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Circumstances may arise in which Holy Cross School determines that changes are required in these
guidelines and procedures. For this reason, Holy Cross School reserves the right, at any time, to modify,
termnate, rscind or supplement any or all of the guidelines or procedures contained herein, and to take
actions which may be contrary to guidelines, benefits, or procedures set forth in this Handbook.

Catholic School Statement of Purpose

i Fr om t homentfthat & student sets foot in a Catholic school, he or she ought to have the
impression of entering a new environment, one illumined by the light of faith and having its own unique
characteristics, an environment permeated with the Gospel spirite@floe nd f r eed o mé 0

The Religious Dimension of Education in a Catholic School, #25

Catholic schools in the Diocese of Peoria are established to assist the Bishop and Pastors in the
transmission of the Faith to the young people of the diocese. We welcor@atimiic students into our

schools who wish to take advantage of the opportunities provided by Catholic education. Every school
must have as its main goal to help each student develop a personal and ecclesial relationshipevith o

Jesus Christ, whefit he Way, the Truth, and the Lifeodo (John
of the Catholic Faith must be fully integrated t
curricular activities, and culture.

Students in our Catholicckools are reminded of their dignity as children of God through the study of
Catholic doctrine, frequent opportunities for personal and communal prayer, and active participation in the
sacramental life of the Church. Together with parents, the primamgatus of their children, our
Catholic schools pursue academic and spiritual excellence by helping students to develop their intellectual
abilities, foster wholesome friendships, practice discipleship, strengthen their daily prayer life, grow in
virtue, ard become leaders through serving others.

All personnel that work in our Catholic schools must have at heart the promotion of the educational
mission of the Church, and live as visible role models of faith within the parish/school community.
Catholic dodtinal, moral and social teaching is an integral part of each school. Therefore, all faculty,
staff, administrative, and volunteer personnel must support the teachings of the Church, actively practice
their faith in daily IMadisterium.a@ud Cathaic school petsontebshateh e Ct
this educational mission and its various commitments and responsibilities with parents and the local
Church communities.

Bishop Daniel Jenky, Catholic Diocese of Peoria

Ailt i s cruci aldprodedurtes of Gatholipsohodlsaéfleststhatgrmary purpose and that
the Catholicity of the school and its faithfulness to the teaching authority of the Catholic Church
(Magisterium) are not compromised. 0

Sister Mary Angela Shaughnessy, SCN, J.D., Ph.D.

Mission Statement
Through the highest Catholic educational standards that seek to address the intellectual, emotional,
spiritual and physical needs of every child, the mission of Holy Cross School is to lead our students to
Hear Jesus
Choose Jesus
Serve Esus
now, throughout their lives,
and in the glory of heaven.
Hear ChooseServe
Jesus



Philosophy
Holy Cross School continues to exist as an extension of the teaching role of the Catholic Church.

The Bishops' Pastoral Documemb Teach As Jesus Dathdlenges educational systems to teach the truth
through message, community and service.

MessageHoly Cross Students and Faculty in cooperation with the family, study the Catholic faith,
participate in worship and prayer, integrate faith in secular ssb@u seek to spread the Good
News.

Community:Each member of the school community has dignity and unique talents. Academic and
extracurricular programs are planned to encourage development of individual skills and the ability to
work together to achiewsorthwhile goals.

Service:A love for learning and feeling success in achieving academic programs is fostered. Besides
personal fulfilment, students consider ways to use their education in service ministries. At every
grade level students are taughtrémch beyond personal gain to serve parish, community, national
and global concerns.

Pastor/ School 6s Right to Amend Handbook

The administration reserves the right to amend this Parent/Student Handbook. The Pastor of Holy Cross
School is the final recougsin all disciplinary situations and, after consultation with the Principal, may
waive any or all regulations for just cause at his discretion. Parents will be promptly notified if changes
are madeWe ask that you read this booklet carefully and keepr itdference during the school yeahe

topics are arranged in alphabetical ord@lease sign and return the enclosed gaghich verifies that

you have read this handbook, that you agree to abide by all of its policies and guidelines, and that you
have reviewed it with your childThe sigred sheet must be returned Byiday, August30, 2019 or
students will not be allowei attendschooluntil it is completed

Recognition by the State of lllinois

Holy Cross School obtained Full Recognition by theeStdtlllinois under the guidelines for Recognition

of Non-public Elementary Schools. The school has met the standards set by the lllinois State Board of
Education and fulfilled application requirements.

AdvancEd Accreditation
Holy Cross School has beenllfy accredited by the AdvancEd lllinois State Council. This is a process of
continual improvement to educational excellence through the accreditation process.

D-111
P-CDOP
NON-DISCRIMINATION IN ADMISSION POLICIES Catholic Diocese of Peoria Policy

Asbestos Management Plan

In accordance with federal and state guidelines, Holy Cross School has been inspected for friable and
non-friable asbestos. Holy Cross School has a management plan available in the principal's office for your
review during normal buséss hours. In accordance with the guidelines, Holy Cross School will also have
six month and three year -mespections. Holy Cross School will carry out its response action in
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accordance with federal and state laws and guidelines. Repair, removal arlegirbe taken care of in
accordance with these laws and guidelines, as funds become available.

Administrative Office and Phone Numbers
The school office is open each school day from 7:30 AM to 3:30 PM. All school business should be
conducted during #se hours. The following are important phone numbers:

School office: Anita M. Kobilsek, Principal 8155397003
Therese Thoma§ecretary

School Fax: 8155399082

Extended Care: Julie Winner, Director 815538-7604

Cafeteria: Holly Christman Manager

Maintenance: Chris Engels

Rectory: ReverendPeter PilonPastor 8155386151

Deacon Ray Fischer

Deacon Jose Lopez

Deacon Hector Diaz
Education Commission Chairpersoifr. Peter Pilon
Athletic Chairperson:
Website www.optionc.com Code: 5943

G-111
P-CDOP
Appeal and Review Catholic Diocese of Peoria Policy

Parent's Responsibilities
Parents are held responsible to sajmecessary paperwork for t88192020school year

Parents are thgrimary educators of their children. A parent's attitude concerning respect for authority, as
well as an appreciation of the efforts of the school and good judgment on the part of the teacher, is
reflected in the attitude of the child. To demonstrate tlesiponsibilities the parents shall:

Accompany their children to Mass on Sundays and Holy Days.

Foster a habit of daily prayer for student and family in their home.

Assist the school in fostering Christian ideals by word and example.

Provide opporturny at home for their children to assume responsibility for their actions.

See to it that their children are mentally and physically prepared for school. This includes providing
nourishing meals, guidance in TV viewiagd gamesand an opportunity for sfidient sleep.

Encourage thoughtfulness and consideration for the rights of others, teaching children to compromise and
settle differences by talking, not fighting.

Make every effort to see that their children are at school on time.

Try to see that thechildren do not have unnecessary absences from school.


http://www.optionc.com/

See to it that their children have proper uniforms and the necessary school supplies required by the
teacher.

Understand that communication with teachers is recommended and welcome.
Be familiar wih and support school policies and rules.

Make their children aware of the school policies and rules. Support school policies by helping the child to
understand the rules and by enforcing those rules.

Support the teachers when they are fulfilling thegponsibilities toward the student.

Make every effort to attend Parehgacher Conferences and the Parents' Club meetings during the year to
show that education is a high priority in their family.

Keep the emergency sheet in the school office up to date.
Keep tuition paid by chosen tinieame or by making other arrangements with the Pastor.

Keep up the financial obligation assumed when enrolling their child in this school, by making weekly
contributions in the Sunday envelopes, or by making other amagngs with the Pastor.

Guide their children's choice of companions.

Act in a manner, which will reflect credit on themselves and Holy Cross School duringcesticalar
activities.

We ask that hats not be worn in the building.

Student's Responsibities

Ultimately, the students must be responsible for their actions and must be motivated to set high goals for
themselves to be successful. To do this, the students shall:

Realize responsibility for their own actions.

Respect the authority of all teaak and school staff, and follow the instructions givemuysupervisory
adult in the school.

Approach studies with a seriousness of purpose and a realization that learning is rewarding work.

Develop good study habits and make sincere efforts to dobist in all studies by having assignments
and homework completed on time.

Be well prepared for class each day both mentally and physically.
Dress according to uniform code and practice habits of personal cleanliness.

Act in a manner, which will refle credit on themselves during extmarricular activities.



Know the rules of the school and put forth the necessary effort to abide by them.
Choose friends and companions carefully.

We ask that hats not be worn in the building.
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Parenti Student Handbook 20192020

Absenteeism and Tardiness

1.

2.

A written excuse signed by the parent or guardian is required each time a student is absent.

A student absent for three consecutive days i s
If a student isabsent for 1% ¢urs betwee 7:3am and 1130am s/he will be marked a 1/2 day
absent. If a student is absent for more thar!arhours between 1Z5om and 2:55pns/he will be

marked a 1/2 day absent.

Students, who must be excused from school for medical, dental or thay reason, will be
considered tardy or absent as indicated in the guidelines set forth in article #2 above. A written note
must be sent in advance stating pigktime ad reason.

No stucent should arrive before Ba@m The exemptiornto this is for 7:00am altar servers. Altar
servers may go to the school following the 7:00am Nasksit by the officeA student isardy when
s/he arrivesfter 7:50am

It is the responsibility of the student to make up all work and tests missetydhe time of
absence/tardiness.

A parent or guardian musak the school office by 9:00aifihis/her child will be absent for theay.
Assignment slip and homework can be sent home with a sibling or picked up in the office after
dismissal.

A parent or guardian must come to the school to pick up the student if an appointment has been made
during the day. The student reports into the school office upon returning from the appointment.

Academic Expectations

Students are expected to perform tolikst of their ability. Parents should contact the teacher when there
are academic or other concerns in regard to their child. Communication between parent and teacher is a
meaningfulandacrucialpieca o a chi |l d6s success.

Admissions PolicyPriority for Admission
In accepting new students, preference will be given in the following order:

1. Children of Holy Cross/Saints Peter and Paul parishioners.

a. Children from families already enrolled in school.
b. Children just reaching school age.
c. Children fromfamilies newly moved into the parish.

2. Children of Holy Cross/Saints Peter and Paul parishioners currently enrolled in public schools.
3. Children of a Catholic Parish outside Holy Cross Parish boundaries.

a. Children from families already enrolled inhsmol.
b. Children just reaching school age.
c. Children from families newly moved into the parish.

4. Children from norCatholic families.

All admissions to Holy Cross School must be initiated through the office of the principal and as such this
policy issubject to the discretion of the administrator.

Admission of Students with Special Needs

11



Holy Cross School shall admit students with special needs whenever possible.

