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Let it be known to all who enter here that Jesus
Christ is the reason for our school. . .
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Letter from the Principal . . .
Dear St. Joseph’s School Families,
It is my sincere pleasure to welcome you to St. Joseph’s School, an institution
famous for forming strong young people in the Catholic faith, leaders in
academic excellence, and stewards in the community. It is my sincere hope
that you and your sons and daughters will have both enriching and enjoyable
educational experiences while you are with us. Our teachers and staff are
committed to bringing out the best in each child by helping each one to
recognize and embrace their God-given talents and gifts.
This Parent Handbook has been compiled to provide basic information about
the policies, practices and procedures of St. Joseph’s School. It is important
that parents understand the expectations our school has for each student.
Please do not hesitate to express your concerns with regard to your children’s
total development.
At St. Joseph’s School, we encourage a partnership between home and school.
Student success is made possible by the combined efforts of parents and
teachers. Your cooperation and input as primary educators is essential.
Thank you for your faith and support of our mission.
Many Blessings,
Marcela Hernandez
Principal
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ST. JOSEPH’S SCHOOL MISSION
St. Joseph's School is a Catholic elementary school with a long history of community
involvement and a reputation for academic rigor and excellence. Both multigenerational and multi-cultural, our parochial school prepares young men and
women in grades Pre-K through 8th for higher learning by implementing a holistic
approach that involves academics, athletics, and the Fine Arts. Serving students and
families from El Paso and its surrounding communities, including our sister city of
Juarez and Fort Bliss, our dedicated, faith-filled and innovative teachers and staff
guide and form our students into the leaders of tomorrow in a secure environment
that reflects Gospel-values, tradition and quality.
PHILOSOPHY
The philosophy of St. Joseph’s School is rooted in the belief that each student is a
child of God who has been created for a deﬁnite purpose and destined for eternal
life in Heaven.
St. Joseph's School is called to be a community of Faith-filled individuals who
model Catholic teachings in all they do and all they say. Regular celebrations of
Mass and daily prayer combined with traditional celebrations of the Church enrich
the faith development of all students.
Faculty and staff are called to engage students in an environment that promotes
mercy and service. Programs of service to our local and global communities promote
the teachings of compassion, peace and justice. Students are called to be leaders who
use their minds and hearts to make meaningful contributions to society. Parents are
called to model the love of Christ by supporting their children in partnership with the
Catholic Church through Catholic education.
ST. JOSEPH’S SCHOOL MOTTO/PRAYER
Jesus Christ is the reason for this school. He is the unseen but ever-present teacher
in all of its classes. He is the model of its faculty and the inspiration of its students.
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OBJECTIVES
MORAL AND SPIRITUAL
Students have the beneﬁt of daily instruction in the truths and values of the Catholic
faith. There is a weekly mass for the student body and families; recitation of the Rosary on
the first Friday of each month, involvement in multiple service projects to benefit the community, a retreat
for the graduating classes, and the sacrament of reconciliation is made available
periodically.
INTELLECTUAL
As per Diocesan mandate, our school follows the Diocesan curriculum that includes
the use of the Common Core Standards (CCS) and the Texas Essential Knowledge
and Skills (TEKS). Emphasis is placed on mastering the fundamentals in all areas of
study by providing a rigorous curriculum with a focus on critical thinking and
college-readiness. Parents are kept informed of their child’s academic progress and
are encouraged to take an active interest in promoting a quality education for their
child.
EMOTIONAL AND SOCIAL
The emotional and social needs of students are met through a strong Christian
atmosphere of faith and love. Each student is treated like a child of God and
is expected to treat others in the same manner.
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HISTORY
In 1884, the Third Plenary Council of Baltimore decreed that every parish must have
a Catholic school. Following that decree, Bishop A.J. Schuler of the El Paso Diocese
authorized Fr. Doherty, Pastor of St. Joseph’s Church, to begin construction of a
school in 1923. The architectural firm chosen was Trost and Trost. Fr. Doherty
engaged the services of the Sisters of Loretto to administer and staff the school. They
began with four grades and every year thereafter another was added.
In 1938, Fr. P.A. Ryan, successor to Fr. Doherty, obtained permission from Bishop
A.J. Schuler to add a parish church and rectory to the existing school on Hueco
Street. This building was also designed by Trost and Trost Architects and is crowned
with an impressive 70-foot tower named after the Momsen Family who donated the
structure.
The Sisters of Loretto administered the school until 1977, and then it became the
responsibility of the laity. In 1989, Fr. Francisco Herrera, Pastor of St. Joseph’s
Church, invited the Brothers of the Poor of St. Francis to assume administration of
the school. They served as administrators for 26 years until their retirement. The
school is currently the responsibility of the laity again.
ACCREDITATION
St. Joseph’s School is the parish school of St. Joseph Catholic Church and is
fully accredited by the Texas Catholic Conference Accreditation Commission and
AdvancEd, formerly known as the Southern Association of Colleges and Schools
(SACS).

