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Dear Parents and Students,

Welcome to Saint Margaret Catholic Academy.  In choosing to have your child(ren) attend 
our school, you have demonstrated a commitment to the values and philosophy of a Catholic 
education.  The Parent-Student Handbook reflects the policies of Saint Margaret Catholic 
Academy for the 2015-2016 school year.  Please read this document carefully, sign the attached 
agreement, and return to the school office by the end of the first week of school.  This agreement 
states that you intend to abide by the policies of Saint Margaret Catholic Academy during the 
2015-2016 school year.

 The faculty and staff of Saint Margaret Catholic Academy look forward to working with 
you to promote academic excellence and spiritual development in the context of the teachings of 
the Catholic Church.  Together, let us pray that God, who has begun this good work in us, may 
carry it through to completion.

 

 

God bless you.

Sincerely,

Jan M. Hall, Principal

jhall@saintmca.net     

269-694-2951

 

 

mailto:jhall@saintmca.net


Saint Margaret Catholic Academy History
St. Margaret School was founded in 1960 by Father Vincent McKenna, who as pastor, saw 

the need for a school to provide an authentic Catholic education for his parish children.  Today our 
school is located on a beautiful campus that includes our church, Knights of Columbus Hall, and 
elementary and pre-school.  During the 2014-2015 school year, St. Margaret School made the 
transition to Saint Margaret Catholic Academy.  The Academy offers preschool through eighth 
grade under the Diocese of Kalamazoo's Office of Schools.  

The curriculum stresses development of Catholic Identity and academic achievement 
within a Christian community where the child feels that he is loved and respected.  Our theology 
curriculum is in compliance with the bishops of the world.  United with one another in meaningful 
liturgy and prayer, the students further come to an understanding of the Christian life.  At Saint 
Margaret Catholic Academy, we "teach as Jesus did."  The content and skills taught for every 
lesson at every grade is aligned with the Catholic teachings of the Church, is necessary for student 
success in the next grade, and necessary for success in life.  This process allows us to use rigorous 
guidelines and objectives for programs of learning and for the teaching of all secular subject areas. 
Instruction is marked by fresh approaches to pedagogy and based on the best research for teaching 
and learning.  

Teachers plan for what students need to know and how they will help students learn. 
Students get immediate remediation or extension based on their learning needs. There is an 
emphasis on principles rather than fact, on learning through problem-solving rather than by 
precept.  We strive to offer a program which is focused on literacy, makes use of a wide variety of 
audio-visual and technology tools, and uses a multi-resource approach to the content areas.  Our 
teacher-student ratio allows for small class sizes, where teachers individualize and differentiate 
instruction, so that each student can achieve.  

St. Margaret Parish Mission Statement

We at St. Margaret Parish, accept the call to be a Eucharistic-centered and welcoming 
family community, striving to know, love, and serve God by sharing our faith with others and 
becoming disciples of His message. "We love because He first loved us." (1 John 4:19)

Saint Margaret Catholic Academy Mission Statement

In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational 
foundation of religious values and academic knowledge for each student  in a Catholic, nurturing 
environment.

Philosophy

Saint Margaret Catholic Academy is an elementary Catholic school comprising of 
preschool through eighth grade. Our goal is to assist each child to develop spiritually, 
academically, psychologically, physically, and socially to his/her full potential with affirmation of 
parents.  We provide a solid foundation in the basic areas of knowledge: Theology, Reading and 



the English Language Arts, Mathematics, Science, and Social Studies.  Our model is, “Christ is 
part of our everyday living experience in the classrooms.”

• We are a Christ-centered school in which theology is taught on a daily basis as well as 
woven into the entire curriculum.

• The Disciples of Christ, Virtue in Education Program is a foundational part of every class 
and daily life at school, both in and outside of the classroom.

• Children participate in Catholic activities including, but not limited to, attending Mass, 
rosary devotion, adoration, and the Catechesis of the Good Shepherd Program through 
fourth grade.  

• Parents are the first and foremost educators of their children; cooperation between home 
and school is essential.

• The educational staff takes a collaborative approach to meeting the needs of each child.

• Children have the right to learn in a safe, structured, and orderly environment.

• The complete development of the child goes beyond the academics and social needs of 
children, incorporating spiritual develoment as a primary focus of education.

Our children are taught to be accepting and respectful of individual differences.  Service to 
the school, and the local and global community is part of the educational process and fulfills our 
spiritual calling.  Throughout the year, each grade level/class participates in activities concerning 
addressing issues of Catholic social teaching.  Providing service to others is a focus of living as 
Jesus presence in the world.

Saint Margaret Catholic Academy endorses the call of the Catholic Bishops of the United 
States to express its educational ministry through the objectives of personal spirituality, social 
justice, and a strong academic program. It is the consensus of the faculty that every human being 
has a right to pursue knowledge corresponding with his/her dignity and God-given ability, 
regardless of background or gender.  In the early years, education is often of the utmost 
importance because through education and guidance the children of today become the Catholic 
citizens of tomorrow.

Theology
The freedom to teach and practice our religion is the reason for the existence of Saint 

Margaret Catholic Academy.  We are a Catholic school, and all students, including non-Catholics, 
receive instruction in the Catholic faith.  Catholic students have many opportunities to receive the 
sacraments.  All students take part in liturgical and Eucharistic services.  



Accreditation

Saint Margaret Catholic Academy is accredited by the Michigan Association of Non-Public 
Schools (MANS).  As a part of our accreditation process we a School Improvement Team meets 
regularly to discuss concerns and needs identified during site visits by MANS.  Site visit reports 
may be viewed in the front office.  Annual reports of progress from the school are also available 
for review and are updated each spring.

Nondiscriminatory Policy
Saint Margaret Catholic Academy admits students of any race, color, and national or ethnic 

origin to all the rights, privileges, programs, and activities generally accorded or made available to 
students of the school.  It does not discriminate on the basis of race, color, national or ethnic origin 
in the administration of its educational policies, admissions policies, or athletic and other school-
administered programs.

Saint Margaaret Catholic Academy gives preference to our parishioners.  Non-parishioners 
of any faith are welcomed and accepted.  Saint Margaret Catholic Academy complies with the 
requirements of Title IX of the Education Act of 1972 and does not discriminate on the basis of 
gender in employment practices, or the educational programs it operates.  In accordance with the 
Michigan General School Laws, students enrolling in kindergarten for the 2015-2016 school year, 
must be five years old by September 1, 2015.  If the school is unable to meet the needs of a 
particular student, the principal reserves the right to determine admission. Records are required for 
of all transfer students.  Saint Margaret Catholic Academy does not accept any student who has 
been expelled from another school for a period of 12 months following the expulsion.

Financial Policies

The cost of tuition and book fees is reviewed yearly by the Local Consultative Advisory 
Body (LCAB.)  Tuition is pro-rated if families have more than one child in school.   

Tuition Payment Options:  

Payment Options:  (Please read carefully as our payment options have changed.)

 Pay in full by September  1, 2014 and receive a 3% discount on the total tuition amount.

 Enroll in the FACTS® Tuition Management Program.  Payment is over a ten-month 
schedule beginning in September with the last payment in June.  

 Please note that you may pay in full for one child and utilize FACTS® for another. 

Enrollment/Re-Enrollment

 The $50.00 Registration Fee for students, must be submitted with the registration 
application.  

 Returning students must reserve their spot by paying the Registration Fee by the date 
designated in the tuition agreement.   

 All Enrollment Fees are NON-REFUNDABLE. 



FACTS® Tuition Management Program Overview

 There is an annual non-refundable $38 administrative fee for enrollment in the FACTS® 
program per family per year.  This fee will be added to your tuition collected by FACTS® 
– please do not make this payment to the school. 

 Tuition is paid over 10 months via automatic deduction, September through June. 

 Your enrollment form to FACTS® must be returned to the school with your 
registration. 

 All families not selecting the FACTS® tuition plan will be expected to make one direct 
payment to Saint Margaret Catholic Academy for the entire amount of tuition no later than 
September 1st .  You may drop off your payment to the school office. 

Withdrawal Policy

 Families must notify the school in writing if a student is withdrawn from the school. 

 Registered students who are enrolled on the first day of the school year, that withdraw 
before the end of the first quarter, will be responsible for 50% of their contracted 
tuition/fees.

 Registered students who are withdrawn prior to the end of the first semester, will owe 75% 
of their contracted tuition/fees. 

 Students withdrawn in the second semester, will still be responsible for 100% of 
tuition/fees.  

It is of utmost importance to pay your monthly tuition fees and to not allow your account 
to become delinquent. Delinquent accounts will be sent overdue notices and will be charged a fee 
by FACTS, the tuition management system.  Your agreement and signing of this contract allows us 
the right to turn over accounts more than 90 days delinquent to a collection agency.  

Any new families enrolled in kindergarten through eighth grade, receive their first 
marking period free of charge. This is to encourage new families to try Saint Margaret Catholic 
Academy free of financial risk and to make the best decision for their children based on having 
experienced our school firsthand.  



015-2016 Tuition Scale 

PRESCHOOL
3 year old half day (Tuesday and Thursday) $266.67
3 year old full day (Tuesday and Thursday) $400
4 year old half day     (M-W-F) $400
4 year old full day     (M-W-F) $600
Transitional Kindergarten  5 x ½ days $2400
Transitional Kindergarten 5 x full day $3200
GRADES K-8  
number of students in family:

1 $3200 
 2 $5150 
  3  $6150 
4 $ 6900 
5 $7650
6 $8400

Financial Aid

A limited amount of financial aid is available for tuition assistance. It is important that the 
application be filled out completely and submitted with the appropriate tax documents by the 
deadline determined on the form. FINANCIAL AID FORMS are available in the school. 
Families are notified during the summer how much assistance they have been awarded, and the 
amount automatically applied toward tuition.  Families receiving partial assistance will be held 
responsible for the balance of their tuition and fees.  Applications are accepted in the spring and 
handled in strict confidence.  Tuition can also be reduced with participation in the SCRIP Program 
(see following information.)  Tuition payments are only made through FACTS.  Parishioners of 
other Catholic parishes may receive a subsidy from their parish; please contact your parish church 
office for information. 