D-105
P-CDOP
INCLUSION OF STUDENTS WITH SPECIAL NEEDS Catholic Diocese of Peorisokcy

Adopt-A-Student
Anonymous donors provide financial support to enable some students to attend Holy Cross School. The
donorsd continued donations are greatly appreciat e

Arrival and Dismissal

Students should arrive on the schgobunds after 73am Supervision before schbis provided only
from 7:357:50am There is no playing prior to schodlhe exemption to this is for 7:00am altar servers.
Altar servers may go to the school following the 7:00am Maskssit by the office

Theusual dismisal time is 2:55pmThe following regulations should be observed at dismissal:

1. Walkers should go out the frodbors by the Kindergarten rodimlowing the adult supervisor.

2. Students may cross the streets only at the corners.

3. Bikes will be walked dowtthe alley to the corner, walked across the street, and then mounted.

4. Car riders should go out the back doors. Cars are to park facing east, which is Pennsylvania Avenue
and will be dismissed row by row. Students will not be dismissed to cars parkbed sineet. Cars
arriving after dismissal process has begun, should not enter the parking lot until all cars have been
dismissed.

Bus riders should go out the front doors across from the office.

Parents who pick up their child between 3:00 and 8138fter fiveto thirty minutes after an early
dismissalwill be charged $3.00. The student will go to the Ready, Set, Grow Extended Care room
for supervision. No student may leave the school grounds for any reason without the permission of
the principal

o g

Athletic Policy

Holy Cross School will provide a sports program for upper grade students. At present, this includes
basketball for boys irGrades 8 with cheerleading squads of and &' grade girls, volleyball and

basketball programs are included fpirls in Grades 8 and track foiGrades 8" gradegirls andboys.

Holy Cross School will caop with Dimmick and Walthanfor Gi r | s & Sof t78.&bly Crassn Gr a d
School will ceop with Dimmick andWal t ham EIl ement ary Schaded?ahdor Boy :
8. Bowling for Gradess-8, Golf for Grade$-8 andScholastic Bowl for Grades&

The purposes of the program are:

1. To develop sportsmanship in players and spectators as witness to our values of Justice and Charity

2. To teach the skillsfeeach sport especially in grades five and six

3. To provide an opportunity for our students to make friends with students of other schools

4. To add to school spirit through pride in winning, accomplished playing, and through mutual interest
in each othes efforts developed among classes.

To be eligible to play on any schegponsored team, students must meet certain grade standards.
Students at Holy Cross School who are failing a subject or recélvind® 6 s 0 r an uneatiséactaryi n g
report in effot or conduct will not be permitted to play for one week. Students, parents, the coach and the
athletic director will be notified of a suspension from playing weekly if the student is faitirig
recei vi Hgradas, effoét and conduct improvedne week, students can be active team members.

12



If grades, effort and conduct do not improve in a week, students will be suspended for another one week
period.

Students may also be ineligible after receivthg second set of 10 poingmd after every 1(@oints
thereaftei n heiBEst | Can BeCodewithin one quarter.

For a student to be eligible on a school team, the parent/guardian must give consent by completing an
Athletic Activity permit and must provide written proof of the child's physical exatitin. Only one
physical per year is required. An Athletic Activity permit and written proof of physical exam must be
submitted to the coach before the first practice. Students will not be allowed to practice until this
information is on file. Holy Cross $hool provides insurance for students. Claims must be submitted to
the principal upon treatment

All students, parents, coaches and volunteers must adhere EB3AeHandbook. It can be found at
WWW.iesa.org

Background Checks

All Holy Cross School employees, coaches and volunteers need tdt sabmwo background checks,
completethe three modules of théSafe Environmerit online sessionand take thehree modules in
theonline defensive driving courgboth with ca be found atvww.catholicmutual.orgCMG Connect;
Peoria Diocese; log inThe backgroundccheck consists of two separate procedures which includes a
Conviction Information Request completed tgh S2Verify as well as a background check done
through the lllinois Department of Children and Family Services, known as the Child Abuse and Neglect
Tracking system (CANTS). Anguestions pertaining to this procedure should be directed to the principal.

CATHOLIC MUTUAL GROUPT ONLINE TRAINING

https://Peoria.cmgconnect.org

The Diocese of Peoria has a new training site (https://Peoria.cmgconnect.org) dedicated to the continued
training for all religious, employees, and volunteers throughout the Diocese of PeoridteTakdows

each user to create a unique login and password for their individual account and allows access to all
currently available training modules.

There are currently two (ZWANDATORY training curricula required for alemployees and school
voluntees.

SAFE ENVIRONMENT TRAINING i PEORIA is required forALL employees and any volunteer who

will be working directly with children. The Safe Environment training is available in English, Spanish and
French. There are 3 short videos with a few questionsioig each video. There are also documents that
each new employee and volunteer must read and acknowledge. This database will also contain the results
of the digital fingerprint background check and DGFANTSresponse.

Once all parts of the training acempleted, an employee or volunteer will be certified per the USCCB
(United States Conference of Catholic Bisho@arter and audit. New trainings will be added
periodically (annually at present) so users are encouraged to check back and take anprcoment
training modules.

DEFENSIVE DRIVING REQUIRED i PEORIA is required forALL new employees and any volunteer

who may drive on behalf of the member location for any reason. There are 3 modules to the Defensive
Driving training. All sections of the cuoulum must be completed before any volunteer will be allowed to
drive on behalf of the school or parish. As part of the volunteer requirements, a volunteer must complete a
Volunteer Driverform to remain on file in the school office.

Band

Studentsn Grades 58 areencouragedo patrticipate in the Mendota Public Grade Schoisitrict 289
Band Program.

13
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Bicycles

Students may ride bicycles to school. All bicycles must be parked in the bicycle racks and should be
locked. Holy Cross is not responsible facycles. Students must dismount and walk bicycles once school
property is reached. Any student riding a bicycle on the school grounds will receive one warning. Should
there be a second offense, the parents will be notified and the student may not bidgdleeto school

for one week. A third offense will take away bicycle privileges for the rest of the year.

Birthdays

Students celebrating their birthdays are acknowledged at s@todents may dress out of uniform on

their birthday or hatbirthday. Guidelines for nonuniform attire can be found in the Dress Code section

of this handbookThe following procedurés in regard tdood allergiesando ur s c h ool iAWell ne
Birthday treats must b&) nonfood items,2) fresh fruits or vegetables withordip or 3) prepackaged

items that have the ingredients printed on the product. Questions can be directed to the homeroom teacher

or Mrs. KobilsekInvitations to home parties may be given out in class only Wthaeclass is invited or

all the boys oall the girls.

We would appreciate if you would not bring items with peanuts. Here is a list of approved snacks/treats
that meet the requirements fronogiepeoplewith peanut allergies:

No baked goods that are homemade.

Safe foods:

Oreos

Regular ricecrispy treats (individually wrapped)
Fruit snacks

Starburst

Skittles

Lofthouse frosted sugar cookies

Sour patch kids

Sour watermelon

Individual large Hershey bars... (Hershey is very good about labeling. They have separate lines for
processing and wilabel if they had to share lines.)
Popcorn

No items that have "processed in a facility” or "may contain" on the labels. (Peanuts & tree nuts)

D-147
P-CDOP
BULLYING PREVENTION POLICY Catholic Diocese of Peoria Policy
D-147
P-CDOP

BULLYING PREVENTRINLICY

All elementary and secondary schools in the Catholic Diocese of Peoria shall actively seek to provide a
supportive, caring environment in which all persons are safe from all forms of intimidation including
bullying, which is unacceptable, unchristiamd strictly prohibited.

Although religious schools are exempt from the lllinois law and its application to bullying situations, for
the purpose othis policy, lllinois law shall be used to define bullying in our diocesan schools:

14



Bullying, includingyberbullying, is any severe or pervasive physical or verbal act or conduct, including
communications made in writing or electronically, directed toward a student or students that has or can

be reasonably predicted to have the effect of one or more offttl®wing:

M® tflFOAYy3a (GKS addzZRSyd Ay NBFaz2yFrotS FSIENI 2F KI NY

HO /FdAAYI | &dooadlyidAtrfte RSGNAYSYyidrE STFSOG 2y
od {doadGlydAlfte AydSNFSNInghde ahdidi K (KS aiGdzRSy G Qa |
ned {doddlydrltte AYGSNFSNAYI $AGK (KS aiGdRSyGQa |

activities, or privileges provided by the school (105 ILCSZ22ib).

Bullying conduct covered under this policy is conduct thatice on school property or at school
sponsored activities or events, while students are being transported or walking to and from school or
school sponsored activities or events, while students are waiting at bus stops for transportation to and
from schoolor cyberbullying as defined hereinafter.

Cyberbullying under this policy is the bullying and/or intimidation of students through the use of the
internet and/or social media sites on any electronic devices, whether on or off school campus or during
non-sdhool hours.

Adopted 7/2018

D-147
AROCS

BULLYING PREVENTRDLICY

Any reported bullying issue shall be promptly brought to the attention of the appropriate party, the

pastor or principal or their designee, and thereafter investigated. Any studeatesigages in bullying

and/or cyberbullying will be subject to appropriate discipline, up to and including suspension or
expulsion and referral to local law enforcement. Behavioral interventions may be included as a
component of the disciplinary actions.i¥imay include but is not limited to mandatory counseling.
Retaliatory behavior by a student accused of bullying will also incur consequences. False accusations of
bullying will result in disciplinary action taken against the accuser.

Types of Bullying

1. Relational: ostracizing another student, psychological manipulation, and systematic actions to isolate,
shun, or exclude.

2. Verbal: name calling, put downs, and/or the spread of rumors.

3. Physical: aggressive acts such as hitting, slapping, chkikkigg, spitting, or pushing, as well as the
destruction of property or the writing of offensive notes/graffiti.

4. Cyberbullying: actions associated with one or more types of bullying utilizing email, instant messaging,
social networks, text messages, other means of electronic communications.

Bullying conduct may include but is not limited to:
Physical acts such as inappropriate, unwanted, uninvited, or injurious physical contact with another;
stalking; sexual assault; or destruction or damage to the property of another.

Written or electronic communication of any type that incorporates language or depictions that would
constitute bullying, using any medium including but not limited to cell phones, computers, websites,
electronic networks, instant messaging, text messages, and emails.

15



Verbal threats made to another; blackmail or demands for protection money.

Non-verbal threats or intimidation such as aggressive or menacing gestures.

Direct or indirect relationallxaggresAsive behavioAr such as soc’ial isolation, rumor spreading, or
RIEYIF3AY3 a2YS2ySsSQa NBLIdzil GAZ2Yy O

Blocking access to school property or facilities.

Stealing or hiding or otherwise defacing books, backpacks or other personal possessions.

Repeated or pervasive taunting, name calling, belittling, mocking, putdowns, or demeaning humor
NBfFGSR G2 I & éxdzR@s kyion\dis@osity, or@tdr geid@hal dharacteristics,
whether or not the student actually possesses them, that could reasonably be expected to result in the
disruption of school activities or create a hostile educational environment fstadent.

Any of the preceding conduct which occurs off school grounds when such conduct creates, or
reasonably can be expected to create, a substantial disruption in the school setting and/or at school
sponsored activities and events.

