Welcome to the new school year! Our time together calls for our best
efforts to live and work as united Catholic people. In this community,
we participate as partners in the tasks before us.

Acceptance at Our Lady of Guadalupe School automatically
binds families (students and parents) to the policies and
regulations included in this handbook. Please refer to the
handbook as a ready source of information. It is meant to
acquaint you with administrative procedures and policies so
that parents and staff may work together in the best
interest of our students.
We ask you to read each page carefully then review it with
your children. They must also know their responsibilities as
members of our school family. When you have finished
reading this handbook with your children we ask that
parents and students print out and sign the form in the back
and return it to the teacher of your oldest child. Please read
all sections, as there are changes each year. If any changes
occur after September 1 st, 2018, each family will receive
written and/or electronic notification.
If something is not clear to you, please talk with the teacher
or school administration.
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Purpose and Vision for Our Lady of Guadalupe School
(May 2018)
In order to unify our current decisions and conduct future strategic
planning


That our School will grow as a Christ-centered, welcoming and caring
community of faith and learning in which there is respect for all, and



That through our –
o

Teaching and promotion of Roman Catholic principles, values,
beliefs and practices,

o

Catholic environment where faculty and staff provide positive role
models in word and action,

o

Care and time focusing on the development and education of each
student,

o

Inclusive and safe environment, and

o

Strong partnerships among teachers, parents, families and
parishioners –

Our students will:
o

Grow in their relationship with God and one another and in their
personal relationship with Jesus Christ,

o

Live in the way of Christ,

o

Develop as future leaders, critical and creative thinkers, and lifelong learners who demonstrate self-discipline and accountability,

o

Appreciate diverse cultures and ways of thinking, and

o

Meet future educational demands.
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PHILOSOPHY
STUDENT LEARNING EXPECTATIONS
A student of Our Lady of Guadalupe School will do their best to
become:
A Christ Centered Individual who...







Demonstrates knowledge of Catholic Teachings
Participates in their Catholic Faith
Lives each day as Jesus did
Makes good choices
Demonstrates a spirit of service
Acts as a peacemaker

A Life-long Learner who...
Demonstrates a mastery of basic grade level skills
Applies critical thinking skills
Appropriately communicates in written and verbal form
Actively listens and engages in the classroom
Works independently and cooperatively
Uses technology responsibly
Respects rules and assumes responsibility for their
actions
 Demonstrates effort








A Globally and Culturally Aware Person who...






Communicates knowledge about current events
Expresses care and concern for others
Cares for God’s creations
Recognizes and appreciates different cultures
Demonstrates the ability to listen and communicate with
others

A Creative Thinker and Expressive Individual who...

 Demonstrates knowledge in different forms of creative
expression
 Participate and applies creativity in their daily learning
Utilizes technology and resources
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SCHOOL ADMINISTRATION
School Identification
Our Lady of Guadalupe School is a Catholic school established to serve the
children of families living within the boundaries and/or listed as parishioners of
Our Lady of Guadalupe parish. Students from families living outside the parish
are also welcome and may be admitted according to the space available at the
time of registrations.

Racially Nondiscriminatory Policy as to Students
Our Lady of Guadalupe School admits students of any race, color, or ethnic
origin to all the rights, privileges, programs and activities generally accorded or
made available to students at the school. The school does not discriminate on
the basis of race, color, or ethnic origin in the administration of its education
policies, admission policies, scholarship and loan programs, and athletic and
other school administered programs.

Safe Environment Policy
Our Lady of Guadalupe School sets a standard of full compliance with the
Diocese of Orange policies for the protection of all children. This impacts all
school parents, employees and volunteers. In order to be in the company or
presence of our students; one must complete these requirements.
1) Fingerprinting Clearance: A person must be fingerprinted only through
the Livescan process for the Diocese of Orange. The level required is for
Catholic school personnel or volunteers. You must obtain a coded order
form from the school office prior to visiting an approved site. The
approximate cost is $47.00. When a receipt is turned in with a service
hours coupon, you will receive two service hours credit. The school will
be notified that you have been “cleared.”
2) Safe Environment Training (Must be completed within (5) days of
fingerprinting): As a school volunteer, you must also be trained in
methods and means for appropriate intervention should a child and/or
student seek your advice. The training familiarizes adults with
acceptable responses to and boundaries with children. This is now
available online at through a Diocesan connection. You will be given a
handout with precise steps for success. The training takes approximately
sixty minutes. Upon completion, print the certificate of completion and
turn this in to our office for review and posting to your fingerprint
clearance at the Diocese of Orange.
Each item needs to be reviewed and posted to the Diocese of Orange
before you can be cleared as an acceptable volunteer on campus.
Fingerprinting is completed once within the Diocese of Orange program and
Safe Environment Training must be renewed every three years. We update our
lists frequently and allow only those parents and others who have completed
both components to serve our children and remain on campus. We do this
to protect our students!
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Policy for Admission of New Students
Transitional Kindergarten:






Applicants must be 4 years of age by September 1 st
Birth Certificate
Baptismal Certificate
Immunization Records

Kindergarten:







Applicants must be 5 years of age by September 1 st
Applicants are observed for readiness in Language, Motor Skills, and
Perception
Birth Certificate
Baptismal Certificate
Immunization Records

First Grade:







Applicants must be 6 years of age by September 1 st.
Applicants are observed for readiness in Language, Motor Skills and
Perception.
Written report (report card) from Kindergarten teacher verifying readiness
for First Grade.
Birth Certificate
Baptismal Certificate
Immunization Records

Second to Eighth Grades:







Most recent Report Card and the Standardized Testing Record from
school of previous attendance.
Applicants are observed and previous school records examined for
readiness in Reading, Math, and Composition
Birth Certificate
Baptismal Certificate
Immunization Records
IEP Record if Applicable

When the above information is complete and there is space available, the
following may also be considered before final acceptance:




Families registered as regularly supporting Our Lady of Guadalupe
Parish financially and with time given in personal service to the
parish.
Families living in a parish without a parochial school but registered
and supporting that parish.
Families not registered in Our Lady of Guadalupe Parish or the parish
in which they are living.
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Parental Support
Code of Christian Conduct Covering Students and Parents/Guardians (Diocesan
Handbook 4180A)
The students' interest in receiving a quality, morally based education can best
be served if students, parents, 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 child.
It shall be an express condition of enrollment that the students behave in a
manner, both on and off campus, which is consistent with the Christian
principles of the school, as determined by the school in its discretion. These
principles include, but are not limited to, any policies, principles, or procedures
set forth in any student/parent handbook.
It shall be an express condition of enrollment that the parents/guardians of a
student shall also conform themselves to the standards of conduct that are
consistent with the Christian principles of the school, as determined by the
school in its discretion. These principles, include, but are not limited to any
policies, principles or procedures set forth in any student/parent handbook of
the school.
These Christian principles further include, but are not limited to the following:
1) 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 .
2) 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.
3) These expectations for students and parents/guardians include, but
are not limited to; all school-sponsored programs and events (e.g.
extended care, athletics, field trips, etc.)
4) The school reserves the right to determine, in its discretion, which
actions fall short of meeting the Christian principles of the school.
Failure to follow these principles will normally result in a verbal or
written warning to the students and/or parent/guardian and
normally will first result in disciplinary action short of a requirement
to withdraw from the school (e.g. suspension of student or
suspension of parent/guardian's privilege to come on the campus
grounds and/or participate in parish/school activities, volunteer
work, etc.)
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As part of our educational partnership we encourage open communication
between parents and our staff. There are times when the nature of the
communication may be difficult; however, it is our policy that the following
Diocesan Process be followed.
1) If the concern involves any school personnel (teachers etc.); parents
are to call or send a note to the individual involved and arrange for a
meeting.
2) If there is no resolution to step one, parents are asked to call the
Principal and arrange for a meeting with the teacher etc. present for
that meeting. The expressed purpose of this meeting is to bring about
a solution.
3) If no solution is reached, parents may call the Pastor and arrange for
a meeting with all parties present. Again the expressed purpose of
this meeting is to bring about a solution.
4) Only after all the above processes have been tried, may parents write
a letter to the superintendent of Catholic Schools.