SCRIP      Program  

Reduce your tuition with Scrip credit:  An integral part of our fundraising is the SCRIP 
Program. You can purchase a vaariety of gift certificates from local grocery stores, gas stations, 
waste disposal, dry cleaning, restaurants, sports supply, building supplies, travel, retail shops and 
more. All families are encouraged to take advantage of this program. SCRIP order forms are 
available for purchase or special order in the following ways:

• Before and after each mass on the weekends, before school on Monday mornings, and in 



the school office on weekdays. Parents are notified quarterly regarding deductions.  

Hot Lunch

Otsego Schools provides our hot lunch service.  The cost is $2.40 per lunch.  Application 
forms for free or reduced lunch are available in the school office. Reduced lunch is forty cents. 
Milk is sold daily for any student for forty cents.  Prices are subject to change.  Students should 
not bring glass bottles, soft drinks or excessive amounts of candy.  Students are expected to use the 
same manners required in the classroom during lunch.  Courtesy toward other students and 
cooperation with lunch monitors are in order at all times.

Textbooks and Supplies
Tuition includes the cost of textbooks, consumables, and other student materials.  Damaged 

or lost books must be paid for by the student before a new one can be issued.  Each year before the 
start of school, classroom teachers post a supply list on their classroom web page.  These supplies 
should be purchased before the beginning of the school year. 

Child Care
Child Care is available Monday-Friday from 6:45 a.m.- 8:20 a.m., and from 3:30  p.m. - 

6:00 p.m.  Advanced notice for Child Care is requested.   Contact the school office for more 
details and registration materials.

Arrival and Departure
School hours are from 8:20 a.m. to 3:30 p.m. on full days, and 8:20 a.m. To 11:50 a.m. 

during half days. School doors will be opened for students at 8:20 a.m.  Parents are asked to bring 
their children to school and pick them up during our open hours and utilize Child Care outside of 
our normal times.  Parents who have not picked up their children during our open hours will have 
their children taken to Child Care at a cost.  Please contact the school if you will be late picking up 
your child from school. 

Absence from School
Regular attendance and punctuality are expected of all students enrolled at Saint Margaret 

Catholic Academy. Persistent absenteeism causes a genuine hardship for students. Classroom 
instruction and student interaction are vital parts of the learning process.

When a student is absent from school, a parent should call the office by 9:00 a.m. each day 
of the absence. If the office does not receive a call, a parent will be contacted. This policy is for 
the protection of Saint MargaretCatholic Academy students and is aligned with the state statutes of 
the State of Michigan.  Students should be fever free for 24 hours before returning to school.  
Students who are sent home during the school day with a fever will not be allowed to return to 
school the next day as this would not allow for the 24 hour protection of the entire school 
community. A written statement giving reasons for the absence or tardiness, must be brought to the 
student’s teacher upon the student’s return. These notes/letters will be retained in the office for one 
year. Should absence for any reason other than illness seem imperative, parents are requested to 



consult with the Principal and present a written reason for the absence. 

The school calendar provides for student time off from school throughout the school year.  
Parents are encouraged to schedule trips or family outings during these times so as to eliminate the 
need to interrupt a child’s learning process.  

Missed assignments are the student’s responsibility. Students who are absent due to illness 
have one day for each day of absence to make up the missed assignments, quizzes or tests. For 
example, a student who was absent three days would be given three school days to complete the 
missed work. When a student is absent for three or more days due to illness, a parent may call the 
school office before 9:30 a.m.to arrange for homework assignments. Homework assignments may 
be picked up at the school office between 3:00 p.m. - 3:30 p.m.. For short absences, students may 
make arrangement with classmates regarding assignments to expedite getting started on them. 
Students may also receive missed assignments from their teacher when they return to school. 
Teachers are not required to give make-up tests or assignments for absences due to 
vacations.   No assignment will be given in anticipation of the vacation.  (See also Homework 
due to vacations/planned absences.)  Arrangements for classroom tests missed because of an 
absence, are to be made with the individual teachers. These tests must be taken within a week of 
original test date.  Excessive absences (40 days or the equivalent) including tardies, can be 
cause for a student to be retained in the current grade.

Tardiness
If a student leaves and returns on the same day (eg. doctor appointment) he/she will be 

marked a half-day absent if gone for more than one hour.  A student shall be considered tardy if he 
or she arrives to class after the starting bell for either morning or afternoon classes.  Students will 
be awarded at the end of the year for exemplary attendance.  Any student with no tardies or 
absences, either excused or unexcused, for the entire school year will be awarded for Perfect 
Attendance.  Students with no more than 1 ½ absences for the entire year will be awarded 
Excellent Attendance.

CURRICULUM
The Diocesan curriculum guidelines are followed for the teaching of all secular subject 

areas. Saint Margaaret Catholic Academy offers students opportunities for learning in the subject 
areas of Theology, Math, Science, English Language Arts (includes grammar, rhetoric, reasoning, 
literature and writing) and Social Studies.  Certified teachers from ourlocalpublic school district 
come to our school to teach classes such as Art, Music, Spanish, Physical Education and 
Communication Technology.  Saint Margaret Catholic Academy teachers also incorporate art 
andmusic into regular classes.   

Theology
Students learn Catholic doctrine and traditions, study the Bible, actively engage in social 

justice activities, prepare for the reception of the Sacraments of Reconciliation, Eucharist, and 
Confirmation and participate in saying the rosary.  Attending mass together as a school community 
is an important part of our Catholic Identity, and spritual formation.  Students also attend Mass on 
Holy Days of Obligation. 



English   L  anguage Arts  
Students receive instruction in the teaching of grammar, rhetoric, reasoning, literature and 

writing.  Phonetic and comprehension skills are taught through a rigorouos program of challenging 
literature and a variety of reading materials selected by teachers and in alignment with the Office 
of Schools and Diocesan guidelines.  Listening/Speaking, Vocabulary, and Media Skills, including 
research, are also taught.  Printing and cursive writing are formally taught in grades kindergarten 
through fourth grade.

Writers Academy
Our Writers Academy provides daily opportunies for students to hone their writing and 

communication skills in all classes.  Students read for understanding and write about what they 
understand.  Critical thinking and clarity of expression is practiced many times throughout the 
school day.  Enrichcment opportunities are offered for those students who desire more challenge in 
this area.

Mathematics
Mathematics skills and content cover the six strands of mathematics throughout the 

elementary grades including number and numeration, data and statistics, fractions, geometry, pre-
algebra and algebra.  This year, our new textbook for Grades K-5, is the Progress in Mathematics 
series.  
Science

Earth, Life, and Physical  Sciences, including the Science Processes of Inquiry, Analysis, 
Reflection and Communication, are taught through hands on/minds on strategies.    

Social Studies
History, Geography, Civics and Government (including Michigan History) and Economics 

are included in the Social Studies Curriculum.

Physical Education  
The physical education program addresses the knowledge, skills, fitness, and attitudes that 

are appropriate for each grade level and which are criticl for a successful physically active lifestyle 
in elementary school and beyond.  This course is taught by an Otsego Public School certified 
teacher. 

Spanish
Spanish includes  instruction in vocabulary, grammar, communication, conversation, and 

culture.  This course is taught by an Otsego Public School certified and teacher.

Communication Technology
Students learn the knowledge and skills to do Word Processing, Data Base, Spread Sheets, 

Web Design.  And effective research. Technology is integrated with other curricular areas.  This 
course is taught by an Otsego Public School certified teacher.  



Fine Arts
All students receive instruction in music and visual arts; students in grades 6-8 have an 

opportunity to take music appreciation and band.  This course is taught by an Otsego Public 
School certified teacher.  

Homework

Formal home-study is assigned to help students become self-reliant and self-directed. 
Assignments are designed to reinforce daily lessons, to supplement and enrich class work, and to 
prepare for certain lessons through various experiences. Since each student has different 
capabilities and interests, it would be difficult to denote the specific amount of time to be spent on 
an assignment.  A general rule of thumb for homework after school would be 10-20 minutes 
multiplied by the grade of your child.  If you have a question or concern, please contact your 
child’s teacher.  Homework is not an assessment.  Homework provides practice in study skills, 
and reinforces concepts being learned.  Because it is practice, it is not considered a part of your 
child’s formal grade, however, it is considered important for advancing in knowledge and skills.  

Grades

Grading is the way in which student mastery of the curriculum is reported.  It is the policy 
of this school that, unless a special learning concern has been identified and documented, all 
students must pass summative assessments with a minimum average of C, or its equivalent.  
Students receiving less than the acceptable grade will be required to redo the summative 
assessment or complete an alternative assessment designed to demonstrate the same level of 
student proficiency as the original. Proficient is from 85% to 100%; Partially Proficient is from 
70% to 84%; Not Proficient is anything under 70%.

Students in Grades 5-8 receive letter grades as follows: 

Grading Scale

100-95 84-82 C+ 64-60 D

94-93 A-  81-78 C 59-Below NO CREDIT

92-90 B+ 77-75 C- 

89-87 B 74-70 D+  

86-85 B- 69-65 D  

Report Cards 

Report cards are sent home four times each year at the end of every marking period.  
Progress reports are sent home in the middle of each quarter.  Questions or concerns about student 
learning should be addressed to the teacher as early as possible for the benefit of the child. 



Promotion/Transition/Detention
In June, students will be promoted,  transferred to the next grade, or retained in their 

current grade.  Promotion indicates the student has demonstrated readiness for the next grade 
level.  Transfer indicates the student will be placed in the next grade level, but has minimal or 
inconsistent mastery of skills in their current level.  Retention indicates the student will be retained 
in their current grade.  In general, retention is avoided by intensive intervention strategies, which 
includes frequent communication with parents, ongoing support from the teacher, and is used only 
in extreme instances when all other options have failed to make a difference for a child.   

Academic Probation
A student whose academic performance indicates serious deficiencies may be placed on 

academic probation. Students on academic probation will be placed on a two-week improvement 
plan. At the end of the two-week period, the student’s academic progress will be assessed. 
Students whose average is below a C- will not be allowed to participate in any sport, or other 
extra-curricular activity, until the grade has improved to a C-.  