Adopted 7/2018

Bus Evecuation

In compliance with state law, students are taught how to evacuate a bus in case of an emergency. This drill
is held in the fall. A qualified bus driver gives the instruction and the students then practice evacuating the
bus.

Care of School Propery

All hardbound books and some softbound books are on a loan basis. At the beginning of each school year,
the student is expected to have her/his loaned books covered in a manner that fully protects the book but
does not cause damage to it. Students afeetostructed that there is to be no writing in any loaned
books. Fines may be issued if books are damaged. Assignments are to be wthiteneiuired Holy

Cross Schoohssignment book. There should be no marring, writing, scratching, etc. on delékgrwa
furniture. If this occurs, the student is responsible for repairing the damage.

Catholic Education Policies

Holy Cross School follows and abides by all the Catholic Education Policies and Norms established by the
Roman Catholic Church and the Cditbh®iocese of Peoria in lllinois. Many of these policies are included

in this handbookAll pagesat the end of this Handbooknust be signed and returned to the school by
Friday, August 30, 2019

Catholic Schools Week Celebration

Each year during the nabal celebration of Catholic Schools Week, special activities are held. These
activities involve the faculty, the students, the parish and civic communities. The purpose of the week long
celebration is to share our gifts, our talents, our appreciati@@atfolic education and to acquaint the
public with the various programs the students are offered at Holy Cross School. &hastheing is
Catholic Schools: Communities of Faith, Knowledge, and Service

It will take placeJanuary26, 202071 Februaryl, 2Q20.
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Cell Phones

A student may bring a cellular phone to school ; h
main school office first thing in the morning and may be obtained from the school secretary or principal at

the conclusion of #school daylit must be kept off.

All liabilities for loss or theft of cell phones rest with the student.

Choir Policy
The purposes of this program for Grade® &e:

1. To develop a viable and credible music ministry whose main purpose is to celitmgites at Holy
Cross Parish

To teach the importance of worshiping God through music

To create an atmosphere of positive growth

To learn about teamwork

To develop a sense of healthy competition

To develop a positive seilinage

To achiee success

To enjoy the experience

ONO T~ WN

The choir director will work closely with the principal. The principal will approve all outside singing
performances.

Class Parties

Under the direction of the homeroom teacher, administration and the room parties may be
permitted for Al Saints6é Day, Christmas and Val e
take place during the last period of the dBgods at holiday parties must have prior approval from
administration. The only food iterredlowed will be those arrangedy iMrs. Kobilsek, the homeroom
teacheliand the designated room parent.

CODE OF PASTORAL CONDUCT FOR PRIESTS, DEACONS, PASTORAL MINISTERS,
ADMINISTRATORS, STAFF, AND VOLUNTEERS Catholic Diocese of Peoria Policy

CODE OF PASTORAL CONDUCT FOR
PRIESTS, DEACONS, PASTORAL MINISTERS,
ADMINISTRATORS, STAFF, AND VOLUNTEERS

l. l. Preamble

Priests, deacons, pastoral ministers, administrators, staff, and volunteers in our parishes,
religious communities/institutes, and organizasomust uphold Christian values and
conduct. TheCode of Pastoral Conduct for Priests, Deacons, Pastoral Ministers,
Administrators, Staff, and Volunteers (Code of Pastoral Conduatyides a set of
standards for conduct in certain pastoral situations.

1. 1. Responsibility
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The public and private conduct of clergy, staff, and volunteers can inspire and motivate
people, but it can also scandalize and undermine the psofaeh. Clergy, staff, and
volunteers must, at all times, be aware of the respiitisis that accompany their work.
They must also know that Geslgoodness and grace supports them in their ministry.

Responsibility for adherence to tkd®de of Pastoral Conducests with the individual.
Clergy, staff, and volunteers who disregarns thode of Pastoral Condugtill be subject

to remedial action by the Catholic Diocese of Peoria. Corrective action may take various
formsCfrom a verbal reproach to removal from the miniStilgpending on the specific
nature and circumstances of the offeasd the extent of the harm.

1R Ill. Pastoral Standards 1. Conduct for Pastoral Counselors and Spiritual Directors

Pastoral Counselors and Spiritual Directors must respect the rights and advance the welfare of
each person.

1.1 Pastoral Counswk and Spiritual Directors shall not step beyond their
competence in counseling situations and shall refer clients to other professionals
when appropriate.

1.2 Pastoral Counselors and Spiritual Directors should carefully consider the
possible consequees before entering into a counseling relationship with
someone with whom they have a {awasting relationship (i.e., employee,
professional colleague, friend, or other preexisting relationsiife Section
7.2.2]

1.3 Pastoral Counselors and Spial Directors should not audiotape or videotape
sessions.

1.4 Pastoral Counselors and Spiritual Directors must never engage in sexual intimacies
with the

1
Pastoral Counselors and Spiritual DirestcClergy, staff, and volunteers who provide pastoral, spiritual,
and/or therapeutic counseling services to individuals, families, or other groups.

persons they counsel. This includes consensual and nonconsensual contact, forced
physical contact, anidhappropriate sexual comments.

1.5 Pastoral Counselors and Spiritual Directors shall not engage in sexual
intimacies with individuals who are close to the cli@soich as relatives or friends

of the clienBwvhen there is a risk of exploitation or potahtharm to the client.
Pastoral Counselors and Spiritual Directors should presume that the potential for
exploitation or harm exists in such intimate relationships.
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1.6 Pastoral Counselors and Spiritual Directors assume the full burden of
responsibiliy for establishing and maintaining clear, appropriate boundaries in all
counseling and counselingrelated relationships.

1.7 Physical contact of any kind (i.e., touching, hugging, holding) between
Pastoral Counselors or Spiritual Directors and the psrsbey counsel can be
misconstrued and should be avoided.
1.8 Sessions should be conducted in appropriate settings at appropriate times.
1.8.1 No sessions should be conducted in private living quarters.
1.8.2 Sessions should not be heldplaices or times that would tend to
cause confusion about the nature of the relationship for the person being

counseled.

1.9 Pastoral Counselors and Spiritual Directors shall maintain a log of the
times and places of sessions with each person beungelzd.

V. 2. Confidentiality

Information disclosed to a Pastoral Counselor or Spiritual Director during the course of
counseling, advising, or spiritual direction shall be held in the strictest confidence possible.

2.1 Information obtained inhe course of sessions shall be confidential, except
for compelling professional reasons or as required by law.

2.1.1 If there is clear and imminent danger to the client or to others, the
Pastoral Counselor or Spiritual Director may disclose only ttoenmation
necessary to protect the parties affected and to prevent harm.

2.1.2 Before disclosure is made, if feasible, the Pastoral Counselor or
Spiritual Director should inform the person being counseled about the
disclosure and the potential consemges.

2.2 Pastoral Counselors and Spiritual Directors should discuss the nature of
confidentiality and its limitations with each person in counseling.

2.3  Pastoral Counselors and Spiritual Directors should keep minimal records
of the content of ssions.

2.4 Knowledge that arises from professional contact may be used in teaching, writing,
homilies,
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V.

or other public presentations only when effective measures are taken to absolutely
safeguard both the individua identity and the confidenti}iof the disclosures.

2.5 While counseling a minor, if a Pastoral Counselor or Spiritual Director
discovers that there is a serious threat to the welfare of the minor and that
communication of confidential information to a parent or legal guardian is
essential to the chilg health and welbeing, the Counselor or Spiritual Director
should:

# Attempt to secure written consent from the minor for the specific disclosure.
# If consent is not given, disclose only the information necessary to protect
the health and welbeing of the minor.

Consultation with the appropriate Church supervisory personnel is required before
disclosure.

These obligations are independent of the confidentiality of the confessional. Under
no circumstances whatsoever canthere be any disclosur€even indirect
disclosuregof information received through the confessional.

3. Conduct With Youth

Clergy, staff, and volunteers working with youth shall maintain an open and trustworthy
relationship between youth and adulpgrvisors.

3.1 Clergy, staff, and volunteers must be aware of their own and =others
vulnerability when working alone with youth. Use a team approach to managing
youth activities.

3.2 Physical contact with youth can be misconstrued and should @3oomly
when completely nonsexual and otherwise appropriate, and (b) never in private.

3.3 Clergy, staff, and volunteers should refrain from (a) the illegal possession
and/or illegal use of drugs and/or alcohol at all times, and (b) the use oflalcoho
when working with youth.

3.4 Clergy should not allow individual young people to stay overnight in the
cleric=s private accommodations or residence.

3.5 Staff and volunteers should not provide shared, private, overnight
accommodation for individlayoung people including, but not limited to,
accommodations in any Church owned facility, private residence, hotel room, or
any other place where there is no other adult supervision present.
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3.5.1 In rare, emergency situations, when accommodaticecessary for

the health and weleing of the youth, the clergy, staff, or volunteer
should take extraordinary care to protect all parties from the appearance of
impropriety and from all risk of harm.

3.5.2 Use a team approach to managing emergehegtons.

VI. 4. Sexual Conduct

Clergy, staff, and volunteers must not, for sexual gain or intimacy, exploit the trust placed in them
by the faith community.

4.1 Clergy, religious, staff, and volunteers who are committed to a celibate
lifestyle are called to be an example of celibate chastity in all relationships at all
times (this includes absolute fidelity to their spouse, if married [even if
separated]). Any sexual relationship or exploitation of a minor (under 18 years
old), or vulnerable adt is not only prohibited, it is a violation of the law.
Accessing, viewing and/or distribution of pornography is not tolerated. Viewing,
possessing and/or distributing child pornography is illegal.

4.2 Staff and volunteers who provide pastoral celimg or spiritual direction
services must avoid developing inappropriately intimate relationships with minors,
other staff, or parishioners. Staff and volunteers must behave in a professional
manner at all times.

4.3 No clergy, staff, or volunteer &y exploit another person for sexual purposes.
4.4 Allegations of sexual misconduct should be taken seriously and reported first
to civil authorities if the situation involves a minor and then to the Victim

Assistance Coordinator of the Diocese of ifeo

The Catholic Diocese of Peorm procedures will be followed to protect the rights of all
involved.

4.5 Clergy, staff, and volunteers should review and know the contents of the child
abuse regulations and reporting requirements for the Stdienois and should
follow those mandates.

VII. 5. Harassment

Clergy, staff, and volunteers must not engage in physical, psychological, written, or verbal
harassment of staff, volunteers, or parishioners and must not tolerate such harassment by other
Church staff or volunteers.
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5.1 Clergy, staff, and volunteers shall provide a professional work environment
that is free from physical, psychological, written, or verbal intimidation or
harassment.

5.2 Harassment encompasses a broad range of qathysvritten, or verbal
behavior, including without limitation the following:

# Physical or mental abuse.

# Racial insults.

# Derogatory ethnic slurs.

#  Unwelcome sexual advances or touching.

#  Sexual comments or sexual jokes.
# Requestsfor sexual favors used a®3 a condition of
employment, orn to affect other personnel decisions, such as
promotion or compensation.

