student are the only individuals allowed to enter the Appeal Board hearing. A student is only entitled to
one Appeal Board during her four years at SGMHS. It is understood that any violation of the terms set forth
for the student to return to SGMHS will result in the immediate voluntary withdrawal of the student by the
parent. The parent and student understand that the Principal’s decision is final and further appeals cannot be
granted. (cf. VIII-12)
Appeal Board proceedings are as follows:
·
Dean presents the case of the school;
·
Student presents her case (advocate and parents may intervene);
·
Questions from members of the Appeal Board;
·
Closing comments if any;
·
Students and parents are asked to leave;
·
Appeal Board deliberates privately;
·
Confidential paper ballot –majority required;
·
Votes are counted and results revealed to Appeal Board – results are final and may not be
changed;
·
Based upon the results, a letter is drafted (signed by all members of the Appeal Board) stating
the outcome and recommended actions – address it to the Principal;
·
The family is notified of the Principal’s decision within 2 school days.
Additional Notes:
In addition to the terms and consequences outlined for academic probation, the following academic situations
apply to ALL students:
·
Any student who earns any failing grades for the current school year MUST make up those
grades before the next school year begins.
·
Any student receiving an “F” at semester must retake the course in summer school. The
course may be retaken at an SGMHS approved summer school.
·
If the failing grades are not corrected, the student may not be considered for readmission;
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·
·

It is strongly recommended that all “D” grades in core courses be made up before graduation
to meet university eligibility.
Failure to make up these grades will seriously jeopardize the student’s college acceptance.

TECHNOLOGY IN THE CLASSROOM
Please also refer to the Archdiocese of Los Angele Electronic Communication and Appropriate Use Policy found in the
SGMHS handbook on pages 67-72.
Bring Your Own Device Policies (BYOD)
To enable full access to the curriculum in San Gabriel Mission High School’s student-centered learning
environment, SGMHS has incorporated a 1:1 technology program. Technology is essential to facilitate the
creative problem solving, information fluency, and collaboration that we see in today’s society. We are
dedicated to the access and support of appropriate technology which unlocks our potential and connects us
locally and globally. While we want our students to be active contributors in our connected world, we also
want them to be safe, legal and responsible. This acceptable use policy (AUP) supports our vision of
technology use and upholds in our students a strong sense of digital citizenship.
Students must purchase and own the Apple iPAD by the first day of school. The iPAD, required software
and electronic textbooks will be utilized in and out of the classroom to enhance student learning. Freshmen
students will be required to download the “Find my iPad” app in cases of loss or theft.
For the purpose of this program, the word “devices” will include: laptops, netbooks, smartphones, iPods,
iPads, tablets, eReaders, smart watched and any other devices the administration deems defines as device.
Laptops brought on campus must have current anti-virus software.
Users must respect and protect the privacy of others by:
·
Using only assigned accounts.
·
Only viewing, using or copying passwords, data or networks to which they are authorized.
·
Refrain from distributing private information about others or themselves.
·
Not recording, transmitting or posting photographic images or video of a person(s) on campus
during school hours or during school activities, unless otherwise allowed by faculty and staff
Users must respect and protect the integrity, availability, and security of all electronic resources by:
·
Observing all school internet filters and posted network security practices.
·
Report security risks or violations to a teacher or administrator
·
Not destroying or damaging data, networks or other resources that do not belong to them,
without clear permission of the owner.
·
Conserving, protecting and sharing these resources with others.
·
Notifying faculty and administration of network malfunctions.
Users must respect and protect the intellectual property of others by:
·
Following copyright laws (no making illegal copies of music, games or movies).
·
Citing sources when using others’ work (not plagiarizing).
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Users must respect and practice the principles of community by:
·
Communicating only in ways that are kind and respectful.
·
Reporting threatening or discomforting materials to an administrator.
·
Not intentionally accessing, transmitting, copying or creating material that is illegal (such as
obscenity, stolen materials, or illegal copies of copyrighted works).
·
Not using the resources to further other acts that are criminal or violate the school’s code of
conduct.
·
Avoid spam, chain letters or mass unsolicited mailings.
·
Refraining from bullying, selling advertising or otherwise conducting business, unless approved
as a school project.
Users must respect and practice the expectations of the school by:
·
Adhering to the Student Handbook and ADLA Acceptable Use Policy.
·
Silencing all approved devices while on school campus, unless otherwise allowed by a teacher.
·
Charging devices prior to school and run on battery while at school. Charging devices will
only be permitted in the library.
·
Understanding that SGMHS is not responsible for maintaining or troubleshooting student tech
devices.
Users may, if in accord with the policy above:
·
Design and post web pages and other material from school resources.
·
Communicate electronically via tools such as email, student learning management systems,
chat, videoconferencing, (students must be under the supervision of a teacher).
·
Use the resources for any educational purpose.
Consequences of Violation
Violations of these rules may result in disciplinary action, including the loss of a user’s privilege to use the
school’s information technology resources. Further discipline may be imposed in accordance with the
handbook to and including suspension or expulsion depending on the degree and severity of the violation.
The use of SGMHS owned information technology resources are not private. School and administrators
monitor the use of information technology resources to help ensure that uses are secure and in conformity
with this policy. Administrators reserve the right to examine, use and disclose any data found on the school’s
information networks in order to further the health, safety, discipline or security of any student or other
person, or to protect property. They may also use this information in disciplinary actions, and will furnish
evidence of crime to law enforcement.
SGMHS Gmail Accounts
In order to provide ample ways of communication to students, SGMHS has implemented the use of
School-wide Gmail accounts. Each student has been assigned a SGMHS Gmail with the following pattern:
First Initial+ Last name + Graduation Year @missionpioneers.org
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Ex: Mary Smith- Class of 2019
msmith19@missionpioneers.org
Students are to email faculty and staff using this account for school purposes. The Gmail accounts are
monitored by the Curriculum Office. Faculty & Staff will use this as a tool to communicate with students,
send files, share class and group calendars, etc.
Quarter Exams/Projects
At first and third quarters, quarter exams/projects may be given during regular class sessions.
Semester Exams
At the end of each semester, there are four days of comprehensive semester examinations. Each semester
exam will be worth 20% of the semester grade. On each of these days, a special schedule is followed and
each examination is one and a half hour. Semester passes, indicating clearance, are required to take exams.
Clearance includes: Christian Service hours, detention, and financial obligations (i.e. tuition, library fines,
parent contract, sports fees).
Homework
All students are expected to spend from two to three hours of study outside of class time every night,
carefully preparing for the next day's classes. Homework and make-up work should be completed according
to the individual class syllabus. Honors and Advanced Placement courses may require additional class and
study time.
Tutoring
If a student requires private tutoring or parents wish to have a student tutored in school subjects, the parents
are responsible for engaging the tutor and paying all tutoring costs. The school may assist the parents in
identifying tutoring resources.
Teachers may not be paid for tutoring students assigned to their classes. With prior permission from
the principal, teachers may tutor other students who attend the school and be paid for such tutoring
by the parents.
A school may arrange with independent contractors or entities, who are not teachers or staff at the school to
provide tutoring on a fee basis. Independent entities must have appropriate licenses, agreements for use of
the premises and insurance. All tutors and entities must comply with the procedures and policies of the
extended day program and the Archdiocesan Guidelines for Adults Interacting with Minors at Parish or
Parish School Activities or Events.
NHS students provide tutoring. If students need extra assistance, they should seek appointments with the
teacher. Faculty members have a scheduled day and time for tutoring.
Field Trips
Various field trips are organized to enhance and strengthen classroom subject matter. Arrangements for
these trips are made by the faculty member involved, the Curriculum Office, and the administration. Parent
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permission slips are required for all field trips. Since field trips are a privilege, students who have attendance,
academic, or disciplinary problems may be excluded by individual teachers from attending. When necessary,
a field trip permission form/faculty release must be signed by all students’ teachers in order to attend. All
students must wear prescribed uniform on school field trips, unless otherwise stated.
Summer School, Make-up Grades/ Courses, etc.
All courses in which a student receives a failing grade must be made up in an approved summer
school/on-line program. If a course is not offered at SGMHS Summer School, a list of approved summer
schools will be published by the Curriculum Office. A student must have approval from the Academic
Counselor and Dean of Academics if taking summer school outside of SGMHS. Proof of admissions is
required. A copy of official transcripts must be submitted to the Curriculum Office within one month of
completion in order for credit to be given. (cf. VI-5)
Grading Scale
The following scale is used in computing grades. This scale appears on all transcripts as an explanation of
letter grades.
A
B
C
D
F

100.00-89.50
89.49-79.50
79.49-69.50
69.49-59.50
59.49 and below

Grade Point Average
There are two types of GPA calculations: weighted and non-weighted. (cf. VI-3)
A student's non-weighted grade point average (GPA) is calculated as follows:
·
Assign a grade point for each class using a 4.0 scale.
·
Multiply grade points received for each class by credits attempted to each class.
·
Add total grade points received
·
Divide by total number of credits attempted
Weighted total GPAs are calculated as follows:
·
Same as above except assign grade points from a 5.0 scale where grades in an AP or Honors
class earn 1 extra point.
Weighted total GPAs are used in the selection process of valedictorian and salutatorian, undergraduate
awards, honor rolls, and class rank.

IV.

HONORS, AWARDS, & GRADUATION

Scholar Athlete Green and Black Cord
The Scholar Athlete Cord is awarded to senior athletes who meet the following criteria:
·
Receives an athletic letter in at least one varsity sport in her sophomore, junior, and senior
years
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·
Maintain a 3.5 cumulative weighted GPA in her sophomore, junior, and senior years.
·
Outstanding school and community service
·
Displays high levels of integrity, self-discipline, character, respect, motivation, and courage
with personal standards that serve as a role model to others.
Students who are awarded the Scholar Athlete Cord will be given an opportunity to apply for a scholarship
offered through the SGMHS Booster Club. The scholarship recipient will be announced at the Senior
Awards Assembly.
Athlete of the Year:
This award is presented to a Senior Athlete at Senior Awards. San Gabriel Mission High School Athlete of
the Year must demonstrate and possess the following criteria:
·
Have participated in one or more varsity sports both her junior and senior year
·
Be an active member of GAA
·
Maintain a weighted cumulative GPA of 3.0 or higher in both her junior and senior year
·
Have achieved all league or 1st team honors of the horizon league in either of the varsity
sports she has participated in for junior or senior year
·
Exhibited a high level of commitment to both practice and game schedule (league and
exhibition)
·
Fulfilled requested/required roles with regards to helping to the success of the her team
·
Exhibit the following positive qualities on and off the court/field:
·
Leadership
·
Team work
·
Communication
·
Commitment and loyalty
·
Work ethic
·
Ambassadorship – good representative of the sport, and of the school
·
Respect for coach, teammates, opponents and officials
·
Fair play/honor
·
Sportsmanship
·
Recognizing that there needs to be a balance between academic and sporting life.

Student Council Black Cord
All seniors serving on student council as a class officer or club president for at least three years may apply for
a black cord to be worn at graduation.
ASB Purple Cord
All graduating ASB officers will receive a purple cord in honor of their service to the school
Red Cord
(see Service Learning)
IB Diploma Programme Candidates
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IBDP Candidates who complete all IB requirements (internal and external assessments, EE,TOK, CAS) will
receive an official IB medallion and graduation stole to be worn at graduation.
Woman of Integrity
Honesty, honor, reliability: these words describe the qualities of a Young Woman of Integrity. Each year, the
faculty and staff selects a senior student who represents the truest characteristics of Integrity among the peers
in her class.
Young Woman of Mission
The distinction of Young Woman of Mission is to honor a student who has embodied the ideals of San
Gabriel Mission High School throughout her four years here. She exemplifies the spirit of Mission through
her accomplishments and achievement. This student is selected by the entire faculty and staff of San Gabriel
Mission High School.
Valedictorian and Salutatorian
The Valedictorian and Salutatorian traditionally represent the senior class with speeches at the Academic
Awards Ceremony and Graduation. These students are the two seniors with the highest weighted cumulative
GPAs (Valedictorian – highest/Salutatorian 2nd highest) over their four years at San Gabriel Mission High
School, and the approval of the Principal.
Honor Societies
Students are encouraged to apply for academic honors. Announcements are made when applications are
available. There are four Honor Societies within the school. The first three have membership based on
achievement in the curriculum course offerings for the current school year.
National Honors: National Honor Society
This is a nation-wide organization; our chapter number is 11221; our affiliation number is 027728; our name
is VERITAS (Latin for "Truth"), in keeping with the Dominican Charism. This society is composed of
sophomores, juniors and seniors who have achieved an unweighted cumulative 3.5 GPA and who have also
demonstrated leadership, service, and character throughout their high school experience. Students must
apply for membership and are chosen annually by the NHS Board and Advisor in accordance with the
by-laws of NHS. A special induction ceremony takes place once a year in the fall semester. Membership is
for life.
At graduation, NHS members wear a special blue emblem insignia over their graduation gowns. They also
wear a blue and gold tassel. This honor is a permanent record on their transcript.
State Honors: California Scholarship Federation
CSF is a state-wide honor society; our chapter number is 409 SC. Membership in this organization is attained
by earning 10 CSF points. An explanation can be found on the application form for CSF, which is available
from the Curriculum Office.
CSF Life Membership (7 semesters)
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Rules:
1.
CSF membership from 6 semester reports of 9th, 10th, and 11th grades.
2.
CSF membership in 12th grade.
Benefits:
·
Eligibility to apply for Life Membership Scholarship offered by certain colleges and
universities in California and nationally.
·
Award of CSF stole worn at graduation.
·
Permanent record on transcript.
CSF Membership (5 semesters)
Rules:
1.
CSF membership from at least 4 of the 6 semester grade reports of 9th, 10th and 11th grades.
2.
CSF membership in 12th grade.
Benefit:
·
Award of honor cord worn at graduation.
Mission Honor Roll Life Membership (6 semesters)
A green cord is worn at graduation by those students who received a weighted cumulative GPA of 3.5 and
above for six semesters one including senior year.
Principal’s Honor Roll
PHR is a school recognition for students who earn a GPA of 4.00 and above in six courses and have good
conduct and effort for the semester.
Dean’s List
Dean’s list is a school recognition for students who earn a GPA between 3.75 and 3.99 in six courses and
have good conduct and effort for the semester.
Mission Honor Roll
MHR is a school recognition for students who earn a GPA of 3.5 – 3.74 in six courses and have good
conduct and effort for the semester.
Students who receive a “D” of “F” in any subject or negative comment (N or U) in citizenship or work habits may jeopardize a
student from recognition in NHS, CSF, PHR, Dean’s List, and MHR.
Pioneer of the Month – ISO recognition
Each month SGMHS focuses on one ISO and chooses a student from each grade level that best exemplifies
the characteristic of the particular ISO in who she is and what she does. She is honored with a certificate and
is stated on her transcript.
VERITAS Award

Updated:8/20/2018
34

As a part of our annual Dominican Day celebration, we honor a senior who demonstrates what it means to
be Dominican. VERITAS is Latin for “truth”. St. Dominic was a pioneer of his time because instead of
staying in the priory and praying all day, he was called to go out and preach the “truth” about our faith. Too
many people had the message about God and our human goodness wrong! He literally went out to preach
the Good News!! A large part of the Dominican Charism is the search for “Truth” together. The capital
"T" is for Jesus. Below are some qualities the faculty and staff came up with as characteristics of a student
deserving of the VERITAS award.
V – Valor – has the courage to stand up for Truth by word and/or action!
E--Educated – puts her mind and heart into her studies!
R – Reconciliation & forgiveness- has admitted or exposed truths and can reconcile differences with
others!
I –Integrity – honest, good, and genuine in all she does!
T-Team player – is a leader who works humbly with all people for others!
A-Active- involved in their Church and/or Faith community!
S- Service- helps those in need and stands up for peace & justice!
Commencement Activities include the Senior Awards Ceremony on Campus, Baccalaureate Liturgy in San
Gabriel Mission's Chapel of the Annunciation and the Commencement Exercises in the Mission Play House.

V.

GUIDANCE & COUNSELING SERVICES

Throughout their years at San Gabriel Mission High School, students collaborate with the Counseling
Department in the planning of their academic programs. Counselors, working with the Curriculum Office,
faculty and parents, assist students in evaluating their ability and guide them to pursue a course of studies that
best suits their potential and future life goals. Where necessary, remediation and enrichment are encouraged.
Standardized tests administered regularly according to national and local schedules, are offered to students as
part of this evaluation and guidance process.
Each student has an appointed counselor who will contact her at various times each semester to discuss
academic progress, to motivate the student to reach her highest potential, to offer encouragement and any
help which is needed. Students are free to request appointments with their designated counselors or with
another counselor at any time.
Counseling and guidance services (cf. VII-3-4) include those listed below:
Academic Counseling
Academic counseling provides ongoing services to each student to help her plan a program of classes each
year, taking best advantage of San Gabriel Mission High School’s strong curriculum. Advisors, teachers, and
parents must approve course selections. Students on all levels are given guidance in understanding and
evaluating test scores.
Career Counseling
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Career Counseling is provided primarily by the Academic Counselor. A career section of written material is
available in the College Career Center. Career opportunities pertinent to each subject area are discussed
within the respective classes.
College Counseling
College Counseling is available to students on all levels but offered more intensely to juniors and seniors. A
library of college catalogs is housed in the College Career Center. Students are encouraged to apply for
available grants, scholarships, and testing opportunities. The Academic Counselors as well as college
representatives visiting the school are available for individual and group guidance.
Personal Counseling
Personal counseling is available through the Counseling Office to SGMHS students/families between 7:30
a.m. and 3:15 p.m. during regular school days. Special appointment times may be set after school hours.
Outreach Concern
At SGMHS, we hope that students have a safe and confidential environment to express their problems,
challenges, or anxieties. Problems such as child abuse, sexual abuse, drugs, bullying, and parent/child conflict
often manifest as classroom disruptions, poor attention, low grades and even self-destructive behavior.
Outreach Concern is a school-based counseling agency that works with students on a confidential,
one-on-one basis to help them overcome obstacles that impact classroom performance. Outreach Concern is
available to all of our students with a signed parent release form.
Verbal/Written Confidences
Teachers, counselors, retreat leaders and other school personnel will respect the verbal or written confidences
of students, except in cases where the health or safety of the student or others is involved.
SGMHS BULLYING POLICY, PROCEDURES, AND PROGRAMS
SGMHS is committed to provide a safe and comfortable learning environment that respects Christian values
and is free from harassment, bullying or hazing in any form on or off campus. SGMHS believes that
individuals and groups have the right to be free from any form of harassment. If the implicated parties do
not comply with the SGMHS or Archdiocesan (see section XVI) Harassment/Bullying Policy, they will face
disciplinary consequences that may include disciplinary probation, suspension, or expulsion as well as involve
public authorities and a civil process.
Bullying is a conscious, willful, deliberate activity that is done either intentionally or unintentionally to harm
where the perpetrator(s) get pleasure from the targeted child’s pain/and or misery. It can be…
·
verbal,
○ Teasing
○

Name-calling

○

Inappropriate sexual comments
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·

○

Taunting

○

Threatening to cause harm

physical,
○ Hitting/kicking/pinching
○

Spitting

○

Tripping/pushing

○

Taking or breaking someone’s things

○

Making mean or rude hand gestures

·
relational:
o Relational Aggression (RA) is behavior that is intended to hurt someone by harming their relationships
with others. It is often covert and subtle and requires careful observation. It is not just “kids being kids.” It is
hurtful, intentional behavior that damages self esteem and makes it difficult for creating and maintaining
healthy relationships. It may include all or some of the following behaviors:
§ Eye rolling
§ Ignoring
§ Building alliances
§ Teasing and put downs
§ Spreading rumors and gossip
§ Forming exclusive cliques
§ Cyberbullying
·
have as its overlay race, ethnicity, religion, gender (including sexual orientation), physical, or
mental ability,
·
includes all forms of hazing and
·
cyberbullying:
o negative postings through photos or words against school, faculty, staff or students published on
social networks sites like, but not limited to Facebook, Twitter, and Tumblr,
·
continuous and repeated over time, but does not have to be. Once is enough to constitute
bullying.
There are NO INNOCENT BYSTANDERS- not to acknowledge bullying for what it is or to simply
dismiss it is to be a complicit bystander. A non-innocent bystander is someone who witnesses the bullying
but refuses to acknowledge the bullying or to simply dismiss it. The bystander is implicated when they refuse
to…
o Stand up for a target
o Speak out against an injustice
o Take responsibility for what happens
A bystander should…
o Refuse to be a party to the bullying
o Support the target privately
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o
o
o
o
o
o
o
o

Talk to the bully publicly or privately
Intervene on behalf of the target
Don’t repeat the rumor
Invite an isolated classmate over
Don’t laugh at the derogatory joke or put down
Tell an adult about the bullying
Join with others to stand up to a bully
Step in alone

Parents, students, faculty, and staff should report any and all bullying incidents described above to an
SGMHS administrator especially the Dean of Student Life and/or Director of Counseling. The student
alleging harassment will be asked to complete a formal, written complaint. The claim will be investigated
thoroughly and will involve only the necessary parties. Confidentiality will be maintained as much as possible.
Bullying Procedures
1. A Written Report of the Alleged Incident is taken by Dean of Student Life and/or Director of
Counseling
2. Parents of all implicated students are notified of allegations made
3. Investigation of all implicated
4. Bully, Bystanders, & Target Process
5. All parties are asked to participate in one or all of the following at the discretion of the Dean
of Student Life and Director of Counseling
a. The three R’s - Restitution, resolution, reconciliation
i.
apologize to the student who was harmed/bullied
ii.
go to everyone she told it to:
1. tell them it wasn’t true
2. ask them to stop spreading it
3. ask them to let everyone they told know that she was part of spreading the
rumor and wants to correct the damage done
4. to the best of her ability repair any harm done to the target of her act
5. heal with the child she harmed
b. If they choose not to be involved in the above process, all parties implicated will need
to sign a Harassment Contract stating they will no longer be bullying, bystander, or
target the bulliers in retaliation. Depending on the incident all implicated will face
disciplinary consequences that may include disciplinary probation, suspension, or expulsion
as well as involve public authorities and a civil process.
c. Pledge of Reconciliation between the Target, Bystanders, and Bully – if this pledge
is broken the student will face disciplinary consequences that may include disciplinary
probation, suspension, or expulsion as well as involve public authorities and a civil process.
Programs for prevention are imperative to ending the cycle of bullying, bystanders, and targets. At SGMHS
we have the following programs in place to help with school climate and in turn prevent bullying:
·
SMART Frosh Orientation Year-long Program
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·
·
·
·
·
·
·
·
·
·
·