Conferences
Conferences are scheduled twice during the school year.  If a parent wishes to confer with 

a teacher at any time, please call the teacher to schedule a meeting.  A phone call or a note of 
request for an appointment will be honored as soon as possible.  

Instructional Media Center -IMC 

The school has a well-equipped library and media center. Students are encouraged to use 
the IMC for curricular enrichment and pleasure reading. The following are expectations for all 
students: 

1. Borrowed books are to be returned on time and in good condition. 

2.  A fine of one canned good per day is required for overdue books with a maximum fine 
of ten cans. (Canned goods are donated to local food banks).  Students who damage or lose 
a library book, textbook, or workbook must pay the replacement cost of the book plus 
shipping in order to receive a new copy, and this must be paid before any other materials 
may be checked out.

Transportation
The Otsego Public School District provide bus transportation to and from Saint Margaret 

Catholic Academy.  Because of safety factors, it is imperative that students observe all regulations 
regarding conduct established by the public school transportation department.  Parents who 
provide transportation to and from school are asked to park in the front circle parking lot.  Parents 
are required to wait until the dismissal bell rings before proceeding down the hallway to pick 
up their children.  Children should be accompanied by a parent at all times.    

Written authorization for a child to go home with a person other than those pre-approved, 
must be signed and received in the office prior to the child being allowed to leave with that person 
(or on a different bus, as applicable). 



Communication
Communication between school and home is critical to the success of each child. Regular 

efforts are made to communicate with parents. The principal sends an e-mail letter home on the 
first day of each week with office reminders from the secretary.  Parents should expect to see 
written communications from each child’s teacher.  Teachers’ weekly letters are posted on the 
school website.   

Student planners are provided by the school for students in grades 2-8. This valuable tool 
can serve as a means for daily communication between teachers and parents. Each teacher is 
expected to provide a class syllabus outlining the general curriculum, class expectations, grading 
outlines, and contact information.

The most effective place to resolve concerns about your child’s education is at the level 
closest to where the concern occurs.  In general, your child’s teacher should always be the first 
person with whom you communicate whenever you have a concern.  If your concerns are not 
adequately addressed by the teacher you should ask the teacher to set up an appointment for you 
and the teacher to meet together with the principal.  The principal will maintain an open door 
policy to hear the concerns of parents.  Scheduling an appointment to see the principal is always 
preferred.

Local Consultative Advisory Body (LCAB)
The LCAB is a local consultative advisory committee and is governed by the policies of 

the Office of Schools and the Dioceseof Kalamazoo.  LCAB meetings are generally held at 7:00 
pm on the fourth Tuesday of every month August – June.  Visitor comments are accepted at these 
meetings, however, the LCAB will not be expected to respond to visitor comments in open 
session.  If you have a concern or an issue for the agenda, please contact the president of the 
LCAB in wiriting stating your concern.  

TECHNOLOGY
Cell Phones

Cell phones and other electronic devices at school are strongly discouraged and cannot be 
used while the student is in school.  Students must keep the cell phones turned off during the 
school day and in their backpacks. Using a cell phone, except for an emergency, during the school 
day, during school activities (including field trips or sporting events), or at Child Care is 
prohibited. It is not the responsibility of the school staff if personal property brought to school is 
lost, stolen, or damaged.  

If a student needs a cell phone after school due to walking home from school, entering a 
house where no one is home, or attending sport practices or games, he/she should bring the cell 
phone to the office upon arrival in the morning tand put the cell phone in the off position for the 
day.  The cell phone may be picked up by the student at dismissal.  At no time during the day 
should a cell phone be in a  student’s possession.  It is the discretion of the administration whether 
or not items taken away from students will be returned to the parent(s) /guardian(s) before 
the last day of the school year.



Social Media  

Engagement in online blogs (such as, but not limited to, MySpace.com®, Xanga®, 
Friendster®, Facebook®, Twitter, etc.) during the school day, or while on school property, may 
result in disciplinary action, including suspension, and or expulsion.  Photos, captions, email, or 
use of any technology including wearable technology such as an iwatch, or use of any other means 
of electronic comunication that depict the school,  faculty, members of the school, or parish 
community in a defamatory way may result in disciplinary action, including suspension and or 
expulsion. 
Cyber Bullying

Saint Margaret Catholic Academy works diligently to provide a safe environment for all 
individuals.  A child who feels threatened from a written or other kind of communication, from 
home, school, or other location, has lost the feeling of security we want to promote. Verbal or 
written threats, including mean teasing and negative comments, against the physical or emotional 
well-being of any individual, are taken very seriously. Students making such threats (seriously or 
in jest) face detention, suspension, and/or expulsion. 

Technology Use Policy**
Saint Margaret Catholic Academy students have the opportunity to use computers as part 

of their learning experience. Parents and students new to SMCA must sign the Technology 
Acceptable Use Agreement.  This form may be found at the end of this Handbook. The 
Technology Agreement form is then filed in the school office for the duration of the student's 
enrollment at SMCA. 

Asbestos: 
Our school has been inspected for asbestos. At this time all material has been brought up to 

code. Upon request of the school administrator, this report will be made available for your review. 
The asbestos binder is kept in the custodian’s office.  Each year, our maintenance and custodial 
personnel receive asbestos training. 

Immunizations
All students entering Saint Margaret Catholic Academy for the first time must be 

immunized in accordance with state law. Immunization records must be on file in the school office 
before a child may start school. Students entering seventh grade must have the appropriate 
immunizations by the start of the school year (new).  Parents who choose to waive immunizing 
their child must sign the state-mandated waiver form from the Allegan County Health Department. 
Students who attend SMCA under the waiver, will not be allowed to attend school when outbreaks 
of non-immunized disease occur.  The school notifies the parents in these cases.

Medication
State law prohibits the administering of medication, including aspirin or any other over 

the counter (OTC) medication to any student without written permission from the doctor, 
although the school may give emergency first aid. In the event of an emergency, the school will 
attempt to notify the parent immediately. For this reason, it is imperative that the school have 
current phone numbers where a parent may be reached. Parents must supply all medications along 
with written doctor permission {even for Over-the-Counter (OTC) medications for their 



children.} Cough drops are included in this prohibition.)  All emergency and medical forms must 
be completely filled out by a parent. All medications and over-the-counter medications must be 
brought to the school office by a parent. The school must be notified if any child suffers from 
epilepsy, asthma, allergies, or other conditions which might cause fainting or other emergencies, 
so that proper procedures might be followed with the least possible trauma for the child. 

Allergy Policy  
Saint Margaret Catholic academy recognizes that an allergy is an important condition 

affecting many school children and positively welcomes all pupils with allergies. This school 
encourages children with allergies to achieve their potential in all aspects of school life by having 
a clear policy that is understood by school staff and pupils. All teachers and new staff are made 
aware of the policy. 
Allergies

In order to minimize the incidence of life-threatening allergic reactions, SMCA provides 
training and education for staff at the beginning of each year. In conjunction with the student’s 
parent/guardian and primary care provider and/or allergist, the school will maintain an Emergency 
Action Plan for any student identified with a potentially life-threatening allergy and will include 
(but not be limited to):

·      A description/definition of severe allergies and a discussion of the most common food, 
medication, latex and stinging insect allergies. 

·      The signs and symptoms of anaphylaxis. 

·      The correct use of an epinephrine auto-injector (EpiPen). 

·      Specific steps to follow in the event of an emergency. 

·      Activating Emergency Medical Response - Dial 911. 

·      Location of emergency EpiPen(s.) (school office)
Asthma Medication

Immediate access to reliever inhalers is vital. Children are encouraged to carry their 
reliever inhaler, when necessary and with a written doctor approval form.  Parents are asked to 
ensure that the school is provided with a labeled spare reliever inhaler.  All inhalers must be 
labeled by the parent with the child's name.  

Record Keeping
At the beginning of each school year, or when a child enrolls at SMCA, parents are asked 

to submit a child’s medical record.  From this information the school keeps its asthma register 
which is available for all school staff.  If medication changes in between times, parents are 
required to inform the school.

The school does all that it can to ensure the school environment is favorable to children 
with asthma or allergies. As far as possible, the school does not use chemicals in science and art 
lessons that are potential triggers for children with asthma. 



Drugs, Illicit
The unlawful possession, use, or distribution of tobacco, illicit drugs, and alcohol on 

school premises or at any of its activities is absolutely prohibited. Attending school or school 
functions under the influence of illicit drugs and/or alcohol is strictly forbidden. Pretending to use 
an object as if it were an  illegal drug could also result in suspension and/or expulsion. Students 
who violate these standards of conduct will be promptly disciplined which may include any or all 
of the following:

*mandatory conference w/ student, parents, teacher, principal
*suspension from school
*referral to law enforcement agencies for prosecution
*permanent expulsion from school and other administrative action as deemed necessary.

Weapons
Our private school prohibits the carrying of a weapon, with or without a permit, on our 

school property.  Possession of guns and other weapons on school property is absolutley 
prohibited.   Pretending to use an object as if it were a weapon could result in suspension and/or 
expulsion. Authorities will be notified if a person is observed carrying a weapon on private school 
property.
 
Child Abuse

Saint Margaret Catholic Academy abides by the Child Abuse laws of the State of 
Michigan. The law mandates that all cases of suspected abuse and/or neglect be reported to Child 
Protective Services.  Staff is not required to notify parents/guardians prior to a report to Child 
Protective Services.

Non-Custodial Parent/Buck;ey Amendment 
Saint Margaret Catholic Academy abides by the provisions of the Buckley Amendment 

with respect to the rights of non-custodial parents. In the absence of a court order to the contrary, 
the school will provide the non-custodial parent access to the academic records and to other 
school-related information regarding the student. If there is a court order specifying that there is to 
be no information given to the non-custodial parent, it is the responsibility of the custodial parent 
to provide the school with an official copy of the court order.

Behavior Expectations   and Discipline Philosophy  
We are the children of God and as such, all members of our school family are expected to 

maintain standards of conduct which reflect Christian principles and virtues which follow the 
teachings of the Catholic Church.  All discipline is action focused on helping students to make 
positive choices for themselves and for the well-being of every person in our school community. 
We are different because we live, work and go to school as part of God's family.  We are the 
children of God! Our Behavior Rubric, included in this handbook, uses Disciples of Christ,  
Virtues in Education to teach children that a happy life is a virtuous life.  Students are expected to 
adhere to the classroom expectations and procedures set up by the teacher.  Any behavior of a 
child which interferes with the teaching-learning process will be addressed. 



