
 
Holy Spirit  School Parent-Student Handbook (2008-2009)         1     
                                   

Parent Student Agreement & 
Contract 
 

 
We have read the Holy Spi r i t  School  Parent  Student  Handbook and agree 
to the pol ic ies,  procedures and regulat ions regard ing student  l i fe  at  Holy  
Spi r i t  School .   We wi l l  suppor t  and cooperate wi th  these pol ic ies.  

 
Parent ’s  Signature:  
 
_____________________________________________________ 
 
Parent ’s  Signature:   
 
_____________________________________________________ 
 
 
Student ’s  Signature:    
 
_____________________________________________________ 
 
 

  Student ’s  Signature:  
 
  _____________________________________________________ 

 
 
Date:   __________________________________________ 
 
 
Please sign the above agreement and return this page to the school  
off ice by Thursday,  September 4,  2008 .  
 
The pr inc ipal  o f  Holy  Spir i t  School  reserves the r ight  to  amend pol ic ies,  
procedures and regulat ions in  th is  Handbook.   Parents wi l l  be g iven 
prompt  not i f icat ion i f  changes are made.  
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(This  was le f t  in tent ional ly  b lank)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 



 
Holy Spirit  School Parent-Student Handbook (2008-2009)         3     
                                   

Introduction 

 
 

 
 

 
May 2008 
 
 
 
Welcome!  It is our privilege to have your child with us at Holy Spirit School. 
 
The handbook is provided to help students and parents become familiar with the procedures, 
rules and regulations of Holy Spirit School.  Please read and review all sections of the 
Parent-Student Handbook with your child.  Also, return the Parent Student Agreement & 
Contract at the very front of the Handbook with signatures of both parent and student/s. 
 
We look forward to working with you in pursuing our common goal of a quality Catholic 
education within a caring Christian environment. 
 
Sincerely, 
 

fÜA _|é VâÜà|á 
Sr. Liz Curtis 
Principal 
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(This  was le f t  in tent ional ly  b lank)  
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History of Holy Spirit School 
 

 
Holy  Spi r i t  School  was establ ished in  1956 under  the d i rect ion of  Rev.   
Thomas Murphy,  the pastor  of  the par ish.   The Sisters  of  the Holy  Fai th 
have staf fed the school  s ince i ts  establ ishment .   Present ly ,  i t  is  s taf fed by 
two s is ters and e ighteen lay teachers.  

 
The school  was bui l t  to  accommodate e ight  grades and a l ibrary.   In i t ia l ly  
there were four  grades,  then each succeeding year  another  grade was 
added unt i l  the fu l l  complement  of  e ight  was establ ished.   In  1988,  a 
Kindergar ten and Extended Care Program were added.   A Computer  Lab 
was bui l t  in  1991 and a Science Lab in  1994.  

 
Throughout  i ts  f i f ty - two year  h is tory,  Holy  Spi r i t  School  has adapted and 
enr iched i ts  to ta l  educat ion program to meet  the changing needs and 
demands of  i ts  populat ion.   Enro l lment  has remained constant .  The fami l ies 
served by Holy Spi r i t  School  are representat ive of  the socio-economic 
d ivers i ty  of  the par ish and community .   The st rong bond between the 
school  and the par ish is  re in forced by the fact  that  84% of  the fami l ies are 
Holy  Spir i t  par ish ioners and 95% of  the students are Cathol ic .    
 

Accreditation 
 

 
Holy  Spir i t  E lementary School  is  accredi ted by the Western Associat ion of  
Schools  and Col leges.   Our  last  accredi ta t ion took p lace in  2003.   Holy  
Spi r i t  School  was accredi ted for  s ix  years,  unt i l  2009,  and is  current ly  in  
the process of  prepar ing for  our  next  accredi ta t ion in  February,  2009.  
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Mission Statement 
 

 
Holy  Spi r i t  School  is  a  fa i th  f i l led par ish e lementary school  commit ted to  
prov id ing a qual i ty  Cathol ic  educat ion to  the ch i ldren of  the par ish and 
neighbor ing communi t ies.   Based on the Gospel  message of  serv ice,  the 
facul ty  and staf f  co l laborate to  prov ide a chal lenging and st imulat ing 
academic envi ronment  which promotes the growth of  l i fe long learners 
shar ing in  the miss ion of  Chr is t  and His Church.    

 
-Revised Apr i l  8 ,  2008 

 

Philosophy Statement 
 

 
Recogniz ing that  parents are the pr imary educators of  the ir  ch i ldren,  the 
c lergy,  admin is t rat ion,  facul ty  and suppor t  s taf f  o f  Holy  Spi r i t  School  
cont inue the ir  s t rong t rad i t ion of  support ing parents in  the i r  implementat ion 
of  the phi losophy that  Cathol ic  educat ion a ims at  the complete 
development  of  the whole person.  
 
Our  fa i th  communi ty  fosters and prov ides oppor tuni t ies which a l low 
students to  become car ing and responsib le c i t izens as wel l  as l i fe  long 
learners and leaders of  soc iety .    

-Revised Apr i l  8 ,  2008 
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School-wide Learning Expectations 
 

 
 

A Holy Spi r i t  Student  is ,    
 
 A Spi r i tua l  Student  who:  
 

 Knows,  understands and l ives the Cathol ic  fa i th  
 Exper iences God through prayer ,  serv ice and l i turgy 
 Demonstrates respect  for  se l f ,  o thers,  and creat ion 
 Responds to the needs of  the community  through Chr is t ian 
serv ice 

 
 
An Act ive Learner  who:  

 
 Takes pr ide in  personal  achievement  
 Demonstrates a so l id  foundat ion in  a l l  subjects   
 Uses cr i t ica l ,  creat ive and analy t ica l  sk i l ls  in  so lv ing 
problems 

 Uses technology appropr ia te ly  and responsib ly   
 Is  able to  speak and wr i te  ef fect ive ly  

 
 
A Socia l ly  Aware Student  who:  
 

 Understands and takes  responsib le for  own act ions 
 Analyze a l ternat ives in  order  to  make ef fect ive moral  
choices 

 Exhib i ts  empathy,  to lerance and acceptance of  a l l   
 Shares ta lents ,  and resources for  the good of  a l l   

 
 
A L i fe  Long Learner  who:  

 
 Demonstrates a des i re for  learn ing  
 Is  aware of  local  and g lobal  events 
 Exhib i ts  leadership and responsib i l i ty  

 
 

-Revised Apr i l  8 ,  2008 
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Curriculum 
 

Gu idel ines for  Holy  Spi r i t  School 's  curr icu lum are implemented accord ing 
to  the Cathol ic  Educat ion Depar tment  of  Diocese of  Sacramento and 
Cal i forn ia s tate s tandards.   The tota l  curr icu lum is  carefu l ly  coord inated 
f rom Kindergar ten through e ighth grade.    
The curr icu lum inc ludes:  

 Re l ig ion and Fami ly  L i fe  
 Mathemat ics  
 Language Ar ts  ( inc lud ing spe l l ing ,  g rammar ,  wr i t ing ,  hand-wr i t ing) ,  

L i te ra tu re  
 Sc ience  
 Soc ia l  Stud ies  
 Computer /Techno logy Educat ion  
 Ar t  
 Mus ic  
 Phys ica l  Educat ion 
 Span ish 

Teachers rev iew and evaluate textbooks cyc l ica l ly  and sequent ia l ly  in  
speci f ied curr icu lum areas.    
 
The sp i r i t  that  character izes Holy  Spi r i t  School  is  grounded in  Cathol ic  
fa i th ,  t rad i t ions and Chr is t ian va lues.   Holy  Spi r i t  welcomes chi ldren of  a l l  
fa i ths into the school  fami ly .   Non-Cathol ic  s tudents take re l ig ious mater ia l  
courses as content ,  not  as bel ie f ,  and are present  at  a l l  l i turg ica l  funct ions.    
 
A complete inventory of  a l l  curr icu lum areas is  in  the of f ice and avai lab le  
to  a l l  parents.   In  the beginning of  the school  year  each teacher  hosts  a 
Back-To-School -Night  for  parents to  d iscuss the curr icu lum that  wi l l  be 
covered throughout  the year .  
 
Testing  
Each year  the Diocesan Educat ion Department  conducts  a comprehensive 
test ing program to insure a constant  evaluat ion of  s tudent  progress.   We 
encourage students to  be present  each year  on test ing days as make-up 
tests  are of ten unsat is factory.   Diocesan standard ized tests  resul ts  are 
entered on permanent  record cards.   The Iowa Basic  Ski l ls  Test  is  
adminis tered to grades 2-8.    
 
Remedial  Services  
Students,  e l ig ib le  by the i r  home address and test  scores to  receive T i t le  I  
remedia l  serv ices of fered by the Fai r f ie ld  Uni f ied School  Dis t r ic t  wi l l  
receive such ass is tance as the Dis t r ic t  chooses to of fer  based on the ir  
in terpretat ion of  federa l  gu idel ines.  
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Admissions Policy 
 

Non-Discriminatory Statement 

Holy Spi r i t  School  admits  s tudents of  any race,  co lor ,  nat ional i ty  and 
ethnic  or ig in  to  a l l  the r ights ,  pr iv i leges,  programs,  and act iv i t ies genera l ly  
accorded or  made avai lab le to  s tudents at  th is  school .  The school  does not  
d iscr iminate on the basis  of  race,  co lor ,  nat ional i ty  or  e thnic  or ig in  in  the 
adminis t rat ion of  i ts  educat ion pol ic ies,  admiss ion pol ic ies,  f inancia l  
needs,  employment  pol ic ies,  or  o ther  school-adminis tered programs.  

Al l  fami l ies wi l l  have a pre-admiss ion in terv iew conducted by the Pastor  
and Pr inc ipal .   A l l  incoming students wi l l  be academical ly  tested and wi l l ,  
upon sat is factory  performance and receipt  o f  current  school  t ranscr ip ts  and 
teacher  recommendat ion,  be admit ted in  the fo l lowing order  when we have 
vacancies:  
 

 Siblings of currently enrolled students. 
 Catholics who are members of Holy Spirit or Our Lady of Mount Carmel parishes. A 

member is defined as a person registered in the Parish, using the Offertory envelopes 
and attending Mass regularly. 

 Transferring Catholics who become members of Holy Spirit or Our Lady of Mount 
Carmel parishes, whose children currently attend Catholic school. 