Big Little Sister Program
Professional Development on Bullying/Cyber Bullying
Class Retreats
ISO development through curriculum and Pioneer of the Month
Pro-Kindness Week
Bullying Assembly
Digital Citizenship Bulletin Boards & Assemblies
Counseling and Counseling programs like Girls Support Group
Electronic Device/Cell Phone Policy & Appropriate Use Policy
Pioneer Class Incentives
Classroom walk-throughs and observations

NAVIANCE
The Counseling Department utilizes a web-based program to monitor and assist students in completing a
portfolio of their high school test scores, course credit, and accomplishments. In addition, this platform will
be used as the main source of communication between students/parents and the Counseling Department
during the college application process.
Testing Program
Mission provides the following testing services for the students: (cf. VI-3)
Preliminary Scholastic Aptitude Test (PSAT): Taken by all freshmen, sophomores and juniors in
October. This test is designed as a preparation for the SAT test, and is also the qualifying exam for the
National Merit Scholarship Program.
Advanced Placement (AP): Exams are offered at the end of the spring semester for an opportunity to earn
college credit;
International Baccalaureate (IB): Exams are offered at the end of the spring semester for an opportunity
to earn college credit and/or receive an IB Diploma through the IB Diploma Programme.
High School Placement Test (HSPT): The HSPT is administered for incoming students in February.
These results are used to determine the course placement of each incoming student.
College Admissions Testing
Necessary information and applications for the following tests are available in the College Career Center
SAT Reasoning Test (Scholastic Assessment Test)
This is a 3-part test on critical reading, mathematical abilities, and writing skills that the student has developed
in high school. It is the basis of admission to most 4-year colleges and universities. Any senior planning to go
to a 4-year college should take the SAT Reasoning Test by December of his or her senior year. Juniors are
encouraged to take the SAT Reasoning Test in the spring of their junior year. Online registration is at
www.collegeboard.com
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SAT Subject Tests (College Board Achievement Tests)
This is a series of tests that assess what has been learned in a particular subject area. Online registration is at
www.collegeboard.com

Test

Fee

SAT with Essay

$60.00*

SAT without Essay

$46.00*

SAT Subject Tests™ Basic registration fee
Language Tests with Listening (add to basic reg. fee)
All other SAT Subject Tests (add per test to basic reg. fee)

$26*
add $26*
add $21*

Late Fee (if registering after regular deadline but before late registration
deadline)

$29

*Fee Waivers are available, to find out if you qualify or for more information you must contact your
Academic Counselor.
ACT (American College Testing Program)
The ACT, like the SAT Reasoning Test, is a college entrance test. Every senior should check the test
requirements of the college she chooses to find out what tests are required for admissions. Some students opt
to take both SAT Reasoning Test and ACT. Online registration is at www.act.org
Basic registration fee (per test option)
ACT (No Writing) $46*
Includes reports for you, your high school (if you authorize reporting), and up to four college choices (if valid
codes are provided when you register).
ACT Plus Writing $62.50+
Includes reports for you, your high school (if you authorize reporting), and up to four college choices (if valid
codes are provided when you register). The $16.00 Writing Test fee is refundable, on written request if you
are absent on test day or switch to the ACT (No Writing) before you begin testing.
*Fee Waivers are available, to find out if you qualify or for more information you must contact your
Academic Counselor.
+

If ACT is used in place of SAT Reasoning test, student should sign up for ACT Plus Writing.

Late registration fee $29.50
For registration or test date change submitted during the late period for a national test date
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VI.

FINANCES: POLICIES, GUIDELINES, AND PROCEDURES

Tuition _

Plan A $9,115.00 per student
● No Fundraising
● No Service Hours
Plan B $7,956.00 per student
● Mandatory Fundraising Fees:
○ 60 Raffle tickets for the Annual Raffle ($300.00)
○ $200 PTA Fee
●
●

30 Service Hours per year ($15 for each hour not served
Applicable Fees do apply - see below for details

Discounts:
Second Daughter:

$1500

Additional Fees:
*EVERYONE IS RESPONSIBLE FOR THE FOLLOWING APPLICABLE NON
REFUNDABLE FEES REGARDLESS OF THE PLAN YOU CHOOSE
New Students Only:
*APPLICATION FEE $60.00 per new student
*REGISTRATION $600.00 -Fee is non-refundable
*IPAD $400 – $600
All Students:
*REGISTRATION $600.00 per student
*TECHNOLOGY FEE $85.00
*RETREAT FEE: $110.00 Freshman & Sophomores/ $150 Juniors / $175 Seniors
*LAB/ART FEE $30 per class
*TEXTBOOKS/eBooks $200- $500 per student (approx.)
Seniors Only:
*GRADUATION FEE $500.00 (class of 2019) due by March 29, 2019
Misc. Fees/Optional Fees:
*AP EXAM FEE $ 94.00 per test
*SPORTS FEE $210.00 per student per sport ($190. for second sport; $170.00 for third sport.)
*SPIRIT PACK $200 per sport (approx.)
*MISSED PARENT MEETING $30
*YEARBOOK $100
International Baccalaureate Program fees*International Diploma tuition: $1,200 per year (offered junior year)
*International Baccalaureate certificate: $275 per class (offered junior year)
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Tuition Policy
SGMHS believes that tuition payments are an investment in your daughter's education and religious
formation. It is the responsibility of the school administration to ensure that adequate financial resources are
available and affordable for all families. In November of each school year, the CEF applications are made
available. SGMHS uses this application to determine financial need. Failure to complete a CEF application
may result in the loss of financial aid for the following academic year.
Tuition Payment
All families shall be expected to make tuition payments according to one of these payment plans. (cf. X-8)
Each family's preferred manner of payment must be submitted each year at the time of registration in March.
Unless indicated, payment will be submitted using the FACTS Tuition Management System. Options for
payment will include:
Full Payment:
Under this plan the entire amount of tuition and fees are paid directly to the school on or before July 1st.
Semester Plan:
Under this plan the entire amount of tuition and fees are paid in two installments, due on July 7th and
December 5th. This would be paid through the FACTS plan.
Monthly Plan:
Under this plan the entire amount of tuition and fees are paid monthly over a 10 – 12 month period
beginning in July. This would be paid through the FACTS Plan. Through this plan, the family authorizes
their bank to transfer the tuition payment from a checking or savings account on any date of preference each
month. There is an annual fee of $45.00 for this deferred payment plan.
Late Registration
Families registering after July 1st shall be expected to fulfill their tuition obligations according to the tuition
policy stated previously.
Late Payments
It shall be the responsibility of each family to keep the school Business Manager informed of their need to
make any changes in their preferred tuition plan or adjustments in the amount of tuition expected to be paid.
Without such information, the following policy will apply when tuition payments are received late:
Monthly Payment/Cash Basis:
School families, who choose the monthly payment plan and miss a monthly payment due to insufficient
funds, will be automatically charged a $25 missed payment fee by FACTS and may incur a similar penalty
from their own banking institution. After being informed of a missed tuition payment by FACTS, the missed
payment will be re-attempted on the next available payment date. If an emergency has occurred, suitable
arrangements must be made with the Principal.
Financial Aid
School donors and benefactors make available tuition awards and scholarships for needy and deserving
families. The list of Archdiocesan financial aid recipients is finalized by September of each year. In order to
qualify for financial assistance all parents must submit a completed CEF application available in November of
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each year. Failure to complete the CEF application will result in loss of financial assistance. For the sake of
your family's security and peace of mind, and for the general financial stability of the school, we encourage
parents or guardians to contact the school as soon as possible when circumstances change and they are
experiencing economic difficulties. (cf. X-9)
Non-Admission/Suspension of Students Due To Tuition Delinquency
School families failing to pay tuition, and those who have been unwilling to make suitable alternative
arrangements with the school, or those families who are 1 month or more in arrears, will be informed that
their child/children will be suspended until tuition is brought current. Students must remain at home for the
duration of the suspension.
Tuition Contracts
All families must have established their tuition contract prior to the first day of school. If not, students will
not be admitted on the first day of school.
If by December Finals tuition is in arrears students may not be allowed to take semester finals and no
semester report card will be issued.
If by June Finals tuition is in arrears students may not be allowed to take finals, receive reports cards and
permanent records will not be released by administration.
After May 1st all outstanding debts must be paid by cash, money order or credit card.
Seniors must be current with tuition and all other financial obligations in order to participate in
senior activities. This includes prom, Grad Nite, graduation, diploma and final transcript release.
Delinquent Tuition from Previous Year(s)
All previously unpaid tuition must be paid to the Business Office at SGMHS, if a student is to be re-admitted
on the first day of class for a new school year. If payment is not possible, suitable arrangements must be
made with the Principal.
Tuition Refunds for Full or Semester Payments
When adhering to the full or semester payment plan, families withdrawing students prior to the first day of
school shall be refunded tuition paid, less one month of tuition. After the first day of school, tuition refunds
shall be issued for payments made beyond the current month. The current month is pro-rated over the
number of school days each student was in attendance. Please allow five (5) working days for any
circumstances which need approved refunds. Note: Tuition is non-refundable for families following the
monthly payment plan.
Registration Fees
A separate, non-refundable registration fee of $600.00 is to be paid starting March 1st. The non-refundable
application and testing fee for incoming and transfer students is $60.00 per student.
Returned Checks:
Families, whose checks are returned for “insufficient funds”, must pay by cash or money order for the
remainder of the year and a $25.00 fee will be charged.
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VII. STUDENT WORK EXPERIENCE
No minor under eighteen (18) years of age and over sixteen (16) years of age who is required to work to
attend school, and no minor under sixteen (16) years of age may work without a permit. Work permit
applications are available through the local school district.

VIII. PARENT SERVICE HOURS AND EVENT REQUIREMENTS
SGMHS Parent Contract 2018– 2019
Parents who have elected to pay Plan B are required to contribute 30 hours of service to Mission High School
each school year (15 hrs must be completed by December Final exams, the remaining 15 hrs must be
completed by May/June Final exams). Please note that for the Mission Fiesta the maximum hours is 15
unless approved by Principal for Fiesta Captain.
Check the list of events and opportunities on page two and write below which of the events you are most
interested in volunteering.
Due to the increased security on campus, please do not drop by the school for volunteer work unless notified
to do so.
Parents will earn one hour credit for every hour worked and for every committee meeting attended. In
joining a committee it is possible to earn the required 30 hours in one activity. At Fiesta time you may also
earn two hours of service for each book of raffle tickets sold.
Any donations made to the school may be redeemed for service hours; however any used donations must be
assessed and approved by the contract coordinator. When turning in donations, you must turn in a copy of
your receipt in order to receive credit. Every $15 spent is an hour earned.
Many of our events are in need of door prizes and raffle baskets, if this is something that works for you
please contact Mrs. Sosa for more information for this year-round opportunity: asosa@sgmhs.org
Donation Suggestions:
● White Copy Paper
● Smart and Final Gift Cards
● Movie Passes
● Starbucks
● Gas Cards
● Restaurant Gift Cards
● Department Store Gift Cards
● ITunes Gift Cards
● “Themed Baskets”, i.e. Spa, Movie, Music, Beauty, etc.
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Do you have a trade? Please let us know if you are a painter, plumber, electrician, computer tech, a
seamstress or if you are a business owner that can provide us with items that are needed. (A wish list is
available upon request)
Any questions regarding the Parent Contract should be directed to Mrs.Sosa at asosa@sgmhs.org or
626/281-3181 X 107.
PARENT BOARD
San Gabriel Mission High School’s Parent Board, to which every parent belongs, selects a slate of officers
who form the Parent Board. As a collaborative SGMHS Parent Board Core Member, they fully committed to
the mission of SGMHS and pledge to pro- actively carry it out. They understand their duties and
responsibilities and must apply for a Core Member position. Eligibility Requirements: 1. You must be a
parent or guardian of a current student of San Gabriel Mission High School 2. You must provide a signed
agreement 3. You must always maintain the best interests of our daughters and the school 4. You must be a
role model, treat everyone with the highest respect and model the schools values. The Board meets monthly
to plan the calendar of events for the school year and to oversee all parent activities of SGMHS. All Parents'
Club proceeds benefit SGMHS students. The educational, spiritual and social events planned are publicized
at the opening of the school year, and parent participation is strongly encouraged. Parents also sign a parent
contract and participate in both fundraising and mandatory work hours for school-sponsored activities.
General Parent Meetings are held in the Fall and the Spring and are mandatory for one parent from each
family to attend. Missed meetings incur a $30 fee.
ATHLETIC BOOSTER CLUB
The Athletic Booster Club is open to all parents of the Mission community. The members of this club plan
and facilitate various fundraisers with the approval of the Athletic Director and Principal in an effort to foster
continued improvement for the athletic program. The Booster Club meets on the second Tuesday of each
month.
PARENT ADMISSIONS COMMITTEE
The Parent Admissions Committee was established in 2018 for the purpose of assisting in the promotion of
San Gabriel Mission High School to increase community exposure and enrollment. The members consist of
current SGMHS parents and are selected and must be invited by the Principal and/or Marketing/Admissions
Director. Meetings are held monthly with additional meetings as needed.
ALUMNI ASSOCIATION
SGMHS Alumni Association was formed in the spring of 1981. All graduates of SGMHS are eligible to join.
Meetings are held the first Wednesday of every month. The main purposes of the Alumni Association are to
build up the Endowment Fund, provide scholarship grants to current students, and host selected social
functions for alumni.
CAMPUS MINISTRY PARENT BOARD
The Campus Ministry Parent Board at SGMHS is a parent organization dedicated to supporting campus
ministry in several ways. From Fundraising to chaperoning and providing transportation to events, to
donating needed items, and organizing ministry-related events, the board works to support efforts of the
Veritas student campus ministry in its mission to create a loving, life-giving and spiritually enriching
environment for all present on the high school campus.
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IX.

ATHLETIC OPPORTUNITIES

Girls Athletic Association
This association promotes spirit, unity, enthusiasm and fosters responsibility, sportsmanship, and loyalty in a
wide range of sports activities and events. Membership is this association is mandatory for those who
participate in interscholastic sports. Each member is required to participate in all fundraisers. These fund
raisers require athletes to sell tickets for the various events.
Team Sports
The team sports that are offered at Mission consist of cross-country, volleyball, golf, basketball, soccer,
softball, track and field. Mission is a member of the California Interscholastic Federation (CIF) and the
Catholic Athletic Association (CAA). All athletic teams engage in competition within the Horizon League
which consists of the following schools: Alverno, Bishop Conaty Our Lady of Loretto, Holy Family, Sacred
Heart and Ramona Convent.
Eligibility for Sports Participation and Try-outs
To become eligible for participation in your sport, you must receive academic and medical clearance from the
athletic office prior to attending your first tryout or practice each school year. Your coach will not allow you
to participate in any team activities until you have presented him/her with a copy of your clearance from the
athletic office. To obtain athletic clearance, an athlete must:
Have an Athletic Packet and physical on file in the Athletic Director’s office and must meet academic
eligibility criteria for their particular season of sport which is as follows:
o Summer/Fall Sports Teams – based on 2nd semester marking period of the previous school
year
o Winter Sports – based of 1st quarter marking period
o Spring Sports – based on 1st semester marking period
Attendance
Attendance at school is very important for all athletes. Athletes must be on time and attend two full class
periods of a block schedule and four full class periods of a plaid day in order to practice or participate in an
athletic contest on that day. Students may not be dismissed early to participate in a game and/or competition
if a teacher has communicated to the Athletic Director that the student has attendance and/or academic
deficiencies. In the case of a Saturday game, the athlete must have been in attendance two full periods of a
Friday schedule. Athletes are never permitted to remain home for any amount of time on the day of a
scheduled game or tournament in order to “sleep-in” or “rest-up.” This will constitute a cut and the student
will be subject to disciplinary action.
Academic Eligibility for Athletes/Activities
Academics is a students primary responsibility. Therefore, continued participation in athletics is dependent
upon maintaining passing grades which are tracked through the Aeries program and attending the zero period
for all athletes on a weekly basis during their season of sport. The Assistant Principal of Curriculum,
Counselors, Athletic Director and/or Associate Athletic Director are notified if a students grades begin to
drop during participation in sports or activities.
Athletes must meet the academic requirements of the California Interscholastic Federation (CIF) and San
Gabriel Mission High School before they are able to participate in try-outs or conditioning for any sport. This
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rule applies to incoming freshman athletes(8th grade report card will be checked for eligibility) and returning
athletes of Mission. (2nd semester report card will carry over to summer conditioning and fall try-outs)
Any student participating on an athletic team or activity must maintain a total weighted GPA of 2.0 or better
with no D’s, F’s or Incompletes at the marking period. Marking periods are at the quarter and semester. If a
student receives one D on her report card at the marking period, their GPA must be at a 2.5 or above to be
eligible to participate in athletics or activity. Students who fall below a 2.0 or have more than one D, F or
Incomplete, will be placed on academic probation and be prohibited from participation in athletics or activity
until the next marking period. During the probation period, the student must continue to attend the zero
period class. They must also seek the appropriate tutoring from the teacher of the class they are deficient until
a passing grade is maintained. If the student attends the tutoring sessions on a weekly basis and has
maintained a passing grade in the class they are deficient, they will be considered for restricted eligibility at the
next progress report. Restricted eligibility will allow the student to:
●
●

Practice with respective team(no games)
Attend club/activity meetings (no active participation)

If a student does not attend zero period and seek tutoring from the teacher of the class they are deficient,
they will not be considered for restricted eligibility and will jeopardize their return to the team/activity.
Full eligibility will be restored upon a posted GPA of 2.0 or better with no D’s, F’s or incompletes at the
subsequent marking period. If a student does not meet eligibility requirements, they will be removed from the
team/activity for the remainder of the season/year and will not be allowed to try-out for the next sport or
return to the activity.
Game Day Team Dress
On game days, athletes must be in full formal uniform or the official team polo approved by the
administration. The school and team uniform must be worn appropriately, neatly and with school pride.

X.

SPIRITUAL OPPORTUNITIES

The required four-year religion course sequence has been designed thoughtfully and carefully to provide the
student with a rich understanding and appreciation of her relationship with God, self and others.
To further support the student, staff, and facultys’ faith life, prayer services are offered in addition,. to regular
liturgies. The chapel is available for classes to celebrate liturgy together and for private reflection during the
day.
Liturgies/Prayer Services
Student Campus Ministry Team members plan and organize liturgies and prayer services throughout the
school year. Our school community, along with San Gabriel Mission Elementary School, participates in
liturgies on special feasts and other special occasions, which are held at the Chapel of the Annunciation or in
the school auditorium. Our music ministry choir helps enrich our liturgical celebrations.
Our Sacramental celebrations and prayer services include:
● Sacrament of Reconciliation (twice a year);
● Welcome Week Liturgy;
● Liturgy of the Archangels or Liturgy of the Holy Spirit;
● Living Rosary Prayer Service;
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●
●
●
●
●
●
●
●
●
●

All Souls/All Saints Day Liturgy;
Liturgy of the Immaculate Conception or Our Lady of Guadalupe;
Advent Prayer Service;
Catholic Schools Week Liturgy;
Dominican Day Prayer Service;
Ash Wednesday Liturgy;
Lenten Stations of the Cross;
Farewell Liturgy/Crowning of Mary;
Baccalaureate Liturgy;
End of the Year Prayer Service.

Campus Ministry - VERITAS
Campus Ministry exists for students, faculty and staff. Through retreats, sacramental experiences, service
opportunities, prayer experiences, peer ministry, and spiritual counseling, the campus ministry program strives
to unite the students, faculty and staff in building up a faith community that proclaims and lives the Gospel
values and celebrates together the presence of God among us and in our local community.
Campus Ministry is not a club, but a Campus Ministry team of Sophomores, Juniors & Seniors that commit
themselves to fulfilling a specific covenant they have created to fit the Spiritual needs of our school
community. Along with 5 other Mission San Jose Dominican High Schools we commit ourselves to the
ideals of Mother Pia & St. Dominic in our search for Truth together by living our Christian Leadership skills
we learned at our MSJ Campus Ministry Retreat. The Campus Ministry Team go through an intense
screening process and must maintain academic standards mentioned above. The screening process includes
an application, essay, recommendation and interview. Acceptance is based on GPA, involvement in their
faith life, ability to commit and share their time and talents with SGMHS, as well as a strong desire to serve,
lead and love as Disciples of Christ. The students function as the Campus Ministry team under the leadership
of the Director of Campus Ministry
JAM for LIFE -- Justice Action at Mission and Pro-Life Club
The group focuses on both education and action in response to contemporary worldwide issues such as
hunger, poverty, violence, racism, the arms race, immigration, and prisoners of conscience, environmental
issues, and other human rights concerns. Members are required to contribute 15 hours of service in one or
more areas dealing with issues being addressed. The group focuses on promoting a consistent ethic of life
from conception to death on and off campus. This club represents SGMHS at all Archdiocesan Pro-Life
events like the annual WALK FOR LIFE and Requiem for the Unborn Liturgy.
RETREATS
The spiritual component is a very important part of the Mission Philosophy and a graduation requirement.
Therefore, all students enrolled at Mission must attend and participate in these special retreat experiences
provided for them. Students must remain for the entire duration of the retreat; no coming late or leaving
early. We want the whole you the whole time. Each class has a special retreat. Freshmen have a half-day of
reflection in the fall and a full day in the spring. Sophomores have a one-day retreat. Juniors spend one night
and two days at a retreat location. Seniors spend three nights and four days at a retreat location under the
direction of the KAIROS retreat team.
CHRISTIAN SERVICE-LEARNING PROGRAM
Service-Learning is a graduation requirement which is based on responding to the Gospel’s call to love and
serve others in the promotion of social justice and the respect for all human life. Service-Learning is 20% of a
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student’s religion grade each semester.
All students must log their direct service hours in non-profit organizations interacting with the people they
serve. Additionally, all service hours must be from outside of your community. We DO NOT accept service
hours from San Gabriel Mission, any of your former schools, or any schools your siblings have attended. We
do not accept service hours from anywhere your parents work.
Frosh/Sophomore Service-learning requirements:
• A total of 25 service hours is required per year during a student’s freshman and sophomore years.
• Services are only on the approved list of organizations all others must be pre-approved by the
Service-learning Coordinator;
• Theological reflections, reflection sheets, and service logs/time sheets are collected for Religion Class credit
& are administered by the Service-Learning Coordinator;
• Portfolio & Oral Presentation of their Service-learning is due in place of their 3rd quarter exam Sophomore
Year.
Junior/Senior Service-learning Project Requirements:
• 90 hours of service to ONE approved non-profit organization and Peace/Justice Issue for 1 calendar year
(Junior & Senior Years); 40 hours are completed Junior year and 50 hours are completed senior year
• Theological reflections, reflection sheets, and service logs/timesheets are collected by the Service-Learning
Coordinator for Religion class credit
• Capstone-like project due 3rd quarter their Senior Year.
GRADUATION SERVICE-LEARNING RED CORD RECOGNITION
• To qualify to wear the Red Cord upon graduation you must have donated at least 250 hours of your time to
an approved Peace/Justice cause through an approved non-profit organization. At least 70 hours must be
from your freshmen and sophomore years combined.
• You must submit a Research/Reflection paper (MLA format) which gives a brief introduction of how you
have served and what you have learned the last 4 years at SGMHS (inside and outside of the classroom) in
regards to service, but then focuses our attention to the cause or population you decided to dedicate yourself
to in your Junior and Senior Years with cited research you have studied.
•Include research on your cause: What is the Church teaching on this? How are we supposed to respond
based on our scripture? How is the Dominican charism represented in my service-learning site? How did I
live out the Dominican charism while serving others and advocating for social justice? And what do other
disciplines say about this cause and why it is a pressing issue needing attention and concern?
• Include your own reflection based on your experience: what have you learned firsthand about this cause
through your time serving this population and this cause?
• Include how you are making systemic change: You must also talk about ways in which you have made
attempts toward systemic change and advocacy for this cause and the population it affects as well as ways we
can and you plan to in the future (this is an absolute requirement for the Red Cord).
• An oral presentation and PowerPoint or Smart presentation will be presented to a Red Cord review board
composed of staff, faculty, administration, students, and parent board members. This will be due and take
place 4 weeks into the 4th quarter of their Senior Year. A total of 250 hours are required to apply for this
award.

