
OUR LADY OF LORETTO SCHOOL 
PARENT/STUDENT HANDBOOK 

 
 

Admissions Policy 
 
 

Our Lady of Loretto School admits students of any race, color, national 
origin, or age (in accordance with the law) to all rights, privileges, programs, 
and activities generally accorded or made available to students at the school.  
The school does not discriminate on the basis of race, color, or ethnic origin 
in the administration of its educational policies, athletic program, and other 
school-administered programs.  Our Lady of Loretto School gives first 
preference in admission to those with brothers and sisters currently enrolled in 
the school; second, to Catholic students currently registered in the parish;  
third, to students transferring from another Catholic school and to Catholic 
students registered in St. Anthony’s Parish and adjacent parishes; fourth, to 
non-Catholics. 
 
 
New Admissions   Every Tuesday from October through March the school 
offers tours which briefly visit classrooms as well as the student areas of 
campus.  It is requested that parents let us know if they are attending as we 
have volunteer parents as guides.  Part of the tour is a meeting with the 
principal for question and answers and a promotional video about the school 
and its programs.   
 
All new students must fill out an application before any admission process 
begins.  For the Kindergarten students an assessment is individually done with 
each student in order to determine Kindergarten readiness.  In general most 
students not 5 by the beginning of fall are not ready for Kindergarten, but we 
will accept students so long as they are ready and 5 by December 1.  Students 
in grades 1-3 are also assessed individually and in addition it is requested that 
copies of school records be given to the office.  Students  
in grades 4 - 7 will be accepted after school records are reviewed, a visiting 
day is scheduled for the student and an interview with the principal takes 
place.  In general students in the Eighth Grade are not accepted, unless there 
are unusual circumstances ie a family move from outside the area.  
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An official acceptance letter is sent from the office and a contract is enclosed 
which should be returned with a deposit.  Upon the receipt of the signed 
contract and the  deposit the new student is officially enrolled.   
 
Re-registration 
Re-registration of each student presently enrolled in school takes place in 
Early Spring.  Re-registration forms will be issued to parents who have met 
the tuition contract obligations up to that date.  A NON-REFUNDABLE 
Registration Fee for the upcoming school year must be returned by the 
deadline indicated in order to assure a place for children for the following 
school year.  Newly registered families will begin to be accepted immediately 
following the deadline date.  Students not in good standing (financial, 
academic, or social) may not receive re-registration forms at the same time as 
the rest of the student body 
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School Phone Numbers 
 

 School Phone    892-8621 
 Extended Care    898-5877 
 Rectory    897-2171 
 Parish Hall    897-9720 
 Fax     892-9631 
 Web Page    ollnovato.org 
 

Faculty and Staff 
 
     Administrative Staff 
 Father William McCain Pastor 
 Father William Nicholas Associate Pastor 
 Patrick Reeder   Parish Administrator 
 Ms. Susan Maino  Principal 
 Marybethe Escobar   Office Manager 
 Jean Holt    School Secretary/Alumni  & Admissions 
 Joyce Lear    Tuition and Keane Care Collections 
 Alex Madero    Maintenance  
 
   Full Time Teaching Staff 
 Mrs. Brigid Oswald  Kindergarten Teacher 
 Mrs. Sandra Herrera  First Grade Teacher 
 Ms. Jennifer Lynch  Second Grade Teacher 
 Mrs. Barbara Kane  Third Grade Teacher 
 Ms. Kendra Antonio  Fourth Grade Teacher 
 Ms. Sheila Byrne  Fifth Grade Teacher 
 Ms. Leslee Coady  Sixth Grade Teacher 
 Ms. Elizabeth Claverie Seventh Grade Teacher 
 Mrs. Kathleen Kraft   Eighth Grade Teacher 
 Mrs. Jeanne Scott  Science Teacher Grades 4 – 8 
 
