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HISTORY OF OUR LADY OF MERCY SCHOOL

In 1954, under the leadership of Sr. Francis de Sales, th e first principal, Our Lady of
Mercy Country Day School was established as a training school for the Diocesan

Teachers College on the grounds near Our Lady of Mercy Novitiate in Madison, CT. At

the time, the school was the only Catholic elementary school o n the east shoreline. It
began with a first grade class of 17 students, adding a grade each year.

In 1960, ground was broken for the present facility, with students moving in the

following year. The first 8th grade class graduated in 1962. In 1969, the Di ocesan
Teachers College closed and the school ceased to be used as a teacher -training facility;
the Sisters of Mercy continued to sponsor Our Lady of Mercy School.

As a result of a Value Analysis Study during the 1970's, many innovations were
introduced w hich expanded and enriched the offerings at Our Lady of Mercy School. A
nine -member Advisory Board was instituted. Boys' and girls' interscholastic soccer,
basketball, and baseball/softball teams were established. A full -time physical
education teacher was hired to implement a new physical education program.
Curriculum enrichment and active enrollment recruitment became standard practice.

A kindergarten program was established during the decade of the 1980's, changes and
improvements continued at Our Lady o f Mercy C ountry Day School. The school
received approval from the State of Connecticut, The school was incorporated and
renamed Our Lady of Mercy School. French was introduced to 7 and 8 graders, a
formal tutorial program was established, and a music teach er/librarian was hired.

The 1990's withessed many innovations in programs, people and facilities. In 1992,

Our Lady of Mercy became the first Catholic elementary school to be accredited by the
New England Association of Schools & Colleges. New programs co nsisted of a multi -
age preschool class, French instruction that include all students in grades

kindergarten through eight, and school -wide computer instruction. The entire

computer lab was revamped, the school was wired for the internet, and each

classroom was equipped with its own internet -ready computer.

Effective July 1, 2005, the governance of Our Lady of Mercy School was transferred
from the Sisters of Mercy of the Americas, Northeast Community to the Archdiocese of
Hartford which established it as a joint parish school for St. George Church, Guilford
and St. Margaret Church, Madison. In 2008, the Our Lady of Mercy School, East
Campus opened at the Parish Center of St. Margaret Church. The East Campus
consists of a 3 year old program, a 4 year old prog ram and kindergarten. The space
previously used by the early childhood class has become a new science laboratory
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MISSION STATEMENT

Our Lady of Mercy School educates the child to be Christ in the
world by teaching and modeling Christian values in al | aspects of
the educational process.

SCHOOL PHILOSOPHY

Our Lady of Mercy School ds phil osoph
to all individuals associated with the school by developing their
physical, social, mental, emotional, and spiritual qualities in
prep aration for their future leadership as Christ in the world.
The following values from the mission are the expression of
who we are and who we want to be. They shape the way we act, the
priorities we establish and the choices we make.

1 Love: The communit y of Our Lady of Mercy School represents
the inherent worth of each person as created and gifted by
God and believes that love of self must first be developed in
order to overflow into love of others.

9 Compassionate Collaboration: The community of Our Lad vy
of Mercy School fosters the ability to praise, to encourage, to
stimulate, to extend kindness to others, and to listen as a
community.

9 Excellence:  The community of Our Lady of Mercy School is
committed to truthfulness and creative leadership to provide
the highest quality of service.

1 Responsibility: The community of Our Lady of Mercy School
continually develops and enhances ec¢
(personally and professionally) in order to use these skills as
an opportunity to educate others.
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OUR L ADY OF MERCY SCHOOL IS ACCREDITATED BY
NEW ENGLAND ASSOCIATION OF SCHOOLS AND
COLLEGES

|
NE= \
—
e/@
PRIEST DIRECTORS
Reverend Monsignor John P. Conte, St. Margaret Church
Reverend James Shanley, St. George Church

Reverend Anthony Smith, St. George Church
Reverend R obert Turner, St. Margaret Church

ADMINISTRATION
Sister Carol Sansone, ASCJ , Principal
Mrs. Pamela Welch, Administrative Assistant

SCHOOL OFFICE HOURS
7:30a.m. 0 3:30 p.m.

FACULTY AND STAFFE

Mrs. Lydia Forgetta  -Sheffield Pre-K 3, Pre -K 4 & Kg Directo r
Mrs. Cara Moore Pre-K 3, Pre -K 4 & Kg Teacher
Ms. Frances Muldoon Art (K 0 3)Assistant Pre -K 3, Pre -K 4 & Kg
Mrs. Laurel Ann Carta Grade 1
Mrs. Shirley Penna Grade 2
Mrs. Melanie Hartmann Grade 3
Ms. Stephanie Voytek Grade 4
Mr. Jonat han Addorisio Grade 4 & Cougar Care Director
Mrs. Candace Laragy Grade 5
Mrs. Elizabeth Feeney Gr. 6/Upper School Math/ Algebra
Mrs . Virginia Daniels Gr. 7/Upper School Language Arts
Mrs. Nancy Addorisio Gr. 8/Upper School Social Studies
Mrs. Rosali e Zonder Science & Health
Mr. Timothy Geary Phys. Ed./Athletic Director & Health
Mrs. Marie Jose  Babourder -Matta , Aux 3 Pommes World Language
Mrs. Elizabeth Stone Music
Mrs. Susan Muckle Art
Mr. Fred Bechtel Instru mental Instruction & Band
Mrs. Elizabeth Connelly Director of Admissions and ~ Communications
Mrs. Laura Fucci Nurse
Mrs. Cathy Kerins Nurse
Mrs. Susanna Smith Accountant
Mr. Paul DiVincenzo Facilities Manager
Mr. Hugo Venegas Custodian
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School Board

The parish school board shall follow the school policies of the
Archdiocese. As an advisory board to the pastors, it may
recommend to the pastors such additional policies as are necessary
to govern the operation of the school. Its constitution shall be

developed according to diocesan guidelines.

School Board

Monsignor John Conte
Rev. James Shanley
Sr. Carol Sansone, ASCJ
Mr. Clifford Bechtold
Dr. Nancy Arnold
Mrs. Sandra DiVincenzo
Mrs. Mara Dowler
Mr. William Elder
Mr s . Eil een O&6Brien

Mr. John Sievie c
Mr. Paul Williams
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Our Lady of Mercy School Advancement Committee

Under the direction of the Our Lady of Mercy School Board, this is

an all -inclusive group of six sub  -committees comprised of parents,
facu Ity, alumni, parishioners and community members who are

united by the common goal of willingness to put forth their time

and effort in the active promotion of Our Lady of Mercy School and

its mission .

Objectives:

1. To build awareness, acceptance and suppor t for Our Lady
of Mercy School and its mission

2. To recruit and retain the number and quality of students
that Our Lady of Mercy School desires and can serve

3. To obtain financial support for annual operational
expenses, special projects and capitol gr owth

This committee works to address the above objectives through the
establishment of 4 sub -committees (Enrollment Management,
Alumni Relations, Fund Development and Community Awareness).
Each of these sub -committees plans and implements various
projects and activities related to their area of focus.