Recommended Transfer Resulting from Parental
Attitude
Under normal circumstances a child is not to be deprived of a Catholic
education on grounds relating to the attitude of the parents. Nevertheless, it is
recognized that a situation could arise in which the uncooperative or
destructive attitude of parents might so diminish the effectiveness of the school
in acting in loco parentis that continuation of the child in the school might be
morally impossible. In such a case, it is imperative that the opinion of the
principal regarding moral impossibility be sustained from a pastoral viewpoint
by the pastor of the parish.

Financial Support
It is a policy of the Diocese that each school strives to be self-supporting and
use only a minimum amount of cash investment from parish funds.
The yearly budget is prepared with this in mind and presented to the members
of the Parish Finance Council and the Pastor for their review.
Over and above the tuition and fees, there is a need to subsidize the budget
with fund raising. Fund raising activities by the Parents' Association occur
throughout the year. EACH family is expected to support all of our fundraising
efforts, and our on-going (Scrip) Grocery Certificate Program.
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Tuition Rates
One Child:

$ 6100 per year

Two Children:

$ 10,772.00per year

Three Children:

$14,824.00 per year
(11 payments of $1336.27)

Four Children:

$ 3,425 (each child over 3 per family)

******************************* **************
Listed below are the additional mandatory participation fees.
Scrip Program:

Purchase Scrip to receive $350.00 profit credit or buy out
for $350.00.
Grocery Certificates may be purchased through the
W EEKLY BAGGIE which is sent home every W ednesday.
Orders are filled and returned home on Thursday only.
Further information is available in a Scrip Packet on
Orientation Evening.

Noon Duty:

Work (3) three lunch duties per school year from 11:45am1:15pm as assigned ($75 penalty per NO show)

Parent Hours:

Contribute 35 - Service Hours per year, hours not worked
will be billed at $15.00 per hour. Parents raising their
student as a single parent, may request a reduction of
service hours (minimum of 18) through the School Business
Office at the beginning of each year.

La Fiesta Raffle: Sell/purchase a $60 book of La Fiesta raffle tickets.
Fitness Challenge: Participation of $125.00 per student
Fundraisers:

Participate in other fundraising efforts by the Parents
Association.
********************************************* ****
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FACTS Tuition
FACTS tuition is an outside company that the Diocese of Orange has c ontracted
with to facilitate the collection of tuition and fees for schools in the Diocese.
FACTS will automatically deduct tuition from the responsible party’s designated
account. Parents may choose the 5 th or 20th of the month for tuition to be
deducted from their account. Other dates may be considered after personal
contact with the School Business Manager. Tuition is paid over an 11 month
period, the first payment is due in July and the last payment is due in May. If a
student is enrolled after July, the tuition for that year is divided evenly over the
remaining months.
Some tuition assistance is available each year. Parents in need of tuition
assistance must fill out a Tuition Assistance Packet in the spring prior to the
following year to be eligible for tuition assistance. Assistance allows for a
percentage reduction of tuition according to the need of the family and the
existing pool of funds. This varies each year and may or may not be renewed
the following spring.
Tuition is due and payable beginning in July; final payment will be made
in May. Tuition is due to “FACTS Tuition Management Company” on the
assigned day each month as per your designation.
A $25.00 late fee is charged to a family’s account on the designated due date of
each month for which a delinquency exists.
If payment cannot be made by your designated due date for the month in
which it is due, it is the parents’ responsibility to do one of the following:
1) Contact the Business Office at 562-697-9726 at least 3 days before
your delinquent due date. Parents should state when the payment
will be forthcoming.
2) Call and arrange for a meeting with the business office or finance
committee to discuss any income problems. Proof of reduced family
income is required.
3) Fill out an application for Tuition Assistance. Mrs. Martina Looney, the
School Business Manager, will assist you by appointment.
Returned checks: Cash may be requested for payment of a returned check.
Payment is due within 5 school days. A $30.00 service fee is charged on all
returned checks.
In the case of parental separation or divorce, it is the responsibility of the
parent with whom the child(ren) reside(s) to provide the tuition payment.
If you have questions regarding tuition please contact the School Business
Manager, Martina Looney at 562-697-9726.
EIGHTH GRADE PARENTS: Please note: All tuition and fees must be paid
in full by May 31st to meet graduation requirements.
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Travel Privileges : Special overnight field trips such as Science Camp and

the Washington DC excursion are privileges. All tuition and fees for
participating families are to be current before travel occurs. Students with
outstanding accounts will not be allowed to participate

Other School Fees:

Participation Hours must be worked or paid by
May 31st of the current year. This includes the noon duty obligations. No
hours worked before June 1 st may be carried over into the next school year
unless by agreement with the business office. . Hours worked June 1 st or after
will be applied to the next school year.
Failure to complete prior years' commitments, and/or fees will PREVENT REREGISTRATION and will result in exclusion from the Tuition Assistance
Program for those receiving assistance.

School Regulations: Arrival and Dismissal
Before and After School Supervision:
Teacher supervision of students shall be assumed fifteen minutes before the
first bell in the morning and fifteen minutes following the last bell of the school
day.
 If a student arrives any time after the gates are closed, the parent
must escort the student to the School Office. If the students and
teachers are attending Friday morning Mass, the parent must park
and check their student in with the school office, then escort the
student to the classroom teacher in church.


Transitional Kindergarten through 8 th: Morning Bell: 8:00am
Dismissal Bell: 3:00 p.m.

Students who are not picked up by 3:15 p.m. will be placed in Day Care
(Vikings Kingdom). This will result in appropriate charges from 3:00pm
until time of pick-up.

Variances of Arrival and Dismissal




Faculty Meetings: Meetings are generally held on the second and the
fourth W ednesday of each month. In accordance with Diocesan
Administrative Handbook, #4136, dismissal on such days is at 12:00
p.m. In addition, there are “Late Start” dates to facilitate faculty
articulation on curriculum. Please make note of these dates on the Yearly
School Calendar.
During the two year process of accreditation through W CEA/W ASC
the school may have two additional non-student contact days. There
may also be up to 4 additional half days.
“Half Day” Schedule: DISMISSAL IS AT 12:00 p.m.



“Late Start” days: Morning Bell: 9:00 a.m.
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Traffic Control
The school assumes no responsibilities for children on the school/parish
premises before 7:45 a.m. or after 3:15 p.m. Students who arrive early or stay
late will be sent to Extended Day Care and families will be billed appropriately.
Your child’s safety is a matter of legal responsibility and liability. Parental
cooperation is essential regarding this matter.
When dropping off and picking up students, we expect your full attention,
courtesy, and cooperation. The system that is currently in place was designed
after consultation with the La Habra Police Department and it insures the
greatest degree of safety for the children. Remember, your children are watching
you!
The following traffic guidelines apply to all who enter the school grounds during
drop-off and dismissal periods:













Attention all drivers! NO CELL PHONES in use while in the carpool
line for safety reasons; all attention should be on driving.
The established traffic patterns coming in the front from La Habra Blvd,
or on the west from Marion and Third Streets, are designed to prevent
accidents and keep driveway access open for our neighbors. Please
review the map at the end of this Handbook to see your entry and exit
options.
You should accommodate and consider those living in the neighborhood.
Pull to the side of the road in the order that you arrive. Be attentive not
to pass other parents who have already arrived and have pulled over.
Blocking the street or driveways can lead to a ticket and fine from the La
Habra Police Department.
To prevent the backup of cars on La Habra Blvd., a double (side by
side) line of cars is allowed from the front driveway up to the point
of the front gates. Once the gates are entered, safely merge to one line
in front of the school.
Once your car has entered through the gates, please keep a single file
horseshoe pattern at the direction of school personnel . Never attempt to
“leapfrog” another car. Remember that children are climbing in and out
of their cars. A little patience can avert a disaster. School personnel will
clearly direct any changes as need arises.
The speed limit within the gates is 5 mph!
Always be considerate of those behind you and load and unload quickly
and safely. Pull forward slowly when signaled by school personnel.
After exiting the carpool area, proceed forward slowly and cautiously.

It is essential that all parents or designated drivers of students study the
maps inserted as Appendices in this Handbook!
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Attendance


Tardiness: At morning bell, uniform inspection will take place. Students
will then proceed to their classroom for roll. You are considered tardy if
you are not inside the school gates when they close and do not enter
your classroom with your class line.