 Participating members of other Catholic parishes. 
 Non-Catholics 

 
These pr ior i t ies are guidel ines only .   The pastor  and pr inc ipal  shal l  have 
broad d iscret ionary author i ty  in  the appl icat ion of  these guidel ines to  
speci f ic  s i tuat ions.   Students who wi thdraw f rom the school  wi l l  not  be 
g iven preference in  re-admit tance.  
 
A $30 non-refundable appl icat ion fee is  requi red for  each student .   
 
Appl icat ions wi l l  be accepted dur ing the month of  January.   A l l  appl icants 
must  submit  a  b i r th  cer t i f icate,  immunizat ion records,  appl icable church 
cer t i f icates (bapt ism, conf i rmat ion,  communion) ,  and the la test  repor t  
cards,  test  scores ( i f  appl icable)  and a photograph.   Appl icat ions are 
considered incomplete unt i l  a l l  requi red documents and fees have been 
received by the school .   Appl icat ions remain on the wai t ing l is t  through the 
school  year  for  which the appl icat ion is  completed.   I f  you wish to have the 
appl icat ion remain in  considerat ion for  the fo l lowing school  year ,  an 
appl icat ion fee and updated repor t  card must  be submit ted dur ing the 
month of  January.  
 
Admiss ion to Kindergar ten wi l l  be determined by two factors fo l lowing the 
determinat ion of  pr ior i ty  s tatus l is ted above:  



 
Holy Spirit  School Parent-Student Handbook (2008-2009)         10    
                                   

 The applicant student must be five by September 1st of the academic year for which 
they are seeking admission.   

 The applicant student must demonstrate that he/she is developmentally ready as 
determined by data compiled as a result of readiness screening. 

 
I t  is  o f  u tmost  impor tance that  parents are cognizant  o f  the fact  that  the ir  
suppor t  o f  the school ,  especia l ly  in  regards to prompt  payment  of  tu i t ion 
and wi l l ingness to  vo lunteer  in  school  and par ish pro jects ,  is  a  pre-
requis i te  to  re- regis t rat ion and a condi t ion for  cont inued presence in  
school .   The school  may deny re-admiss ion to any fami ly  who is  del inquent  
in  tu i t ion or  has not  met  f inancia l  requirements.   In  addi t ion,  fa i lure to  
suppor t  the miss ion,  ph i losophy,  ob ject ives,  and pol ic ies of  the school  may 
a lso prevent  re-admiss ion.  
 
A l l  new students wi l l  be p laced on academic and conduct  probat ion for  one 
year .   We wish to  make i t  c lear  that  Holy  Spi r i t  School  is  not  geared to 
accommodate s tudents who demonstrate severe grade level  def ic ienc ies or  
behaviora l  problems.   We wi l l  do a l l  in  our  power to  recommend and/or  
schedule specia l ized test ing where academic def ic ienc ies may be caused 
by speci f ic  learn ing d isabi l i t ies and wi l l  ass is t  in  re ferra ls  for  a l ternate 
school  p lacement  when necessary.    Students whose needs we feel  we 
cannot  meet  may not  be asked to regis ter  for  the fo l lowing year .  
 
Mid-year Acceptance Pol icy 
I f  the school  Admin is t rat ion determines that  an opening wi l l  occur  before 
the mid-point  o f  the school  year ,  the fo l lowing steps wi l l  be fo l lowed:  
 

 Referra l  to  the wai t ing l is t  to  see i f  there are any appl icants.  
 
 The fo l lowing wi l l  be requested:  

 Most  recent  test  scores,  copy of  la test  repor t  card and a copy of  
current  teacher  evaluat ion.  

 Conference wi l l  be set  up wi th  the f ina l  appl icat ion and h is /her  
parents or  guard ians.  

 The f ina l  dec is ion wi l l  be made by the Pr inc ipal  in  consul ta t ion wi th  
the Pastor .  

 
Registration Fees 
The $200 regis t rat ion fee covers the fo l lowing:  s tudent  acc ident  insurance,  
Cal i forn ia Cathol ic  Conference and Diocesan Assessment  fee,  scholast ic  
magazines,  s tandard ized tests ,  teacher  made tests ,  paper ,  l ibrary,  audio 
v isual  fee,  ar t  paper ,  paints  and other  suppl ies.   Regis t rat ion fees are 
NON-REFUNDABLE ,  and are to be paid to the school  of f ice by mid-Apr i l .  
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Tuition 
Tui t ion is  a year ly  fee.  Regis t rat ion and book fees are paid in  Spr ing at  the 
t ime of  enro l lment .   The tota l  tu i t ion sum may be paid in  advance by the 
f i rs t  Fr iday of  June.   I t  may a lso be paid in  two insta l lments,  due the f i rs t  
Fr iday of  June and the f i rs t  Fr iday of  December.   I f  parents choose to pay 
over  a twelve-month per iod,  they must  s ign up for  d i rect  wi thdrawal  of  
funds f rom thei r  check ing or  sav ings account  through F.A.C.T.S.   A l l  tu i t ion 
must  be paid in  fu l l  by May 20th.   Tu i t ion and fees cover  only  par t  o f  the 
cost  o f  educat ing a ch i ld  at  Holy  Spi r i t  School .   To make up the d i f ference,  
parents have the responsib i l i t y  o f  suppor t ing the fundra is ing act iv i t ies and 
serv ice programs at  Holy  Spi r i t  School  and of  consis tent ly  support ing the 
church.   The operat ional  def ic i t  o f  the school ,  cost  o f  furn ish ings and 
maintenance,  are a l l  pa id f rom these sources of  income.   Tui t ion fees wi l l  
be prorated and refunded in  the event  the fami ly  leaves the school .  

 
2008 – 2009 Tuit ion Rates 

 
 Parishioner Rate   Non-Parishioner Rate 
1  Ch i ld  $4 ,020 .00 /$335 .00  Pe r  Mon th  $5 ,020 .00 /$418 .33  Pe r  Mon th  
2  Ch i ld ren  $7 ,260 .00 /$605 .00  Pe r  Mon th  $9 ,260 .00 /$771 .66  Pe r  Mon th  
3  Ch i ld ren  $10 ,140 .00 /$845 .00  Per  Month  $13 ,140 .00 /$1 ,095 .00  Per  Month  
4  Ch i ld ren  $12 ,000 .00 /$1 ,000 .00  Per  Month  $16 ,000 .00 /$1 ,333 .33  Per  Month  
 
Tuit ion Procedures  
Tu i t ion rates wi l l  be ra ised year ly  subject  to  approval  by the School  
Advisory Commiss ion and wi l l  be announced by the Pr inc ipal  in  the weekly  
newslet ter .    
 
Any checks returned because of  insuf f ic ient  funds wi l l  resu l t  in  a $25.00 
serv ice charge.   This  appl ies to  ALL checks payable to  Holy  Spi r i t  School  
inc luding SCRIP.  
 
At  the t ime of  Regis t rat ion:  
 

• All tuition and fees uncollected from the previous year must be paid in full.  If a 
delinquent balance exists, no child will be registered from that family or admitted to 
the school the following school year. 

• All required forms, emergency information, etc. must be completed. 
• No family will be allowed to re-register or will be considered as re-registered if any 

tuition or fees are unpaid as of May 20th.  This means that the delinquent family 
will lose its preferred position on the school rolls. 

• No Eighth Grader will be allowed to participate in graduation activities or 
ceremonies if tuition and fees are not fully paid, hence no diploma will be awarded.  

 
In  accordance wi th  Diocesan pol icy,  a  not ice wi l l  be sent  to  the s tudent 's  
h igh school  ind icat ing that  the s tudent  has not  received a d ip loma.  
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Extended Care  
 

 
Holy  Spi r i t  School  o f fers  qual i ty  and af fordable before and af ter  school  
care for  s tudents at  Holy  Spi r i t  School  in  grades k indergar ten through 
e ighth.    A regis t rat ion fee of  $30.00 is  requi red by a l l  s tudents  at tending 
the Extended Care program.   
 
These serv ices inc lude:  

A.M. Program  7:00   a .m.    -    7 :50 a.m.  
P.M. Program  2:50   p .m.    -    6 :00 p.m.  
Drop- In Program Combinat ions of  t imes l is ted above 

 
Advance not ice of  drop- ins is  requested by leav ing a message on the 
answer ing machine at  (707)  425-7852.   
 
Serv ices of  the Extended Care Program on min imum days are inc luded in  
the annual  fees of  s tudents enro l led in  the Tota l  Before and Af ter  School  
Program or  the Af ter  School  Only  Program.  A l l  o ther  s tudents are 
considered drop- ins and are charged the hour ly  rate.  
 
Study t ime prov ided is  not  a  guarantee that  a l l  homework wi l l  be 
completed,  but  on ly  that  t ime wi l l  usual ly  be prov ided for  homework to  be 
s tar ted.    
 
The parent  who picks up the ch i ld  must  legal ly  s ign the ch i ld  out .   The 
chi ld  cannot  s ign h im/her  se l f  out  nor  may a s ib l ing.  
 
Conduct  expectat ions wi l l  be ident i f ied at  the beginning of  the school  year  
for  s tudents enro l led in  Extended Care.   Fai lure to  adhere to  conduct  
expectat ions wi l l  resul t  in  loss of  enro l lment  in  th is  program, especia l ly  in  
cases involv ing a ser ious v io la t ion of  school  ru les or  pers is tent  and wi l l fu l  
v io lat ion of  ru les set  out  by the program staf f .    
 
When a ch i ld  is  not  p icked up and s igned out  by 6:00 p.m. ,  a  la te fee wi l l  
be charged.   
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Communications 
 

Te lephone Numbers to the School :  
 School  Telephone ………….. (707)422-5016  
 School  Fax …………………… (707)422-0874  
 Church Of f ice ……………….. (707)425-3138  
 School  Websi te………………www.hsschool .org 
 PowerSchool………………….www.hsschool .org/PowerSchool .htm  
 
Students’  Use of  Telephone   
 The school  te lephone is  not  to  be used for  personal  reasons.  
 
Conferences 
 Parent- teacher  conferences are recommended any t ime a parent  or  
teacher  recognizes a need.  In formal  contact  by note,  phone,  or  v is i t  is  
welcomed wi th the reminder  that  arrangements should be made in  advance 
for  a  v is i t  w i th  the teacher .   Teachers may not  be ca l led out  of  c lass for  
conferences dur ing the school  day.   A l l  in format ion shal l  be forwarded f rom 
the of f ice.   Teachers shal l  make themselves avai lab le for  conferences by 
prev ious arrangement ,  preferably  by note f rom parent  to  the teacher .   I f  
you wish to speak wi th the pr inc ipal ,  an appointment  must  be made.    
 