For more information about the structure and current work of this
committee, please go the school website at www.olmschool.com and
refer to the tab on Advancement Commi ttee.
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HOME SCHOOL ASSOCIATION

The chief purpose of the Home School Association (HSA), the

Catho lic school's version of a PTA, is to coordinate and run
socials, foster curriculum enrichment, develop community outreach
projects and supplement spo  rts programs. While those projects are
very important, our primary focus is to host productive fundraisers

to offset the cost of running our school and to meet the yearly
financial obligations dictated by our sponsors, the St. George's and

St. Margaret's p arishes. This volunteer organization consists of

interested parents and guardians of OLM students. Annual dues
are $100 per family and these dues are used to offset activities and
gifts throughout the year.

HOME SCHOOL ASSOCIATION EXECUTIVE BOARD

Co-Leaders
Michele Call Nanci Brake Lesley Farricielli
michelecall@comcast.net dnbrake@sbcglobal.net lesleyfar@aol.com
Lisa Engelhart Kirsten Adams
Treasurer Recording Secretary

Sr. Carol Sansone, ASCJ , Principal
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NON-ACADEMIC POLICIES

PARENT/GUARDIAN ROLE IN EDUCATION

It i s the parentsodé/ guardiansd responsi b
staff for the welfare of students. If, in the opinion of the school

administration, parental/guardian behavior seriously interferes

with teaching, learning, and the orderly operation of the school, the

school may require parents/guardians to withdraw their children

and sever their relationship with the school.

ABSENCE OF THE PRINCIPAL
In the absence of the principal, a teacher is designated to assume
responsibilities and make decisions during such absence.

ABSENTEEISM

Our Lady of Mercy School follows att  endance policies set forth by
the Madison Board of Education and the Connecticut education
laws.

Attendance/Excuses/Truancy

Ensuring attendance is not only the responsibility of the individual
student, but also his or her parent or guardian. School pers onnel
regularly monitor student attendance.

Definitions
The following is a listing of definitions pursuant to this policy:

1. 0 Ab s e nis evilen a student is absent from school for an
entire school day with or without parental permission or
attends le ss than four (4) hours.

2. 0Tar di niewhenbéstudents arrive at school later than the
beginning of school (8:10 a.m.). Students tardy to school are
responsible for all missed work and/or assignments.

3. 0Leave Esawhenystudents leave later than 12:00 no on

but before 3:00 p.m.
PLEASE NOTE THAT IN ALL CASES TARDIES ARE ALWAYS INDICATED ON THE
ATTENDANCE RECORD OF THE CHILD (except when school buses are delayed).
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4. 0Truant 0 is any student ages five to sixteen inclusive, who has
(4) unexcused absences from s chool in any one month or (10)
unexcused absences from school in a school year.

NOTE: Per state law, a referral is made to the proper authorities
if the parent or other person having control of a truant child (1)

fails to attend the required meeting with appropriate school
personnel to evaluate why a child is truant or (2) fails to
cooperate with the school I n trying
problem.

Attendance Procedure (PK 3 - 8)

1. Parents must report the absence each day to the school
office be fore 8:00 a.m. (245 -4393 Ext. 10) . You may call the
school office at any time and leave a message for absences.
Please do not leave a message regarding absence on the
teacherds voicemai l

2. For absences of one or two days, the student must give a
written excuse to the homeroom teacher upon his/her return,
which will be submitted to the nurse.

3. Absences of three or more consecutive days due to illness or
Il njury, require a -aldmitanoetoschoolnot e f or

4. If the school office does not hear fr om you by 8:30 a.m., all
attempts to contact you to verify your knowledge of such
absence will be made.

Attendance Policy (PK - 8)

Students, who are absent more than twenty (20) days, will be
subject to maintenance . The total of twenty (20) days absence for
the vyear includes reasons for illness, legal obligations,
appointments, family vacations, etc. Students and their parents
will be warned after reaching ten (10) days of absence. It is
I mportant to note that a studentads
count to ward the total number of absences.
10
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Authorized school vacations are scheduled throughout the year.

Please schedule family vacations during those times. Homework
will not be given prior to unscheduled vacations. Missed
work must be made up according to th e classroom teact

grading policy.

Tardiness Policy  (PK-8)

The only tardies that are considered excused are when school
buses are delayed. All other tardies are considered unexcused.

It is the responsibility of parents to ensure that day care
provi ders bring their child to school on time. PLEASE NOTE
THAT IN ALL CASES TARDIES ARE ALWAYS INDICATED ON
THE ATTENDANCE RECORD OF THE CHILD (except when
school buses are delayed).

Appointments Scheduled During School Hours (PK -8)
If possible, doctor, den tist and other appointments for your child
should be made after school hours or during school vacations.

PERFECT ATTENDANCE

Perfect attendance will be awarded to students at the end of the
school year to those students who are in attendance all day
thro ughout the year. They may not have absences, tardies, or early
dismissals, excused or unexcused.
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BULLYING

Any behavior deemed by the school administration to be considered
as bullying shall result in disciplinary actions, which may include
detention, suspension and expulsion from school.

Any student who retaliated against another student for reporting
bullying may be subject to disciplinary actions, which may include
detention, suspension and expulsion from school.

Bullying is defined as an  y overt acts by a student or a group of
students directed against another student with the intent to

ridicule, humiliate or intimidate the other student while on school
grounds or at the school -sponsored activity, which acts are
repeated against the same s tudent over time. Bullying includes
physical intimidation or assault; extortion; oral, written or

electronic threats; teasing; putdowns; name -calling; threatening
looks, gestures or actions; cruel rumors; false accusation; and
social isolation.

An anti -bu llying pledge form is given to every student in grades 1 -8
to be read and signed by both the student and a parent.

This signed anti __-bullying pledge is mandatory for continued

enroliment at Our Lady of Mercy School.

DEFICIENCY NOTICES (PK 06 3)

Grades P -3, P-4, Kindergarten 0 Grade 5

Parents are notified of difficulties when the teacher sees a need. A
conference will be scheduled if necessary.

Grades 6 08

We aim to encourage and develop each cf
sense of responsibility . Deficiency reports will be sent directly to

parents when an unsatisfactory grade is probable (up until the end

of the marking period). Deficiency reports must be signed by

parent/guardian and returned to the school within a week of

receiving the report.
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REPORT CARDS/INTERIM REPORTS

Interim reports will be sent directly to parents each midterm

(gr.6, 7, 8). Report cards are distributed to students in Grades 1

through 8 on a quarterly basis. Kindergarten report cards are

distributed three times a yea r beginning with a winter report. They

provi de an estimati on of student so a (
evaluation of social skills and work -study habits.

GRADING PERIODS
First Quarter: August 29 o November 4
Second Quarter: November 70 January 27
Third Quarter: January 30 o April 13
Fourth Quarter: April 14 ¢ Last Instructional Day
INTERIM REPORTS (6,7,8)

September 30

December 16

March 9

May 4

EXTRA HELP WITH ACADEMICS

All teachers are available for additional help as their respective
schedul es permit. Parents must request such help for the student,
and set up a mutually agreeable time and day for the teacher to
work with the student. The teacher may also require extra help for
the student.

HOMEWORK

Written assignments for major subjects may be given each day.
These are to be completed and returned on the due date.
Incomplete assignments are handled according to teacher
guidelines.

