
 

Mission Statement  

 

Presentation B.V.M. School strives to provide a nurturing environment in 
which each child can achieve their potential.  Within this environment the 
school community endeavors to work together to understand, accept, and 
follow the Gospel message of Jesus.  With faith as our framework, a 
balanced and traditional program of intellectual, spiritual, physical, and 
social activities fosters an atmosphere of mutual respect and academic 
excellence.  Involvement in school, parish, and community activities 
encourages the children to participate in the Catholic Church’s mission to 
serve all. 
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ABSENCE 
.    
A pupil absent from school must have his/her parent/guardian CALL THE SCHOOL OFFICE 
EACH DAY OF THE ABSENCE at (215) 379-4860 by 8:30 A.M. Messages may be left on the 
school tape prior to the opening of school.  The school office will call home for verification of 
absence if parent neglects to report absence by 8:30. Any unaccounted absences with no 
absentee note will not be readmitted to school until a parent contacts the school and provides the 
necessary documentation. 

1. A student who has been absent from school is required to present a written note to his 
homeroom teacher. A phone call to the office does not take the place of a written note. 
This is a school, state, and Office of Catholic Education requirement. Loss of recess or 
a detention may be issued until a note is submitted. 

2. A doctor's certificate may be requested for absence of an extended nature (3 days) or if 
the student has a communicable disease. The nurse may temporarily exclude students 
from school attendance who show symptoms of any communicable disease or sore 
throats, unusual skin conditions or eye infection. 

3. Any child who stays home without his/her parent's knowledge is liable to suspension.   
4. Any child who leaves school without permission is liable to suspension. 
5. For a child to leave school early a note is required and an adult must come to the 

school office to pick up the child. You will be asked to sign a book releasing the child 
to your care. This may not be via phone call.  

6. In order to arrange for assignments of children who are absent due to illness, kindly 
send a sibling or a friend to your child’s class in the morning to request an afternoon 
pick-up of assignments. When necessary the parent may pick up this work no earlier 
than 2:30 P.M. Please call the office by 12 noon to make this request. It is the 
responsibility of the student to complete work and tests that have been missed due to 
absence.  

7. In the case of illness, a school official may contact the parents or the designated 
emergency phone number.  

8. Appointments for medical or dental services during the school day are strongly 
discouraged. A written note from a parent or an appointment card from the doctor will 
be honored as an excused absence. Students leaving for an appointment will meet their 
parent or guardian at the main office. If possible please check school calendar to 
schedule appointments when school is not in session. 

 
ADMISSION REQUIREMENTS   

This school gives preference in admission to Catholic students living within the parish 
boundaries. 
A student who is six years old by September 1st is eligible for first grade. The age for admission 
to kindergarten should be one year less than that of the first grade. The necessary forms and 
certificates for admission are: 
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            1. Birth certificate. 
            2. Baptismal certificate 
            3. Verification of the reception of all sacraments received outside this parish          
            4. Certificate of immunization must be confirmed. The school nurse will check                      
       this record for compliance. 
            5. Proof of parish registration signed by the individual pastor.     
            6. The school must be made aware of any physical or mental limitations of the child.  
            
  

        7. A yearly non-refundable registration fee per family  
        8. Completion of an application form and a contract for enrollment. 

 
A one-year probationary period will be mandatory for all students transferring to Presentation 
BVM School.  
 
The order of reception of completed registration will be the order of admittance with priority 
given to parish members with currently enrolled siblings, other families (non-parish) with 
siblings in our school, parish members (date of registration in parish), students transferring 
from other Catholic schools that are now in our parish. The order of acceptance continues: 
Catholics from a parish without a school or with closed enrollment, Catholics coming from 
another parish school for other reasons and Non-Catholic students.  
First Grade assessment will be administered in May. New students registering for grades 2 to 8 
may be required to take a level test to determine placement.  

 
ANTI-BULLYING PROJECT 

Every student has the right to feel safe, respected and comfortable at school.  Bullying is not 
tolerated. Our school has established a multi-faceted Anti-bullying Project. Students participate 
in regularly scheduled classroom meetings. During these meetings the students learn the 
definition of bullying, the types of bullying, how to respond to bullying, as well as how to 
prevent bullying. The students pledge daily to work against bullying and to report bullying. The 
Bullying Policy of our school, in keeping with the Pennsylvania School code, is located in the 
rear of the handbook. Parents, students, staff, volunteer, and auxiliary personnel including bus 
drivers are educated in the bullying policy of Presentation BVM School. 

 
ASBESTOS NOTIFICATION 

Presentation BVM School has developed and maintains an asbestos Inspection and Management 
Plan as required by the Asbestos Emergency Response Act of 1986 (AHERA). A copy of this 
plan is available for your inspection at the Main office during regular school hours. 

 
BICYCLES 

Only students in grades 5-8 may ride a bike to school. Parents must send a note to the principal 
giving their child permission and noting the prerequisites: a bike lock and a properly fitting 
helmet. All bike riders MUST wear a bike helmet. If a child is riding his/her bicycle to school, 
it must be parked and locked in the bike rack. The school is not responsible for any theft or 
damage. Parents are responsible if their child rides a bike to school. Children should know the 
safety guidelines for bicycles. The principal may take away the privilege if unsafe or 
inappropriate bike behaviors occur. 
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BOOKS - BOOK BAGS 

Students and parents are responsible for all books issued to the student. Every child MUST carry 
a book bag.  No books may be carried to or from school without one.  All students must use 
pencil cases in order to keep the necessary supplies needed for class. Your child's belongings 
should be marked with his/her name grade and room. Books are to have a clean cover on them at 
all times. Please use covers large enough so that tape is not necessary. Book socks are permitted 
but they must be the appropriate size. Students must pay for lost or damaged textbooks or school 
materials. Graffiti or doodling on copybooks, textbooks, school property, pencil cases, and 
school bags is not permitted; student will be told to replace these items.   
 
 
 
Workbooks are always new and they are consumable, so you may cover these in either contact or 
brown paper. Stiff cardboard inserted inside the covers makes these workbooks more durable. As 
the year progresses, items must be replaced as needed and books should be recovered as needed. 

 
BUS 

Bus transportation is not provided for kindergarten students in the Philadelphia School         
District. If your transportation needs change, please notify the Main Office. 
The public school district of residence, not Presentation BVM School, provides bus service. 
Children who ride the school bus are expected to behave in a safe and orderly manner at all 
times. Children must be reminded that bus transportation is provided for them on the condition 
that they abide by the following bus regulations: 
1. Children must get on and off the bus in order. 
2. Children must be orderly while the bus is in motion and they must remain seated at all     

times. 
3. They are expected to be respectful to the driver and other riders.  

  4.   Children must not engage in any type of activity that disturbs the driver or is                         
 dangerous. 
  5.   Eating or drinking on the bus is not permitted. 
 
Any child who deliberately disregards these regulations will have his/her bus privileges 
suspended for a period of time to be determined by the principal. The safety of all the children 
must be of the utmost importance. Repeated disregard of bus regulations may result in the 
permanent suspension of riding privileges. 
 
Bus riders are not permitted to walk home unless the parents send a note or fill out the school 
form indicating permission. All bus riders must have on file a form indicating alternate dismissal 
procedure for times the bus does not arrive in a timely manner at dismissal. Parents are 
encouraged to take their cell phone to the stop and to be sure this cell phone number is on the bus 
form. If the dismissal bus fails to arrive please contact the bus company to check the status of the 
run. Our phone lines are inundated with calls and many times we do not have any more 
information than you have.  
If we are notified that a bus will be extremely late a phone chain may begin but many parents are 
at the bus stop and unreachable. Please complete the bus form indicating your dismissal 
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preference in case a bus is late arriving.  
Please do not request permission, written or verbal, from the principal for a student who is a 
non-rider to take the bus.  It is not within the jurisdiction of the school to grant such a request. 
Ordinarily, this policy is not acceptable.  However, if you wish to pursue this, you may call the 
transportation office of the school district and make this request.  
Requests for busing must be made at the time of registration to insure a timely scheduling     of 
this service. 

 
CALENDARS 

The school calendar issued by the Archdiocese of Philadelphia will be observed. A copy of the 
yearly tentative calendar is the available at our web site. A detailed monthly calendar will also be 
posted monthly at www.presentationbvm.org/school  

 
 
 
 
 
 

CARES 
Children Are Receiving Extended Services is an after school program. This childcare service is 
available from 2:30 until 6 P.M. daily beginning on Friday the first week of school. Students 
must register for this program and complete all necessary paperwork prior to coming to CARES. 
Fees are to be paid monthly or weekly (the Friday before the week of using these services) in 
order to continue to participate in this program. If your child is registered for CARES and does 
not attend the fee is still due. Moderators are scheduled based on the number of children 
attending the  
program. The director of Cares will provide a CARES booklet describing the protocol, schedule 
and fee structure. If a parent is delayed, they are to call the CARES phone to notify the 
moderators. 