   Classroom Aides 
 Mrs. Sharon Azevedo  First Grade Aide 
 Mrs. Kelly Collman  Kindergarten Aide 
 Mrs. Marion McCarthy Second/Third Grade Aide 
 
  Part Time Teachers  
 Mrs. Toni Basich  Extended Care Coordinator 
 Rebekah Bishop   Computer 
 Amalia Dobbins  Music Instructor 
 Mrs. Claudia Freeman  Librarian 
 Angela Ghigliazza  Math Teacher Grades 5-8 
 Mr. Ed Lertora  Physical Education Teacher 
 Mrs. Magaly Perazzo  Spanish Instructor 
 Denise Rosenbach  Primary Science Teacher 
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OUR LADY OF LORETTO 
Parent - Teacher Guild 

 
 All parents of children attending Our Lady of Loretto School are 
members of the Parent-Teacher Guild (PTG).  The purpose of our PTG is (I) 
to promote Catholic Education at OLL (II) generate financial support for the 
school (III) provide a volunteer network for our school (IV) foster Christian 
values and sociability among our members and (V) provide a forum of 
exchange for parents, faculty and school administration. 
 There is an annual fee of $40 for PTG dues assessed to each family at 
the time of registration.  The following fund raisers are annual events.  The 
largest as far as funds raised is the school auction.  Your monetary and 
physical support of our PTG helps maintain its effectiveness in our Parish and 
School community.   
 Wrapping Paper Fundraiser will begin in September  
 Christmas Luncheon the first Friday in December 
 School Auction:  This will be held in April or May depending on Easter 
 
Meetings 
 Full membership meetings are held 3 times a year.  At these meetings 
we try to provide speakers on topics of interest to us as parents.  It is 
imperative for parents to attend. 
 
Room Parents 
Two parents volunteer and are selected to be room parents for each grade.  
These are extremely important volunteers who help the teacher in the 
organization of many of the class activities which include but are not limited 
to field trip organization, auction & Christmas luncheon projects, and class 
parties. Our School parties are Halloween, Christmas and Valentine’s Day.  
Room parents need to contact the classroom teacher so that they are fully 
aware of what the teacher would like to plan for their class.  The PTG has an 
annual allowance for each class.  Please note that all PTG expenditures need 
to be pre-approved.  The PTG appoints a coordinator of room parents and 
each grade should feel free to contact the coordinator any time if they should 
have any questions. 
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Mission Statement 
 

Our Lady of Loretto School is dedicated to excellence 
in education that is Christ centered and rich in 

Catholic tradition.  With Christ as the model and teacher 
we foster the development of students who are: 

 
 C ompassionate 
 H umble 
 R esponsible 
 I nvolved 
 S piritual 
 T hinkers. 

 
 

Philosophy 
Our Lady of Loretto School’s highest priorities are each child’s 

relationship with God and each child’s self-esteem.  Our faculty and staff, as 
facilitators of learning, are dedicated to providing the quality of education that 
encourages self-expression, embraces diversity, and balances independent 
thought with cooperative effort.  We strive to accomplish these goals in a 
Christ-centered atmosphere, rich in Catholic tradition, and intellectual 
challenge.  

Recognizing the primacy of the parents in the education of their 
children, Our Lady of Loretto values cooperative relationships with parents.  
We are sensitively aware of their unselfish choices and personal sacrifices.  
Their trust makes even firmer our resolve to develop compassionate, humble, 
responsible, involved, spiritual, thinking individuals. 