XI.

STUDENT ACTIVITIES AT SGMHS

STUDENT GOVERNMENT
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Student government promotes cooperative activity between students and faculty, encouraging student
initiative under the direction of school administration. All SGMHS students are active members of the
Associated Student Body. Under the leadership of the student officers, they plan student activities and
participation to encourage intelligent leadership and fellowship.
The student body maintains membership in the National Association of Student Councils and the Catholic
Association of Student Councils.
Student Council is a group of elected student officers who meet regularly and serve as a governing body for
student affairs. Student Council is made up of all ASB officers, all class officers, and the president of each
club. The key responsibilities and challenges of the student council are:
1.
To promote understanding throughout the SGMHS Community;
2.
To plan school activities in order to raise funds for school and class projects;
3.
To provide for expressions of student opinion;
4.
To develop student morale and school spirit.
Class Government
Class officers, together with their moderators, form a class board to plan and direct activities on a class level.
Running for Student Office
Students interested in running for ASB, Class, or Club offices have the opportunity each spring (election
dates are reflected on the school calendar). The requirements for running for the various student government
offices are published each election season or can be obtained at any time from the Director of Activities. All
Student Council members sign a contract agreeing to a code of behavior and expectations.
SAN GABRIEL MISSION HIGH SCHOOL ASSOCIATED STUDENTS’ CONSTITUTION
ARTICLE I: NAME AND COLOR
Section 1
The name of this organization shall be the Associated Students of San Gabriel Mission High
School.
Section 2
The Associated Student Body of San Gabriel Mission High School shall be familiarly known
as the Pioneers.
Section 3
Official school colors are Hunter Green and White.
ARTICLE II: PURPOSE
Section 1
The purpose of the organization shall be to provide a medium through which the students
cooperate with the faculty in promoting the general welfare of the school by fostering Christian principles of
conduct, by developing a strong Catholic leadership, and by encouraging a wholesome school spirit that has
its foundation in charity.
ARTICLE III: MEMBERSHIP
Section 1
Membership in this organization shall be extended to all registered students of San Gabriel
Mission High School. Only members in good standing (positive attitude, behavior, Christian service, and
attendance) with a majority (4) of their current teachers’ approval, however, shall be eligible to represent the
school in any elected office.
ARTICLE IV: MEETINGS
Section 1
The Associated Students shall meet in general assembly on a day designated by the Principal.
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Section 2 _
Special meetings of the Association may be called by the President of the Student Council
with the permission of the Principal and the Director of Activities. Notice of special meetings will be
announced beforehand.
ARTICLE V: DUTIES OF OFFICERS
Section 1
The officers of the Associated Students shall act as President, Vice- President, Secretary, and
Treasurer, and Special Affairs respectively, of the Student Council. If at any time, any officer is remiss
regarding her duties, she may be immediately relieved of her position for a time period determined by the
administration.
1. Student Body President
a.
To preside at all Student Council and student body meetings
b.
To call special meetings of the Student Council
c.
To vote in case of a tie
d.
Other specific duties are:
● To ascertain the presence of a quorum
● To call for minutes and reports
● To recognize speakers
● To call for a vote
● To announce the result of a vote
● To state motions made
● To decide on points of order
● To preserve order and decorum
● To answer parliamentary questions
● To enforce the observation of the Constitution
● To adjourn the meeting
● To make recommendations for the consideration of such measure as she shall judge
expedient and for the
▪ good of the student body
● To receive officials and visitors
● To be responsible for the representation of San Gabriel Mission High School at all
functions requiring such representation
● To give State of the School Address at the Spring Awards Assembly
● To exercise all other customary executive and administrative duties
2. Student Body Vice-President
● To assume the responsibilities of the President upon absence, disability, or disqualification of the
President
● To act as a general assistant to the President in all matters and accept responsibilities specifically
delegated to her
● To represent the President at any meetings as directed
● To assist in solving problems of parliamentary procedures
● To be responsible for monthly class/ club boards
● To order Student Council shirts
3. Student Body Secretary
● To keep the minutes of the Student Council meetings
● To keep roll of members present and absent at each meeting and the account of their participation
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●
●
●
●
●
●
●
●
●

To carry on all official correspondence in the name of the Associated Students of San Gabriel
Mission High School
To keep a handbook of the amendments and laws adopted by the Student Council
To read communications, documents, motions, or resolutions required
To record results of all elections
To issue, when necessary, a Student Council bulletin to the faculty, informing them of the recent
decisions and actions of the Student Council
To collect class and club reports from Student Council members
To keep all forms updated
To keep on file all class and club agendas and minutes
To make announcements following every formal assembly

4. Student Body Treasurer
● To handle all Student Body Funds:
● The Student Body Funds shall include the Student Body Treasury, class treasuries, and club
treasuries. However, the finances of each of these organizations will be regarded as separate from
the others.
● A specific organization may procure a loan from the Student Body Treasury only with consent of the
Student Council.
● To make a quarterly report to the Student Council and Student Body presenting the financial status
of the treasury
● To make disbursements only with the consent of the Student Council Advisor and Director of
Student Activities for any purpose beneficial to the student body or to the school
● To organize and control the distribution of tickets and the collection of money for school activities
● To be responsible for setting up and taking down the P.A. system for all assemblies
5. Student Body Officer of Special Affairs
● To keep a record of all committees appointed during the Student Council Retreat in the summer
● To publicize or lead the publicity of all Student Council and school event
● To be in charge of the Student Council activity forms, and any other business pertaining to these
activities, and give a copy to the Principal for his signature, and a copy also to the ASB Secretary to
file
● To keep the appropriate person informed of all upcoming school events to be posted on Mission's
marquee
● To obtain a copy of the daily activity sheets on Monday morning and post it in the Activities office
● To maintain the ASB bulletin board
● To keep the Director of Activities informed about all upcoming events and check in each morning to
make sure all details for the day's activities are organized
● To submit evaluations of Student Council sponsored events and collect evaluation forms from all
school activities from the corresponding class/ club
● To post the monthly event calendar on the ASB bulletin board in the auditorium
● To be responsible for all Student Activity forms being copied and available to students/moderators
● To post spirit points monthly on hall bulletin boards
ARTICLE VI: ELECTION OF STUDENT BODY OFFICERS
All applicants’ forms must be cleared through the Dean of Students and the Academic Counselor.
Section 1
Election of the officers of this Association shall take place no earlier than the first week in
April.
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Section 2
Candidates for said office shall be in Junior standing, shall have at least a 3.0 average in
scholarship for her Sophomore and Junior years, shall consistently exhibit satisfactory character traits, shall
have demonstrated leadership ability through an elected class or club office or any approved extra-curricular
activity (i.e. work, sports, community, committees) including a satisfactory attendance record and Christian
Service hours, and shall have satisfied the minimum requirements of one scholastic year at San Gabriel
Mission High School.
During student body elections, if fewer than two Juniors are running for the same office, then those
offices with fewer than two candidates will be opened up to the Sophomores only, for additional candidates.
Section 3
The procedure for the election of the officers of the Association shall be as follows:
a. Any girl interested in running for a student body office shall submit to the administrative board, or to
a representative thereof, an application form stating her intentions and qualifications.
b. This form shall be used by the principal and administrative board for consideration of candidacy.
c. Any below average conduct or effort grade or probation received during the candidate's Sophomore
or Junior year shall be taken into special consideration and may be used as grounds for the rejection
of the intended candidate.
d. Any rejected candidate will then be notified as to the grounds of her disqualification.
e. The approved candidates will then be considered eligible candidates and may begin their
campaigning.
f. Candidates for office shall be presented to the Student Body at a formal assembly preceding primary
elections. At said time, they shall declare themselves for office.
g. Voting for primary elections shall be conducted by secret ballot.
h. Votes shall be tallied by the present Student Body officers in the presence of the Director of
Activities.
i. Following primary elections, the two candidates for each office having the highest number of votes
are eligible to run in the final election.
j. Candidates for office shall be allowed one week of campaigning and shall be given their choice of
managers. Each candidate shall be allowed to display a maximum of three posters for the week and
may distribute any amount of campaign items. There is a stipulated budget allowed by Student
Council.
k. Candidates for office shall present their platform on the morning of the final election.
l. Voting for final elections shall be by secret ballot at a designated time and place.
m. Votes shall be tallied by the present Student Body officers in the presence of the Director of
Activities.
n. New officers shall be installed at an assembly designated by the Principal
Section 4
election.

The quorum of this Association shall comprise two-thirds of the members present at the

Section 5
time.

Members of this Association shall not be elected or appointed to more than one office at a

Section 6
In case of a permanent vacancy in the Presidency, the responsibility of office shall be
assumed by the Vice-President. A permanent vacancy during the first semester in any elective office will be
filled in the manner prescribed for the regular election of that office. In the event of a vacancy during the
second semester, the remaining officers will assume the responsibility of the vacant office.
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Section 7
Class officers will be elected the week following Student Body elections. Freshmen classes
will elect officers no later than the end of the first quarter.
Section 8
elections.

Presidents of clubs shall be elected no later than two school weeks following Student Body

Section 9
The editors of the yearbook and newspaper shall be appointed by their respective
moderators and shall have the approval of the Principal.
ARTICLE VII: STUDENT COUNCIL
Section 1
The governing body of the Associated Students shall be the Student Council. This body shall consist of the
officers of the student body, the yearbook editors, the class officers, and the club presidents. The Principal
and Student Council moderator are ex-officio members of the Student Council.
Section 2
The Student Council shall have the right of considering suggestions and recommending measures deemed
beneficial to the student body and in harmony with the ideals of the school.
Section 3
It shall be the duty of the Student Council to transact the business of the Association, except that which it
deems expedient to submit to the vote of the membership at large, to uphold by example the ideals of the
school, and to give positive service to the school. The purpose of the Student Council is to represent the
student body at large. Therefore, on most issues, the Student Council may act without the direct vote of the
students. The Student Body, however, does have the right to vote on any issue which is of major importance:
that is, a change in school policy or tradition, or an issue that will greatly affect the morale of the students.
Section 4
The Student Council shall meet on designated days, once a week, unless otherwise stated.
Section 5
Student Council meetings are open to all interested faculty members and students for their suggestions and
comments.
Section 6
The agenda for Student Council meetings shall be as follows:
Call to Order
● Flag Salute
● Prayer
● Reports by Officers
● Old Business
● New Business
● Miscellaneous
Section 7
The Student Body officers shall meet with the associated students in general assembly at least twice a year to
inform them of the recent actions of the Student Council, and also to give the students an opportunity to
voice their opinions on any school matters.
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Section 8
Special meetings of the Student Council may be called by the Secretary upon order of the Principal or the
President.
Section 9
A two-thirds majority votes of the quorum is necessary for the passage of a measure.
ARTICLE VIII:
CLASS/CLUB OFFICERS
Section 1
The class officers shall be the President, Vice-President, Secretary, Treasurer and Special Affairs.
Section 2
Class officers shall distinguish themselves by loyalty to the school and to the faculty, by fidelity to regulations,
by impartiality in the discharge of duty, and by graciousness to the school and to classmates.
Section 3
It shall be the duty of the President to conduct all class meetings at the time designated. She shall also bring
matters of importance before the class for discussion.
Section 4
It shall be the duty of the Vice-President to preside in the absence of the President. She will assist the
President in the discharge of class business.
Section 5
It shall be the duty of the Secretary to keep the minutes of the class meetings. She shall also conduct the
classes’ official correspondence.
Section 6
It shall be the duty of the Treasurer to make collections authorized by the Principal and moderator, and to
maintain an accurate record. She shall deposit all funds into her class treasury.
Section 7
It shall be the duty of Special Affairs to handle publicity and public relations of any activities and fund-raisers
sponsored by the class.
Section 8
The classes shall meet when necessary. Meetings may be called by the class President with the approval of
the class moderator.
ARTICLE IX: CLASS OFFICERS AND CLUB PRESIDENTS ELECTIONS
All applicants’ forms must be cleared through the Dean of Students and the Academic Counselor.
Section 1
Sophomore, Junior, and Senior class elections will take place no later than one school week following student
body elections.
Section 2
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A candidate for said office shall have at least a 2.5 average for the year in which she is presently enrolled. She
shall consistently exhibit satisfactory character traits, shall have demonstrated strong leadership ability, shall
have a satisfactory attendance record and Christian Service hours, and shall have the approval of the
Administrative Board and Principal. Those candidates running for Senior class office shall have
demonstrated leadership ability through an elected class or club office or any approved extra-curricular
activity (i.e. work, sports, community, and committees) including a satisfactory attendance record and
Christian Service hours, and shall have satisfied the minimum requirements of one scholastic year at San
Gabriel Mission High School.
Section 3
The procedures for the election of Sophomore, Junior, and Senior class officers shall be as follows:
a. Any girl interested in running for a class office shall submit to the Student Council
moderator, or a representative thereof, an application form stating her intentions and
qualifications.
b. This form shall be used by the Principal and Board for consideration of candidacy.
c. If, in a class, the applicant has received a below average conduct or effort grade or probation
during the year in which the she is presently enrolled, these facts shall be taken into special
consideration and may be used as grounds for the rejection of the intended applicant.
d. Any rejected applicant must be notified as to the grounds of her disqualification.
e. The approved applicant will then be considered an eligible candidate and may run for class
office.
f. Candidates for office shall not be allowed to hang posters or distribute campaign items.
g. Each candidate will be allowed to address her class at a time designated by the Principal and
Moderator. At said time, she may briefly present her platform.
h. Voting in primary elections shall be by secret ballot. Each student may vote for the
candidate in the class in which she is presently enrolled.
i. Votes shall be tallied by the class moderators in the presence of the Director of Activities.
j. Following primary elections, the two candidates for each office having the highest number
of votes are eligible to run in the final election.
k. Voting for final elections shall be by secret ballot. Each student may vote only for the
candidate in the class in which she is presently enrolled.
l. Votes shall be tallied by the moderators in the presence of the Director of Activities.
m. New officers are announced to the student body at large.

Section 4
Freshmen class elections shall take place no later than the end of the first quarter. Procedures for freshmen
class officers shall be as follows:
a. Any girl interested in running for Freshman class office shall submit a form to her class moderator
stating her intentions and qualifications.
b. Applicants for office will be denied if the applicant is on any level of Conditional Admission or on
any level of AP or DP.
c. Campaign and election procedures are the same as Sophomore, Junior, and Senior class elections.
(Refer to Article IX, Section 3, points "f" through "i").
Section 5
For any homeroom not having representation in Student Council, a representative will be elected from the
class. The election of all homeroom representatives shall take place no later than the end of the first month
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of the school year. Permanent freshmen homeroom representatives are elected one week following freshmen
class elections. Procedure for election of homeroom representatives shall be the same as that of class
officers, including the tallying of election results in the presence of the Director of Activities.
ARTICLE X: REVIEW
Section 1
A committee shall be formed every five years for the purpose of reviewing the Constitution. (Last review:
June, 2003)
ARTICLE XI: RECALL
Section 1
The Principal of San Gabriel San Gabriel Mission High School shall have the power to recall the officers in
the student administration.
Section 2
The student body shall have the right to petition for the recall of a student body officer. The petition, made
to the Principal of San Gabriel Mission High School, must have the approbation of at least two-thirds of the
student body before presentation to said authority.
Section 3
Student body officers shall be subjected to recall only for: negligence of duty; failure to maintain the average
scholastic standing because of official duties; the inability to conform to the requisites of the office.
ARTICLE XII: AMENDING THE CONSTITUTION
Section 1
This constitution may be amended in the following manner only:
a. The proposed amendment, signed by at least five percent of the members of the Association, shall be
presented to the Student Council.
b. The proposed amendment must be reviewed in two successive Student Council meetings before a
final vote is taken.
c. The President shall then call an election within fifteen days of the presentation of the amendment.
Notices of the election and a complete statement of the amendment shall be posted and published
for at least seven days previous to the election.
Section 2 _
Voting shall be done by secret ballot and tallied by the Student Body officers in the presence of the Director
of Activities. A two-thirds majority shall be necessary for the adoption of the amendment.
Section 3 _

Amendments shall take effect immediately upon passage by the required majority.

AMENDMENTS:
FIRST AMENDMENT-STUDENT HANDBOOK
A new student handbook shall be issued at the beginning of each school year. The handbook will include
such items as the history and purpose of the school, rules of discipline, activities and traditions of the school,
suggested schedules, and requirements for graduation.
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XII.

STUDENT ACTIVITIES - ANNUAL ACTIVITIES

MSJ VERITAS Dominican Student Campus Ministry Retreat (sponsored by the Dominican Sisters
of Mission San Jose)
A week-long summer program of experiencing a faith community with Campus Ministry Team from other
Dominican high schools and training to be a campus ministry team on campus.

School Dances
Dances sponsored by the Student Council are held in SGMHS’s auditorium. Each event is supervised by
Mission's administration, faculty, and parent chaperones. All dances at SGMHS end at 11:00 p.m. See
Dance Policy.
Pep Rally Assemblies
Three pep rallies are held during the year, each acknowledging the seasonal sports and the athletes. The
elected GAA officers and members host all pep rally assemblies.
Thanksgiving Food Drive
Specially prepared boxes of donated food are delivered to needy families prior to the holiday in collabartion
with the SGM Parish Christian Service Center. This activity is coordinated by JAM for LIFE club.
Adopt a Family program is sponsored by the JAM for LIFE club and the Cathedral of our Lady of the
Angels Outreach program.. Toys and money are collected from SGMHS students during the month of
November for needy children.
Dominican Day is a celebration of our MSJ Dominican founders Mother Maria Pia Backes. This is also a
time when students and members of the SGMHS community raise fun, funds, and give to charity by
obtaining sponsors for our walk-a-thon around the Mission District. This day includes a special prayer
service and a Pioneer Spirit Day which includes a mini-carnival.
Winter Formal Dance
Is a semi-formal dance held in January of the current school year. This dance is hosted by Student Council
and is strictly for Mission students and their dates. This event is held on campus with the option of being held
off campus. If location is beyond a fifteen mile radius of SGMHS common transportation must be taken to
and from the dance site. This is a semi-formal event and all students must follow non-uniform dress
guidelines and their attire must be pre-approved by the Dean of Student Life. All formal and semi-formal
dance participants and their parents/guardians are required to sign and submit a contract and guest pass for
their escort
Senior Prom is a formal dinner-dance held in the spring at a place chosen by the senior officers, and
approved by the Principal. If location is beyond a fifteen mile radius of SGMHS common transportation
must be taken to and from the prom site and photographs will be taken at the school, if the senior class
officers have not chosen a venue by the date specified on the school calendar the administration will choose a
venue on behalf of the senior class. This is a formal dance and students are expected to follow the SGMHS
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non-uniform dress guidelines and all attire must be pre-approved by the Dean of Student Life and the senior
class officers. All formal and semi-formal dance participants and their parents/guardians are required to sign
and submit a contract and guest pass for their escort.
Senior Grad Night is a senior field trip to Disneyland Resort.
Awards Assembly
This is a special event held near the end of the school year. Scholastic, attendance, leadership, service, and
other special awards are made at this time. Semester Award Assemblies are held in the fall and spring.
Sports Awards Reception/Dinner
This annual event is held for all athletes who participate in the sports program.
Class Day
Held at the end of the school year, and this event is sponsored by the junior class. It consists of the “moving
up” ceremony of the classes to their new grade level section in the auditorium. Seniors are inducted into the
Alumnae Association at this time.
Play Day
Play Day is a day in which students show their class and school spirit. A theme is chosen by the A.S.B. and
the students compete in games and other activities to help raise the spirit of the school community.
NHS Inductions
Students who are accepted into the National Honor Society publicly become members during a spring
induction ceremony.
Sophomore Ring Ceremony
Sophomores receive their class ring signifying their becoming an upper class woman
Candle Rose
This event is held in May, when the traditional exchange of the student council officers takes place.
Senior Awards Assembly The senior class valedictorian delivers the valedictory speech. Seniors wear cap
and gown for this event. Special senior awards are made at this time.
Dominican Preaching Conference
Each year Dominican High School’s around the nation send a team of students to this conference in Siena
Heights University in Adrian, MI that focuses on our call to preach the Gospel in our own unique way.
During the six-day conference, Dominicans (members of the Order of Preachers) highlight the charism of
preaching as it has been practiced from the earliest days of the Order to the present. SGMHS students
selected to attend this conference as well as two chaperones meet many Dominicans who preach the Gospel
in a variety of settings. Participants also have the opportunity to visit service sites where they can "put their
preaching into action."