The following time guidelines for homework assignments are from
the Office of Catholic Schools:

Grades 1 thro ugh 3: 30 minutes
Grades 4 through 6: 60 minutes
Grades 7 and 8: 120 minutes
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Please keep in mind that these are diocesan guidelines. Parents of
upper school students are requested to preview their child's agenda
planner on a daily basis.

GRADING SYSTEM (EXPLANATION OF MARKING CODE)
Grade 1 0 3 : Marking Code:
E 0 Exceeds grade level expectations
G 0 Grade level expectations
Md Minimum grade level expectations
N & Needs improvement
O - Outstanding
S d Satisfactory
U - Unsatisfacto ry
* - Indicates improvement is needed for that skill

Grades 4 - 8 Marking Code: Report Cards
A+ 100 -98 B- 82-80 F - Below 65, Failing
A 97 -94 C+ 79-77 S - Satisfactory for this child
A- 93-90 C 76-73 N - Improvement is Neede d
B+ 89 -87 C- 72-70 Y 8 Special Program
B 86 -83 D 69 -65

UdUnsatisfactory for this student

a - Improvement Needed In Specific Area

RELIGIOUS EDUCATION

The religious education in Our Lady of Mercy School conform s to
the Religion Curriculum Standards provided by the Office of
Catholic Schools.

Catholic morality is an integral part of the rel  igion curriculum

14
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STANDARDIZED TESTING

Our Lady of Mercy School participates in the standardized testing
program of the Office of Catholic Schools of the Archdiocese of
Hartford. These tests measure
growth and devel opment. The tests also provide helpful data
pertaining to curriculum and instructional decisions.

At the Conclusion of Grade 1
Students take the Gates -MacGinitie Reading Tests.

In _Fall , Grade 2
Cognitive Abilities Test

In March, Grades 3 through 7
lowa Test of Basic Skills (ITBS)

In March, Grades 5 and 7
Cognitive Abilities Test, in addition to ITBS

Testing results are recorded 1iIn
parents.

PARENT -TEACHER CONFERENCES (P -3, P 4, K)
See P-3, P-4/Kindergarten handb  ook.

PARENT -TEACHER CONFERENCES (Gr.1 98 8)

Parent teacher conferences are conducted formally in November and
April. Additional conferences may be scheduled with the classroom
teacher at any time by a parent or teacher.

15
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RETENTION

Students may be r etained if two or more major subjects (English,
Math, Reading, Religion, Science or Social Studies) are failed for the
year. Retention may also be recommended by any teacher or the
principal for reasons that may strongly indicate that promotion to
the foll owing grade may not be in the best interest of the child.
Documentation from the parent is required if the parent disagrees
with the teacher's recommendation for promotion or retention. All
such decisions are made in consultation with the parents, teacher
and principal.

TERMINATION OF ENROLLMENT

This encompasses a wide variety of scenarios including academic,
behavioral, social and special education needs. When the teacher,
parent, principal or other qualified education representatives (i.e.
special edu cation departments) feels that such a case has arisen, all
of the parties will meet to discuss the situation. If the determination
has been made that all attempts have been made to rectify the
underlying problem, the principal may recommend dismissal from
the school. Alternative placements and resource personnel may be
suggested for parents to pursue at their expense.

ATTENDANCE AT PHYSICAL EDUCATION

Generally, a child who is present in school will not be excused from
physical education classes without a written note from a physician
explaining the reason. Upon returning to any form of activity, a
written release from the doctor treating the child listing limitations

IS required.

Parent s shoul d guestion a chil dods
physical educ ation classes. If a one -time excuse is absolutely
necessary, a note from the parent/guardian is required. A
restriction in physical education also extends to recess activities

and the after -school sports program. Physical education is an
important part o f the school program, and satisfactory completion

IS required.
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EXTRACURRICULAR ACTIVITIES

The extracurricular activities at Our Lady of Mercy School have

been geared to meet the needs and interests of our student body.
Participation in these activities IS encouraged. However,
transportation is the responsibility of the parents.

Students who are not in attendance for at least four (4)
hours at school are not allowed to participate in any
extracurricular club, event, practice or sporting event

on that d ay(s). Students who are suspended are not allowed to
participate in any extracurricular club, event, practice or sporting
event on that day(s).

When bus transportation is provided by the school for any
extracurricular event, it is mandatory that all memb ers of that
group utilize the transportation to and from the event. This is
applicable to all sports events and field trips. Any exceptions
require a travel release form signed at least 24 hours in advance,

and approved by the principal or athletic directo r.

Volunteer coaches are doing a great service for Our Lady of Mercy

School and students should not take advantage of their time.

Parents are responsible for providing prompt transportation at the

end of practices or games. If this becomes a serious pro blem, the
student wi ||l be removed from the team
consultation with the athletic director.

Any student not a member of the group or team involved in the
extracurricular activity/sport will NOT be permitted to attend the
activit y without a parent in attendance with them.

Coaches and staff members are only responsible for the students
registered for the team or extracurricular activity.

Children of coaches, staff and Cougar Club activity leaders are not
to participate in any team, event or activity without prior
registration.
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PAY TO PLAY
There is an annual fee of $70 per student for playing sports. This
fee covers all sports played during the school year.

ATHLETIC CODE OF ETHICS

oPl aying sports i s ght Edhooloffitiadschave a not a
duty to hold athletes to personal, academic, and disciplinary

standards. Since the athlete represents the school, every effort

should be taken to ensure that student athletes are worthy
representatives; those who fail to meet disciplinary expectations

should not be allowed to play sports, at least until the prescribed

penalty has b éAthlatics medt Phgsical Education

Programs in Catholic Schools: Legal Issues , Mary Angela
Shaughnessy, SCN, PhD., J.D. and Thomas M. McDo nough, J.D.

An Our Lady of Mercy School athlete is expected to maintain a

positive attitude, reflective of the school mission, and to manifest

good conduct at all times and in all situations. If the principal is

made aware that an at hlnettfiethis moded havi or
she/he will schedule a conference with that student, and will notify

parents and coaching staff. Inappropriate attitude and/or conduct

by any student may result in that stud
activities.

All students must comp ly with the directives of the town/state
concerning physicals before try -outs begin for participation in a
sport. Forms for the physicals, sports history and try -outs are
available in the Health Office.

18
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ACCESS TO RECORDS

Parents may examine the academic records of their child with a
written request to view them, which must be received by the school
twenty -four (24) hours prior to the examination. An appointment
must be scheduled with the principal to review the records.

PUPIL RECORDS

A cumulat ive record card shall be maintained and retained for each
student from entrance until graduation or withdrawal. The
conditions of access to these records shall comply with the Right to
Privacy Law. Cumulative records are treated as confidential matter.

Cumulative records are made available only to the professional staff

of the school and, upon request., to th
It is also within the right of parents to examine unofficial and
informal data such as teacher notes and correspondenc e and

reports from social agencies, clinics, hospitals, psychologists and
psychiatrists present in the file. A member of the staff
knowledgeable in such matters should be present to assist the
parents in interpreting records.

Our Lady of Mercy School mai ntains three categories of pupil
records:

Category A:  Official administration records consisting of personal
data for the operation of the educational system: e.g. name,
address, date of birth, parent or guardian, phone number, academic
work, level of ac hievement, and attendance data. Such records are
secured in the main office.

Category B:  Verified information for the formulation of educational
programs: e.g., health records, speech and hearing evaluations.
Such records are secured in the health offic e.