We are called to nurture in our students a love of God, of self, and of 
others.  The practical application of such commitment is the manifestation of 
that love, ideally, by each child’s life-long pursuit of excellence, in a spirit of 
responsible contribution to the local and global communities.  
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Student Learning Expectation 
 
Our Lady of Loretto’s school-wide learning expectations seek to 
nurture the development of Christ-like individuals through:  
 
C ompassion  
   To be able to make friends and work with others  
   To be kind and patient to others who are not just like themselves 
H umility  
   To respect themselves and others 
   To recognize their gifts and talents and those of others  
R esponsibility  
   To use good problem solving skills to make wise decisions 
   To be stewards of all of God’s creation 
I nvolvement 
  To grow in Christ and show their love of God  
  To serve their fellow classmates and the community 
S pirituality  
   To live the Gospel message 
   To be able to make choices based on faith 
T hinking 
  To know how to learn and think for themselves 
  To speak and write well when expressing ideas 
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Code of Christian Conduct 
Covering Students and Parents/Guardians 

 
 The students’ interest in receiving a quality, morally based education 
can be served if students, parents and school officials work together.  
Normally, differences between these individuals can be resolved.  In some 
rare instances, however, the school may find it necessary, in its discretion, to 
require parents/guardians to withdraw their child. 
 It shall be an express condition of enrollment that the parents/guardians 
and student shall conform themselves to standards of conduct that are 
consistent with the Christian principles of the school, as determined by the 
school in its discretion.  These principles include, but are not limited to any 
policies, principles or procedures set forth in any student/parent handbook of 
the school. 
1. Parents/guardians are expected to work courteously and cooperatively 
 with the school to assist the student in meeting the academic, moral  
 and behavioral expectations of the school. 
2. Students and parents/guardians may respectfully express their concerns 
 about the school operations and its personnel.  However, they may not  

do so in a manner that is discourteous, scandalous, rumor driven, 
disruptive,  threatening, hostile, or divisive. 

3. These expectations for students and parents/guardians include, but are 
not  limited to, all school-sponsored programs and events (e.g. 
extended  

 care, athletics, field trips, etc.) 
 The school reserves the right to determine, in its discretion, which 
actions fall short of meeting the Christian principles of the school.  Failure to 
follow these principles will normally result in a verbal or written warning to 
the student and/or parent/guardian and normally will result in disciplinary 
action short of a requirement to withdraw from the school (e.g. suspension of 
student or suspension of parent/guardian’s privilege to come on the campus 
grounds and/or participate in parish school activities). 
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Harassment Policy 
 
 In 1992, the Archbishop of San Francisco promulgated a 
comprehensive set of policies and procedures covering all forms of unlawful 
harassment, with particular emphasis on sexual misconduct in the workplace 
and in ministerial relationships, as well as highlighting the unique respect and 
responsibility which is owed by adults to children.  In 1996, a supplement to 
that policy was added specifically focusing on student to student harassment.  
The policy serves as a tangible witness to the Catholic commitment to live, 
love, and respect as Jesus did. 
 The Archdiocese of San Francisco affirms the Christian dignity of 
every student.  It is the policy of the Archdiocese to provide an educational 
environment in which all students are treated with respect.  Harassment that is 
severe, pervasive, and deliberate is unacceptable conduct.  Harassment occurs 
when an individual is subjected to treatment in a school environment which is 
hostile, offensive, or intimidating because of the individual’s race, creed, 
color, national origin, physical ability, or gender.  Harassment of any student 
by any other student is prohibited and will not be tolerated.  The harassment 
policy also covers use of internet messaging. 
 A charge of harassment shall not, in and of itself, create the 
presumption of wrongdoing.  However, substantiated acts of harassment will 
result in disciplinary action up to, and including expulsion.  Students found to 
have filed knowingly false or frivolous charges will also be subject to 
disciplinary action, up to and including expulsion.  Depending on the nature 
and extent of the charge, if reasonable suspicion of misconduct is determined, 
the alleged harasser may be sent home pending conclusion of the 
investigation by the school. 
 A complete copy of the comprehensive Policy Against Harassment, 
including the detailed policies on child abuse and student to student 
harassment is available in the principal’s office.  The harassment policy also 
covers use of internet messaging. 
 