W hen a student is tardy, after the gates close or not entering
with their class line he/she must report to the office.



Tardiness excludes a student from consideration for Excellence
in Attendance.



If a student will be absent the parent or guardian should call
school office at (562) 697-9726 before 9:30 a.m. A written note
verifying the reason for the absence must be sent with the child
upon his return to school even if telephone contact has been
made. When a student arrives after recess, she/he is a 1/2 day
absent. A student is considered 1/2 day absent if they are absent
more than one hour after lunch. A student who misses 10 or
more days of school during an academic quarter may receive a
grade of INCOMPLETE. In the case of a serious or prolonged
illness, the teacher and Administration may arrange for special
home support.



Release from School: Advance written notice must be given to the
teacher requesting any such release of a student during the school
day. The parent must sign the log in the office at the time of the
student's release. Please do not go directly to your child’s
classroom.



Medical and Dental Appointments: Excused absence/tardiness is
granted for medical and dental appointments with a signed excuse from
the doctor/dental office only. Frequent absences of this type are
detrimental to the student's class work and should be kept at a
minimum.



In order for students to participate in school athletic activities, they must
be in attendance for at least half a day on the game or practice date.
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General Health Regulations


Emergency Card Record: It is vital that the school know who to call if
a child is ill or injured. It is the parent's responsibility to regularly
up-date the emergency information given on the family card at the
beginning of the school year. Please include cell phone numbers on
your card as well. It is imperative that two people living outside the
home and living a reasonably close distance are listed on the
Emergency Card. Your child will only be released to those listed on
the Emergency Card.



Emergencies: If a child becomes ill or is injured while at school,
he/she will not be sent home or to a doctor without the express
permission of the parents or someone delegated by the parent (see
Emergency Card Record above). If a child is in need of serious
medical treatment, has lost consciousness or suffered a severe blow to
the head, the paramedics will be called.

NOTE: IF YOUR CHILD IS ILL IN THE MORNING, PLEASE DO NOT
SEND THEM TO SCHOOL.


Medication: According to Diocesan policy - any student who must
take medication prescribed by a Physician during the school day may
be assisted by school designated personnel if the school has received:

1)

A SIGNED written statement from such Physician detailing the
name of medicine, the method, dosage and time scheduled by
which such medication is to be taken. (just bringing the
prescription bottle will NOT satisfy for this) This form can be
downloaded from the school website. For non-prescription
medication (over the counter medication), there is a release form
that must be signed and completed by the parent. No forms…no
medication of any kind including coughdrops.

2)

All medication must be clearly labeled with the child's name.

3)

A new law is in effect allowing designated students to carry their
own emergency medication. If you feel your child qualifies, you
must meet, in advance, with the principal and fill out the
required consent forms.
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NOTE: NO MEDICATION OF ANY KIND MAY BE ADMINISTERED BY
SCHOOL PERSONNEL W ITHOUT APPROPRIATE CONSENT.


Insurance: Insurance fees are included in the initial fees paid at
registration. This insurance is compulsory by the Diocesan
Department of Education. Your policy covers injuries occurring
during school-sponsored activities. When the occasion arises, claim
forms may be obtained from the school office. Accidents must be
reported with 24 hours. If you wish to file a claim, please see the
School Business Manager.

Discipline Policy
In order to maintain a successful educational program, a strong disciplinary
policy is essential. Our goal is to promote personal responsibility, respect for
others and to maintain a safe, orderly environment. Each student is expected
to assume full responsibility for his or her actions. This fosters students’ moral
development, self-discipline and growth toward becoming mature followers of
Christ.
Christian respect and love of one another should guide all student interactions.
It is expected that students address faculty and staff politely and respectfully.
This same spirit of courtesy and friendliness should be extended to fellow
students in word and action.
Since parents are the primary educators and formative guides of their children,
we believe it is important that they be involved in addressing/solving discipline
concerns as soon as they arise. Parents and teachers working together will
bring about best results in a timely manner.
When in doubt or concerned about disciplinary or corrective actions, a parent
should contact the teacher first; and then, if necessary, the principal.
Though it is impossible to list every behavior that will receive disciplinary
action, we do make note of the following so that students are aware of
expectations and have some idea of what types of behavior warrant disciplinary
action e.g. detention.
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LACK OF RESPECT TO TEACHERS, OFFICE PERSONNEL YARD
SUPERVISORS, ADULT VOLUNTEERS:
e.g. - answering back
- refusing to accept correction
- showing a negative attitude
- open and persistent defiance of the authority of the teacher
or supervisor
DISOBEDIENCE:
e.g. - failure to follow instruction promptly and thoroughly
- chewing gum
- throwing anything in class
- willful disregard of classroom or playground rules
- use of cell phones or texting devices during the school day
DISRUPTION OF CLASS:
e.g. - talking out of turn
- annoying others, or anything which would be considered
disruptive during instruction
- arguing, talking back

DESTROYING OR DEFACING SCHOOL PROPERTY:
e.g. - writing on desks, books, walls, or property of another student
- damage to school property must be repaired or paid for by
the parents if the child is responsible for the damage
- failure to keep books covered.
- damage to, or theft of, technology hardware

VIOLATION OF APPROPRIATE SOCIAL HABITS:
e.g. - calling names or bullying, threatening or harassing another

student
- being unkind verbally or physically
- failure to keep desks and materials in order
-failure to cooperate with uniform or non-uniform dress
regulations
-inappropriate lunch table behavior (shouting, screaming,
throwing of food, lack of respect toward lunch supervisors)
- any form of racial or gender based harassment in language or
insinuation
- public displays of affection such as handholding, kissing or
hugging
- any use of technology that violates Catholic teaching and age
appropriate social norms impacting school atmosphere and
student relationships
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IT IS EXPECTED THAT:
- students clean up their lunch area before leaving

- students engage in play activities during recess and lunch hour
- students use the restrooms in an appropriate manner… NO
playing, drinking, or squirting of wate r is allowed in the
restrooms. Students are to use the restrooms, wash their hands
and then leave.
- Bikes and skateboards may not be ridden on the school grounds
at any time. Wheeled Shoes (Wheelies) are never allowed – even
if wheels are removed or drawn in.

Personal Honor and Integrity
Our words and actions as parents and educators as well as the environment we
create around our young people will influence them to make honorable
decisions. Honor and common courtesy are a learned value, so we must strive
to be people who follow the honorable path and thus promote a spirit of justice
in our world.
Stealing, cheating or any other types of dishonesty toward oneself, other
students or faculty are all forms of injustice. These may include:


Plagiarism, especially copying another student’s work






Letting someone copy one’s own work
Cheating on tests
Purposely trying to deceive school faculty members (forgery)
Using unauthorized material during tests and/or quizzes, etc.

Plagiarism Defined
Plagiarism is a term that has its roots in the same ground as “kidnap.” To
plagiarize means to copy directly from the words of another and to claim them
as your own. This can occur in songwriting, poetry, and especially academic
work. It is not acceptable to use the words or ideas of another without noting
credit with quotations and proper references. Electronically, one may not cut
and paste without prior consent or notation. All students must exhibit
academic integrity. Students must read and then analyze in their own age
appropriate words. Cheating or plagiarism is never acceptable.
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Disciplinary Consequences
Conduct Reporting - Responsibility Monitoring
Communication of student behavior and character development is essential
in a Catholic School setting. OLG Teachers keep an open, frequent and
concise level of electronic, telephonic, or written communication to parents
in this regard. Parents are notified and support from home is expected when
a student has not followed our established norms and rules. If change of a
positive nature is not noted, a teacher may seek administrative support and
involvement in forming a particular student’s character and actions.
In addition, and especially in grades six through eight, a conduct
communication folder may be used. This is helpful as students exchange
classes and meet a variety of teachers each day. Parents are asked to review
this frequently and to sign that they have done so.
The following is the typical procedure for classes that choose to use the
conduct communication folder:






A violation of school rules results in a drop in the student’s weekly
conduct grade
Parents receive a written report each week
After discussing the report with the student, parents are encouraged to
write comments, praise etc.
Parents and student then sign the report and send it back to school
Weekly reports are averaged to determine the report card grade for
conduct

Personal and Time Management
We understand that there is a difference between behavior problems and
personal and time management issues. For example, a student may forget his
homework or to get a test signed. These are personal or time management
issues that need to be addressed. Students need to be guided to develop good
personal and time management skills. Therefore, we have included such items
on the Student Assessments to foster growth. This section is separate from the
academic mastery of skills. Consistent disregard in development of personal
and time management skills will affect conduct grade.
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Technology Acceptable Use Policy
Important technology information and the Parent Permission Slip for
Technology Usage are located on pages 40-43 of the Handbook. All parents
must read and sign the slip to be returned to school during the opening
week of each school year.