 
HANDHELD ELECTRONICS  

Cell phones, beepers, pagers, handheld electronic games, personal CD players, IPODS, and other 
items that, in view of the school, may be distracting or disruptive to the learning environment, 
are not permitted in school.  
A written request for your child to carry a phone to and from school may be sent to the principal 
for approval. The children are not permitted to use a cell phone in any way in our building. 
Failure to obey these regulations will result in disciplinary action and the loss of phone 
privileges.  We are not responsible for any items loss or stolen.  

 
CHANGE OF ADDRESS OR TELEPHONE NUMBER 

Kindly notify the main office and the teacher by means of a written note if your address, home 
telephone, and/or work telephone number is changed.  All our records will then be changed 
accordingly. 
 

CHILD ABUSE AND NEGLECT 
It is the policy of Presentation B.V.M. School to take responsible action to prevent and reduce 
incidents of child abuse and neglect. Our school will report and cooperate with Child Protective 

http://www.presentationbvm.org/school
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Services. In keeping with the Charter for the Protection of Children and Young People, Article 
12 calls for all dioceses to establish “safe environment” programs at all grade levels.  This 
ongoing education is presented to the students in the parish and regional elementary schools of 
the Archdiocese as well as in the Parish Religious Education Programs (PREP or CCD) two 
times during the instructional year.  This is a mandated obligation from the Archdiocese with the 
two lessons provided for our teachers.   The lessons are available for you to review by visiting 
www.catholicschools-phl.org and clicking on Safe Environment.  
 

CLASS PARTIES AND CELEBRATIONS 
The homeroom parents and teachers are responsible for planning class celebrations. All 
celebrations must have the prior approval of the principal and are held during morning recess or 
lunchtime. 

COMMUNICATION  
A family Communication Envelope is no longer sent home weekly with the youngest child in 
each family. Parents are asked to visit the website weekly at www.presentationbvm.org/school 
for weekly communication. Please register to receive a weekly email of all new postings to the 
school site. In extreme cases when the internet is not accessible a weekly envelope will be 
sent home per a written request. Community information will still be sent home on Thursdays 
in the envelope. We ask that parents remove the communications, sign, date, and return the 
envelope to school the NEXT day. PLEASE do not put any correspondence into these envelopes 
since the teacher does not empty them. 

 
 

CURRICULUM 
Presentation BVM School follows the guidelines of the Archdiocese of Philadelphia. These 
guidelines are available online at www.catholicschools-phl.org click on Parent resources then 
elementary curriculum. 
 

CUSTODIAL ISSUES 
Parents are asked to inform the school personnel when legal custody of a child resides with one 
parent. It is important for the school to have a copy of the custody decree. This will help the 
school personnel to make effective decisions when the need arises. Custodial parents are 
likewise asked to supply restraining orders if the need arises. 
Those individuals who have legal custody of the student may attend school meetings, participate 
in the educational decisions and review the educational records of that student. Persons who do 
not have legal custody (including those with visitation rights but no legal custody) have no such 
educational rights and may not participate in these matters. 

 
CYO 

 Presentation BVM School and Presentation BVM Catholic Youth Organization have a 
reciprocal agreement to support each other in the development of faith-centered values. 
Therefore, students may be disciplined by loss of participation in either school or CYO activities. 
Students with a failing average in two or more subjects and a less than satisfactory grade in 
conduct or effort may be suspended from participation in CYO activities including sports teams 
until improvement has been determined. Student suspended from school are also suspended from 
participation in any CYO activities held during the suspension period.  
 

http://www.catholicschools-phl.org/
http://www.presentationbvm.org/school
http://www.catholicschools-phl.org/
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DAILY SCHEDULE 
  7:30           Students arrival in building, all teachers must be in their classrooms 
  7:45           First Bell- arriving after the first bell is considered late 
  7:50           Community Prayer, announcements followed by class prayers and pledge of allegiance. 
  7:55           First Period begins 
11:45           Lunch Period 
11:45           Grades 2, 4, 6, & 8 take to cafeteria/ Grades K, 1, 3, 5, & 7 go to lunch recess 
12:05           Grades switch recess and lunch 
12:30            Lunch ends 
  2:28            Prayers  
  2:30            Dismissal Lines announced 

 
DAMAGE OR PERSONAL INJURY 

Parents are liable for any injuries to persons or damage to places or things caused by their child. 
 

DEMERIT/DETENTION 
Grades K-8- Detention is issued for children having accumulated five unexcused lateness’s. The 
detention is held on Thursday from 2:30 to 3:30. Parents are notified by a detention form 
indicating dismissal procedure following detention which must be signed and returned. 
In Grades K to 3-Teachers will communicate directly with parents concerning any non-academic 
area that needs improvement. In Grades 4 to 8-Teachers will issue detentions for any non-
academic area including dress code violations. Parents will be notified by the teacher to 
determine dismissal procedure and to discuss how the situation can be rectified.  
 

 
 
 

DRESS CODE 
Boys Grades 1-8 
Navy blue regulation pants with dark belt 
Light blue dress shirt (long or short sleeve) 
Navy blue school tie (to be worn with light blue dress shirt) 
Navy blue school sweater (pullover/vest) with school name embroidered *Mandatory with 
winter uniform  
Black tie shoes with navy or black socks 
 
Girls Grades 1-5 
Blue plaid belted Tunic with Peter Pan collar blouse (long or short sleeved) No school tie 
Navy blue cardigan or pullover sweater with school name *Mandatory with winter uniform 
Navy blue knee socks or Navy blue tights 
Navy blue saddle shoes (standard uniform type shoes) 
*NOTE: Girls also have the optional uniform of uniform store navy uniform slacks. The slacks 
are to be worn with either their school blouse or the white golf shirt and school sweater.  
*NOTE: Fifth grade is a transitional year and the girls may wear either uniform.  
 
Girls Grades 5-8 
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Blue plaid pleated skirt  
Light blue button down blouse (short or long sleeved) 
Navy blue pullover or sweater vest with school name embroidered (no cardigans with skirt) 
*Mandatory with winter uniform 
Navy blue socks or Navy blue tights 
Navy blue saddle shoes (standard uniform tie type shoes) 
*NOTE: Girls also have the optional uniform of uniform store navy uniform slacks. The slacks 
are to be worn with either their school blouse or the white golf shirt and school sweater. 
 
Kindergarten Uniform requirement is the gym uniform only. 
 
GYM UNIFORM for BOYS and GIRLS 
Navy blue mesh gym shorts and gold cotton gym shirt with school logo 
Navy blue sweat pants and sweatshirt (no logo needed but you may have one if approved) 
Sneakers with white sweat socks that are ankle height to higher. No “Wheelies”  
Sweatpants must be worn beginning November 1st 
Parents are asked to convey to their children that “gym” day requires as specific a uniform as do 
the regular school days.  
NOTE: Gym class is frequently held outdoors and the children must be dressed for the weather. 
 
ALL GYM CLOTHING MUST BE LABELED WITH THE STUDENT’S NAME  
Students with not be permitted to participate in gym class if not in full uniform. Optional 
summer uniform (April 15th to October 31st) 
Boys and Girls 
Navy blue regulation walking shorts with belt  
White golf shirt with school name embroidered 
White low cut sneaker with white socks (above sneaker)- only with shorts No “Wheelies”  
Boys and Girls  
The white golf shirt with the school name embroidered may be worn with summer uniforms.  
Ties are required with light blue dress shirt but are not required with the white golf shirt.  

 
 

 
 
Winter uniform begins on November 1st. Summer uniform begins on April 15th. 
School Uniforms may be purchased at Weiss Kiddies Shop on Rising Sun Avenue or Flynn and 
O’Hara 10905 Dutton Rd. Philadelphia, 19154. Please note the gym shirt is available only at 
Weiss’s. The sweat suit and gym short without logo can be purchased anywhere. 
Parents are to label all of their child’s clothing and school items. 
 

HAIR STYLES/GROOMING 
All hairstyles for both boys and girls are to be of a conservative type. Extreme hairstyles are not 
permitted in our school. Boys should have their hair cut to follow the contour of the ear. It 
should not cover the ears or eyebrows nor touch the collar on the back of the neck. Neatness and 
attractiveness should be attributes the students strive to exhibit in their daily appearance. 
Students are expected to come to school in a state of cleanliness. 
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JEWELRY/ MAKE-UP 

Although jewelry is not a part of the school uniform, girls are permitted to wear 1 post earring 
(no hoops) in each ear.  Boys are not permitted to wear earrings. A watch, a small ring, a 
religious medal, or small cross on a delicate chain is permitted. No other jewelry is permitted. 
This includes, but is not limited to, ankle and wrist bracelets, pins and buttons, wrist and ankle 
bands and all rope and beaded necklaces. The only pins permitted on the uniform are school 
club, rep pins, and pins approved by the principal.  Make-up and colored nail polish are not 
permitted. Clear nail polish is permissible. 
 