Category C:  Verified information necessary for the formulation of
prescriptive educational plans designed to meet unique needs of
selected students: e.g., referrals to other professional staff, planning

and placement team findings, correspondence and reports from

ot her agencies. Such records are secure
19
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The records of the school concerning individual students shall be

used for the promotion of the welfare of the student. Copies of a

student 6s records ar lgauthaited gessanslandb nl y t
only after a release form has been signed by the parent or legal

guardi an. A studentds records and/ or
are sent directly to individuals or institutions requesting
information.

ADMISSIONS POLICY AND INF  ORMATION

NOTICE OF NONDISCRIMINATORY POLICY AS TO STUDENTS

Our Lady of Mercy School admits students of any race, color,
national and ethnic origin to all the rights, privileges, programs,

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

20
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ADMISSION PROCEDURE

All children must meet the following entrance requirements:

P-3&P-4

1. Completed student application form

2. Paid non -refundable application fee ($50.00)

3. Birth Certificate
Child must be 3 years old by September 1 st of entry year
Child must be 4 years old by September 1 st of entry year

4. Four year old program  -Visitation of candidate to classroom

5. Completion of readiness screening

6. Parent interview with the teacher

Kindergarten
1. Completed student application form
2. Paid non -refundable application fee ($50.00)
3. Birth Certificate
Child must be 5 years old by December 31 st of entry year
Submission of records from present school
Completion of readiness screening
Teacher Recommendation Form (if applicable)
Parent interview with teacher

NoaA

Grades1 08

Completed student application form

Paid non -refundable application fee ($50.00)

Copy of current report card and testing data (IOWA, CMT)
Completion of grade level entrance screening

Completed Teacher Recommendation Form

Receipt of transcript co  pies from previous school
Parent and student interview with principal

NogahrWNE

No child will be accepted into Our Lady of Mercy School if, in the
judgment of the school administration, it is felt that the
educational/developmental needs of the child cannot be met
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Our Lady of Mercy School exists primarily to provide an opportunity

for Catholic education to children of Catholic families. The
admission of qualifying students to Our Lady of Mercy School shall
follow this order:

1. Siblings of current students

2. Paris hioners of St. Margaret and St. George Churches
3. Parishioners of other Catholic churches

4. All other faiths

i

(COUGAR CLUB, COUGAR CARE, BAND, AND HOME SCHOOL ASSOCIATION DUES PAYMENT)

TUITION AND FEE POLIC Y

Tuition Payment Plans
1 Non -refundable $500 deposit
1 Payment in full
1 FACTS Program

Multi -Children Discount is as follows:

2nd Child = 10%
3 Child = 25%
4t Child = 50%

Students whose tuition is not current by the end of a school year

shall be denied admission for the next school ye ar unless other
tuition payment arrangements have been made with the
Pastor/Chief Administrator.

22

LOVE ~ COMPASSIONATE COLLABORATION ~ EXCELLENCE ~ RESPONSIBILITY
2011 -2012



OUR LADY OF MERCY SCHOOL FAMILY HANDBOOK

1 Cougar -Care (Before and After School Program)
Cougar -Care Ext. 12
The Cougar -Care program provides accommodations,
activities, and homework help for Our Lady of Mercy students
who require supervision beyond school hours. Cougar -Care is
available for  kindergarten  through grade 8 from 7:00 a.m.
to 7:55 a.m. and from 3:00 p.m. to 5:30 p.m.

There will be no Cougar Care on/or during vacations, *half -
days and sno w days. *Cougar Care will be in operation (until

5:30 only) if after -school activities are cancelled and/or early
dismissal is announced after 12:30 p.m.

1 Playground Use
The playground is reserved solely for the use of the Cougar -
Care program during the ho urs of 3:30 P.M. and 5:30 P.M.
Anyone else on the grounds during these hours will be
requested to leave.

1 Cougar Care Payment Schedule
Cougar A.M. Care:
O  $5.00 per day per child invoiced monthly
O  Maximum charge $25 per week per child

-
3

% i'% 'l}a- d

- 8 |

m
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OPTION #1
Monthly Use Service:
Requires pre -payment in advance in full for each day of the month
that school is in session regardless of the number of actual days of
use.
1 $12.50 per day per child
1 Invoiced monthly
Full payment must be paid in advance on or before the
designated due date. If not paid in full by the designated due
date, daily charges will be applied. No refunds will be given for
days of sickness or other personal extenuating circumstances.
*If you choose to use Option #1, a written note of intention
with your signature should be forwarded to the accountant.

OPTION #2
Daily Use Service:
1 $20.00 per day per child
9 Invoiced monthly
1 Maximum charge $100 per week per child

Any student who is not picked up in car line by 3:15 p.m. on any given day will
be sent to Cougar Care . Students will be charged the daily fee of $20.00
regardless of how long they attended.

1 Cougar Club
An after -school enrichment program for students in grades
PK-8. All activities are held at the school and conducted by
gualified personn el. Cougar Club runs three sessions (Fall,
Winter and Spring). Fees and days/dates will vary with
individual programs. Individual session brochures will
announce upcoming activities and fees. Although there is no
registration fee, advance registration is required.
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HOME SCHOOL ASSOCIATION ANNUAL FEE: $100 per family

ENROLLMENT FEES

No deposit for the next school year will be accepted until all
financial obligations for the current year are met. Therefore, a
student will not be guaranteed a seat for a school year when there
are outstanding financial obligations from the previous year.

We understand that there are extenuating circumstances at times
that may prevent a family from meeting their financial obligations to
the school. We encourage those fa milies to speak with the principal
personally so that she/he can assist you. Families may be assured

of confidentiality in all financial matters.

CHECKS RETURNED FOR INSUFFICIENT FUNDS

Checks returned to the school due to insufficient funds will be

retu rned to the parent. A fee of $25.00 will be added to the pa yment
due. We will not redeposit a check nor will another personal check

be accepted. Payment will then be required by money order or
cashier's check only. If two checks are returned during the sc hool
year for insufficient funds, we will no longer accept checks from

that family. All payments will then have to be made by cashier's
check or money order.

LIBRARY
The library is operated for all grades. Students may use the library
only under supervis ion. Library books may be taken home

according to library policy.

Any book or magazine that is borrowed from the library is due back

in two weeks. Only one item can be taken at a time and must be
returned before another can be borrowed. The children come to the
library regularly on a weekly basis.
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Lost book policy

A book is considered lost if it is more than four weeks past due and

all efforts to locate it have been unsuccessful. A notice will then be
sent home notifying the parents. The student is th en required to
pay the replacement cost of the book plus tax and shipping. When

the book is returned or paid for, library privileges are restored.

ARRIVAL/DISMISSAL POLICY

SCHOOL HOURS

School hours for Grades 1 0 8 are 8:05 am. to 3:00 p.m.
Kindergart en 8:00 0 12:45 p.m.

Extended Kindergarten Program 8:00 a.m. to 3:00 a.m.

4 year old program 12:30to 3:00 p.m. Monday through Friday.

3 year old program 12:30 to 3:00 p.m. Tuesday and Thursday.

Bus Transportation Policy

Bus transportation is provided t o the school through the Town of
Madison. The town reserves the right to add, delete and amend bus
schedules according to the Transportation Policy of Madison Board

of Education. Our Lady of Mercy does not determine bus runs or
schedules. Students are n ot permitted to ride any bus other than
the one assigned. There will be no exceptions.

