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SCHOOL POLICIES AND PROCEDURES
ATTENDANCE POLICY
Regular attendance is essential to student success. All students are expected to be in school every day by 8:10 am
and to arrive at all of their classes on time. Absence from school will be excused only for serious illness (with a
doctor’s note) or serious family emergency (i.e. death in family). The school will not excuse absences from school
for any other reason.
Absences
If a student is absent, the following procedure is to be followed:
1.
2.

3.

The parent or guardian of the student must call the school before 10:00 am on the first morning and each
morning thereafter. (SEP Phone Number: 718-743-6100)
Upon returning to school, the student must report to the office and receive a re-admit to class pass
before 8:10 am. Receiving a re-admit pass is not a justifiable excuse for being late to class. Students who
are late for class because they did not get a re-admit pass at the proper time will receive detention.
Absence for five consecutive days will require a doctor’s note before a re-admit to class pass will be
issued.

All holidays begin immediately after the last day of class. A sufficient number of holidays are already present in the
school calendar. Absences that extend an existing holiday are detrimental to a student’s academic success and will
not be excused.
If a student has an unexcused absence from school, or an unexcused lateness that causes the student to arrive
after homeroom has ended, the student may not attend any school-related function on that same day. Failure to
adhere to this policy may result in suspension from the relative team or activity, and/or revocation of permission
to attend subsequent school functions.
Assignments/Missed Exams due to Absences
Absence is never considered a justifiable excuse for missing assignments and test preparation. Students are
responsible for submitting all assignments due on the day of their absence, either via emailing copies of said
assignments to teachers or submitting the assignments via google classroom. If a paper copy of the assignment is
required to be submitted, in addition to submitting the assignment electronically, the student will be required to
submit the paper copy on the date the student returns to school.
If a student is absent on the date a test is scheduled, the student will be required to make up the test at 3:00 pm
on the date they return to school. Makeup tests will be administered in the Assistant Principal’s office, unless the
teacher has made other arrangements directly with the student. If a student fails to come to the office to take the
make-up test by 3:00 pm on the date they return to school, they will receive a zero grade for the test. This policy
will be reviewed on a case-by-case basis in the event that a student is absent for an extended period.
Any grade of incomplete issued for excused absences will be automatically changed to an “F” within ten days of
the student’s return to school or at the end of the school year.
Excessive Absences
Parents of students who have reached 10 absences for any reason may be required to meet with the Assistant
Principal to discuss the issue and devise a plan to improve student attendance. Unless the student can prove these
absences are the result of a serious illness, students who accumulate 10 absences may be required to make up the
time missed at the discretion of the Assistant Principal or they will not be granted course credit. Parents must
advise the school if they expect their child may be out for an extended period of time.
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Lateness
St. Edmund Prep takes pride in teaching students the importance of arriving to school promptly. Students should
be in the building by 8:00 am. This will give the student enough time to organize their books and assignments for
the day. Students who arrive late for school will have to serve detention.
A student is considered late for school or for an assigned class if he/she is not at his/her desk, ready to work when
the late bell rings. Any student who is late must obtain a late pass from the office and serve detention on the
same day.
Excessive Lateness
If it becomes clear that a student is habitually late for school, the Assistant Principal will request a meeting with
the student’s parents to determine a solution to this problem. Failure to attend an appointment arranged by the
school may result in the student’s suspension from classes.
If a student who has a scheduled first period class arrives in the building after 8:50 am, they have effectively cut
their first period class. Therefore, such lateness will be treated as a cut and student will have to serve three
detentions in addition to meeting with the Dean of Students. Students who miss their first two classes of the day,
without notification from a parent, will be treated the same as a student who has cut two classes. Students will
not receive credit for any missed classes.
Cutting a Class
Failure on the part of a student to attend a designated class without the permission of an administrator or faculty
member will constitute a cut. For the first offense, the Dean of Students will decide the penalty.
For a second offense, the parent/guardian may be asked to attend a meeting with the Assistant Principal before
the student will be readmitted to school. The consequences for a second offense will be delivered at the parent
conference. Any subsequent cutting may result in the student being dropped from any and all classes cut with a
failing grade.
In the event that a teacher is not present in the room at the start of class, all students must remain in the
classroom until directed by an adult. If no adult arrives, one student should use the phone in the classroom to call
the main office for further instruction.
Arrivals/Departures
All freshmen are required to be in school by the first bell.
Sophomores, juniors and seniors may arrive in the morning by their first scheduled class or homeroom, whichever
comes first. If a student chooses to arrive after the first bell, they may not go directly to their locker. Students must
go directly to the cafeteria and wait until the next passing time between classes to go to their locker.
Once a student is in the building, he/she must remain in the building until officially dismissed.
All students may leave at the end of their last scheduled class of the day, provided that class ends after 12:00 pm.
Once a student has left the building, he/she may only renter the building for an event (practice, club meeting, etc.),
after dismissal.
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Hallways
The safety of our students is of paramount concern. In order to provide a secure learning environment for all
students, it is essential that students remain in designated areas during all unscheduled periods.
During class time, no student may be in the hallways without express permission from a teacher or administrator.
Students may not be at their lockers during class time without express permission from the administration. If a
student has a “free” period (a period in which there is not a regularly scheduled class), it is expected that the
student arrive in one of the areas designated for students to spend such unscheduled periods (the school library,
computer lab, or cafeteria) before the late bell rings, and to remain there until the bell rings for end the period.
The student may not leave the designated area without express permission from the office (in the event of an
emergency, the teacher who is proctoring in the designated area will call the office to obtain permission). Any
student who is in the hallways during a regularly scheduled period without permission will be sent immediately to
the school office. Detention will be issued, and student may be required to spend the balance of their “free”
periods in the main office. The cafeteria will not be available for students during eighth period – students free
during eighth period who do not wish to leave school should spend that period in the library or the computer lab.
Closing of School
SEP students and families will be advised of school closings and other emergencies via our automated telephone
notification system, OneCallNow. Therefore, please make every effort to ensure that home, business and cell
phone numbers are current. Students can also visit the school’s website (http://www.stedmundprep.org) for
information, and to add additional notification numbers to their OneCallNow account. SEP will always close when
the New York City public high schools are closed.
Buddy Day Passes
th
Any student who wishes to be a buddy for a day for a relative or friend (who is currently in the 8 grade) must
follow the following guidelines:
 The parent of the relative or friend must call the Office of Admissions to set up a date.
 The relative or friend spending the day at SEP will be responsible to abide by the rules and regulations of
our school. The buddy will be accountable for the behavior of his/her guest.
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STUDENT CONDUCT INFORMATION
Students are expected to follow the guidelines established by the school. These policies are created in order for
the student to have the best opportunity for success. Failure to adhere to school policy will have a negative effect
on a student’s academics. When this occurs, a student will have to explain the reasons for his/her poor behavior,
as well as make a pledge to correct said behavior in a meeting with the Administration and parents.
Conduct in General
All rules and regulations apply not only during school hours, but at any school-sponsored activity, event or trip.
Any student conduct which causes or which creates a reasonable likelihood that it will cause a substantial
disruption or interference with any school function, activity, or purpose, or that interferes with or creates a
reasonable likelihood that it will interfere with the health, safety or well-being, or the rights of themselves or
others is prohibited.
The preceding is a general standard that should be used as a guide by all students. Not all acts of misconduct can
be itemized. The following list is not meant to be totally inclusive, but will serve as an indication of the level of
seriousness which SEP views the act and which may result in disciplinary actions such as confiscation of material,
revocation of privileges, probation, suspension and expulsion at the sole discretion of the Administration:
1.
2.
3.
4.
5.
6.
7.
8.