 
I.  Attendance 
 
Emergency Cards 
Emergency Cards - All information  on these cards must be filled out 
completely and kept up-to-date.  It is vital that the names, current addresses 
and phone numbers of two people be kept up-to-date in case of an emergency.  
These people should be informed that they have been listed for students when 
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the parents cannot be reached.  Please list someone in the Novato area who 
can respond quickly.  Please notify the school immediately of a change of 
home address, phone, or contact person. 
 
Absence 
Should absence from school occur, a written excuse stating the child’s name, 
the date, and the reason for the absence from school should be written by the 
parent or guardian when the child returns to school.  Parents are asked to call 
the office by 9:00 am if the child is not going to be present for class so that 
the office does not have to phone home regarding truancy.   
 
Excused absences are for illness, death of a family member or close friend, or 
attendance at the funeral.  These are the only absences for which make-up 
work will automatically be given.  Any extraordinary circumstances will be 
dealt with on an individual basis. 
 
A child is not to be sent to school if he/she has a temperature of 99.4 or 
higher.  A child should be kept home a full 24 hours with a normal 
temperature before  he/she returns to school.   
 
Make-up work for Excused absences 
A student who is absent, tardy, or dismissed early from school is responsible 
for any work missed and is expected to inquire about what was assigned and 
complete the work.  In the case of excused absences, one day is allowed for 
each day missed.  When a child is ill, it is recommended that homework not 
be done in the first 24 hours. 
If a child is going to miss school on a particular day for one of the excused 
reasons,  homework generally can be found on the school’s web site.  Class 
assignments and/or books can be requested on the second day of an absence if 
the parents inform the office by 9:00am.  The work may be picked up at 
dismissal time.  
 
An “incomplete” mark can be given on a student’s report card for any student 
who has been absent 15 or more days in a quarter.  All work must be 
completed within the determined time or the grade will automatically become 
an “F”. 
 
Unexcused absences  are given for extended vacations, non school scheduled 
vacations, or non-calendared holidays.  Under extraordinary circumstances 
the school may allow work to be made up or other work to be credited.  A 
teacher is never obligated to organize work before the unexcused absence, in 
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many cases if work is to be made up it is more beneficial to the student to 
organize after the student has returned.  In all cases of unexcused absence it is 
required to inform both the classroom teacher and the office before the 
absences occur.  
   
Communicable Disease 
A parent must notify the office if their child has been exposed to a 
communicable disease.  Certain contagious or communicable diseases require 
a release from a doctor.  Parents of children in the class where a child has a 
communicable disease will receive notification. 
If a child has a contagious disease such as measles, chicken pox, pink eye, 
lice etc. they should not be sent to school.  Upon return to school, a note from 
the doctor is required.  
  
In-school illness 
If a child indicates he/she is ill at school, his/her temperature will be taken by 
the office staff.  Parents will be notified if the child has a temperature and 
asked to pick up the child.  If the child does not have a temperature, it is the 
school policy to attempt to have the student return to classes. 
 
Should it be necessary to contact you or a designated party regarding a sick or 
injured child, we ask that you come immediately, as we do not have full-time 
personnel to staff the health room.  We also ask that we have your current 
telephone number and work number at ALL TIMES on the emergency form.   
 
Appointments - Medical 
Students who are to be excused during the day from school for medical 
appointments or any other reasons should bring a note from his/her parents to 
the teacher on the day of the appointment.  The parent must first stop at the 
school office to sign out the child. The child will be called to the office. 
 
Medical Tardy or Absence 
A student is marked late, absent (½ or 1 day) unless a written certification 
from the doctor or dentist’s office is presented to the office upon returning to 
school from each appointment.  Student will then, receive a MEDICAL 
EXCUSED TARDY OR ABSENCE. 
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Tardy 
Students are late if they are not in line with the class when the morning 
assembly begins.  If a student is tardy in the morning, he or she must go to the 
office to obtain a tardy slip.  Students are also expected to be on time for all 
classes.  Repeated tardiness will be monitored with written or verbal concerns 
addressed to parents or guardians, and a possible lowered Citizenship grade 
may result.  When a child receives three unexcused tardies, he or she will 
serve a detention. 
 