Bus transportation of children to and from school is a special
privilege that should not be abused. All parents should discuss
appropriate behavior with their childr en and support our efforts to
enforce such.

The following regulations apply for the school year:

1. Students are to conduct themselves with common courtesy.

2. The bus driver is at all times in charge of the bus and all
students on the bus. His/her authority extends to assigning
seats, if need be, and to enforcing all rules and regulations
adopted by school authority.

3. Students will be picked up and dropped off only at designated
stops.
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4. The bus driver will report students whose conduct is
inappropriate pert he policy of Madison transportation and/or
the bus company or the principal.

Students may be assigned specific seats on the bus.

A student who is reported will meet with the principal and
his/her parents will be contacted. Depending upon the
severity of t he incident, the following penalties may be
invoked:

a. First Offense & Meeting with the principal. The principal
may suspend the student from riding the bus for a period
of time.

b. Second Offense & Suspension from riding the bus for two
weeks.

2%

c. Third Offense & Transportation privileges may be revoked
for the remainder of the school year.

During the period of any suspension from bus privileges, it is the
responsibility of the parent to provide transportation to school and
from school. The principal will determ ine appropriate discipline
(including expulsion for a significant reason).

Arrival Times and Procedures:

3 and 4 year old programs 12:30 p.m.
Kindergarten 8:00 a.m.
Grades 1 -8 750 a.m.

Students in grades 1 through 8 enter the building in the morning as
soon as they leave their car or bus, and go directly to classrooms.
Students who come by car should not arrive at school before 7:5 0
unless they are in the Before School Program. Before Care is
available from 7:.00a.m .8 7:50 a.m.

Those arriving after 8: 05 are considered late and must obtain a

ol ate slipo6 at the school of fice.
seats by 8:1 0 in order to be begin morning prayer. Parents will be
contacted regarding any student who is repeatedly late for school.

(see tardiness policy)
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Dismissal Times and Procedures:

3 year old program 3:00 p.m.
4 year old program 3:00 p.m.
Kindergarten 12:45 p.m.
Full Day Kindergarten 3:00 p.m.
Grades 1 - 8 3:00 p.m.

Bu s dismissal:

Busses arrive and depart from the side entrance near the Science
room . For safety reasons, the school requires a note informing the
teacher of a change in the mode of transportation for a child who
normally takes the bus home. When it is not  possible to notify
the teacher in writing, the parent/guardian must notify the
main__office before 2:00 p.m. of any change in the dismissal
procedure.

Car Dismissal:

Safety in the parking area i s everyon:t
who travel by car e xit the school by using the door near the school

office. Cars form a double line around the building. Cars should be

as close to each other as possible in order to expedite dismissal.

The teacher on duty will allow the children to pass only when all

cars have stopped and the <c¢childds car S
never pull around parked cars. Drivers who are stopped behind
the school building should remain in their cars and wait until the

next wave of cars moves ahead before expecting students to

appro ach their cars. Parents are asked to be at school for dismissal

on time. Any student who is not picked up by 3:15 will be sent to
Cougar Care at the parentsd expense.

For safety reasons, the school requires a written note informing the
teacherofachii dds change i n car di smissal

When it is not possible to notify the teacher in writing, the
main_office must be notified before 2:00 p.m. of any change in
the dismissal procedure.

28

LOVE ~ COMPASSIONATE COLLABORATION ~ EXCELLENCE ~ RESPONSIBILITY
2011 -2012



OUR LADY OF MERCY SCHOOL FAMILY HANDBOOK

PLEASE NOTE:
All traffic signs must be obeyed and will be enforced.

4
\ |
7

EARLY DISMISSAL

On early dismissal days, classes will be dismissed at 12:00 p.m.
Please refer to the monthly calendars for such information. There
will be no after school activities (Cougar Club, athletics, etc.) No
aftercare (Cougar Care) will be  available unless early dismissal is
called after 12:30.

HEALTH REQUIREMENTS AND POLICIES

It is our desire to keep your child healthy and safe at Our Lady of
Mercy School. Our responsibility is limited to providing first aid in

case of an emergenc y and the notification of parents and/or family
doctor with 911 available at all times. A school nurse is in
attendance during school hours and available to visit the East
Campus building when medical situations warrant

No medications, prescribed or ove r the counter, shall be dispensed
to any student without a written authorization from a
parent/guardian. The exception may be a life threatening or
untoward medical event in which the nurse in her professional
judgment may administer Epinephrine and/or Ben adryl as deemed
appropriate according to policies and procedures of standing order
medications authorized by the Madison Medical Advisor.
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Any medication requiring administration during school hours

shall be delivered BY AN ADULT to the school nurse or pri ncipal
accompanied by the proper written authorization order from

the health care provider. Students are NOT allowed to carry any
medication on the bus or into school unless a self -administration
authorization form is on file in the health office. The form must be
signed by the M.D., as well as the parent/guardian and pertains to
students in grades 5 -8.

With the signed authorization form, an RN may administer
acetaminophen (Tylenol) as needed in the following doses to
students in grades 5 through 8.

1 Headache: limit administration to two occurrences/month or
three consecutive days
Menstrual cramps: limit administration to five days/month
Dental pain: limit administration to four days following dental
procedure
9 Temperature: greater than 101

)l
)l

If it is necess ary to exceed the above limitations, an order for
Il ncreased dosage wi || be required
provider.

Medication(s) to be administered at school requires parental
delivery to the health office with medication in the original
pharmacy labeled container. All medications will be housed in the
health office and when administered while at school are recorded
and kept on file with the corresponding authorization form. In the
absence of the school nurse, medications may be administered by
th e principal or a trained teacher.

HEALTH INFORMATION SHEET

Each student will receive a health questionnaire regarding medical,
physical, psycho -social and allergy information. This form will
further assist the health office in offering each student an
in dividualized plan of care based on specific health demands.
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INSURANCE COVERAGE

Students are not covered for medical expenses resulting from any
injury received at school or in their participation in school
sponsored events away from school premises. Any medical bills or
injury claims should be referred to the major medical coverage in
force for your child. All injuries should be immediately reported to

the health office and principal for referral to the proper insurance
carriers.

PHYSICALS AND IMMUNIZA TION REQUIREMENTS

Physical examinations are required by state law prior to the first
day of school for incoming 3 year olds, 4 year olds, kindergarten
and sixth grade students. Also, children entering school from
another state require a physical examinati on prior to the first day of
school.

SPORTS

Any student wishing to participate in a school sport will require a
physical exam within 13 months. EACH INDIVIDUAL SPORT WILL
REQUIRE THE MEDICAL CAREGIVER TO COMPLETE A WHITE
SPORTS FORM. STUDENTS WILL NOT BE ALLOWED TO
PRACTICE OR PLAY UNTIL COMPLETED SPORTS FORMS ARE ON
FILE IN THE HEALTH OFFICE.
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HEALTH SCREENING

Health screenings performed by the school nurse include:
1. Vision testing -Grades PK through 6
2. Hearing testing -Grades PK,1,2,3,5,8
3. Scoliosis -Grades 5, 6, 7, 8

COMMUNICABLE DISEASES

Any child who has been absent from school because of, but not

limited to, chicken pox, conjunctivitis, head lice, ringworm, or Fifth

Disease need s to report to the school nurse upon return to school

Exclusio n from school may be based on a case by case assessment

of symptoms and diagnosis. | n some cases, a note fr
health care provider may be required to return to school stating

that the child is no longer in a potentially infectious state, and

in dicating any required activity limits.