DRESS CODE VIOLATIONS 
If, at any time during the year, an exception in uniform is necessary, a note of explanation 
MUST be sent to the child's teacher who will forward it to the principal.  This note should 
indicate the expected date by which the uniform will be complete.  
Uniforms should be purchased at the designated stores to ensure it is our dress code. Once 
variations occur, the dress code becomes ineffective.  
Uniforms are to be the appropriate size for the student; no fad or oversized looks will be 
tolerated. Tee shirts should not be visible at collar, cuffs or below shirt’s hemline. Only plain 
white tee-shirts are acceptable. Girls must wear their uniforms no shorter than 1 inch above the 
knee and skirts are not to be rolled up. Dress code violations will be seen as a conduct violation 
and will be reflected appropriately on the report card. This includes hairstyles and oversized 
uniforms as well as inappropriate dress-down clothing. 
Parental support of the dress code is both expected and appreciated. 
 

DROPPING OFF/PICKING UP OF STUDENTS 
For the safety of the children, parents are asked not to drop children off in front of school 
or on Hasbrook Ave. Please drop off and/or pick up your children either on Longshore Avenue 
at the corner of Martins Mill Road or on Woodland Ave on the church side. Do not allow them 
to exit from the street side of your car or cross over in the middle of the street. If you are meeting 
your child after school, kindly do not meet him/her in front of school.  The children will walk in 
line to the corner of Longshore Avenue and Martins Mill Road or to the corner of Old Soldiers 
and Woodland Street. The children may not get out of line for any reason - even to get into a car 
- until they reach the corner as stated.  
Parking on Hasbrook Avenue at dismissal is not permitted since this is a safety issue for 
children and teachers crossing that corner. 

 
EDUCATIONAL SUPPORT TEAM 

Educational Support Team (EST) at Presentation School may review a particular matter of 
concern and offer strategies to improve a situation that interferes with the instructional 
environment in the school. The Educational Support Team is a group of support staff, teachers 
and the principal who strive to provide the student with the optimal learning environment. The 
parent, teacher, or principal may initiate referrals for this service. Parents, as the primary teacher, 
are encouraged to participate in this program. 
 

EMERGENCY SCHOOL CLOSING 
On days of inclement weather tune your radio to KYW, 1060 AM, to hear snow code listings. If 
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the Montgomery County code #341 is announced, we are closed. Please do not call school, 
the convent, or the rectory.  
In the event of an emergency closing a parent notification system, SchoolReach, will be used to 
notify parents. Parents are asked to keep all phone numbers current so they can be reached in 
case of an emergency. Also, notify secondary responders if you are using them as in an 
emergency. Please have your child aware of your chosen plan in such emergencies. Also, if a 
change in your chosen procedure is necessary, please send a note into school. 
Again, please listen to KYW and do not call school for closing information.    

   
CARES PROGRAM  

An after school Program is offered for parents needing child care after school hours from 2:30 to 
6:00PM. There is a fee for this program. Students must be registered in the program. A monthly 
calendar signing the student up for the month and the payment are both due before the services 
are rendered. If school closes early, parents are asked to come for their children as soon as 
possible. We realize how stressful this can be for you and we appreciate you doing what you can 
under those circumstances. 

 
EXTRACURRICULAR ACTIVITIES 

Presentation BVM School offers a variety of extracurricular activities. In addition to the various 
CYO activities students participate in school as Mission Reps, Tech Reps, Student Council, 
Yearbook, Pres Press Corps, Art classes, Band, Choral Group, Media Club, Liturgy Ministry, 
Bowling Team, and they participate in local community and national contests. Children are 
encouraged to pursue their individual interests and develop their God-given talents. 
 

FIELD TRIPS 
Field trips are scheduled throughout the year. A field trip is a privilege, not a right, and a student 
may be denied participation if he or she fails to meet academic and/or behavioral requirements. 
The purpose of every class trip is educational: to broaden the intellectual, cultural, and social 
experiences of each child.  Written permission is required of each child’s parents or guardians 
for participation. A child who does not bring in a signed permission form with not be permitted 
to participate. Verbal permission or a note will not be accepted as a substitute for the signed 
school permission form. 
If, for a serious reason, a parent does not wish a child to go with his/her class, the child must 
attend school or be marked absent – this is not a holiday. 
Children who take daily medication must make arrangements with the teacher when on a trip. 
The child may not carry medication. 
 

                          
FIRE DRILLS/SHELTER IN PLACE DRILLS 

Fire Drills and Shelter in Place Drills are conducted at regular intervals throughout the school 
year. Drills help to ensure the safety for the students in evacuating the building or relocating 
within the building in case of fire or other emergency. All students should have a three-day 
supply of necessary medication in school. Students will also be asked to supply food in event of 
an emergency lockdown. Parents are asked to review fire safety rules with their children. 
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GUM 
Chewing gum is strictly forbidden in school.  

 
HEALTH INFORMATION 

 
MANDATED SCREENING 

The school nurse under the State-mandated program screens all students yearly. Student physical 
examinations are required within three months of entry into school and in the sixth grade. Student 
dental examinations are required within three months of entry into school and in third and seventh 
grade. The sixth and seventh grades are also screened for scoliosis. 
A registered nurse is provided by the Cheltenham School District according to the school's 
enrollment for the purpose of screening and maintenance of health records and for making 
referral to parents when existing problems are found.  The nurse maintains health records for 
each child. She does not offer first aid or attend to ill children.  
Therefore: Our Nurse’s Office is staffed mostly by parent volunteers; some are nurses, but 
many are not nurses. These parents offer very limited care and will call parents to report 
symptoms; they will not administer medication. 
 
If your child is displaying symptoms before school, please carefully consider your child’s ability 
to come to school for the day. 
Care given in the school is limited to first aid in accidents or illness until parents can be reached 
to take the child home, to the doctor, or to the hospital. 
If your child has a specific medical problem, please notify the homeroom teacher and the nurse 
of the problem.  Medic-Alert bracelets are also strongly recommended for any child with a 
medical problem.  
If parents are unable to afford medical or dental care for their children they should contact the school 
nurse who will make a referral to the appropriate community agencies. 
 
Emergency cards are kept on file for each student. One is kept the nurse’s office and one in the 
main office.  Please be sure that we have an up-to-date emergency number on file in case of an 
emergency during the school day involving your child. Accidents or unusual illness occurring at 
school are reported immediately to the principal or main office personnel.  When a student 
becomes ill or meets with an accident, the parent or guardian is contacted.  If the parent or 
guardian cannot be reached, the emergency contact will be called. 

 
MEDICINE 

No medicine of any kind, including aspirin, may be given to the student without parent permission. 
Only minor and very basic first aid may be administered.  Secondary treatment may not be 
administered to an area already treated by the family or a physician.  Parents must be contacted 
immediately if there is any question regarding an injury.  It is generally recommended that 
prescription medicines be given to the student before school or at bedtime in accordance with the 
physician's directions.  
 
 
 In those RARE instances where it is necessary because of the age of the child for the student to be 
given medication during the school day, it should be done through the school nurse in accordance 
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with the procedures of that office.  
 *(Policy and Procedures of the Archdiocese of Philadelphia) 
“It is generally recommended that prescription medicines be given to the student before and/or after 
school in accordance with the physician’s directions. In those rare instances where the medication 
must be given during the school day, the student should take it in the presence of   the principal, the 
secretary or the acting principal.” 
 
No medication shall be given except when all the following conditions exist: 

 The medication is prescribed by a physician and is labeled with the student’s name, dosage, 
and the time the drug is to be given. 

 Written permission is given by the parent requesting a Presentation staff member to comply 
with the physician’s order and releasing our personnel from any liability. 

 When medication, controlled substances and injectibles, such as an “epi-pen”, are filled or 
refilled, a responsible adult must deliver it to the nurse, principal, or secretary. 

 
Parents/guardians are required to sign a medication authorization form, which is available at school, 
if the student must take medication (including Tylenol) at school. If a child is able to self-administer 
a prescription, it must be documented and administered the presences of an adult. Students with self- 
administering inhalers must do so with an adult present; this medication may be carried by the student 
if the above criteria for medication exist and if part of that documentation specifies the physician 
approves of this self-administering procedure. 
 
Students with HIV/AIDS or related diseases 

Students who are HIV-infected or have Aids or other related diseases and desire to attend an 
Archdiocesan elementary school will not be denied admission to or be discriminated against solely 
because of their medical condition. However, the school does reserve the right to dismiss a student 
or curtail a student’s activities (curricular, co/extracurricular). This will be done on a case-by-case 
basis by the principal in consultation with the student’s attending physician, if it is determined that 
a student presents a substantial risk to himself or others. If for reasons of health or safety, a student 
can no longer attend classes, the principal and parents will determine arrangements for alternative 
instruction. The school follows the “Standard Precautions to Prevent the Spread of Infectious 
Disease” to reduce the risks for employees, students and visitors. 