 
II.  Communication 
 
Office Hours 
The school office is open  Monday - Thursday between 8:00am - 4:00pm and 
Friday between 8:00am - 3:30pm 
 
Wednesday Windows & Parent Envelope 
These are sent home with the oldest or only child on a weekly basis.  Most 
communication is forwarded home via this format.  We encourage a prompt 
reading of these materials.  The Family Envelope should be emptied and 
immediately returned the next day.  Additional reminders will be sent via the 
internet as needed.  The Wednesday Window can be read on line at the school 
web site.   
 
Parent-Teacher Conferences 
The school schedules conferences for every family at the conclusion of the 
first report card period.  Requests forms are sent home in the Wednesday 
Windows (weekly family envelope) three to four weeks before the calendared 
conference time.  A week before the conferences the scheduled times are sent 
home, again in the Wednesday Windows.  
   
Other conferences are available upon request during the other report card 
periods, or as parents feel the need.  Teachers should not be expected to 
confer with you regarding your child without an appointment.  Appointments 
may be made directly with the teacher or the Administrative Assistant may be 
contacted in the school office to make arrangements. Often we have multi 
teacher conferences for Middle School Students who have departmentalized 
classes, these should be made through the office.   
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The principal is also available for parental conferences.  Generally, the 
principal will not confer with a parent regarding situations that involve the 
teacher unless the teacher has already had a conference with the parent(s).  
Then, a conference will be held which could include parent(s), teacher, 
principal and possibly student. 
 
Parent Meetings 
Parent “Back to School Night” is held in September.  The meeting consists of 
a brief overview of the curriculum together with an explanation of policies 
regarding conduct, homework, etc.  Parent attendance should be considered 
mandatory.  Additional special parent meetings are scheduled during the 
year.  These are important and usually pertain to a specific area of importance 
to the age level of your student. 
 
Report Cards 
Report cards are issued four times a year (Grades 1-8); Kindergarten students 
receive two progress reports (one at the end of each semester).  If a student is 
absent more than 15 days during the report card period, it is possible that no 
report card will be given.   If a parent or guardian wishes to discuss a 
student’s marks, an appointment should be made with the teacher.  Report 
cards are to be signed by the parent/guardian and returned as soon as possible. 
 
Academic Progress 
For students in grades 3 through 8 parents can access student grades through 
the school web site which will connect parents to the grades of their students.  
At the beginning of the academic year the school will publish the guidelines 
for the posting of student grades.  With this ability the school will not mail 
interim notices at the half way point of the report period.     
For students in grades K through 2 parents will be informed by the classroom 
teacher if there are academic concerns.  
 
Messages 
Messages called in by parents will be relayed to teachers or students if they 
are EMERGENCY in nature.  We urge you to take care of all matters such as 
carpools, etc.,  BEFORE THE CHILD LEAVES HOME. Students may not 
use the telephone unless given permission by a teacher. 
 
Cell phones 
Students are not allowed to have cell phones or pagers in school.  Should a 
parent want a child to carry such an item the ITEM(CELL PHONE OR 
PAGER) must be sent to the office each morning.  The phone will be kept in 
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the office during the school day and picked up at the close of school by the 
student.  Cell phones or beepers not checked into the office will be 
confiscated by any teacher or aide.  Parents will need to come to retrieve the 
item from the office.  A second offense will mean that the cell phone will not 
be returned until the end of the school year.  
 
 
III.  Academic Program & Procedures 
 
WCEA/WASC  
Our Lady of Loretto Catholic School is accredited by the Western Association 
of Schools and Colleges.  Additionally, the Western Catholic Education 
Association provided the instrument whereby Our Lady of Loretto Catholic 
School underwent an intensive self study to acquire certification.  Each year 
the administration and faculty of Our Lady of Loretto Catholic School 
continue to evaluate the entire curriculum and program according to the stated 
school philosophy as well as to meet the yearly goals and objectives set down 
since the last accreditation and certification. 
 