Wednesday Envelopes and Calendar  
   Our major  source of  in format ion for  parents is  the ca lendar  which is  
sent  home wi th the youngest  ch i ld  of  the fami ly  at  the beginning of  each 
month .   Please keep i t  as a reference guide for  the month.   The Calendar  
l is ts  a l l  events,  schedules,  and i tems of  in terest .   A Wednesday envelope 
wi l l  be sent  home each week wi th news f rom the school .   Th is  envelope 
must  be returned on Thursday.  Cal l ing the school  o f f ice to  ver i fy  
in format ion or  t ransmit  messages other  than emergency ones is  s t rongly  
d iscouraged.  
 
Counsel ing 
 At the beginning of  the school  year ,  counsel ing permiss ion s l ips are 
d is t r ibuted.   Counselors may see a s tudent  one t ime wi thout  parenta l  
not i f icat ion and consent .   Af ter  the v is i t ,  parents wi l l  be not i f ied.   I f  ser ious 
concerns ex is t ,  parents wi l l  be prompt ly  not i f ied whenever  the concerns 
ar ise.  
Non-Custodial  Parent  
 Rights of  Non-Custodia l  Parents:   In the absence of  a  cour t  order ,  the 
school  wi l l  prov ide a l l  the ch i ld ’s  parents,  custodia l  or  non-custodia l ,  equal  
access to  the ch i ld  and equal  access to  academic records,  and other  
school  re la ted in format ion regard ing the ch i ld .   I f  there is  a  cour t  order  
speci fy ing that  no in format ion is  to  be g iven,  no contact  wi th  the ch i ld ,  e tc .  
i t  is  the responsib i l i ty  o f  the custodia l  parent  to  prov ide the school  wi th  an 
of f ic ia l  copy of  the cour t  order .  
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Other Communicat ion 
 Spontaneous v is i ts  to  c lassrooms are d iscouraged as i t  is  very 
d isrupt ive to  the c lass.   Parents are requi red to  make an appointment .  
Parents  are not  to  walk  the ir  ch i ldren to  the c lassroom doors in  the 
morning before school  and not  to  hover  around the c lassroom doors at  the 
end of  the school  day.  
 
Social  Events (DSB 5580)  
 Elementary schools  (grades k indergar ten through 8)  of  the d iocese 
may sponsor  soc ia l  events/dances for  the ir  s tudents under  the i r  auspices.   
A pr inc ipal  and h is  or  her  appointed des ignees shal l  have the opt ion to  
hold such events,  and in  so doing,  must  s t r ic t ly  observe Diocesan min imum 
guidel ines for  soc ia l  events/dances.   E lementary schools  shal l  not  permit  
any other  outs ide sponsors to  hold dances for  the school ’s  s tudents on 
the ir  premises.  (DIOCESAN POLICY #5580)  
 
Invitat ions 
 Inv i ta t ions to  b i r thday par t ies are not  a l lowed to be d is t r ibuted at  
school  unless the whole c lass is  inv i ted.  
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Transportation 
 

ARRIVAL AND DEPARTURE:  Students arriving earlier than 7:40 a.m. must go 
to Extended Care. Students must be picked up 
within 15 minutes of the dismissal bell or they will be 
sent to Extended Care.  The school will accept no 
liability for students on the school grounds or parish 
grounds before or after these times.  

  
TRAFFIC REGULATIONS:     Morning Drop-Off and Afternoon pickup takes place 

in the front for grades 4-8 and back parking lots for 
grades K-3.      

 
Front Parking Lot Traff ic  Plan  
 
Vehic les should enter  the park ing lo t  
through the south dr iveway (marked 
" IN") .   Vehic les enter ing f rom Texas 
Street  f rom the east  should turn in  
and f i l l  e i ther  lane # 1 or  lane #2.   
Do not  mot ion cars wai t ing in  the 
center  turn lane on Texas Street .   
Pul l  in to the park ing lo t  and pul l  
forward to the lane of  your  choice.  
 
Vehic les enter ing f rom the center  
turn lane should turn in  when safe,  
and f i l l  e i ther  lane #1 or  lane #2,  
whichever  has the least  number of  
cars.   
 
In  the morn ing,  cars f rom lane #1 
and lane #2 should a l ternate pul l ing 
forward in to the drop of f  area.   In  the 
af ternoon,  moni tors wi l l  be 
posi t ioned at  the end of  Lane  #2 to 
d i rect  cars enter ing the p ick up area.   
A l l  vehic les should pul l  forward,  in to 
the drop of f /p ickup area,  which 
begins at  the red curb and cont inues 
to  the far  s ide of  the church,  by the 
handicapped park ing spaces.  

 
 
 

 
 
Front Parking Lot Traff ic  Plan  

Passengers must  ex i t  and enter  thei r  vehic les f rom the r ight  s ide only .  
Never  pass,  park,  or  leave your  vehic le  unat tended whi le  in  the drop 
of f /p ickup area.   Never dr ive over  concrete curbs in park ing spaces.  

School
Gym

Church
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Exit  the parking lot  through the North dr iveway (marked "OUT") .   
Observe the 5 MPH speed l imit  at  a l l  t imes.   Only r ight  hand turns are 
to be made out  of  the parking lot  exi ts.   This helps to avoid traff ic  
jams and car accidents.  
 
Back Parking Lot Traff ic  Plan   
Grades K-3 
Students in  Grades K-3 wi l l  be dropped of f  in  the back park ing lo t  in  the 
mornings f rom 7:40-7:50 a.m. 
 
Students in  Grades K-3 and s ib l ings wi l l  be p icked up in  the back park ing 
lo t  (school  p layground) ,  and fo l low the Back Park ing Lot  Traf f ic  Plan.  

 
Students wi l l  be l ined up in  the PICK-UP area.   Older  s ib l ings wi l l  s tand 
wi th  the youngest  ch i ld .  Parents can enter  the p layground at  2 :40.   There 
is  no park ing in the p layground at  th is  t ime.  

 
As soon as passengers are p icked up,  vehic les may ex i t  the park ing lo t  in  
s ing le f i le .   Make a RIGHT TURN  ONLY  when ex i t ing the a l ley.   Observe 
the 5 MPH speed l imi t  a t  a l l  t imes.  
 
Parents should l ine up in  the dr iveway 
adjacent  to  the Church.   Once the gate 
to  the p layground is  opened,  the f i rs t  
car  in  l ine shal l  pu l l  in to the corner  
posi t ion.   
 
The second car  shal l  pu l l  a longside,  to  
the r ight  o f  the f i rs t  car ,  the th i rd car  
shal l  pu l l  a long the r ight  s ide of  the 
second car ,  e tc . ,  eventual ly  forming 
f ive co lumns.    
Once the ch i ldren are d ismissed,  the 
corner  car  (number one)  shal l  dr ive to  
the f ront  o f  the p ickup l ine.   The 
second car  shal l  fa l l  in to p lace behind 
the f i rs t  car ,  the th i rd  behind the 
second,  etc .  
 
As the f i rs t  row of  cars moves forward,  the second row wi l l  f i l l  in ,  and 
eventual ly  "peel  o f f "  for  the p ick-up l ine as they move forward.    
 

 

School

Gym

Grass

3

2

1
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Uniform Regulations 
 

 
APPEARANCE & UNIFORM :  Chr is t ian modesty and good taste in  

dress and appearance are qual i t ies 
that  a young person learns f rom the 
inst ruct ion and example of  h is /her  
parents.  

 
Personal  Grooming:  Students are expected to be neat  

and c lean.  
 

Students are not  a l lowed:  
 

•  To wear makeup,  co lored nai l  
po l ish,  e tc .  in  school  

•  To f i le  nai ls  or  comb hai r  in  publ ic  
•  To wear  hanging or  large earr ings 
•  To wear fad haircuts 
•  To have sh i r ts  untucked dur ing 

the school  day except  for  recess 
•  To dye or  b leach their  ha i r  

 
Gi r ls  are a l lowed a s ingle s tud 
earr ing in  each ear lobe.   No r ings 
are a l lowed.   A watch is  acceptable;  
medical  a ler t  bracelets  are a l lowed.  

 
In  order  to  enforce the uni form code,  we need parent  cooperat ion.   I t  is  
your  responsib i l i ty  to  make sure that  your ch i ld  at tends school  in  proper  
uni form dai ly .   A wr i t ten excuse good for  one day must  be sent  to the 
c lassroom teacher  when a chi ld  comes to school  out  of  un i form.  When a 
chi ld  comes to school  out  of  un i form wi thout  a wr i t ten excuse,  a warning 
wi l l  be g iven.   For  a second of fense,  detent ion wi l l  be g iven.   In  grades 5-
8,  detent ion is  g iven immediate ly  for  a uni form v io lat ion.  
 
Boys -  Grades K-8:   Uni forms are to be appropr iate ly  f i t ted.  

 Boys '  ha ir  must  be neat ly  t r immed above the 
sh i r t  co l lar ,  and conservat ive ly  s ty led.  

     Navy b lue twi l l  pants wi th b lack bel t   
     Navy walk ing shor ts  wi th  b lack bel t    

 Whi te permanent-press sh ir t  or  whi te  kn i t  sh i r t  
wi th  co l lar ,  long or  shor t  s leeve  

     Uni form navy card igan sweater    
     Uni form navy v-neck sweater   

 Uni form navy v-neck vest ,  as suppl ied by 
Dennis  Uni form Company  
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 Uni form crew neck sweatshi r t  wi th  smal l  school  
logo,  as suppl ied by Dig i ta l  St i tchz,  our  PE 
uni form suppl ier .    

 Whi te crew or  cuf fed ankle socks that  reach at  
least  2"  above the ankle.    

 NO earr ings dur ing school  hours or  school-
sponsored events.    

 
Girls -  grades K-5 :   Uni forms are to be appropr iate ly  f i t ted.  
     P la id Jumper  
     Navy b lue twi l l  pants wi th b lack bel t  
     Navy b lue walk ing shor ts  wi th  b lack bel t  

 Whi te b louse wi th  Peter  Pan col lar  or  whi te  
Polo sh ir t  wi th co l lar .   The sh i r t  may not  have 
ruf f les or  lace.  