XIII. STUDENT ACTIVITIES CLUBS AND ORGANIZATIONS
Each club has regularly scheduled meetings for club boards and general membership indicated clearly on the
calendar. (cf. VII-1)
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Assembly Ambassadors
Assembly Ambassadors are student council, class board members who serve as assembly servant leaders who
seat their class as well as manage and maintain appropriate behavior during assemblies.
Girl's Athletic Association (GAA) is open to all student who participate on an athletic team who promote
spirit, unity, and enthusiasm and fosters responsibility, sportsmanship, and loyalty in a wide range of sports
activities. Membership is automatic for students who participate on a team sport.
JAM for LIFE - Justice Action at Mission (JAM) and the Pro-Life clubs as an extension of Campus
Ministry promotes the dignity of human rights and social justice through various activities; as an extension of
Campus Ministry focuses on promoting a consistent ethic of life from conception to death on and off
campus. This club represents SGMHS at all Archdiocesan Pro-Life events like the annual WALK FOR LIFE
and Requiem for the Unborn Liturgy.
Anime Club invites students interested in the anime to learn about different anime styles and fandoms. The
club explores characters, plots, and themes within popular anime shows.
VERITAS Campus Ministry Team - as assistant Campus Ministers, students coordinate liturgies, prayer
services, birthday celebrations, and the LIFE SAVER program. Students, who apply and are accepted, attend
a week-long retreat in the summer. All members sign a contract agreeing to a code of behavior and
expectations.
International Club is open to all students who desire to enhance their knowledge of all cultures of the
world.
Mission Ambassadors Faculty and staff members can nominate students to serve as Ambassadors. The
nomination is considered and approved by the Marketing Director. This select group of students represents
the school at various community, school and social events.
National Honors Society (NHS) provides the opportunity for students selected for this honor to serve
both the school and the community.
Key Club is the oldest and largest service program for high school students. What makes Key Club so
successful is the fact that it is a student-led organization that teaches leadership through serving others.
Members of the Kiwanis International family, Key Club members build themselves as they build their schools
and communities.i
Robotics Team
The robotics team is a competitive team that participates in the FIRST Tech Challenge Southern California
League. The team’s mission is to inspire young women to be science and technology leaders and innovators.
Students build science, technology, engineering, and entrepreneurial skills that cultivate self-confidence,
communication, and leadership.
Photography Club
The purpose of the photography club is where like minded individuals can come together to pursue their passion of
capturing moments to produce organic content. The club focuses on learning about the different techniques and
functions of a camera. On occasion, the club sponsors themed contests for its members and the entire school
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community. The club strives to create an open environment where all students have the opportunity to participate in
photo galleries and generate portfolios.

Running Club
Running Club is an opportunity to stay active and fit. Members of the Running Club do not need to be
experienced at all. This will give yourself an opportunity to find your full potential while providing service to
others. This club will give you a chance to challenge yourself physically, and at the same time give back to the
community. Running club will teach you ways to live a healthier lifestyle and how to stay active with an
emphasis on properly working out. It will give you the opportunity to not only find who you are physically,
but it will help you find who you are as a person.

Culinary Club
In Culinary club, students learn to get an appreciation for different cuisines around the world, while sharing
parts of the own culture. The club provides an environment where students can socialize and be creative
with different cooking adventures.
Latina Club
Latina club seeks to celebrate latin culture by sharing in traditional foods, music, games, and celebrations. In
addition, being in all girl school, latina club seeks to empower women in exploring their identities and how
their respective cultures shapes them as strong individuals. The club also considers international issues
confronting latin countries and donates to issues regarding natural disasters reliefs and other projects.
Speech and Debate Team
The purpose of the Speech and Debate Team is to learn about how to better construct and respond to verbal
and written arguments in an academic manner. By observing and participating in debates and essays
addressing controversial issues in society, all participating students will benefit from becoming more
well-rounded citizens of the world. Engaging in civic discourse will allow the Speech and Debate Team
members to realize that they have no true argument without an understanding of the opposition's claims.
Interested students should not feel that they have to be loud or gregarious; effective argumentation entails
command of evidence and knowledge of multiple perspectives rather than popularity.
Band with Don Bosco Technical Institute
The Bosco Tech Music Program is offering SGMHS students the opportunity to participate in the 2018-2019
after school programs. Beginning with Marching Band in the Fall, students can join the program and improve
their musicianship and confidence through performances at Bosco Tech football games, community
performances, and the Winter Concert.
Special Interest Groups May be formed by students who share common interests. The first steps for
forming a new club are to obtain a faculty advisor and to submit a petition of at least 50 student signatures to
the Director of Activities. A seat on Student Council must also be requested and approved by the student
government.

XIV. SGMHS DISCIPLINARY POLICY AND PROCEDURES
WOMEN OF MISSION
SGMHS regards discipline as an aspect of adolescent development and as a purpose of promoting in the
student genuine psychosocial development. The ultimate purpose of the policies and practices is to create
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students who are well adjusted and reflective. The school commits itself to the belief that all students have the
right to learn in a distraction free environment and can achieve their potential academically, spiritually,
morally, physically and socially. Therefore, as educators our commitment is to enhance the learning
experience inside and outside the by focusing on what we expect from our Women of Mission.
A WOMAN OF MISSION
● Is a good person, someone to look up to and admire.
● Knows the difference between right and wrong and always tries to do the right thing.
● Sets a good example for everyone.
● Makes the world a better place.
● Follows the Honor Code
● Lives according to the “Five ISOs”:
Integrity
Respect
Character
Motivation
Depth
1. SGMHS should be a place of peace! Respect your classmates, teacher, yourself, classroom and your
school. Let’s all try to make this a safe & positive place to learn about ourselves, each other, & God.
Everyone’s thoughts, feelings and opinions matter. Let’s also watch our language.
2. Let’s build community by working on our Integrity & Character Abide by the rules of your class and
school as well as all civil and archdiocesan laws/policies.
3. Be Prepared and Motivated Be ready and on time for all classes, assignments, and all other
responsibilities.
4. Let’s listen closely to God, others, & ourselves so that we can be women of Depth. Your focused
presence, awareness, and attention is expected in the classroom and anytime we are gathered as well as in
any common areas. Leave any other distractions in your book bag or locker so we can all learn and
search for Truth together.
Certain regulations and expectations have been prescribed by laws of the state and federal government, the
Archdiocese of Los Angeles, or by policies established by the SGMHS Administration and are outlined in this
handbook (additional regulations may be decided upon by the Administration during the school year). In
order to create such an environment, it is necessary to maintain a disciplinary system, which stresses the
importance of being a Woman of Mission and accepting the consequences of our choices in life.
Students who choose to disregard any policies, whether it is state/federal laws, Archdiocesan policy, or
SGMHS rules, will be held accountable for their actions. Any conduct, whether on or off school campus or
online, unworthy of the above set of expectations, handbook policies, and detrimental to the reputation of
SGMHS will result in disciplinary action. The goal of our Women of Mission expectations and Discipline is
not simply a form of punishment, but to develop a reflective system of values within each student, firmly
grounded in the Gospel teachings of Jesus Christ, that allows the students to make just, responsible, and
ethical decisions with compassion and empathy.
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SGMHS DISCIPLINARY PROCEDURES
If I choose to behave unlike a Woman of Mission, a teacher may give me any of the following consequences:
● MEETING W/ COUNSELOR (may include parents)
● MEETING W/ THE DEAN (may include parents)
● NOTIFICATION
● CONTACT HOME
● TEACHER DETENTION
● DEAN’S DETENTION (must include signed demerit)
●

3 AFTER SCHOOL DETENTIONS (must involve signed referral form)

●

HONOR COUNCIL REVIEW/REFERRAL

Demerits, Detention, and General Disciplinary Process
Demerits are earned by students who choose to behave contrary to our ISOs and not follow the school or
classroom rules. The student serves a demerit with a 30 minute lunch time detention in the computer lab
with the Dean of Student Life the day after the demerit is issued and 15 minutes after the lunch bell.
Referrals are reserved for major infractions outlined in our handbook or for those who have earned 6
demerits in one semester. The student serves a referral with 3, 1 hour after school detentions. Lunchtime
and after school detentions are reflective in nature and may involve writing, service to the school, or a
meeting with teachers/counselor to discuss a plan for how we are going to avoid similar patterns of behavior.
All detentions take priority over every school activity (e.g. athletic practices, athletic games, playoff games,
tutoring, choir, Campus Ministry, ASB, board meetings, bus schedules, carpool, etc.). Probations are reserved
for those students who have taken responsibility for their actions and continue to choose behaviors
unbecoming of a Woman of Mission. The terms of Probation and Strict Probation are to be decided by the
Administration in cooperation with the Dean of Student Life.
6 demerits = 1 referral
1 Referral = (PRE-Probation Reflection time) 3, 1 hour after school meetings w/ 3 teachers
6 demerits + 1 Referral + 3 demerits = Disciplinary Probation
Violation on Probation = Strict Probation
Violations on Strict Probation = May lead to suspension or expulsion
Depending on the violation, the student may be referred to an Honor Council Review at any point in
this process
Incentives for Pioneer Excellence in Behavior
Spirit points will be awarded to the class with the least amount of tardies and least amount of demerits at the
end of each calendar month. Prizes such as Mission Gear day or shoe passes will be awarded to individuals in
the winning class.
Referrals:
A referral is a serious formal reprimand and is used to correct disruptive/non-compliant behavior in and out
of the classroom. Referrals must be signed by a parent and returned to the Discipline Office within three
school days. A student must serve three one hour after school detentions for each referral. Three demerits
result in a Disciplinary Referral. Three referrals will result in disciplinary probation.
Probation:
Probation is a warning to a student that her behavior and/or attitude do not comport with the standard
expected of an SGMHS student. While on probation, a student must abide by the terms agreed to and must
satisfy the conditions set forth by the Discipline Office. Failure to do so may result in a student being placed
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on strict probation, the student being asked to withdraw, or in another action deemed appropriate by the
school. Parents and students must sign all probation agreements.
Strict Probation:
Strict probation is the most serious formal reprimand a student can receive if her conduct and/or attitude are
unacceptable. A violation of the terms of strict probation can result in the student being asked to withdraw or
in expulsion. When a student is placed on strict probation, a conference with the student, the parents (legal
guardian), Dean and Principal is required. The parents and the student must sign all probation agreements.
If a student is on probation twice during a school year, the student’s enrollment status for the next school
year may be denied regardless of whether or not the terms of probation are violated. A senior on probation
must complete all terms of probation prior to receiving a diploma.
Suspension:
Suspension is imposed by the school when there is a serious infraction of rules that necessitates an
investigation which can best be carried out with the student not present on campus, or when it is deemed that
the student’s presence is detrimental to the functioning of school. Suspended students receive a written
statement explaining the nature of the infraction/investigation. Suspended students must forfeit their school
ID and may not be on campus for any reason or attend school activities or classes until the issue is officially
resolved. Days missed during suspension are considered unexcused absences and if allowed back, make up
work is at the discretion of the teacher. A student may be suspended for a maximum of five (5) consecutive
school days per suspension. When a student is involved in a suspension from a class or from school, the
parents are notified and arrangements are made for a conference with them and the appropriate school
personnel. On the day a student is suspended she will be kept on campus during school hours or until the
student leaves with her parent or legal guardian or other designated adult. (cf. VIII-12)
Procedure for Withdrawal or Expulsion:
When a student is expelled or is asked to withdraw from school, school officials meet with the parents to
communicate the school's decision. Parents may appeal the school's decision to the Board of Discipline. The
board makes a recommendation to the Principal who communicates the final decision to the parents. If
expulsion is required, the Pastor, Department of Catholic Schools and the county or local Superintendent are
notified. A student is only entitled to one Discipline Review Board during her four years at SGMHS. (cf.
VIII-12-13)
Disciplinary Causes Leading to Suspension and/or Expulsion and/or an Honor Council Review
At the discretion of the Administration and incorporating responsible due process, a student may be
suspended or expelled for acts enumerated here and related to school activity or attendance which occur at
anytime, including, but not limited to:
● while on school grounds
● while going to or coming from school
● during break/lunch period
● during or while going to or coming from a school sponsored activity
The list of offenses that follows in alphabetical order is not exclusive:
● Abortion, or aiding in the acquisition of an abortion;
● Abuse of school personnel;
● Alcohol - use, sale, distribution or possession of any alcohol on or near school premises/functions;
● Assault or battery, or any threat of force of violence directed towards anyone;
● Association with any person or group that poses any kind of threat to the school community;
● Being the means by which violence comes to campus/school events;
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Cheating/Plagiarism;
Damaging or attempting to damage school property; willfully defacing or otherwise injuring in any
way, property (i.e. desk, locker), real or personal. Parents will be financially liable for damaged
property;
Demonstrations-encouragement/ participation in illegal demonstration;
Disobedience - continued and willful disregard for school policies;
Disruption of school activities or otherwise willful defiance of valid authority or supervisors, teachers
or administrators;
Distribution of any flier for non-Mission activities without prior approval;
Fighting or harassment;
Forging or using forged notes or excuses;
Gambling on school grounds;
Gangs: membership in groups using violence or coercion;
Hazing;
Immoral or lewd behavior-any speech, writing, action contrary to Christian decency;
Narcotics-use, sales, possession or providing of narcotics, marijuana, drugs, or other harmful
substances;
Profanity-habitual profanity or vulgarity;
Scandalous, illegal or immoral conduct on or off campus (including the internet) at any time while
student is enrolled in school;
Tobacco-use or possession of tobacco at school;
Theft;
Threats: verbal, written, electronic, graphic;
Truancy;
Unauthorized student Internet web sites;
Violation of any Civil or Criminal Law;
Violations of the acceptable use policy for computers;
Possession of harmful weapons or materials which can be used as weapons.

Appeal SGMHS Administrative Disciplinary Review Board Policy & Procedure:
If a student is expelled or is asked to withdraw from school for Disciplinary matters or otherwise would like
to repeal a disciplinary action, the parents may appeal the decision to the Appeal Board within 48 hours of
the request to withdraw or disciplinary action in question. If the request is not made by the end of the 48
hours the student will be withdrawn from school or other disciplinary action will take effect. If a parent
declines the appeal process within the 48 hours or thereafter then that decision will stand. The Disciplinary
Appeal Board is comprised of: the Dean of Student Life (who is the chairperson/non-voting member), and
five faculty members (one chosen by the Principal, one chosen by the faculty, one chosen by the student, the
student’s academic counselor, and the student's homeroom teacher). The voting members of the board will
review the case and make a recommendation to the Principal whether or not to uphold the decision. The
parent or legal guardian (with court documentation) and student are the only individuals allowed to enter the
Appeal Board hearing. A student is only entitled to one Appeal Board during her four years at SGMHS. It is
understood that any violation of the terms set forth for the student to return to SGMHS will result in the
immediate voluntary withdrawal of the student by the parent. The parent and student understand that the
Principal’s decision is final and further appeals cannot be granted. (cf. VIII-12)
Appeal Board proceedings are as follows:
● Dean presents the case of the school;
● Student presents her case (advocate and parents may intervene);
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Questions from members of the Appeal Board;
Closing comments if any;
Students and parents are asked to leave;
Appeal Board deliberates privately;
Confidential paper ballot –majority required;
Votes are counted and results revealed to Appeal Board – results are final and may not be changed;
Based upon the results, a letter is drafted (signed by all members of the Appeal Board) stating the
outcome and recommended actions – address it to the Principal;
The family is notified of the Principal’s decision within 2 school days.

SGMHS Honor Council Policies & Procedures
SGMHS Honor Council Mission & Vision Statement:
H-honoring the community by helping each other make good decisions
O-opportunities to grow in honesty and integrity
N-noting your role as a woman of mission
O-openness to collaboration between adults and students to support the mission of the school
R-respecting confidentiality and taking responsibility for our actions
SGMHS Honor Council is...
The SGMHS Honor Council under the direction of the Dean of Discipline and is an important collaboration
between the students and adults of SGMHS to support the goal of academic integrity and responsible choices
in our behavior at SGMHS and wherever we might go. Service on the Honor Council requires meaningful
dedication and time commitment from all members. Maintaining confidentiality of all proceedings and one’s
own personal record of integrity are essential requirements for participating on the Honor Council. The
Honor Council is a volunteer, extracurricular service activity of students and adults. It is not a court of law
and acts only as a communication, review, recommendation, and education service of SGMHS. The SGMHS
administration is responsible for all final decisions as to the disposition and consequences related to violations
of the school’s Honor Code.
SGMHS Honor Council Responsibilities:
The Honor Council is responsible for reviewing specific cases in which the Honor Code may have been
violated and making recommendations to the school administration (Dean of Discipline). The SGMHS
Honor Council will:
1. Provide confidential reporting and hearing process for students or faculty/staff to report suspected
Honor Code violations,
2. Suspected Honor Code violations will be forwarded to an Honor Council via the Dean of Discipline
to determine if reported violations requires the review of the full Honor Council,
3. The Dean of Discipline will inform relevant individuals of the Honor Council hearing date, time and
location and require student(s) in question to confirm notification of parents/guardian,
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4. During a hearing, the Honor Council will seek and review relevant information from the reporting
individual(s) and from the student(s) in question of Honor Code violations,
5. The Honor Court will decide by consensus whether or not the Honor Code has been violated.
6. If the Honor Code was violated, the Honor Council will identify an appropriate consequence,
7. The Honor Council will refer facts of the case and recommendation of consequences to the school
administration,
8. After learning the administration’s decision, the Dean of Discipline will inform student(s) and
parents/guardians of the decision and any associated consequences.
9. The Dean of Discipline will maintain secure and confidential records of all hearings. These records
will be destroyed at the conclusion of the student's’ graduation year.
SGMHS Honor Council Membership and Composition:
The Honor Council shall be formed in the spring of every year to begin its service in the fall of the next
school year. Members shall serve for one year. The members are nominated by their peers and faculty/staff
and if they accept the nomination they are voted on by their peers. The council consists of 8 student
members (2 from each grade level), one administrator (the Dean of Discipline), and one classroom teachers
(the teacher is also nominated by the students and faculty/staff and voted on by the students). There should
be a minimum of 5 Honor Council members present to host a hearing. In order to serve on the Honor
Council, students must have a record free of honor violations in the past 9 months, maintain a GPA of 2.5,
and able to commit to meetings and hearings times. If the member is in violation of any of the above, they
will be replaced by a re-opening of the Honor Council nomination and voting process mentioned above.
Honor Council members are expected to be role models, follow school rules, and uphold the principles and
values of the Women of Mission Honor Code.
SGMHS Honor Council Confidentiality Commitment
All SGMHS Honor Council members must sign a Pledge of Confidentiality at the beginning of each school
year and recite the Pledge of Confidentiality at the beginning of each meeting. The members must understand
and respect the need for confidentiality concerning all cases and the details surrounding these cases. Council
members are not allowed to discuss cases or their deliberations or recommendations about any case with
anyone beyond the realm of the Honor Council meeting.
● An Honor Council member who is determined to have discussed Council cases outside of an Honor
Council meeting with anyone not on the council will be dismissed from the council,
● All records of the Honor Council are placed in a secure and confidential file maintained by the Dean
of Student Life until the student in violation of the Honor Code graduates
● The Pledge of Confidentiality: I pledge to keep any names and/or case information that I obtain through
SGMHS Honor Council meetings in the strictest of confidence. I promise not to discuss any aspects of Honor Council
cases with anyone outside the Honor Council other than those designated by the school administration.
SGMHS Honor Code REFERRAL Procedure:
A teacher or student can complete a confidential Woman of Mission Honor Code referral form and turn it
into the Dean of Discipline office, if a student is suspected of violating the Woman of Mission Honor Code.
Students can make their referral anonymously or identify themselves as a witness. Teachers should inform the
student in question if they are making an Honor Referral. The student in question should be instructed to
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avoid discussing the referral beyond informing his/her parents or seeking counsel from another school
faculty member.
Referral Instructions for this form:
●
●
●
●

The referring teacher or student is to complete Section I explaining the questionable violation of the Woman of
Mission Honor Code.
The Dean (teacher in cheating incidents) will notify the parent/guardian about the referral and will give the
student a copy of the referral.
The student will complete Section II, and will return the copy to the teacher within two school days. If it is not
returned within two school days, it is understood that the student is admitting to violating the honor code.
The original form becomes the Dean’s record:

Section I: Honor Code Referral – Completed by the teacher, staff, or student.
Name of referring teacher, staff, or teacher:
Student:
Grade Level:
Date of Referral:
Date of Incident (if different):
Type of Violation (check all that apply):
❏ Cheating - Plagiarism, Copying, etc
❏ Lying
❏ Stealing
❏ Bullying/Harassment Incident
❏ Inappropriate use of any electronic device
❏ Other: __________________
Incident Summary:
Referring teacher, staff, or student signature____________________________ date __________

Section II: Student Position – Completed by the student and parent/guardian.
Note to the student:
● It has been alleged that you violated the San Gabriel High School Honor Code as described in
section one.
● This matter has been discussed with you by the referring teacher and your parent/guardian has been
notified.
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●
●
●
●

Any questions from this point on should be directed to the Dean.
You must now state your position, whether you violated or did not violate the Honor Code, by
signing under one of the following three statements.
Signing “A” or “B” means that you violated the Honor Code. The difference is that “B” may have a
typed and signed statement attached.
If you sign “C,” your form must include a typed and signed statement and you will be notified by the
Dean as to the date and time of your hearing with the Honor Council, which is one week before you
will appear before the Council to discuss your case. Evidence, in the form of written documents and
witnesses for either side, will be presented or heard at the hearing. Only you may represent your
interests before the Honor Council. Witnesses, if called, will testify before the Honor Council
individually, and may be questioned by the reporting teacher, you, and the members of the Honor
Council.