Subjects Offered 
The Core Subjects which are offered by Our Lady of Loretto are: Religion, 
Reading/Literature, English, Mathematics, Science, and Social Studies.  
These subjects follow the guidelines of the California Framework and the 
Archdiocesan Department of Education.  The additional subjects which each 
student takes are:  Art, Music, Spanish,  Physical Education, and Computers.  
They also have the option to partake in Chorus as an elective course. 
 
Religion 
The Religion program attempts to educate the child in the basic truths of faith 
and the living experiences of Catholicism which encompasses prayer, liturgy 
and service.  The example of parents in the entire FAITH-LIFE of the student 
is paramount. 
 
Family Life 
The Benzinger family life program is offered to all grades.  In fifth sexuality 
is a major topic.  Parents are informed of the topics covered.  In Middle 
school again more detailed topics regarding living in relationship of care of 
self are incorporated. 
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Child Safety from Predators 
The Archdiocese has mandated that all parishes educate the young on 
personal safety (see addendum E).  The two programs used are Talking 
About Touching for grades K-3 and Kids Safety for grades 4-8.  The primary 
program is teacher presented and the older students program is on-line but 
done in the classroom. 
 
Daily Schedule 
School Starts   8:00A.M. 
Morning Recess:  Grades 5  - 8   9:55 - 10:10A.M. 
    Grades K - 4   10:10 - 10:30A.M. 
Lunch    Grades 4 - 8  11:45 - 12:25P.M. 
    Grades K- 3  12:15 - 12:55P.M. 
Kindergarten Dismissal:     2:00P.M.     
Afternoon Recess:  Grades 1 - 3   2:05 - 2:20 P.M. 
Dismissal:   3:00 P.M. 
 
Minimum Day Dismissal time is 12:30 P.M.   
 
Homework  
Homework is a necessary part of each student’s educational program.  The 
amount of time spent doing homework varies according to the ability and 
work habits of each student.   
The average amount of time given to homework should be: 
    Grades 1 - 2  20-30 minutes 
    Grades 3 - 4  30-45 minutes 
    Grades 5   45-60 minutes 
    Grades 6 - 8  60-90 minutes 
 
Homework assignments are given to the students for the following reasons: 
    - to reinforce skills learned in school 
    - to allow the child to work independently 
    - to do research for class projects 
 
Homework is usually given Monday through Thursday evenings.  If a student 
has been absent, the student will be expected to make up school work within 
the time frame of a day for each day absent.  Long-range assignments may 
require work over weekends.  Requests to pick up homework when a student 
is ill must be made through the School Office by 9:00 AM of the second day 
of an absence. Work will then be picked up at the office.  Most teachers also 
post homework on Schoolnotes.com 
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Parents can do their part to help with homework by: 
 - Providing a regular time and quiet place (no T.V., phone calls, etc.) 

- Showing your child you are interested in the work but not doing it      
for the child 

 - Evaluate extracurricular activities that take away from homework. 
 
Daily Assignments 
Daily assignments and homework must be turned in on time.   Each teacher 
will have a system to notify parents and students of daily assignments and 
homework, and decide if the work must be made up although the grade will 
be affected. 
Parent can find the required assignments for Grades 3-8 on the school web 
site.  These are generally up to date, although for those teachers who enter the 
coming week’s assignments once a week, the assignments may slightly be 
different than in-class assignments. 
 
Major Assignments 
These assignments, such as book reports, research projects, presentations, or 
others must be turned in on time to receive full credit.  If a major assignment 
is late, the grade will be lowered.       
 
Spiritual Life of the Community 
 
Initial Sacramental Celebrations - The celebration of First Reconciliation and 
Eucharist are parish celebrations.  Both the School and Parish Religious 
Education programs are combined for these sacramental celebrations.   
 