     Uni form navy V-neck sweater  
     Uni form navy V-neck vest  

 Uni form navy card igan sweater ,  as suppl ied by 
Dennis  Uni form Company  

 Uni form crew neck sweatshi r t  wi th  smal l  school  
logo as suppl ied by Dig i ta l  St i tchz,  our  PE 
uni form suppl ier .  
B lack,  whi te or  navy knee socks or  cuf fed 
anklet  socks that  reach at  least   2"  above the 
ankle.   

     B lack,  whi te or  navy sol id  t ights  -  no pantyhose.  
 
Girls -  grades 6-8 :   Uni form blue p la id sk i r t  
     Uni form navy b lue twi l l  pants wi th b lack bel t .  

 Uni form navy b lue walk ing shor ts  wi th  b lack 
bel t .  

 Whi te b louse wi th  Peter  Pan col lar  or  whi te  
Polo sh ir t  wi th co l lar .   The sh i r t  may not  have 
ruf f les or  lace.  

     Uni form navy V-neck sweater  
 Uni form navy V-neck vest  -  as suppl ied by 

Dennis Uni form Company 
 Uni form navy card igan sweater ,  as suppl ied by 

Dennis  Uni form Company  
 Uni form crewneck sweatshi r t  o f  des ignated 

color  as suppl ied by Dig i ta l  St i tch.   
 B lack,  whi te or  navy knee socks or  cuf fed 

anklets  that  reach at  least  2"   above the ankle.   
     B lack,  whi te or  navy sol id  t ights ,  no pantyhose.  
 
NOTE:  Dick ies Brand pants are not  a l lowed.  
 
Shoe Att i re K-8 :   Low top solid black  to be worn everyday  

 -  no s t r ipes or  logo 
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 Shoe laces should be the same color  as the 
shoe.  

 
PE Uniforms:  B lue Holy  Spir i t  shor ts  or  sweats and b lue Holy 

Spi r i t  T-shi r t  
 
Church Days :   No PE c lothes are to  be worn on scheduled 

church days,  e.g.  Ash Wednesday.   On 
scheduled church days students are to  be in  fu l l  
un i form, inc luding a sweater  or  a vest .   7 t h  and 
8 t h  grade ONLY  may wear the i r  b lack 
sweatshir ts .  

 
PLEASE NOTE:  No decals ,  le t ter ing,  logos,  etc . ,  o ther  than school  crest  
shal l  be worn on the school  un i form.   Only  c lo th ing as descr ibed above 
shal l  be accepted dur ing the school  day.   Any color  jacket  or  coat  may be 
worn on the p layground dur ing cold weather ,  but  may not  be worn in  the 
c lassroom.  A l l  ar t ic les of  c lo th ing should be c lear ly  marked.   
 
School  Uni forms may be purchased f rom: 
 

Dennis Uniform Company 
820 East  8th Street ,  Oakland,  CA  94606 

(800)  257-1796 
 

P.E.  Uni forms may be purchased f rom: 
 

Digital  St i tchz 
905 Texas Stret ,  Fairf ie ld,  CA 

(707)  426-9963 
 

Inquire at  the school  of f ice for  in format ion about  purchasing second hand 
uni forms.  
 
Non-Uniform Days  
The fo l lowing are guidel ines for  non-uni form dress days:  
  
Acceptable:  

•  Shi r ts  wi th general  pr in ts ,  pat terns,  or  manufacturers logos.  
•  Shi r ts  wi th  ch i ldren 's  animat ion such as Disney characters,  Pokémon,  

etc .  
•  Col lege name shir ts .  
•  Shor ts  must  be no shor ter  than the student 's  f inger t ip  when standing 

st ra ight .  
•  S leeveless sh ir ts ,  as long as the shoulder  area is  at  least  three 

inches across.  
•  Sweat  out f i ts  are acceptable in  grades k indergar ten through th i rd  

grade.  
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 Not Acceptable:  

•  Hats 
•  Any TV ser ies or  movie t -sh ir t  that  promotes profani ty ,  v io lence,  or  

derogatory comments,  such as the Simpson’s ,  South Park,  Beavis  and 
But thead,  Aust in  Powers,  e tc .    

•  WWF or  any type of  profess ional  wrest l ing t -sh i r ts .  
•  Spaghet t i  s t rap tops and tank tops.  
•  Sweatpants,  sagging pants,  pants worn below the wais t ,  pants worn 

so that  boxer  shor ts  or  underwear  are showing,  or  excessive ly  baggy 
pants.  
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Discipline 
 

The facul ty  and staf f  o f  Holy  Spi r i t  School  commit  themselves to  the bel ie f  
that  a l l  s tudents have the r ight  to  learn in  a d is t ract ion- f ree envi ronment .  
Classroom ru les and consequences are posted in  each c lassroom and 
d is t r ibuted to parents at  Back to  School  Night .  The pr inc ipal  is  the f ina l  
recourse in  a l l  d isc ip l inary s i tuat ions and may waive any d isc ip l inary ru le 
for  just  cause at  her  d iscret ion.    

 
Conduct  Referra ls  wi l l  be g iven for  any inf ract ions of  the ru les and pol ic ies  
of  Holy  Spi r i t  School .   Three detent ions for  the same of fense,  i .e .  conduct  
or  academic ass ignment ,  wi l l  resul t  in  a suspension.  
  
General  School  Rules for  Students:  

 Wear complete uni form dai ly .  
 Walk in  the hal lways and breezeway.  
 Proper ly  use the rest rooms.   
 P lay in  ass igned areas only  and obey yard superv isors.  
 Obey cafeter ia  regulat ions.  
 Obey Safety  Patro l  Of f icers.  
 Use the t rash cans for  a l l  l i t ter  and p ick up l i t ter  whenever  possib le.  
 Remain of f  the grass and equipment  areas when they are wet .  
 Remain of f  the t rees on campus.  
  No gum chewing on school  premises or  at  school  funct ions.   Gum 

chewing and/or  sunf lower seeds are not  acceptable in  the c lassroom 
or  on the school  grounds at  any t ime.   Whi le  on campus,  a $5.00 f ine 
wi l l  be charged for  gum chewing between 7:50 a.m.  and 6:00 p.m.  or  
at  any games or  pract ices dur ing the school  year .   

 Keep food and dr ink out  of  the rest rooms,  l ibrary,  computer  room and 
the sc ience room and c lassrooms.  

 Return a l l  borrowed equipment  and mater ia ls  in  good condi t ion to  
the ir  proper  locat ions.  

 A lways walk  b icyc les whi le  on campus and lock them to the b ike 
racks.   Lack of  cooperat ion wi l l  necess i tate loss of  b icyc le pr iv i leges 
for  a week.  

 No skateboards may be used coming to school  unless by wr i t ten 
parenta l  request .   Skateboard wi l l  then be le f t  a t  the of f ice.   They 
may never  be used on campus.  

 May not  purchase soda f rom the machine in  the gym before or  dur ing 
school .  

 Students are not  a l lowed in  the c lassroom at  any t ime unless the 
teacher  is  present .   (Cal i forn ia Educat ion Code) 

 A l l  s tudents wi l l  be responsib le for  the protect ion and preservat ion of  
school  proper ty  and for  the good of  o thers.  



 
Holy Spirit  School Parent-Student Handbook (2008-2009)         22    
                                   

 F ight ing,  bu l ly ing,  "p lay- f ight ing," or  "messing around" are prohib i ted 
and subject  to  suspension.  

 Act ions occurr ing of f  campus but  re la ted to  the school  shal l  be deal t  
wi th  as i f  they occurred at  school .  

 Cel l  phones,  iPods and handheld v ideo games are absolute ly  
forb idden for  K-8 s tudents dur ing school  hours.   Such i tems may only  
be used af ter  3:00 p.m.  I f  a  s tudent  v io la tes th is  ru le,  the cel l  phone 
or  any e lect ronic  device wi l l  be conf iscated and wi l l  not  be returned 
unt i l  the end of  the day.   For  a second of fense,  the i tem wi l l  be 
conf iscated and not  returned unt i l  the end of  the school  year .  I t  is  the 
responsib i l i ty  o f  each parent  then to p ick up the conf iscated i tem f rom 
the teacher  or  the of f ice.   Extended Care wi l l  fo l low i ts  own ru les.   

 
PLAYGROUND RULES:  

     Students are d ismissed for  recess when the bel l  r ings.  
     P layground equipment  must  be used appropr ia te ly .  
     Students are never  permi t ted to  remain in  the i r  c lassrooms wi thout  

superv is ion 
     Students ask permiss ion to  go to the of f ice.  
     Lo i ter ing in  the bathrooms/entrance ways is  never  a l lowed.  
     Rough p lay ing/ fou l  language dur ing games wi l l  not  be to lerated 

        Pushing,  h i t t ing,  etc .  wi l l  warrant  detent ion,  suspension or  expuls ion 
        determined by the ser iousness of  the of fense.  

     At  the end of  both recesses,  a f ter  the " f reeze"  bel l ,  s tudents walk       
d i rect ly  and prompt ly  to  thei r  c lassrooms.   This  is  not  a t ime to use 
the bathroom or  get  dr inks.   

 No p lay ing wi th  or  bouncing of  p layground bal ls  once the bel l  has 
 rung.   (No ta lk ing once the bel l  has rung) .  

 Students l ine up in  an order ly ,  qu iet  manner outs ide the c lassroom. 
 Superv isors wi l l  g ive Conduct  Referra l  S l ips for  p layground and lunch 

 in f ract ions.  
 Two or  three superv isors wi l l  a lways be on the p layground.   

 (Cal l  the of f ice to  schedule) .  
 
Addi t ional  school  and Diocesan pol ic ies are conta ined in  the Appendices to 
th is  Handbook.  
 
Suspension:  
  

 Students who have been suspended may not  at tend school  funct ions 
such as ath let ic  events for  the durat ion of  the suspension.  

 A s tudent  may be p laced on suspension for  ser ious misconduct  
atschool ,  dur ing school  re la ted act iv i t ies,  or  for  cont inued misconduct  
af ter  having been p laced on probat ion.   Of f ic ia l  suspension may 
assume var ious forms depending on the c i rcumstances.    

 Suspension f rom school  is  not  an ord inary punishment .   I t  w i l l  be 
used when other  correct ive measures have fa i led or  when a ser ious 
of fense is  commit ted.   A s tudent  shal l  be suspended for  no more than 
f ive consecut ive school  days.   Aggravated grounds for  suspension 
can become grounds for  expuls ion.  
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Specif ic  procedures include: (DBS 5650)  
 

 The student  shal l  be g iven ora l  or  wr i t ten not ice of  the charges and a 
fa i r  oppor tuni ty  to present  h is /her  s ide of  the story.  