Use of abuse, violence, force, coercion, intimidation, fear, insubordination or other similar conduct in a
manner that constitutes an interference with school purposes or violates another student's human rights
The willful cause or attempting to cause damage to private or school property
Causing or attempting to cause physical injury to oneself or others including the throwing of objects or
materials, which could cause physical injury
Threatening or intimidating any person for the purpose of, or with the intent of, obtaining money or anything
of value from such a person
Repetition of any acts of misconduct which signal an unwillingness or inability to follow general acceptable
standards of behavior
Card playing or gambling of any sort is strictly forbidden. Any money found in anyone's possession as a result
of gambling will be confiscated and added to the School Scholarship Fund.
Students are not allowed to congregate in front of, or on the corners near, school.
In order for SEP to continue to be a good neighbor within the community, students may not loiter on or in
front of private property.

For any behavior which can be determined as damaging to the school's reputation, or which brings dishonor to
the school community, the school reserves the right to suspend or expel a student for actions against our code of
conduct at any point during the year.
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Consequences For Serious Violations
1. Disrespect - As a reflection of the school philosophy, we ought to treat all persons with courtesy and respect.
Flagrant disrespect for any individual will not be tolerated. Challenging the authority of a teacher or staff
member using language, which by school standards is considered vulgar, obscene, sarcastic, demeaning,
threatening or intimidating is unacceptable. The consequences of disrespect will be immediate suspension
from class, and a meeting with the offended party at the teacher or staff member's convenience. Further
action may be taken as deemed appropriate by the Assistant Principal.
2.

Stealing – Any student involved in stealing will be subject to immediate dismissal. Selling or receiving
questionable property shall be deemed the same as stealing.

3.

Weapons – Possessing, handling, or transmitting any object or material that is ordinarily considered to be a
weapon will result in immediate dismissal.

4.

Drugs and alcohol – Selling, using, giving, transmitting to another person, or possessing either on one’s person
or in one’s locker, any illegal substances, will result in immediate dismissal.

5.

Fighting – The consequences for fighting are immediate suspension for a minimum of two days, and a
conference with parents/guardians before readmission to class.

6.

Smoking - Since this building is smoke-free, smoking is strictly forbidden and is a serious violation. Since
minors are not permitted to purchase tobacco, matches, lighters or other tobacco items, students possessing
these items will have them confiscated. Any student caught smoking in the building will be suspended from
school and must return with a parent on the following school day. Students caught smoking outside the
building will be issued several days detention and a parent will be notified.

7.

Vaping – Vaping, whether it is water vapor or any other substance, is strictly prohibited. Any student caught
vaping in school or around school property and/or found with vaping paraphernalia will be immediately
suspended pending an administrative review led by the Assistant Principal. Subsequent to such review, a
meeting with the parent will ensue to discuss the student’s dismissal.

8.

Truancy – Truancy is an illegal absence and is a serious interruption in the student's education. Before being
readmitted to school, a student and parents/guardians must meet with the Assistant Principal. The
Administration reserves the right to dismiss a student on any subsequent truancy.

9.