PE Discipline Policy

Each teacher determines an appropriate policy in relationship to dressing
for PE. Proper PE Class behavior and participation are an expectation at
all grade levels. The homeroom or PE teacher will inform the parents via
written communication if there is a need for improved classroom
cooperation.

Detention:

Detention slips will be issued to a student who is demonstrating values or an
attitude contrary to our Catholic school philosophy and/or has a weekly
conduct below C-. Students may be required to forfeit free playtime or remain
after school. Detention will normally take place on Wednesday afternoons from
3:00– 4:00 pm. Each assigned detention will last either 30 or 60 minutes.
Parents will be notified in advance. If detention is served on a sporting event
day, parents must arrange for transportation to the event following detention.

Consequences (Tri-mester Evaluation)
First Detention:

Warning / 30 minute detention / 60 minute

Second Detention:

1-hour detention

Third Detention:

1-hour detention/Parent Conference

Serious infractions of school rules will receive a
Administrative Conference without the above procedure.
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detention

and

Suspension and Expulsion:
The following offences committed by students while under the ju risdiction of the
school are grounds for suspension/expulsion. The grounds for suspension
ordinarily differ only in degree from the grounds for expulsion.
(Diocesan Administrative Handbook, pp. 89-90)













Actions gravely detrimental to the moral or spiritual welfare of the
student:
- Language, gestures, behavior which are immoral, vulgar or obscene
- Dishonesty i.e. forgery, dishonest behavior, cheating
Continued willful disobedience, defiance of authority of teachers,
supervisor or administration.
Theft, defacing, damaging property belonging to the school
Assault or battery, or any threat of force or violence directed toward
any school personnel or student, or their property.
Engaging in repeated fighting
Habitual truancy.
Smoking or having tobacco on school premises.

Use, sale or possession of alcohol, narcotics or drugs on or near
school premise.
Possession of a knife, gun or other objects that could be considered
a dangerous weapon.
Inappropriate use of technology (i.e. threatening, vulgar etc.)

Suspension may include an in school suspension or out of school suspension.
Expulsion requires a student to withdraw immediately or face expulsion on the
permanent record.

Home Assignments
Time allotments for assignments are geared to the average child's ability.
Parents should also be mindful of the fact that homework assignments are not
always written. Research and reading assignments, as well as long -term
projects, are also considered homework. Students should plan and coordinate
time effectively to prevent lengthy sessions when long-term assignments are
due.
In addition to our site requirements, the Diocese of Orange has newly stated
guidelines for homework that can be read in the “Addendum” section at the
back of this book.
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Make-up Work
For each day that a student is absent, the student will have the same number
of days to make-up the work missed. For example, if he/she misses three days
of school, he/she will have three days to make up the work missed etc. upon
return to school.
We discourage parents from taking vacation during school time; however, if you
should find it unavoidable, students are expected to request all assignments on
the day they return. Teachers are not obliged to give work ahead of time.
Students may have the same number of days missed to complete the missed
work. Tests will be given according to the teachers’ availability.

Requests for Homework:
Homework/ Classwork can be requested only when a student is absent
three (3) or more school days. Students absent for less than three (3) days are
encouraged to get assignments from a responsible classmate. Requests from
parents for assignments should be made before 9:00 a.m on or after the
third day of absence. Assignments may be picked up at the end of the
school day in the office. Students are expected to exercise responsibility in
requesting and making up assignments missed due to absence.

Sycamore Education
Sycamore Education is an online grading and information program that allows
parents to stay well informed about their students’ progress. Sycamore
Education allows teachers to post grades for homework, tests, quizzes etc.
Parents may view this data on a periodic basis. New parents will receive the
appropriate passwords to access this program at the beginning of the school
year. (Please note that passwords are case sensitive).
Follow the directions below to view your child’s grades:
1. Go to www.sycamoreeducation.com
2. Enter the school ID# 2180

3. Enter the username and password

If you have any questions or comments after reviewing your child’s grades an
appointment with the teacher can be arranged via email or a telephone call to
the school office.
Parents may occasionally find the need to communicate with teachers and staff.
When appropriate, this avenue of communication should be brief and with a
specific question or purpose. Longer communication should be carried on in a
mutually prearranged personal conference time. Students should never be
communicating with teachers via e-mail unless a specific assignment has been
given.

20

Sycamore provides a variety information including school calendars,
announcements, athletic events, and flyers for printing. Be sure to explore all of
its many features on a regular basis.

School Messenger
Communication is important at Our Lady of Guadalupe School. Sycamore
Education and School Messenger have worked with the Diocese of Orange to
make communication with parents easy. School Messenger is an internet
based communication tool in which parents can receive notifications from the
school in several ways, via a phone call, text, or email. Email blasts will be sent
through the School Messenger program.

Grading Policy
Student Learning Assessments (Report Cards): Student Learning Assessments
are issued three times per school year for students in grades K-8. There are four
different formats for Student Learning Assessments; each designed to deal with
curriculum and issues appropriate to varied grade levels.
S. L. A. Trimesters:

1st Trimester
2nd Trimester
3rd Trimester

Opening Day-November
December- Early March
Mid March- End of Year

Honor Roll
Each grading period, students in grades 5-8 may earn special acknowledgement for exceptional
grades. Honor Roll Certificates are given on two levels. Students earning a Grade Point Average
(GPA) of 3.0-3.49 receive “Honors” level recognition. Students earning a GPA of 3.5-4.0 receive
“Highest Honors” level recognition. This is based on their grades in academic subject areas.
Religion, Literature, English/Composition, History/Social Studies, and Science/Health are
considered for Honor Roll Recognition.

Parent-Teacher Conferences
Conferences for all students are held during the fall. In addition, parents or
teachers may request a conference at any time during the school year when the
need or desire arises. Conferences with the principal or teacher may be
arranged by calling the school office for an appointment.
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Inspection of Student Record
A parent has the right to inspect all portions of the student record upon
request. The record must be made available to the parent no later than two
days after the request, unless the parent consents to a delay.
The parent has the right to receive copies of any part of the record, althoug h a
reasonable fee may be charged for the cost of duplicating the materials. The
parent may request to have any part of the record interpreted by a qualified
professional of the school, or may invite anyone else of their choosing to inspect
or interpret the record with them.
With a few exceptions, no individual or organization but the parent and school
personnel working directly with the student are allowed to have access to
information in the student record without the specific, informed, written
consent of the parent.

Uniforms
The primary purpose of our uniform code is to assure that the students of Our
Lady of Guadalupe School be neat, clean, well -groomed and dressed
appropriately for all school activities. We also believe there is a direct
correlation between a student's appearance and overall behavior and attitude.
W e expect our students to be in uniform at all times. All uniforms must be
clean, neat, properly fitted, appropriate length (top of the knee) and in good
repair. School Administration reserves the right to regulate against unbecoming
fashions or fads/styles and is the final interpreter of what is appropriate school
dress and hairstyle. It is the aim of faculty and staff to consi stently enforce
these policies.
Students in violation of uniform code will be given an Infraction Slip to be
signed by the parent and returned to the teacher. Upon the third uniform
infraction, a student will receive an after school detention ; and parents will be
immediately called to bring the corrected uniform to their child.

Ongoing lack of compliance may lead to a student being asked to
leave our school.

Uniforms are procured from:
(TK-8)

Vicki M arsha Uniforms
5292 Production Drive
Huntington Beach, CA 92649
Phone:
714-895-6371
Fax:
714-890-9959
W ebsite:
www.vickimarsha.com
Code: OLG9726
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Uniforms
In addition to the pictures below you may also see a
complete selection of our acceptable uniform pieces along
with the cost on our school website under the parents tab
and then the forms link.