 
HOME AND SCHOOL ASSOCIATION 

The Home and School Association offers assistance in the operation of the school by: 
• planning meetings of the Home and School general membership  
• providing speakers for each meeting,  
• organizing and implementing fund-raising activities to assist in the improvement of 

various educational and physical plant needs of the school, 
• enlisting assistance of parent volunteers for a variety of needs within the school,   
• reporting to the General Membership the status of fund raising activities and the goals 

achieved. 
Membership to the Home and School Association is strongly encouraged as a way to become 
actively involved in your child’s school. The annual Home and School Association fees are 
collected at registration with the registration fee. 
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                                      HOMEWORK 

Homework refers to an assignment made by a teacher that will positively reinforce a concept 
presented in class and includes both written and study assignments. At the primary level, the 
parents must assist and guide the student in completing homework. Gradually the child should 
assume greater personal responsibility for his/her homework. 
The following time allotment is suggested by the Archdiocese of Philadelphia for homework and 
includes both written and study assignments:                

                                                      Grades 1 and 2          30 Minutes 
 Grades 3 and 4          40 Minutes 
 Grades 5 and 6          60 Minutes 
  Grades 7 and 8         120 Minutes 

It is the student’s responsibility to spend time every evening in study, review, reading and mental 
enrichment. 
It is the parent’s responsibility to supervise the proper completion of all assignments and to contact 
the child’s teacher when there are difficulties in this area. Parents are responsible to provide their 
children with: 
• A good study atmosphere 
• A definite time for homework each day 
• A check of the homework to ascertain the quality of the work submitted 
All students should have an assignment book in which homework is recorded daily. Parents are 
asked to review this book nightly in order to monitor the student’s progress. 
If there is a problem about homework, or a disagreement in the amount or type assigned, please 
contact the teacher involved. 
 

INHALANTS 
The use of “White Out” and Rubber Cement is strictly forbidden in school. Use of inhalants will 
be considered a disciplinary violation. 

                                            
LATENESS 

Children are late if they are not in the school by bell time 7:45 AM. Parents will be contacted if 
there is a chronic problem with lateness and the teacher will take disciplinary action. After 5 late 
arrivals a detention will be issued. This regulation applies to all grades, kindergarten through grade 
8.  Lateness not only unsettles the tardy child but it disrupts the entire class. Please be advised that 
unexcused lateness will not be tolerated. If this problem persists the parents will be asked to meet 
with the principal. Children are marked late on their report cards and permanent record cards. 
Lateness, of course, impacts on a perfect attendance record.  
 

LUNCH PROGRAM 
Students may stay for lunch during the school year. The 45-minute lunch period is divided: 20 
minutes for lunch and 20 minutes for play with a five minute transition time.  

 
If a parent wishes to have a child to walk home for lunchtime, a note must be sent to the 
homeroom teacher and forwarded to the office. Not all Crossing Guards are on duty and there are 
no school safeties at lunchtime. A student going to another student’s home during this period is 
strongly discouraged. 
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Please include in your child's lunch box, a paper placemat or paper towel to place under his/her 
lunch.  Also include at least two napkins in the lunch box.  This is most appreciated as a means of 
helping with the clean-up at the end of each lunch period. Good manners, inside voice tones and 
observance of lunchroom rules are expected. If a student demonstrates repeated disregard for the 
rules, the student will be dismissed from the lunch program. 

 
LUNCH TIME RECESS 

An infraction system will keep you informed of your child’s behavior at lunchtime.  
Lunch monitors will issue infractions to keep parents informed of lunchtime recess behavior 
incidents. Please discuss the importance of following regulations and safety procedures.         
Lunch and recess time should be safe and fun for each child. An atmosphere of mutual respect and 
care is expected.  
Failure to attend to the lunchtime regulations will result in a disciplinary response, will be 
reflected on the conduct grade and may result in suspension from the lunch program. 
Milk may be ordered and paid in September and in January.  
Bottled water, juice, ice cream and snacks are sold daily during the lunch period. 
Hot Dog Lunch Day is every Tuesday 
Pizza Lunch Day is every Thursday. Pizza must be ordered on Wednesday for Thursday. 
A monthly special lunch must be preordered. These special lunches vary in cost and menu. 
Pretzels may be ordered and paid for daily for recess and at lunch if there are any available. 
Parents are encouraged to send in nutritional lunches and snacks in keeping with our wellness 
policy.  Special treats are to be kept at a minimum and soda is strongly discouraged. Children 
may not use any glass containers for their safety. 

 
PARENT/TEACHER COMMUNICATION 

Formal conferences are scheduled at the mid point of the first trimester.  These conferences are of 
vital importance in keeping the avenues of communication open between the home and school. 
The purpose of this conference is to exchange information and strategize how the teacher and 
parent can best support the student. 
Teachers cannot be interrupted during regular class time, either to answer the telephone or 
to confer with a parent.  If you wish to see a teacher, please write a note to the teacher to arrange 
for an appointment.  Parents wishing to confer with the principal are to first confer with the child's 
teacher. Conference appointments will be set at any time during the school year at the request of a 
teacher or parent. Teachers are involved with classroom and instructional preparation both before 
and after school.  However, teachers are always happy to meet with parents once an appointment 
has been arranged. 

 
 PROGRESS REPORTS 

Progress Reports will be issued at least three weeks prior to the report card. These are sent only to 
those students whose tests and assessments indicate possible failure in a subject.  The child's test 
papers, which must be signed and returned to the teacher, will be the ongoing indicator of what 
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progress the child is making in that particular subject.  These warnings are issued in sufficient time 
for a student to make improvement before the marking period ends. Parents will receive a code to 
monitor their child’s academic progress online. This code will be distributed at Back to School 
Night. It is the parent’s responsibility to keep this code secure. It should not be shared with 
children or others. 

 
 
 
 

REPORT CARDS 
Reports are issued three times a year and include an evaluation of class participation, home study, test 
results and projects completed.  The report card holds a common vision of sound grading and 
assessment practices. The parent may keep the report card, but the report card envelopes are to 
be signed by the parents and returned to school the following day.  A parent or a teacher may 
request a conference at any point during the school year. First Honors (90 and above 3 or 4) and 
Second Honors (85 and above 3 or 4) are awarded each trimester. Academic Recognition Awards at 
the end of the school year are awarded in grades 4 - 8. 

 
RUBRICS 

Rubrics describe and clarify the expectations and evaluating of assignments. Teachers develop 
rubrics which spell out their expectations. Students receive these expectations before they begin 
working. As a result the teacher and student know early on what is expected on a particular 
assignment. With rubrics as guides, students work to complete the assignments to an acceptable 
level knowing the criteria the teacher uses to assign a grade to their work. 

 
SACRAMENTS 

Reconciliation and First Eucharist are received for the first time in grade two. Confirmation 
preparation begins in the second half of sixth grade and these students are confirmed in the fall of 
seventh grade when preparation is complete. The parents of children preparing for a sacrament 
must attend a parent meeting.  

 
SCHOOL CORRESPONDENCE 

Please make sure all notes, conference requests, absent notes, and money for juice etc. are placed 
in an envelope with the child's name and grade clearly written on the outside. This is a safeguard 
for confidentiality and for any money handled by the children. 

 
SHELTER IN PLACE 

In the event of an emergency Presentation BVM School has in place a procedure for a Shelter in 
Place. Parents should supply school with a three-day supply of any necessary medications. Food 
and water as well as first aid supply are secured in the shelter in place area. Parents are instructed 
to listen to KWY for further instructions. 

 
SIGNATURE SHEET 

On the front of this Handbook is a signature sheet. This sheet is to be signed and returned to 
school after the Handbook and its policies have been read. This sheet will be placed on file in the 
principal's office. Your signing of this indicates your support and understanding of the school's 
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standards and requirements for its students. 
 

STANDARDIZED TESTING PROGRAM /SCHOOL TESTS 
A standardized test (Terra Nova) is administered each year to students in grades Kindergarten 
through 8.  The results are communicated to the parents and are utilized by the school for 
curriculum planning. Teachers will provide students with a testing schedule. Rubrics are used to 
help the students understand the teacher’s expectations. Students’ progress is measured by a 
variety of assessments that will be utilized as planning tools to meet the individual needs of their 
students. Many teachers give daily quizzes in addition to major tests and projects. Cumulative 
tests may be administered at various times during the year and are administered in January and 
June. 
 
 
 
All tests are to be signed and returned to the classroom teacher. Teachers should be notified if 
tests are not being brought home for signatures. Teachers will notify parents of their procedure at 
Back to School Night in the fall. Parents will be assigned a procedure and a password to check 
their child’s grades online. 