 The grav i ty  of  suspension requi res that  not ice be g iven to the parents 
by te lephone or  other  appropr ia te methods wi th in  a reasonable t ime,  
fo l lowed by a wr i t ten not ice s igned by the pr inc ipal  or  pastor .  

 A conference wi th the parents,  s tudent ,  and appropr iate school  s taf f  
wi l l  be arranged.  

 A wr i t ten form of  suspension must  be s igned by the parents and 
 s tudent .   On th is  form,  the exact  length of  the suspension per iod shal l  

be speci f ied,  and the reason for  the suspension c lear ly  noted.  
 The pr inc ipal  is  requi red to mainta in dated documentat ion of  the facts  

and of  the parent  conference.  
 A suspension must  be approved by the pr inc ipal  or  in  the absence of  

the pr inc ipal ,  the ass is tant  pr inc ipal  or  the pastor .    
 S ince the grounds for  suspension ord inar i ly  d i f fer  only  in  degree f rom 

the grounds for  expuls ion,  the possib i l i ty  of  expuls ion or  a 
recommended t ransfer  for  cont inued or  repeated misconduct  wi l l   be 
c lear ly  s tated to the student  and parents.  

 The length of  any suspension is  le f t  to  the d iscret ion of  the  pr inc ipal  
in  accord wi th the nature of  the conduct  and a l l  re lated 
c i rcumstances.  

 To the extent  that  such oppor tuni ty  can be reasonably prov ided,   a  
suspended student  has the r ight  to  make up a l l  ass ignments and tests  
missed dur ing the per iod of  suspension,  and upon sat is factory 
complet ion,  to  be g iven fu l l  c redi t .  

 
 
Offenses committed result ing in Suspension or Expulsion from School  
 

 Act ions gravely  detr imenta l  to  the moral  and spi r i tua l  wel fare of  o ther  
pupi ls ,  such as ser ious d isobedience,  insubord inat ion,  or  d isrespect  
for  author i ty .  

 Habi tua l  profani ty  or  vu lgar i ty .   E.C.  10602 
 Slander ,  bu l ly ing excessive ly  af ter  warn ing 
 Assaul t ,  bat tery ,  or  any threat  of  force or  v io lence d i rected  toward 

any school  personnel  or  pupi l .   E.C.  10602.   *Fight ing in  any form 
between students resul ts  in  suspension for  a l l  involved par t ies.    

 Open,  pers is tent  def iance of  the author i ty  of  the teacher .   E.C.  10602 
 Cont inued wi l l fu l  d isobedience.   E.C.  10602 
 Use,  sa le,  d is t r ibut ion,  or  possess ion of  any narcot ics.   E.C.  10603 
 Use,  sa le,  d is t r ibut ion,  or  possess ion of  a lcohol  on or  near   school  

premises.   B.  and P.C.  25008 
 Smoking or  having tobacco.   E.C.  10602 
 Steal ing.  
 Wi l l fu l  cut t ing,  defac ing or  otherwise damaging any proper ty ,  rea l  or  

personal ,  be longing to the school .   E.C.  10602 
 Habi tua l  t ruancy.  
 Outrageous,  scandalous,  or  ser ious d isrupt ive behavior .  



 
Holy Spirit  School Parent-Student Handbook (2008-2009)         24    
                                   

     Conduct  at  school  or  e lsewhere,  which would ref lect  adversely  on the 
Cathol ic  School  or  Church.  

    Possession of  any weapon,  which inc lude guns,  pen knives (Swiss 
Army knives)  

 
Any of  the reasons l isted for  expulsion with less severe circumstances 
are adequate cause for  suspension of  a pupi l .  

Expulsion:   
  The f ina l  dec is ion to expel  a  s tudent  rests  wi th the pr inc ipal  and 

  the pastor .  
  Ful l  credi t  shal l  be g iven for  a l l  work accompl ished by the student  

pr ior  to  the t ime of  expuls ion.  
  Not ice of  an expuls ion must  be g iven to the Department  of  Cathol ic  

Educat ion immediate ly  or  wi th in  seven days of  such act ion.  
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Student Conduct 
 

S tudents enro l led at  Holy  Spi r i t  School  assume personal  responsib i l i ty  for  
the ir  honest ,  Chr is t ian conduct .   Students are expected to fo l low Holy  
Spi r i t  School ’s  Acts of  Cour tesy:  

 
Acts of Courtesy 

 
 I  w i l l  wai t  my turn and not  in terrupt  when two people are speaking to 

one another .  
 I  wi l l  ho ld the door  open for  a l l  o lder  adul ts  and younger  s tudents.  
 I  wi l l  say Good Morning/Af ternoon to any adul t  who enters the 

c lassroom. 
 I  wi l l  acknowledge those who speak to me by look ing them direct ly  in  

the eye.  
 I  wi l l  respond to “Good Morning/Af ternoon,  Hel lo ,  How are you?”  wi th 

a pol i te  reply .  
 I  wi l l  s tay seated and l is ten when my teacher  or  another  s tudent  is  

ta lk ing.  
 I  wi l l  ra ise my hand and wai t  to  be cal led upon.  
 I  wi l l  be t idy wi th  my school  suppl ies,  personal  be longings,  and 

personal  t rash.  
 I  wi l l  use a l l  school  ath let ic  equipment ,  computers,  books,  etc . ,  wi th  

care.  
 I  w i l l  remember to  say “Please”  and “Thank you” .  
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Health 
 

 

Immunizat ions/Medical  Records: 
  Cal i forn ia law requi res a l l  ch i ldren enter ing k indergar ten to have 
  the ir  immunizat ions up- to-date.   F i rs t  graders must  have a  
  phys ica l  exam pr ior  to  enter ing f i rs t  grade.   This  exam may be 
  done wi th in 18 months of  enter ing f i rs t  grade.   A l l  s tudents  
  enter ing 7th grade must  have completed the hepat i t is  B ser ies 
  o f  vaccinat ions,  and a second dose of  the MMR (measles,   
  rubel la and mumps)  vacc ine.  
   Volunteer  parents and fami ly  members work ing wi th  s tudents 
  must  have T.B.  tests every four  years.  
 
Distr ibut ion of  Medicat ion 
  No medicat ions of  any k ind can be adminis tered by school  
personnel  wi thout  appropr iate consent  forms,  th is  inc ludes over  the 
counter  medic ine,  i .e . ,  Tylenol .   I f  a  s tudent  must  have medicat ion dur ing 
the school  day,  the fo l lowing procedure must  be fo l lowed:  
 
  Release f rom doctor  and parent  s tat ing the nature of  the  
  medicat ion.  
  The day’s  dosage must  be sealed,  labeled and have student ’s  
  name at tached and should be kept  in  an appropr ia te conta iner  
  and  wi l l  be kept  in the Heal th Room. 
 
Communicable Disease:   
 I f  a  ch i ld  has been d iagnosed as having a contagious d isease (or  
condi t ion such as head l ice,  p ink eye) ,  p lease not i fy  the of f ice immediate ly  
so that  precaut ions can be taken and exposure not i f icat ions can be sent  
home. 
 When a ch i ld  is  absent  due to a communicable d isease,  he/she may 
not  be readmit ted wi thout  a note f rom the doctor .  
 
Student Insurance: 
 Whi le at  school  and school -sponsored act iv i t ies,  the s tudents are 
covered for  acc idents by Myers/Stevens and Company,  Inc.   This  insurance 
program is  mandated through the Diocese of  Sacramento,  Cathol ic  School  
Depar tment .   The insurance premium is  paid f rom the school  fees.   In jur ies 
on which insurance c la ims are to  be f i led must  be brought  to  the at tent ion 
of  the school  o f f ice THE DAY THEY OCCUR.  I f  the ch i ld  is  too young to 
g ive the in format ion,  the parent  should s top by the of f ice WITHIN ONE DAY 
af ter  the acc ident .   The insurance form wi l l  then be completed and the 
parent  may present  i t  to  the doctor .   The school  wi l l  not  forward insurance 
forms to ind iv idual  doctors or  hospi ta ls .  
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Emergency Cards: 
State law requires that  a  complete and current  emergency card for  each 
student  be on f i le  and readi ly  avai lab le.   P lease not i fy  the school  secretary 
at  once i f  there is  a change of  address,  te lephone number or  any other  
impor tant  in format ion.   
 
School  Absence Pol icy:  
When a ch i ld  is  absent  due to  an i l lness,  parents must  ca l l  the of f ice by 
8:30 a.m.   The student  must  br ing a note f rom home on the day he/she 
returns to  school .   Students have the same number of  days as absent  to  
complete miss ing work ( i .e . ,  absent  two days,  a l l  work turned in  wi th in  two 
days) .   Any absence of  more than three days requires a doctor ’s  note.  
 
Accord ing to  State Law, excessive absence is  considered 10 days per  
t r imester ,  or  30 days per  school  year ,  and may be grounds for  decreased 
academic credi t .  
 
Teachers wi l l  not  prov ide work for  absences due to  vacat ion ahead of  t ime.   
I t  is  the responsib i l i ty  o f  the s tudent  and/or  parent  to  make sure the 
miss ing work is  completed wi th in  three days of  the s tudent ’s  re turn to 
school .   Parents must  not i fy  the of f ice in  wr i t ing of  t ime of f  for  vacat ions 
and obta in the pr inc ipal ’s  approval .  
 
Cal i forn ia State Law requires compulsory school  a t tendance by a l l  ch i ldren 
between the ages of  s ix  and s ix teen.   For  an absence to be considered 
excused,  the absence must  fa l l  in to one of  the fo l lowing categor ies:  i l lness,  
acc ident ,  quarant ine or  at tending a funera l  for  an immediate fami ly  
member .  
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Safety 
 

In  the event  of  a  natura l  d isaster  we wi l l  fo l low the d i rect ion of  the 
Fai r f ie ld-Suisun Uni f ied School  Dis t r ic t  and/or  the Diocese of  Sacramento,  
Depar tment  of  Cathol ic  Educat ion regard ing the opening or  c los ing of  the 
school .  
 