Cheating – Cheating is very broadly defined at St. Edmund Prep because honesty is required of all teachers
and students in order for each student to achieve academic success. Cheating is defined as either giving or
receiving information on an exam or class assignment or homework. Talking during an exam can be assumed
to be for the purposes of cheating since it is not possible for the teacher to know the content of the
conversation. A student should always assume that every assignment, lab report, take-home test, etc. is to be
completed individually, without consultation, unless specific direction is given by the teacher permitting
students to assist one another. Students who are struggling to master an assignment should seek the advice
of the teacher.
Any student caught cheating in any form during the marking period will receive a zero for the assignment. A
meeting will be requested between the Assistant Principal and the student’s parents, at which time additional
penalties may be assessed at the discretion of the Assistant Principal. The school reserves the right to fail any
student caught cheating a second time.
Students caught cheating on a midterm, final or Regents examination will be dealt with at the discretion of the
Administration.
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Internet
Any communication sent over the internet that threatens and/or causes harm or potential damage to a student
and/or the school’s reputation is viewed by the school as a public matter and will be subject to disciplinary action
by the school. (Please see our Acceptable Use Policies for an expanded explanation.)
Expulsions
Any student who has been expelled from St. Edmund Prep will not be allowed in the building while classes are in
session or to attend any extra-curricular events held in the school. Students must obtain permission from the
Principal or Assistant Principal before being allowed to enter the building for any reason.
Cell Phones, Audio/Visual Equipment
Cell phones can prove to be disruptive in our educational setting. While the school appreciates the need for cell
phones enabling parents to contact their child, the phone simply has no purpose while the student is in school.
Therefore, cell phones are not to be worn or carried around the building.
Cell phones must be turned off before entering the building. Cell phones will be confiscated, and detentions will
be issued, if an individual’s phone is visible at any point from the moment the student enters the building until
the last bell of the school day. Cell phones may be used when the last bell of the school day sounds.
Students serving detention MAY NOT use their phone until their detention time has been completed.
Parents must make an appointment to pick up the confiscated cell phone from the Dean of Students. Under no
circumstances will the phone be returned the day it is confiscated – including Fridays. Parents who need to
contact their child should call the SEP Main Office (718-743-6100) between 7:30 am and 3:30 pm, and a member of
the office staff will get the urgent message to the student.
If a cell phone is confiscated for a second time, the Assistant Principal will determine penalties and the student’s
privilege to carry an electronic device into the school building will be suspended.
The “Bring Your Own Device” policy is not in effect for any student who has been issued a school Chromebook.
These students are not permitted to use any additional device, such as a laptop or iPad. Such devices will be
confiscated pending a meeting with a parent.
Possession of any type of electronic device is prohibited during the administration of all midterm and final
exams (school, regents, AP and IB.) Therefore, all electronic devices will be collected and stored by the proctor
during the administration of such exams. Any student with an electronic device in their possession (seen, using,
or simply noticed in their pocket) will receive a zero. There are no exceptions to this policy. Additionally, the
student and parent will be required to meet with the Assistant Principal.
MP3 players, iPods, and hand-held video games are not permitted in the building. If seen, even when not being
used, the item will be confiscated.
Students are not permitted to use recording devices of any kind without the express permission of the Assistant
Principal.
After Hours
SEP students are encouraged to participate in the school’s extracurricular program. Any student in the building
after 3:30 pm any afternoon must be in the presence of a teacher, club moderator or coach. Any student in
violation of this policy will be referred to the Dean of Students or Assistant Principal.
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Detention
Detention is 45 minutes long and begins when the student signs the detention book. The proctor may keep a
student longer at his/her discretion. Detention is held in the afternoon at five minutes after dismissal and the
following morning at 7:25 am. A student who is given detention MUST serve it within a 24 hour period, either at
dismissal that day or at 7:25 am the following morning. Alternatively, students may sign up for a lunch detention
(see below). Lunch detentions are available on a first-come, first-served basis. If a slot for a lunch detention is not
available, student serve their detention either before or after school. Students who miss a scheduled detention will
have to serve double detention that afternoon. Repeated cutting of detention will result in suspension from
classes until a parent conference is held with the Assistant Principal. An announcement will be made if detention is
postponed.
Lunch detentions are served during the students’ regularly scheduled lunch period. If a student has a lunch
detention, they are required to approach the teacher(s) who are supervising that lunch period to inform them that
they are serving lunch detention. Approximately 20 minutes into that period, students serving lunch detentions
will be tasked with cleaning up one of three designated sections in the cafeteria. Lunch detentions are entirely
voluntary. No teacher can require a student to serve a lunch detention. The school reserves the right to revoke the
student privilege of serving lunch detentions at any time.
Detention Rules
1. Lateness to detention is not tolerated. Students who arrive at afternoon detention ten minutes late will be
turned away and will have to serve an additional detention. Students who arrive late for morning detention
will be turned away and will have to serve an additional detention.
2.

All students must be in full uniform. Gym uniforms are not allowed.

3.

Electronic devices, food and beverages are not permitted.

4.

All students must sit in assigned places. Talking is never permitted.

5.

Student utilization of the time in the detention room shall be determined by the Dean of Students and
Assistant Principal.

Dress Code
The St. Edmund Preparatory High School dress code marks St. Edmund Prep as a place of dignity and seriousness of
purpose. A school uniform signifies that school is a special place in which special kinds of behavior are required. In
our quest to educate ourselves we are all considered the same, individuals who are committed to excellence.
The school uniform and only the school uniform may be worn in school. Only the school uniform pants, skirts,
shirts and blouses, purchased from the uniform company may be worn at St. Edmund Preparatory High School.
Students should have extra uniform materials in case of accidents. Notes will not be accepted for students out of
uniform, unless there is an extreme extenuating circumstance.
The SEP uniform is to be worn properly at all times. Students are expected to enter the building in the morning
and exit in the afternoon in full uniform. Sneakers are not part of the uniform and are therefore not permitted. If
boots are worn for weather-related reasons, the student is expected to change into acceptable footwear
immediately upon entering the building. Students whose last class is physical education may leave at dismissal in
their SEP PE uniform. Any other exception to this policy must be approved by the Dean of Students or the
Assistant Principal.
Students who arrive at school at any time during the school year not in the proper dress code will be sent home
after a parent is called, until the problem is corrected. If a parent is unreachable the student will remain in the
general office.
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Dress Code Regulations
1. The girls' skirt may be only one inch from the middle of the knee. Girls who do not adhere to this policy will
lose the privilege of wearing the skirt. They will be required to wear the school pants.
2.

The boys' pants must be worn with a belt, either black or brown, and must be secured at the waist. Drooping
pants will not be tolerated.

3.

Black loafers or black tie shoes are to be worn by all students. Students may not wear slippers, moccasins or
ballerina flats. Boys or girls may never wear boots. For example, Timberlands, Hiking Boots, etc. are not
considered appropriate with dress pants or skirts. Shoes should be comfortable enough to be worn with minor
cuts or bruises. Any shoe that the administration believes resembles a sneaker may not be worn with the
uniform.

4.

Sneakers may never be worn with the uniform unless permitted by the school nurse and the administration.
When sneakers are permitted, they must be black and shoelaces must be tied.

5.

Hats, caps, bandannas, headbands, or other gear that may be considered in the hat category may not be worn
in the building. Students must remove any headwear immediately upon entering the building. Any headwear
worn by a student in the building will be confiscated.

6.

Hair must be of a natural color. ANY hair style deemed inappropriate will be referred to the Dean of Students
for further action. Students who abuse this regulation will be sent home until the problem is corrected.

7.