 
STATIONERY 

Stationery is sold on Monday and Wednesday at 7:45 A.M. Stationery is sold daily the first week 
of school for all back-to school supplies. Please send money in a labeled, sealed envelope. 
Stationery price lists as-well as school supply lists are available on our website from July through 
September. 

 
      STUDENT RECORD INFORMATION 

In accordance with the Buckley Amendment, also known as the Family Educational Rights and 
Privacy Act, parents have the right of access to records regarding their child’s progress. With 
respect to the rights of non-custodial parent, barring a court order to the contrary, the school will 
provide the non-custodial parent with access to 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. 

 
SUPPORT SERVICES 

The Montgomery County Intermediate Unit (MCIU), a regional educational service agency 
provides our school with support services including but not limited to: Reading, Mathematics, 
Speech/Language, Counseling and School Psychological services which include psycho- 
educational assessments and consultation with parents, teachers and administrative staff.  
 
Psychological services are provided to students with academic and/or adjustment difficulties as 
part of a collaborative effort with parents and teachers to enable students to be successful.  
Referrals for IU services may be initiated by parent, teacher or the principal. After initial 
screening a parent will be informed of those results and consent forms for further evaluation or 
services will be sent to the parent. 

 

TECHNOLOGY 
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Technology is a valuable tool for education and one of the school’s purposes is to encourage the 
use of technology including the Internet. Students and all users have a responsibility to use these 
tools properly and in accordance with the Acceptable Use Policy for Presentation BVM School. 
Students and their parents are required to sign this policy and abide by the guidelines. This 
policy can be found at the end of this handbook. Cyber bullying and harassment are viewed as 
serious disciplinary infraction and will be treated as such. 
 

TELEPHONE 
The school asks each child to check his/her needs each morning before school. This strengthens 
growth in student responsibility patterns. Children will be permitted to use the phone for 
EMERGENCY cases only. 
 

TRANSFER POLICY 
A one-year probationary period will be mandatory for all students transferring into Presentation 
BVM School. 
When a student transfers to another school, it is necessary to call school to make an appointment 
with the principal.  
 
At the meeting the principal the following information will be shared: 
1. Reason for the transfer 
2. Name and address of the school child will be attending 
3. Last date the child will attend Presentation School 
4. Tuition payment responsibilities 
A copy of the child’s medical records will be given at this time. All educational records will be 
forwarded upon request provided the tuition and fees are paid in full. 
 

TUITION 
Tuition is determined based on the projected operating cost for the upcoming year. Families are 
notified of the rates in a timely fashion to allow for re-registration for the following year. Once 
the re-registration period has ended for enrolled student registration will be open to new 
students. 
Tuition payment options are: ten monthly payments (July through April) or in full in by 
July. Any other arrangements must be discussed with the pastor. Tuition must be mailed to 
Tuition Management Systems by the due date otherwise; a late fee will be charged to the family. 
Service charges for checks returned because of insufficient funds will be charged to the family.  
 
Fundraising is a vital part of subsidizing for private schools. Participation in these efforts is 
mandatory for success.  
 
There are two different levels of tuition for families registered in our parish  
Supporting families are registered Catholic members of Presentation BVM Parish who choose 
to participate in Mass each Sunday and contribute the requested weekly toward the support of 
the parish. These families receive a rate of tuition subsidized by the parish. Contribution records 
will be reviewed at the end of the first and second trimesters. This review may result in re-
classifying some families as non-supporting for the rest of the year. 
Non-supporting families are any who choose not to participate in Mass each Sunday and/or not 
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to contribute toward the support of the parish. They are welcome to enroll their children in our 
school community at the rate for out-of-parish families. 
 
Out-of-parish families are welcome at Presentation School. The order of acceptance is 
determined on by  order of reception of completed registration will be the order of admittance 
with priority given to parish members with currently enrolled siblings, other families (non-
parish) with siblings in our school, parish members (date of registration in parish), students 
transferring from other Catholic schools that are now in our parish. The order of acceptance 
continues: Catholics from a parish without a school or with closed enrollment, Catholics coming 
from another parish school for other reasons and Non-Catholic students.  
 
Families facing financial difficulties, which may keep them from registering their children in our 
school, are invited to make arrangements for an interview with the pastor in order to explain 
their circumstances. They should bring supporting evidence (tax returns, 1099 forms, medical 
bills, etc.) in order to make a reasonable presentation. The pastor will then be able to make any 
appropriate changes in the registration requirements for the family.  

 
TUITION ASSISTANCE 

 Presentation BVM School Student Assistance Scholarship, Blocs Scholarships and Children’s 
Scholarship Fund (for Philadelphia residents only) applications are available during the month of 
January for the following school year. Any family experiencing financial difficulty in meeting its 
tuition obligations are urged to discuss the matter with the pastor as soon as possible so 
consideration can be given to the matter. 
 

TUITION with DELINQUENT ACCOUNTS 
Payments are expected to be on time unless the family has negotiated other arrangements with 
the pastor.  All tuition accounts must be current. If at the end of the first or second trimester there 
is a balance due, the student(s) will not be allowed to return to class until the payments are 
brought up to date and/or arrangements are made with the pastor. 
 
 All late tuition payments made for the after April 30th must be made by money order, 
bank check, etc. No personal checks will be accepted after that date.  
 
Tuition accounts for families with an eighth grade student must be paid in full before the eighth 
grade student will be able to participate in the class trip (May) and graduation exercises.  
At the close of the school year, report cards will be withheld and no academic records will be 
sent to other schools for all who have outstanding tuition or Cares payments or any other 
financial obligations. 
 

USE OF SCHOOL GROUNDS 
Presentation School teachers are on duty from 7:30 until dismissal. Please be advised of these 
times for the safety of the children to insure supervision. The doors of school open at 7:30AM. 
Students are not permitted to return to school for forgotten books or assignments. They are 
encouraged to call a classmate in these rare occasions. 
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VACATIONS 
Family trips (for business or pleasure) are discouraged during the school term. If parents 
consider the trip necessary or beneficial, a written notification for the extended absence should 
be sent to school. It is the responsibility of the parent and student to make up missed 
assignments and tests. 
 

VISITORS/PARENTS 
An atmosphere of quiet respect for the learning rights of others should prevail throughout the 
school building. All visitors are to report to the school office through the main entrance upon 
entering the building.  Visitors MUST sign in; no one is permitted to go directly to a 
classroom during the school day. Any lunches, etc., forgotten by the student may be dropped 
off in a bin outside the Main office.  The student's name and grade should be visible on the bag 
or lunch box. A student will deliver all forgotten lunches. 
Parents and visitors are welcome to observe in any of our classrooms during the instructional day 
or during the lunch period.  These arrangements must be made beforehand through the main 
office. 
 

VOLUNTEERS 
A volunteer form will be sent home in the communication packet at the beginning of the year for 
those parents or family members that would like to share their time and talents with us.  We 
welcome parent involvement. We recognize the invaluable assistance given by our students' 
families that helps in building a strong learning community. In compliance with the Charter for 
the Protection of Children and Young People all volunteers working with the children on a 
regular basis (at least one time a week on a routine) must complete both a criminal check and a 
child abuse check and provide the school with a certificate of training concerning the detection 
and reporting of Child Abuse. 
 
 
 
 
 
 

EXTRA-CURRICULAR ACTIVITIES 
 K 1 2 3 4 5 6 7 8 

Altar Servers        X X 
Band     X X X X X 

Bowling Teams X X X X X X X X X 
Choral Group    X X X X X X 
CYO Track X X X X X X X X X 

Liturgy Ministry       X X X 
Media Club         X 

Mission Reps  X X X X X X X X 
Pres Press Corps       X X X 
Pres Kids Care      X X X X 

Student Council     X X X X X 
Tech Reps     X X X X X 
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Yearbook         X 
 

PRESENTATION B.V.M. CATHOLIC SCHOOL 
RESPONSIBILITY AND CONDUCT CODE 

 
PRESENTATION B.V.M. School Community believes that order and discipline are primary for 
an effective educational climate to exist.  We believe that an orderly school environment requires 
a clear definition of individual responsibilities as it relates to students, parents, teachers, and 
administrators.  We believe that a code of discipline must categorize unacceptable behaviors, 
provide for appropriate disciplinary responses, and strive to create a spirit of consistency and 
fairness that fosters an attitude of positive cooperation among all members of the school 
community. 
This outline of individual responsibilities communicates to students, parents, teachers, and 
administrators the standards of acceptable behavior incumbent upon all members of Presentation 
B.V.M. Catholic School. 
 

RESPONSIBILITIES OF STUDENTS 
  The responsibilities of students include: 
*Making an earnest effort to do his/her best work on a consistent basis.              
*Accepting responsibility for his/her actions. 
*Attending school daily and being on time for classes and all school functions. 