A l l  fami l ies must  f i l l  out  an Emergency Release form at  reg is t rat ion each 
year .   These are kept  in  the of f ice to  a l low for  the systemat ic  re lease of  
your  ch i ld  f rom the school  grounds and for  necessary emergency care.   
P lease make sure your  te lephone number is  current  wi th  the of f ice at  a l l  
t imes.  

 
In  the event  of  a  cr is is  dur ing school  hours,  a l l  s tudents wi l l  be evacuated 
to  a safe area in  the p layground.   They wi l l  assemble accord ing to  grade.   
No student  wi l l  be re leased f rom the school  except  to  h is /her  parent  or  
guard ian.  
 
Safety  dr i l ls  are conducted month ly .    
 
In  the event  of  a  ser ious emergency dur ing school  hours:  
 
 

 You wi l l  be not i f ied by an automated te lephone cal l .  
 Avoid te lephoning the school .   L ines must  be kept  open for  
emergency use.  

 Tune in  to  your  radio or  local  TV program and check the Holy 
Spi r i t  School  websi te ;  www.hsschool .org 

 Dur ing evacuat ion s tudents wi l l  assemble in  the middle of  the 
schoolyard or  gym or  Armi jo f ie ld  across the st reet .  

 A l l  s tudents wi l l  be cared for  in  superv ised areas unt i l  they are 
p icked up.  

 Stay ca lm.  
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Homework 
 

 
Homework is  a necessary re inforcement  of  concepts and sk i l ls  taught  in  
c lass to  foster  habi ts  of  independent  s tudy.   Homework may consis t  o f  
wr i t ten work,  reading books or  newspapers,  s tudying,  d iscussion wi th 
parents,  in terv iews,  or  pro jects  and exper iments.  
 
Good study habi ts  emphasized at  Holy  Spi r i t  inc lude a regular  t ime for  
s tudy in  a quiet ,  wel l - l i t  env i ronment .   The student 's  homework must  be 
ref lect ive of  h is /her  own care,  e f for t ,  t ime,  and thought .   I t  must  be 
presented in  a neat  and order ly  manner.  
  
Long-range ass ignments and pro jects  demand a real is t ic  t ime schedule.   
Work must  be done on some aspect  of  the pro ject  each day to  insure 
complet ion of  the pro ject  on t ime.  
 
I t  is  the student 's responsibi l i ty to inquire about making up work 
missed due to i l lness.  
 
A l l  ch i ldren in  grades 2 -  8  wi l l  use a dai ly  p lanner  to  record the ir  
homework.   Parents must  check their  ch i ld ’s  dai ly  p lanner  every n ight .  
 
Time Al lotments :    

 Homework is  g iven at  the d iscret ion of  the c lassroom teacher .  
 Actual  homework t ime wi l l  vary by s tudent .  The fo l lowing table  

 prov ides some guidel ines for  min imum amount  of  t ime a typ ica l   
 s tudent  should spend doing dai ly  homework:  
 
    Grades 1 -2 20-30 minutes 
    Grades 3 -4 35-45 minutes 
    Grades 5 -6 45-60 minutes 
    Grades 7 -8 60-120 minutes 
   
Parents are urged to d iscuss homework problems wi th the teacher  
ass igning the homework.   P lease do not  wr i te  excuses wi thout  suf f ic ient  
reason for  s tudents who fa i l  to  complete homework.    
 
In  recogni t ion of  the ro le of  parents as pr imary educators,  and in  
recogni t ion of  the school 's  phi losophy wi th respect  to  the va lue of  qual i ty  
fami ly  t ime outs ide of  regular  school  hours,  homework is  not  ass igned on 
weekends except  in  the fo l lowing cases:  
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  Unf in ished c lass work may be ass igned as homework where the 

s tudent  had t ime to f in ish the work in  c lass but  d id not  do so;  
 Make-up work may be ass igned over  the weekend in  the case of  

s tudent  absence,   
 Homework may be ass igned on Thursday and due the fo l lowing 

 Monday.  
 
I f  your  ch i ld  is  constant ly  spending longer  than h is  t ime a l lo tment ,  check 
wi th  h is  teacher .   Teachers wi l l  not i fy  parents of  grave omiss ions in  
homework.   Parents should a lso moni tor  s tudent  work v ia  the Power School  
program.  Homework is  a responsib i l i ty  over  which ext ra-curr icu lar  
act iv i t ies must  not  take precedence.  

 
I f  a  s tudent  cannot  f in ish h is /her  homework in  the t ime g iven,  a s ignature 
of  e i ther  parent ,  on the paper ,  wi th appropr iate explanat ion wi l l  be 
accepted,  prov ided th is  is  done only  for  except ional  reasons.  
 
For  any s tudent ,  homework prudent ly  ass igned and carefu l ly  executed can 
be considered as preparat ion for  the type of  work demanded in  successive 
years.   We urge a l l  parents to  take an act ive in terest  in  the ch i ld 's  
homework.   I t  is  the responsib i l i ty  o f  the s tudent  to  see to i t  that  
ass ignments are proper ly  wr i t ten down and are completed on t ime.   A l l  
s tudents are expected to contact  the teacher  i f  problems ar ise,  and parents 
are asked to moni tor  the ir  ch i ld 's  ef for ts  in  th is  regard.   Concerns re lat ive 
to  homework must  be immediate ly  addressed to  the teacher  who ass igned 
the homework.  
 
Students need to real ize that  successfu l  s tudy demands s incere 
commitment .    Students are not  a l lowed to return to  the ir  c lassrooms af ter  
school  hours to  get  books,  e tc .   I t  is  the ir  responsib i l i ty  to  have a l l  o f  the ir  
be longings at  d ismissal  t ime.  
 
Equipment  fa i lure,  such as a pr in ter  not  work ing,  is  not  acceptable as a 
leg i t imate excuse for  fa i lure to complete and turn in ass ignments on t ime.  
 
Plagiar ism and Cheating 
 
Holy Spi r i t  School  regards cheat ing and p lagiar ism as a ser ious of fense.   
Students understand f rom Kindergar ten through e ighth grade that  they are 
not  to  copy another ’s  work,  and that  do ing so wi l l  resul t  in  no credi t  for  the 
ass ignment  and a conduct  referra l .   I f  a  s tudent  knowingly  a l lows another  
s tudent  to  copy h is /her  work,  or  creates a s i tuat ion where cheat ing might  
be suspected,  such as ta lk ing dur ing a test ,  that  s tudent  wi l l  a lso receive 
no credi t  and a conduct  referra l  
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Computer Technology and Internet 
 

 
The Internet  and Computer Acceptable Use Pol icy Agreement ( ICAUPA)  
has to  be completed and s igned every year  by each student  and 
counters igned by a parent  or  a legal  guard ian.    

 
Holy  Spi r i t  School  gu idel ines and pol ic ies l is t  the fo l lowing as 
unacceptable behaviors:  

 
 Eat ing or  dr ink ing near the computers;  
 P lay ing wi th cords or  pul l ing them out ;  
 Damaging computer  systems or  computer  networks in any way;  
 Using the computer  to  harm other  people or  the ir  work;  
 Reading or  us ing other  people ’s  work,  fo lders or  f i les wi thout  ask ing;  
 Disabl ing any safety  features on the computer ;  
 Wast ing computer  resources,  such as d isk space by downloading 

media f i les inc lud ing but  not  l imi ted to  MP3’s,  MPEG’s,  AVI  and DIVX,   
and paper;  

 Reveal ing personal  in format ion,  image,  phone number,  name or  
address of  one’s  se l f  or  another ;  

 V iewing,  sending,  d isp lay ing,  or  downloading of fens ive messages,   
p ic tures,  or  Web pages;  

 V iewing Web s i tes that  the school  or  teacher  does not  a l low;  
 V io lat ing copyr ight  laws and issues,  and use of  d ig i ta l  in format ion,  

and/or  copying data d i rect ly f rom the Internet  and us ing i t  as your  own;  
 Reading or  opening e-mai l  and at tachments;  
 Using obscene language;  
 Harass ing,  insul t ing,  or  threatening others;  
 Using another  person’s  log- in  or  username and/or  password;  
 Us ing the school  computer  network for  commerc ia l  purposes.  

 
Students who do not  comply wi th  usage ru les,  gu idel ines and pol ic ies wi l l  
for fe i t  the i r  usage pr iv i leges and be subject  to  any appropr ia te d isc ip l inary 
act ion,  detent ion,  suspension and/or  expuls ion.  
 
Computer  Education /  Computer Lab 
Holy Spi r i t  School  s tudents in  Kindergar ten through Eighth Grade are 
in t roduced to computer  safety  and eth ics.   Students are expected to fo l low 
the ru les for  us ing the school  computers and network resources as wel l  as 
observ ing the Internet  ru les,  of ten referred to  as “Net iquet te . ”   
 
A fu l ly  equipped Computer  Lab is  present  on the campus.   Our  vo lunteer  
Technology Commit tee updates i t  year ly .  
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Report Cards 
 

 
At  the end of  each t r imester ,  repor t  cards wi l l  be d is t r ibuted.   Repor t  cards 
prov ide parents wi th  tangib le ev idence of  var ious aspects  of  s tudent  
growth and development .   A formal  parent- teacher  conference wi l l  
accompany the d is t r ibut ion of  the Progress Repor t  in  the middle of  the f i rs t  
t r imester .   Conferences wi l l  be held wi th  parents  at  each repor t  card 
issuance for  s tudents whose work or  behavior  is  unsat is factory.   Repor t  
card envelopes are to  be s igned and returned to school  wi th in  the week 
they are g iven.   Parents ’  comments are to  be wr i t ten on the f ront  of  the 
envelope or  in  an accompanying let ter .   
 
The admin is t ra t ion and facul ty  of  Holy  Spi r i t  School  are seeking to  
measure to ta l  s tudent  per formance in :  c lass work,  homework,  evaluat ive-  
test ing per formance,  c lass par t ic ipa t ion,  and where appropr ia te,  work on 
specia l  pro jects .   Therefore,  wr i t ten grades wi l l  be g iven so as to  keep 
students and parents aware of  per formance.   Our  pr imary concern is  that  
s tudents per form at  fu l l  po tent ia l .    Any requests  for  grade changes must  
be made in  wr i t ing to  the teacher  wi th in  one week of  the receipt  o f  the 
grade.  

 
Any mat ter  involv ing a s tudent 's  work or  behavior  must  be taken up wi th 
the teacher  f i rs t  and pr inc ipal  second,  only  when necessary.  

 
Percentages wi l l  be g iven in  Grades 2-8 wi th the a l ternate Diocesan scale 
used in  Grade K and 1.  
 