Piercing of any part of the face is unacceptable. Any student with jewelry in the nose, lip, eyelid, eyebrow,
tongue, and etc. will be sent home until the matter is corrected. Students are encouraged to keep all jewelry
at home. However, any jewelry worn is to be modest. Jewelry perceived to be inappropriate or a distraction in
class will be referred to the Dean of Students for further action.

8.

Boys may wear their own ties. Students will have to remove any tie which is deemed inappropriate by the
school and wear a uniform tie in its place. The shirt is to be buttoned at all times and the tie is to be knotted
securely at the top button.

9.

Girls must either wear blue, gray, black, or white tights or stockings while the winter dress code is in effect.
White ankle socks are to be worn during the warmer weather if tights or stockings are not being worn. Flesh
or nude colored stockings are not to be worn at any time

10. Relaxed uniforms may be worn during the first and fourth marking periods..
11. All male students must be clean-shaven. Moustaches, goatees, and/or thin facial hair are not permitted. If
necessary the administration will send a student home until the problem is corrected.
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GRADUATION REQUIREMENTS
Religion .................................................. 4 Years (6 semesters)
English ................................................... 4 Years
History ................................................... 4 Years
Physical Education ................................ 4 Years
Math ...................................................... 3 Years
Science ................................................... 3 Years
Foreign Language .................................. 3 Years
Health .................................................... 1 Semester
Art .......................................................... 1 Semester
Music ..................................................... 1 Semester
Computer Science ................................. 1 Semester
Elective Courses .................................... 6 Semesters
Minimum number of credits that must be successfully completed each year in order to graduate on time:
Freshman Year: ..................................... 7.5 credits
Sophomore Year: .................................. 7 credits
Junior Year: ........................................... 6.5 credits
Senior Year: ........................................... 6.0 credits
Total Required Credits for Graduation: 27 credits
St. Edmund Preparatory High School considers Regents level classes as standard level classes. Remedial courses are
designed to enable students to progress to Regents level classes. Students are encouraged to take college level and
advanced placement courses whenever possible.
Minimum State Testing Requirements for a St. Edmund Prep Diploma in conjunction with New York State
Although New York State Department of Education has established a minimum passing score for local credit at 55,
St. Edmund Prep requires a minimum passing score of 65 or above. Students must receive a score of 65 or above
on the following five (5) Regent Exams:
 One (1) Science Regent
 One (1) Mathematics Regent: Integrated Algebra, Geometry, or Algebra 2/Trigonometry
 Global Studies
 American Studies
 English
Requirements for an Advanced Regents Diploma
Students must receive a score of 65 or better on each of the following exams
 Three Mathematics Regents
 Two Science Regents (one physical science and one life science)
 Global Studies Regents
 American History Regents
 English Regents
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ACADEMIC INFORMATION
Grading Policy
A+ (96-100)
Excellent. Indicates unusually high achievement. Students at this level, in addition to fulfilling the minimum
requirements, give evidence of the ability to work independently, read rather widely on their own initiative,
organize the materials of the course in relation to its wider implications, and give evidence of habitual errorless
mastery.
A (90-95)
Very good/superior. Indicates achievement demonstrably above average and an intelligent fulfillment of course
requirements in a manner that approaches the excellence of the highest grade.
B+ (85-89)
Good. Signifies a consistently high level of achievement and indicates that the course requirements have been
fulfilled in an intelligent and above average manner.
B (80-84)
Very satisfactory. Signifies a more acceptable degree of understanding and achievement than a C+. Indicates that a
student has mastered the basic course material, fulfilled assignments as required, and given evidence of mastery
of the skills required for the course.
C+ (76-79)
Satisfactory. Signifies acceptable understanding and level of achievement of course material.
C (71-75)
Below satisfactory. Indicates understanding and achievement below the average level expected of students.
D (70)
Inferior/passing. Satisfies the basic course requirements and therefore warrants only minimum approval.
F (Below 70)
Failure. Indicates that the student's work does not merit a passing grade.
Academic Excellence
To recognize, honor, and encourage high standards of academic excellence, the following honors are awarded
each marking period.
Principal's List:
Marking Period Average between 93-100, with no weighted marking period grade lower than 90
First Honors:
Marking Period Average between 88-100, with no weighted marking period grade lower than 85
Second Honors:
Marking Period Average between 85-100, with no weighted marking period grade lower than 80
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HomeLogic
It is expected that all parents and students will monitor HomeLogic regularly in order to check test grades,
homework submissions, and overall class progress on a consistent basis. If there are questions regarding a
username or password, please contact the IT Help Desk at (718) 743-6100 x5190.
Progress Reports/Academic Status
Progress Reports will no longer be sent home with the students. Access to student grades is available online
throughout the year. Parents and guardians are expected to monitor their child’s progress regularly and direct any
concerns to the classroom teacher in a timely fashion.
Seniors are the leaders and role models of SEP and will be treated as such. Parents of seniors may experience
fewer interim progress reports and homework referrals than previous years, as our students will be the primary
point of contact for all academic information. Parents are always encouraged to contact any teacher as often as
necessary.
Potential Failure Reports
Potential failure reports are sent to parents during the last quarter of the term. The purpose of these reports is to
alert parents concerning the need for a student's extra study in a particular academic area.
Report Cards
Report cards will no longer be sent home with students. Official report cards, issued at the end of each quarter,
will be available online. Parents or guardians are expected to review the student's report card so that any
scholastic weakness may be detected and appropriate steps taken to improve a student's academic performance.
The passing grade is 70%, but such a mark is an indication of weakness in that subject and should be dealt with
accordingly. A copy of the report card should be downloaded, signed by the parent or guardian, and returned to
school.
Academic Failure
It is our goal that all students achieve academic success. However at times, students may struggle in one or more
of their classes. It is of the utmost importance that those students struggling to grasp and master the material
presented be given an opportunity and the resources needed to achieve academic success. Therefore, the
following process will take place when students are faced with failing one or more classes:
1. If a student fails one or two classes in any given marking period, they will meet with their guidance
counselor to devise a plan of action necessary to pass said class(es).
2.

If a student fails three or more classes in any given marking period, he or she, along with a parent, will
meet with one of the Assistant Principals. The student will be placed on academic probation and a plan of
action will be devised in order to ensure that he or she has the tools necessary to pass said class(es).