A. I hereby acknowledge that I violated the Woman of Mission Honor Code and will accept the penalty
imposed by the teacher, administration, and/or the Honor Council.
Signature________________________________
B. I hereby acknowledge that I violated the Woman of Mission Honor Code and will accept the penalty
imposed by the teacher, administration, and/or the Honor Council. However, I wish to submit a
typed response on my behalf to the Honor Council before a final penalty is imposed. My typed response
is attached.
Signature________________________________
C. I hereby maintain that I did not violate the Woman of Mission Honor Code and request an
investigation and hearing be conducted by the Honor Council. My typed statement concerning this
incident is attached to the referral.
Signature________________________________

Note to the parent/guardian: Your signature indicates that you have discussed the alleged violation of the
Woman of Mission Honor Code with your child. It does not imply agreement or disagreement with the
allegation.
Parent/Guardian Signature______________________________________ date:
SGMHS Honor Council Hearing Procedures:
● The Dean of Discipline welcomes and introduces all participants - present should be the student in
question, parent/guardian, and the SGMHS Honor Council members.
● Prayer is led by the Dean of Discipline or designated member
● The Honor Council restates its Confidentiality Pledge and encourages all present to honor the pledge
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●
●
●
●
●
●

The Dean of Discipline or designated member explains the case to all present and reads all
statements on referral form
Additional observations and questions from the Council are taken
The student in question is invited to give his or her statement in the presence and follow-up
questions from the Honor Council are heard.
The student’s parent/guardian is invited to give a statement regarding the character of the student,
The student and parent/guardian is dismissed so that the Council can review the case.
Honor council members discuss the case and vote on three possible recommendations to be
forwarded to the Principal via the Dean of Discipline.

SGMHS Honor Council Recommended Action for the Dean of Student Life
Teacher or Referring Party:
Student:
Date of Referral:
Date of Honor Council Review/Hearing:
To the Dean of Discipline: After reviewing the attached referral and/or holding a hearing, the SGMHS
Honor Council finds the following:
____No evidence (or insufficient evidence) exists of a violation; therefore, no further action will be taken.
____An act that violated the honor code occurred but there does not appear to have been the intention of
violating the honor code.
Recommended action:
______________________________________________________________________________
_____________________________________________________________________________________
_______________________________________________________________________
_____An honor code violation occurred with intent. Based upon the severity of the offense, further
recommended action is:
______________________________________________________________________________
_____________________________________________________________________________________
_______________________________________________________________________
The Dean will then present the findings to the Principal and possibly the Administration and a decision will
be made and shared with the student and parent/guardian within 3 school days.
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If the student and parents/guardian would like to appeal the above decision of the Administration they must
do so in writing within two school days of receipt of this notice and follow the procedures for an appeal to
the Principal and a Disciplinary Review Board may be set up. See Disciplinary Review Board policies and
procedures in the SGMHS Handbook.
Cc: student’s Counselor
NOTICE of APPEAL of SGMHS Honor Council Decision
I am formally appealing the decision of the Honor Council.
Made by_______________________________________(student)
Date:__________________________________________
To: Principal
For the following reasons:

__________________________
Student Signature

_______________________
Parent/Guardian Signature

Woman of Mission Honor Code and the SGMHS Honor Council: Frequently Asked Questions:
1. What is the Honor Code? In any Catholic School you are expected to uphold a certain image and
character of the school and Archdiocese on and off campus. At SGMHS, we know it is not always
easy to make good decisions, but as a community of sisters we are here to help knowing that we are
stronger together. The Honor Code is part of each student’s responsibilities to uphold the policies,
procedures, and behavior expectations of SGMHS and the Archdiocese of Los Angeles. If a teacher,
staff, or students sees a questionable violation of the honor code, they may make a referral to the
Honor Council following the above steps and forms.
2. How are student cases heard? Please review the Honor Code Referral form. Students who check that
they violated the Honor Code do not meet with the Honor Council, unless they choose to talk with
the Council. Students who check that they did not violate the Honor Code are notified of their
meeting with the Honor Council one week before the meeting.
3. May parents come to the Honor Council meeting? Yes! Parents are required to be a part of the
process.
4. How often does the Honor Council convene? The Honor Council convenes on an as needed basis
for hearings, but also gathers to discuss other matters of behavior and overall student body progress
and growth in living as Women of Mission.
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5. Who knows about the referral? The teacher or referring party, the student, the student’s
parent/guardian, the Dean, administration, the counselor, and those who sit on the Council. No one
else unless the student shares the information.
6. What does an Honor Code offense do to my child’s school record? Nothing. All offenses are kept in
a confidential file by the Dean. It is destroyed once the student has graduated from SGMHS.
7. When is the counselor notified? The counselor is copied and may be asked to see the student in case
the incident is connected to a psychosocial/developmental need of the student.
8. Is this information shared with various clubs, organizations, sports teams, or moderator of events? If
it is the recommendation of the Honor Council and/or Principle that the student be removed from
any privileges such as events, club/team membership, and/or leadership positions the Dean will
notify the moderator and/or coaches but will not share the confidential details of the hearing.
9. Will this prevent my child from getting into an club, organization, event, and/or sport? Only if
suggested by the Honor Council and deemed appropriate by the Administration of SGMHS.
10. What happens if a student receives more than one violation? It depends on the incident, the
student’s desire to uphold the Honor Code, and the recommendations of the Honor Council and
Administration. The students desire to be at SGMHS may be in question and dismissal or
withdrawal from SGMHS may be the recommended action.
11. To whom should I address questions and concerns about the referral? Address all questions and
concerns to the Dean of Discipline and/or the Assistant Principal/Principal.
SGMHS Honor Code General Categories of Common Offenses:
● CATEGORY 1 OFFENSES (Notification, meeting w/ the counselor, meeting with the Dean,
Teacher Detention, demerits, fines, and/or parents contacted)
○ 1st offense of inappropriate use of electronic devices - social media/texting
○ forgetting to take out cell phone and put it on your desk and not turning it off
○ 1st Offense Out of Uniform or out of Non-uniform dress
○ All other minor school/classroom offenses as deemed by the Administration or classroom
teacher.
● CATEGORY 2 OFFENSES (demerits, referrals, disciplinary contracts, and/or fines)
○ 2nd offense of inappropriate use of social media/texting
○ being caught during assembly/liturgy with your device on or being used
○ 1st offense of online or other forms and incidents of bullying
○ 1st offense of academic honesty
○ 2nd Offense Out of Uniform or out of Non-uniform dress
○ All repeated school/classroom offenses as deemed by the Administration or classroom
teacher.
● CATEGORY 3 OFFENSES (honor council review)
○ Excessive Uniform and Non-Uniform Offenses
○ Excessive Tardies
○ Excessive Minor Offenses
○ 3rd offense of inappropriate use of social media/texting
○ 2nd offense of online or other forms and incidents of bullying
○ 2nd offense of academic honesty
Updated:8/20/2018
72

○
○
○

Inappropriate language and/or SGMHS name used social media/incidents without SGMHS
Administration permission
Incidents dealing with drugs, alcohol, and/or tobacco or other substance
All other offenses deemed by the Administration to need the Honor Council Review.

All Other listed and unlisted offenses are categorized by the Honor Council and approved by SGMHS:

SGMHS Honor Code REFERRAL Procedure:
A teacher or student can complete a confidential Woman of Mission Honor Code referral form and turn it
into the Dean of Student Life office, if a student is suspected of violating the Woman of Mission Honor
Code. Students can make their referral anonymously or identify themselves as a witness. Teachers should
inform the student in question if they are making an Honor Referral. The student in question should be
instructed to avoid discussing the referral beyond informing his/her parents or seeking counsel from another
school faculty member.
Referral Instructions for this form:
●
●
●
●

XV.

The referring teacher or student is to complete Section I explaining the questionable violation of the Woman of
Mission Honor Code.
The Dean (teacher in cheating incidents) will notify the parent/guardian about the referral and will give the
student a copy of the referral.
The student will complete Section II, and will return the copy to the teacher within two school days. If it is not
returned within two school days, it is understood that the student is admitting to violating the honor code.
The original form becomes the Dean’s record:

SGMHS AND ARCHDIOCESAN POLICIES AND PROCEDURES

Student Honor Code Behavior
Parallel to the academic education of the young ladies at SGMHS is the education of the heart--the
development of a self-discipline which includes self-control and a sensitive consideration of other people.
SGMHS upholds this education of the heart as an integral part of its philosophy. SGMHS expects students
to have an earnest purpose in studies and a cooperative attitude toward acceptable standards of personal
conduct. School rules are not intended to place undue restrictions on students but to encourage them to
grow in self-discipline, courtesy and respect for themselves, their parents, and the school, both on and off
SGMHS campus.
Honor Code of Conduct
SGMHS’s faculty, staff and students take pride in an attractive school and excellent reputation within the
community by maintaining the following or disciplinary action may be taken:
● Courteous conduct and appropriate dress, especially on public transportation and at all school-related
events;
● Proper assembly behavior;
● Controlled level of talking in the building;
● Courteous cooperation with classroom regulations especially behavior during class time;
● Cooperation with closed campus regulations before, during, and after school. All visitors are to
make prior arrangements and check in at the front office upon arrival to receive a nametag;
● Daily and prompt attendance, wearing complete school uniform following the uniform and/or
non-uniform Dress code;
● If out of class, students should have an official SGMHS hall pass;
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●
●

No littering;
Loitering in areas other than the lunch tables and cafeteria during break, lunch, or after school.
Areas that are off limits include the halls and designated areas during break and lunch;
● Running inside the building;
● Sitting/kneeling on the floor or stairs in the hallways;
● Loitering with boys on or adjacent to the grounds before, during, or after school;
● The front door of the school is meant for guests and parents but not students except upon
dismissals;
● Students may not eat or drink in the building (halls, classrooms),
● Students may not chew gum on campus at any time or during any event, including dances,
assemblies, and Mass.
● Students may not be out of class without an official SGMHS hall pass.
● Compliance with any and all other school policies and procedures including but not limited to
bringing any school form needed by the due date, absentee note from doctor and parent,
Any violations of general school/ class policies and guidelines or failure to cooperate with the code of
conduct will be handled by suspension, disciplinary probation, or request for withdrawal/expulsion.
Formal Assembly Policy
All Assemblies are FORMAL unless it is a “kick off”, “pep rally”, or are otherwise deemed an informal type
gathering. Formal Assembly Conduct is as follows:
Students must enter the auditorium or worship space in a dignified manner, through their respective doors;
Each homeroom not class will be called down and is expected to walk to the auditorium or church in silence.
Faculty/staff, as well as assembly ambassadors are in the hall and auditorium as a reminder to be silent and to
help seat homerooms. After a student has entered they may not leave unless the student is needed in the
front office or an emergency trip to the restroom is needed; all other bathroom business should be handled
during the passing period before homeroom and not during assembly time. If the restroom is needed a
faculty/staff member will escort the student especially if our gathering is at church.
● At all times, the student’s behavior should be refined and courteous;
● Each student is expected to respond during liturgy whether in song or in the recitation of the prayers
● Unacceptable or unrefined conduct would include whistling, cheering, yelling, uncalled-for clapping,
boisterousness, inappropriate posture, and talking during an assembly/liturgy;
● Students must sit in the section assigned to their class in the auditorium unless otherwise instructed.
SGMHS ASSEMBLY PROCEDURES
Assembly Quiet down Procedures
Level 1 – Raised Hand – index finger raised
● Your voice turns off
● Your eyes are on her
● Your body is still
● You are listening for what she has to say
Level 2 – Two Fingers Up
● You can whisper with an elbow buddy
● You are ready to pay attention when asked
Level 3 – Three Fingers
● You are collaboratively working and talking with others
● You are ready to pay attention when asked
Assembly Homeroom Lining Up Procedure
Updated:8/20/2018
74

1. Wait to be dismissed
2. Walk single file
3. Eyes Forward
4. Voice level 2
5. When you get to your class door, stop & wait for your Assembly Ambassador to seat you
Seating & Assembly Procedures
Assembly Ambassadors will…
1. Allow 10 students to enter the auditorium at a time (give out handouts if necessary)
2. Seat front row of class section first and so on and so forth
3. Remain Standing and ask classmates to be at a level 2 until further instructed by ASB officers
4. Once the assembly has begun and your classmates are at a level 1 please be seated.
5. Standing & ask classmates to be at a level 1 during the assembly if they are not – please
address a homeroom teacher if it persists.
Alcohol/Controlled Substances Policy:
Any use, possession or association with alcohol, a controlled substance or paraphernalia before, during or
after school or school related function is a violation of the philosophy of SGMHS. Students in violation will
be subject to severe disciplinary action.
Cheating Policy:
Please See Academics section III
Gangs/Crews: Membership/Involvement
The mission of Catholic education is to guide students in all areas of their lives. Consequently, the school
must respond to the prevalent issues in society. Unfortunately, at this time society is struggling with the
problem of gangs and gang activity. It is the duty of the school to maintain a safe environment in order to
ensure the educational process for all students. Gang activity and behavior that imitates gang culture, values,
and mannerisms (such as dress, tags, graffiti style writing, signs, and hair styles) mitigate against the school
climate. Therefore, the school will not tolerate any gang membership, affiliation, involvement or behavior
construed to be supportive of gangs or gang activity. Any such affiliation, activity, or supportive behavior
expressed by a student in word, action, or physical appearance may be cause for expulsion or withdrawal
from the school. The administration and the school reserve the right to determine the definition of gang
affiliation, activity or supportive behavior. (cf. VIII-15)
Graffiti
In order to discourage the appearance of graffiti on campus and school property, the Principal is to have it
removed immediately whenever it appears. If possible, a picture of the vandalized area should be taken before
the graffiti is removed. All penalties related to the willful defacing of school property pertain to graffiti as
well, including restitution and the possibility of expulsion. (cf. VIII-15)
Forged/Unauthorized Signatures
Any signature on any form that is not the authentic signature of a parent/guardian or teacher/staff is
considered forged and earns probation status. Parents may not give their daughter or any other family
member permission to sign a form for them. This would result in Disciplinary Probation.
Unauthorized Absence/Truancy
Any unauthorized absence of more than ten minutes from any class, including homeroom, constitutes
truancy. Students who leave campus or a school-sponsored activity without permission are also considered
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truant, even if they return to campus in time for class. Authorized absences are those for which the student
has a note from a parent or a permission slip from a faculty member.
Symbols, Words, Slogans, Graphics
Students are prohibited from displaying symbols, words, slogans or graphics deemed by the school
administration to be inappropriate, inflammatory or derogatory.
Confiscation of Student Property
Teachers have the right to confiscate notes, papers of the student, notebooks, pagers, cellular phones, or
other such items if they are interfering with the learning process or are not permitted by school policy.
Teachers may confiscate books or other articles from a student if the student is using them in a way that
distracts from the learning process (such as doing homework/class-work from another class). Pagers and
cellular phones will only be returned to the parents.
Dress Code Policy - Uniform And Non-Uniform Dress Guidelines & Expectations
San Gabriel Mission High School believes that a student's personal appearance has an impact on her attitude
as well as her behavior, and therefore the learning process. Respect for both the individual and the school is
manifested by an attitude of "dressing up" for school. The Dress Code is designed to assist students in
making decisions about appropriate dress, personal responsibility, and self-discipline. Students are to appear
neat, clean, and well-groomed at all times. Mission's Dress Code is based on modesty, neatness, cleanliness,
good taste, and safety.
Any SGMHS student wearing the uniform represents all of SGMHS. One person may display a positive or
negative image of all by the way she carries herself. Therefore, when any part of the uniform is worn ALL of
the uniform must be worn, while traveling to and from school, at school, or representing the school in any
capacity. To uphold the image of SGMHS, the school uniform should be worn with pride at all times,
whether at school or outside of the school community. All students must be in complete school uniform
prior to arriving on school grounds and upon departure. Failure to comply will result in a demerit
for each uniform infraction.
If a student is unable to wear her complete uniform due to unavoidable circumstances or an emergency (this
type of occurrence will only be excused one time per semester.), she should present a dated note to the Dean
at the beginning of the day in order to receive an out-of-uniform button. If the student does not bring a note
from a parent on that day her out-of-uniform violation will be considered unexcused and she will receive a
demerit and an out-of-uniform button. . Out-of-uniform buttons are to be worn at the top of the
blouse/sweater and be readily visible. If a student cannot be in full uniform, she must come to school in
dressy non-uniform dress according to the regulations or will be issued a uniform. This business must be
taken care of before 7:55 am
All uniform items must be purchased at CKW Uniform Supply, located at 9668 Las Tunas Dr. Temple City,
California 91780.
Formal Uniform Dress
Formal Uniform days are generally on Wednesdays or any other day when we have an assembly, liturgy, or
other gathering and are highlighted on the school calendar or otherwise deemed “Formal” by the
administration. Students are responsible for knowing when formal uniform attire is required. All athletes are
required to wear Formal Uniform Dress on game days.