Girls Mass Uniform
K-4th grade

Girls Mass Uniform
5-8th grade

Boys Mass Uniform
K-8th grade
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Boys everyday wear
K-8th grade

Boys cold weather options
K-8th grade
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Girls everyday wear
K-8th grade

Girls everyday wear
5-8th grade

Girls cold weather options
K-8th grade
25

PE uniform boys and girls
3-8th Grade

PE uniform boys and girls
Cold weather option
3-8th Grade
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Boys and Girls Grades TK - 8:
Socks:(Only) Solid white or black that completely cover the ankle
bone. Socks should never be below the ankle bone or
tucked into the shoe.
Shoes:(Only) Solid black or white, with solid color matching shoe laces of
appropriate length to be neatly tied. Canvas or Leather Shoes are
acceptable (slip on or high-top are not acceptable). Girls in grades TK, K
and 1 st Grade may wear Mary Jane or Oxford type shoes in black or brown,
but they must have rubber soles.

PE Uniforms Grades 3-8:
Boys and girls in grades 3-8 must purchase and wear the Vicki Marsha
uniform short and t-shirt designated for PE. The teacher will announce the
days and times of PE classes this will be worn. There is a long track pant
option for cold days that can be paired wi th the uniform jacket for those few
chilly PE sessions. Again, the long pant is a PE option.

Hair Regulations
Students’ hair should always be clean and natural color. No highlights
dye or tint. Hair must be combed and trimmed in an acceptable style for a
student at Our Lady of Guadalupe School . No extreme hairstyles will be
allowed. Boys' hair should be off the collar, trimmed above the ears, and
should not cover the eyebrows. Extreme or “new fad” hairstyles, shaved sides or
backs and “shaggy” hair are not permitted. Spiked hair may be worn at a
maximum of one inch. We ask that boys have a regular conservative style
haircut. Hair must be blended sides to top naturally. Hair should be clean and
dry when the student arrives at school. For safety reasons, bangs should never
interfere with vision. If the school determines a student’s hair is not within
these guidelines, the hair must be changed as directed. School Administration
reserves the right to determine if an individual haircut is “EXTREME”.

Optional Items:




Only plain white T-shirts or turtle necks may be worn
under uniform blouse or shirt
Non-uniform jackets for rain or cold may be worn to
and from school over the uniform jacket. It must be
removed in class. This is in extreme weather only.
Footed - tights – red, white or black may be worn on
cold days (no stretch pants or leggings)
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Jewelry:

Girls may only wear one pair of small (stud) earrings
(No hoops or dangle earrings), in lower ear lobe only. A
single religious necklace, ring (one per hand) and a watch
(silent alarms) are acceptable.
Because styles may
sometimes be distracting, students may not wear bracelets
with the exception of a medical alert bracelet.

Non-uniform days
Thursdays are now “SPIRIT SHIRT DAYS”. Students may wear a special
school spirit shirt as purchased through our Booster Organization. Students
must wear a school uniform bottom. If Mass or WASC falls on a Thursday,
we may ask for full uniform. This would be a rare occasion. Regular
uniforms may be worn if no spirit wear is available for your child.
On other rare occasions, students will be given non-uniform dress days. We
ask that parents be particularly watchful and responsible in seeing that
students’ attire be in good taste and appropriate to Our Lady of Guadalupe
School members. If a student is not dressed appropriately, they may be sent
home to change and be deprived of this privilege in the future. Unless the day
has been designated as a “jeans” day or “hat” day, please assume that they
are NOT acceptable.

Unacceptable at all times:
Colored fingernail polish, fake or acrylic nails, make-up, flip flop shoes, tank
tops, crop tops, spaghetti straps, short shorts/skirts, overly tight revealing
pants or baggy pants, or T-shirts with inappropriate pictures or sayings are not
allowed. All clothing must be of proper size. Pants must fit at the
waist/hip and be worn on their waist/hip (not below). Tattoos, writing on
the body, body jewelry, and body piercing are forbidden.
Our goal is to keep our students modest and age appropriately dressed…
even on non-uniform days.

Care of School Property
Deliberate or accidental defacing or damaging of school property (such as
desks, books, walls, equipment, iPads and technology hardware etc.), will
necessitate compensatory action on the part of the pupil responsible.
Because of possible damage to books, furnishings, etc., gum chewing is
absolutely forbidden on Our Lady of Guadalupe premises.
Book bags/back packs are required for all pupils to protect rented books.
*Books must be covered at all times*
NO Permanent Markers or W hite Out is allowed at school at any time.
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Personal Property
Personal property must be labeled with the student's name, i.e., lunch boxes,
sweaters, shirts, skirts, etc. The school is not responsible for unlabeled articles.
They will be disposed of at the end of each month.
Personal portable electronic devices may not be brought to school. (see Cell
Phone Policy pg. 24) If any damage or loss results from the disregard of this
regulation, the school assumes no responsibility.
Binders may only have the student’s name. Do not bring decorated binders
to school .

Lunch
Every student is expected to come with a nutritious lunch if they have not
purchased an OLG hot lunch in advance according to the hot lunch program.
The office phone is for business calls only, not for students use in placing
orders for their favorite take out lunch. Please discuss lunch arrangements with
your child before dropping them off. W e strongly discourage lunch being
brought to school during the day. If an emergency necessitates, you must
bring the lunch to the school office labeled with your child’s name. No student
may pick up lunch at the gates or parking lot. Do not take the lunch to your
child's classroom. Please support this much needed policy.

Hot Lunch Program: got Lunch? (562) 480-1552
got lunch? Hot Lunch Program (an outside vendor) will be our hot lunch
provider for this school year. Every two weeks got lunch? will send home
menus along with a bag in your Weekly Family Baggy, in which you are to
place your order and payment. Hot lunches must be ordered and paid for in
advance, it is a pre-paid program. Make checks payable to “got Lunch?”.
Orders are to be returned to the school office on Thursday morning in your
W eekly Baggy. Hot lunches are available daily on full days only; hot lunches
are not available on half days when school is dismissed at 12:00 p.m. got
lunch? also has a variety of nutritious snacks available at morning break and
lunch time ranging from 50¢ - $1.00. In an emergency situation, if a student
comes to school without a lunch, got Lunch? will provide a snack lunch and
parents will be charged $4.00
CANCELING and receiving credit for missed days of PRE -PAID lunches:
There will be days your child will have to miss a pre -paid lunch; due to an
illness or an unplanned field trip. YOU MUST NOTIFY GOT LUNCH? AT (562480-1554) BEFORE 8:00 A.M. TO CANCEL HIS/HER LUNCH THAT DAY IN
ORDER TO RECEIVE A CREDIT.

Messages
STUDENTS ARE NOT CALLED TO THE TELEPHONE !
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For an URGENT MESSAGE ONLY, please call the Office (562-697-9726) and
the message will be delivered as soon as possible.

Telephone
STUDENTS MAY USE THE OFFICE PHONE, ONLY IN AN EMERGENCY!
Forgotten lunches, assignments, or uniforms do not constitute an
emergency. Students must make after school arrangements before the school
day begins. Please make sure your student knows who is picking him/her up
after school before arriving at school.

Cell Phone Policy
If you feel that you would like your child to carry a cell phone, he/she must
check it into the classroom gathering basket upon their arrival at school.
Students may only use their cell phones in the school office. Other use on the
school grounds is not allowed.

Visitors
Our Lady of Guadalupe School is a Closed Campus. All volunteers, parents
and visitors to our school campus must report to the school office to sign-in
and receive a badge. Due to security concerns at this time, no visitors between
ages 13 and 18 may be on campus without their parent. In addition, safety best
practices require that written parent.

Classroom Visits
If it becomes necessary for a parent or visitor to go to a classroom, they must
check in at the office first. Our intent is to minimize the interruption of the
learning process and maximize the teacher’s instructional time. Therefore, entry
into the classroom is at Administrative discretion, or with prior permission from
the teacher. Once a visitor has checked in at the office, they must knock on the
classroom door and wait for the teacher's response. Parents are asked not to
enter classrooms during the school day without an invitation from the
teacher. This policy is to provide a safe and secure environment for all of our
children.
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After-School Athletics
Every student participating in Athletics will be assessed a fee for each sport. This is a
self-supporting and yet vital program for grades 5-8. The Athletic Director and coaches
will request parent assistance and this may include fundraising as authorized by the
school office.
Students who participate in the after school Athletic Program learn how to
maintain Christian citizenship under pressure, how to handle defeat in a
positive manner, and how to follow a leader and work with a team. They also
learn to sacrifice personal needs for common goals. Self-discipline is enhanced
when student athletes see the value of following rules and regulations and
proper time management.