IMMUNIZATION REQUIREMENTS

All new students must present a copy of their immunization and
physical forms to the school nurse before they will be allowed to
attend classes. State law mandates that each child be prot ected by
adequate immunization.

These are the medical requirements for children entering the
Madison school system. All findings and recommendations must be
recorded by your child's physician and presented to the school
nurse before your child's firstd  ay of school or he/she  WILL NOT BE
ALLOWED TO ENTER SCHOOL.

Students who leave early or are absent due to fever, conjunctivitis,

vomiting or diarrhea must be free of iliness for a required 24 hours

minimum before returning to school. In some cases, a not e may be
necessary from the childds health care

Children who return to school after an accident or surgical
procedure are required to report to the health office accompanied by
a parent prior to attending class. Should medical equipment be
necessary 0 crutches, walker, wheelchair, dental appliances o0 or
any changes in baseline activity such as gym or recess, a note from

a health care provider is necessary to indicate dated specific
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restrictions and a SECOND note to have the stu dent return to
baseline activity once restrictions are no longer required. Any
student absent from school for three or more days will require a
note from a health care provider in order to return to school.

SUICIDE/ ABUSE STATEMENTS BY STUDENTS

Our Lad y of Mercy School values the quality of life for our students.

We take seriously any threats/concerns of threats. Written or verbal
threats of suicide will be reported to the principal and school nurse
immediately. The principal will notify the parents to bring the child
to his/her doctor or the emergency room. The principal will follow -
up with a phone call to the parents to assure the child is being
treated by a doctor before returning to school. Failure to bring the

child for evaluation will result in no tification to the Department of
Children and Families. Follow -up documentation will be required
from the M.D. completing the assessment indicating the child may
return to school.

Pursuant to Connecticut State Law, the principal, school nurse,
teachers, an d staff are mandated to report any SUSPICIOUS
physical, mental, emotional, sexual abuse or negligence of any type

to the proper authorities (DCF, police).

FOOD POLICY
Parents are expected to notify the school of any issues related to
sensitivities/allerg ies to all food products which may include eggs,
dairy, nuts, soy, fruit, food dye, gluten, or wheat. In an effort to
avoid cross contamination, no food may be shared at any time
during or after school hours. In the event of a curriculum -based
activity in  the classroom that may include food, the following
guidelines will be enforced:
1. Parents will receive written prior notification from the teacher
of any activities involving food proc
will be required in order for the child to part icipate.
2. Hard candies, including lollipops, are choking hazards and are
not allowed in school.
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PEANUT/NUT ALLERGY

There are some children at Our Lady of Mercy School who are
allergic to peanuts, peanut oil and/or tree nuts. These allergies

can be ser ious and life -threatening. For this reason, NO FOOD
ITEMS ARE TO BE SENT IN FOR ANY OCCASION WITHOUT
PRIOR AUTHORIZATION FROM THE CLASSROOM TEACHER.
PRIOR TO THE ACTIVITY, A SIGNED PARENTAL PERMISSION
NOTE ALLOWING PARTICIPATION FOR THAT PARTICULAR
EVENT WILL BE REQUIRED. Strict avoidance, awareness and
education are the best ways to prevent a severe anaphylactic
reaction. THIS POLICY PERTAINS TO EVERY CLASSROOM AT

OUR LADY OF MERCY SCHOOL. Therefore, parents are
responsible to educate/inform their child of dietary
restrictions.

EMERGENCY FORMS

Emergency forms list the names and telephone numbers of the
people other than parent/guardian(s) who can be contacted and
have the ability to respond if a child becomes ill or an emergency
arises when a parent cannot be reached. The form should list at
least two parental contact numbers and two emergency contact
numbers. If changes become necessary throughout the school year
related to the contact numbers, it will be the parent/guardian(s)
responsibility to upd ate this information through the main office as
soon as possible. IT IS ABSOULUTELY CRITICAL THAT WE HAVE
THE MOST CURRENT INFORMATION TO CONTACT SOMEONE
WHO CAN MAKE A DECISION ON YOUR BEHALF WHEN WE
CANNOT GET IN TOUCH WITH THE PARENT/GUARDIAN.

Forms will be filed in the health office, with a copy in the main
of fice, principalds office and a copy w
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USE OF TECHNOLOGICAL DEVICES

Use of any technology -oriented device in schools must have an
educational focus and purpose.

The us e of electronic communication devices during normal school
hours is prohibited.

Teachers reserve the right to allow communication devices (e.qg. cell
phones, laptops, iPods, personal digital assistants (PDAS), etc.)
during instructional time for specific i nstructional purpose. If a
particular electronic communication device is to be used for
educational purposes, the school administration and/or teacher will
provide parameters for its use. The school retains the right to
confiscate these devices if they int  erfere with the learning
environment.

Users must adhere to local school policy regarding the use of
additional electronic devices including but not limited to (PDAS),
calculators, gaming devices, cell phones, and pagers. Access will be
determined by the a dministrator of the school.

The use of camera features on any electronic or communication
device to take unauthorized pictures and/or videos at any time is
prohibited.

The use of any electronic communication device during a test shall
be considered and t reated as cheating.

Schools assume no liability for technological devices that may be
confiscated, lost, or stolen from the classroom, school grounds, or
school events.

ELECTRONIC DEVICES

Students are not allowed to have hand he Id electronic devices suc h
as: Ipods, G ameboys, etc. on the school bus or in school. If a

student is found with such devices, they will be confiscated and

turned into the office. The devices will only be returned to the
studentds parent.
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INTERNET ENGAGEMENT

Engagement in on line blogs or postings, such as, but not limited to,

MySpace.com®, Xanga®, Friendster®, Facebook®, YouTube®, etc.,

shall result in disciplinary actions, including expulsion, if the

content of the studentds bl ogs or posti
commentsregar ding the school, a personods di
harassment, threats, or other inappropriate comments that are

contradictory to Catholic teaching.

CELL PHONES
Students are not permitted to use cell phones while on school
grounds. All cell phonesaretob e kept i n the studentds

If a parent needs to contact a student during school time, such
communication shall be through the scho
school hours via electronic communication devices.

Those who violate this policy regarding cell phones will have the
phone confiscated and a parent will have to pick it up from the
principal.

DISCIPLINE POLICIES
With the cooperation of both student and parents, we can maintain
an environment that will permit all students to learn.

When a child causes a disruption in a classroom, that student is
infringing on the rights of the other students to learn and also on
the teacher's right to teach.

Students may be disciplined for conduct off school grounds if such
conduct is disruptive of t  he educational process, violates a policy of
the school, or negatively impacts the school.

HARASSMENT

All individuals are to be treated with dignity and respect.
Harassment in any form is prohibited. The prohibition against acts
of harassment applies to  all individuals involved in the school.
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Sexual harassment includes unwelcome sexual advances. Requests
for sexual favors and other verbal or physical conduct of a sexual
nature.

Verbal harassment includes derogatory comments, jokes, or slurs;
it also can include belligerent or threatening words spoken to
another individual.