Updated:8/20/2018
76

Formal Uniform Dress is as follows:
● SGMHS blazer
● Blue/green pleated plaid skirt, which is worn no shorter than three inches above the crease at the
back of the knee and may not be rolled at the waistband
● White camp shirt. Only beige or white undergarments can be worn under the white school blouse
and must not be seen. Polo shirts may not be worn on formal uniform days.
● Only knee high socks or tights are permitted on formal days and they can only be white, navy, hunter
green or grey. Knee high socks must be made of thick cotton material not panty hose material.
● No ankle or crew socks permitted.
● Tights must be opaque and not transparent and should be free from holes or runs. Socks/tights
must not be thigh-high. Fishnet stockings and tights with holes are not allowed.
● Tights and socks may not be worn together.
● Footless leggings are not permitted.
● Oxblood (burgundy)/black penny loafers. Heels (from leather of shoe to bottom of rubber) must be
no higher than 3/4". Shoes should not have any writing on them. If the student is unable to wear
the formal uniform shoes, the parent/guardian must meet with the Dean before any other shoe may
be worn.
Regular Uniform Dress:
● Plaid or grey skirt
● Navy blue or grey slacks
● Navy blue shorts (11th, 12th graders only) or grey shorts (All grades)
● Skirts and shorts must be no higher than three inches above the crease of the knee and must not be
rolled at the hem or waistband; shorts & slacks must not be Dickies™ .
● Polo shirts with logo: Grades 9 – 11: white, navy, hunter green; Grade 12: white, navy, hunter green;
yellow and grey;
● Undershirts must be solid in color with no graphics, logos, emblems or printing. Undershirts must
be white or match the color of the regulation polo or camp shirt;
● Navy blue, hunter green or grey pullover sweater or cardigan with SGMHS logo;
● Navy blue, hunter green or grey sweater vest with SGMHS logo;
● Senior sweaters, worn by seniors only;
● Only official SGMHS jackets may be worn. Letter jackets are to be worn only by a student who has
earned it;
● Only official SGMHS sweatshirts may be worn;
● Socks/tights must be solid white, navy blue, hunter green or grey. Tights must be opaque and not
transparent and should be free from holes or runs. Socks/tights must not be thigh-high. Fishnet
stockings and tights with holes are not permitted. Socks maybe crew, knee high or ankle socks and
must be made of thick cotton material, not of transparent material. Footless leggings and bootie
socks are not permitted.
● Oxblood (burgundy)/ black penny loafers or all black or all white Converse or Vans. Heels (from
leather of shoe to bottom of rubber) must be no higher than 3/4";
● Mufflers and gloves are only permitted BEFORE 7:55am and must be removed before reporting to
the first class of the day;
● Solid color scarves (black, white, yellow, navy, or dark green) can be worn properly at anytime
throughout the day.
Game Day Team Dress
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On game days, athletes must be in full formal uniform until lunch, when they are to change into their sport
uniform downstairs in the locker room. The school and team uniform must be worn with shoes and
appropriately, neatly and with pride.
The following apparel items are prohibited at all times unless specifically stated by SGMHS:
● Blankets;
● Pajama bottoms;
● Leggings and Jeggings;
● Flip-Flops;
● Slippers;
● Non-Mission apparel;
● Sweat pants/track pants/warm-up pants.
Non-Uniform Dress
At times designated "non-uniform dress” may be worn; modesty and refinement are the guidelines. All
outfits must be in good taste according to the judgment of the administration and follow all uniform
guidelines.
The following are the non-uniform dress guidelines for ALL designated non-uniform school days
and/or school-sponsored activities, i.e. dances, retreats, evening events, etc.
● Shorts/shirts/ dresses are allowed as long as they are no higher than 3 inches above the crease in the
back of the knee and loose around the leg;
● No tight-fitting outfits;
● No low-cut necklines;
● Pants/Jeans may be any style so long as when you sit or bend over no skin is exposed;
● Tight-fitting pants, leggings/exercise pants, stirrup pants, sweat/ lycra /stretch material such as
jeggings are never permitted;
● Pants may not be torn or frayed at the cuff or hem; no holes or other perforations are allowed;
● Tops/blouses/shirts/sweaters/dresses must not be low-cut, form-fitting, see-through, strapless,
spaghetti-strap, halter, bare-midriff, bare-back, cut-out, or otherwise inappropriate; tank tops are not
permitted; if shirts cannot be tucked in, don't wear them;
● All logos must be appropriate as deemed by the administration or other school personnel;
● For safety reasons, shoes must cover more than half of the foot and cannot be backless or have a
heel higher than 1 ½ inches; students should never walk/step on the backs of their shoes so they
appear backless;
● Slippers, flip-flops, clogs, moccasins, and platform shoes are NEVER to be worn on campus. This
rule also applies to sporting events.
● No hats or inappropriate head coverings; this includes bandanas and scarves.
In all instances, the school reserves the right to regulate against unbecoming fads or fashions that reflect
negatively on the school and/or person. Any clothing or accessories that are, in the opinion of the
administration or Dean, gothic, gang-related (or possibly gang-related), are not permitted on the SGMHS
campus or at any SGMHS event or activity. If the student body fails to comply with the Regular Uniform
policy, they will be required to wear Formal Uniform until the administration deems the student body to be
uniform compliant.
General Image At All Times
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The following rules contribute to a positive image of all SGMHS students and apply at all times, i.e. at school,
dances, evening events, retreat, etc. If there is a violation of these rules, the student is subject to an
out-of-uniform demerit and possible disciplinary action. Whether a student is in formal, regular, or
non-uniform dress:
● Clothing should not be ripped or torn in any place;
● Inappropriate logos, pictures, words, or group affiliation attire is not allowed. Questions may be
directed to the Dean;
● Fingernails should be no longer than 1/2" from the nail bed to the tip of the nail;
● Makeup should be natural and "low key." No heavy eyeliner or bright eye shadows should be worn.
Lipstick and blush should be in tones of natural reds, pinks and browns;
● Hair should not be shorter than 1" from any part of the scalp. Hair may be frosted and dyed only
natural shades of blond, auburn, brown, or black. Approval of color should be given from the Dean
before dying occurs. Students cannot dye the top half of their hair one color and the bottom half
another color. It may not be dyed or streaked in colors such as blue, green, white, purple, etc;
● Jewelry should be in moderation and in good taste. Earrings should not be larger than a quarter in
diameter or one inch in length. Students may wear no more than two earrings per ear, two rings per
hand, two necklaces, and two bracelets. Animal collars, heavy metal chains/belts, or leather
adornments are not allowed. No studded jewelry may be worn;
● Piercings may not be visible (with the exception of earrings). Students may not wear any pierced
facial/body jewelry or jewelry on the tongue. This means that a student may not wear rings/studs on
any other visible portion of her face or body. Use of a bandage to cover piercing is not allowed.
Alternate materials may not be used to substitute a ring or stud in order to prevent the piercing from
closing. Plugs and spacers are discouraged and spikes are not permitted.
● Tattoos or brands of any kind are not permitted;
● Accessories should be appropriate to SGMHS. This means that a student may not wear
non-SGMHS buttons, hats, caps, bandanas, gloves, mufflers, etc. inside the building. Backpacks
should be free from inappropriate writing, buttons and/or patches;
● Hair bands/ bows/ barrettes should be modest and non-distracting. Hair bands should be
solid-colored and compliment the uniform;
● Guests of students are expected to be dressed appropriately on campus and at any school
event or activity.
Addressing Teachers
To maintain a proper teacher/student relationship, students must address their teachers using formal forms
of address: Mr., Mrs., Miss, etc. They may not address teachers by their first names.
Announcements
A weekly bulletin giving a detailed overview of each week's events is posted on the student bulletin boards in
the hallways and also in each classroom. MTV/P.A. announcements for activities, meetings, etc. are made
during the announcement period in the morning and after school. Other than prayer no announcements
should be made during class periods unless they are made by or approved by an administrator.
It is the responsibility of the student to listen to announcements and act upon information received. All
announcements must be written on forms provided and only signed by the moderator or coach to whom the
announcement pertains. Administrators can approve or retract an announcement at any time. No class/
curriculum assignments will be announced.
Attitude of Parent or Guardian
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Every parent, guardian, or other person who upbraids, insults, or abuses any teacher or administrator of the
school in the presence or hearing of a pupil, is guilty of a misdemeanor. (Education Code: 13559) (cf. VIII-6)
If the teacher is "insulted or abused" by any person in the presence of other school personnel on school
premises, on public ways adjacent to the school, or at another place where the teacher is assigned, that person
is also guilty of a misdemeanor. (Education Code 13559; 13560)
Under normal circumstances a student is not to be deprived of a Catholic education on grounds relating to
the actions/attitudes of parents. It is recognized, however, that a situation could arise in which the
uncooperative or disruptive attitude of parents might so diminish the effectiveness of the education process,
that continuation of the student in the school may be impossible.
Parental Attitude/Cooperation
For the school to be effective with the student it is essential that a spirit of cooperation, trust, and support
exist between the school and the parent. It is for this reason that we ask the family to become familiar with
the philosophy, policies and procedures developed and enforced by SGMHS. It may sometimes happen that a
family cannot be supportive of the school and its philosophy, policies and procedures. Should a manifest lack
of agreement reach the point where the school judges that the necessary and appropriate relationship no
longer exists, the family will be asked to withdraw the student from the school.
Beverage Containers at School
Students are not permitted to have any beverage containers on campus during school hours other than water
bottles. All other beverages should only be consumed in designated lunch areas and may not be brought into
school buildings.
Bulletin Boards and Posters
The Director of Activities must approve notices of any kind. Materials may only be posted in designated areas
such as bulletin boards and other approved areas with the prior authorization.
Controversial Issues
Controversial issues are topics about which there are definite but differing opinions among theologians,
scientists, and sociologists. When dealing with controversial issues, students are expected to discuss such
issues in an atmosphere of mutual respect and always guided by the teachings of the Catholic Church. The
school reserves the right to limit the expression of opinion that contradicts the Church's teachings.
Emergency Information Form
Emergency information forms and emergency release forms must be kept current for each student. They are
kept on file in the Front Office. Please inform the Front Office when your daughter will be left under
supervision of another adult in your absence. Please inform the front office if your address or telephone
number has changed.
Library
Library hours are from 7:30 a.m. to 4:00 p.m. daily.
Food and drink are not allowed in the library at any time. Students are responsible for the materials they use
in the library. Parents will be billed for damaged or lost library materials. Late library books will incur a fee.
SGMHS Cell Phones and Other Electronic Devices Policy and Procedure
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SGMHS believes that technology is vital to education as well as communication. Technology can also be an
important resource in the event of a natural disaster or threat to the safety of our school community.
Students may use their electronic devices in the event of a major emergency (natural disaster or threat to
school community), or when the teacher has given permission to utilize technology for learning purposes.
Otherwise, all electronic devices should remain in the off position and stored in the student’s book bag or
purse, and not their pockets (unless we are gathered for an assembly or liturgy). When the student is in class
the cell phone and/or electronic device should be in the off position, face down on the top of the student’s
desk.
Electronic devices especially those that transmit text, phone calls, or pictures like a cell phone are prohibited
on all campus during class time 7:30am – 3:10pm (after school on early dismissal days) and at all SGMHS
related events, field trips, and retreats at the discretion of the administration. Policies regarding the use of
electronic devices during field trips and retreats will be published prior to the event. If not, the
aforementioned policy will be upheld.
Any electronic device (e.g. Smart watch, cell phone, iPod, pager, beeper, walkie-talkie, and any such devices as
determined by the administration) that is seen or heard on campus 7:30am and 3:10 pm or is used for any
reason (i.e., as a calculator, checking the time, checking messages) will be confiscated, given to the Dean of
Students and a fine and a demerit will be imposed. The first violation will incur a $25.00 fine. Subsequent
infractions will result in an increased fine at an increment of $25.00 per infraction. The third violation will
result in not only a $75.00 fine, but will also lead to Disciplinary Referral and confiscation of the phone until
the end of the semester. Cell phones will only be returned to parents upon receipt of fine and after a
conference has been held. The fine is to discourage the students from using a cell phone during school
hours.
For more on the SGMHS Device policy please see the BYOD policy in section III Academic Policies.
Computer Lab
Computer lab is open before school from 7:30-7:55am, break for printing only 9:30-9:45am, and lunch unless
it is a Plaid Day Schedule. The computer lab is also everyday afterschool until 4pm. There is no eating in the
lab, excessive or loud talking. Please see our communication policy for appropriate use of the computers.
Emergency Procedures
Emergencies such as earthquake, bomb threat, natural disaster, or civil disturbance, require complete
cooperation with direction given by the administration and/or staff. (cf. X-2-3) In case of dismissal because
of an emergency (e.g. earthquake, civil disturbance), students will only be released to designees on the
student's emergency card. Because our school is located in an earthquake-prone area, we want to remind you
that, in the event of an earthquake, the following procedures will be followed:
● No student will be dismissed from school unless a parent (or guardian designated by a parent) comes
for her;
● No student will be allowed to leave with another person, even a relative or babysitter, unless we have
written permission to that effect or that particular person is listed on the student’s emergency card in
our files. With this in mind, if your daughter’s card is not up-to-date, please request a new card from
the Front Office;
● All parents or designated guardians who come for students must sign them out at the Front Office or
at the alternative Student Release Station at the entrance to the outside basketball courts. Please note
that students will be released at the discretion of the administration in conjunction with Emergency
Services.
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We are prepared to care for students in the event of a critical situation or if parents are not able to reach
school. All of our faculty and staff are certified in first aid and CPR, and they will be in communication with
local emergency services.
We do ask for your help in the following areas:
● please do not call the school; we must have the lines open for emergency calls;
● following an earthquake or other emergencies, do not immediately drive to the school; the school
access route and street entrance areas must remain clear for emergency vehicles;
● Turn your radio to KFWB 980 on the AM dial; information and directions will be given over the
radio.
Student Lockers
Although a student may have control of her locker against her fellow students, her possession is not exclusive
against the school and its officials. It is the proper function of school authorities to inspect the lockers under
their control and to prevent their use in illicit ways or for illegal purposes. This includes the canine unit. (cf.
VIII-15)
Lockers and Locks
Each student receives a locker with a lock at the beginning of the school year. Lockers are to be kept in order
and locked at all times. Lost locks and mechanical difficulties should be reported to the Dean
IMMEDIATELY. Students may not switch lockers. Student may rent an additional locker space for $5.00
through the Dean of Student Life. Students who need to have locks replaced will be charged a fee of $5.00.
Athletes are assigned an additional locker once they have paid their sports fees. A Sports Locker Form and a
$5.00 deposit are required to obtain a locker. Upon return of the locker key or lock, the $5.00 deposit is
returned. The Administration reserves the right to inspect all student lockers. Students must not at any time
give out their locker combinations, nor can they share their locker with another student. The school will not
be responsible for any items that go missing from a student locker. At no time is a student able to use their
own lock. On the occasion that students are granted the privilege of decorating lockers, only magnets can be
used. At no time can tape (or other adhesives) be used. The administration reserves the right to remove any
inappropriate materials posted in or on lockers.
School Searches
Students’ legitimate expectations of privacy in person and in the personal effects they bring to school must be
balanced against the obligation of the school to maintain discipline and to provide a safe environment for the
school community. Accordingly, school officials may conduct a search of the student’s person and personal
effects based on a reasonable suspicion that the search will disclose evidence that the student is violating or
has violated the law or a school rule. The student’s parents should be notified of any such search.
To ensure that the school campus remains safe for students, searches are conducted by necessity without
warrants or warning. A locker search is based upon reasonable suspicion that the locker contains something
that would violate school policy. Students do not own their own lockers. They are only made available to the
student. Searches of purses, pockets, backpacks, and cars may be conducted without the permission of the
student, if there is reasonable cause. In addition, the school has contracted with Impact Canine Solutions. The
canines will detect contraband and alert the professional handlers of its presence. Property may be
confiscated for further investigation as a result of these searches. San Gabriel Mission High School personnel
never conduct strip searches. If deemed necessary, police will be called upon to conduct searches.
School officials do not need a warrant or a parent’s permission to conduct a search of the student and/or the
school’s or a student’s personal property, as long as they have a reasonable suspicion that a law or school rule
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is being or has been violated. Whenever a school principal conducts a search of a student’s person or personal
effects, an adult witness should be present.
Impact Canine Solutions
SGMHS is committed to providing its students, faculty, and staff with a learning environment and workplace
free of drugs, alcohol, and weapons as well as the violence that often accompanies such things. To this end,
SGMHS has contracted the services of Impact Canine Solutions, a private non-police affiliated company to
assist us in protecting the campus, the vicinity of the school, and venues at which off campus events are held.
Canines are trained in the detection of the following odors:
● Illegal Drugs (marijuana, heroin, cocaine, opium, etc.);
● Over-the-counter and prescription drugs;
● Alcoholic beverages;
● Gunpowder (fireworks, ammunition, firearms, etc.);
● Residual odor (where one of the above was previously present).
The company will make unannounced visits to our campus. A handler and a canine along with an
administrator will proceed through the halls and the parking lot. The canines are trained to detect contraband
in lockers and in cars. When they “alert” on a locker, a search will be conducted immediately. The student
who uses the locker will be brought to the office and questioned. A limited search of the student’s pockets
and possessions will be conducted. When they “alert” on a car, the student to whom the car is registered will
be summoned to open it for a search. The student will then be taken to the Dean’s Office where a limited
search will be conducted. In both cases the parents will be called.
Classrooms will be searched at random. When a room has been selected for search, the administrator will ask
the teacher to take the class to a location where the students will wait while the search is being conducted. If
the canine “alerts” on a bag, the handler will conduct a search of the contents immediately. If the search
yields contraband, the bag will be taken to the Dean’s Office. When the class has returned to the room, the
administrator will ask the teacher to bring the student to the door and the student will then be taken to the
office. There, the student will be questioned and a limited search will be conducted. The parents/guardians
will be called.
At no time will the canines be used to detect contraband on a student’s person. The school will make every
effort to protect the dignity of a student suspected of possessing contraband.
An alert from trained and certified detector dog is sufficient to allow the school official to have a reasonable
suspicion and to conduct a warrantless search of the student’s locker, car or his/her personal property and
effects. In addition to this policy on searches by the school, every student is subject to the Archdiocesan and
school use and privacy policies concerning cell phones and other electronic devices, whether the devices
belong to the school or to the student.
If a student refuses to cooperate in a reasonable search of the school or student property (including electronic
devices), the student’s parents/guardians and/or the police may be called for assistance or referral.
In the event that any items belonging to a student are confiscated, the principal should document that fact
and, when possible, take a photograph of the place where the confiscated object was found and of the object
itself. It is also recommended that the school obtain a signature from the student acknowledging that the
item was in his or her possession at the time it was found.
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Lost and Found
Lost and Found articles are kept in the front office and may be claimed upon proper identification. Loss of
valuable articles should be reported to the front office immediately. The school cannot assume responsibility
for lost articles. To insure a quick return of lost items, it is important to mark all items of clothing and books
with the students name and grade.
Lunch Accommodations
The SGMHS Cafeteria has been subcontracted. The cafeteria will provide breakfast, break time snacks, and
lunch. Students cannot eat in the building. Eating areas include the Broadway bench area and the cafeteria.
Special arrangements are made for eating indoors on rainy days. Lunch deliveries are only allowed with
administrative approval.
Parking
Parking is provided for faculty, staff, and approved students in the lot adjacent to the school. Students must
obtain permission to go to any vehicle during the school day. Proof of insurance and a valid California
Driver’s License must be on file in the Dean’s Office. Upon approval and payment of a $25.00 fee, students
will be issued with an Official SGMHS Parking tag. SGMHS is not liable for damage or theft to cars.
Students who fail to display an official tag will be placed on probation. At no time can a student park along
the wall. Student drivers are not allowed to drive other students without parent and administration approval.
This approval must be documented in school records.
Rental of Hotel Rooms or Other Facilities
The school does not permit the renting of hotel rooms or other facilities for students’ use for activities before
or after SGMHS dances, athletic events, or school-related activities. The school does not assume
responsibility or liability for damages, loss of property, or injury caused when students or their parents incur
such rental agreements.
Roller-skates and Skateboards
Roller-skates, roller-blades, Heely’s™, and skateboards are not to be ridden on campus.
Student Parent/Guardian Handbook & SGMHS calendar
The handbook and calendar contains policies, procedures, deadlines etc and are located online at
www.sgmhs.org or you can ask for a printed copy for $10.
School Deliveries
Deliveries of items such as keys and homework are strongly discouraged and should be taken care of at home.
The office cannot guarantee any deliveries to students. Flowers, balloons, and gifts may not be accepted.
Senior Privileges
The SGMHS senior class is honored for its unique position in the school, for the leadership it shows and the
accompanying responsibility it assumes. Traditionally, the senior class is accorded on-campus privileges that
are proposed by the Senior Class Officers to the Dean of Student Life. If leadership is shown by the class
privileges are awarded. Any or all privileges may be revoked by the administration with due cause. There
shall be no assumption of senior privileges by any member of the student body.
Student ID Cards
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Student ID cards are issued at the beginning of the school year. The cards should be used for student
identification, special admission to school events outside of school hours, and for using a computer outside
of class time. If a student should lose her ID, it can be replaced. The cost for a new picture ID card is $4.00.
Students on Campus
Except for students involved in supervised activities, the only authorized time for students to be on campus is
7:30 a.m. to 3:30 p.m. Failure to abide by this rule may result in disciplinary action. Due to liability issues,
chronic violators may be asked to withdraw from school.
Supervision after Hours
The school does not provide supervision outside of school hours (7:30 a.m. – 3:30 p.m.). Therefore, students
should not arrive on campus before 7:30 a.m. and parents should arrange for their return transportation by
3:30 p.m. Students in any supervised activity must be picked-up at its immediate conclusion. Failure to
comply with this policy may result in a request for the student to withdraw from school or in restriction of
participation in future activities as determined by the administration.
Students may not leave campus during school hours for any reason. Any exceptions require the permission of
the parents and Dean. All legal and insurance requirements must be met. Students are not released to
strangers or callers without parental consent. This does not apply to the release of students to a peace officer.
Telephones
Students may not use the school telephones for personal use unless it is an emergency and an administrator
has approved such use.
Textbooks/E-books
Students purchase all textbooks and workbooks online through escobookstore.com. Texts are returned to
Esco at the end of the semester or year or re-sold to other classmates. Any lost textbooks are the
responsibility of the students. Textbooks should be covered at all times.
Transportation
Uber, LYFT, and any other similar transportation type services are strongly discouraged since they are not
allowed to transport underage students. SGMHS assumes no responsibility for any of these types of vehicle
services.
Use of School Facilities and Equipment
Permission to use the school facilities and equipment is granted by the Principal or his designee. Facilities and
equipment are primarily for the benefit of the students. Policies regarding the use of facilities and equipment
are on file in the Principal's office. (cf. X-12)
Visitors
Since SGMHS is a closed campus, students are not allowed to bring visitors to school. Any exception must be
pre-arranged by the dean. Parents/guardians wishing to speak to their student must check in with the Front
Office. Parents wishing to speak to school personnel are expected to make an appointment.
Closed Campus Policy/Visitors On Campus
To preserve the academic environment and school security, San Gabriel Mission High School has a closed
campus. No person may enter the campus unless authorized by the school administration. Visitors must
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present themselves at the school office if they are seeking information or have business to conduct with the
school.
Students may only bring female guests (grades 4 through 11) to school only with advance permission from
the Administration (at least three days before bringing a visitor on campus). Pass requests may be obtained
from the Admissions Office and are to be signed by teachers and returned to the Dean of Students by the
end of the day before the visit.
All eighth grade visits must be scheduled with the Office of Marketing & Admissions prior to a visit. A two
day notice is required.
Students may not encourage visitors to come to the campus before school, break, lunch, or afterschool nor
engage in conversation with them on the grounds or adjacent sidewalks or street without authorization.
Violations may result in disciplinary action as the case may warrant.
Former students under the age of 18 are not allowed on campus during normal school hours. Students who
have been asked to withdraw from Mission are not allowed at any school activities. (cf. VIII-8)
Publication Policy
The Principal of the school is the publisher of all authorized school publications and has legal responsibility
for the content of publications such as the yearbook and the school newspaper. No publication (pamphlet,
flyer, or other written notices) may be circulated without the expressed permission of the principal or his
designee. Copyright laws must be observed. (cf. VII-3) The principal appoints a moderator for each
publication and the moderator according to the following guidelines reviews all published material:
● There is a clear understanding of the purpose of the publication and the limitations on the authority
of the editor;
● Topics are to be treated in a way that is tactful, respectful of the rights and feeling of others, in good
taste, and is constructive;
● Personal attacks are to be avoided;
● Material contrary to Catholic teaching is not permitted;
● The facts of a story are validated before publication.
SGMHS Dance/Activities Policy
Admission to Dances/Activities
SGMHS dances are closed events; admission to dances requires the following identification:
● SGMHS Students: SGMHS student body ID card;
● Students from other Catholic high schools: required to turn in a current student body ID card. Note:
A class schedule or note will not be accepted;
● Guests of an SGMHS student who do not attend a Catholic high school need a guest pass and a valid
picture ID;
● Guests over 18 years of age need a guest pass, valid picture ID, and a permission letter from the
SGMHS parent/guardian.
● Guests over 20 are not allowed;
Each student will be permitted to obtain four (maximum) guest passes from the Activities Office during the
week PRIOR TO the dance. The names of both the SGMHS student and the guest will be on the pass. The
Mission student will be responsible for their guests; ID's will be collected and returned at the end of the
dance.
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SGMHS Dance/Activities Dress Code
● Ladies are expected to follow the SGMHS non-uniform dress code at all dances.
● Gentlemen are expected to honor the following rules:
o Only a full collared shirt, formal sweater, or a full turtleneck should be worn;
o All jackets and hats must be checked in at the coatroom.
● Absolutely Prohibited:
o Facial piercings, baggy jeans/pants, ripped or faded jeans/pants, overalls, shorts, t-shirts,
sweatshirts, sweatpants, hats, chains and any infractions of the SGMHS General Image
Policy.
SGMHS Dance/Activities Regulations
● Smoking will not be permitted anywhere on the school grounds;
● Doors close at 9:00 p.m. No loitering is permitted outside of the building;
● Those attending the dance will not be allowed to leave until one-half hour before dance ends.
● Re-entry is not permitted;
● Early release of SGMHS students must be accompanied by a note from a parent, which includes
parent’s phone number. The note must be submitted by the morning of the event. In the event of
an unforeseen situation necessitating early dismissal, the student's parents will be called before she is
excused;
● In case of emergency, emergency services will be called first; then attempt will be made to contact the
student's parents;
● There is a limit of 500 persons at SGMHS dances. A record of presale tickets will be kept and
at-the-door sales will be regulated;
● Students who have been asked to withdraw from SGMHS are not allowed at any school activities.
● Anyone defacing or removing dance decorations will be asked to leave. Auditorium decorations may
be taken for souvenirs only after the lights are turned on after the last dance;
● SGMHS dances end at 11:00 p.m.; student transportation must be scheduled for this time.
Moderators will stay until all students are picked-up;
● After 11:30p.m., any SGMHS students remaining around the campus will incur a $25 charge. This
policy will also be applied to SGMHS students for their registered guests. At midnight San Gabriel
Police Department will be called to issue a violation of curfew;
● A minimum of twenty-two chaperones is required for every dance except formal and semiformal
dances.
● The administration reserves the right to refuse entrance or to dismiss students or guests at anytime.
Archdiocese of Los Angeles Harassment, Bullying And Hazing Policy
SGMHS is committed to provide a safe and comfortable learning environment that respects Christian values
and is free from harassment, bullying or hazing in any form. Harassment, bullying or hazing of any student by
any other student, lay employee, religious, clergy, or school volunteer is prohibited. The school will treat
allegations of any such conduct seriously and will review and investigate such allegations in a prompt,
confidential and thorough manner. This policy shall be communicated clearly to faculty, staff, volunteers,
parents/guardians, and students.
Substantiated acts of harassment, bullying or hazing by a student will result in disciplinary action up to and
including dismissal of the student. Students found to have filed false or frivolous charges will also be subject
to disciplinary action up to and including dismissal. For students in grades K-3, this disciplinary action shall
depend on the maturity of the students and the circumstances involved. For students in grades 4 through 8,
the disciplinary action may include suspension or dismissal.
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HARASSMENT occurs when an individual is subjected to treatment or a school environment that is hostile
or intimidating. It includes, but is not limited to, any or all of the following:
● Verbal harassment: Derogatory comments and jokes; threatening words spoken to another person.
● Physical harassment: Unwanted physical touching, contact, assault, deliberate impeding or blocking
movements, or any intimidating interference with normal work or movement.
● Visual harassment: Derogatory, demeaning or inflammatory posters, cartoons, written words,
drawings, and gestures.
● Sexual harassment: Unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature.
BULLYING is the habitual harassing, intimidating, tormenting, browbeating, humiliating, terrorizing,
oppressing and/or threatening of another person. Bullying typically consists of direct behaviors, such as
teasing, taunting, threatening, hitting, shoving, and stealing that are initiated by one or more students against a
victim or victims. In addition to direct attacks, bullying may also be indirect, such as spreading rumors that
cause victims to be socially isolated through intentional exclusion. Whether the bullying is direct or indirect,
the key component of bullying is physical or psychological intimidation that occurs repeatedly over time to
create an ongoing pattern of harassment and abuse.
HAZING is any method of initiation or pre-initiation into a student organization or student body or any
pastime or amusement engaged in with respect to these organizations which causes, or is likely to cause,
bodily danger, physical harm, or personal degradation or disgrace resulting in physical or mental harm, to any
student or other person.
RESPONSIBILITIES OF THE SCHOOL
It is the responsibility of San Gabriel Mission High School to:
● Establish practices and provide staff development training and age-appropriate information for
students, designed to create a school environment free from discrimination, intimidation or
harassment.
● Make all faculty, staff, students, parents/guardians, and volunteers aware of this policy and the
commitment of the school toward its strict enforcement
● Remain watchful for conditions that create or may lead to a hostile offensive school environment.
RESPONSIBILITIES OF THE STUDENT
It is the student’s responsibility to:
● Conduct herself in a manner that contributes to a positive school environment.
● Avoid any activity that may be considered discriminatory, intimidating, harassing, bullying or hazing.
● If possible, inform the other person(s) that the behavior is offensive and unwelcome.
● Report all incidents of discrimination, harassment, bullying or hazing to the principal or teacher.
● As appropriate, the students involved may be asked to complete a formal, written complaint which
will be investigated thoroughly and will involve only the necessary parties. Confidentiality will be
maintained as much as possible.
COMPLAINT FILING AND INVESTIGATION PROCEDURES
The following procedures must be followed for filing and investigating a harassment claim:
The student may first choose to tell the individual causing the harassment that his/her conduct is offensive
and must stop. If the objectionable behavior does not cease immediately, the student must report the
harassment to the Principal, or to a teacher who will report it to the Principal, or to the Regional Supervisor if
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the Principal is the subject of the allegation. Additionally, in the case of sexual harassment allegations, the
student is free to raise the issue with another, same sex, administrator if he/she prefers to do so.
The student alleging harassment will be asked to complete a formal, written complaint. The claim will be
investigated thoroughly and will involve only the necessary parties. Confidentiality will be maintained as
much as possible.
The investigation will include a meeting with the person alleged to have harassed, sharing with that person the
nature of the allegations as well as the name of the person bringing the allegations. If appropriate, the alleged
harasser will be placed on administrative leave during the course of the investigation.
Once the facts of the case have been gathered, the Principal, in consultation with the Regional Supervisor,
and, in the case of a parish school, with the pastor, will decide what, if any, disciplinary action is warranted.
The disciplinary action will relate to the nature, context, and seriousness of the harassment and can include all
disciplinary actions up to and including immediate termination.
If the complaint is against a non-employee or non-student such as a parent, parishioner, volunteer, or vendor,
the school will take steps, within its power, to investigate and eliminate the problem.
LEGAL PROCEDURES
In order that our students may become better informed citizens in general, as well as better informed
students, a few provisions of law relating to schools are given below. The references quoted below are taken
from the "Education Code" and from the "California Administrative Code, Title 5".
Arrests and Court Orders
Students may be arrested or subpoenaed as witnesses without parental knowledge or permission. The school
will make every effort to contact the parents to inform them of the action and the whereabouts of the
student. (E.C. 13013)
Child Abuse
Any teacher who concludes from observation of a minor that the minor has received physical injuries which
appear to have been inflicted upon him by other than accidental means by any person, that the minor has
been molested, that the minor has been placed in such a situation that his life or health may be endangered,
shall report such fact within thirty-six hours to the local police. (P.C. 111615; P.C. 270-273)
PARENT/STUDENT COMPLAINT REVIEW PROCESS
Concern for the dignity and rights of each person are intrinsic to the Church’s mission as a true witness to the
spirit of the Gospel. Circumstances may give rise to conflicts among students, parents and school staff. All
parties are encouraged to use every available means to resolve these conflicts when they occur. However, if
the involved parties are unable to resolve their conflicts, families may use the Parent/Student Complaint
Review Process for additional assistance. All those participating in the Complaint Review Process are
responsible to strive toward reconciliation and act in good faith. Legal representation is not permitted during
the Complaint Review Process. Any person filing a complaint is to be free from restraint, coercion,
discrimination, or reprisal in any form.
School Level
The person bringing the complaint is encouraged to try to resolve the complaint by discussing it frankly with
the persons directly involved.
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If resolution is not achieved, the complaint should be discussed with the principal (or the pastor, if the
principal is the subject of the complaint).
For elementary schools, if the principal is unable to resolve the conflict, the principal will bring the pastor
into the process as appropriate.
After reviewing the facts and facilitating discussion of the problem the principal will respond to the person
bringing the complaint.
Department of Catholic Schools Level
If the complaint is not resolved at the school or parish level, the complaint may be submitted in writing to the
supervisor at the Department of Catholic Schools, outlining the concerns and reviewing the local process.
o The supervisor will review the complaint (with such consultation as may be appropriate) in a
timely fashion and will endeavor to mediate and resolve the matter.
o However, if no agreement can be reached, the supervisor will make a final determination
concerning the resolution of the complaint, based on the application of archdiocesan and
school policies and/or regulations, and communicate that determination, which will be final
and binding, in writing to all parties.
Student Threats
All student threats to inflict serious harm to self or others, or to destroy property, will be taken seriously.
Whoever hears or becomes aware of any threat made by a student should immediately report it to the pastor,
principal, or a teacher. The principal should notify the police immediately. The Department of Catholic
Schools should also be notified. (cf. VIII-13)
● The student who has made the threat should be kept in the school office under supervision until the
police arrive. The parents/guardians of the student who has made the threat should be notified. Any
adult or student who has been identified as the potential victim, or mentioned in writing as a
potential victim, should be notified immediately.
● The student who has made the threat, shall be suspended until the investigation by the police and
school has been completed.
● The decision to re-admit a student who has made a threat should be made by the principal and pastor
on a case-by-case basis.
● Practical jokes or offhand comments of a threatening nature will be taken seriously and will be
investigated. These actions may result in suspension or removal of a student from school.
● This policy shall be communicated clearly to faculty, staff, volunteers, parents/guardians, and
students.
GUIDELINES FOR ADULTS INTERACTING WITH MINORS AT PARISH OR PARISH
SCHOOL ACTIVITIES OR EVENTS
Adults acting in a staff, faculty, ministerial or other paid or volunteer position in the Archdiocese are role models who
are called to treat each minor with respect and care. Staff members, faculty or volunteers serving either in a paid or
volunteer position need to maintain professional relationships with minors whether on or off parish or parish school
locations. Please review the following guidelines and sign the "Acknowledgment of Receipt" for the file at the
parish or parish school where you work or volunteer.
● Staff members/faculty/volunteers will ensure that minors are properly supervised at all times, thus providing
them a safe environment. Minors must be viewed as "restricted individuals" because they are not adults and are
not independent.
● If staff members/faculty/volunteers who are supervising minors observe a situation where civil law, parish
and/or school rules are being violated, they must take appropriate action immediately.
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Staff members/faculty/volunteers should always be aware they have considerable personal power because of
their ministerial positions. Therefore, they will maintain respectful ministerial relationships, avoiding
manipulation and other abuses of power.
Staff members/faculty/volunteers must avoid assuming the role of a "father or mother figure" which may
create an excessive emotional attachment for all parties.
Attraction between adults and minors is possible, and care and caution should be taken in all interactions. The
parish/school administration should be informed immediately if such an attraction exists. Dating or sexual
relationships between a staff member/faculty/volunteer and a minor are inappropriate and unethical. Dating or
sexual relationships between a staff member/faculty/volunteer and a minor are unlawful.
Communications with minors (e.g., notes, email and internet exchanges, telephone calls) must be for
professional reasons only.
Discussions of a sexual nature must always take place in an appropriate educational context. Sexual jokes, slang
or innuendo are inappropriate when interacting with minors.
Staff members/faculty/volunteers will respect confidential information concerning minors or confidential
information of a personal nature shared by a minor. However, if a minor shares confidential information that
could pose a threat to the minor or to others, the staff member/faculty/volunteer has an obligation to notify
the proper authorities.
When staff members/faculty/volunteers are supervising minors or young adults at parish/parish
school-sponsored activities, they may not be under the influence of alcohol, may not consume alcohol in the
presence of persons under age 21, nor offer alcohol to them.
When a staff member/faculty/volunteer is alone in a room with a minor, the door must be open or there must
be clear visibility through windows.
Staff members/faculty/volunteers are to engage in games or sports activities with minors only in the presence
of other adults, or in a place openly accessible/visible to others.
Staff members/faculty/volunteers planning parish/parish school events in their homes with minors must have
the permission of the parish/school administration. In addition, staff members/faculty/volunteers may not
have any minor in their homes without the knowledge of the minor's parent or guardian.
Staff members/faculty/volunteers may not drive minors unless it is to or from a parish/parish
school-sponsored activity and may never drive alone with a minor. Driving minors requires parental permission
slips that indicate the transportation is by personal vehicle. The parish/parish school administration must
approve any use of personal vehicles. Trips involving minors must have a sufficient number of adult
chaperones and minors to preclude the appearance of inappropriate personal involvement with minors.
Parent/guardian written permission is required for the publication of a picture of a minor.
Adults are permitted to interact alone with minor(s) only after complying with Archdiocesan policies regarding
fingerprinting and safe environment training. They may work with minors only as part of a team if they have
not these requirements.