The school makes use of a behavior rubric to provide a more consistent discipline policy within 
the school.  A copy of the rubric is included with this document.  Consequences depend on the 
severity of the offense.  All inappropriate behavior infractions are monitored and recorded for the 
school year by the homeroom teacher, regardless of who witnesses the behavior.  These records do 
not become a part of the child’s permanent record.  

Suspension
Students who are given an in-school suspension will be required to report to school each 

day and work with a substitute teacher paid for ($65.00) by the suspended student’s parents.  
Students who receive an out-of-school suspension will not be allowed on campus during the time 
of their suspension.  Students must complete all class work and tests from the days of suspension. 
Failing grades will be recorded for this work. 

Expulsion 
Expulsion is an extremely serious matter.  Students who pose a threat to themselves or to 

others may be expelled from school.  Students who have been expelled will not be allowed to 
return to the school without prior permission from the Principal.  

In-School Suspension (ISS) Payment Guidelines
 Parents whose children are in ISS will be billed $65.00 for the cost of a sub to monitor their 
child for the day.

SAINT MARGARET CATHOLIC ACADEMY BEHAVIOR RUBRIC

1st Occurrence 2nd Occurrence 3rd Occurrence Subsequent 
Occurrences

TYPE A 
VIOLATIONS

Verbal 
reminder

Verbal 
reminder
Conduct 
Communicatio
n

Verbal 
reminder
Conduct 
Communicatio
n

Verbal reminder
Conduct 
Communication
Student calls 
parent/Detention

1.  Aggressive Behavior:  Eye Rolling, Horseplay, Intimidating Stare, Leering, Gossiping, Mean 
or rude gestures
2.  Gum:  Chewing gum is not allowed on school property.
3.  Excessive Talking:  Students are expected to speak at only appropriate times.
4.  Public display of affection:  Inappropriate displays of affection during the school day and at 
school events are not permitted.
5.  Electronic Devices:  The use of electronic devices (ipods, games, pagers, and phones) are 
disruptive to the educational
     process.  These items may not be used during school hours. If electronic devices are found at 
school, they will be taken and
     held by the principal for two weeks. 
6. Possession of  potentially dangerous objects:  Potentially dangerous objects include, but are 



not limited to
    squirt guns, bean shooters, wallet chains, laser pointers, yo-yo's, rubber bands, snowballs.
7.  Inappropriate Behavior:  Students are expected to treat supervisors, other children, and 
equipment with respect.
8.  Homework Inconsistency:  Students are expected to complete and return homework as 
assigned.

TYPE B 
VIOLATIONS

Verbal 
Reminder
Conduct 
Communicatio
n

Conduct 
Communic
Student calls 
parent
1 detention

Conduct 
Communic
Student calls 
parent
2 days 
detention

Conduct 
Communication
1 day ISS
Parent Conference

1.  Aggressive Behavior:  Spreading nasty rumors, name-calling, mean teasing,taunting, 
ridiculing, humiliating.
2.  Disrespect:  Speaking to any member of the school community in a discourteous or insulting 
manner will not be tolerated.
3.  Disruptive /Disorderly Behavior:  A willful act or behavior that jeopardizes or destroys the 
educational
     atmosphere will be considered disruptive behavior.  
4.  Failure to Follow Directions:  Willful failure to respond to, or carry out a reasonable request 
by a staff
     member, or other person in authority, including bus drivers, custodians, playground 
supervisors, lunchroom
     personnel, or any other school personnel, shall be considered a failure to follow directions.  
5.  Inappropriate Language:  Obscene, lewd, vulgar, abusive, profane language:  Profanity 
and inappropriate language will not be tolerated. 
6.  Forgery/ False Representation:  The act of fraudulently using, orally or in writing, the name 
of another
     person, or falsifying times, dates, grades, addresses or other data such as excuses, detentions, 
and or
     teacher's forms which request parent signatures shall constitute forgery or false 
representation.   
7.  Academic Cheating:  The act of cheating in connection with school work is detrimental to 
the educational process and one's
     character. All students involved will be held accountable for their actions. Individual teachers 
mayalso apply their own
     penalties for cheating. 

TYPE C 
VIOLATIONS

Conduct 
Communicatio
n
2 days 

Conduct 
Communic
2 days ISS
Parent 

Conduct 
Communic
1-3 days OSS
Parent 

Conduct 
Communication
3-5 days OSS
Parent conference



detention conference conference
1.  Aggressive Behavior:  Threatening, stealing, graffiti and damaging property, sexual, racial, 
cultural
     harassment. stalking, intimidation, extortion, pushing, shoving, hitting, punching, kicking  
2.  Use of, or purported use of, dangerous objects:  Potentially dangerous objects include, but 
are not limited
     to, squirt guns,bean shooters, wallet chains laser pointers, yo-yo's, glass containers, rubber 
bands and
     snowballs.  Purported use includes the of illegal, abusive or performance-enhancing 
substances
3.  Lying:  Any false statement by a student to a teacher or supervisor.
4. Indecency/Obscenity:  Offensive acts which include immoral conduct against commonly 
recognized
    standards of propriety, or good taste, as interpreted by the administration and teaching 
staff;vulgarity in verbal
    or written form, pictures, gestures, caricatures,or suggestive/ inappropriate clothing during any 
activity shall be
    deemed inappropriate.  Offensive acts which include immoral conduct against commonly 
recognized
    standards of propriety or good taste, as interpreted by the administration and teaching 
staff;vulgarity in verbal
    or written form, pictures, gestures,caricatures,or suggestive/inappropriate clothing during any 
activity shall be
    deemed inappropriate.
5. Sexual Harassment:  Includes unwelcome sexual advances or any form of improper physical 
contact or
    sexual remark,written or oral.  In case of disputes involving sexual context, students will be 
asked to report the
    incident in writing and a conference will be called with the students, teachers, and parents
6. Vandalism:  The acts of willful destruction of school property and property belonging to 
others and defacing
    school property such as lockers, desks, books, etc. are prohibited.
7. Misuse of Computers:  The following are unacceptable uses of school computers: 
    a. To violate  school, local, state, or federal laws
    b. To vandalize, damage or disable, the property of another individual or organization
    c. To transmit to others profane, defaming, harassing, or offensive language or material.
    d. To intentionally access, upload, download, or distribute pornographic, obscene or sexually 
explicit material.
    e. To intentionally access another individual's or organization's materials, information, or files 
without
        permission.
    f. To violate, copyright or otherwise use the property of another individual or organization 



without permission.
    g. Any attempt to access improper and/or inappropriate information, to which the user does 
not have the right
        to access, including email and chat rooms.

TYPE D 
VIOLATIONS

Conduct 
Communica
2-5 days OSS
Parent 
conference

Recommendation for Expulsion
St. Margaret's upholds all local, state, and federal laws and 
will contact the proper authorities for type D behavior 
violations.  

1. Alcohol, Tobacco, and Other Substances:  The manufacture, distribution, or intent to 
distribute sale possession, use, or
    being under the influence of the following substances is prohibited:
    a. alcohol or any alcoholic beverage. 
    b. Tobacco or tobacco products in any form
    c. Illegal drugs
    d.Any chemical substance intended  for inhalation
    e. Any prescription or non-prescrition drug, medicine, vitamin or othr chemical not taken in 
accordance with the school's
        authorized use of medication procedures 
    f. drug paraphernalia
2. Bomb Threats, False Fire Alarms, False 911 Calls:  Causing in act, or in written form, a 
false fire alarm, bomb threat , or
    emergency 911 calls is strictly prohibited.  
3. Extortion/Blackmail/Coercion:  Obtaining money, property, or services by violence or threat 
of violence or forcing someone
    to do something against his/her will by force or threat of force, is prohibited.
4. Physical Assault:  The intentional deliberate act of maliciously attacking a student on school 
property, or going to or from
    school including any activity under school sponsorship will not be tolerated.
5. Striking or Threatening School Personnel:  Intimidating school personnel or interfering 
with administrators or teachers by
    force, violence or threat of violence is prohibited.
6. Weapons:  Dangerous weapons include, but are not limited to, firearms, knives, metal bars, 
brass knuckles or martial arts
    devices. If a student possesses or uses a dangerous weapon, or commits arson on school 
property, or any school sponsored
    activity it will be grounds for expulsion. Toy weapons are included in this prohibition. 
(Diocesan  policy #5131.9)
7. Destruction of Computers:  Destruction of computers includes, but is not limited to, 
introduction of a virus, or physical
    destruction of school computers.
8. Lighters/Combustibles:  The act of possessing, using, or transferring items such as 



fireworks, firecrackers, smoke bombs,
    stink bombs, matches, lighters, etc. on school property or at any school-sponsored activity is 
prohibite

Cafeteria Expectations: 

• Show respect to all; follow directions of all supervisors. 

• Use an indoor voice; practice good table manners and avoid disturbing others.

• Welcome anyone who would like to sit next to you.  

• When you need something, please raise your hand and ask for assistance.  Permission must 
be given to be out of your seat. 

• Stay in the cafeteria unless you have been given permission to leave.  
• Walk at all times in the building, including the cafeteria.. 
• Lights out means complete silence and then listen carefully to directions. 
• Remain in your seat until your table is dismissed; clean up and then walk out quietly  

Playground Expectations:  

• Stay within the outdoor boundaries which include the school on the east, the grass field on 
the north, the area of the soccer field on the west, and the Parish grass on the south. 

• Respect everyone; share the space and the playground equipment.
• Students must ask a supervisor for permission to leave the playground.  
• No food, drink, gum or candy is allowed outside at recess. 
• Activities which could cause injury are not allowed. This includes, but is not limited to,

    throwing rocks, stones, and snowballs. The playground supervisors have the authority to 
stop any activity deemed unsafe or inappropriate, such as rough games of tackle football 

Harassment
Harassment (bullying) of any type is not tolerated. The Principal investigates all 

complaints of harassment. Students involved in harassing behavior face detention, suspension, 
and/or expulsion.