Sacramental Preparation - The preparation of students for the Sacrament of 
Reconciliation and Eucharist is a part of the regular classroom Religion class 
throughout the year.  Parents are asked to attend meetings related to these two 
sacraments.  A Sacramental preparation fee is charged to cover the cost of two 
Sacramental books, certificates and other items prepared for the Sacramental 
Liturgies.   
 
Sunday Readings -  Every Kindergarten family is provided with a weekly 
leaflet that highlights the Sunday readings and family activities which will 
enhance family understanding and participation in Sunday Liturgy.  Students 
in grades 1-8 receive individual leaflets which highlight the Sunday readings 
in order to provide a more meaningful and reflective approach to Sunday 
Mass.    
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Liturgy of the Word  
Liturgy of the Word is offered each Sunday at the 9am Liturgy.  Children from 
K through 4th may go to the small chapel for the Liturgy of the Word and 
return to their families after the Creed.  This is a wonderful  opportunity for 
the children to hear the same readings as the rest of the family but on their 
comprehension level. 
 
RCIC 
Children who are not baptized and parents desire the sacrament for them may 
receive the various Sacraments of Initiation in the Parish.  Children in K and 1 
should contact the Parish to make arrangements.   Children in grades 2 - 8 
should contact the Principal who will make arrangements for sacramental 
preparation.  Older students will also have to have an interview with the 
pastor who wishes to insure that the reception of the sacraments is also the 
desire of the child.  Students who are in grades 2-8 receive the three 
sacraments of Initiation on Holy Saturday at the evening services.  The 
children in the second grade may still participate in the class ceremony of 
First Communion. 
 
Computers  
Computers are an essential part of modern life and education.  Computer 
programs and use of computers are formally taught to students by a computer 
teacher in the library.   
 
School Computers 
Each classroom (K-8) and Science room has a mini-computer lab with at least 
4 computers and available printers.  There are computers located in the Keane 
Care facility for student use.  The school has lap top computers which can be 
used in the classroom for instruction as well as used by teachers so that 
technology can be integrated in all subject areas.   
 
Student Computers 
Students are allowed to bring personal lap tops to school in order to take notes 
or do school work.  Use of the lap top for other than school work during a 
class may result in the suspension of the student privilege.  
 
Internet - All classrooms in the main building, the Library, and the 
Kindergarten & Science  classrooms are wired for Internet access, (Keane 
Care is not wired).  Students are required to have a “Contract” signed by the 
student and parent on file, relating to the proper use of school computers.  
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Physical Education  
All students are expected to participate in P.E. activities.  In order to be 
excused, a written note must be provided.  For prolonged or repeated 
absences from P.E., a note from the physician is required.     
 
Music 
A part time Music Teacher provides classroom instruction at all grade levels 
(K-8).  The older students learn to read music and sing in harmony.  Fourth 
and Fifth grades learn to play the recorder and Middle School students learn 
to play the bell chimes.  
 
Liturgy Preparation 
The Music instructor and Religion Coordinator provide special singing and 
Liturgical preparation for the student Masses to Grade 3 & 4 . 
 
Chorus:  The music instructor trains a chorus (Grades 4-8) during the lunch 
period called the Ensemble.  The students will be provided time for lunch.  
Additionally, there is a chorus for grades 1-3 called the Miniatures.  The 
Chorus performs throughout the year. 
 
Library 
The library is available when the librarian is present, or when students are 
accompanied by the classroom teacher.  The librarian or the library aide has 
full authority to enforce school policies.  Behavior in the library is the same as 
is expected in the classroom.  
 
Each grade has been given a specific time and day of the week when they 
have a library period (books are due, checked out, read, and research is done). 
 
Parents of younger students are asked to please check their child’s library 
books for due dates.  If a book is overdue a week, the student may not check 
out another book.  After two weeks, a bill for $15.00 is sent home.  The bill 
must be paid before the student can have library privileges again.  If a book is 
destroyed or lost, parent or student must pay $15.00 or more.  If the book is 
later found, half your money will be refunded. 
 