         *Being aware of written rules and regulations for student behavior and  knowing that student       
  conduct must be in accord with those regulations. 
*Following the uniform dress code as outlined in the school handbook. 

      *Exercising proper care when using school facilities and equipment.                 
        *Respecting the rights of others, including the right to receive an education in an orderly and 

disciplined atmosphere free from bullying, verbal, physical, or sexual harassment. 
       *Knowing that disrespectful and indecent language (written or spoken) will not be tolerated. 
       *Making a positive contribution to Presentation B.V.M. Catholic School that will generate an 

atmosphere of cooperation and mutual respect for all. 
       *Recognizing and respecting the rightful authority of faculty and staff in matters of instruction, 

discipline, and behavior during school-sponsored activities. 
       *Presentation BVM students are representatives of this school and as such are expected to behave 

in an appropriate manner at all times.      
  
 

RESPONSIBILITIES OF PARENTS 
    The responsibilities of parents include: 

                 *Teaching your child self-respect, respect for others, and respect for rightful authority. 
                 *Instilling a positive and enthusiastic attitude in your child for all areas of their education.  
                 *Recognizing that faculty and staff are due the same consideration and respect that parents        

      expect from teachers and parents expect from their children. 
                 *Building a mutually supportive working relationship between parent, child, teachers, and the   

       school. 
                 *Understanding and cooperating with the rules of the school concerning student conduct and     

      familiarizing your child with school regulations and procedures. 
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            *Contacting or responding to the appropriate school personnel when situations arise                   
           which affect your child's progress in school. 
            *Encouraging your child to take pride in personal appearance. 
            *Insisting on prompt and regular attendance. 
            *Providing a space conducive for study and completion of homework assignments and               
               being available for assistance and monitoring. 
            *Guiding and assisting your child in reaching his/her maximum potential; recognizing                
                unrealistic pressures to achieve can be detrimental to a child's development. 
            *Being aware that faculty and staff assume the parental role while your child is in school. 

 
RESPONSIBILITIES OF TEACHERS 

     The responsibilities of teachers include: 
            *Promoting a climate of mutual respect among and for all students in his/her classroom              
               and in the entire school environment. 
            *Planning and conducting an instructional program of diversity and challenge which                   
               strives to increase student involvement and decrease disciplinary problems resulting                
                 from academic frustration. 
            *Utilizing classroom management skills that contribute positively to the instructional                 
                program and develop student responsibility. 
            *Working to develop cooperative relationships with parents for the educational and                    
              developmental benefit of the student. 
            *Handling individual problems privately and avoiding disciplining the group for the                   
                misbehavior of a few. 

   *Being alert to changing patterns of behavior and initiating appropriate interventions                  
      and referral when needed. 
   *Communicating to both students and parents a clear and consistent procedure for                      
      assessing student progress.  This procedure, while adhering to the basic guidelines of the         
       Office of Catholic Education, will also reflect the varying approaches of individual                 
          teachers.                    

          *Reporting to the principal any student who jeopardizes his/her own safety, the physical                   
             and emotional safety of others, or who seriously interferes with the instructional program. 
          *Maintaining a Catholic Christian perspective in relationships with all members of the                      
              school community. 
          *Supporting the philosophy and mission statement of Presentation B.V.M. School. 

           
 
 
 
 

RESPONSIBILITIES OF THE PRINCIPAL                                                            
           The responsibilities of the principal include: 
           *Striving to develop a community of mutual respect and support reflective of Gospel values. 
           *Evaluating programs and methods of instruction within the school in order to maximize                 
              student growth and learning. 
          *Supporting the staff in assessing their own procedures and attitudes in relation to their                     
             interaction within the classrooms and with parents. 
           *Developing policies and procedures that help to decrease the likelihood of student                          
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             misconduct in a fair, reasonable, and consistent manner. 
           *Working with staff members and parents in jointly resolving school related issues. 
           *Maintaining positive communication between home and school for the benefit of the students. 
           *Utilizing all appropriate auxiliary staff and agencies to support parents and students in                   
              identifying problems and seeking solutions. 
           *Placing a high priority value in ensuring a safe and productive learning environment                      
               free from verbal, physical, or sexual harassment. 
           *Assuming responsibility for the promulgation of Presentation B.V.M.  School                                 
             Responsibility and Conduct Code, and for all policies and procedures required. 
           *Complying with the policies and procedures of the Office of Catholic Education of the                   
              Archdiocese of Philadelphia in regard to behavior guidelines, suspensions, and appeals. 
           *Ensuring that all programs and decisions within the school community flow from the                     
              stated beliefs of the school mission statement.  

 
PRESENTATION B.V.M. SCHOOL 

DISCIPLINARY RESPONSE OPTIONS 
            Level I 

                         Level I misconduct involves behavior on the part of the student towards 
            authority or other students which impedes orderly classroom procedures or 

                         interferes with the orderly operation of the school. This misbehavior can 
                         usually be handled by an individual staff member, but sometimes require the 
                         intervention of other school personnel. 

 
                Example:         
                         Harassment: physical, verbal, or sexual 
                         Bullying- Intentional, repeated hurtful acts, words or other behavior such as 
name                          calling, threatening and/or shunning by one or more individuals against 
another. 
                                    School Dress Code violations 
                         Gum chewing 
                         Classroom disturbance 
                         Lunchtime disturbance 
                         Excessive absence or lateness 
                         Inappropriate/unacceptable language or gestures 
                         Unsafe or disruptive behavior 
                         Bus disturbance 
                         Abuse of school or personal property and equipment 
                         Out of bounds (on school property) 
                         Argumentative attitude or exchange with staff 
 
 
 
 
 
                                                          Procedures 

Immediate intervention is required by the staff member who is supervising the 
student or who observes the behavior. 
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                    Range of Disciplinary Responses: 
                                                          Verbal reprimand/Infraction 
                                                           Parental contact 
                                                           Student/teacher conference 
                                                           Withdrawal of privileges 
                                                           Disciplinary warning/notice 
                                                           Detention   
            
                     Level II 

                         Level II misconduct involves behavior whose frequency or seriousness tends to 
                         disrupt the learning climate of the school and includes acts which endanger the 
                         well being of others. 
                         Level II misconduct includes acts directed against persons or property whose 
                         consequences endanger the physical and emotional safety of others in the school. 
                         These infractions, which usually result from the continuation from Level I 
                         misbehavior, require the intervention of personnel on the administrative level 
                         because the execution of Level I disciplinary response(s) has failed to correct the 
                         situation. 
                         Also included in this level is misbehavior that does not represent a direct 
                         threat to the health and safety of others but whose educational consequences are 
                         serious enough to require corrective action on the part of administrative 
                         personnel. 

 
                      Examples:       
                         Continuation of Level I behavior 
                         Cheating or lying 
                         Stealing 
                         Fighting 
                         A pattern of abusive language, roughness, bullying, or similar conduct 
                         Failure to serve detention assignments 
                         Leaving school grounds without permission 
                         Defiant behavior 
                         Truancy 
                         A pattern of harassment: physical, verbal or sexual 
                                             

Procedures 
The student is referred to the principal for appropriate disciplinary action. The 
principal meets with the student and/or teacher and decides the most appropriate 
response. The teacher is informed of the principal's action. The principal maintains a 
proper and accurate record of the offense and the disciplinary action. Principal 
discusses student misconduct with parent or guardian by telephone, letter or 
conference. Repeated misbehavior requires a parent/teacher conference with the 
principal, or telephone or written correspondence. 
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               Range of Disciplinary Responses:  
                                                    Parent/Staff Conference 
                                                    Counseling 
                                                    Detention 
                                                    Extracurricular probation 
                                                    In-School suspension 
                                                    Out-of-School suspension 
                                                    Suspension of bus privileges 
 
                      Level III 
                      Level III misconduct involves acts directed against persons or property whose 
                      consequences endanger the health and safety of others in the school. 
                      Those acts which are criminal or illegal will automatically be referred to the 
                      appropriate law enforcement agencies. 
 
                  Examples:   
 
                   Continuation of Level I behavior and/or Level II behavior 
                   Vandalism 
                   Smoking/use of tobacco 
                   Possession/use of unauthorized substances, (drug or alcohol) or related paraphernalia 
                   Possession of a weapon 
 

Procedure 
The principal initiates disciplinary action by investigating the infraction and 
conferring with staff members. The principal meets with the student and confers 
with the parents about the misconduct and the resulting disciplinary action. The 
principal maintains a proper and accurate record of the offense and disciplinary 
action. Restitution of damages is required through the student’s own work wherever 
possible. 