ADMISSION POLICY 5111
No child is to be precluded from admission to the Catholic schools of the diocese
because of race, color, creed, sex, nationality or ethnic origin. The school accepts
students with disabilities only to the extent it is able to service the student. The
criteria for admission of students to any individual school is to be consistent with:
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 The general education goals and policies of the Diocese;
 The Civil Rights Act of 1964 and Title IX
of the Education Amendments of 1972;
 The Statute of the State Board of Education; and
 The requirements of the State Board of Health

AGE REQUIREMENTS
In compliance with state regulations, no child is to be admitted to the ﬁrst grade
unless he/she is six (6) years old on or before September 1st of the school year or
has been enrolled in the ﬁrst grade in another state prior to transfer.
To be eligible for kindergarten, a child is to be ﬁve (5) years old on or before
September 1st of the school year or must have been enrolled in kindergarten in
another state prior to transfer.
To be eligible for pre--‐ kindergarten, a child is to be four (4) years old on or before
September 1st of the school year.
The child’s birth certiﬁcate is required for veriﬁcation of age.
REGISTRATION
Registration is complete only when all the necessary documents have been given to
the school. This includes general registration form, health and immunization
records, medical records, physical exam form, birth certiﬁcate, a transcript of
grades, and standardized testing results from any previous school. To ﬁnalize
registration, the following fees must be paid: registration and building fund. No
fees are refundable when a student is withdrawn or revoked from the school.
TUITION AND FEES
Tuition and other fees are set on a yearly basis. This information is made available
through the school office. All families MUST register through FACTS since
tuition payments and fees are arranged through the FACTS Management Plan.
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DELINQUENT ACCOUNTS
Report cards, diplomas, and transfers will not be issued to any student whose
financial obligations are not totally up-to-date. Unresolved accounts may be
cause for dismissal at any time.
MEDICAL RECORDS AND REQUIREMENTS
No child may attend school until all medical records are turned in to the school. A
physical examination is required on all new students entering the diocesan school
system for the ﬁrst time. Any student participating in extracurricular athletics
must have a yearly physical examination on ﬁle with the school nurse.
Every student must have a Health and Immunization Record on ﬁle showing a
history of immunizations and diseases. In accordance with Texas State Law, all
required immunizations must be completed by the ﬁrst day of school.
FINANCIAL INFORMATION
Tuition and other fees are available from the school ﬁnancial once. All tuition,
fees and incidental payments are arranged through the FACTS Management
Plan. This information is given at the time of registration. Parents should log on
to factsmgmt.com to set up their tuition payment plans. All parents must be
registered on Facts Management.
CHANGE OF STUDENT/FAMILY INFORMATION
Students are required to report any change of address, change of telephone
numbers, and change of parent/guardian place of employment to the school office.
These changes should be reported immediately after the move or change occurs. It
is essential that school office personnel have access to current information and
records be able to contact parents/guardians at all times.
WITHDRAWALS
No child is considered withdrawn from the school until parents/guardians meet
with the principal to complete an exit interview, all outstanding fees and ﬁnes
have been paid, and books have been returned. The school will not forward
records for students who withdraw with an outstanding balance.
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SCHOOL CALENDARS
A yearly calendar for most school events is issued to each family at the beginning
of the school year. Monthly calendars are posted on the school website (stjosephschool.org) and sent home with students to inform parents of scheduled events.

SCHOOL DAY
SCHOOL HOURS
Playground supervision begins at 7:30 a.m. The school day begins with morning
line up at 8:00 a.m. The student must make every effort to be present for line-up. A
student will be counted tardy if he/she is not in his/her homeroom by 8:15 a.m. If a
student is tardy ﬁve (5) times during a grading period, he or she receives a one (1)
day suspension. Excessive tardiness may result in dismissal from school. Excused
tardiness is only issued with a doctor’s note or in extreme circumstances.
The school day ends at 3:00 p.m. Playground supervision is provided until 3:30 p.m.
If parents have not arrived by that time, students must report to the cafeteria to wait
for their parents and after-school care fees will be applied. Students may not go
home with any family other than their own unless the principal has a note from their
parents giving them permission.
SCHOOL ACCESS DURING SCHOOL DAY
For the safety of our students and the security of our campus, all visitors must sign
in at the school office. Parents are not to be in the school from 8:00 a.m. to 3:00
p.m. without a volunteer/visitor’s badge.
CLASS ATTENDANCE
Teachers are responsible for knowing where all of the students in a particular class
are at all times. If a child is missing from a scheduled class or activity, the school
office should be notiﬁed immediately. No teacher may retain or engage a student in
an activity that will prevent him/ her from attending a regularly scheduled class
without ﬁrst obtaining permission from the teacher whose class the student should
be attending. No child may be excused from P.E. class for more than two days
13