# Display of offensive materials.

5.3 Harassment can be a single severe incident or a persistent pattern ofrbehavio
where the purpose or the effect is to create a hostile, offensive, or intimidating
work environment.

5.4 Allegations of harassment should be taken seriously and reported immediately
to the Victim Assistance Coordinator.

The Catholic Diocese of Pea=s procedures will be followed to protect the rights of all
involved.

VIIl. 6. Parish, Religious Community/Institute, and Organizational Records and Information

Confidentiality will be maintained in creating, storing, accessing, transferring, andsisp of
parish, religious community/institute, or organizational records.

6.1 Sacramental records shall be regarded as confidential. When compiling and
publishing parish, religious community/institute, or organization statistical
information from thee records, great care must be taken to preserve the
anonymity of individuals.

6.2 Most sacramental records older than 70 years are open to the public.

6.2.1 Information regarding adoption and legitimacy remains
confidential, regardless of age.

6.2.2 Only staff members who are authorized to access the records and
supervise their use shall handle requests for more recent records.
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6.3 Parish, religious community/institute, or organization financial records are
confidential unless review required by the Catholic Diocese of Peoria or by. law
Contact the Office of the Chancellor upon receipt of any request for release of
financial records.

6.4 Individual contribution records of the parish, religious community/institute, or

organization Ball be regarded as private and shall be maintained in strictest
confidence.

IX. 7. Conflicts of Interest

Clergy, staff, and volunteers should avoid situations that might present a conflict of interest. Even
the appearance of a conflict of interest @l integrity and professional conduct into question.

7.1 Clergy, staff, and volunteers should disclose all relevant factors that
potentially could create a conflict of interest.

7.2 Clergy, staff, and volunteers should inform all parties whealeor potential
conflict of interest arises. Resolution of the issues must protect the person
receiving ministry services.

7.2.1 No clergy, staff, or volunteer should take advantage of anyone to
whom they are providing services in order to furtheeirthpersonal,
religious, political, or business interests.

7.2.2 Pastoral counselors should not provide counseling services to
anyone with whom they have a business, professional, or social
relationship. When this is unavoidable, the client must beegied. The
counselor must establish and maintain clear, appropriate boundaries.

7.2.3 When pastoral counseling or spiritual direction services are provided
to two or more people who have a relationship with each other, the
Pastoral Counselor or Spirifuairector must:

# Clarify with all parties the nature of e¢
relationship,

# Anticipate any conflict of interest,

# Take appropriate actions to eliminate
conflict, and

# Obtain from all parties written consent

continue services.

7.3 Conflicts of interest may also arise when a Pastoral CounsealoiSpiritual
Director=s independent judgment is impaired by:

# Prior dealings,
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# Becoming personally involved, or
# Becoming an advocate for one (person) against another.

In these circumstances, the Pastoral Counselor or Spiritual Director shall advise
the parties that he or she can no longer provide services and refer them to another Pastoral
Counselor or Spiritual Director.

X. 8. Reporting Ethical or Professional Miscamd

Clergy, staff, and volunteers have a duty to report their own ethical or professional misconduct
and the misconduct of others.

8.1 Clergy, staff, and volunteers must hold each other accountable for
maintaining the highest ethical and profesalostandards. When there is an
indication of illegal actions by clergy, staff, or volunteers, you should notify the
proper civil authorities immediately.

Also notify the Office of the Chancellor.

8.2 When an uncertainty exists about whether a ®tualr course of conduct
violates thisCode of Pastoral Conducbr other religious, moral, or ethical
principles, it is advisable to consult with the Office of the Chancellor

8.3 When it appears that a member of clergy, a staff member, or a volusdeer h
violated this Code of Pastoral Conduabr other religious, moral, or ethical
principles:

# Report the issue to a supervisor or next higher authority,
or# Refer the matter directly to the Office of the Chancellor.

8.4 The obligation of Pastor@lounselors and Spiritual Directors to report client
misconduct is subject to the duty of confidentiality. However, any agreement or
duty to maintain confidentiality must yield to the need to report misconduct that
threatens the safety, health, or weding of any of the persons involved except as
provided for in Section 2.5.

XI. 9. Administration

Employers and supervisors shall treat clergy, staff, and volunteers justly in th®-day
administrative operations of their ministries.

9.1 Personrleand other administrative decisions made by clergy, staff, and
volunteers shall meet civil and canon law obligations and also reflect Catholic
social teachings and thidode of Pastoral Conduct
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9.2 No clergy, staff, or volunteer shall use his or pesition to exercise
unreasonable or inappropriate power and authority.

XII. 10. Staff or Volunteer Welbeing

Clergy, staff, and volunteers have the duty to be responsible for their own spiritual, physical,
mental, and emotional health.

10.1 Clergy staff, and volunteers should be aware of warning signs that indicate
potential problems with their own spiritual, physical, mental, and/or emotional
health.

10.2 Clergy, staff, and volunteers should seek help immediately whenever they
notice behavial or emotional warning signs in their own professional and/or
personal lives.

10.3 Clergy, staff, and volunteers must address their own spiritual needs. Support
from a Spiritual Director is highly recommended.

10.4 Inappropriate or illegal usd alcohol and drugs is prohibited.

Communication

Letters or notes to the parents from the principal are sent home each week on Tuesday in a large envelope.
Parents are to remove and read the contents, deposit items that need to be returned td, thigistheo

outside of the envelope and return it the following day. The oldest child in the family takes the envelope
home unless the parent has notified the school.

Communication between parent and t eacbuass.ilffa a mee
problem or a question concerning a child should arise, parents should contact the child's teacher first.
Complaints should be handled at the lowest possible level. Persons with a concern about a teacher should
first attempt to address the @mmn with the teacher. Only after such attempteehfailed, should
administratorbe contacted. If further discussion of the topic is neededtact the Principal and the

Pastorjn that order.

If a parent wishes to contact a teacher, we ask that yaselkll the school office and leave a message
where you can be reached. A note may also be sent with the student to the teacher. It would also be helpful
if you left a time the teacher may be able to contact you. Spontaneous visits to classrooms are
discauraged. Special arrangements in regard to communication from teacher to parent should be directed
to the teacher at the beginning of the school year.

If a parent wishes to contact the principal, it is recommended that an appointment be made witlothe scho

secretary. Information should be left with the secretary on where, when and how the parent can be
reached.
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Catholic Diocese of Peoria

Communication Policy

It is the policy of the Catholic Diocese of Peoria to maintain an atmosphere of trustespand
cooperation with the members of our Diocese regarding any matter involving the Sexual Abuse
Policy. Furthermore, it is the goal of the Diocese to be continually committed to promoting a safe
environment in all Catholic institutions and organiaasi throughout the 26 counties.

1. All information regarding the Diocesan Sexual Abuse Policy, procedures, safe
environment programs, civil and diocesan authorities will be posted on the diocesan website:
www.cdop.org

2. The safe environment program witle advertised and promoted though the diocesan
monthly mailings, parish bulletin announcements and brochures to be made available in every
parish in the Diocese. Contact I nformati on

Advocate, lllinois Departmnt of Children and Family Services and will be made available in all
brochures.

3. The safe environment program schedules are available through local diocesan parishes,
schools and agencies.

4, The Diocesan newspapérhe Catholic Postwill publish the sxual abuse policy on a
regular basis.

5. The Bishop of the Catholic Diocese of Peoria will hold a press conference (secular media
and Diocesan media) or issue an official statement in the event that a new program is developed
related to the Sexual AbuselRy.

6. A press release will be distributed to the secular and Diocesan media when a priest,
religious or lay employee of the Diocese has been removed because of credible allegations of
sexual abuse of a minor. If an interview is requested by a merhtier media, the Director of
Communications will act as the Diocesan spokesperson.

7. Press releases and/or press conferences will occur for the purpose of communicating the
ongoing developments of the case. At the end of the investigation, the Diotesdease its
findings and status of the person(s) involved.

8. The person(s), parish and/or school involved will be offered appropriate counseling from
a behavioral health provider.

9. A Diocesan pastoral report will be released to all Catholic houslwlthe Diocese of
Peoria. The goal of the report will be to highlight the past work of the Diocese, the Diocesan
finances, including any legal settlements and to promote any future projects.
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Conduct

Any student who engages in conduct, whether insideutside of sobol, that is detrimental to the
reputation of the school and/or inconsistent with the mission, philgsaphteachings of the Catholic
Church may be subject to disciplinary action including suspension or expulsion.

Confidentiality
Teache s wi | | keep confidenti al information entruste
at stake. Parents will be promptly notified of teacher concerns.

Conflict Resolution

Although we try to make decisions in the best interest of our istsideonflicts arise occasionally. If a

parent has a question about their situation, every effort should be made to resolve the problem at the
lowest level possible. If an informal resolution cannot be met, the principal will meet with the parents to
disceks the situation and make a decision. I f the pa
mayspeak to the Pastor.

Counseling Opportunities and Expectations

Counseling opportunities areot available from the Social Worker employed thrbuBistrict 289
Mendota Elementary School. Parents interested in this service for their child should first contact the Holy
Cross School principal. The parésitvelcome to try t@ontact District 289.

Certain behaviors and misbehaviors may occur whiehteachers and principal are not qualified to
handle. Social service agencies and professional consultation may be recommended to the parents. The
school can only encourage professional help. However, if the recommendation is not followed, the

schooillgist yabt o meet the studentds needs may be rest
Parents may be referred to contact Cathoharities

Custodial/Non-Custodial Parents
In order for the school to know who has custodial rights among divorced parents, a copy of the custody
section ofthe divorce decree should be given to the principal.

Holy Cross School abides by the provisions of The Family Educational and Privacy Rights Act of 1974
(Buckley Amendment) with respect to the rights of foostodial parents. In the absence of a coulero

to the contrary, a school will provide the romstodial parent with access to the academic records and to
other schoatelated information regarding the child. If there is a court order specifying that there is to be
no information given, it is theesponsibility of the custodial parent to provide the school with an official
copy of the court order.

Daily Schedule

7:35AM Students may arrive
7:45 AM Students magnter the building
7:50AM Classes begin
All School Mass everyVednesdaywith some chages throughout the year
11:30-12:15 Grade K8 lunchrecess
2:55 PM Dismissal

Departmental Classes
Grades5-6-7-8 are departmentalized for various subjects. Students will change classrooms and are
responsible for taking all class materials with them.
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Discipline
In guiding the student's growth in Christian attitudes, values, and behavior, effort is made to emphasize the
positive rather than the negative.

1. Corporal punishment is not acceptable. Corporal punishment is defined as slapping, paddling, or
prolonged maintenance of students in physically painful positions, or intentional infliction of
bodily harm.

Corporal punishment does not include, and certified personnel are permitted to use, reasonable
force as needed to maintain safety for other studerit®obersonnel, or persons, or for the
purpose of selflefense or the defense of property.