ARCHDIOCESAN ELECTRONIC COMMUNICATIONS POLICY
Systems, Devices and Materials
● Electronic communications systems include, but are not limited to, electronic mail, voice mail,
facsimile machines, stand-alone or networked computers, intranets, the Internet/World Wide Web
and any other communications systems that may be created in the future.
● Electronic communications devices include, but are not limited to, regular and mobile telephones,
computers, laptops, electronic notebooks, audio and video equipment, flash drives, memory sticks,
iPods, MP3 players, Blackberries, and other wireless equipment.
● Electronic communications materials include, but are not limited to, DVDs, CDs, laser discs,
audio and video-tape, audio and visual recordings, films, microfiche, audio and visual broadcasts,
computer operating systems, software programs, electronically stored data and text files, computer
applications, emails, text messages, instant messages, and all other downloaded, uploaded, retrieved,
opened, saved, forwarded, or otherwise accessed or stored content.
● Electronic Communications Systems, Devices and Materials and Users Covered
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All electronic communications systems, devices and materials whether in a parish, school, or
archdiocesan department or office;
o All electronic communications devices and materials taken from parish, school or
archdiocesan office for use at home or on the road;
o All personal devices and materials brought from home and used on parish, school or
archdiocesan premises during regular business hours;
o All personal devices and materials, regardless of location, that are used in such a manner that
the parish, school or archdiocese may be implicated in their use.
o All users of electronic communications systems, devices and materials, including, but not
limited to, students, employees, staff, contractors, volunteers, clergy and religious, and their
families.
Ownership and Control of Communications
● All systems, devices and materials located in a parish, a school or an archdiocesan office, and all work
performed on them, are property of the parish, school or archdiocese. These systems, devices and
materials are to be used primarily to conduct official parish, school or archdiocesan business, not
personal business.
● With permission from the pastor, principal or other person in charge, individuals may use systems,
devices and materials, including access to the Internet, for personal business and web exploration
outside regular business hours or during breaks. All users are expected to conform to appropriate
content management and web surfing guidelines, whether during or outside regular business hours.
● Parish, school and archdiocesan systems, devices and materials are not private and security cannot be
guaranteed. Passwords and user IDs are designed to protect confidential information, not to provide
users with personal privacy. User account passwords for systems not controlled by a centralized user
directory or authentication system must be on record with the pastor, principal or other person in
charge at the parish, school or archdiocesan department.
● Minors may only access the Internet from devices with updated and functioning filters for prohibited
content. All obscene materials, child pornography or materials that are otherwise harmful to minors
or in violation of this electronic communications policy must be blocked. Before allowing minors to
access the Internet, a responsible person must ensure that content filters are “ON.”
● Content filters for minors may NOT be disabled or turned “OFF” without obtaining prior
permission from the archdiocesan Applied Technology Department or the person with equivalent
authority at the parish or school.
● All files downloaded from the Internet, all computer disks received from outside sources, and all
content uploaded from portable memory devices must be scanned with updated/current virus
detection software. Immediately report any viruses, tampering or other system breaches to the
person in charge at the parish, school or archdiocesan department.
● Parishes, schools and the archdiocese reserve the right to monitor, access, retrieve, read and disclose
all content created, sent, received, or stored on parish, school or archdiocesan systems, devices and
materials (including connections made and sites visited) to law enforcement officials or others,
without prior notice.
Guidelines for E-mail correspondence and other electronic communications
● All users of parish, school or archdiocesan communications systems and devices should use care in
creating e-mail, text, instant or voice mail messages. Even when a message has been deleted, it may
still exist on a backup system, be restored, be printed out, or may have been forwarded to someone
else without its creator's knowledge. The contents of email and text messages are the same as other
written documentation and cannot be considered private or confidential.
● E-mail and other electronic communications are not necessarily secure.
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As with paper records, proper care should be taken in creating and retaining electronic records for
future use, reference and disclosure, as applicable.
Postings to "All Employees," “All Parents” “All Parishioners” and the like on intranets or the
Internet or the World Wide Web must be approved by the pastor, principal or other person in
charge at the parish, school or archdiocesan department before they are sent out.
Use of personal electronic communications devices and materials during regular business hours
should be kept to a minimum and limited mainly to emergencies.

Prohibited Practices:
● Users of parish, school or archdiocesan electronic communication systems, devices or materials and
users of personal devices and materials on parish, school or archdiocesan premises, during normal
business hours or under circumstances when the parish, school or archdiocese may become
implicated in the use, may not:
● Violate any federal, state or local laws, regulations, rules of conduct, codes of ethics, safe
environment or any educational rules.
● Post or distribute personal contact information about the user or others without permission or
review by a responsible adult person, unless required by the user’s job duties or assigned
responsibilities. Personal contact information includes names or screen names; telephone numbers;
work, home or school addresses; email addresses and web addresses (URLS) of social networking
sites or blogs.
● Post or distribute communications or pictures which a reasonable person, according to the teachings
of the Roman Catholic Church, would consider to be defamatory, offensive, harassing, disruptive,
derogatory or bullying. This includes, but is not limited to, sexual comments or images, racial or
ethnic slurs, or other comments or images that would offend someone on the basis of race, creed,
gender, national origin, sexual orientation, age, political beliefs, mental or physical disability, or
veteran status.
● Engage in improper fraternizing or socializing between adults and minors. Minors may not agree to
meet someone they have met online without their parents’ approval and the presence of a parent at
any meeting.
● Engage in pirating or unauthorized distribution (such as “podcasting”) of copyrighted materials,
music or film; arrange for the purchase or sale of any drugs, alcohol, or regulated substances and
goods; or participate in internet gambling.
● Post chain letters or engage in “spamming” (sending annoying, unnecessary or unsolicited
commercial messages); repost a message that was sent privately without permission of the person
who sent the message.
● Record any telephone or other conversation without the express permission of the other participants
to the conversation except where allowed by law.
● Use electronic communications devices for designing, developing, distributing or storing any works
of programming or software unless explicitly required by the duties of the job or assignment;
● Upload, download, view or otherwise transmit copyrighted, trademarked, patented, or indecent
material, trade secrets, or other confidential, private, or proprietary information or materials to which
the user does not have access rights. Regarding copyrighted materials, certain exceptions are given
for educational and liturgical purposes. If in doubt, consult the pastor, principal or other person in
charge.
● Damage, alter, disrupt, or gain unauthorized access to computers or other systems; e.g. use others’
passwords, trespass on others’ folders, work or files.
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Give unauthorized persons access to parish, school or archdiocesan systems, provide access to
confidential information, or otherwise jeopardize the security of the electronic communications
systems (e.g. by unauthorized use or disclosure of passwords).
Transmit confidential, proprietary, or sensitive information unless the transmission falls within the
scope of the user’s job duties or assignment by a responsible person.
Introduce a virus, attempt to breach system security or tamper with a system.
Alter, without authorization, a start up screen or the desktop, or install applications that will subvert
these functions.
Allow any minor to access the Internet on school communications devices before a responsible adult
has checked to insure that active filtering of prohibited materials is enabled.
Use electronic communications devices or systems to transmit any radio frequency signal that is not
permitted and/or licensed by the Federal Communication Commission (“FCC”) or that would
violate FCC rules or policies.

Consequences of violations of electronic communications policy
Violations of this policy, including breaches of confidentiality or security, may result in suspension of
electronic communication privileges, confiscation of any electronic communication device or materials, and
disciplinary action up to and including termination of employment, removal from parish or school activities,
or other appropriate disciplinary action.
Local policies for parishes and schools:
ACCEPTABLE USE POLICY (AUP)
San Gabriel Mission High School offers Internet access for student use. This document contains the
Acceptable Use Policy (here within known as "Policy") for the SGMHS Computer Network (here within
known as "Network").
Educational Policy
● The Network has been established for limited educational purposes. The term educational purposes
include classroom activities and career/college development.
● The Network has not been established as a public access or a public forum. SGMHS has the right to
place reasonable restrictions on the material you access or post through the Network. You are also
expected to follow the rules set forth in the SGMHS Student-Parent Handbook, California State law
and U.S. Federal laws.
● Do not use the Network for commercial purposes. You may not offer, provide or purchase products
or services through the Network.
● Do not use the Network for political lobbying, but you may use the Network to communicate with
elected representatives and to express your opinion on political issues.
Student Internet Access
All students will have supervised access to Internet World Wide Web information resources only in their
classrooms and the school library.
UNACCEPTABLE USES
The following uses of the Network are considered unacceptable and may be grounds for disciplinary action:
Personal Safety
● Do not post personal contact information about yourself or other people which includes your
address, telephone number, work address, etc. The only exception will be when completing various
college/scholarship applications under the guidance of an authorized SGMHS employee.
● Do not set up meetings with anyone using the Network.
● Promptly disclose to your teacher or another school employee any message you receive that is
inappropriate or makes you feel uncomfortable.
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Do not visit online chat rooms of any nature using the Network (i.e. MySpace.com, Facebook,
Twitter, Formspring, etc.).
Illegal Activities
● Do not attempt to gain unauthorized access to the Network or go beyond your authorized access.
This includes attempting to log on through another person's account or accessing another person's
file.
● Do not make deliberate attempts to disrupt the Network or destroy data by spreading computer
viruses or by any other means. These actions are illegal.
● Do not use the Network to engage in any other illegal act, such as arranging for a drug sale or the
purchase of alcohol, engaging in criminal activity, threatening the safety of a person, harassment,
stalking, etc.
System Security
● Immediately notify a faculty/staff member or the Technology Director if you have identified a
possible security problem.
● You will be able to print information from various web sites; however, do not download software or
files from the Internet World Wide Web, unless you are given permission.
Inappropriate Language
● Restrictions against inappropriate language apply to public messages, private messages, and material
posted on Web pages.
● Do not use obscene or disrespectful language.
● You should not post information that could cause damage or cause danger of disruption.
● Do not engage in personal attacks, including prejudicial or discriminatory attacks.
● Do not harass another person. Harassment is persistently acting in a manner that distresses or
annoys another person.
● Do not post false or defamatory information about any person or organization.
Respecting Resource Limits
You will use the Network only for educational and college/career development activities.
Plagiarism and Copyright Infringement
● Do not plagiarize works that you find on the Internet. Plagiarism is taking the ideas or writings of
others and presenting them as if they were your own.
● Respect the rights of copyright owners. Copyright infringement occurs when you inappropriately
reproduce a work that is protected by a copyright. Copyright law can be very confusing. If you have
a question, ask a teacher.
Inappropriate Access to Material
● You will not use the Network to access material that is profane or obscene (pornography), which
advocates illegal acts, violence, or discrimination towards other people (hate literature), or rationale
that is contrary to Catholic doctrine. A special exception may be made for research purposes if both
your teacher and parent have approved.
● If you mistakenly access inappropriate information, immediately tell your teacher or another school
employee.
● Your parents should instruct you if there is additional material that they think would be inappropriate
for you to access. SGMHS fully expects that you will follow your parents' instructions in this matter.
YOUR RIGHTS
Free Speech
The internet is not considered private and therefore is not bound by 1st amendment freedom rights of
teachers and/or students. The Network is considered a limited forum, similar to a school newspaper, and
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therefore the school may restrict your speech for valid educational reasons. Any communication a student
engages in on-line falls under the auspices of SGMHS and therefore should not contradict Catholic doctrine.
Search and Seizure
● The school is the owner of the computers, and therefore, the computers are liable for search at any
time, much like lockers may be searched at any time. You should expect only limited privacy in the
contents of your personal files on Network. The situation is similar to the rights you have in the
privacy of your locker.
● Routine maintenance and monitoring of the Network may lead to the discovery that you have
violated the disciplinary code, California state or U.S. federal law.
● An individual search will be conducted if there is reasonable suspicion that you have violated this
Policy, the disciplinary code, California state or U.S. federal law. The investigation will be reasonable
and related to the suspected violation.
Due Process
● SGMHS will cooperate fully with the local, state, or federal officials in any investigation related to
any illegal activities conducted through the Network.
● In the event there is a claim that you have violated this Policy or the school disciplinary code in your
use of the Network, you will be provided with a written notice of the suspected violation and an
opportunity to present an explanation before the administration.
● If the violation also involves a violation of other provisions of the disciplinary code, it will be
handled in a manner deemed appropriate by the administration.
Limitation of Liability
● SGMHS makes no guarantee that the functions or the services provided by or through Network will
be error-free or without defect. SGMHS will not be responsible for any damage you may suffer,
including but not limited to, loss of data or interruptions of service. SGMHS is not responsible for
the accuracy or quality of the information obtained through or stored on the Network. SGMHS will
not be responsible for financial obligations arising through the unauthorized use of the Network.
● It is unacceptable to use the SGMHS/San Gabriel Mission High School/Mission/MHS name,
initials, logo, or pictures of staff, students, the school or school activities with anything that is
degrading, lewd, threatening or violent. Deliberate publication on the internet, or anywhere else, may
result in serious disciplinary action including expulsion.