 
                   Range of Disciplinary Responses:  
                                                     Referral for Psycho-Educational evaluation 
                                                     Referral to outside agency 
                                                     Parent/Staff conference 
                                                     In-School suspension 
                                                     Out-of-School suspension 
                                                     Suspension of bus privileges 
                                                     Expulsion 
                                                     Referral to the appropriate law enforcement agency 
 

BULLYING POLICY 
Bullying means any repeated hurtful, intentional, electronic, written, verbal, or physical acts or a 
series of acts directed at another student or students, which occurs in a school setting and/or 
outside a school setting, that is severe, persistent or pervasive and has the effect of doing any of 
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the following: 
1. Substantial interference with a student’s education. 
2. Creation of a threatening environment. 
3. Substantial disruption of the orderly operation of the school. 
 
Bullying, as defined in this policy, includes cyber bullying, physical bullying, verbal bullying, 
emotional bullying, shunning, and sexual bullying. A School setting means in the school, on 
school grounds, in school vehicles, at a designated bus stop or at any activity sponsored, 
supervised or sanctioned by the school. 
Presentation BVM School prohibits all forms of bullying by students. It encourages students who 
have been bullied to promptly report such incidents to the principal or teacher. 
 
Complaints of bullying shall be investigated promptly, and corrective action shall be taken when 
allegations are verified. Confidentiality of all parties shall be maintained, consistent with the 
school’s legal and investigative obligations. No reprisals or retaliation shall occur as a result of 
good faith reports of bullying. 
 
Each student shall be responsible to respect the rights of others and to ensure an 
atmosphere free from bullying. The Anti-bullying rules committee has developed regulations to 
implement this policy. 
The education committee shall ensure that this policy is reviewed annually with students and that 
the students will be informed of the state law on bullying. 
A yearly review of the school policy will provide the administration with recommended 
revisions. 
A documented report of bullying incidents will be maintained by the teacher and reviewed to 
determine location and identification of bullying hot spots. 
The Anti-bullying education will continue at all age levels with an expansion into the new 
preschool. Education for new parents, staff, and students will be revised. 
This Bullying policy shall be accessible in every classroom. The policy shall be posted in a 
prominent location within the school building and on the school web site. 
 
BULLYING/CYBERBULLYING CONSEQUENCES 
A student who violates this policy shall be subject to appropriate disciplinary action 
consistent with the School Code of Student Conduct, which may include: 

• Letter of apology to student 
• Counseling within the school 
•  Parental conference and /or notification 
• Log of Incident 
• Loss of school privileges 
• Exclusion from school-sponsored activities 
• Detention 
• Suspension 
• Expulsion 
• Counseling/Therapy outside of school 
•  Referral to law enforcement officials 
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DETENTION POLICY 

Growth in self-discipline and awareness of responsibility for one's actions is the goal of the 
policy. Teachers will handle discipline in an age appropriate manner specific to each situation.  
Parents can expect to receive communication from the teacher should a pattern of inappropriate 
behavior occur. 
Detention slips will be issued to students for a variety of academic or behavioral lapses. 
Detention slips are sent home for a parent signature and to determine how the child will go 
home. The date, length and time of detention are noted on the slip. On some occasions parents 
are telephoned for approval to retain a child for detention.  
 

DISCRIMINATION AND HARASSMENT POLICY 
A. Non-Discrimination  
Presentation BVM School does not discriminate in enrollment of students on the basis of race, 
color, sex, age, national origin or disability, in accordance with all applicable laws.  
 
B. Anti-Harassment  
Presentation BVM School will not tolerate conduct by students based on race, color, sex, age, 
national origin, or disability which harasses, unreasonably interferes with another’s work or 
school performance, or creates an intimidating, hostile, or offensive work or school environment.  
 

POLICY PROHIBITING SEXUAL HARASSMENT 
A. Sexual Harassment Prohibited  
Sexual harassment is unacceptable conduct and will not be tolerated. All students are responsible 
for ensuring that this school is free from all forms of sexual harassment. Sexual harassment by a 
student to an employee, or by one student to another, is misconduct prohibited by this Policy.  
 
B. Sexual Harassment Defined  
1. Basic Definition: For purposes of this policy, the term “sexual harassment” refers to any 
unwelcome sexual attention, sexual advances, requests of sexual favors and other verbal, visual 
or physical conduct of a sexual nature when:  
2. Examples: Examples of sexual harassment include, but are not limited to, threatening adverse 
actions if sexual favors are not granted; promising preferential treatment in return for sexual 
favors; unwanted and unnecessary physical contact; a pattern of offensive remarks, including 
unwelcome comments about appearance, obscene jokes or other inappropriate use of sexually 
explicit or offensive language; the display of sexually suggestive objects or pictures; and 
unwelcome sexual advances by vendors or other visitors if the advances are condoned explicitly 
or implicitly by the school. An intimidating, hostile, or offensive work or school environment 
may be created by the existence of such circumstances as those described above or other 
circumstances creating a sexually discriminatory work or school environment.  
 
C. Persons Covered  
This policy prohibits sexual harassment of any employee or student by any other employee, 
student, vendor, or visitor.  
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D. Enforcement of the Policy  
The principal shall answer questions about this policy, investigate complaints and take 
appropriate corrective action. Any person who feels that he or she has been a victim of sexual 
harassment shall bring the problem to the immediate attention of the principal. If the complainant 
is uncomfortable for any reason with discussing such matters with the principal, or, in the 
alternative, if the complainant is not satisfied after bringing the matter to the attention of this 
individual, the complainant shall report the matter promptly to the pastor of the local parish 
school. If the complainant is not satisfied after bringing the matter to the attention of the 
principal and pastor, the complainant shall report the matter promptly to the Assistant 
Superintendent of Elementary Schools.  
The school will investigate all allegations of sexual harassment in as prompt and confidential a 
manner as possible and will take appropriate corrective action when warranted. Any employee or 
student who is determined, as a result of such an investigation, to have engaged in sexual 
harassment in violation of this policy will be subject to appropriate disciplinary action, and 
dismissal in the case of a student.  
 
E. Retaliation  
Retaliation in any form against an employee or student who exercises his or her right to make a 
complaint under this policy is strictly prohibited, and will itself be cause for appropriate 
disciplinary action as specified above in Paragraph D. 

 
 SUSPENSION POLICY 

Suspension can be imposed on a student for a major infraction. Students may not participate in 
extracurricular or CYO activities while serving a suspension.  After two formal suspensions the 
student is liable for dismissal from Presentation B.V.M. School.  At the discretion of the 
principal, an in-school or out of school suspension may be administered. In situations requiring 
formal suspension, parents will be notified immediately and Archdiocesan policy as outlined in 
their Policies and Procedures will be followed. 
 
Under extraordinary circumstances, a student may be expelled immediately. Expulsion is a 
serious disciplinary response made by the principal after consultation with the pastor and a 
review of the pertinent information. 
                                                           
 
 
 
 

ACCEPTABLE USE POLICY  
FOR TECHNOLOGY 

Catholic Schools of the Archdiocese of Philadelphia  
 

PURPOSE  
 
Technology is a valuable educational tool. Our schools are committed to teach its students, faculty, 
administrators, staff, and school community to work and to learn effectively with technology and to 
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ensure responsible use of technology.   The policy outlined below applies to all technology use 
including, but not limited to Internet use.  The Acceptable Use Policy for Technology applies to all 
students, faculty, administrators, staff, volunteers or community members allowed access to school 
technology resources. 
 
 
GOAL  
 
The school’s goal is to prepare its members for life in a digital, global community. To this end, 
the school will:  

 • provide a variety of technology based tools  
 • teach technology skills  
 • integrate technology with curriculum to enhance teaching and learning 
 • encourage critical thinking and problem solving skills  
 • facilitate evaluation and synthesis of information  
 • encourage ethical practices and provide education for internet safety and digital 

citizenship 
 
RESPONSIBILITIES OF USER  
 
Our school will make every effort to provide a safe environment for learning with technology 
including Internet safeguards. The students, faculty, administrators, staff, and school community are 
granted the privilege of using the computer hardware and software, peripherals, and electronic 
communication tools including the Internet. With this privilege comes the responsibility to use the 
equipment correctly, respect the name and intellectual property of others, and follow the policies 
outlined below.  
 
TECHNOLOGY USE GUIDELINES  
 

• Educational Purpose/ Appropriate Use: All technology use and Internet access at school 
for all faculty, staff and students is provided solely for educational purposes. Educational 
sites and teacher created assignments are to be used to enhance student learning. Students 
must not access social networking sites or gaming sites, except for educational purposes 
under teacher supervision.  Expressed permission to use the Internet and hardware/software 
in any area of the school must always be obtained.  

 
• Copyright/Intellectual Property and Identity: All sources obtained for teacher and student 

work should be properly cited. Users are to respect the rights of and the intellectual property 
of others in accordance with Federal Copyright Law.  Transferring copyrighted material to or 
from a school without expressed permission of the owner is a violation of Federal Law. 
When using school technology, teachers and students are to use their assigned user name and 
password at all times. Each person is reminded to log off of their assigned account before 
leaving a computer unattended. 