Saint Margaret Catholic Academy attempts to provide a safe environment for all 
individuals. Verbal or written threats made against the physical or emotional well-being of any 
individual are taken very seriously. Students making such threats (seriously or in jest) either 
verbally or in written communication, face detention, suspension, and/or expulsion.  It is the 
policy of Saint  Margaret Catholic Academy that mean name-calling, or the use of profane 
language directed towards a student or staff member, constitutes harassment, regardless of the 
context.  



Extra-Curricular Activities
Parents are responsible for transportation to/from these activities. During on-site activities, 

students will not be allowed to leave the school grounds. Siblings of athletes are not allowed to 
attend the practices, nor are they allowed to play outside without adult supervision. As a rule, 
siblings are never to be left unattended or unsupervised at any time while in or around the school 
building.

Field Trips
Occassionally, students may have an oportunity go on a class field trip.  The school bus 

may be used for field trips. All students must have a signed permission slip before they are 
allowed to go on field trips.  Students who fail to provide written permission slips for field trips 
will not be allowed to participate. 

Parent volunteers who wish to chaperone or accompany students on field trips, need to 
attend a Virtus training session for Protecting God’s Children before volunteering.  These sessions 
are held frequently at different locations throughout the Diocese.  Please check the Dioesan 
websidte for dates and locations.  Parents also need to complete an authorization form allowing 
the school administrator to do a criminal record check, which is also required before any parent 
can chaperone or accompany students on field trips.  Please call the school office if you need an 
authorization form.   

Field trips are a privilege and not a right!  If a student is serving a consequence for 
inappropriate behavior, we reserve the right to not allow them to attend a field trip.

 1.    Field trips are designed to correlate with teaching units and to achieve curricular goals.

2.    Field trips are re-evaluated each year to determine compatibility with curricular  goals..

3.    There are no “traditional” field trips.  Class participation in a particular field trip over 
consecutive years does not mean that this trip has become a school tradition.

5.    All grades do not always have the same number of field trips.

6.    Field trips are permissible for all grades when advanced planning, location, and the 
experience insure a successful learning opportunity.

7.    Individual teachers, in consultation with the Administration, reserve the right to restrict or 
deny student participation on any field trip due to, but not limited to, poor academic performance 
and/or poor conduct.

8.    A written official permission slip, signed by the parent, is required before a child will be 
permitted to attend a field trip activity.   A fax does not take the place of an original signature.

9. Parents may refuse to permit their child from participating in a field trip by stating so on the 
proper form.  Students who do not attend a field trip will remain at home with the parent and will 
be marked absent for the day.

10.  Students who are participating in the field trip must be transported according to the field trip 
form directions.  Students may not participate in the field trip if not being transported according to 
the transportation arrangements determined by the teacher and approved by the administrator, and 
the student will be counted as absent for the day.

11. Cell phones are not allowed on field trips unless otherwise directed by teacher/administrator.



12. Parents who are not “official” chaperones may not drive their car to a field trip destination 
with the plan of accompanying the class on the field trip.  Our risk management insurance 
company insures the “official” chaperones and participation by unofficial chaperones jeopardizes 
the protection for our students and all other “official” adults on the trip.

13. Parents who chaperone a field trip may not bring pre-school or school-age siblings on the field 
trip.

UNIFORMS
A Christian environment is essential to provide each student with the best education 

possible. An important aspect of this learning environment is the physical appearance of all 
students. The uniform for Saint Margaret Catholic Academy can be purchased through 
www.frenchtoast.com.  

Uniforms:
Website:        www.frenchtoast.com
School Code: QS5PHSH               1-800-636-3104

BOYS:
Light blue oxford shirt w/button-down collar, short or long-sleeve shirt and navy pants

OPTIONS:
Red pique polo shirt with button placket and collar, short or long-sleeve

Navy v-neck vest, or red v-neck, front-buttoned down, long-sleeve sweater

Boys’ plaid uniform tie.  Navy shorts as a warm weather option in Aug/Sept & May/June.

GIRLS:
White, short or long sleeve blouse w/round or pointed collar, and one of the following: Navy pant, 
navy scooter skirt, or plaid skooter skirt

OPTIONS:
Red pique polo shirt with button placket and collar, short or long-sleeve

Navy v-neck vest, or red crew neck, front-buttoned down, long-sleeve sweater

Girls’ plaid uniform tie.  Navy shorts as a warm weather option in Aug/Sept. & May/June

Socks must be worn at all times  !   Socks and tights must be solid colors only. Sandals, clogs and 
crocs, any kind of slip-on shoe or sling back, fashion boots, or high heels higher than one inch, 
are allowed. You must have tennis shoes for gym class; middle school students are required to 
wear gym clothes for physical education classes.  Belts of solid colors in black are encouraged. 

Coats, fleece jackets, hats, sunglasses, or other outerwear     may not be worn in school. 
Hairstyles should not be distracting: no unnatural coloring or shaving such as Mohawks. 

No makeup or dangling earrings on either boys or girls.  Additionally, nail polish and false nails 
are prohibited.

All clothing should fit well, not too tight or baggy. Shirts must be tucked in at all times. 
Collars must be worn and visible when wearing sweaters and vests. 

http://www.frenchtoast.com/
http://www.frenchtoast.com/


We want to be proud of how our students look in their uniforms.  The Principal has the 
final word in deciding if a student is not within the uniform guidelines.   

Periodically, students have a free day from the dress code on Casual Days.  The purpose of 
this day is to raise money for our sister parish in Haiti. We call this day, “Feed Our Friends Day.” 
It’s a pay-to-wear casual clothes day. These usually fall on the last Friday of the month. Watch the 
notes from the office for changes in these uniform holidays, or to see if we set a special theme in 
place.

ALL UNIFORM REGULATIONS AND GUIDELINES ARE SUBJECT TO THE DISCRETION   
OF THE PRINCIPAL AND ASSISTANT PRINCIPAL.

Bloodborne Pathogens

Our staff as been trained in proper handling and disposal of bodily fluids. Staff members 
have access to kits that contain latex-free gloves and other materials that enable them to help in a 
medical emergency without endangering themselves or others.  Saint Margaret Catholic Academy 
complies with all Federal Occupational Safety and Health Administration (OSHA) standards.  Our 
Bloodborne Pathogen Plan is posted in the teachers' lounge. 

Meningococcal vaccine notice.  Protect your child from serious diseases.

Preteens and adolescents need vaccines to protect them from serious illnesses. 
Immunizations are an important step to maintain your child’s health. Meningococcal disease 
(meningitis) is a serious illness caused by bacteria which infect the blood or tissues around the 
brain and spinal cord. This germ can be spread from person to person by close contact. Common 
symptoms include a fever, rash, headache or stiff neck. It can lead to brain damage, disability and 
death. 

Meningococcal vaccine (MCV4) can protect children and adolescents from this disease. Ask your 
child’s health care provider if he/she needs meningococcal vaccine. To obtain meningococcal 
vaccine and other immunizations for your child, and for more information about meningococcal 
vaccine or other immunizations, please see your child’s health care provider or your local health 
department. Information is also available at Centers for Disease Control and Prevention (CDC) 
website: www.cdc.gov/nip

In compliance with the law, seventh graders need the following shots if they have not already 
received them before school starts: 

• 1 dose of meningococcal vaccine (MCV4) 

• 1 dose of tetanus, diphtheria and pertussis vaccine (Tdap) 

• 3 doses of hepatitis B vaccine (hep B) 

• 2 doses of measles mumps and rubella vaccine (MMR) 

• 2 doses of chickenpox vaccine (var), if they did not have the disease 

• At least 3 doses of polio vaccine (IPV or OPV) 



Some children & teens may need hepatitis A and flu vaccine 

The Michigan Department of Education, in cooperation with the Michigan Department of 
Community Health, is required by law (2005 PA 240, MCL 380.1177a) to develop and make 

available to schools information on Meningococcal Meningitis. 

Pesticide Use

As a part of Saint margaret Catholic Academy;s pest management program, pesticides are 
occasionally applied. Parents have a right to be informed of any pesticide application made to the 
school ground or buildings. In certain cases, pesticides may be applied without prior notice, but 
parents will be provided notice if it is the parent’s desire. If notification of pesticide application is 
needed, parents are to submit their request in writing expressing the desire to be notified of 
pesticide treatment inside the building, or on outside grounds, or both.  Pesticides are only 
administered by trained professionals.  We retain Rose Pest Management for monitoring and 
treatment of pests.

Emergency Procedures
Fire, tornado and emergency drills are conducted in compliance with State and Diocesan 

guidelines.  In the course of the year we conduct 5 fire, 2 tornado, and 3 lockdown drills. 
Documentation of completed drills are posted on our website within thirty days after completion. 
A list of scheduled drills is sent to the county emergency mangagement coordinator at the 
beginning of each year.  Our cardiac emergency response plan mandates the use and regular 
maintenance of an automated external defibrillator, which is available in the main hallway. 

Fire Drill Procedures
1. Rise in silence when the alarm sounds; 
2. Walk to the assigned place briskly, in single file at all times, and in silence; 
3. Stand in a column of two’s, facing away from the building; 
4. Return to building when signal is given. 

Tornado Drill Procedures
1. Rise in silence when the alarm sounds; 
2. Walk briskly to the assigned place in single file; 
3. Sit, face wall, and put hands over head; 
4. Return to classroom when signal is given. 
 
Emergency Drills and Lockdown Procedures
 Saint Margaret Catholic Academy has an emergency plan in place which is reviewed 
annually with all staff at the beginning of each school year.   The front office maintains 
communications with Emergency Service Personnel in the event of a lockdown or any other 
emergency.



Locked Door Policy
To insure your child’s safety, everyone needs to enter the school through the main entrance 

of the building. All doors are locked during the school day, however doors can be used to exit the 
building. All students are instructed never to open doors during the regular school day. Please do 
not come to these doors and ask the students to open them. This policy enhances building safety 
and security. When you visit the building, always sign in and out in the school office.
Emergency Notifications,      Inclement Weather, School Closings  

Saint Margaret Catholic Academy subscribes to the Honeywell Alert System.  Parents are 
asked to complete contact information at the beginning of each school year to be sure we have 
correct information in case of emergency.  If this information changes, it is critical that you notify 
the school office.  In the event of school closings, last minute announcements, or other 
emergencies, the administration will send out a notice via this system.