Students participating in after-school athletics must maintain:
a) A "C" (2.0) average or above and no lower than a B- in conduct. Good
sportsmanship must be exhibited at all times. If this criterion is not
met suspension from the team could result.
b) Students participating in the AFTER-SCHOOL SPORTS PROGRAM
are charged a participatory fee to help defray the cost of each program
and pay for uniforms.
All parents are required to attend an athletic meeting prior to the
beginning of each sport.
All students participating in sports should go directly to the lunch
tables for supervision following the school dismissal bell. Siblings of
athletes must go to daycare; they may not wait at lunch tables since
there is no supervision for them.

Parent Drivers for After-School Athletics
Drivers who volunteer their car and time for transporting students to games,
field trips or other activities are acting as representatives of the school and as
delegates are liable for the safety of all persons in the vehicle. Therefore, caution
must be given for adherence to the number of passengers and use of seat belts.
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PARENTS who are under the influence of alcohol or medication that causes
drowsiness may not drive students to or from an event. Parents who drive to
games or field trips must submit a copy of their Drivers License and proof of
insurance (current) to the school office before transporting any student.
1) Drivers must have a valid, unrestricted Drivers License. A copy of
each driver's license should be kept on file in the school.
2) The driver should carry liability insurance on the vehicle to be
used. Declaration of coverage should be maintained on file in the
school office.
3) One seat belt must be provided for and used by each vehicle
occupant.


Sports Dismissal: Parents who are designated drivers to a sports activity
should park in the upper yard outside the school gates, meet their
student passengers as directed by school personnel, and escort them to
their vehicle.

Parties
Parties held in private homes or outside school hours are never the responsibility of Our Lady of
Guadalupe School. Parties celebrating graduation are discouraged before the event itself. Parents
must accept responsibility for proper supervision and behavior when their child attends a private
party.

Birthday Guidelines
If you wish to send a simple treat for your child’s class on their birthday,
you must check with each teacher in advance! Please send a note to the
teacher ahead of time to pre -arrange an acceptable day and time. Unless
there is a treat for all students they may not be distributed. A teacher
may choose to celebrate all birthdays for a particular month on a
predetermined day.
This allows the birthday parents to share
responsibilities and save expenses (i.e. drinks, napkins etc.) Birthday
party invitations may not be distributed at school. For privacy reasons,
the school does not distribute address and phone number lists by class.

Noon Duty Procedures
All families are required to act as noon duty supervisors three times per
year. You may sign up on Orientation evening or may sign up in the
school office, All noon duties need to be served by May 31th unless
arrangements have been authorized by the business office in advance.
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1. We ask that all parents please follow the regulations below for the
safety and proper supervision of our students.
2. All noon duty volunteers must be Fingerprinted and Safe
Environment trained.
3. Please sign in at the school office at 11:35 am and return to the
school office after you have completed your noon duty to receive
credit.
4. Pick up an orange vest.
5. Wait for the direction of the noon duty supervisor. They will assign
an area to “patrol.”
6. Please supervise the children at all times.
~ Face the children at all times. ~ Refrain from using your cell
phone. ~
Keep socializing with other parents to a minimum.
7. Sign out at 1:10 in order to receive credit. You must be there the
entire time (11:35am-1:10pm).
8. When you go home from your assigned duty, you must log on to
Sycamore and record your service!
This is your personal
responsibility.

Overnight Field Trips

As part of curriculum and instruction overnight field trips can be
academically beneficial and can also facilitate a child’s sense of maturity
and independence . These trips traditionally take place in the upper
grades. In the event your student participates in such an experience it is
expected that students abide by school rules as written in Parent
Student Handbook. Additional directives may be given mat be given by
their teacher, school chaperones, and supervisory personnel at each
site.. Failure to comply with any of the above can result in dismissal from
the trip, or a subsequent school activity to be determined by school
administration. If a student is dismissed from a trip for behavioral
difficulties, the school requires that the parent provide transportation
home at their own expense.
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Our Lady of Guadalupe Parish School

VIKINGS KINGDOM
Extended Care Program Admission Policies & Procedures
Program Philosophy

It is the purpose of the OLG Extended Care Program to provide a safe, fun, and
enriching environment for the children of our school during out-of-school
hours. The philosophy of the program incorporates that of OLG School and
includes providing an age-appropriate environment where Christian principles
are foremost and where social, developmental, creative, and personal needs of
the children of working parents are met and nurtured.

Hours of Operation
The Extended Care Program is available on regular school days, late start
days, and early dismissal days ONLY. This program is NOT in session on
holidays. We will close early on Halloween, the evening of the Christmas
program, 8th grade graduation and the last day of school. Parents will be
notified in advance if any other early closure days are necessary.
Morning hours
Monday-Late Start Day