Students must make up course failures in summer school. There are absolutely no exceptions to this policy. Any
student who fails a one-semester course must repeat that course in summer school even if the course failure is in
the first semester. Students who fail to make up a failed course in summer school will be prohibited from
attending St. Edmund Prep the following school year.
A student who receives a final failing grade for a subject will be required to attend St. Edmund Prep summer
school. A student who fails three or more academic subjects each marking period will be required to attend a
conference with their parents or guardians and the Principal or Assistant Principal. Students who are unable to
pass all failed subjects in summer school will not be allowed to return to St. Edmund Prep.
Students who have failed a regent exam required for graduation will be required to attend a review class and the
next administration of that regent exam. Attendance will be mandatory in all regent review classes.
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Seniors who are unable to make up all failed courses by the end of the summer immediately following their senior
year will not be eligible to participate in the graduation ceremony in June.
Academic Preparation
In order to succeed in each subject, students must habitually commit themselves to taking notes, participating in
class discussions, completing homework, and preparing for tests wholeheartedly.
Students are expected to prepare diligently each and every night for the next day’s classes. An average of
approximately one and a half hours of study per night is necessary to achieve one's potential.
Students who fail to submit homework assignments regularly may be required to attend mandatory homework
sessions. Students who are failing a class may be required to attend remedial classes held before or after school.
Failure to attend any of these classes or homework sessions will most likely result in a conference between parents
or guardians and the Assistant Principal to determine a course of action. Continued absences from these programs
may result in the student's dismissal.

SCHOOL-WIDE WRITING STANDARD
Presentation of a Written Assignment
th
All written assignments are to be submitted following the Modern Language Association (MLA) format, 7 ed. (For
further information, students should consult the MLA Handbook.)
Plagiarism
To plagiarize is to take the ideas or writing from another and to offer them as one’s own without giving credit to
the original source. Students, who do not use the appropriate citation and references when using the ideas of
another, commit plagiarism. Plagiarism is cheating and will be dealt with in the same way as is stated in the
student handbook.
Forms of Plagiarism
The “ideas of another” refers to any written thought or idea from the Internet, an essay, book, poem, story,
research piece, and so on that did not originate with the individual submitting the work. Students should
understand that:
1.
2.
3.

Writing/Typing word for word the ideas of another without using appropriate citations and references is
plagiarism.
Paraphrasing/Summarizing the ideas of another without using the appropriate citation and references is
plagiarism.
Using any material from the Internet as one’s own ideas without incorporating appropriate citation and
references is plagiarism.

STUDENT SERVICES
School Nurse
The nurse's office is located on the third floor. She is available for medical counseling and for consultations for
students who become ill during the school day. All conversations are held within the bounds of professional
confidence.
Any student who becomes ill during the school day must inform his/her classroom teacher immediately before
reporting to the Nurse's office. Should this be impossible for any reason, a student who is ill should immediately
send a responsible person to the Nurse's office to inform her of the student's illness and whereabouts in the
building. Any student who sees another person who appears to be ill should likewise inform the Nurse. Under no
circumstances should someone in need of medical attention be left unattended.
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Only the nurse can determine if a student may go home due to an illness. It is at that point that the nurse will
notify that parent of their child’s illness and wait for instruction on how that student should go home. Under no
circumstances should the student call their parent to be picked up from school without first consulting with the
nurse. If the nurse is absent or unavailable, the student should report to the main office.
Any student who visits the Nurse must obtain a readmit slip to his/her class, and must report to that class
immediately after receiving this slip, which should be given to the teacher of that class.
Elevator/sneaker passes are issued at the discretion of the School Nurse for no longer than two days without a
Doctor’s note. No students may ride the elevator or wear sneakers without the express permission of the
Administration.
Guidance Department
St. Edmund Preparatory High School offers full time guidance services, open to all students and parents. Each
student is encouraged to introduce himself/herself to a counselor early in the academic year and to avail
himself/herself of the many services provided. The purpose of the guidance program is to be of assistance to the
students, families and teachers and to assist in making the educational process as effective as possible.
Secondary counseling services include academic counseling, personal counseling, referrals, and coordination with
agencies and professionals outside of the school setting, school testing program and career exploration.
Lunch Periods
When students enter the cafeteria, book bags are placed at their table. No pocketbooks or any other bags are to
be carried by the student to the lunch line. The proctor will give the directive for cleanup. All students are
responsible to clear tables after breakfast and lunch. No food or drink may be brought above the cafeteria floor.
Students who do this will receive detention.
Lockers
Lockers are provided for the safekeeping of textbooks and other personal property. Lockers are to be kept neat
during the entire school year. Lockers are to be kept locked at all times. Students should never give their
combination to any individual and students are not permitted to share lockers. Only a school lock may be used on
a student's locker including the gym locker. All others will be clipped by the school custodians. These locks may be
purchased in the school store, The Eagle’s Nest at the beginning of the school year.
Since lockers are loaned to the student by the school, the school may open and inspect any locker at any time,
without the permission of the student.
Students may go to their locker before school begins, during scheduled passing time, or at dismissal. If a student is
free first period and arrives at the building after first period has begun, they may not go to their locker until the
next scheduled pass time. Students who are permitted to leave before the last bell should go directly to their
locker after the end of their last scheduled period (see hallways policy). Unless a student has express permission
from the administration, no student should be at their locker during scheduled class times, including first and last
periods.
If a student has a classroom locker, said student must not be in the classroom at their locker when a class period
begins. Students should use their best judgment to determine whether or not they have time to stop at their
lockers between classes. Students who are at their lockers in a classroom when the late bell rings will be issued
detention in addition to the detention they will receive for being late to their next scheduled class. The school
reserves the right to revoke the privilege of locker access during scheduled pass times.
All lockers must be maintained in the same condition as when issued or a price will be charged for cleanup.
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Eagle’s Nest
The Eagle’s Nest is located in the basement of the school. Gym uniforms and other SEP apparel may be purchased
at The Eagle’s Nest.
Lost and Found
All lost articles should be turned into the general office. Books that are turned in as lost and that are not claimed
within a reasonable amount of time will be returned to the library. Unclaimed clothing will be given to the poor
after a reasonable amount of time.
Insurance
All students are insured for treatment of accidental injury occurring on school grounds, coming to and from school
and all athletic activities that the student participates in.
The insurance company is Willis Corroon Corporation of New York. Brochures notifying parents of insurance
coverage are sent home the first week in September.
Any student sustaining an injury requiring medical attention must obtain a claim form from the general office, as
soon as possible after the injury has occurred. All injuries sustained in school during school hours, or at school
sponsored activities must be reported immediately to the teacher in charge. An accident report must be filled out
and submitted to the general office.
Emergency Drills
Emergency situations happen when least expected. Guidelines are given to faculty, staff, and students to enable
each one of us to act in the best interest of the entire St. Edmund Prep family.
Fire Drill – a fire drill plan is posted in every classroom, in the cafeteria, and the gym. Students should
study these plans and become familiar with them. Each student is responsible for knowing the route to be
followed during a fire drill and for exiting the building. Running is never permitted. During fire drills
absolute silence is demanded of everyone.
Evacuation Drill – in the rare event that an evacuation is necessary, our collection point will be St. Mark’s
Church on Ocean Avenue and Avenue Z.
Lock Down – in the event of an emergency that requires lock down, no student will be dismissed without
express permission from a parent or guardian.
Once out of the building all students will remain in place until a signal is given to return to the building. The
elevator may not be used during a fire drill. Violation of any of the above will be deemed a serious offense and
dealt with accordingly.
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STUDENT ACTIVITIES
Student Activities, Extracurricular Activities and Athletics
We encourage all students to get involved in activities outside of the school day. Students become well-rounded
and invested in their education and school when they participate in activities which allow them to flourish in areas
outside the classroom. However, involvement in activities is contingent upon conformity with the “Prep Code of
Conduct” and success in their academics. If, at the end of a marking period, a student has a failing year-to-date
average in any class they lose the privilege of participating in any and all extracurricular activities until he or she is
reinstated. The process for reinstatement is as follows:
1.