without a written excuse from a doctor. A parent’s written request for nonparticipation in P.E. will be accepted.
ABSENCES
In order to experience the optimum learning conditions, consistency in attendance is
crucial. Persistent absenteeism or tardiness creates a genuine hardship for any
student. Therefore, it is important to avoid unnecessary absences.
A student who has been absent from school a total of 16days during a regular school
year may be retained if deemed advisable by the principal.
When a student is unable to attend school, parents have the responsibility of alerting
the school. Parents should call the school office between 7:30 am and 8 am to report
the absence. If such a report is not fulfilled, the school will call the parent to inquire
about the absence. Consistent negligence by the parent to report the absence may
lead to dismissal.
Absent students are responsible for all missed work. For every one day the student is
absent, he/she has one day in which to make up assignments.
A sick child should not be in school. If absence is caused by a contagious disease,
parents are asked to notify the school nurse as soon as the disease is determined.
This child should not return to school until he/she has had one (1) fever--free day. A
child who has been absent must bring a signed note of explanation from the
parent/guardian upon returning to school.
Some illnesses may require a doctor’s release before the child is readmitted to
school. If absence is due to medical appointments, please bring a note from that
medical once.
DISMISSAL DURING SCHOOL HOURS
A child will not be dismissed from school during school hours without a request
from a parent. Parents must sign out their child at the reception desk. Students who
are dismissed early must report to the school office where they will be met by their
parent(s).
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NON-CALENDARED VACATIONS
If an absence is due to a non-calendared vacation, let the school office know ahead of
time. If parents choose to take their child/children out of school for non-calendared
vacation, parents should not expect teachers to prepare assignments ahead of time.
Students can make up missed work upon their return to school.
A child who misses ﬁve (5) consecutive days of school must have a doctor’s release
before being readmitted to school. A student who has been absent from school a
total of sixteen (16) days or more during a school year may be retained in that grade
if it is deemed advisable by the principal.
Absent students are responsible for all missed work. For every one (1) day the
student is absent, he/she has one (1) day in which to make up assignments.
CLOSED CAMPUS
We have a closed campus, which means that any and all surrounding areas to the
school are “off limits” to students after they have been brought to school for the day
unless accompanied by a teacher or parent/guardian and with a speciﬁc purpose or
need. This includes faculty lounge and interior administrative offices. Indoor
bathrooms, water fountains and classrooms are off limits before and after school,
during recess and P.E. classes. Restrooms and water fountains are available in the
gym for use before and after school and during recess. P.E. classes will use the gym
water fountain and restrooms. Office phones are not to be used by students without
permission of the principal.
Band and orchestra students may enter the building alone in the morning to
deposit their instruments in the proper place, but they must leave the building
immediately thereafter. Patrol boys and girls may enter the building only when on
duty to obtain the necessary patrol equipment. Any student leaving their cell
phone in the Vice-Principal’s office may enter the building in the morning and
exit immediately after.
VIRTUS: MANDATORY SAFE ENVIRONMENT TRAINING
VIRTUS is the brand name that identifies a safe environment program designed
to help prevent wrongdoing and promote "right doing" within religious
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organizations. The VIRTUS program empowers organizations and people to
better control risk and improve the lives of all those who interact with the Church,
especially our students.
The Catholic Diocese of El Paso requires that school faculty/staff members, every
parent volunteer, or any individual who will work with or in the presence of
children for an extended time, receive VIRTUS training. The students will also
receive age-appropriate training.
STUDENT INSURANCE
Each student is insured under the Student Insurance Plan. The parents’ insurance
is the primary carrier and the student insurance will pick up any out-of-pocket
expenses. Should the parents not carry insurance for the child, then the student
insurance becomes the primary carrier. Enrollment in the Student Insurance Plan
is covered in the registration fee.
PERSONAL PROPERTY/LOST AND FOUND
It is strongly suggested that all clothing, including P.E. and school uniforms, coats
and sweaters, book bags and lunch boxes be marked with the student’s name. The
school is not responsible for lost, stolen or damaged items. The Lost and Found is
located in a small room in the school gymnasium. Any items not claimed at the end
of each quarter will be donated to a local charity. Please check the Lost and Found
regularly. School personnel will open the area for you. It is highly advisable that
children carry only money necessary for that day’s school expenses.
SAFETY AND PLAYGROUND
Please do NOT double park on any streets surrounding the campus. Check in with
the teachers guarding each gate when you drop off or pick up your child.
Students and parents must use cross walks before and after school. No student will
use the crosswalk to cross the street unless accompanied by a guardian.
The playground has adult supervision from 7:30 to 8:00 a.m. and from 3:00 to 3:30
p.m. No student may be on the playground before or after the above times unless
with a parent/guardian, teacher or coach.
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For the security of each student, the playground and surrounding areas must be
cleared by 3:30 p.m. An after-school care program is available in the school cafeteria
from 3:30 to 6:00 p.m.
VISITORS
No visitors may be brought to the school without permission from the principal. The
principal is responsible for knowing who is on the school campus at all times.
Therefore, all visitors must report to the principal’s office ﬁrst.
FIRE DRILLS
Fire drills are held on a regular basis by the school principal and by the ﬁre
department. Fire evacuation charts are posted in each classroom.
INCLEMENT WEATHER
In rainy or bad weather, students will be directed by the yard monitors as to where
to go for shelter before and after school.
To determine school closing due to bad weather, we follow the decision of the
Office of Education of the Diocese of El Paso. If the weather is exceptionally bad,
please listen to the local radio and television announcements until a deﬁnite
decision has been announced. Please do not call the rectory or school office. We
allow for tardiness in these situations. We will post any news on the school website
(www.stjoseph-school.org) and send a Parent Alert message through the RenWeb
messaging portal.
MEDICATION
No child may carry any medication. The parent(s) of any student taking a prescribed
medication is required to deposit the medication in the nurse’s office for
safekeeping and dispensing. All medications must be labeled with the student’s
name, the time to be given, and the original label showing the name of the
medication. This will prevent prescription medications from being deliberately or
inadvertently taken by other students.
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FIELD TRIPS
Class trips should be of an educational nature and approved by the principal. Only
two (2) per year are permitted. Permission slips stating destination and date must be
signed by a parent/ guardian and must be returned to the teacher prior to the
scheduled trip. If this written permission is not received by the teacher, the student
will not go on the ﬁeld trip.
BIRTHDAY PARTIES
Homeroom teachers will coordinate the celebration of birthday parties. The goal is
to celebrate birthday parties in the same class collectively on the same day once a
month. Birthday parties will take place in the school cafeteria.
CAFETERIA
Menus will be sent home once a month. Students are required to purchase a card
for hot lunch. The cards may be purchased through the cafeteria food providers,
Cafeteria Concepts. Grades 6th through 8th are given an option of purchasing
Grab and Go food items at varying prices.
CELL PHONES
Students are not allowed to carry cell phones in school. If a student is caught with a
cell phone, it will be confiscated. A fine of $25.00 will be issued. If a parent
considers that taking a cell phone to school is essential to a child’s well-being,
he/she must send a written request to the principal. In such a case, the student may
bring the phone to school and leave it in the vice-principal’s office upon arrival on
campus. Students may pick up their phones after-school.
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SCHOOL UNIFORM
The school uniform is an important part of St. Joseph’s School. It is a symbol of a
student’s pride, both in him/herself and of the school. It emphasizes the common
experience that we share as members of the school community. Furthermore,
abiding by uniform guidelines conveys a respect for others and helps create the
proper learning environment.
All students in grades Pre-K--8th are required to wear the school uniform everyday
unless an exception by the principal has been granted. The mandatory uniform can
only be purchased through Dennis Uniforms or St. Joseph’s Uniform Store. Any
student who does not cooperate will be issued a uniform infraction notice along
with a $5.00 ﬁne. The fine will be charged as an incidental through Facts
Management. After the second violation, the student will be suspended for not
complying with the school’s uniform guidelines. This uniform code will be strictly
enforced.
General Uniform Guidelines
A. Shoes
Girls’ tennis shoes must be solid white or solid black with
no visible logo/brands. Boys’ tennis shoes must be solid
black with no visible logo/brand. Velcro tennis shoes are
permitted. Only non--marking soles are allowed. Soles and
shoe laces must be the same color as the tennis shoes (no
colored soles or laces). High tops, canvas (including
Converse) or light-up shoes along with sandals, ﬂip--ﬂops or
boots are not allowed.
B. Jackets
Only St. Joseph’s School uniform jackets, sweaters or
sweatshirts may be worn inside the classroom. Non-uniform jackets, sweaters or sweatshirts may only be worn
outside.
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C. Hair
Hair must be neatly combed at all times. No extravagant
hair styles are allowed. Hair should be natural color for
boys and girls. Hair-length for boys should not be below
the eyebrow or exceed the shirt collar.
D. Jewelry/Cosmetics
Girls may wear post/stud earrings. No dangling-style
earrings are allowed. Boys are not allowed to wear earrings.
No body piercing allowed. Cosmetics are not permitted.
This includes fake ﬁnger nails and ﬁnger nail polish.
E. Physical Education
Students in grades 1st - 5th are not required to wear P.E.
uniforms. Students in grades 6th-8th must wear the required
P.E. uniform. The uniform may be purchased at the school
uniform store. Tennis shoes must be worn for P.E.
F. Backpacks
Rolling backpacks with rubber wheels are recommended to avoid
back strain.
Girls Uniform