6:30am-7:45am
6:30am-8:45am

Afternoon hours
Early Dismissal Day

3:00pm-6:00pm
12:00pm-6:00pm

Program and Environment
The environment in Vikings Kingdom is set up to meet the needs and
interests of school-age children. It provides a safe, fun, and enriching
place for the children to socialize with friends, while participating in
large, small, or individual activities. We have a large gathering and block
play area, a science and discovery area, an art area, an area for games
and puzzles, dramatic play area and a small library and rest area. We
have a separate homework room, which is also a recreation room and
includes air hockey, fooze -ball, and video games. We also balance our
indoor and outdoor play into our we ekly schedule.
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Morning Schedule
6:30-7:45 Areas will be open for children before school begins. A l ight
breakfast will be available from 7:00am to 7:30 ONLY. Children will be
signed out and dismissed at 7:45am.
Transitional Kindergarten and Kindergarten children will be escorted to
their classrooms or backyard.
(All children enrolled in AM Care MUST be signed in each morning. Any families
who require EMERGENCY CARE MUST also sign their children in to Extended
Care. Also, any children seen on campus before 7:45am will be signed in to
Extended Care and an Emergency Care fee will be applied.)
Regular Daily Schedule
3:00-3:15
Arrival to Vikings Kingdom-“Let us gather” in Room 5-Take
attendance
3:15-3:30
Wash hands and Snack
3:30-3:45
Prepare for afternoon activities
3:45-5:00
Activities offered: Study Period (Room 6), Large/Small group
activity, Areas, or Outside
5:00-5:30
“Buddy” play time or Rest/Library area
5:30-6:00
Clean-up and prepare to go home
*Regular Daily Schedule will be adjusted to accommodate early dismissal days
and days Faith Formation is in session.
Personal Items
Students are asked NOT to bring personal items, like toys or electronic games
(cell phones, iPads, etc.), unless requested to do so by Extended Care Staff for a
special “fun day”. We are not responsible for lost or broken items and other
personal items including sweaters, jackets, or school supplies.
Study Period
A study period will be conducted in Room 6 Mondays through Thursdays from
3:45pm-5:00pm. Students will be in a supervised setting. Extended Care
Teachers will make every attempt to assist your child with questions they may
have regarding assignments, but ultimately the responsibility lies with the
parents. If you prefer your child complete his or her homework at home or
prefer your child spend less or more time working on homework, please inform
staff.
Meals
A light breakfast will be offered daily during morning care from 7:00am-7:30am
ONLY. One snack will be provided during afterschool care. A menu will be
posted each month. If you prefer to send your child with his or her own daily
meal, please inform staff your child is not to receive the food provided. Please
list all food allergies on emergency card. Extended care will do their best to
make appropriate accommodations.
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On early dismissal days, each child MUST bring his or her own lunch.
Extended Care does not provide lunch. No microwaveable items please. On
occasion, Vikings Kingdom may offer a “Pizza Friday Lunch” at a minimal cost.
Parents will be notified in advance and it must be pre -paid.
Sign-in and Sign-out procedures
The safety of EACH child is of the utmost importance. To ensure their safety, a
parent or authorized adult MUST physically escort your child to be signed in for
morning care and signed out of afternoon care each day. Your child will be
released ONLY to adults who are on your child’s emergency card.
Any changes in authorization MUST be made in writing and sent to the
Program Director. Proper identification will be required to ensure the safety of
your child. **Please be prepared to show identification to all staff upon your
child beginning the Extended Care Program.
THESE PROCEDURES W ILL BE STRICLTY ENFORCED!
Daily Attendance
If your child is enrolled in “Consistent Care”, please notify the school
office at your earliest convenience if your child will not be attending
Vikings Kingdom. In the event your child does not show up to Vikings
Kingdom and a written notification by a parent has not bee n received or a
message was not left at the school office that your child will not be attending,
including afterschool athletics, Science Camp, Scouts, etc., the following
procedure will be followed:
*Extended Care Staff will make a brief, yet thorough check of the school
grounds.
*Extended Care staff will communicate with office personnel if your child
attended school that day.
*Parents will be called to check if they picked up the child.
Participation of Extra-Curricular Activities at OLG School
We encourage all OLG students to be participants of all extra-curricular
activities offered, such as OLG Athletics, practices, Chess Masters, Student
Leadership, etc. If your child is participating in an after-school activity, written
notification MUST be sent to the Program Director describing your child’s
participation and any days your child may or may not be attending Vikings
Kingdom. If a student has detention or is asked to help a teacher after school,
parents MUST notify Extended Care staff as soon as possible.
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Behavioral Guidelines
Positive reinforcement and age-appropriate guidance techniques will be used by
Extended Care Staff. The children will be taught to resolve conflicts peacefully
and use oral communication. All children enrolled in the Exten ded Care
Program are expected to abide by rules, respect staff and volunteers, other
students, and all property. School policies, in regards to expected student
behavior, apply during the Extended Care Program. Situations that require
extraordinary intervention will be handled by the Program Director in
conjunction with the OLG School Principal and parent on an individual basis.
Health and First Aid
If your child becomes ill or is injured, we will provide necessary care, comfort,
and first aid will be administered on the premises. In cases that appear serious,
the staff member will carry out the instructions given on the child’s emergency
card. Parents will be expected to pick up their child within 30 minutes of phone
call. If the parent or guardian cannot be reached, staff will begin to contact
those individuals listed as emergency contacts. It is imperative we have current
emergency numbers of an adult AT ALL TIMES. Please do your best to update
your child’s emergency card and notify Extended Care Staff of any changes.
Emergency Procedures
Fire and Earthquake procedures will be the same as those during the school
hours with minor adjustments as needed to fit the needs of the Extended Care
Program. The staff will periodically review these procedures with the students.
The staff also has access to all the school’s emergency supplies if they should
be needed.
Extended Care Program Fees and Registration
Parents MUST complete all necessary forms and all fees MUST be paid before
enrollment in Vikings Kingdom can begin.
Registration fee of $60 per family, plus payment of 1 st month fees (consistent or
drop-in care) will be requested upon enrollment to Vikings Kingdom.
The following forms MUST be completed:
-OLG Extended Care Program Contract
-Extended Day Emergency Cards (green) **Required for all OLG families, even if
not enrolling in Extended Care Program.
CONSISTENT CARE
*Rates are based on a ten month enrollment (September to June).
AM
PM
FULL-TIME
1 Child
$50
$140
$185
2 Children
$80
$250
$320
3 Children
$100
$350
$435
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All Consistent Care fees are due with the tuition agreement according to your
FACTS contract which is due on the 1 st of each month. Your payment becomes
delinquent after 5 days. There is a $10.00 charge for delinquent fees. There
is a $25.00 fee for all returned payments. A June 1 st payment will be due if
your child is enrolled after January 1st.
DROP-IN CARE
This care is for those parents who are not certain of the amount of child care
they will need on a weekly basis.
*Must be prepaid in increments of 10 hours.
10 hours= $60
20 hours= $120
Since this type of account is not billed, parents are responsible for keeping
track of the hours their child has used in the Extended Care Program.
Parents are required to purchase more hours as needed. If your account is
overdrawn after two weeks or Drop-in Care hours were not paid in advance, the
hourly rate will be increased to $8.00 per hour retroactive to the date the
account was overdrawn until a reasonable number of hours have been
purchased (to be determined by Program Director). Drop-in Care payments

are paid directly to OLG Extended Care Program as needed. (Please
write your child’s name in memo line.) There is a $25.00 fee for all
returned payments.

Emergency Care/Late Pick-up Fees
If you require Emergency Care from 6:30am to 7:45am, you are welcome to
bring your child to Vikings Kingdom. The fee is an automatic $8.00 per
family.
If your child is not enrolled in the afterschool program and they are not picked
up by 3:00pm, your child will be signed in to the Extended Care Program at
approximately 3:15pm. You will be charged a fee of $8.00 per hour, per child.
This is a safety and precautionary procedure, therefore, parents arriving after
3:15 must sign his or her child out in the Extended Care room. Please park
outside of the school gates. If your child is consistently picked up late
afterschool, we may request your family register your child for Drop-in Care.
Late pick-up fees will also be applied after 6:00pm at $1.00 per minute, per
child. Any student not picked up by 6:15pm will be taken to the church rectory
by an Extended Care Staff member.
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Reasons for Termination of Extended Care Services
Extended Care services may be terminated by the Program Director, after
consultation with the OLG School Principal. Such a decision will be given with
one week’s notice and for the following reasons:
-Non-payment of any Extended Care fees (Consistent Care, Drop-in Care, or
Late fees)
-Chronic abuse of Extended Care hours.
-Repeated failure of the parent or guardian or student to respect the safety and
rights of Extended Care staff and other students in the Extended Care Program.
Questions/Concerns
8:00am-3:00pm
3:00pm-6:00pm

OLG School Office (562) 697-9726
Vikings Kingdom (562) 760-4546
OLG Church Rectory (562) 691-0533
Business Office (562) 697-9726
clopez@olgvikings.org
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School Advisory Council
The Our Lady of Guadalupe School Advisory Council is a
consultative body advising in the operation of the parish
school. The Council is subject to such regulations that might
proceed from the Ordinary of the Diocese and/or the Diocesan
Board of Education.
The Advisory Council duties and
functions are defined by the adopted Charter and may
include:
 assuring the Catholic Identity of the school
 providing input related to policies and long term
Strategic Plans
 assisting with the positive promotion and marketing
of the school
 reviewing and assisting with planning for the
annual budget
The School Advisory Council consists of the Pastor, the
Principal, and approximately six lay members. The Diocesan
Superintendent and the Associate Superintendent are invited
to attend meetings at their will. Recruitment of Consultative
Board Members will take place every spring and fall.
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The Diocese of Orange, Office of Faith Formation
ACCEPTABLE USE POLICY (AUP) FOR CATHOLIC SCHOOLS
All Network Users
Purpose
The Diocese of Orange Catholic Schools provides a network and an Internet
connection to:
 support the Mission of the Catholic Church
 promote educational excellence
 promote resource sharing
 promote innovative instruction
 promote communication
 prepare students to live and work in the 21 st century
Teachers, other members of the instructional staff, and administrators are
authorized to use the network and Internet connections for instruction, professional
development, training, research and communications related to curriculum.
Students are authorized to use the network only for educational learning, research
and communication.
The Acceptable Use Policy covers all areas relating to technology including, but not
limited to, all hardware, software, data, communication lines and devices, terminals,
printers, disk drive devices, flash drives, tape drives, firmware, servers, desktop and
laptop computers, handheld media devices, school Websites, the Internet and local
and wide area networks. Use of these devices during school and after school must
be (1) in support of education and research, (2) for school business, (3) in support of
the mission of the Diocese of Orange Catholic Schools and Our Lady of Guadalupe
School and (4) in accordance with all state and federal regulations.
The informational technology system at each school facilitates the sharing of
information with local communities includi ng parishes, parents, stakeholders,
students and the community at large. The technology system also provides the
capability to communicate globally especially for educational global project based
learning.
Access to Our Lady of Guadalupe School’s techn ology is a privilege not a right.
Violation of any of the provisions described in this document will result in
disciplinary action.