If a student fails one class, he or she is suspended from that activity for one complete academic cycle
(eight school days). That student must meet with a designated moderator or administrator within 24
hours of the distribution of the report card to discuss the suspension and the creation of a plan of action
to get the student the help he or she needs to achieve success in that class. The student will be reinstated
on a probationary basis at the end of the suspension if he or she has a passing year-to-date average in all
subjects. If the student has a failing year-to-date average in any subject at the end of the probationary
period, he or she will again be suspended from that activity for one complete academic cycle (eight school
days). Students will not be reinstated until they maintain a passing year-to-date average in all subjects.

2.

If a student fails two classes, he or she is suspended from that activity for fifteen class days. That student
must see the Assistant Principal for Academic Affairs within 24 hours of the distribution of the report card
to discuss the suspension and the creation of a plan of action to get the student the help he or she needs
to achieve success in the classes. The student will be reinstated at the end of the fifteen day suspension if
he or she can show that there has been improvement in the class. This improvement will be evaluated at
the conclusion of the next complete academic cycle (see above provisions).

3.

Should a student fail three classes, he or she is suspended from that activity for fifteen class days and he
or she must meet with the Principal within 24 hours of the distribution of the report card to discuss the
suspension and the creation of a plan of action to get the student the help he or she needs to achieve
success in the classes. At the end of the suspension, both the student and the parent must make an
appointment with the Principal to discuss any improvements and for the Principal to make the final
determination if that student is to be reinstated.

A student must be in attendance for a full day of school on the day of an activity or said student may not attend
the activity. Students who are suspended from school may not participate until the student is readmitted back to
class.
A student who is significantly underachieving in any subject will be treated as a failure at the discretion of the
administration.
Academic eligibility for fall extracurricular activities will be based on a student’s final average in all classes from the
prior year.
Campus Ministry
Students attending St. Edmund Preparatory High School do so with the understanding that the development of
their spiritual life is strongly interwoven with their academic and social development. Days of recollection, retreat
days, overnight retreats, prayer services, liturgies, opportunities for service, classes for students who desire to
receive the sacraments, training of student lectors, altar servers, musicians, and extraordinary ministers of the
Eucharist, opportunities for reconciliation during Lent and Advent, and opportunities for daily prayer are some of
the varied activities sponsored by the Office of Campus Ministry.
The sacrament program for Penance, Eucharist and Confirmation is a year-long preparation. Classes meet weekly
and are available to all students.
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The office of Campus Ministry sponsors an open door policy to any and all who are in need. Please feel free to call
the Campus Ministry Office at any time.
Student Council
A Student Council by its nature is a group of students elected by a given constituency of fellow students. Every
student in the school has a voice in student affairs through a representative. The Student Council provides an
effective voice for students when it makes a commitment to represent all student groups in the school, has a clear
perception of its role with the total school program and defines its objectives in such a way that they can be
understood and accepted by students, faculty, and administration. If the understanding and acceptance are
mutual, there is no limit to the contributions that students can make to their education through the Student
Council.
The St. Edmund Prep Student Council strives to establish good representation of the student body through a yearlong effort in five basic areas:
 maintaining an open membership policy
 scheduling a wide variety of activities
 developing communication with students
 maintaining a respectable council image
 participating in community meetings whenever possible
The Council meets weekly. These meetings are open to any and all members of the Prep, Administration, Faculty,
Staff, and students. It is at these meetings that issues can be raised and presented for consideration. The
membership will consist of a President, Vice-President, Recording Secretary, Corresponding Secretary, Treasurer,
Social Chairperson, Historian, Administrative Liaison, Specialists in Fund Raising and Public Relations, Member of
Standing Committee, Senior, Junior, Sophomore, and Freshman Year President.
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TECHNOLOGY ACCEPTABLE USE POLICY (AUP)
1.

Acceptable Use – The purpose of using the Internet at St. Edmund Preparatory High School (hereinafter “the
School) is to support research and education by providing access to unique resources and the opportunity for
collaborative work. Account use must be in support of education and research and consistent with the
educational objectives of the School. Transmission of any material in violation of School policy or any U.S. or
state regulation is prohibited. This includes, but is not limited to, copyrighted material, threatening or
obscene material or material protected by trade secrets. The final determination of what constitutes a
violation of this policy is the responsibility of the Assistant Principal and the Director of Computer Services.