2. Personal indignities such as striking sarcasm, ridicule raaitieg, nagging and comparing.

3. Indiscriminate punishment of all students for the misconduct of some.

Discipline Code

NnThe Best | Can Beo Code

Purpose:

Discipline is strongly related to our Christian values. Inherent in discipline is respect for God,
self, all human life and property. We understand, that in all education, the principles for
discipline ae set at home, and because we are a Christian community, we will continue to foster
discipline and will not tolerate lack of respect toward God, self, persons in authority or
classmates at Holy Cross School; nor will we tolerate abuse of property or sdhsol

The following discipline policy is a guideline that teachers, staff and administration will use to
help our students grow. The judgment of the teacher will be final based on the nature and severity
of the infraction.

Il n gui di ng twthean Christian &tiutleS, syalugsy and behavior, effort is made to
emphasize the positive rather than the negative.

Student 6s Responsibilities:

Ultimately, the student must be responsible for their actions and must be motivated to set high
goals for thenselves to be successful. To do this, the students shall:

Realize responsibility for their individual actions.

Respect the authority of all teachers and school staff and follow the instructions given by any
supervisory adult in the school.

Approach stuks with a seriousness of purpose and a realization that learning is rewarding work.

Develop good study habits and make sincere efforts to do their best in all studies by having
assignments and homework completed on time.
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Be well prepared for class eadly, both mentally and physically.

Dress according to uniform code and practice habits of personal cleanliness.
(See uniform code in Holy Css School handbopk

Act in a manner, which will reflect credit on themselves during ecdracular activities.

Know the rules of the school and put forth the necessary effort to abide by them.

Choose friends and companions carefully.

We ask that hats not be worn in the building.

Point System:

A point system based on both social and academic behavior willopeoen firm, fair and
consistent way of devel oping our studentods d:¢
judgment of the teacher will be final, in assigning the points based on the nature and severity of
the infraction. Students who receive poiats e expected to honor the t
student believes s/he has received the point in error, s/he is to speak to the teacher privately, after
class to discuss the issue. Any student who publicly argues or makes a scene will be given two

(2) additional points. However, the teacher will make the final judgment.

The accumulation of the first 10 points in each quarter will result in a 30 minute detention to be
served on a day determined by staff.

The accumulation of the second 10 pointeat quarter will result in a@minute detention to
be served on a day determined by stafid one week ineligibility, and a parent meeting

The accumulation of the third 10 points in each quarter will res@hthone week ineligibility,
and adisciplinary hearing.

Grades K thru 4:

1 Point

Out of dress code

Discourteous behavior

Chewing gum

Not returning a signed discipline/point report form
Disrupting the learning environment

Running in the Halls

Excessive and/or rude noises

No name on paper

Incompketehomework

Not utilizing assignment book correctly

[t entAN e en-R et antAN en-N en-EN et e
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2 Points

1] No homework

a Lack of cooperation with Holy Cross personnel, volunteers or fellow students

a Publicly arguing the issuance of a point

a Inappropriate hallway, restroom, playground, cafeteria behavi

1] General mischief

u Misbehavior in Church or Adoration Chapel
(talking, disrespectakk of reverence, neparticipation)

3 Points

U Di sobeying an adultdéds reasonabl e request

u Disrespect toward another student/a teacher/or any adult

U Inappropriate language

4 Points

U Inappropriate behavior while representing the school (bus, sports, field trips, etc.)

u Cell phone usage or use of other electronics while in school or when prohibited during
school events Phones are in bookbags before school and at the e¢hd day

a Throwing food or other items

U Cheating

5 Points

a Destruction of school propertyriting on desks, damaging, defacing, altering or
disrespect of school property

a Lying

6 Points

a Any act of bullying, hazing, or intimidation

a Verbal or written threattowards anyone

a Unsafe/injurious behavior

10 Points

U Physical violence

Grades 5thru 8:

1 Point

u Out of dress code (see unifonode in the HCS handbaopk
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u Chewing gum

a Not returning a signed discipline/point report form

a Assignment notebook not written in

u No name on paper

a Incorrect heading on paper or no heading on paper

1] Homework turned in after class

2 Points

a Disrupting the learning environmenalking without permission, tipping chair back,
throwing objects, out of seat, cracking knuckles and no&mas

a Lack of cooperation with Holy Cross personnel, volunteers or fellow students

u Discourteous behavior

U Running in the halls

a Excessive and/or rude noises (obnoxious noises)

U Publicly arguing the issuance of a point

a Incomplete homework

u Phone not taken to afe

3 Points

U Di sobeying an adultdéds reasonabl e request

u Disrespect towards another student/a teacher/or any adult

U Inappropriate language

u Inappropriate drawings

1] No homework

a Misbehavior in Church or Adoration Chapel (talking, disrespect, lack of reversree,
participatior)

4 Points

a Inappropriate hallway, restroom, playground or cafeteria behavior

a Inappropriate behavior while representing the school (bus, sport, field trips, etc.)

a Cell phone usage or use of other electronics while in school or when pedhdiiring

school events Phones are ihook bag$efore school and at the end of the day
a Throwing food or other items

5 Points

a Destruction of school propertyriting on desks, damaging, defacing, altering or
disrespect of school property

a Dishonesty

6 Points

a ANY act of bullying, hazing or intimidation
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a Verbal or written threats towards anyone

a Unsafe/Injurious behavior
10 Points
a Physical violence

Parents will be notified in writing each time their child receives a point. Students are expected to
havetheir Discipline Point Report signed and returned to the issuing teacher the next school day.
Parents will becalled in for a meetingfter the second set oD points.

Disciplinary Hearings:
The accumulation of the first 10 points in each quarter @dult in a 30 minute detention to be
served on a day determined by staff.

The accumulation of the second 10 points in each quarter will result in a 30 minute detention to
be served on a day determined by staff, and one week ineligibility, and a paréngmee

The accumulation of the third 10 points in each quarter will result in and one week ineligibility,
and a disciplinary hearing.

Following the third set of 10 points in any one quarter, the student and his/her parents will be
required to attend aistiplinary hearing before a student can participate in any extracurricular
activity. Disciplinary hearings can be called at any time to discuss the behavioral development of
any student. The parent(s), student (s) and faculty must attend. Possible cduasti®n
developed from the disciplinary hearing can be but not limited to, behavior contracts or continued
removal from extraurricular activities. Irschool suspensions, eot-school suspensions and
expulsion are a possible outcome of any discipligahearing per the administration. This
procedure for permanent dismissal of students from Holy Cross School has been designed in
accordance with the principles of justice and mercy, church law, diocesan educational policy and
administration regulation, diviaw where it applies, local educational policy and administrative
regulations. The principal will inform the parents of the final outcome of any disciplinary
hearing.

Eligibility:

Students will be ineligible for one week after receiving the secondfsk0 points and after every 10

points thereafter in AThe BMoedaySlndalan Bed Code wi t |
AThe Best | Can Beo Club

Students will be recognized for being the best they can be in their academic achievement and
their behavior. Hly Cross School will provide incentisghroughout the year.

Severe Discipline Problems
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Holy Cross School will follow the guidelines of the "Statement of Due Process Procedure Used for
Handling Severe Discipline Problems."

1.

2.
3.
4

Student s wi lebtlGan Bél oGwvdigitdenrs, pdaprofessional and other supervisory
persons are made aware of these guidelines. Students-aomiance meet with the consequences.
Parents agreetosuppériT he Best |. Can Be Codeo

Parents are made awarenah-compliance serious incidents are reported to them immediately.

Specific management plans include action by the principal at appropriate times in the process.
Serious incidents involve the principal immediately. The school notifies parents whetualtiersis

either severe or unhealthy in pattern.

Suspension, when determined by the principal, occurs in communication with parents. It can be in
school or oubf-school.

Two outof-school suspensions are followed by a hearing before the Edudabiommission in
conjunction with the parents; this hearing shall determine if expulsion is to be the consequence.
Decisions are subject to Adngtrative Regulation

Permanent Dismissal of Students

This procedure for permanent dismissal of students frory idooss School has been designed in
accordance with the principles of justice and mercy, church law, diocesan educational policy and
administrative regulation, civil law where it applies, and local educational policy and administrative
regulations.

The pocedure consists of twoain parts:

1.
2.

1.

Notification of Dismissal
Meeting of the principal with the student and parents/guardians

Notification of Dismissal:

When an administrator believes there is reason for the permanent dismissal of a studstntighiat
(depending on age) and the parents or guardians are informed, verbally, in person or by phone.
Written notification should follow.

The written notification includes:

Reasons for considered dismissal,

Copy of dismissal procedures includiting right to recourse process;

Possible dates and times for a hearing;

Parent should respond to the school assas possible, usually not longer than two working
days after it has been received.

apow

Meeting of student, parents/guardians with thiegppal:

The purpose of this meeting is to give the student and his or her parents/guardians a chance to ask
guestions about reasons for dismissal, to present their account of the situation and/or respond to
reason given for dismissal.

The principal presies at this meitg and the student angarents/guardians are to be present.
Teacher or staff members, if involved, may also be in attendance. In some instances the pastor will
also be present.

The meeting should be kept as informal as possible. Tapesimatim records are not encouraged at

this level. As soon as possible, usually no longer than 24 hours, the student/parents/guardians are
informed of the decision.
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If the decision is for permanent dismissal the parents should be given the opportwiitityltaw the
student.

A summary of the conference should be prepared and given to parents/guardians to sign or comment
upon.

The local pastor or canonical pastor is the final arbiter in all matters.

Dismissal

The bell rings at 2:55. Students in the ae and bike line should exit by the back door close to rooms
105 and 106. Walkers should exit ttheors by the kindergarten roofus riders are to exit by the front
door, across from the office. Bike riders will leave after cars are dismissed. Ifosenaher than the
parent is picking up the student in a car, please notify the principal, secretary and teacher of the change.

All students must be supervised throughout the dismissal procedure.

Parents who pick up their child between 3:00 and 3:3@f@r five to thirty minutes after an early
dismissal, will be charged $3.00The student will go to Ready, Set, Grow Extended Care room for
supervision. No student may leave the school grounds for any reason witbhopermission of the
principal.

Dress Code and School Uniform
All students in grades 48 wear the school uniform.

Navy blue or black cotton twill dress pants with a straight leg and belt loops.
Girls may wear blackyavyblue or greyleggings with their uniform skirt.

No jegging or leggigs worn alone without a skirt.

No corduroy pants.

No blue jean type pants with patch pockets on the side or back.

No zip-off type pants.

No logos.

Manufacturer labels are acceptable.

Pants are not to have slits, cuts or tears at the bottom.

Pants shoulddwaist high. No pants should rest at the hips.

Navy blue or black cotton twill walking shorts.

Shorts are to have the same cut or style as school pants with belt loops.
No patch pockets.

When kneeling, shorts should not be more than three inches feciooh.
The administrator reserves the right to determine witatest length is
Shorts may be worn from April 1 to September 30.

Red, navy blue, light blue or white polo shirts with long or short sleeves.

Red, navy blue, light blue or white turtlenedtrts.

No logos.

White oxford dress shirts.