 
Grading Scale  
The fo l lowing grading system, based on the Diocesan Code ( found on the 
Repor t  Card)  is  used at  Holy  Spir i t  School :   
 
 
Kindergarten and Grade 1:  
   
 Mark ing Code:  S++ =  Outstanding 
    S+   =  Above Average 
    S     =  Average 
    S-     =  Below Average 
    NI     =  Needs Improvement /At  Risk 
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Grade 2-8 use percentage grades :  
 
 Academic Mark ing Code:          
  A = 93 -  100   S = Sat is factory   
  B = 82 -    92   U = Unsat is factory 
  C = 70 -    81   NI  = Needs Improvement  
  D = 60 -    69   EX = Exempt  
  F = Below 60 
  INC = Incomplete     
 
 Character  Development  Code:  
  A = 93 -  100   S = Sat is factory   
  B = 82 -    92   U = Unsat is factory 
  C = 70 -    81   NI  = Needs Improvement  
  D = 60 -    69   EX = Exempt  
  F = Below 60 
   
Holy Spi r i t  School  prov ides access to your  s tudent ’s  grades,  at tendance 
and ass ignments through the In ternet .   I f  you have Internet  access at  home 
or  at  work you can v iew the in format ion on your  s tudent  at  any t ime 
through PowerSchool .  A unique username and password wi l l  be issued for  
each s tudent  annual ly .   ht tp: / /www.hsschool .org/PowerSchool .htm 
 
NOTE:  Ind iv idual  teachers have d i f ferent  schedules for  updat ing and 
post ing ass ignments,  grades and at tendance.  Contact  the teacher  d i rect ly  
i f  you have any quest ions and/or  concerns regard ing the grades that  are 
posted through PowerSchool .  Or  send emai l  to PowerSchool@hsschool .org 
 
The school  reserves the r ight  to  take down the PowerSchool  server  for  any 
updates and maintenance wi thout  any advance not ice.      
 
Progress Reports  
 
Progress Repor ts  wi l l  go home at  the mid- term of  each t r imester ,  or  a t  any 
t ime thereaf ter ,  for  s tudents who have a grade below average.   The 
Progress Repor t  must  be s igned and returned to the c lassroom teachers 
the next  day.  I t  shal l  be the responsib i l i ty  o f  the s tudent  and parent  to  
inqui re as to  what  s teps may be taken to  correct  any def ic iency.   Fami l ies 
are reminded that  the Progress Repor t  is  not  a  repor t  card,  i t  is  an 
indicat ion of  progress to date in a  speci f ic  area.  
 
Student ’s  progress can be v iewed onl ine through PowerSchool  
(h t tp : / /www.hsschool .org/PowerSchool .htm) 
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Promotion/Retent ion  
 
A l l  s tudents are expected to  achieve at  least  grade level  prof ic iency,  which 
is  70% or  h igher ,  in  al l  core subjects  in  order  to  mer i t  promot ion to  the 
next  grade.   Students who have a f ina l  grade/s be low 70% wi l l  be requi red 
to  at tend summer school  as a condi t ion of  promot ion.   Ev idence of  summer 
school  a t tendance must  be submit ted to  the of f ice before the f i rs t  day of  
school .   
 
Any decis ion concern ing promot ion versus non-promot ion wi l l  be made 
af ter  consider ing a l l  facts  re lated to a ch i ld 's  development ,  such as;  da i ly  
a t tendance,  sat is factor i ly  complet ing and turn ing in  c lassroom and 
homework ass ignments,  ab i l i ty  to  work independent ly ,  and abi l i ty  to  work 
cooperat ive ly .  
 
The fo l lowing are the min imum procedures for  re tent ion for  academic 
reasons:  
•  There is  a consul ta t ion between teachers and pr inc ipal  as ear ly  as the 

end of  the f i rs t  t r imester .  
•  A conference is  he ld wi th  the parents at  the beginning of  the second 

t r imester  to  advise them of  the possib i l i ty  o f  retent ion and to d iscuss 
possib le remedia l  programs.  

•  Fo l low-up conferences wi th  the parents are held to  evaluate the 
academic progress of  the chi ld .  

 
All  students who have satisfactori ly  completed the required course of  
studies for  the Eight  Grade shal l  be al lowed to graduate.   The fai l ing 
of  one or  more courses wi l l  automatical ly el iminate a student from 
part ic ipat ing in the graduation exercises.   Students who do not  
sat isfactori ly  complete the required course of  studies wi l l  be given the 
opportunity to attend summer school  pr ior  to promotion to the Ninth 
Grade.  
 
Honor Rol l  
 
Holy Spi r i t  School  s tudents have the oppor tun i ty  to  earn membership in  the 
Honor  Rol l  based on thei r  academic achievements each t r imester .  
  
First  Honor Rol l  is  for  s tudents who have a GPA of  3.5 to 4.0.    
Second Honor Rol l  is  for  s tudents who have a GPA of  3.0 to  3.5.    
 
To ca lcu late the GPA, any A is  wor th 4.0,  any B is  wor th 3.0,  and any C is  
wor th 2.0.   A grade of  D or  F does not  count .    
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Parent Participation 
 

 
Work Service Program 
The work serv ice program is  parent  involvement  through serv ice dur ing 
school  hours,  a f ter  school ,  on weekends and/or  dur ing the summer.   
Parents/Guardians who volunteer  the i r  t ime to  the school  IN ANY WAY 
must  read and s ign the Code of  Eth ics and be f ingerpr in ted through 
L ivescan.    Diocesan approved L ivescan forms are avai lab le at  the school  
of f ice.  The purpose of  th is  program is to:  
 

•  Improve the qual i ty  of  our  educat ion program, 
•  Create a suppor t ive,  involved spir i t  among ALL parents,   
•  Create a Community  of  Fai th ,  and 
•  Keep tu i t ion rates as low as possib le.  

 
SCRIP/E-SCRIP 
Fami l ies understand that  tu i t ion and fees cover  only  a par t  o f  the to ta l  cost  
o f  educat ing a ch i ld .   Holy  Spi r i t  School  requires parents/guard ians of  
enro l led s tudents to  complete a min imum of  30 serv ice hours and 10 fund 
ra is ing hours for  a to ta l  o f  40 vo lunteer  hours per  school  year .   
Parents/guard ians are a lso required to  earn $350 prof i t  for  the school  each 
year ,  inc lud ing $200 net  prof i t  through SCRIP/E-Scr ip  for  the school  each 
year   (Example:   I f  a  $50 gas/g i f t  card makes 2%, you need to purchase at  
least  200-$50 g i f t  cards in  order  to  earn a net  prof i t  o f  $200 for  SCRIP 
and/or  a combinat ion of  E-Scr ip  net  prof i t .  Go to www.escr ip .com 
to reg is ter  eScrip Group ID – 139573230)  or  emai l  eScr ip@hsschool .org 
and Serv ice hours and prof i t  do l lars  may be completed through 
par t ic ipat ion in  a var ie ty  of  school  act iv i t ies inc luding,  but  not  l imi ted to:  

 
 
Service Hours:  Fundraising Hours:  
 
Work Par t ies/Maintenance Cookie Dough/See's  Candy 
 
Classroom Helpers/L ibrary Aides Jog-A-Thon 
 
Hot  Lunch Volunteer  Pasta Dinner  
 
Yard Duty/Lunch Superv is ion Crab Feed 
 
Ath let ics Auct ion 
 
Hospi ta l i ty   
 
Room Parents/F ie ld Tr ip  Dr iv ing   
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Serv ice hours are g iven to anyone who act ive ly  serves on commit tees for :  

Advisory Commiss ion,  P.T.A.  Board,  Communi ty  Bui lders,  
Development  Commit tee,  Yearbook Commit tee,  Technology 
Commit tee,  etc.  

 
Prof i t  Dol lars:  
 

• SCRIP Participation  
• Target Credit Card  
• Cookie Dough (50% purchase) 
• Candy Sales (50% purchase) 
• Tickets to School Events  (50% ticket price) 
• Auction Donations and Purchases (total donation) 
• Jog-A-Thon (total amount donated) 

 
Not ices a lso go home weekly  wi th  many oppor tuni t ies for  serv ice/prof i t  
do l lars .   Parents/guard ians who do not  complete the i r  serv ice hours by May 
wi l l  be charged a h igher  regis t rat ion fee for  the fo l lowing year  (see 
contract  for  the exact  reg is t rat ion fee) .  
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Extra-Curricular Activities 

 

 
Academic El igibi l i ty  
The pr imary reason for  a t tending school  is  to  obta in a qual i ty  academic 
educat ion.   However ,  i t  is  recognized that  ext racurr icu lar  act iv i t ies p lay an 
impor tant  par t  in  a s tudent 's  educat ional  exper ience.   When a s tudent 's  
grades fa l l  be low a C average,  i t  is  apparent  that  an insuf f ic ient  amount  of  
t ime is  be ing devoted to  s tudies.   The student ,  teacher ,  parent  and 
pr inc ipal  wi l l  meet  to  d iscuss appropr ia te act ion.   This  ine l ig ib i l i ty  appl ies 
to  a l l  ext ra curr icu lar  act iv i t ies.  
 
Conduct El igibi l i ty   
I f  a  s tudent ’s  conduct  is  in  quest ion,  the teacher  and/or  pr inc ipal  have the 
author i ty  to  make the s tudent  ine l ig ib le  for  ext ra curr icu lar  act iv i t ies .  For  
a l l  ext ra-curr icu lar  act iv i t ies,  s tudents must  mainta in a conduct  grade of  a t  
least  a B (86%).  

 
Cali fornia Junior Scholast ic Federat ion 
Eighth grade students may jo in  the Cal i forn ia Junior  Scholast ic  Federat ion 
(CJSF).  This  is  an honor  program based on academic,  serv ice,  and 
c i t izenship records.   Requi red standards are set  by the state.   CJSF 
students are e l ig ib le for  associate membership in  the Cal i forn ia 
Scholarsh ip Federat ion (CSF) on enter ing the h igh school  o f  the i r  choice.   
Members may earn a membership p in and of f ic ia l  go ld seal  on the i r  
d ip loma.  
 
A s tudent  may qual i fy  for  CJSF membership in  the f i rs t  semester  of  8 t h  
Grade.   In  order  to  qual i fy ,  a  s tudent  must  have earned 14 points  per  
t r imester  for  3 semesters in  7 t h  or  8 t h  Grades.  
 