Woodland plaid jumper (Grades PreK--5th) or Woodland
plaid skirt (Grades 6th-8th) worn no shorter than two inches
above the knee.
 Navy uniform pants or shorts may be worn at the student’s discretion. A
plain black belt is required if a student opts to wear pants.
 Short or long sleeve white buttoned-down blouses with a
collar are worn with the school jumper. School logo polo
shirts in either navy blue or white are required for middleschool girls to wear with their school skirt. Shirts must be
tucked in at all times during the school day.
 Students must wear Mass Attire, also known as Eagle Standard to our
weekly Liturgical celebration and on any designated special occasions.
21



Students in Pre-K to 5th will wear a blue buttoned-down cardigan with the
school logo applied. This can be purchased at Dennis Uniforms. Middleschool students must purchase a navy-blue blazer with the school logo
applied. This can also be purchased at Dennis Uniforms. Ties for middleschool boys and girls can be purchased in the school uniform store. All
girls must wear black Mary Janes or a similar style of shoe for Mass
Attire or special occasions. All boys must wear a black oxford-style shoe
for Mass attire or special occasions.
 Girls may wear knee--high socks in white or navy blue
without insignia. Cable knit, opaque or ribbed tights in
white or navy blue may be worn on cold days. Leggings
are not allowed.
 Hair accessories may be worn, but must be appropriate to the school’s
uniform.
Acceptable colors are red, white or navy.
Boys Uniform
 Navy blue pants or shorts (no contrast stitch)
 Short or long sleeve white oxford shirt. Short or long
sleeve white or navy polo shirt (no insignia). All shirts
must be tucked in at all times during the school day.
 Navy or red cardigan sweater or vest
 Black or navy-blue crew socks (mid--calf) with no insignia
 Plain black tennis shoes
 Plain black belt
The St. Joseph’s Uniform Store will carry the allowed uniform jackets and
sweatshirts with the school’s logo. Polo shirts and uniform pants with the school’s
logo will also be sold through the school’s uniform store.
Uniform Exceptions
Occasionally free dress days will be granted by the school’s principal. Free dress
days are not the norm and are usually tied to a speciﬁc type of school wide
celebration. On free dress days, students may dress casually. The proper image of
our students and school must be maintained. Inappropriate pictures, logos, images
or sayings may not be worn. The administration reserves the right to make
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judgements concerning the appropriateness of student dress on free dress days. If
the determination is made that the dress is inappropriate, a parent/guardian may be
asked to pick up their child from school or bring the required uniform.
Parents/guardians and students will be notiﬁed in advance of free dress days.