 



 - 29 - 

• Communications: Electronic and/or Digital communications with students should be 
conducted for educationally appropriate purposes and employ only school sanctioned means 
of communication.  The school sanctioned communications methods include: Teacher school 
web page, teacher school email, teacher school phone number and educationally focused 
networking sites.  

 
 

Teachers or administrators in their normal responsibilities and duties may be required to 
contact parents outside of the school day.  A teacher or administrator is free to contact 
parents using a home phone or a personal cell phone. However, they should not purposely 
distribute a home phone number or a personal cell phone number to students.  If a student 
contacts a teacher or administrator using a teacher or administrator’s personal numbers, 
email or networking sites, the teacher or administrator should immediately report this to the 
administrator or appropriate authorities. 
 

• Electronic and Mobile Devices: Use of any technology oriented device in our schools 
should have an educational focus. Users must adhere to local school policy regarding the use 
of additional electronic devices including but not limited to personal digital assistants 
(PDA), calculators, gaming devices, cellular phones, and pagers. Access will be determined 
by the administrator of the school. The school’s technology policy regarding authorization, 
use, responsibility, integrity, intellectual property, and monitoring will be applied to these 
devices. If a particular mobile device is to be used for educational purpose, the school 
administration and/or teacher will provide parameters for this use. 
 
N.B. The types of electronic and digital communications referenced in this AUP include, but 
are not limited to, social networking sites, cell phones, digital cameras, text messaging, 
email, voice over ip, chat rooms and instant messaging. 

 
• Examples of Unacceptable Uses:  

o Users must not use equipment to harass, threaten, deceive, intimidate, offend, embarrass, 
or annoy any individual. Users must not post, publish, or display any defamatory, 
inaccurate, violent, abusive, profane or sexually oriented material.  Users must not use 
obscene, profane, lewd, vulgar, rude or threatening language.  Users must not knowingly 
or recklessly post false information about any persons, students, staff or any other 
organization.   

o Users must not use a photograph, image, video or likeness of any student, or employee 
without express permission of that individual and of the principal.  Users must not use 
school equipment to create any site, post any photo, image or video of another except with 
express permission of that individual and the principal.  Maintaining or posting material to 
a Web site or blog that threatens a likelihood of substantial disruption in school, including 
harming or interfering with the rights of other students or teachers to participate fully in 
school or extracurricular activities is a violation of the Acceptable Use Policy and subject 
to the disciplinary measure found herein. 

o Users must not attempt to circumvent system security, guess passwords, or in any way gain 
access to secured resources, another person’s files or another person’s password. Users 
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must not install, move, delete, download, upload, reconfigure, or modify any software or 
files on school equipment without permission. Users must not move, repair, reconfigure, 
modify, or attach external devices to the systems without permission. 

o Users must not deliberately visit a site known for unacceptable material or any material 
that is not in support of educational objectives.  Students must not access social 
networking sites or gaming sites, except for educational purposes under teacher 
supervision.   

o Users are not to plagiarize content and may not present the work of another as their own 
without properly citing that work.  Users must not violate license agreements, copy disks, 
CD-ROMs, or other protected media.  Users must not use technology for any illegal 
activity. Use of the Internet for commercial gains or profits is not allowed from an 
educational site. 

 
• Reporting: Users must report immediately any damage or change to the school’s 

hardware/software that is noticed by the user. 
 
• Administrative Rights:   The school has the right to monitor both student and employee use 

of school computers and computer accessed content.  Due to the evolving nature of 
Technology, the Archdiocese of Philadelphia, Office of Catholic Education reserves the right 
to amend or add to this policy at any time without notice. 

 
Violation of the above rules will be dealt with by the administration of the school. Violation of 
these rules may result in any or all of the following:  

• Loss of use of the school network, computers and software, including Internet access. 
The student will be expected to complete work on a non-networked, stand-alone 
computer system.  

• Issuance of demerits/detentions, if applicable.  
• Disciplinary action including, but not limited to, dismissal and/or legal action by the 

school, civil authorities, or other involved parties.  
 
 

RIGHT TO AMEND 
Presentation B.V.M.  School retains the right at any time to amend or add policies, rules and 
regulations contained in this handbook for just cause.  Parents will be given prompt notification 
if changes are made. 
 
Parents and students are to review the policies and procedures regulating Presentation BVM 
School. When completed please download and sign the following agreements: Acceptable Users 
Policy, the Photo Release Form and the Parent/Student Handbook Agreement. These three forms 
must be filed yearly. 
 
 
After reading and reviewing with your child/children please complete 
the following pages and return them to Presentation BVM School. 
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ACCEPTABLE USE POLICY FOR TECHNOLOGY 
Catholic Schools of the Archdiocese of Philadelphia 

Student Internet Access Contract 
 
I understand that when I am using the Internet or any other computer/telecommunications device, I must 
adhere to all rules of courtesy, etiquette, and laws regarding the copying of information as prescribed by 
either Federal, State, or local laws, and the Archdiocese of Philadelphia and Presentation BVM School. 
My signature below and that of my parents(s) or guardian(s) means that I agree to follow the guidelines of 
thisAcceptable Use Policy for Technology for the Catholic Schools of the Archdiocese of 
Philadelphia 
 
Student Name/ID ________________________________________ 
 
Student Signature _______________________________________ 
 
Date _____/_____/_____ 
 
Parent or Guardian: We ask that you review this policy with your child and sign below: 
Student Access Contract 
 
I hereby release Presentation BVM School and the Archdiocese of Philadelphia, its personnel and any 
other institutions with which it is affiliated, from any and all claims and damages of any nature arising from 
my child’s use of, or inability to use, the Internet Access, including but not limited to claims that may arise 
from the unauthorized use of the system to purchase products or services. 
I will instruct my child regarding any restrictions against accessing materials that as outlined by the  
Acceptable Use Policy for Technology for the Catholic Schools of the Archdiocese of 
Philadelphia. I will emphasize to my child the importance of following rules for personal safety. 
As the parent or guardian of this student, I have read the Acceptable Use Policy for Technology 
for the Catholic Schools of the Archdiocese of Philadelphia for Presentation BVM School. I 
hereby give my permission for my child to use the Internet and will not hold Presentation BVM School or 
the Archdiocese of Philadelphia liable as a result of my daughter’s/son’s use of the Internet on school 
premises. I understand that my child has agreed not to access inappropriate material on the Internet. 
 
Parent/Guardian Signature ____________________________ Date _____/_____/_____ 
 
Return to school
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Presentation B.V.M. School 
105 Old Soldiers Road 
Cheltenham, Pennsylvania 19012 
Phone 215.379.3798 Fax 215.379.4430 
www.presentationbvm.org/school 
 
Complete and return to Presentation BVM School. If you have additional children in the 
school please add their copy 
 
PHOTO RELEASE FORM 
FOR THE 2009-2010 SCHOOL YEAR 
I, _______________________, hereby give Presentation BVM School and the 
Archdiocese of Philadelphia, its successors and assigns and those acting with its 
authority, the unqualified right and permission to reproduce, copyright, publish, circulate 
or otherwise use any pictures of my child produced by the Archdiocese of Philadelphia. 
This authorization and release covers the use of said school pictures in any published 
form and any media of advertising publicity. 

� YES � NO I give permission for this student’s picture to appear in publication.            
                                                     (brochures, local papers, etc.) 

� YES � NO I give permission for this student’s picture to appear in the school 
yearbook. 

� YES � NO I give permission for this student’s picture to appear on the school web  
                                 page. 
 
SIGNATURES REQUIRED 
STUDENT SIGNATURE______________________________________ DATE_______ 
 
PARENT/GUARDIAN SIGNATURE____________________________ DATE_______ 
Presentation BVM School 8/08 

 
Additional Students  

 
STUDENT SIGNATURE___________________________________ Date ________ 

 
STUDENT SIGNATURE___________________________________ Date ________ 

 
STUDENT SIGNATURE___________________________________ Date ________ 

 
STUDENT SIGNATURE___________________________________ Date ________ 

 
Return to school 

http://www.presentationbvm/
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PARENT/STUDENT 
HANDBOOK AGREEMENT 

 
AGREEMENT 

 
We have read and agree to be governed by this handbook of PRESENTATION 
B.V.M. SCHOOL. 

 
 

Family Name___________________________________ 
 

_____________________________________ Date_____________________ 
                Parent/Guardian Signature 
 

Child’s Signature ____________________________Grade________ Room_________ 
 

Child’s Signature ____________________________Grade________ Room_________ 
 

Child’s Signature ____________________________Grade________ Room_________ 
 

Child’s Signature ____________________________Grade________ Room_________ 
 

Child’s Signature ____________________________Grade________ Room_________ 
 
 
 After reading and reviewing this handbook with your children please return this agreement to 
the teacher of your youngest child in school.                         
 
                                            

 


	ADMISSION REQUIREMENTS  
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