Physical harassment includes unwanted physical touching, contact,
assault, and deliberate impeding or blocking movements, or any
intimidating interference with normal work or move ment.

Visual harassment includes derogatory, demeaning, or
inflammatory posters, cartoons, written words, drawings, novelties,
or gestures.

A student who harasses another student shall be disciplined and
may be expelled from the school.

DETENTION
Detention will be issued for infractions at the discretion of the
teacher or principal. Pupils are given twenty -four hours notice of a

detention period. A discipline report form explaining the reason for
detention is issued to the student to be signed by the
parents/guardians and is to be returned the following day.

Three detentions for repeated infractions may result in suspension.
The following are infractions of school rules that could result in
detention:
1. Inappropriate conduct or behavior
2. Cheating or p lagiarism on any assignment or test.
No credit will be given for the assignment or test.
3. Improper language
4. Disrespect for faculty members, classmates, or anyone
giving services at Our Lady of Mercy School
5. Destructive behavior toward any school property or property
of others
6. Use of electronic d evices in the classroom setting
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SERIOUS INFRACTIONS
The following violations of school policy are considered serious
infractions and may result in suspension or expulsion:

SUSPENSION / EXPULSION

1. Stealing of any nature and vandalism

2. Fighting, bullying, or harassment

3. Truancy or leaving school grounds

4. Forgery of any kind, i.e., a studen
teacherds name on any school docume

5. Possession or use of any illegal drug, alcohol, tobacco
produc t, weapon
6. Written or verbal threat of violence

The principal and/or his /her designee may search student desks
and personal belongings, including, but not limited to, handbags,
briefcases, purses, backpacks, clothing and other items in a
student's possess ion.

When suspension or expulsion is deemed appropriate, a conference

will be called with parents. The length of suspension will be

determined by the principal. Suspension may be in -school or out -
of-school as determined by the principal. During the perio d of any
suspension, the student is denied the privilege of attending all

school functions and activities.

Classwork/homework/tests missed during suspension will be made
up according to the teacherds guideline

UNIFORM POLICIES
Uniform items must be purchased through Lands End or Dennis
Uniform. Items from other retailers will not be acceptable.

Gym uniforms are purchased through OLM.

Summer Uniform is worn May 1 st thru October 14 th,
Winter Uniform is worn October 15 th thru April 30 .,
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No makeup i s allowed. No nail polish or artificial nails of any kind
are allowed. One matched pair of stud earrings, one watch, one
ring, one bracelet, and one necklace will be permitted for girls. One
watch, one chain (w/medal or cross) pendant and one ring will be

permitted for boys. (Earrings are not allowed for boys.) No jewelry
is to be worn on Phys. Ed. Days. Body sprays and hair sprays
are not allowed in the school. No tattoos or body piercings

(except earrings)  are allowed.

NOTE: The administration has the final decision concerning any
interpretation of the above dress code.

PRE-K & KINDERGARTEN UNIFORMS

Summer uniform is worn from May 1 St - October 14 ™
OLMS insignia white polo shirt

OLMS navy shorts for the boys

OLMS navy skort or shorts for the girl S

White socks

Mostly white sneakers

Summer gym uniform
OMLS Athletic T -shirt
OLMS navy gym shorts
White socks

Mostly white sneakers

Winter uniform is worn from October 15 " § April30 "
OLMS insignia white polo shirt

Navy sweat pants

Mostly white sn eakers

Winter gym uniform
OLMS Athletic T -shirt
Navy sweat pants
Mostly white sneakers
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UNIFORMS FOR GRADE1 -8

a) Grades 1 -5

1)

Girlsdo Winter:

Option 1 OLMS Plaid jumper w/white long sleeve or short
sleeve Peter Pan blouse, navy blue nylon or Cable knit
tights or navy blue knee socks.

OR

Option 2 Navy blue chinos and belt w/OLMS white long

sleeve or short sleeve polo shirt. Navy blue socks
Please note: Option 1 and Option 2 are not to be intermingled.

OLMS Navy Button Front Cardigan

Uniform Shoes (Choice of: Maryjane, Oxford, Loafer or Buc
style shoes in black, brown, blue or tan) NO SNEAKERS
No boots in the classroom. Students must change into
uniform shoes.

Girl s Summer :
Navy skort

OLMS White polo shirt

Sneakers, velcro or tie, no wheels
White socks

i) Boysd Winter:

Navy blue chinos

OLMS long or short sleeve polo shirt

OLMS Navy V -Neck Sweater

Uniform Shoes (Choice of: Oxford, Loafer or Buc style shoes

in black, brown, or tan) Navy blue socks. NO SNEAKERS

No boots in the classroom. Students must ch ange into
uniform shoes.

vy Boys® Summer :

(1) Navy Bermuda -style shorts

(2) OLMS White polo shirt

(3) Sneakers, velcro or tie, no wheels
(4) White socks
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b) UPPER SCHOOL

1)

Girl so Winter:

Option 1  OLMS Plaid A -Line Skirt w/long or short sleeve
white bu tton down blouse Navy Nylon or Cable Knit Tights
OR

Option 2 Khaki chinos and belt w/long or short sleeve
OLMS navy blue polo shirt

Please note: Option 1 and Option 2 are not to be intermingled.
OLMS Navy Sweater or Sweater Vest

Uniform Shoes (Choice of : Maryjane, Oxford, Loafer or Buc
style shoes in black, brown, blue or tan) NO SNEAKERS
No boots in the classroom. Students must change into
uniform shoes.

Girl s Summer :
Khaki skort

OLMS Navy blue polo shirt
Sneakers, Velcro or tie, no wheels
White socks

i'i) Boysodo Winter:

Khaki chinos w/ long or short sleeve navy blue polo shirt.
Navy Sweater

Uniform Shoes (Choice of: Oxford, Loafer or Buc in black,
brown ortan) NO SNEAKERS

No boots in the classroom. Students must change into
uniform shoes.

v) Boysd Summer :

Khaki bermuda -style shorts
OLMS Navy blue polo shirt
Sneakers, velcro or tie, no wheels
White socks
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c) GYM UNIFORM (P re-k 6 Grade 8 0 Boys and Girls)
OLMS short sleeve gray athletic T -shirt
OLMS long sleeve gray athletic T  -shirt
OLMS n avy gym shorts
OLMS navy warm up pants (mandatory)and jacket (grades 3 -8)
Navy sweat pants (Pre -K 0 grade 2)
Sneakers, velcro or tie, no wheels

HAIR

Hair must be clean and properly groomed. Hair should be

consistent with natural colors. Student and pa rent will be notified if

a haircut i s deemed necessary. Boysd h

Boys and girls bangs must be above the eyebrows. No wigs,
hairpieces, falls, extensions or excessive hair adornments are
permitted. The principal and faculty w il determine the proper hair
length and style. Fad haircuts and/or tails are not allowed. Sides
shaved are not acceptable. The students' hair is to be neatly

groomed at all times. Violations of this policy will result in

disciplinary action, which may inc lude but is not limited to
detention or requiring your son or daughter to get a different

haircut style. Please note that this applies to all grades

DRESS DOWN POLICY

Our Lady of Mercy School maintains a strict dress code, even on
odr ess do wnor dgirks,slErts and shérts must be no shorter
than mid thigh in length. No amount of midriff will be allowed to be
exposed while standing or sitting. All shirts, tops, and/or blouses,
shall have sleeves that cover the shoulders, midriff, back, sides and
buttocks, and all undergarments. In addition, clothing must be
appropriate size. For the boys, boxer shorts and briefs must be
covered as well. No sandals, flipflops or backless shoes will be worn.
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LUNCH ROOM

It is expected that all children will us e proper manners when eating
in the lunch room . Students should not bring in food that needs to

be microwaved. An in -room snack period will be permitted at the
discretion of the classroom teacher. For health reasons, no food
may be shared at any time dur  ing school.