DISCIPLINE
Discipline should reﬂect the Christian philosophy of life. Each student is a child of
God created in His image and likeness. The curriculum endeavors to foster a
student’s sense of worth and dignity. This knowledge should foster a student’s
self--esteem and a desire to practice the best form of self--discipline. Teachers will
make known their behavioral expectations at the beginning of the school year.
Students must be shown and encouraged to take responsibility for their behavior.
Parents/guardians and administration must be informed of any unacceptable
behavior of the student. No form of corporal punishment is ever acceptable at St.
Joseph’s School.
DISCIPLINARY MEASURES
Suspension is the temporary removal of a student as a disciplinary measure.
Suspension results in ﬁve (5) points per day being deducted from the daily grade of
the student. Students are held responsible to make up tests and work missed. A
student is allowed only two (2) suspensions prior to termination of enrollment. The
ﬁrst suspension will be for one (1) day, and the second suspension will be for three
(3) days.
Expulsion is the permanent termination of a student’s enrollment as a disciplinary
measure. Expulsion is recorded on a student’s permanent record card. The
following are reasons for immediate suspension or expulsion of a student:
• Actions gravely detrimental to the moral and spiritual welfare
of the other student.
• Willful and/or open disobedience, disrespect, or force toward
any school personnel.
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• Use, sale of, distribution or possession of any illegal

•
•
•
•
•
•
•
•
•
•

•
•
•

drug, alcoholic beverage or any harmful substance on or
near school premises.
Smoking; including the possession of lighters or matches.
Stealing.
Misuse of school phones, including, but not limited to,
calling 911 when there is no emergency.
Tampering with the ﬁre alarm system.
Fighting on or near school premises.
Leaving school premises without administrative permission.
Destruction of property.
Any type of ﬁrearm or weapon brought on campus.
Consistent lack of cooperation within or outside the classroom.
Parents/guardians who do not cooperate with the school,
e.g., tuition on time; students frequently absent, habitually
tardy or disrespect shown toward any school personnel.
Inappropriate behavior between boys and girls, such as
holding hands, hugging, kissing or offensive language.
Inappropriate use of the internet or social media.
Any form of cheating or copying

BULLYING & CYBER BULLYING
St. Joseph’s School attempts to provide a safe environment for all individuals.
Verbal or written threats made against the physical or emotional well--being of any
individual are taken very seriously. Students making such threats and/or harassment
electronically (seriously or in jest) face suspension or expulsion.
BLOGS
Engagement in online blogs such as, but not limited to, Tumblr, Instagram,
Snapchat, Facebook, Twitter, etc. may result in disciplinary actions if the content
of the student’s blog includes defamatory comments regarding the school, the
faculty and/or other students of the parish.
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SCHOLASTIC ACHIEVEMENT
GRADING SCALE
Teachers will follow the academic code listed below:
A = 94 --100

Excellent

B = 85--93

Above Average

C = 75 --84

Average

D = 70 --74

Below Average

F = Below 70

Failing

Honor roll certiﬁcates are given for A, A/B and B Honor Roll every 9 weeks.
A -- Honor Roll no grade lower than 94
B -- Honor Roll no grade lower than 85
A/B -- Honor Roll a combination of grades 85 and 94
Students in grades 1st through 8th who have been on the honor roll for four (4)
marking periods receive an academic trophy at the end of the year.
BEHAVIOR SCALE
E = excellent behavior
G = good behavior
S = satisfactory behavior
N = behavior needs improvement
U = Unsatisfactory
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HOMEWORK
Students in all grade levels have homework at the discretion of the teachers.
General guidelines are as follows:
•
•
•
•
•

4K-5K: 20 minutes a day
1st and 2nd grades: Not to exceed 45 minutes
3rd through 5th grades: Not to exceed 1 1/2 hours
6th through 8th grades: Not to exceed 2 hours
Twenty minutes of reading is also encouraged nightly

A high-quality education necessitates the reinforcement of daily instruction with
homework on a regular basis. Students will be held accountable. Homework
allows parents/guardians to see student progress and to assist in the educational
program.
Homework assignments for absent students may be obtained by calling the school
office early in the morning and arranging to pick up assignments in the afternoon.
TESTING
Students are tested on a regular basis in every subject. It is the obligation of the
student to make arrangements with the teacher in the event that a test was not taken.
Students are given nine (9) weeks tests in every subject, and this counts for one
third of the grade for the marking period. The yearly average is computed from the
four (4) marking periods. A student who fails one (1) major subject for the year is
obliged to successfully complete summer school in order to be promoted. A student
who fails two major subjects is obligated to repeat the grade. Spaces are not usually
available for students who have failed.
PROGRESS REPORTS
Progress reports are issued every 4 weeks within each academic quarter. The reports
are issued to all students either by RenWeb email or by hard copy.
Any student with below average or failing grades at this time will be given a hard
copy progress report that must be returned with a parent signature within three days
of issue.
Parents are highly encouraged to log onto the school’s parent portal to monitor
grades on a weekly basis.
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PARENT/TEACHER CONFERENCES
An open house is held at the beginning of the school year to enable parents to
meet the teachers. Parent/teacher conferences are held twice a year with
report card distribution.
If parents wish to have an additional conference with a teacher, they should
schedule an appointment through the school office. Parent/teacher conferences
should not ordinarily exceed 20 minutes, may be held in-person or by phone and,
if possible, should be held during the teacher’s conference period. Conferences
should be scheduled at least 24 hours in advance.
Teachers will not have parent conferences while on outside duty.
REPORT CARDS
Report cards are issued every academic quarter. A hard copy of the report card will
be issued to all students. They are also accessible via the parent portal in Ren Web.
Parents/guardians must sign the report card and send it back to their child’s
homeroom teacher within 1 week of issue.
AWARDS
Honors and awards for academics, athletics, and extracurricular activities are given
at the end of the school year. All recipients must be approved by the principal. No
student involved in major disciplinary problems is eligible for any honors or awards.
PROMOTION/RETENTION/PROBATION
Promotion of a student is to be based primarily on his/her ability to fulﬁll the
academic requirements of the next grade. Only the principal can determine
promotion or retention. A student placed on probation will be seriously evaluated at
the end of the ﬁrst nine weeks.
A student, who fails the year in 1 of the core subjects, must attend summer school
and receive a passing grade in order to be promoted. If a student fails 2 core classes
in the year, he/she will not be promoted to the next grade and/or readmitted to
school.