2.

Privileges – The use of the School’s network is a privilege, not a right; inappropriate use will result in
cancellation of those privileges. The School’s administration will deem what is inappropriate use and its
decision is final. Also, the administration may remove a student’s account privileges at any time.

3.

Network Etiquette – Students are expected to abide by the generally accepted rules of network etiquette.
These include, but are not limited to the following:
a. Be polite. Do not get abusive in messages to others.
b. Use appropriate language. Vulgarities or any other inappropriate language are strictly forbidden.
c. Do not reveal one’s personal address or phone numbers to anyone.
d. Note that email is not guaranteed to be private. System Administrators do have access to all email.
Messages relating to or in support of illegal activities will be reported to the appropriate authorities.
e. Do not use the network in such a way that would disrupt the use of the network by other users.

4.

Warranties – The School makes no warranties of any kind, whether express or implied, for the service it is
providing. The School will not be responsible for any damages suffered. This includes loss of data resulting
from delays, non-deliveries, mis-deliveries, or service interruptions caused by its own negligence or your
errors or omissions. Use of any information obtained via the Internet is at one’s own risk. The School
specifically denies any responsibility for the accuracy or quality of information obtained through its services.

5.

Security – Security is a high-priority. If a user identifies a security problem, he/she must notify a teacher or
administrator. Do not demonstrate the problem to other users. Do not use another’s account. Do not give
account passwords to anyone. Attempts to log on to the network as anyone but oneself will result in
cancellation of user privileges. Any user identified as a security risk or having a history of problems with other
computer systems will be denied network privileges.

6.

Vandalism – Vandalism will result in immediate loss of privileges and referral to the Assistant Principal for
further disciplinary sanctions. Vandalism is defined as any malicious attempt to harm or destroy data of
another user, or agency. This includes, but is not limited to, the uploading or creation of computer viruses,
attempts at gaining unauthorized access or changing online materials without permission. Vandalism also
includes physical damage/destruction to the computers and associated equipment in the school building.

7.

Social Networking – Maintaining or posting material to a website, blog, or social media that allows for any
disruption to the school, including harming or interfering with the rights of other students to participate fully
in school or extracurricular activities, is a violation of this policy.
a. Students must not post, publish, or display any defamatory, inaccurate, violent, abusive, profane,
threatening or sexually oriented material.
b. Students must not knowingly or recklessly post false information about any person, students, staff or
any other organization.
Failure to abide by this policy will result in disciplinary action including, but not limited to dismissal, and/or
legal action by the school, civil authorities, or other involved parties.
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AUP REGARDING PERSONALLY-OWNED DEVICES
st

Providing students with a 21 century digital learning environment is an important part of St. Edmund Prep’s
educational philosophy. SEP is strongly committed to educational technology as a tool for students to demonstrate
understanding through research, collaboration, and application of skills. Students who have not been issued a
Chromebook by the school will be able to bring their own technology devices (see list of acceptable devices below)
to use during the school day. In choosing to participate in the St. Edmund Prep Bring Your Own Device (BYOD)
Program, students agree to conduct themselves in accordance with the policies set forth for this program, outlined
below.
General Usage
 All technological, network and online activities shall be regulated by the Technology Acceptable Use Policy
found in the student handbook.
 Each teacher makes the ultimate determination about acceptable and unacceptable use of technology in
their classroom. A teacher may prohibit the use of all IT devices, at any time and for as long a period that
the teacher deems appropriate.
 Users shall not use their devices or the SEP’s wireless network to create, view or distribute any images,
sounds, messages or materials which are obscene, pornographic, harassing, racist, inflammatory,
malicious, fraudulent or slanderous.
 The use of the School’s wireless network for personal profit, commercial purposes or illegal activities is
prohibited.
 Power and Charging
o Devices should be fully charged when entering the building. There is no guarantee of the
availability of charging during the school day.
 Sound and Music
o Sound must be muted at all times unless permission is obtained from the teacher for
instructional purposes.
o Headphones may be used only in the library when permission is obtained, with school-issued
Chromebooks, or BYOD approved tablet, notebook or laptop. Headphones may never be used
with phones.
 Camera and Microphone
o In the interest of protecting the privacy of the School community, no one is allowed to use any
device camera, device microphone, camera, video camera, smart phone or any other electronic
device to take any photo(s), video(s), or audio recording(s) of any student, faculty member,
administrator, staff, and any other personnel at any time without written permission of each
individual and the school’s administration.
o A student is never allowed to upload content from photos or videos obtained without permission
to any website or social network or distribute this content in any form. This policy includes all
school activities and events. Doing so will result in significant disciplinary sanctions and possibly
dismissal.
 Printing
o Printing from personally owned devices will not be made available to students on the network.
Students have the option of accessing their document from a school computer to print.
 Support
o Maintenance of all privately owned devices is the responsibility of the individual owner.
o It is not the responsibility of classroom teachers or IT Staff to diagnose internet connection or
BYOD device problems during the school day.
Registering a Device
 All devices must be registered with the school regardless of a student's desire to use the wireless network
or not. That is, if a student plans to use a device in the school building, it must be registered. Device
registration is completed by way of an online form available on the SEP Website.
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Access to the SEP Wireless Network will only be granted to registered devices. The authentication process
takes 24 hours to complete. Network access will be available beginning on the next school day after
registration.
Students may, if they choose, use the school’s network or their own 3G or 4G data plan.