Parent - Student Handbook 17 Our Lady of Loretto School



Textbooks 
The annual registration fee covers the cost of consumable materials as well as 
the hardback textbooks that students are given for the school year.  Loss or 
damage to these books requires the student to pay for the purchase of a new 
book.  A final check of these books is made at the conclusion of the school 
year and appropriate charges assessed.  Students are required to have 
covers on these books at all times.   
 
School Supplies 
A master list of needed supplies for each year and for each grade is sent to 
each family in the spring.  During the it can be found on the school web site.  
It is the student’s responsibility to have all necessary supplies daily 
throughout the year.   
 
Testing 
The Iowa Test of Basic Skills is administered annually in the Fall to grades 2 
through 8 in order to assess academic standing and to project student needs.  
The results of these tests are forwarded to the parents with a description of the 
outcome.  The spends an in-service day in order to best serve each student and 
to note any necessary changes needed in curriculum.    
Additionally students in grades 5 and 8 take the ACRE test which is a 
mandate from the United States Conference of Catholic Bishops to assess the 
religious knowledge of students. 
 
Recognition of Achievement 
First Honors - This award may be earned each report card period by students 
in grades 5 - 8.  A total of 12 points or more must be obtained in the major 
subjects (Religion, Social Studies, Reading, English, Science, and Math).  An 
“A” is worth 3 points, a “B” is worth 1 point.  Students must acquire a grade 
of C or better in subjects outside of the six academic areas.  Students must 
also receive a 2 or better in conduct and effort. 
 
Second Honors - This award may be earned each report card period by 
students in 5 - 8.  A total of 10 points must be obtained in the major subjects 
using the same point value as First Honors.  Students must acquire a grade of 
C or better in subjects outside of the six academic areas.  Students must also 
receive a 2 or better in conduct and effort. 
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Merit - This award may be earned by a student who has shown marked 
improvement.  Students in grades 5 - 8 attain a Merit Award by acquiring all 
A’s and B’s and at least a 2 in Conduct and Effort.  Students must acquire a 
grade of C or better in subjects outside of the six academic areas. 
 
Outstanding Citizenship - This award is awarded to those students in grades 3 
through 8 who have an average of a “1” in all subject areas for both conduct 
and effort. 
 
IV.  Monsignor Keane Extended Care 
 
Extended Care is offered by the school under a program called MONSIGNOR 
KEANE EXTENDED CARE (Keane Care).  The supervisors of Keane Care 
are school employees and the school rules regarding behavior remain in 
effect. Keane Care is offered in the morning starting at 6:30 am and ending 
with the beginning of morning yard supervision at 7:50am.  In the afternoon 
Care begins at 2:00pm for Kinders and at 3:00pm for grades 1-8.  Care ends 
at 6:00pm.  On minimum days care begins for all grades at 12:30pm 
 
Admissions 
Keane Care is open to all OLL students. However a student may be suspended 
from Keane Care for behavioral or financial reasons.  All students should be 
registered for the service.  Registration and emergency forms must be 
completed and filed before the child’s first day at Keane Care.  All “drop in” 
students will be charged a higher fee.  
Students who are not registered for Keane Care whose parents are late and 
have not called the school will be charged a $10.00 fee in addition to the per 
hour rate for the student’s attendance. 
 
Supply Requirements:  
Each family is required to bring supplies as indicated on the Supply List in 
the registration packet.  Families who fail to fulfill the supply requirement by 
the first day of school will be charged $25.00.  Families registering later in the 
year should bring supplies within two weeks. 
 
Password:  
When a parent is unable to pick up a child from Keane Care, and designates 
another person to do so.  THE PASSWORD MUST BE GIVEN BY THE 
DESIGNATED PERSON TO THE RELEASING SUPERVISOR.  THE 
PASSWORD WILL CHANGE EACH MONTH AND WILL BE IN THE 
KEANE CARE CHRONICLE. 
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