XVI. ARCHDIOCESAN CONFIDENTIALITY AND PRIVACY
Privacy and Access to Records
Maintaining confidentiality is the legal, ethical and professional responsibility of every member of the school
community, including students, parents/guardians, teachers, aides, and all other employees. Every member
of the school community must respect the privacy of all students, families, employees, the principal and the
pastor.
Pupil Records
“Pupil records” means any record related to a student that is maintained by a school or one of its employees.
It includes health records. It does not include “directory information” or a school employee's informal notes,
if the notes remain in the sole possession of the maker and are not made available to others, except to a
substitute.
Only the principal, as custodian of the records, authorizes the release of pupil records. Only teachers or
administrators charged with pupil oversight have the right to view or use pupil records. A teacher’s aide may
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view or use pupil records only with direct teacher supervision. Pupil records may be released by judicial order
such as a subpoena or a search warrant. In specific cases, such as suspicion of kidnapping, police officers may
be given access to records.
Parents and legal guardians of minors have the absolute right to access their child’s pupil records in
accordance with the school’s reasonable procedures for providing such access. Parents or legal guardians may
grant any specified person written consent to access specifically identified pupil records. In cases of legal
separation and/or divorce, California state law gives the custodial parent and a non-custodial parent with
visitation rights, the right to access and examine pupil records. However, only the custodial parent may
consent to the release of records and has the right to challenge the content of the records and to write
responses to information regarding disciplinary action. A non-custodial parent without visitation rights has no
right of access to records of any kind.
Directory Information
"Directory information" means one or more of the following items: pupil's name, address, telephone
number, date and place birth, major field of study, participation in officially recognized activities and sports,
weight and height of members of athletic teams, dates of attendance, degrees and awards received, and the
most recent previous public or private school attended by the pupil.
The school will, to the extent possible, minimize access to student telephone numbers or personal email
addresses, unless the parents or legal guardians consent to broader access. To the extent possible, users
should try to minimize access to or distribution of student telephone numbers or personal email addresses,
unless the parents of legal guardians consent to broader access
Room parent rosters, class lists, telephone numbers, email address lists or any other personal information
about families and students are considered confidential and may be used only for the purposes specified. In
no cases should commercial enterprises be given access to Directory Information.
Verbal/Written Confidences
Confidential information may be provided by students or parents/guardians to school employees in many
ways. Students may confide in staff verbally, in writing, such as a note or a writing/journal assignment. All
school employees must respect the verbal or written confidences of adults and students, except in cases
where the health or safety of the student or others is involved. If the confidence received relates to a health
or safety issue, the pastor, principal or other person in charge or appropriate authorities must be notified
promptly, keeping in mind the rights of privacy that apply. Archdiocesan policy on reporting suspected abuse
of children or vulnerable adults must be followed when applicable.
Pregnant Students
Following the Church's support of and protection for the unborn child, while ensuring the welfare of the
mother-to-be, the best interest of parents, and the school community, these guidelines will be implemented:
When a pregnancy is known to school personnel by whatever means, the Principal must meet with the
pregnant student and both parents and/or guardians. The student will be required by the school to receive
appropriate professional counseling consistent with Catholic teaching to assist with the circumstances of the
pregnancy, and with making choices for the future of both parents and the newborn child.
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If the father-to-be is identified, and he is a student in a Catholic school, the Principal of that school must
meet with him and his parents and require that he be involved in a counseling program similar to that
provided the mother-to-be.
The school assists the pregnant student to complete her high school education either by allowing her to
continue attendance or by referring her to an alternate program recommended by Catholic Social Services.
If the student chooses to remain in school, she will be allowed to participate fully in all activities to the extent
that the condition of the student and the common good of the school shall determine. The Principal, in
consultation with the Superintendent and the Pastor, shall review all aspects of each case and make a
determination based upon its unique circumstances.
If the student desires to return to school after the birth of the child, the school will facilitate her enrollment.
The condition of pregnancy shall not exclude the student from participating in the public graduation
ceremony. However, the Principal, in consultation with the Superintendent and the Pastor, shall determine
whether unique circumstances may necessitate pursuing an alternate action.
Without jeopardy to the above guidelines, the school shall retain the right and the responsibility to
promulgate and implement disciplinary measures, including expulsion, for public and overt breaches of
Catholic moral teaching.
Students are not to have celebrations of any kind on campus, including baby showers, visits, or parties in
honor of a pregnant student or student mother.
Abortion Policy and Procedure
The teaching of the Catholic Church is clear regarding the inviolable right to life of all human beings, the
reverence and respect owed to each person including those conceived and not yet born, and the morally
indefensible procurement of an abortion.
Abortion disregards innocent human life, and is incompatible with and contradictory to the fundamental
teachings of the Church, the mission of the Catholic school, and the values that ought to permeate Catholic
education (Gaudium et Spes, 51; Code of Canon Law, 1398).
Catholic teaching does not accept that anyone may justifiably arrange for or procure an abortion for oneself
or for another person, be forced or pressured into having an abortion, or influence or coerce another person
to have an abortion. Moreover, given the already existing network of prenatal programs and pregnancy
counseling available in the Archdiocese of Los Angeles, there is no acceptable reason why any student should
be coerced into having an abortion.
Therefore, the involvement of any student in procuring or assisting in the procurement of an abortion is
cause for such student to be dismissed from school. Furthermore, if any student’s parent or guardian coerces
and/or assists in the procurement of an abortion for his or her daughter or any other student, this action is
also cause for the son or daughter of that parent or guardian to be dismissed from school.
Students Infected with AIDS
The Archdiocese of Los Angeles reserves the right to revise these guidelines at any time for any reason
including, but not limited to, changing medical knowledge, legislation, and law.
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General Principles: The Archdiocese of Los Angeles has accepted the United States Bishop’s statement, “The
Many Faces of AIDS: A Gospel Response” as adapted for use within the archdiocese. This document states:
Infection with AIDS in and of itself should not be a reason to exclude students from any Catholic elementary
or secondary school, religious education program, or institution of higher learning. However, alternate
educational and catechetical arrangements may be made for infected students whose behavior has been
shown to be a danger to others.
HIV/AIDS is not spread by casual, everyday contact. Therefore, barring special circumstances, students who
are infected with HIV/AIDS will be admitted to our elementary and secondary schools. Usually, these
students are entitled to all rights and services accorded to other students. Decisions about any changes in the
educational program of a student who is infected with HIV/AIDS shall be made on a case-by-case basis.
Each situation will be analyzed and responded to as required by its particular facts. Any decision will take
into account Christian concern and compassion, community health and well-being, and individual privacy and
needs.
The schools will undertake an educational effort to inform staff, students, and parents about Acquired
Immune Deficiency Syndrome (AIDS). This educational effort will inform persons concerning the nature of
HIV infection, including how it is and how it is not spread, according to current scientific evidence; school
policy and procedures related to students with diseases such as HIV infection; resources for obtaining
additional information or assistance; and procedures to prevent spread of all communicable diseases at the
school.
Evaluating students who are infected with HIV/AIDS
HIV infection is not transmitted casually; therefore, it is not in itself a reason to remove a student from the
school. If the Principal is notified that a student is infected with HIV, the Principal shall determine whether
the student infected with HIV has a secondary infection, such as tuberculosis, that constitutes a recognized
risk of transmission in the school setting. This is a medical question, and the Principal shall answer it by
consulting with the infected student's physician, a qualified public health official who is responsible for such
determinations, and the infected student's parents or guardians. The Principal shall also determine if the
student's behavior could be a danger to others. This group shall also discuss ways that the school may help
anticipate and meet the needs of the student infected with HIV. If the student's behavior poses no danger
and there is not secondary infection that constitutes a medically recognized risk of transmission in the school
setting, the Principal shall not alter the educational program of the infected student. However, the Principal
shall periodically review the circumstances of the case to see if the situation has changed sufficiently to
warrant a reexamination of the decision.
If a student's behavior poses a danger to others or there is a secondary infection that constitutes a medically
recognized risk of transmission in the school setting, the Principal shall consult with physician, public health
official and the infected student's parents or guardians. Additional persons may be consulted, if this is
essential for gaining additional information, but the parents or guardians of the infected student must approve
of the notification of any additional persons who would know the identity of the infected person. When the
Principal makes a decision about the specific case, appeal of the decision may be made by the parent or
guardian of the infected student to the Pastor in the parish-school setting or the Superintendent of Schools in
the secondary school setting.
Confidentiality
Informing persons of the identity of a student with HIV/AIDS: The people who shall know the identity of a
student who is infected with HIV/AIDS are those who will, with the infected student's parents or guardians,
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determine whether the student has secondary infection that constitutes a medically recognized risk of
transmission in the school setting. They are: the Principal, the personal physician of the infected student, and
a public health official.
The decision-makers listed above and the infected student's parents or guardians will determine whether
additional persons need to know that an infected student attends the school. The additional persons will not
know the name of the infected student's parents or guardians. Additional persons may be notified if the
decision makers feel that this is essential to protect the health of the infected student, or if additional persons
are needed to periodically evaluate or monitor the situation. Written consent for notifying these additional
persons must be given by the infected student's parents or guardians.
Keeping Records
All persons shall treat all information as highly confidential. No information shall be divulged, directly or
indirectly, to any other individuals or groups. All medical information and written documentation notes,
telephone conversations, proceedings, and meetings shall be kept by the Principal in a locked file. The
infected student's parents or guardians shall be advised that this file, containing only information relevant to
the HIV/AIDS infection, is being kept separately from the student's other records. Access to this file will be
granted only to those persons who have written consent of the infected student’s parents or guardians. To
further protect confidentiality, names will not be used in documents except where it is essential.
Penalty by Law
Any person who willfully or negligently discloses the results of the HIV test that results in economic, bodily,
or psychological harm to the affected student is guilty of a misdemeanor and can be imprisoned and/or fined
up to $10,000 for each disclosure. Current law further provides for a civil penalty of up to $5,000 for each
willful disclosure of a person's test results, and $1,000 for each negligent disclosure. Any violation of
confidentiality by a school employee will be referred to a special committee composed of the Principal, the
Pastor if it is a parish setting, the Regional Supervisor, and the Superintendent of Schools.
Any school employee who becomes aware of a breach of confidentiality must report that immediately to the
Principal, and in turn, maintain confidentiality.
Position of the Archdiocese
It is the position of the Archdiocese that any person, whether employed by the Archdiocese or not, who
breaches confidentiality in any way regarding the disclosure of the name of a student who is HIV infected
shall be liable as an individual for this breach and individually responsible for any penalties that may be levied.
The school will not provide any defense or liability coverage for any acts that are done in contravention to
these confidentiality laws mandated by the State of California.
Infection Control The school will follow the guidelines established by the United States Centers for
Disease Control for prevention of the spread of HIV. These are:
● careful and frequent hand washing by staff and children.
● soiled clothing from all children should be placed in a sealed plastic bag to be sent home and washed
with detergent, bleach, hot water, as that will kill HIV.
● use of disposable gloves is appropriate for the cleaning of a bleeding injury; and blood contact
should be followed by immediate washing with soap and water.
● washing off areas where blood, urine, feces, etc. have spilled should be done with one cup of
household bleach diluted in one-half gallon hot water.
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●
●
●

when changing wet or soiled clothing, staff should pay particular attention to hand washing - if soiled
clothing contains blood, staff should wear disposable gloves.
disposable diapers and disposable gloves should be placed in a plastic bag to be disposed of in a
covered container.
housekeeping personnel need to be instructed to provide for careful disposal of bloodied material.
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Parent-Student Handbook Addendum 2017-2018
Release of Directory Information for Tracking Purposes
Catholic high schools in the Archdiocese of Los Angeles participate in programs in which students'
personally identifiable information is disclosed to school officials for purposes of tracking alumni
throughout college. This data enables schools to better serve their alumni and helps evaluate the
effectiveness of schools' curriculum, instruction, and support services.
A school may disclose directory information as defined above to school officials, including contracted
individuals or organizations such as the National Student Clearinghouse, to assist the school in tracking
its alumni throughout the college. Unless a parent, student, or former student files a notice to prevent
disclosure of directory information, a student's information may be released for the purposes described
herein.
Any parent or student over 18 ("eligible student") wishing to prevent disclosure of directory information
for tracking purposes must file a written notification to this effect with the principal. If a parent or eligible
student submits a request to the principal, it becomes effective on the day it is received by the principal,
except for directory information that has already been disclosed.
Once a parent or eligible student places a hold on the release of directory information, the restriction
remains in effect permanently, unless rescinded by the parent or eligible student. For this reason, each
parent and eligible student is encouraged to review the student's demographic data periodically.
For additional information, please see the National Student Clearinghouse
(www.studentclearinghouse.org)
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ACKNOWLEDGMENT OF RECEIPT
OF
GUIDELINES FOR ADULTS INTERACTING WITH MINORS
AT PARISH/SCHOOL ACTIVITIES OR EVENTS

I have received and agree to comply with the Guidelines for Adults Interacting with Minors at Parish, Parish School, Youth
Ministry or Religious Education Activities or Events of the Archdiocese of Los Angeles. As stated in the copy of these
guidelines: “All adults working or volunteering with minors are accountable to follow all policies contained in
ministry Handbooks. All adults acting in a staff, faculty, ministerial or other paid or volunteer* position in the
Archdiocese are role models who are called to treat each minor with respect and care. Staff members/faculty/volunteers
serving either in a paid or volunteer position need to maintain professional relationships with minors whether on or off
the parish or parish school locations.” These guidelines are part of the commitment of the Archdiocese of Los Angeles
to keep children and youth safe and to provide a role model for all minors under our care.

Activity(ies) or Event(s) in which I am involved:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Name (please print legibly): ________________________________________________________________
Signature: ______________________________________________________________________________
Date: _________________________________________________________________________________
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San Gabriel Mission High School
254 South Santa Anita Street

San Gabriel, CA 91776

Main Office: 626-282-3181 Ext.102

WCEA/WASC Accredited

Fax: 626-282-4209

www.sgmhs.org

Computer Network Use Permission Slip 2018-2019:
Name of Student: ____________________________________________________ Grade: ____________
(Please type or print: Last Name, First Name)
For the school to be effective with the student it is essential that a spirit of cooperation, trust and support exist between
the school and the parent. It is for this reason that we ask the family to become familiar with the philosophy, policies
and procedures developed and enforced by San Gabriel Mission High School.
It may sometimes happen that a family cannot be supportive of the school and its philosophy, policies and procedures.
Should a manifest lack of agreement reach the point where the school judges that the necessary and appropriate
relationship no longer exists, the family will be asked to withdraw the student from the school.
______________________________________________________________________________________________
We have read the SGMHS Acceptable Use Policy for use of the school’s Computer Network. We hereby release San
Gabriel Mission High School, the Los Angeles Archdiocese, its personnel, and any institutions with which it is affiliated,
from any and all claims and damages of any nature arising from our daughter's (or legal ward) use of, or inability to use
the SGMHS Computer Network, including, but not limited to claims that may arise from the unauthorized use of the
Network to purchase products or services.
We will instruct our daughter regarding any restrictions against accessing materials on the Internet set forth in the
SGMHS Acceptable Use Policy. We will also advise and emphasize the importance of following rules for personal safety.
Parent/Guardian Section:
Please initial the appropriate statement that applies to your daughter:
____We give permission for my daughter to use the SGMHS Computer Network to access the Internet.
____We do not give permission for my daughter to use the SGMHS Computer Network to access the Internet.
We agree to abide by all rules and regulations of San Gabriel Mission High School both stated and implied. We also
understand that the Principal and the Administration have the right to amend rules and regulations as necessary during
the school year.
We, the undersigned, have read and understand the contents of this handbook.
_____________________________________________________________________________________
Parent/Guardian Signature
Date
______________________________________________________________________________________
Parent/Guardian Signature
Date
Student Section:
I have read the SGMHS Acceptable Use Policy for use of the school’s Computer Network. I agree to follow the rules
contained in this Policy. I understand that if I violate the rules, my access to the Network may be terminated and I may
face other disciplinary measures.
_____________________________________________________________________________________
Student Signature
Date
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San Gabriel Mission High School
254 South Santa Anita Street
Main Office: 626-282-3181 Ext.102

WCEA/WASC Accredited

San Gabriel, CA 91776
Fax: 626-282-4209

www.sgmhs.org

SGMHS 2018-2019 Student and Parent/Guardian Handbook & Calendar
The SGMHS handbook and calendar contain important policies, procedures, schedules, and
deadlines for the school as well as the Archdiocese of Los Angeles that need to be read and
referenced throughout the year. The SGMHS handbook and calendar are located and can be viewed
or printed online at www.sgmhs.org.
Parent/Guardian Section:
Name of Student: ____________________________________________________ Grade: ____________
(Please type or print: Last Name, First Name)
We, the undersigned, have read and understand that the SGMHS handbook and calendar are important and will be
available online or copied for $10 in the front office. It is our responsibility to check the school website.
_____________________________________________________________________________________
Parent/Guardian Signature
Date
______________________________________________________________________________________
Parent/Guardian Signature
Date
Student Section:
I have read and understand that the SGMHS handbook and calendar are important and will be available online or copied
for $10 in the front office. It is my responsibility to check the school website.
______________________________________________________________________________________
Student Signature
Date
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San Gabriel Mission High School
254 So. Santa Anita Street
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SGMHS AERIES WAIVER 2018 - 2019
Parents/Guardians:
Aeries is the online grading system used as the primary source of information for both parents and students.
This website is available on any device equipped with internet access (computers, tablets, smartphones, etc.)
Without a login to Aeries, you will have very limited access to your student’s progress in her classes. Aeries is
our primary way of communicating student grades on a daily basis to parents and students. To prevent your
daughter from failing a course it is essential that your Aeries accounts be set up. With an account, teachers
and parents can communicate directly through email. You will also be able to receive PDF files of your
student’s grades. Both parents and students are to have their own accounts. Parent accounts include features
such as parent hours and immunization records which are not available to students.
All parents who have already set up their Aeries accounts, your accounts will remain intact for next school
year. You will be able to sign in with the same email address and password. During the summer you can
make changes to your contact information when available. Both parents and students will have their own log
in. If you have more than one student at Mission, you may use the same log in.
All parents who have yet to create an account, you must have an email address, your student’s permanent ID
number, home phone number on file and Verification code.
All parents/guardians must select to either gain access to an Aeries account or waive their rights to Aeries.
Please make sure to select an option below. When the school year begins, you will receive the Student ID
and Verification Code to set up an account if necessary. If you have any questions or concerns, please feel
free to contact me.
Thank you,
Mr. Roberto Dimas
Assistant Principal of Curriculum & Instruction
_______Yes, I already have access to my Aeries account.
_______Yes, I would like to gain access to an Aeries account. I understand that access codes will be given in
the fall.
_______I waive my rights to access Aeries. I understand that I will not have daily access to my daughter’s
grades. If needed, I will contact teachers myself to monitor my daughter’s progress.
Student Name:_____________________________________

Student Grade:________

Parent Signature: x__________________________________
Parent Email:__________________________
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SAN GABRIEL MISSION HIGH SCHOOL
BRING YOUR OWN DEVICE POLICY
ACKNOWLEDGEMENT FORM
2018-2019
This Acknowledgement Form is to be completed by Parent/Legal Guardian.

I/We, the parent(s)/guardian of _________________________________________________, a
student of San Gabriel Mission High School, have received, read, understand, and discussed with
my child the Bring Your Own Device (BYOD) Policy. By signing the Acknowledgement Form,
I/we agree to all its terms.
___________________________________
Printed name of Parent(s)/Guardian

_________________________________
Signature of Parent(s)/Guardian

__________________________________
Printed name of Student

_________________________________
Signature of Student

_________________________________
Date

_________________________________
Date
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Student Last Name ________________________ First Name _____________________ Grade _______

SGMHS Honor Code 2018 – 2019

San Gabriel Mission High School’s
Woman of Mission Honor Code

As a woman of Mission, I am expected to uphold specific standards and values, on and off campus. This
personal honor is essential to preserve my good name, as well as the integrity of the SGMHS family. I take on
this honor as soon as I become a member of SGMHS. This Honor Code involves following the expectations
set forth by SGMHS as well as the Archdiocese of Los Angeles.
This Honor Code entails that as a woman of Mission:

●
●
●
●
●

I will be a good person; someone to look up to and admire.
I know the difference between right and wrong and always try to do the right thing.
I set a good example for everyone.
I make the world a better place.
I live according to the “Five ISOs”:
○ Integrity
○ Respect
○ Character
○ Motivation
○ Depth

My signature acknowledges that I have read the SGMHS Student/Parent Handbook and/or were made aware
of its contents and the consequences should I choose to not uphold the expectation of a woman of Mission
set forth by SGMHS.

_______________________ ___________
Student Signature
Date

________________________ ____________
Parent/Guardian Signature
Date
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