Saint Margaret Catholic Academy will follow Otsego Public Schools in determining inclement 
weather closings and delays.  In addition to sending out a Honeywell Alert, the school will make 
every effort to post closings on local stations Channel 3, Channel 8, and Channel 13. 

School Calendar
The school calendar will follow Otsego Public Schools (OPS) as much as possible for days 

off.  However, this is not always possible.  OPS operates on a trimester schedule, while Saint 
Margaret Catholic Academy is on quarters.  Additionally, OPS has delayed start of school on 
certaian professisonal development days and the Otsego bus schedule may be affected.  Please 
contact the OPS transportation department for more details if your child rides the OPS bus.

 Office Telephone
Permission to use the telephone must be obtained from the school secretary. Students must 

submit a note from their teacher. The office phone is a business phone and students are permitted 
to use it only in case of an emergency.  Forgotten homework, athletic equipment, etc. do not 
constitute emergencies.  Arrangements for after-school visits with friends should be made at 
home.

Lost and Found  
Any items found should be given to the school receptionist to be placed in the Lost and Found.  
Items placed in the Lost and Found remain there for ten days.  After ten days, items are donated.

Visitors  
School visitors (volunteers, parents, etc.) must enter the school through the main office 

front door.  For safety and security reasons, each person is required to sign in at the office when 
he/she enters the building for any reason.  Visitors and/or volunteers are to sign out at the time of 
departure.  Parents who volunteer to work lunch/recess or who volunteer in another capacity in the 
school may not drop in to a classroom to see their child during the day.  This is an interruption to 
the teacher and to the educational process.  



Photo/Video Release**
Saint Margaret Catholic Academy has the occasional opportunity to have student pictures 

in newspapers, on the web, or in other local publications.  A separate Photo/Video Release Form 
must be signed by a parent/guardian giving approval before your child’s photo can be used in 
school publications.  This form must be completed, signed and returned to the school office at the 
beginning of each school year. 

Parents as Partners
The faculty and staff at Saint Margarret Catholic Academy, consider it a privilege to work 

with parents in the education of their children because we believe parents are the first and primary 
educators of their children.  Therefore, it is your right and your duty to become the primary role 
models for the development of your child’s life---spiritually, academically, physically, emotionally, 
and psychologically. Your choice of Saint Margaret Catholic Academy involves a commitment, 
and exhibits a concern for helping your child to recognize God as the greatest good in his/her life.

We ask parents to set rules, times, and limits so that your child:

·     Gets to bed early on school nights;

·     Arrives at school on time and is picked up on time at the end of the day;

·     Is dressed according to the unifrom policy;

·     Completes assignments on time; 

·     Has a nutritional lunch every day.

We also ask that parents...

• Attend Mass when possible and teach the Catholic faith by word and example;

• Support the religious and educational goals of the school;

• Actively participate in Parent-Teacher Conferences

• Notify the school with a written note when the student will be absent or tardy

• Notify the school office of any changes of address or important contact information

• Meet all financial obligations to the school

• Inform the school of any situation regarding the student’s well-being, safety, and health

• Complete and return to school promptly any requested information

• Read school notes and newsletters and to show interest in the student’s total education

• Support and cooperate with the discipline policy of the school

• Use respect and courtesy in discussing student problems

• Remit any fee for damaged books or school property due to carelessness or neglect on the 
part of the student.



 Good example is the strongest teacher.  Your personal relationship with God, with each 
other, and with the Church community will affect the way your child relates to God and 
others.  Ideals taught in school are not well-rooted in the child unless these are nurtured by the 
example of good Catholic/Christian morality and by an honest personal relationship with God in 
your family life.

Once you have chosen to enter into a partnership with us at Saint Margaret Catholic 
Academy, we trust you will be loyal to this commitment.  During these formative years, preschool 
through eighth grade, your child needs constant support from both parents and faculty in order to 
develop his/her moral, intellectual, social, cultural, and physical endowment.  Neither parents nor 
teachers can afford to doubt the sincerity of the efforts of their educational partner in the quest of 
challenging while nourishing the student to reach his/her potential.  It is vital that both parents and 
teachers remember that allowing oneself to be caught between the student and the other partner 
will never have positive results.  To divide authority between school and home or within the 
home will only teach disrespect of all authority.  If there is an incident at school, you as parents 
must make investigation of the complete story your first step.  Evidence of mutual respect between 
parents and teachers will model good mature behavior and relationships.  Talking negatively about 
a child’s teacher at home will only create an attitude of distrust toward the teacher, the school, and 
the parent.

Students are naturally eager to grow and learn.  However, sometimes in the process of 
maturation, new interests may cause them to lose focus.  As this natural process occurs, the 
student needs both understanding and discipline.  At times, your child may perceive discipline as 
restrictive.  However, it is boundaries and limits which provide a young person with both guidance 
and security.  

It is essential that a child take responsibility for grades he/she has earned and be 
accountable for homework, long-term assignments, major tests, service projects, and all other 
assignments.  Parents are encouraged to let their child experience a logical consequence for an 
inappropriate action or behavior.  This responsibility also extends to times of absence.  We use the 
Disciples of Christ, Virtues in Education Program to help guide students in learning to live a 
virtuous life.  We encourage parents to use the Parent Guide which accompanies the program 
materials.  

Together, let us begin this year with a commitment to partnership as we support one 
another in helping your child to become the best person he/she is capable of becoming.

 

School’s Right to Amend
Saint Margaret Catholic Academy reserves the right to amend this Handbook. 

Parents will be notified of any amendments.  



Parent Signature Page
Acknowledgement

 

I have read and reviewed the 2015/2016 Parent/Student Handbook with my children.

We agree to follow the school policies and procedures as stated.

 

 Family Name___________________________________
 

 

_________________________________     ____________________

Parent signature_____________________________Date_____________________

Student signature____________________________Date_____________________

 

Student signature____________________________Date_____________________

Student signature____________________________Date_____________________

Student signature____________________________Date_____________________

Student signature____________________________Date____________

Student signature____________________________Date_____________________

*Parents and enrolled students must sign.

 SIGNED FORM must be returned to school at the beginning of the school year.
 Thank you.



TECHNOLOGY ACCEPTABLE USE AGREEMENT 

(please detach and return signed form to school )

Adapted from NCEA’s From the Chalkboard to the Chat room. 

As a user of technology, including the computers at school, I agree to follow the rules and code of ethics in all of my 
work and communication, while attending Saint Margaret Catholic Academy:  

1. I recognize that all computer users have the same right to use the equipment; therefore, I will not use the computer 
resources for non-academic purposes. I will not waste or take supplies such as paper, printer cartridges, discs and/or 
USB drives that are provided by the school, or that belong to another person. When I am in the computer lab, I will 
talk quietly and work in ways that will not disturb other users. I will keep my computer work area clean and will not 
eat or drink in the computer lab. 

2. I recognize that software and other technology is protected by copyright laws; therefore, I will not make 
unauthorized copies of software, or any other technology that is not permissable, and I will not give, lend, or sell 
copies to others. I understand that I will not be allowed to bring software applications, games, CD-ROMs, or DVDs 
from home to be used on school equipment without proof of licensure and prior approval of appropriate school 
personnel. 

3. I recognize that the work of all users is valuable; therefore, I will protect the privacy of others by not using their 
passwords; I will not copy, change, read, or use files from another user without prior permission from that user, and 
the appropriate personnel.  I will not attempt to gain unauthorized access to system programs for computer equipment; 
I will not violate any school rules on computer systems, cell phones, ipads, iwatch, or while using other kinds of  
technology either at home, or at school, or other locations, to disturb or harass other members of our school and  
parish community.

I will honor my school’s procedures for the storage of information. I realize that after prior notice has been given to 
me, files may be deleted from the system to protect the integrity of the network or because of space limitations on the 
computer’s hard drive. 

4.  The use of the internet must be in support of education and research consistent with the educational objectives of 
the school.  Students using network or computing resources must comply with the appropriate rules for that network 
or resource. 

    5.  As a user of a network, I will not use bulletin boards or chat lines for personal use. In addition, I will not reveal my 
personal information, home address, or personal phone number or those of students, teachers, or other staff members. 
Transmission of any material in violation of any U.S. or state regulation is prohibited. This includes, but is not limited 
to: copyrighted material, threatening or obscene material, or material protected by trade secret. The use of school 
computers and networking resources for commercial activities is not permitted. Their use for product advertisement or 
political lobbying is also prohibited. 

    6.  The student is responsible for not pursuing material that could be considered offensive.  A student, may at no time, 
access Facebook, or any other social media site while on school property. 

7.  The use of the computer is a privilege, not a right, and inappropriate use will result in the cancellation of these 
privileges. Vandalism or intentional modification of system settings will result in cancellation of privileges and/or 
school disciplinary action. The school reserves the right to seek financial restitution for any damage caused by a 
student or other user. The system administrators will deem what is inappropriate use, and their decision is final. The 
administration, faculty, and staff of the school may request that the system administrator deny, revoke, or suspend 
specific user privileges. Violations of the rules and code of ethics described above will be dealt with seriously.

PARENT/GUARDIAN SIGNATURE and DATE__________________________________                  

    SIGNATURE OF CHILDREN:

_______________________________________ _____________________________________

_______________________________________                 _____________________________________



PHOTO-VIDEO RELEASE  
 

 

To whom it may concern:

 

I hereby give permission for my son/daughter ________________________ to be 
photographed or videotaped at St. Margaret School.  I realize that the photo may be published in 
the newspaper, a magazine, the school website, or other publication.  The video may be used for 
informational or educational purposes regarding the programs or curriculum at St. Margaret 
 Catholic School.

 

Signed:_______________________________________________

 

Date:_________________________________________________

 

 

Please return to school office at the beginning of the school year.
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Mission Statement 

 
         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:  Parents/Guardians  
FROM:   Jan Hall, Principal 
RE:  Policy Regarding Michigan School Tax Code  
  --Addendum to Parent Student Handbook, 2015-2016  
 
(Please insert this page in the Parent/Student Handbook for 2015-2016.) 
 