The Diocese of Orange, Office of Faith Formation
ACCEPTABLE USE POLICY (AUP) FOR CATHOLIC SCHOOLS
Student Acceptable Use Policy
Effective performance of computer and telecommunications networks, whether local or
global, relies upon end users adhering to established standards of proper conduct. In
general, this requires efficient, ethical and legal utilization of network resources. Use of
all school technology items and systems must be consistent with the educational
objectives and mission of the Diocese of Orange.
Each student and parent or guardian shall sign an Acceptable Use Policy Agreement
before gaining access to the Our Lady of Guadalupe School network system. Any
student who fails to comply with the terms or this policy or the regulations developed by
the Diocese of Orange may lose system privileges. Students may also be subject to
disciplinary measures including appropriate legal action for violation of this policy or
implementing regulations.
A. Illegal Activities
1. No attempts to gain unauthorized access to accounts are permitted.
2. Any type of vandalism or destruction is not permitted and will be strictly
disciplined.
3. Transmission of any material in violation of local, state or federal law is
prohibited. This includes but is not limited to: copyrighted materials,
threatening or obscene materials, or material protected by trade secrets.
4. Users will not plagiarize any materials from the Internet or any other
electronic sources.
5. Users will not attempt to circumvent or bypass filtering systems.
B. System Security and Personal Safety
1. Network accounts may only be used by the assigned authorized users.
2. Passwords are to be kept private and not shared.
3. Users will immediately notify the teacher or technology coordinator in
charge if they have identified a possible security problem or receive any
messages that are inappropriate, offensive or make them feel
uncomfortable.
4. Personal information such as addresses, phone numbers, and financial
information shall not be included in network communications.
C. Inappropriate Language
1. Students will conduct themselves in a manner that is appropriate and
properly represents Our Lady of Guadalupe School while using any
technology device and the Internet.
2. Use of obscene, profane, lewd, vulgar, rude, inflammatory, threatening or
disrespectful language is expressly forbidden.
3. Information will not be posted that, if acted upon, could c ause damage or
disruption to the learning environment or violate the teaching of the
Catholic Church.
4. Users will not harass or otherwise engage in personal attacks.
5. Users will not participate in any form of cyber bullying.
D. Inappropriate Use of System
1. Use of MUDS (Multi User Dungeons), SL (Second Life) and IRC’s (Internet
Relay Chats) is prohibited.
2. Internet use for commercial purposes, financial gain, personal business,
product advertisements, or political lobbying is prohibited.
3. Users will not engage in spamming or other illicit computer activities.

Limitation of Liability
The Diocese of Orange and Our Lady of Guadalupe School make no warranties of any
kind, whether express or implied, for the service provided. The Diocese and School will
not be responsible for any damages suffered while on the network and the Internet.
These damages may include loss of data resulting from delays, non -deliveries, or service
interruptions caused by negligence, errors or omissions. The Diocese of Orange and Our
Lady of Guadalupe School specifically deny any responsibility for the accuracy or
quality of information obtained through the Internet services. Further, the Diocese of
Orange and Our Lady of Guadalupe School are not responsible for any unauthorized
charge or fee resulting from use of the school’s technology system.
Rights of Privacy
Students have no right of privacy and should have no expectation of privacy in
materials sent, received or stored in the Our Lady of Guadalupe School network, webbased subscriptions and/or technology devices used by the students.
Violations/ Due Process
The Diocese of Orange and Our Lady of Guadalupe School will cooperate fully with local,
state and federal officials in any investigation concerning or relating to any illegal
activities conducted through the school’s network or any other school technology device.
In the event that there is an allegation that a student has violated the Acceptable Use
Policy, the student will be presented with the charges and provided an opportunity to
present an explanation before further disciplinary actions are taken.
Disciplinary actions will be tailored to meet the specific concerns related to the violation
and to assist the user in gaining the self-discipline necessary to behave appropriately on
an electronic network. Disciplinary actions are in accordance with the Our Lady of
Guadalupe School handbook, may include the following:
 Removal from the network
 Suspension/Expulsion
 Law enforcement involvement
Search and Seizure
An individual search may be conducted when there is reasonable suspicion that the
user has violated the law, or broken school handbook policies. The nature of the
search/investigation will be reasonable and in keeping with the nature of the alleged
misconduct as per the Acceptable Use Policy.
Glossary

Harassment – Persistently acting in a manner that distresses or annoys another person.
Plagiarize - To take the ideas or writings of others and presenting them as if they were original
to the user.
Spamming – Sending an annoying or unnecessary message to a large number of people.
Vandalism – Any attempt to harm or destroy data of another user, agency or network including
uploading, downloading or creating computer viruses.
This policy may be amended at any time.

The Diocese of Orange, Office of Faith Formation
ACCEPTABLE USE POLICY (AUP) FOR CATHOLIC SCHOOLS
Student Acceptable Use Agreement

Parent Permission Slip for Technology Usage
Our Lady of Guadalupe School
[Parents: Please sign one permission slip and list each child attending the school and
their grade level.]
I have read the Our Lady of Guadalupe School Handbook and Acceptable Use Policy for
Technology Use in Education.
Student’s Name _______________________
Print First, Last name

Grade level __________

Student’s Name _______________________
Print First, Last name

Grade level __________

Student’s Name _______________________
Print First, Last name

Grade level __________

Student’s Name _______________________
Print First, Last name

Grade level __________

Student’s Name _______________________
Print First, Last name

Grade level __________

1.
2.

YES

NO

I, the parent/ guardian, grant permission for my
son/daughter to have access to the school network and
technology equipment.
I, the parent/ guardian, grant permission for my
son/daughter to have access to the Internet at school for
educational usage.

Print Parent’s Name ______________________________
_____________________________________
Parent’s signature

________________
Date

Our Lady of Guadalupe School
920 W. La Habra Blvd.
La Habra, CA 90631

HANDBOOK AGREEMENT
We have read and understand the importance of our continuous
support of the school and its goals. We will cooperate with the
administration and staff to insure that our children will benefit from
the programs at Our Lady of Guadalupe School.
We agree to fulfill the mandated Fingerprinting and Safe
Environment Training per the Diocese of Orange and the Department
of Justice before we can volunteer or have contact with any children
on the school campus.
We agree that our signatures below indicate our willingness to
cooperate to fulfill these obligations.
Family Name (please print) _______________________________________
1) I have been “Livescan” fingerprinted through the Diocese of Orange
and Our Lady of Guadalupe School.

Yes _____

No _____

If yes, when _______ (year) and has this been verified through
the school office.

Yes_____

No _____

2) I have taken the “Safe Environment” training through the Diocese of
Orange and Our Lady of Guadalupe School.

Yes _____ No _____

If yes, when _______ (year) and has this been verified through the school
office. Yes_____

No _____

3) I have read the Diocese of Orange “Policy Against Sexual Misconduct”
pamphlet and have signed the “Acknowledgement of Receipt”.
Yes _____No _____
This must be submitted to the school office Thursday, September 8 th .

_________________________________________________________________________

Signature of Father (or Guardian)

Date

1) I have been “Livescan” fingerprinted through the Diocese of Orange
and Our Lady of Guadalupe School.

Yes _____

No _____

If yes, when _______ (year) and has this been verified through
the school office.

Yes_____

No _____

2) I have taken the “Safe Environment” training through the Diocese of
Orange and Our Lady of Guadalupe School.

Yes __ ___ No _____

If yes, when _______ (year) and has this been verified through the school
office. Yes_____

No _____

3) I have read the Diocese of Orange “Policy Against Sexual Misconduct”
pamphlet and have signed the “Acknowledgement of Receipt”.
Yes _____No _____
This must be submitted to the school office by Thursday, September 8 th.

_________________________________________________________________________
Signature of Mother (or Guardian )
Date

Student(s) Signature(s)
__________________________________ _

Signature
Grade

Grade

__________________________________ _

Signature
Grade

Grade

__________________________________ _

Signature
____________________________________

Signature

*AFTER READING, IT IS MANDATORY THAT YOU SIGN AND
RETURN TO YOUR OLDEST CHILD’S TEACHER
BY DEADLINE DATE
Comments and/or suggestions:
______________________________________________________________________________
______________________________________________________________________________