28

EXTRACURRICULAR ACTIVITIES
Extracurricular activities are provided as a supplement to the curriculum. These
activities and their participating grades are currently available, but are subject to
change.
•
•
•
•
•
•

Flag Football - Grades 6 -- 8
Basketball - Grades 5 --8
Volleyball - Grades 5 -- 8
Basketball - Grades 5 -- 8
Cheerleading - Grades 1--8
Soccer - Grades 3--8

Any student participating in athletics must have a yearly physical on ﬁle.
FEES AND FINES
Any fees, ﬁnes, or incidentals incurred will be charged via Facts Management.
These fees or ﬁnes include:
A. Fees
•
•
•
•
•

First Communion
Eighth grade graduation
Athletic fees
Uniform infractions
Lost or damaged books or reference material;
including library books and items
• Damaged or destroyed supplies and material;
facilities or items belonging to the school or
church, their employees or another student
• After school program which begins at 3:30 p.m.
An automatic fee of $25.00 will be charged for any
child left after 6:00 p.m. or on early dismissal days
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B. Fines
•
•
•
•

Chewing gum -- $10.00
Out of uniform -- $5.00
Uncovered textbooks -- $5.00
Cell phones, iPods, iPads, personal game systems,
etc. -- $25.00 Any such items confiscated at school
will be turned into the office and returned at the
end of the school year.

FUND RAISERS
The Diocesan Raffle is mandatory. All other fund raisers are optional and require
the permission of the principal.

TERMINATION OF ENROLLMENT
Termination of enrollment is distinguished from expulsion in that it involves the
administrative removal of the student from the school for reasons other than the
conduct of the student.
Termination of enrollment and its reasons are not recorded on a student’s
permanent record card.
Termination of enrollment may be invoked for any of the following reasons:
A. Failure on the part of the parent/guardian of the student to

pay tuition when due or failing to pay other fees required
by the school.
B. Failure on the part of the parent/guardian of the student to
have the student immunized against any disease as
required by the rules and regulations of the school, the
Diocesan Office of Education, or any governmental
agency.
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C. Conduct on the part of the parent/guardian of the student which is:
• disruptive to the efficient operation of the school;
• seriously detrimental to the moral well--being of the school;
• in serious violation of the Roman Catholic ethic; or
• an attempt to promote teachings contrary to those of the

Roman Catholic Church.
D. Consistent lack of cooperation of parent/guardian in
assisting in the solution of problems pertaining to the
student.
E. Failure on the part of the student to meet the academic
standards of the school.
RIGHTS OF NON-CUSTODIAL PARENTS
Any change in a student’s custody status requires that a copy of the
court order be given to St. Joseph’s School for the purpose of recordkeeping and filing.
Non-custodial parents: St. Joseph’s School abides by the provisions
of the Buckley Amendment with respect to the rights of noncustodial parents. In the absence of a court order to the contrary, the
school will provide the non-custodial parent with access to the
academic records and other school-related information regarding the
child or children.
If there is a court order specifying that no such information is to be
given to the non-custodial parent, then it is the responsibility of the
custodial parent to provide the school with an official copy of the
court order. It is also the responsibility of the custodial parent to
provide the school a copy of the portion of the decree stating
visitation rights and school pick up schedules.
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PROHIBITION OF ALCOHOL AND TOBACCO
In compliance with state law, all Catholic schools of the Diocese of El Paso are
tobacco--‐ free. Smoking or using tobacco products at a school related or school
sanctioned activity on or off school property is prohibited (State law, Chapter 38,
Section 38.006).
In compliance with state law, all Catholic schools of the Diocese of El Paso are
alcohol--free. Possession, sale, or consumption of alcoholic beverages at a school
related or school sanctioned activity on or off school property is prohibited (State
law, Chapter 38, Section 38.007).
FILING REPORTS TO LAW ENFORCEMENT
Section 36.015 of the Texas Education Code requires the principal of each
Diocesan elementary and secondary school to report certain activities to the El
Paso Police Department if such activities are determined to have occurred on
school grounds or at a school sponsored event. The activities listed in the statute
include, but are not limited to:
• terroristic threats;
• the use, sale, or possession of a controlled

substance, drug paraphernalia, or marijuana; and
• the possession of certain weapons or devices speciﬁed in Section 46.01 of
the Texas Penal Code.
Once a report is made, the El Paso Police Department will investigate and
determine whether to criminally charge the student who was reported. Even if the
investigation does not result in a criminal charge, the school will suspend or
expel, depending on the circumstances, any student who is determined to have
committed an act which triggers a report.
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GRIEVANCE PROCEDURES
St. Joseph’s School wishes to provide an opportunity for individuals to be heard.
The administration of this school shall establish and maintain procedures through
which the parents of students may seek redress from a policy, regulation, or
decision that is perceived to work hardship on an individual or group. In all cases,
student grievances will be presented by students and/or parents/guardians. If
parents speak on behalf of their children, then the student(s) must be present. The
primary aim of this procedure is to set forth a guide to establish procedures for any
grievance, that is, to provide fair notice and fair hearing of the matter. If
necessary, translators will be provided.
Grievances may be heard from individuals, parents, and parent organizations, but
in all cases, the opportunity to be heard shall be forfeited if the procedures outlined
below are not followed precisely.
As used in this procedure, a “grievance” shall mean a complaint regarding any
action taken by a teacher or administrator toward a student in the enforcement of
discipline, policies, and/or regulations.
NON--DISCRIMINATION
No person shall be discriminated against because of ﬁling or participating in the
grievance procedure and no reprisals of any kind shall be taken by the board or the
school administration against any person because of participation in grievance
procedure.
All elementary or secondary schools shall provide a student or
parent/guardian with a grievance form upon a request made on a school day
during regular school hours.
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INFORMAL RESOLUTION/CONCILIATION
It is intended as policy to resolve disputes at the lowest possible administrative
level in a cooperative Christian atmosphere. The process is not intended to be
adversarial in nature and neither party shall be represented by legal counsel during
any phase of the conciliation or grievance process. Prior to using the steps set forth
below, a parent/guardian shall meet with his/her immediate authoritative person. If
the matter is not then settled to the satisfaction of the person filing the grievance, or
if the immediate authority fails to or refuses to discuss the grievance promptly, the
grievant shall present the grievance in accordance with the procedures outlined
herein.
FORMAL PROCESS
A. A written statement of the complaint, including a brief