 
 
 
 
 
POLICY REGARDING MICHIGAN SCHOOL TAX CODE 
 
Saint&Margaret&Catholic&Academy&follows&the&Michigan&School&Tax&Code&when&purchasing&items&&
for&resale. 
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Mission Statement 
 

         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 
MEMORANDUM 
 
TO:  Faculty  
FROM:   Jan Hall, Principal 
RE:  GRADING SCALE, Addendum to Faculty Handbook, 2015-2016  
 
(Please insert in Faculty Handbook 2015-2016. 
 
 
 
GRADING SCALE 
 
A  94-100 
A-  90-93 
B+  87-89 
B  83-86 
B-  80-82 
C+  77-79 
C  73-76 
C-  70-72 
NC     below 70 (no credit) 
 

 Saint Margaret Catholic Academy 
   Seven Hundred Thirty-Six Farmer Street   

                                   Otsego, Michigan 49078-1432 
                                                             269-694-2951 
                                           Fax:  269-694-4520  
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M     
!



!

!

 
 
 
 
 
 
 
 

 
 

 
 
 

Mission Statement 
 

         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:   Faculty  
FROM:   Jan Hall, Principal 
RE:  Harassment Policy, Addendum to Faculty Handbook, 2015-2016  
 
(Please insert these pages into the Faculty Handbook 2015-2016, following the “Drug Use Policy.” 
 
 
POLICY #4166.4-P SUBJECT: HUMAN DIGNITY - AVOIDANCE OF HARASSMENT  

 
Underlining our basic Catholic social teaching is respect for life. Life is a gift from God and is the  

 clearest reflection of God among us since we are created in God’s image and likeness. “Each person possesses  
 a basic dignity that comes from God, not from any human quality or accomplishment, not from race or gender,  
 age or economic status. The test of every institution or policy is whether it enhances or threatens human life  
 or human dignity.  ”2 The Catholic school environment must, therefore, be a community of faith which “shows 

reverence and love for every person.  ”3 Staff, students, and community members involved with the Catholic 
school must create an environment which is conducive to transforming all humanity and one that is free from 
harassment or intimidation of any type (including sexual harassment, racial harassment, harassment based on 
color, national origin, or disability, bullying, or hazing). 

 
ADMINISTRATION REGULATION #4166.4-R TOPIC: HUMAN DIGNITY  
The Catholic school shall maintain an environment for all staff, volunteers, students, and community members 
which is free from harassment of any kind, including physical, racial or sexual harassment.  

           Saint Margaret Catholic Academy 
                Seven Hundred Thirty-Six Farmer Street 

                                 Otsego, Michigan 49078-1432 
                                                           269-694-2951 
                                          Fax:  269-694-4520  
                                                                  E-mail:  www.saintmca.net     
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1.0 Definitions of Sexual Harassment -- Work Environment  
1.1 Sexual Harassment -- Work Environment Sexual harassment refers to behavior that is not welcome, that 
personally is offensive to some people, and fails to respect the rights of others. Harassment can be either  
conduct or communication. Actions that seem harmless or amusing to some may be offensive to others.  
Sexual harassment is defined as any unwelcome sexual advances, requests for sexual favors, or verbal or  
physical conduct of a sexual nature when  

 a. Submission to such conduct is made an explicit or implicit term or condition of an individual’s continued 
employment, promotion, or school related pursuits. This can occur by clearly stated or implied words or actions.  

 b. Submission to or rejection of such conduct is used as a basis for employment or working relationship 
 decisions affecting the harassed person.  

 
 c. Such conduct is intended or has the effect of interfering with an individual's work performance, or creates an 

intimidating, hostile, or offensive environment.  
 

1.2 Sexual Harassment –  
Student Relationships Sexual harassment refers to sexually inappropriate behavior that is not welcome, that is 
personally offensive to some, and fails to respect the rights of others. Harassment can be either conduct  
or communication: e.g. sexually inappropriate touching, gestures, or language of a sexual nature directed at 
faculty, staff, or other students. Sexual harassment also includes conduct or communication that has the  
purpose or effect of substantially interfering with another student’s education, or creating an intimidating,  
hostile, or offensive educational environment.  
 
1.3 Prohibited Harassment –  
School Environment Prohibited harassment includes, but is not limited to, making negative reference to a  
person’s cultural or racial background, color, national origin, or disability and/or creating a hostile or offensive 
working environment through such conduct.  

 
 1.4 Physical and Other forms of Harassment  
 Other harassment or intimidation of any nature include any conduct which may reasonably be offensive to  
 others in an educational organization.  
 

2.0 Examples of Sexual Harassment  
� Innuendoes of a sexual, racial, or other intimidating nature  
� Propositions  
� Suggestive pictures or cartoons  
� Foul and obscene language, jokes, or gestures  
� Unwanted and unnecessary physical contact  
� Unwelcome comments which are intimidating  
 
3.0 Bullying  
Prohibited Bullying is a form of harassment. For purposes of this policy, “bullying” is defined as:  
The repeated intimidation of others by the real or threatened infliction of physical, verbal, written,  
electronically transmitted, or emotional abuse or through attacks on the property of another. It may include,  
but not be limited to, actions such as verbal taunts, name-calling and put-downs, including ethnically-based  
or gender-based put-downs, extortion of money or possessions, and exclusions from peer groups within the 
school. Such conduct is disruptive to the educational process and, therefore, bullying is not acceptable  



!
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behavior within the school or at any school-sponsored functions. Students who engage in any acts of bullying 
while at school, at any school function, or in connection to or with any school-sponsored activity or event, or 
while in route to or from school, are subject to disciplinary action up to and including suspension or expulsion  
as may be required by law; law enforcement officials shall be notified of bullying incidents. This policy shall  
not be interpreted to prohibit a reasoned or civil exchange of opinions or debate, protected by state or federal  
law.  
 
 
 

  
 4.0 Hazing  
 
 Prohibited Soliciting, encouraging, aiding, or engaging in “hazing” on or in any school property at any time,  
 or in connection with any activity supported or sponsored by the school, whether on or off school property, is 

strictly prohibited. “Hazing” means any intentional, knowing, or reckless act meant to induce physical pain, 
embarrassment, humiliation, depravation of rights that creates physical or mental discomfort that is directed 
towards a student for the purpose of being initiated into, affiliating with, holding office in, or maintaining 
membership in any organization, club, or athletic team sponsored or supported by the school and whose 
membership is totally or predominately other students from the school. Students engaging in any hazing or  

 hazing-type behavior that is, in any way, connected to any activity sponsored or supported by the school will  
 be subject to disciplinary action, up to and including suspension and/or expulsion.  
 

5.0 Reporting  
The school will delegate a person, usually the administrator, to answer questions and disseminate information 
about the policy, investigate complaints, and take appropriate corrective action. Any faculty, staff member, 
student, or other person in a working relationship with the school who feels that he or she has been a victim  
of harassment, should bring the matter to the immediate attention of the delegated person. The school will 
investigate all complaints of harassment in as prompt and confidential a manner as possible and will take 
appropriate corrective action when warranted. Any faculty, staff member, student, or other person, in a  
working relationship with the school, who is determined to have engaged in harassment in violation of this  
policy, will be subject to appropriate disciplinary action, up to and including termination of employment or 
exclusion from school. Retaliation in any form against a person who exercises his or her right to make a  
complaint under this policy is strictly prohibited and will result in appropriate disciplinary action, up to and 
including termination of employment or exclusion from school.  
 
5.1 The person who alleges harassment should report the incident immediately to the school administrator.  
In cases where the principal is accused of harassment, the incident shall be reported to the pastor (or priest 
representative in unified systems) and to an official in the Office of Schools. If a member of the clergy is  
accused of harassment, a report must be made to the diocesan chancellor.  
 
5.2 A written report using, form #4166.4 which accompanies these regulations, is to be completed,  
preferably by the victim or his/her parent or guardian.  
 
5.3 The designated person or administrator will institute a process to investigate the complaint. The  
investigation should take place immediately or on the next school day and should be concluded within  
a reasonable time (usually within a week).  
 
5.4 In the event of staff or student sexual harassment, appropriate action will be taken by the school  
administrator.  
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5.5 The alleged victim and/or his parent or guardian, if not fully satisfied with the investigation and results,  
may enact the Diocesan Grievance process in accord with Diocesan Policy #2450.  
 
6.0 Implementation and Orientation  
The school administrator shall create and implement plans for the promulgation of this policy. Orientation  
and periodic training opportunities are to be provided to staff and students.  
 
6.1 Orientation includes making all staff/employees, board members, parents, and students aware of this  
policy and its regulations.  
 
 
 
6.2 Periodic training opportunity shall include  

 a. Examples of behavior that may be deemed as harassment.  
 b. Common sense ways to avoid harassment.  
 c. Review of school’s formal complaint procedures to be used when an alleged incident of harassment arises. 
 Periodic training opportunities should be conducted for all staff/employees and students. Administrators/teachers, 
 or other resource personnel may conduct the training opportunities. 
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Mission Statement 

 
         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:  Parents and Students  
FROM:   Jan Hall, Principal 
RE:  Drug Use Policy; Weapons Policy; Grading Scale  
  --Addendum to Parent-Student Handbook, 2015-2016  
 
(Please insert this page following “Technology Usage” in the Parent-Student Handbook for 2015-2016.) 
 
DRUG USE POLICY 
 
The unlawful possession, use, or distribution of tobacco, illicit drugs, and alcohol on school  
premises or at any of its activities is absolutely prohibited.  Attending school, or school functions  
under the influence of illicit drugs and/or alcohol is strictly forbidden. Faculty members who violate  
these standards of conduct will be promptly disciplined which may include suspension or removal  
from your position at Saint Margaret Catholic Academy.  Pretending to use an object as if it were an  
illegal drug, could result in the same consequences. 
 
 
 
WEAPONS POLICY 
 
The safety and welfare of students must be a priority concern of all school community members. Therefore, 
the school environment must be kept free of all weapons and explosive devices. Students who use, possess, 
handle, transmit, or conceal any object which is, or could be considered a dangerous weapon, or instrument  
of violence, shall face immediate suspension and/or expulsion. 