BIRTHDAY PARTIES/INVITATIONS

In fairness to all the students in a class, birthday party invitations
are permitted to be passed out only to ALL girls in the class, to ALL
boys in the class or to the entire class. If invitations are passed out
to only a selected few students, they will be collected and given
back to the parents. If you wish to choose the students you would
like to invite, you must mail the invitations to the students' homes.

PARKING PROCEDURES

For the safety of the children , please enter the parking lot via Neck
Road (by the Our Lady of Mercy School sign) driveway and park in
the lot outside the bus line door. Keep in mind that children are
always around the school property. For their safety, PLEASE drive
carefully when you are around the school property. There should
be NO through traffic during school hours.

Parking is not permitted on the lawn except for designated major
events.
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COMMUNICATIONS

Communication of Important In formation

Our Lady of Mercy School is very mindful of the fast -paced lives
that each of our families have and with this in mind, we are

committed to staying on top of the best ways to convey important
school related information back and forth in the most timely and
efficient manner.

The following is an over -view of the systems in place for parents to
receive and convey important school related information:

Wednesday Notes - General School Announcements and
Updates

The weekly Wednesday Notes contains all general school related
updates, announcements and reminders that families need to

know. The e -newsletter format allows for quick and easy access to
this important information. This format also contains links to
commonly used forms and references, allow ing it to be both an
informative and resourceful tool.

How do | getthe  Wednesday Notes? The Wednesday Notes are
sent to all parents/guardians  every Wednesday afternoon viae -
mail.

Who will the e  -mail come from? The e-mail will arrive at your

f ami begignatede-mai | (s) each Wednesday after
Lady Of Mercy School 6. The memo wil I r e
School Wednesday Notesdéd with the approp

»
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Yellow Notes -

To ensure your chil dobés safeygur ic¢hilsd@ad
teacher be aware of any change in your
dismissal from school. The  Yellow Notes serve as the means of

communication for this very important information.

1. Each family will receive a packet of Yellow Notes in their
Orien tation Packets. More copies are available in the main office.

2. All Yellow Notes are to be handed -intothe st udent &s cl assr
teacher upon arrival at school in the morning.

3.To report any changes in your <chil dos
be made afte r the start of the school day, CALL THE SCHOOL

OFFICE (Ext. 10), NOT THE CLASSROOM, AS THE TEACHER S

WILL NOT CHECK THEIR VOICE MAILS UNTIL DISMISSAL IS

OVER.

Weﬁ]athler -related Cancellation, Delay and/or Early Dismissal of
Schoo

Our Lady of Mercy Sc hool foll ows the ONo School ¢
of the Madison Public School System. Radio/Television station

broadcast school closings, late openings and early dismissals. Delay

and cancellations are generally decided by 5:00am or as soon as

possible therea fter. Early dismissals are determined on the basis of

developing weather conditions, and are announced on

radio/television stations. Tune in to one of the following stations for

school delays or cancellations:
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Radio: WELI (960AM) Television : WVIT (Channe | 30) WFSB
(Channel 3) WTNH (Channel 8)

WFSB & Channel 3 reports school closings and delays on television
and on their web -site, wfsb.com. In addition, they will send instant

noti fications of school <closings or
computers. Just go to wfsb.com and sigh up:
(http://www.wfsb.com/closingalerts/index.html ).

EMERGENCY INFORMATION

If an emergency situation occurs during the school day, parents will
be notified via the contact information that was provided on the
Emergency Contact Form submitted at the start of the school year.

GENERAL CLASSROOM INFORMATION:

Each teacher may have a different system for communicating
information about classroom activities and projects. Details on
these systems will be provided to parents in the beginning of the
school year

General School Administration Feedback/Questions

All parents having questions/concerns regarding an administrative
and/or staffing issue, are asked to submit, in w riting, a summary of
their issue to the principal. Upon receipt of this summary, parents

will be notified as to the means of follow -up in addressing their
guestion/concern.

EVENT PLANNERS

Anyone responsible for planning or over  -seeing an event at the
school is first asked to complete an Events Planner Form . Event
Planner Forms can be obtained on the school web  -site and also
through the Wednesday Notes . ALL EVENTS NEED TO BE
APPROVED BY THE PRINCIPAL. Once the principal signs the Event
Planner Form , it wil | go on the calendar board and you will receive a
copy as a confirmation.
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SHARING OF GOOD NEWS

Anyone having good news to share about a member of our OLM
community (student, parent, staff member, alumni) is encouraged

to provide a summary of the informat ion and any pictures to the
director of Advancement, Liz Connelly at lconnelLy@olmschool.com
This information will be highlighted within our hallways, our

Wednesday Notes , Parish Bulletins and Alumni newslett er.

WEDNESDAY NOTES

Any information to be included in the Wednesday Notes, must be

submitted for approval by the end of the day on Friday. Anything

recei ved after Friday, wi || be I ncl uc
Wednesday Notes.

TELEPHONE CALLS

Classrooms are not to be disturbed during class time or during

dismissal time. Students are not allowed to respond to phone calls
during school time except in an emergency. Calls to the school to

leave messages for students should be rare. Because student S need
to learn responsibility, they will not be permitted to call home for
forgotten items. Teachers are not to be disturbed during class time

or during dismissal time, as stated above.

Parents/guardians can expect teachers to check their voice
mail mes sages twice each school day, before 7:55 A.M. and
after 3:15 P.M.

NON-CUSTODIAL PARENT

This school 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 with access to the academic records and to other
school -related information regarding the child. If there Is a court
order specifying that there is to be no information given, it is the
responsibility of the custodial parent to provide the school with an

official copy of the court order.
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VISITORS

In order to insure your child's safety and quality teaching time,
parents and visitors are not to go to the classrooms after the
children have entered the building. ALL VISITORS MUST REPORT
TO THE SCHOOL SECRETARY AND SIGN IN WHEN THEY ENTER
THE SCHOOL BUILDING. If you would like to speak with your child

or with t he teacher, the office will make arrangements for you. Do
not go beyond the lobby of the school without signing in. This
applies to all parents/visitors at all times of the day including
arrival and dismissal times. In addition, we cannot allow parents to
stay with their child in the classrooms before school begins or ends.

Service Hours

The key to any successful school is the effort that people put into it,
both by staff and families alike. It is for this reason that all OLM
families are responsib le for completing a required number of Service
Hours per year.

All Pre -K and New families - 10 Service Hours for the year
All K -8 returning families - 25 Service Hours for the year
Each family will be responsible for fulfilling these hours betwe en

Mayl, 2011 & April 30, 2012. After April 30 . 2012, any unfulfilled
hours will be billed at $10.00/hour to the family.
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