summary of the initial conference, shall be submitted to the
principal about whom it is being ﬁled against within ﬁve (5)
school days following the occurrence of the event on which
the grievance is based. If the
principal fails to hold an initial conference, failure to hold a
conference should be duly noted. If the grievance is lodged
against the principal, notiﬁcation shall be made in writing to the
pastor of the school.
B. The principal will set a date for hearing the aggrieved party

and provide a minimum of 48 hours’ notice. Student
grievances shall be ﬁled by their parent/guardian; at the
hearing, both student and parent/guardian will be present.
The principal will provide a written response and decision
to the complaint within three (3) school days.
C. If the aggrieved party is not satisﬁed with the decision of the
principal, the aggrieved party will notify the pastor within
three (3) school days of receipt of the decision of the
principal (Step B). Pastor will, within 24 hours, inform the
grievant of his decision.
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D. If the aggrieved party is not satisﬁed with the decision of the

pastor, an appeal may be made in writing to the
superintendent of schools within seven (7) school days. The
superintendent will render her/his decision within ten (10)
school days of its receipt of the decision being questioned.
E. If the aggrieved party is still not satisﬁed with the decision of
the superintendent, an appeal may be made to the Diocesan
Grievance Committee by contacting the vice president of the
Diocesan School Board who is the chair of the
superintendent. The Diocesan Grievance Committee will
review all documentation of the grievance procedure and set
a date for hearing the grievance with all parties of the initial
grievance in attendance. This meeting will take place within
seven (7) school days of the Diocesan Grievance
Committee’s receipt of such an appeal. The Diocesan
Grievance Committee will then render its decision within
ﬁve (5) school days.
F. The decision of the Diocesan Grievance Committee is the final
decision of the school.
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STUDENT TO STUDENT HARASSMENT
POLICY
A. It is the policy of the Diocesan Board of Education to
maintain a learning and working environment that is free
from any type of harassment. No student associated with
the programs of the school shall be subjected to any type
of harassment.
B. It shall be a violation of this policy for any student to
harass another student through conduct or
communications as deﬁned below.
C. Each administrator shall be responsible for promoting
understanding and acceptance of and assuring compliance
with board policy and procedures governing harassment
within his or her school.
DEFINITION OF HARASSMENT
A. Harassment on the basis of race, color, religion, gender,
national origin, age, or disability constitutes discrimination
and, as such, violates civil law and the policies of the
Diocesan Board of Education.
B. Harassment is verbal or physical conduct that denigrates or
shows hostility or aversion toward an individual because of
his/her race, color, religion, gender, national origin, age, or
disability or that of his or her relatives, and that:
1. has the purpose or effect of creating and
intimidating hostile or offensive
environment; or
2. has the purpose of effect of unreasonably interfering
with an individual’s performance or educational
opportunities.
C. Harassing conduct includes, but is not limited to, the following:
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1. epithets, slurs, negative stereotyping, threatening,

intimidating or hostile acts such as bullying or
assault, blocking/impeding or any other physical
movement that relates to race, color, religion,
gender, national origin, age, or disability; and
2. written or graphic material that denigrates or shows
hostility or aversion toward an individual or group
because of race, color, religion, gender, national
origin, age, or disability and that is circulated
within or placed on walls, bulletin boards, or
elsewhere on premises where the education
program operates.
D. The standard for determining whether verbal or physical
conduct relating to race, color, religion, gender, national
origin, age, or disability is sufficiently severe or
pervasive to create a hostile or abusive environment is
whether a reasonable student or person in the same or
similar circumstances would ﬁnd the conduct
intimidating, hostile or abusive. It is not necessary to
make a showing that the victim was psychologically
harmed.
E. Prevention is the best tool for the elimination of
harassment. Harassing conduct may be challenged even
if the complaining person is not speciﬁcally the intended
target of the conduct. Each school will provide the
faculty and students with annual in--servicing and lessons
related to this topic.
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PROCEDURES
A. Any student who alleges harassment by another student of an
educational program governed by the Diocesan Board of
Education ﬁles a complaint in writing directly to his/her
teacher or principal. The complaint shall describe the
perceived violation, name the perpetrator and identify any
potential witnesses to the incident.
B. Retaliation against a student is strictly prohibited.
C. The right to conﬁdentiality, both of the complainant and of the
accused, will be respected consistent with legal obligations and
with the necessity to investigate allegations and to take
corrective action when this conduct has occurred. The principal
shall investigate the matter to determine if the complaint is
substantiated. If substantiated, then the principal will take the
appropriate action.
SANCTIONS
A substantiated charge against a student in any educational program governed by the
Diocesan Board of Education shall subject that student to disciplinary action
consistent with the student discipline code, which may include suspension or
expulsion.
• terroristic threats;
• the use, sale, or possession of a controlled substance,

drug paraphernalia, or marijuana; and
• the possession of certain weapons or devices speciﬁed in Section 46.01 of the
Texas Penal Code.
Once a report is made, the El Paso Police Department will investigate and determine
whether to criminally charge the student who was reported. Even if the investigation
does not result in a criminal charge, the school will suspend or expel, depending on
the circumstances, any student who is determined to have committed an act which
triggers a report.