!
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Mission Statement 
 

         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 
MEMORANDUM 
 
TO:  Parents and Students  
FROM:   Jan Hall, Principal 
RE:  GRADING SCALE, Addendum to Parent-Student Handbook, 2015-2016  
 
(Please insert in Parent-Student Handbook 2015-2016, replacing “Grading Scale.” 
 
 
 
GRADING SCALE 
 
A  94-100 
A-  90-93 
B+  87-89 
B  83-86 
B-  80-82 
C+  77-79 
C  73-76 
C-  70-72 
NC     below 70 (no credit) 
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Mission Statement 
 

         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:   Parents and Students  
FROM:   Jan Hall, Principal 
RE:  Harassment Policy, Addendum to Parent-Student Handbook, 2015-2016  
 
(Please insert these pages into the Parent-Student Handbook 2015-2016, following the “Drug Use Policy.” 
 
 
POLICY #4166.4-P SUBJECT: HUMAN DIGNITY - AVOIDANCE OF HARASSMENT  

 
Underlining our basic Catholic social teaching is respect for life. Life is a gift from God and is the  

 clearest reflection of God among us since we are created in God’s image and likeness. “Each person possesses  
 a basic dignity that comes from God, not from any human quality or accomplishment, not from race or gender,  
 age or economic status. The test of every institution or policy is whether it enhances or threatens human life  
 or human dignity.  ”2 The Catholic school environment must, therefore, be a community of faith which “shows 

reverence and love for every person.  ”3 Staff, students, and community members involved with the Catholic 
school must create an environment which is conducive to transforming all humanity and one that is free from 
harassment or intimidation of any type (including sexual harassment, racial harassment, harassment based on 
color, national origin, or disability, bullying, or hazing). 

 
ADMINISTRATION REGULATION #4166.4-R TOPIC: HUMAN DIGNITY  
The Catholic school shall maintain an environment for all staff, volunteers, students, and community members 
which is free from harassment of any kind, including physical, racial or sexual harassment.  
 
1.0 Definitions of Sexual Harassment -- Work Environment  
1.1 Sexual Harassment -- Work Environment Sexual harassment refers to behavior that is not welcome, that 
personally is offensive to some people, and fails to respect the rights of others. Harassment can be either  
conduct or communication. Actions that seem harmless or amusing to some may be offensive to others.  
Sexual harassment is defined as any unwelcome sexual advances, requests for sexual favors, or verbal or  
physical conduct of a sexual nature when  
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                                Otsego, Michigan 49078-1432 
                                                          269-694-2951 
                                         Fax:  269-694-4520  
                                                                 E-mail:  www.saintmca.net     

M     
!



!

!

 a. Submission to such conduct is made an explicit or implicit term or condition of an individual’s continued 
employment, promotion, or school related pursuits. This can occur by clearly stated or implied words or actions.  

 b. Submission to or rejection of such conduct is used as a basis for employment or working relationship 
 decisions affecting the harassed person.  

 
 c. Such conduct is intended or has the effect of interfering with an individual's work performance, or creates an 

intimidating, hostile, or offensive environment.  
 

1.2 Sexual Harassment –  
Student Relationships Sexual harassment refers to sexually inappropriate behavior that is not welcome, that is 
personally offensive to some, and fails to respect the rights of others. Harassment can be either conduct  
or communication: e.g. sexually inappropriate touching, gestures, or language of a sexual nature directed at 
faculty, staff, or other students. Sexual harassment also includes conduct or communication that has the  
purpose or effect of substantially interfering with another student’s education, or creating an intimidating,  
hostile, or offensive educational environment.  
 
1.3 Prohibited Harassment –  
School Environment Prohibited harassment includes, but is not limited to, making negative reference to a  
person’s cultural or racial background, color, national origin, or disability and/or creating a hostile or offensive 
working environment through such conduct.  

 
 1.4 Physical and Other forms of Harassment  
 Other harassment or intimidation of any nature include any conduct which may reasonably be offensive to  
 others in an educational organization.  
 

2.0 Examples of Sexual Harassment  
� Innuendoes of a sexual, racial, or other intimidating nature  
� Propositions  
� Suggestive pictures or cartoons  
� Foul and obscene language, jokes, or gestures  
� Unwanted and unnecessary physical contact  
� Unwelcome comments which are intimidating  
 
3.0 Bullying  
Prohibited Bullying is a form of harassment. For purposes of this policy, “bullying” is defined as:  
The repeated intimidation of others by the real or threatened infliction of physical, verbal, written,  
electronically transmitted, or emotional abuse or through attacks on the property of another. It may include,  
but not be limited to, actions such as verbal taunts, name-calling and put-downs, including ethnically-based  
or gender-based put-downs, extortion of money or possessions, and exclusions from peer groups within the 
school. Such conduct is disruptive to the educational process and, therefore, bullying is not acceptable  
behavior within the school or at any school-sponsored functions. Students who engage in any acts of bullying 
while at school, at any school function, or in connection to or with any school-sponsored activity or event, or 
while in route to or from school, are subject to disciplinary action up to and including suspension or expulsion  
as may be required by law; law enforcement officials shall be notified of bullying incidents. This policy shall  
not be interpreted to prohibit a reasoned or civil exchange of opinions or debate, protected by state or federal  
law.  
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 4.0 Hazing  
 
 Prohibited Soliciting, encouraging, aiding, or engaging in “hazing” on or in any school property at any time,  
 or in connection with any activity supported or sponsored by the school, whether on or off school property, is 

strictly prohibited. “Hazing” means any intentional, knowing, or reckless act meant to induce physical pain, 
embarrassment, humiliation, depravation of rights that creates physical or mental discomfort that is directed 
towards a student for the purpose of being initiated into, affiliating with, holding office in, or maintaining 
membership in any organization, club, or athletic team sponsored or supported by the school and whose 
membership is totally or predominately other students from the school. Students engaging in any hazing or  

 hazing-type behavior that is, in any way, connected to any activity sponsored or supported by the school will  
 be subject to disciplinary action, up to and including suspension and/or expulsion.  
 

5.0 Reporting  
The school will delegate a person, usually the administrator, to answer questions and disseminate information 
about the policy, investigate complaints, and take appropriate corrective action. Any faculty, staff member, 
student, or other person in a working relationship with the school who feels that he or she has been a victim  
of harassment, should bring the matter to the immediate attention of the delegated person. The school will 
investigate all complaints of harassment in as prompt and confidential a manner as possible and will take 
appropriate corrective action when warranted. Any faculty, staff member, student, or other person, in a  
working relationship with the school, who is determined to have engaged in harassment in violation of this  
policy, will be subject to appropriate disciplinary action, up to and including termination of employment or 
exclusion from school. Retaliation in any form against a person who exercises his or her right to make a  
complaint under this policy is strictly prohibited and will result in appropriate disciplinary action, up to and 
including termination of employment or exclusion from school.  
 
5.1 The person who alleges harassment should report the incident immediately to the school administrator.  
In cases where the principal is accused of harassment, the incident shall be reported to the pastor (or priest 
representative in unified systems) and to an official in the Office of Schools. If a member of the clergy is  
accused of harassment, a report must be made to the diocesan chancellor.  
 
5.2 A written report using, form #4166.4 which accompanies these regulations, is to be completed,  
preferably by the victim or his/her parent or guardian.  
 
5.3 The designated person or administrator will institute a process to investigate the complaint. The  
investigation should take place immediately or on the next school day and should be concluded within  
a reasonable time (usually within a week).  
 
5.4 In the event of staff or student sexual harassment, appropriate action will be taken by the school  
administrator.  
 
5.5 The alleged victim and/or his parent or guardian, if not fully satisfied with the investigation and results,  
may enact the Diocesan Grievance process in accord with Diocesan Policy #2450.  
 
6.0 Implementation and Orientation  
The school administrator shall create and implement plans for the promulgation of this policy. Orientation  
and periodic training opportunities are to be provided to staff and students.  
 
6.1 Orientation includes making all staff/employees, board members, parents, and students aware of this  
policy and its regulations.  
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6.2 Periodic training opportunity shall include  

 a. Examples of behavior that may be deemed as harassment.  
 b. Common sense ways to avoid harassment.  
 c. Review of school’s formal complaint procedures to be used when an alleged incident of harassment arises. 
 Periodic training opportunities should be conducted for all staff/employees and students. Administrators/teachers, 
 or other resource personnel may conduct the training opportunities. 
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Mission Statement 

 
         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:   Parents and Students  
FROM:   Jan Hall, Principal 
RE:  Title IX Coordinator Policy, Addendum to the Parent-Student Handbook, 2015-2016  
 
(Please insert this page into the Parent-Student Handbook 2015-2016, following the “Sexual Harassment Policy.” 
 
 
TITLE IX COORDINATOR POLICY 
 
To the extent that Title IX of the U.S. Education Amendments of 1972 applies to Saint Margaret  
Catholic Academy, the principal is appointed the Title IX coordinator.  Saint Margaret Catholic    

            Academy abides by Policy #4166.4 and its accompanying regulations found in the Policy Manual  
of the Catholic Schools – Diocese of Kalamazoo regarding avoidance of harassment.  The principal  
will answer questions and disseminate information about Policy #4166.4, investigate complaints,  
and take appropriate corrective action pursuant to this policy.  The principal’s contact information at 
Saint Margaret Catholic Academy School Office:  telephone number:  269-694-2951. 
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Mission Statement 

 
         In the name of Jesus, Saint Margaret Catholic Academy will provide a firm educational foundation  
        of religious values and academic knowledge for each student in a Catholic nurturing environment. 

 
 

MEMORANDUM 
 
TO:   Parents/Students      
FROM:  Jan Hall, Principal    
RE:   Wellness Policy, Addendums to Parent/Student Handbook, 2015-2016  
 
 

 
WELLNESS POLICY 

 
Saint Margaret Catholic Academy is committed to maintaining a healthy school environment that  
enhances the development of lifelong wellness practices to promote healthy eating and physical  
activities that support student achievement.  
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	 SIGNED FORM must be returned to school at the beginning of the school year.