Polo Shirts with the Holy Cross School mission logo lsampurchased from Sports and Stuff
Polo Shirts with the Holy Cross School mission logo can be purchased from Dennis Uniform.
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Quarterzip long sleeve vak fabric with the Holy Cross School mission logo can be purchased at Sports
and Stuff and can be worn throughout the day.

Quarterzip sweatshirt with the Holy Cross School mission logo can be purchased from Dennis Uniform
and can be worn throughout theyda

Micro-fleece vest with the Holy Cross School mission logo can be purchased from Dennis Uniform and
can be worn throughout the day.

Polo shirts with the Catholic Schools Week | o0go
Red or navy bluéloly Cross Schoolweatshirts must be worn over an approved school shirt.

T-shirts may be worn under the uniform shirt if it is one of the uniform colors.

T-shirts under uniform shirt must be a plain solid color with no pictures or words.

Shirts must be tudd in.

Cardigan or wneck vest sweaters may be worn.

K-3 may select the round neck cardigan.

Sweaters may be red or navy blue and must be ordered from the Dennis Uniform Company.

Shirts may also be purchased from Lands End with a percentage of thaseugding towards Holy
Cross School.

Navy blue fleece jacket with the 2005 Catholic Schools Week logo may be worn.

Solid in color, navy blue, black or dark browalt

Tennis shoes or serdress shoes.

No sandals, no clogs.

Shoes must have a closed tind a closed heel.
Shoes with laces mubtlaced and tied.

No heelies.
Socksor tights

K-4 girls: Plaid school jumper, purchased from Dennis Uniform Company.
K-8 girls: Plaid school skirt, purchased from Dennis Uniform Company.
Gi rjumpdrs and sks are to be to the knee.

Navy, red, light blue or white tights.

Earrings: Only girls with pierced ears may wear earrings.

Hoop and dangling earrings are not acceptable for safety purposes.
Piercing of any other body part is not permitted.

Tattoos arenot permitted.

Makeup, including fingernail polish, is not allowed.

Hairstyles and other items of clothing or jewelry that is deemed a distraction or inappropriate by the
teacher or principal are not permitted.

Any time a student is out of uniform ancese from the parent must be presented to the principal.
P.E.:Tennis shoes are required for PE classes for the safety of the students.
K-41 Gym shoes for boys and girls; shorts for girls (When wearing uniform jumpers or skirts.)

Gradesb, 6, 7 and 8 chage clothes for PE. Theshirt must have sleeves, must ¢mid in color, not
writing or pictures unless it is a Holy Cross School sldHirts must cover the stomach. Sweat pants or
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shorts may be worn. Shorts must be of modest lemgtihmore than two inches above the kne@vhen
kneeling)and not rolled at the waist.
Grades5/6/7/8 need a padlockThe student will provide the PE teacher and the principal with that
information.These students may also bring deodorant.
NOTE: All gym shoes are to remaihscthool.
Students are only excused from PE participation when there is a note from doctor or parent.
Students who have an excuse from the Doctor, m

Any items of clothing or shoes that may possibly be removedhatol by the child must be marked with
the childdés full nafmetapes. t h i ndel i ble ink or sewn
Lost keys, watches, and jewelry may be claimed at the office.

Dennis Uniform Company

Portland, OR

5032387123

8005447123

fax 503238-2529
www.dennisuniform.com

Holy Cross School code is: G2XGR

Landds End

The custom designed logo, by one of our parents, is available on selected school wear.
www.landsend.com/schbo

Logo Number: 0432082K

Preferred School # 90088446

Non-Uniform Day/Birthday
Specific guidelines for neaniform days can be found in the Tuesday Envelope.

The following aresomegeneral guidelines:
1. No stomachs should show. Shirts needto comerttpant 6 s wai stl i ne when
two inches. When sitting, stomachs must be covered as well.
Skirts and shorts should be knee length.
No jegging or legging type pants without a knee length skirt or dress.
No exercise clothes/sweatpants
No rips or tears.
Appropriate words and pictures.
No Acrockso, Hlops, sodairdya brglitter, momakel. i p
No writing on the skin.
If you have questions, please ask Mrs. Kobilsek in advance.

©COoNoO,rWN

Drug Abuse Policy

Direct involvement or participan in the consumption, use/misuse, sales, or gift, of alcoholic beverages,
marijuana, loolalike/counterfeit drugs, prescription/nprescription drugs or other controlled substances,
at any time on school property, is a violation of school policy. 8tsdeund to have violated this policy

will be subject to the following disciplinary actions:

1. Direct involvement or participation in consuming or use/misuse of the above mentioned substances
couldresult in one or more of the following:
A. Notification of parents and other proper authorities,
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B. Suspension up to ten (10) days;
C. A hearing to determine expulsion.

2. Selling or distribution of the above mentioned substances will result in the following three
procedures:
A. Notification of parents and loér proper authorities,
B. Immediate suspension for ten (10) days,
C. A hearing to determine expulsion.

Education Commission

The Education Commission is an integral part of the schbloé function of the Commission is advisory

to Fr. Pilon. The Commis®n meets in open meetings approximatelythe fourth Thursday of each
month. It is necessary to contact the chairperson, pastor or principal 10 days prior to the meeting to place
an item on the agend®arties addressing the Education Commission mugnisuh writing to the
principal, 10 days prior to the meeting date, the information that wilpresented to the Education
CommissionNominations for the Commission are accepted in February.

Educational OutinggField Trips

All outings must have an edational purpose. Trips for recreational purpose are not allowed. The teacher
must receive approval from the principal before arrangements are made. A standard permission form with
the specifics will be given to the student prior to the outing or will rbeahie Tuesday Envelope.
Permission slips must be signed and returned before the outing occurs.

In order to provide our students with a wide variety of learning experiences, classes may take approved
field trips away from school. Parents will be notifigobut scheduled trips prior to the departure date. The
principal may exclude a student from a field trip for reasons of safety, behavior or for not returning the
appropriate form.

If parents are driving their cars, a copy of their driver's license angaimse card must be made. An
insurance waiver must be signed. An accident report form must be completed by the driver and given to
the teacher upon their return from the trip. Adult chaperones must go on the trip with a ratio of at least one
adult to everyeight students.

Chaperoms must have completed all faafrthe background checks: Background check by S2VeriR)
Child Abuse &Neglect Tracking SystefCANTS) by the Department of Childremd Family Services 3)
Completed the online sessionsaffe @vironment4) Be SmaHDrive Safe online course.

Electronic Devices

Electronic games, laser pointers, iPodscorders, radios, and other devices ordinarily are not permitted in
school or on the grounds. Pession and/or use of cglhones by a studennhcschool property during

school hours is prohibited unless authorized by school pers@xsgident may bring a cellular phone to
school ; however, it is to be taken to the Princi
morning and may bebtained from the school secretary or principal at the conclusion of the school day. It

must be kept oftintil you are off school grounds.

All liabilities for loss or theft of cell phones other devicesest with the studen€Cell phones shall not be

used for or associated with unlawful activities. All liabilities for loss or theft of cell phones rest with the
student.
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Emergency Closing

In case of snow, extreme cold, or other emergency closing, please listen to WGLC 100.1 FM radio for an
announcementegarding cancellation of school, late beginning, or early dismi¥sai.cancheck the

WGLC website for the listing of school closings wtvw.wglc.net The parent alert system will be
launched as we learn of the infortio&. Do not call the school or the rectory concerning the closing of
school. If school has to be closed early, students will never be dismissed without the parent coming to
school or notifying us of other arrangements.

In the event of a tragic occurrenadere students need to be removed from the school grounds without
time for parental notification, school personnel will walk to the students to:

Blackstone School at 1308 Washington Stéeét . 539-68880ne block west of Holy Cross School

or Zion United Methodist Church at 808 Jefferson Stre&28-21860ne block east of Holy Cross School

or the Mendota Elks Lodge at 707 Indiana Avengeé...5383557one block east of Holy Cross School

The full Crisis Plan is available for review by contacting the ppizici

Extended Care
Parents who need the Ready, Set, Grow Extended Care eroyear care for their child(ren) need to
contact Mrs. Julie Winner or the school secretditye hours aré.00 AM - 5:30 PM.538-7604.

Extra-Curricular Activities Eligibility

The following extracurricular activities are offered: Scholastic Bowl" and & Gr ad e Gi r |
Cheerleadingand Softball Grade5-8 Girlsd Volleyball, Grade 8 Boys 6/ Gi r |l s658Baske
Gi rBeydd 6 Tr a-8kq yB&deball Bowling anolf.

s 0
tb

I f at any time a studentsd cumul ative conduct and
areao r t wQ hefShe & $néligible to participate in extrarricular activities. The cumulative average
of a student will be computed.

Notification of academic ineligibility will be reported to the student, their parent, the Coach and the
Athletic Director by theriday of theupcomingweek following the unsatisfactory report. The suspension
from participation will be one week in lengtlpin Monday to Sunday, inclusive, of the week following
the unsatisfactory report.

A student will be ineligible for one week after receiving the second set of 10 points and after every 10
points thereafter in AThe HBMWoedaySlndalan Bed Code wi t |

Fire, Tornado, Safe SchooDirill s

In compliance with state law, fire drills are held and documented. In the fall and, $priveglo drilk are
conducted. Safe School drills are conducted throughout the yesypéd of drills are to enseithe safety
of your child.

Food Allergies

Famil yés Responsibility
T Notify the school of the childbés allergies.
T Work with the school team to develop a plan th

school including in the classroom, in the cafietein aftercare programs, during scheol
sponsored activities, and on the school bus, as welpassibleFood Allergy Action Plan.
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1 Provide written medical documentation, instructions, and medications as directed by a physician,
using the Food Allerg¥ction Plan as a guide. Include a photo of the child on written form.

1 Provide properly labeled medications and replace medications after use or upon expiration.
1 Educate the child in the satianagement of their food allergy including:

* safe and unsafe fois

* strategies for avoiding exposure to unsafe foods

* symptoms of allergic reactions

* how and when to tell an adult they may be having an aleztated problem
* how to read food labels (age appropriate)

1 Review policies/procedures with the schoolfstaf t he c¢chi |l déds physician, a
appropriate) after a reaction has occurred.

1 Provide emergency contact information.

There willbe no breakfast snacks

Birthday treats are limited to 1) non food items; 2) fresh fruits or vegetables wilips1d3) prepackaged
treat that have the label attached and with prior approval from the teacher and adminiSiatiduT S.

Under the direction of the homeroom teacher, administration and the room parent, parties may be
per mi tted f orChriatmds arfd ¥alentiness@®ayDoa the younger students. Ordinarily parties
take place during the last period of the day. Foods at holiday parties must have prior approval from
administration. The only food items allowed will Hgose arranged by Mrs. Kobédk, the homeroom
teacheliand the designated room parent.

Students who bring nut products inithe | unch wi Zlonei © Theyhei ANutal so
with an antibacterial hand wipe before they leave the table.