Acceptable Use
 Electronic devices are to be used to enhance the classroom experience.
Unacceptable use includes, but is not limited to:
 Accessing an inappropriate websites, message board, or entering a chat room at any time
 Sending instant messages or text messages
 Transmission of inappropriate content/material at any time
 Sharing passwords or any information that may be considered personal
 Screensavers/Background and Photos
o Inappropriate media may not be used as a screensaver or background photo.
All students are reminded that any information stored or transmitted on the SEP network may be accessed at any
time.
Devices
 Acceptable Devices
o Acceptable Devices include laptops, tablets, and e-readers. SEP would encourage students
contemplating the purchase of a device to consider an iPad, or something comparable, with at
least 32 GB of storage.
 Unacceptable Devices
o The School does not permit students to use smaller handheld mobile devices such as a cell
phone, iPod, Personal Digital Assistants (PDAs), similar smart phone tools or portable
entertainment systems under the terms of the BYOD Program. SEP reserves the right to modify
this list at any time.
Security
 Students are responsible for the safety and well being of their device. SEP is not liable for any device that
is lost, stolen or broken while in the school building or at any school sponsored function. Students will be
accountable for any and all damage or loss caused by neglect or abuse. Any incident within the school
must be reported immediately to the Assistant Principal or Dean of Students.
 Custom markings used to physically identify a device (skins, covers, decals, or engravings) are highly
recommended, as long as they are tasteful and appropriate.
 SEP expects students to ensure that anti-virus software exists and is up to date on any device that is
brought to school for appropriate use.
User Accountability
 Although SEP takes protective measures to filter technology and restrict student access to inappropriate
material on the school’s network, it is not possible to absolutely block access to all inappropriate material
on the Internet. Therefore, each student is individually responsible for meeting the standards for
appropriate behavior and acceptable use of technology.
 When a student chooses to bring his/her own IT tools to school, they are agreeing to waive rights to
privacy. Adult members of the school community may monitor student use of technology. Administrators,
IT Staff and teachers may collect devices, examine recent activity and deliver devices to the Dean of
Students Office. While on the school’s network, a student has no right to privacy for any information
created, shared or stored or for any activity conducted through the school’s resources or his own.
 Infractions of school policy regarding technology and acceptable use will result in disciplinary
consequences from the Dean of Students Office. Potential consequences include, but are not limited to,
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detention, indefinite confiscation of student devices, the revocation of privileges, suspension, probation
and dismissal.
The administration reserves the right to deny a student the privilege of bringing personal technology to
school for a violation of the acceptable use policy.
Any device brought into the school at any time is subject to the terms and conditions of this policy.

Ongoing Evolution
 The BYOD program serves as an opportunity to open dialogue between students, teachers, parents, and
administrators as to how technology can be used to enhance the learning environment at St. Edmund
Prep. SEP reserves the right to amend this policy as conditions warrant. Any changes in the acceptable use
policy will be communicated to students, parents, and faculty members.
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ST. EDMUND PREPARATORY HIGH SCHOOL
BELL SCHEDULE

1
2
HR
3
4
5A
5B
6A
6B
7
8

BELL 2

BELL 3

BELL 4

Regular School Day

Extended Homeroom

Early Dismissal

8:15 am – 8:55 am
8:58 am – 9:38 am
9:41 am – 9:48 am
9:51 am – 10:31 am
10:34 am – 11:14 am
11:17 am – 11:47 am
11:47 am – 12:17 pm
12:20 pm – 12:50 pm
12:50 pm – 1:20 pm
1:23 pm – 2:03 pm
2:06 pm – 2:40 pm

1
2
HR
3
4
5A
5B
6A
6B
7
8

8:15 am – 8:54 am
8:57 am – 9:36 am
9:39 am – 9:54 am
9:57 am – 10:36 am
10:39 am – 11:18 am
11:21 am – 11:50 am
11:50 am – 12:19 pm
12:22 pm – 12:51 pm
12:51 pm – 1:20 pm
1:23 pm – 2:02 pm
2:05 pm – 2:40 pm

BELL 5

BELL 6

Homeroom (30 mins) at Beginning of Day

Homeroom (60 mins) at Beginning of Day

HR
1
2
3
4
5A
5B
6A
6B
7
8

1
2
HR
3
4
5A
5B
6A
6B
7
8

8:15 am – 8:45 am
8:48 am – 9:24 am
9:27 am – 10:03 am
10:06 am – 10:42 am
10:45 am – 11:21 am
11:24 am – 11:53 am
11:53 am – 12:22 pm
12:25 pm – 12:54 pm
12:54 pm – 1:23 pm
1:26 pm – 2:02 pm
2:05 pm – 2:40 pm

HR
1
2
3
4
5A
5B
6A
6B
7
8

8:15 am – 9:19 am
9:22 am – 9:53 am
9:56 am – 10:27 am
10:30 am – 11:01 am
11:04 am – 11:35 am
11:38 am – 12:06 pm
12:06 pm – 12:34 pm
12:37 pm – 1:05 pm
1:05 pm – 1:33 pm
1:36 pm – 2:07 pm
2:10 pm – 2:40 pm

BELL 8

BELL 1

Faculty Collaborative Planning Time
Student Early Dismissal

No Homeroom

8:15 am – 8:40 am
8:43 am – 9:08 am
9:11 am – 9:18 am
9:21 am – 9:46 am
9:49 am – 10:14 am
10:17 am – 10:46 am
10:46 am – 11:15 pm
11:18 pm – 11:47 pm
11:47 pm – 12:16 pm
12:19 pm – 12:44 pm
12:47 pm – 1:10 pm

1
2
3
4
5A
5B
6A
6B
7
8

8:15 am – 8:55 am
8:58 am – 9:38 am
9:41 am – 10:26 am
10:29 am – 11:09 am
11:12 am – 11:42 am
11:42 am – 12:12 pm
12:15 pm – 12:45 pm
12:45 pm – 1:15 pm
1:18 pm – 1:58 pm
2:01 pm – 2:40 pm
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1
2
HR
3
4
5A
5B
6A
6B
7
8

8:15 am – 8:51 am
8:54 am – 9:30 am
9:33 am – 9:40 am
9:43 am – 10:19 am
10:22 am – 10:58 am
11:01 am – 11:30 am
11:30 am – 11:59 am
12:02 pm – 12:31 pm
12:31 pm – 1:00 pm
1:03 pm – 1:39 pm
1:42 pm – 2:18 pm
BELL 7
Half Day

1
2
HR
3
4
7
8

8:15 am – 8:46 am
8:49 am – 9:20 am
9:23 am – 9:30 am
9:33 am – 10:04 am
10:07 am – 10:38 am
10:41 am – 11:12 am
11:15 am – 11:46 am

SUMMER SCHOOL
1
2
3

8:30 am – 9:30 am
9:35 am – 10:35 am
10:40 am – 11:40 am