39

GENERAL INFORMATION
GUIDANCE SERVICES
Should a student need the professional services of a counselor, the school office will
direct the parents of the student to Catholic Counseling, Inc., a ministry of the Diocese
of El Paso, which provides such services to both children and adults.
TEXTBOOKS AND SCHOOL SUPPLIES
Textbooks are the property of the school and must be covered at all times. Students
will be required to pay for any damaged or lost books. Students must make sure that
they have all the necessary school supplies as requested by the teacher. They must
come to school prepared each and every day with all the needed supplies.
FOOD ALLERGIES
Due to allergies and other health needs, all food items must be cleared with the
classroom teacher. Due to the severity of allergic reactions to peanuts experienced by
some of our students, no peanut or peanut-related food articles are permitted on
campus.
MEDICATIONS
All medication should be given outside school hours if possible. Only necessary
medication such as medication for epileptic seizures, diabetes, asthmatics, or
ADD/ADHD, may be given at school.
Antibiotics will not be given at school by school personnel. If the parent feels an
antibiotic must be given during the school day, the parent may come to the school and
administer the medicine to his/her own child.
Parents may perform nebulizer treatments at school. Non-medical personnel are not
permitted to administer this treatment.

N.B. The school principal has the right to amend this
handbook whenever it may be necessary.
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41

APPENDIX “A”
ST. JOSEPH’S SCHOOL

ACKNOWLEDGEMENT FORM

I, ________________________________ parent/guardian at St. Joseph’s
School, have read the St. Joseph’s School Parent/Student Handbook in its
entirety. I fully understand its contents and agree to be governed by the
policies, procedures and practices stated within.

Parent/Guardian Signature

Date

Student Name

Grade

Student Name

Grade

Student Name

Grade

Student Name

Grade

Student Name

Grade

This form must be signed and submitted to the school office immediately
upon the beginning of the new school year
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APPENDIX “B”
ST. JOSEPH’S SCHOOL

MEDICATION ADMINISTRATION FORM
*Medication must be furnished by parent or guardian in an original pharmacy container with the
student’s name, name of medication, directions to administer and duration of treatment.

Student Name:
Medication(s)

Grade:________
Dosage/Time to Administer

Directions for Administering:

Dates to be given: FROM:__________________

TO:_________________

I, _________________________________________, parent/guardian of the above
named student, authorize St. Joseph’s School and its staff, to administer the stated
medication as ordered by Dr. __________________________ as indicated for my
student’s benefit.

___________________________________
Signature of Parent/Guardian

____________________
Date
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APPENDIX “C”
ST. JOSEPH’S SCHOOL
FIELD TRIP PERMISSION SLIP
Parent/Guardian Consent Form and Liability Waiver
Participant’s Name:

Birthdate:___________ Grade:

Parent/Guardian’s Name:
Home phone:

Cell phone:

Work phone:

I/We
grant permission for my child:
to participate in this event. This activity will take place under the guidance and direction of school employees
and/or volunteers from: St. Joseph’s School
A brief description of the activity follows:
Type of event:

Date of event:

Destination of event

Mode of transportation: Charter Bus

Individual in charge:
Leaving at:

Returning by:

NOTES:
As parent and/or legal guardian, I remain legally responsible for any personal actions taken by the above
named minor.
I agree on behalf of myself, my child named herein, or our heirs, successors, and assigns, to hold harmless and
defend St. Joseph’s Catholic School, its officers, directors, employees, and chaperons, or representatives
associated with the event, from any claim arising from or in connection with my child attending the event or in
connection with any illness or injury (including death) or cost of medical treatment in connection therewith,
and I agree to compensate the school, its officers, directors, and agents, and the Arch/Diocese of El Paso, its
employees and agents and chaperones, or representatives associated with the event for reasonable attorney’s
fees and expenses which they may incur in any action brought against them as a result of such injury or
damage, unless such claim arises from the negligence of the school/diocese.
Furthermore, I understand that the above mentioned minor, under no circumstance, will be allowed to be
dropped off or picked up at the above mentioned location. **Exceptions to this would require prior written
approval by the Principal.
Parent/Guardian Signature:

Date: ________
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APPENDIX “D”
ST. JOSEPH’S SCHOOL
GRIEVANCE FORM
A. Information on the Person Filing the Grievance Form
1.

Name: _______________________________________________
Address: _____________________________________________
_____________________________________________
Home Telephone: _____________________________________
Business Telephone: ___________________________________

2.

Are you a Student or a Parent/Guardian of a Student?
____________________________________________________
Name of Student: _____________________________________

B. Complete the following concerning the person against whom the grievance is directed:
1.
Name: ______________________________________________
2.
Is this person a Teacher or Administrator?
____________________________________________________
3.
Describe the Grievance: (attach additional pages if necessary)

Signature of person filing the grievance

Date

RECEIPT OF THE FOREGOING GRIEVANCE IS ACKNOWLEDGED
Signature of Principal

Date Received
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