Fundraising

Fundraising pojects are held throughout the year as a means of third source income for Holy Cross
School. Information is sent home through the Tuesday Envelope or found in the Church bulletin.
Participation in the fundraiserslighly encouraged.

Gang Palicy

i Ga n asgéfined in this policy, shall mean three or more individuals who associate with each other
primarily for criminal, disruptive, and/or other activities prohibited by law and/or by Holy Cross' rules and
regulations. Gangs, gang related activities andeseocieties are not acceptable in the school setting.
The Education Commission is aware that their presence interferes materially and substantially with the
educational process and the requirement of appropriate discipline in the school. Gangs tfesterahn
behaviors, attitudes, and practices which may endanger the health, safety, and welfare of our students.
Therefore, students are prohibited from participating in any activity related to a gang or secret society
while attending schoedponsored eants or during the regular school day.

Unsanctioned activities include, but are not limited to the following:

1. Soliciting and/or recruiting others for membership.
2. Participating in and/or inciting physical violence.
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3. Extorting or soliciting money atior services, requesting any person to pay for protection, insurance,
or the payment of dues.

4. Coercing, harassing, and/or otherwise intimidating, threatening, or causing harm to any person or
living creature.

5. Wearing, possessing, using, displayingany manner, distributing, or selling any clothing, jewelry,
emblem, badge, symbol, sign or other item commonly associated with membership in or affiliation
with a gang or secret society.

6. Using any communication, verbal or nearbal (gestures, handdtes, etc.), suggesting or showing
membership in, or affiliation with a gang or secret society.

7. Engaging in any activity or omission intended to promote or further the interests of any gang or any
gang activity or society including, but not limited tastdbuting literature, drawing or displaying
unauthorized symbols on any surface, or teaching others to "represent"” or act like a member of a gang
or secret society.

8. Any act or activity which violates any law or any policy of Holy Cross School whem acicor
activity is taken to further the interests of a gang or secret society.

Disciplinary action could result in one or more of the following:

1. Warning

2. Notification of the parents/guardians

3. Parent Conference

4. Saturday school

5. Suspension up ten (10) days

6. Police Referral

7. Expulsion warning and/or a hearing to determine expulsion.

Grade Book

Parents wildl be given a password for their- child/
based Grade Book. Teachers willhaveghar | y porti on of t Heursdag €hebs gr a
|l ate portion of the wMmmday ¢ yog hasedarysrounlé with lochtiag ypuo st e d
childbébs grades or have any questions iriteacherfesgar d t o

Mrs. Kobilsek can be contacted after that.

The student should complete incomplete work so a grade can be posted in the grade book within one week
ora0% is given

Grading System for Kindergarten

The Kindergarten teacher will requirassessment otertain skills from the Kindergarten students
throughout the year. During the first quarter, onlytaierskills will be taught and assess&uiring the
second quarter, the first quarter skills along veiéicond quarter skills will bassesse®y the end of the
fourth quartera final grade will given for every skill.

Grading System for Grades 12

S+ 94-100

S 7693

S 6875

P 5067

U 49 and below
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Grading System for Grades3-8

Grade Points Grading Code for Grades® Grade # Grading Code
A 4 points A+ 100 A+ 100
B 3 points A 9599 A 92-99
C 2 points A- 94 A- 9091
D 1 point B+ 93 B+ 88-89
F 0 points B 8692 B 82-87

B- 85 B- 80-81

C+ 84 C+ 7879
Weight Given Grade C 7683 C 12-77
Tests: 3 C- 75 C- 7071
Quiz: 2 D+ 74 D+ 68-69
Homework: 1 D 6973 D 62-67

D- 68 D- 60-61
-Or weighted grades F 67 and below F 59 and below
as determined by the E Effort shown but below grade level
teacher. I Incomplete

On the report card, thie for Incomplete,means the grade was not able to be posted in the grade book at
the time that report cards were printed. The teacher will enter the grade within one week. A new report
card will be printed and sent to the parents of a child with an incomplete.

Any othergrading changes will be communicated from the teacher.

Honor Roll for Grades-8
High Honor Roll: 3.4 average or above
Honor Roll: 2.8 averageto 3.3 St udent s may only receive one ACO a

Honor Rollis determined by adding the gradamis and dividing by seven. The average will be rounded
up if necessary, i.e. 3.68 becomes 3.7.

Subjects included for Honor Roll are: Religion, Reading, English, Spelling, Mathematics, Science, and
Social StudiesThese are the subjects that are usedbtain the grade point average. Besides the grade
point average for the Honor Roll, or High Honor Roll, the student may not receive a D or F as their quarter
grade in any of the following subjects: Art, Computers, Music, or Physical Education.

Any requess for grade changes must be made in writing to the teacher within one week of the receipt of
the gradeParents will be given a password in the electronic grade book where they will be able to access
t hei r ¢ hilfh phést negds thalpassworkkgse contact Mrs. Kobilsek.

Yearend grades are calculated within the electronic

B.U.G. stands foBringing Up GradesB.U.G. applies to graddé&-8. B.U.G. is figured the second, third,

and fourh quarter. It is based on the comparison of grades from the previous quarter. In order for a student
to qualify for B.U.G. all grades must stay the same as the previous quarter or go up from the previous
guarter. No academic markings or personal developmeankings can go down. (This includes the plus

from a B+ going to a BB.U.G. will include Art, Computer, Music, and Physical Education.
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Religion Grading:Occasionally, students of faiths other than Catholic are admitted to Holy Cross School.
Such famlies realize that Holy Cross is established as a Catholic institution and ever strives to remain
such, even with the presence of a small-@atholic population.

All students shall receive instruction in Catholic religion, doctrine, faith and liturdystddlents shall
participate in classes, homework, projects, tests, and grading as outlined by staff and administration.
Non-Catholic students shall be exempt from participation in those aspects of sacramental preparation,
which take place outside of ckame. Otherwise, the program shall be the same for all students.

Grades are not used as punishment. When a student is suspended (in or out of school), the student is
responsible to make up the work. The student is not allowed to participate Ht@ralar activities or

field trips on the day of the suspension. Extra a
the work is not turned in by the stated deadlines or if the criteria set by the teacher and principal are not
met by the stueht.

Gum
The chewing of gum within the school and church is prohibited both for sanitary and housekeeping
reasons.

Harassment PolicyStudents

We strive to provide for the needs of children and adults in a caring and supportive Christian environment.
When this trust is broken the gospel calls on us to search out the truth in order for justice to take place so
dignity and respect may be restored.

Verbal, Physical, and Sexual Harassment

This type of harassment is behavior that interferes with an indisdwarking/learning performance or
creates an intimidating, hostile, or offensive working/learning environment.

These behaviors include:

1. Unwelcome verbal, physical, or sexual advances

2. Unwanted requests of the victim

3. Unwanted verbal comments of a seknature

4. Unwanted verbal, physical, or sexual conduct on the part of the person harassing

What to do if you are being harassed

1. Students should tell the harasser what their feelings are and ask the harasser to stop. This can also be
done in written fom such as a note. If this is too difficult to do alone, the student should seek help
from a teacher, parent, friend, and/or principal.

2. If the behavior is repeated or is a major offense, report it to a teacher or the school principal.
Reporting sexuabr other harassment will not affect grades or assignments. Both the reporter and the
accused have the right to confidentiality.

3. After an investigation that proves the report true, the harasser will be subject to the discipline code,
which may includesuspension, expulsion and/or police involvement. An adult wilsldgect to
legal charge.

C-401
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DIOCESE OF PEORIA
HARASSMENT POLICY Catholic Diocese of Peoria Policy

DIOCESE OF PEORIA H ARASSMENT POLICY

Harassment, including but not limit¢o, sexual harassment, of any employee or other
person is unethical, is illegal and is prohibited. This policy is intended to clarify the roles
and responsibilities of Diocesan or parish personnel who have administrative
responsibility involving the diese, a parish, a parish institution, school or organization

in situations involving possible sexual harassment. It sets forth the Diocesan response to
victims.

DEFINITION

The term "harassment” includes, but is not limited to, slurs, jokes, or any dtrer of

verbal, written, graphic, or physical conduct or advances which reflect adversely on an
individual's race, color, sex, religion, national origin, citizenship, age, marital status,
veteran status, or physical or mental handicap. Harassment undemptticy includes
sexual harassment which means any unwelcome sexual advances or requests for sexual
favors or any conduct of a sexual nature when: (1) submission to such conduct is made
either explicitly or implicitly a term or condition of an individisakemployment; (2)
submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; (3) such conduct has the purpose or
effect of substantially interfering with an individual's work perfance or creating an
intimidating, hostile or offensive working environment; or (4) such other conduct or
actions as are defined as "harassment" under the Illinois Human Rights Act as amended
from time to time. Further, retaliation against a complainantwwiness who initiates a

case under this policy is included within the term "harassment" as used herein and shall
be handled under this policy.

PROCEDURE

1. This policy encourages the reporting of harassment by the person harassed (the
complainant) orany witness to harassment. It includes harassment by any cleric,
religious, a lay person employed by or in the diocese or its parishes, or by any
volunteer of the diocese or its parishes.

2. If a complainant believes that he/she has been harasskstichmay wish first to
deal with the harassment on an informal basis with the harasser. A witness to
harassment may wish to do the same. However, if harassment continues, or if a
single instance of harassment is of such magnitude that the complainant or
witness feels that an informal resolution is inappropriate, the harassment should
be reported by the complainant or witness to his/her supervisor, department
head, principal, pastor, Chancellor, or Vicar General of the Diocese of Peoria.
The preceding sent@e does not establish "steps” of giving notice and the
complainant or witness can give notice to any of those identified people. The
notice of harassment should be given within ten (10) calendar days of the alleged
harassment to promote a prompt and faesponse.
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Whoever receives the notice of alleged harassment from a complainant or
witness should make a written account of what has been reported, the parties
involved, the facts alleged, and the date of the report. This written report shall be
given to the pastor, Chancellor and Vicar General in a case at the parish level,
and to the Chancellor and Vicar General in a case at the Diocesan level. The
Chancellor shall immediately inform the Diocesan insurance carrier/administrator
and the Diocesan atrney.

At the direction of the Chancellor and Vicar General, an investigation will be
conducted of the alleged harassment. The Chancellor and Vicar General shall be
responsible for determining who will serve in the investigatory role. This
investigition shall include interviewing the complainant, the accused, any
witnesses, and any pertinent third parties. In all cases, concern shall be shown for
the alleged victim and family. Alleged offenders shall be considered for
professional evaluation.

The Chancellor and Vicar General (in consultation with the local pastor, if
occurring in a parish setting) shall make an immediate determination of whether
an alleged offender shall be limited in activity during the investigation. They may
take such actins as they deem appropriate. Where the alleged offender is a paid
employee and is to be temporarily suspended, this may be with or without pay.
The alleged offender's supervisor shall be notified of the complaint, if appropriate.

If the harassmerit alleged to have occurred at the Diocesan level, it shall be the
responsibility of the Chancellor and Vicar General to determine if harassment has
occurred, if harassment has not occurred, or if sufficient evidence does not exist
to support a finding © whether harassment has occurred. If the alleged
harassment has taken place at the parish level, it shall be the responsibility of the
Chancellor, Vicar General and pastor to determine if harassment has occurred, if
harassment has not occurred, or if saiént evidence does not exist to support a
finding of whether harassment has occurred.

If it is determined that harassment has occurred, the Chancellor and Vicar
General, in cases at a Diocesan level, shall determine what disciplinary action is
warranted. If it is found that harassment has taken place at a parish level, the
Chancellor and Vicar General, in consultation with the pastor, will determine
what disciplinary action is warranted. The severity of the disciplinary action will
relate to the naure, context and seriousness of the actions and can include
disciplinary actions up to and including immediate termination and canonical
sanction.

If it is determined that harassment has not occurred, the complaint and
investigatory report shall ot be made part of the alleged offender's general
personnel file. If suspended, the alleged offender shall be fully reinstated with
appropriate back pay and benefits.
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10.

11.

12.

13.

14.

The diocese shall notify an alleged offender's superior in the case of claims made
against any nebiocesan cleric or religious and shall keep that superior advised
as to the status and outcome of the proceedings. If a claim of harassment is made
in respect to a cleric of this diocese who is working in another diocese, the
Bishop of thatdiocese shall be notified that a claim is pending against the cleric
and be advised as to additional developments which occur in the case, including
the final determination. In appropriate cases, future supervisors or superiors of
Diocesan clerics workig outside the diocese should be advised of past offenses
against this policy.

If a cleric is advised in a confessional setting of harassment by laity, religious or
nonreligious clergy employed by or in this diocese or in a Diocesan parish, by a
cleric of this diocese, or by a volunteer in this diocese or in a Diocesan parish,
the cleric shall not violate the seal of the confessional. A cleric faced with such a
confession should encourage the penitent to make disclosure of the alleged
harassment owide the confessional setting. The diocese recognizes that it is
sometimes difficult to determine whether such information confided to a priest
outside the confessional setting should be disclosed under this policy. In all such
circumstances, clergy shouttnsult privately with the Bishop or Vicar General

to determine if information regarding harassment should be disclosed pursuant to
this policy.

If a determination is made that sufficient evidence does not exist to determine
whether or not harassent has occurred, the Chancellor and Vicar General (in
consultation with the pastor, if occurring in a parish setting) may still take such
actions against the alleged offender as they deem appropriate under the
circumstances.

Alleged victims whoreport harassment have the right to know the general
disposition of the harassment investigation.

Notwithstanding any of the foregoing, the diocese nsagpend its investigation
anddetermination if a criminal or civil claim is filed or is threade in respect to
the incident(s) at issue to allow for appropriate legal handling of such claim.

It is against the policy of this diocese, and it is a civil rights violation, for a person,
or for two or more persons, to conspire and/or retaliat@gainst a person
because that person has opposed that which he or she reasonably and in good
faith believes to be unlawful discrimination, sexual harassment, discrimination
based on citizenship status and employment, or because that person has made a
charg, filed a complaint, testified, assisted, or participated in an investigation,
proceeding, or hearing under the lllinois Human Rights Act. Any such retaliation
shall not be tolerated and the person(s) accused of such retaliation shall be
subject to invesgation and disciplinary action under this Diocesan policy and/or
under the lllinois Human Rights Act.
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15.

16.

17.

18.

19.

20.

Aggrieved parties shall have the right at any time during the investigative process
or upon resolution of a complaint to contact the lllinois partment of Human
Rights at 222 S. College, Floor 1, Springfield, IL 62704, or the lllinois Human
Rights Commission at William G. Stratton Office Building, Room 404, Springfield,
IL 62706. Aggrieved parties shall be entitled to those rights and procedures
established in Article 7A of the lllinois Human Rights Act (775 ILCS 5/7A) and by
the Department and Commission.

All personnel of the diocese and Diocesan parishes should also be aware that
harassment can consist of harassment of employees or testm by third
parties who are not employees of the diocese or parish. In such circumstances,
the victim or a witness should advise his/her supervisor that such a problem
exists, and the supervisor should take appropriate actions to terminate the
harassmeinagainst the employee or volunteer. Notice of such harassment shall
be given at the parish level by the supervisor to the pastor, who shall also advise
the Chancellor and Vicar General, and at the Diocesan level, the supervisor shall
advise the Chancellaand Vicar General. The Chancellor and Vicar General shall
monitor the case to determine what further steps may be required. Any
employee or volunteer so harassed whose concerns are not addressed may
proceed under this policy.

It is the policy of he diocese that victims must be treated justly. The Diocese
presently offers a program of counseling to alleged victims of harassment. Any
person who feels he or she has been harassed may contact the Chancellor and/or
Vicar General to discuss the availdapilof counseling. The Diocese in its sole
discretion shall determine whether to provide ongoing assistance and the extent
thereof.

All clergy, religious and lay staff at the Diocese, Diocesan parishes, and Diocesan
institutions should be acquaed with the seriousness of the harassment policies

of the Diocese (including the Policy and Procedures Relating to Allegations of
Sexual Abuse of Minors by Priests or Deacons or by Lay Employees or
Volunteers). Pastors should inform parish employees & plalicy. The diocese

shall so inform Diocesan employees.

The Chancellor and Vicar General shall determine on a-bgssase basis what
public announcement is appropriate at any time regarding an investigation,
determination, or sanction. Any reqats for public comment shall be referred to
the Chancellor and Vicar General.

If inquiries are made for a job reference for an offender, the diocese may advise
the inquirer of the finding of the diocese. If a case is pending, the diocese may
advie that a case is pending. In either case, the decision on whether to release
such information shall be made by the Chancellor and Vicar General.
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21. If the diocese is made aware the alleged offender is in a position which poses a
public risk, after tke diocese has made a determination that harassment has
occurred or that sufficient evidence does not exist to warrant a finding, the
Chancell or and Vicar Gener al may advi se
claim made to the diocese and the Diocése det er mi nat i on.

22.  This policy shall be made known to alleged victims who report harassment.
23.  This policy shall be reviewed on an annual basis.

24.  This policy shall prevail over other Diocesan or parish harassment policies

Health Policies

An emergency form is kept on file for each for family containing information on how and where to reach
parents/guardians should an emergency arise. Please keep this information current by notifying the school
office of any changes. (This includes obga of address, change in health, change of guardian, etc.)
Parents are asked to fill out a new emergency form each year, as this helps to keep our emergency files
current. Parents also fill out akuthorization for Emergency Medical Treatméotm each yar. This

form is kept in the possession of the school and distributed to the person in charge of each and every trip
on which the child participates, or extarricular activity.

If a child becomes ill or is injured at school, personnel from the scHbtoé avill contact parents by
phone immediately. It is requested that the parent or someone designated by the parent comg to pick
the child in this situation. A student with a fevar other contagious conditionill not be allowedto

remain at schoolsashe/he may pass the illness on to otheisjury occurs, we will use soap and water,
alcohol, or peroxide, and will inform the parent if the child needs further treatment or needs to be sent
home.

Influenza vaccination (yearly) is strongly recommeahdad encouraged. If your child does have influenza
or influenzalike illness, your child should remain home 5 to 7 days.

In case of a serious accident where no one can be reached, the child will beéateinéaken toOSF
Saint PauMedical Centeby ambulance or school personnel. School personnel will continue attempts to
contact the parent or guardian.

Il students will be sent home. Students convalescing from an acute illness should remain at home until the
need for medication no longer exists otilume child is fever freé preferably for 24 hours aspirin free.

Students should not be allowed to have any drugs in their possession on the school §heupidiscipal
must be notified of student medical needs.

Special circumstances exist for @alfth problem that can be expected to be of a long duration. When such
a condition exists, the following policy will be adhered to:
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D-153
P-CDOP

ADMINISTRATION OF MEDICATION

The purpose ol administering medication at school is to help students mamtain a state of health
sufficient for their academic learning and faith development.  All schools shall develop clear
procedures for the administration of medication.

Adopted 72018

D-153
AR-OCS

ADMINISTRATION OF MEDICATION

S

9.

The school administration shall retain the right to decline to allow a particular medication to
be administered by school staff.

All prescription and non-prescription (over-the-counter) medications require written
authorization from the student’s health care provider (licensed to prescribe the medication) as
well as written parental consent. A sample medication authorization form is included in the
appendix.

The written parental request and health care provider’s authorization shall be valid only
during the school year in which they are submitted, and must be renewed each subsequent
school year.

The school may allow, on a case-by-case basis, the parent or other adult family member to
directly give the student the medication at school as if they were doing so at home.

Any medication for a student must be in an original, properly labeled container, either
labeled by the pharmacy with the name of the student, name of the medication, dosage and
instructions, name of the pharmacist, and pharmacy contact information, or in the case of
over-the-counter medications, labeled by the retailer with the name of the medication and
suggested dosage, with the student’s name affixed to the container.

All medications shall be stored in a locked drawer or cabinet. Controlled substances must be
stored in a locked cabinet that is securely affixed to the wall or floor.

Medications that require refrigeration shall be stored in a locked refrigerator separate from
food products.

The school shall keep a log for each student of all medication administered at school,
including the date, time, and initials of the staff member administering the medication. A
sample form for this purpose is included in the appendix.

As required by state law, students may self carry and self-administer drugs for the treatment
of asthma, diabetes, or serious allergies, provided that the parent has submitted their consent
in writing as well as a written authorization from the student’s physician. The authorization
from the student’s physician shall include the student’s name. the name and purpose of the
medication and/or epinephrine auto-injector, the prescribed dosage, and the time or
circumstances under which the medication or epinephrine auto-injector is to be used. The
school reserves the right to restrict the self carry and self administration of medication for
asthma, diabetes, or serious allergies to certain grade levels and/or ages of students.



10. Only a school nurse or other staft member designated by the school administration shall be
permitted to administer medications to students.

11. Students will be subject to disciplinary action if they violate the school’s medication policies
and/or procedures.

12. Unused medications will be returned to the family at the conclusion of the school year, when
they withdraw from the school, or when the prescribed medication period concludes,
whichever 1s sooner.

Adopted 772018



July, 2018
D-153

ADMINISTRATION OF MEDICATION—APPENDIX

School Medication Authorization Form

To be completed by the student’s parent guardian. A nevw form must be completed each school yeur. Please
complete one form per medication. Medications must be brought 1o the school office in the original conainer.

Student’s Name: Birthdate:

Address:

Home Phone; i Cell Phone:

To be completed by the student s physician.

Physician’s Name (printed):

Office Address:

Office Phone:

Medication Name:

Purpose of Medication:

Dosage: Frequency:

Time medication is to be administered at school or under what circumstances:

Prescription Date: Order Date:

Discontinuation Date:

Expected Side Effects (if any):

Other medications student is receiving:

Physician’s Signature: Date:

Parents must also complete the next page
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