Points  are earned in  each of  the fo l lowing subjects :   Rel ig ion,  Engl ish,  
Spel l ing,  Math,  L i terature,  Sc ience and Socia l  Studies.  
 
    A = 3 points  
    B = 2 points  (Mr.  Pawley’s  Class)  
    B = 1 point  
    C = 0 points  
 
In  addi t ion to  points ,  the s tudent  must  have a conduct  grade of  a t  least  
93% in each t r imester  to  qual i fy .  Membership is  per  t r imester  on ly .   A 
member  must  meet  the above qual i f icat ions each t r imester  to  mainta in 
membership.  In  order  to  receive seal  on the ir  d ip loma,  a s tudent  must  
be e l ig ib le  for  5  out  of  6  t r imesters in  7 t h  and 8 t h  Grade.   A grade of  D or  
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an F in  any subject  d isqual i f ies the s tudent  f rom qual i f icat ion for  that  
t r imester .  
 
Student Counci l  
One of  the pr imary object ives of  Cathol ic  Educat ion is  the development  of  
Chr is t ian leadership.   Responsib i l i t ies of  c i t izenship are a very important  
par t  o f  the s tudents '  educat ion.  Through the Student  Government  Program 
the students learn responsib i l i ty ,  develop school  sp i r i t ,  and are g iven 
oppor tuni ty  to  develop leadership sk i l ls  wi th in  the democrat ic  f ramework.   
Student  Government  a lso prov ides serv ices to  the school ,  church,  and 
community .   
The qual i f icat ions to  run and mainta in a posi t ion for  Student  Counci l  are as 
fo l lows:  

 The Student  Counci l  Pres ident  must  be a past  member of  the Student  
Counci l .  

 The student  must  be an act ive member  of  the Holy  Spi r i t  Communi ty  
enter ing the 7 t h  or  8 t h  Grade,  who has at tended Holy Spi r i t  School  for  
one year .  

 The student  must  have no grade less than a “C”  (75%) in  any subject ,  
or  any unsat is factory marks dur ing the current  school  year .  

 The student  must  have conduct  grades of  a t  least  an A-  (93%) dur ing 
the current  school  year .  

 The student  must  have the appl icat ion form s ign by a parent ,  the i r  
homeroom teacher,  two former  teachers and the pr inc ipal .  

 
Athlet ic Program: 
Students at  Holy  Spi r i t  School  have the oppor tuni ty  to  par t ic ipate 
in t ramural  spor ts  wi th  teams f rom Solano County Cathol ic  Schools .   I t  is  
required that  a l l  par t ic ipants in  in t ramural  spor ts  have wr i t ten permiss ion 
f rom thei r  phys ic ian s tat ing they are able to  par t ic ipate in  the spor ts  
program.  This  permiss ion is  va l id  for  two years.   There is  a $50 
regis t rat ion fee per  ch i ld ,  per  spor t .   The fee helps subsid ize the cost  o f  
the spor ts  program.  A l l  spor ts  teams are required to  have f ingerpr in ted 
adul ts  (wi th  TB test  c learance on f i le)  present  at  a l l  pract ices and games.     
Fai lure to  do so wi l l  resul t  in  the chi ld  and parent  being asked to leave.    
 
I t  is  the parents '  responsib i l i ty  to  keep the ir  ch i ldren ins ide the gymnasium 
dur ing spor ts  funct ions.   Dur ing these funct ions,  ch i ldren are not  a l lowed 
outs ide the Par ish Center ,  or  to  p lay on the p layground,  or  use any 
p layground equipment .  Parents must  superv ise the i r  ch i ldren in  the gym 
dur ing games.  
 
Cheerleading: 
The a im of  cheer leading is  to  encourage good spi r i t  and spor tsmanship 
among members of  the school  team and among thei r  fo l lowers.   Students 
f rom Grades 6,  7  and 8 wi l l  form cheer leading teams.  Al l  teams are 
required to have f ingerpr in ted adul ts  (wi th  TB test  c learance on f i le)  
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present  at  a l l  pract ices and games.  Parents of  cheer leaders are 
responsib le for  t ranspor tat ion to  and f rom the games and for  prompt  p ick-
up af ter  events.  
 
Field Trips:  
Fie ld t r ips are pr iv i leges g iven to  s tudents;  no s tudent  has an absolute 
r ight  to  a f ie ld  t r ip .   Parents are expected to s ign the permiss ion form,  
which re leases the school  f rom l iab i l i ty .   At tached is  a sample copy of  the 
school  or  d iocesan permiss ion form.   I f  a  s tudent  forgets to br ing the form 
home, a parent  can copy the proper  form f rom the handbook and f i l l  in  the 
appropr ia te date and dest inat ion.   School  o f f ic ia ls  wi l l  not  accept  forms 
other  than the of f ic ia l  one.   Students who fa i l  to  submit  a  proper  form wi l l  
not  be a l lowed to par t ic ipate in  the f ie ld  t r ip .   Telephone cal ls  wi l l  not  be 
accepted in  l ieu of  wr i t ten permiss ion.   Faxed permiss ion forms can be 
accepted.   Parents have the r ight  to refuse to a l low thei r  ch i ld  to  
par t ic ipate in  a f ie ld  t r ip .  
 
Drama: 
Students in  grades 4-8 have the oppor tuni ty  to  par t ic ipate in  the Drama 
Club.   In  order  to be a member  of  th is  c lub,  a l l  par t ic ipants must  pay a 
$100 fee.  
 
Band: 
The band meets every Wednesday morning at  7  AM.  Chi ldren in  grades 4-
8 may jo in  th is  act iv i ty .  
 
Choir:  
The choir  pract ices on Tuesdays af ter  school  f rom 3:00-4:00 PM.  Chi ldren 
in  grades 3-8 may jo in  th is  act iv i ty .  
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Masses 

 

 

On the f i rs t  Fr iday of  the month,  on Holy  Days of  Obl igat ion,  and on 
specia l  occasions there wi l l  be a s tudent  body l i turgy in  the par ish church.    
Parents are a lways welcome and encouraged to ce lebrate the Euchar is t  
wi th  the school  communi ty .    
 
Rel ig ious worship is  an in tegra l  par t  o f  a  ch i ld 's  growth and a centra l  par t  
o f  the Cathol ic  ident i ty  of  the school .   Throughout  the year ,  s tudents at tend 
Mass and are requested to be in  regular  uni form when there is  a Mass for  
the ent i re  school .  P.E.  c lo thes are not  a l lowed.  
 
As a Cathol ic  school ,  we recognize that  there is  no greater  oppor tuni ty  for  
parent-d i rected re l ig ious educat ion than presence at  Saturday 
evening/Sunday Mass.   As a Par ish School ,  i t  is  understood that  weekly  
Mass at tendance prov ides t remendous oppor tuni ty  for  community-bui ld ing 
in  a Chr is t -centered envi ronment .   I t  is ,  therefore,  essent ia l  to  our  miss ion 
as Cathol ic  educators,  in  par tnersh ip wi th  parents,  for  the Cathol ic  
educat ion of  ch i ldren that  fami l ies at tend Mass on a regular  bas is .   As the 
pr imary re l ig ious educators of  the i r  ch i ldren,  parents are encouraged to 
consis tent ly  fo l low through on th is  most  ser ious obl igat ion.   Chi ldren are 
taught  in  school  that  Mass is  the most  impor tant  par t  o f  Cathol ic  worship 
and encouraged to par t ic ipate act ive ly  in  the Mass.   What  the ch i ldren 
learn in  school  should be re inforced in  the home. 
 
The fo l lowing is  a s tatement  of  our  b ishop on the importance of  Sunday 
Mass:  
 
"The Sunday Euchar is t  is  the hear t  and center  of  our  Chr is t ian fa i th .   A 
Cathol ic  educat ion,  therefore,  presupposes that  the Cathol ic  parents  of  the 
ch i ld  at tend Mass regular ly .   Where th is  is  not  the pract ice the essent ia l  
purpose of  a  Cathol ic  educat ion can be f rust rated and the very reason for  
mainta in ing our  parochia l  schools  gravely  compromised.   A s ign of  
contradic t ion is  sure ly  present  and the fa i th  that  is  taught  in  the par ish 
school  is  weakened.   For  th is  reason,  the Pastor  or  Associate Pastor  wi l l  
be very happy to d iscuss wi th the Cathol ic  parents any specia l  
c i rcumstances that  may be in ter fer ing wi th  the ir  Sunday Mass 
attendance."    

Wil l iam K.  Weigand 
Bishop of  Sacramento Diocese 
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APPENDIX A 
 

 

PRAYERS  
 
Sign of the Cross 
In the name of the Father, 
And of the Son, 
And of the Holy Spirit. 
Amen. 
 
 
The Lord’s Prayer 
Our Father, who art in heaven, 
Hallowed be Thy name: 
Thy kingdom come; 
Thy will be done on earth as it is in heaven. 
Give us this day our daily bread; 
And forgive us our trespasses 
As we forgive those 
Who trespass against us; 
And lead us not into temptation; 
But deliver us from evil. Amen. 
 
 
Hail Mary 
Hail Mary, full of Grace, 
The Lord is with you! 
Blessed are you among women, 
And blessed is the fruit 
of your womb, Jesus. 
Holy Mary, Mother of God, 
Pray for us sinners, now 
And at the hour of our death. Amen. 
 
 
Grace Before Meals 
Bless us, O Lord, 
And these Your gifts 
Which we are about to 
Receive from Your bounty, 
Through Christ, Our Lord. Amen 
 
 
Prayer Before Snack (Optional) 
We fold our hands 
We bow our heads 
We thank you God 
For daily bread. 
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Glory to the Father 
Glory to the Father, 
And to the Son, and to the Holy Spirit 
As it was in the beginning 
Is now, and ever shall be, 
world without end. Amen. 
 
A Morning Offering (Option A) 
My God, I offer you today 
All that I think and do and say, 
Uniting it with what was done  
on earth by Jesus Christ, Your Son. Amen. 
 
A Morning Offering (Option B) 
God in Heaven, 
Morning has come and we are together again. 
Thank You for bringing us safely through the night. 
Our hearts are filled with love for You. 
Guide us today as we try to walk in Your way. 
Help us live in love and peace with each other. 
Strengthen our faith so that we may truly be children 
Of light. 
Jesus, our Savior, 
You gave Your life for us. We will try to live our 
Lives for You. 
We offer You this day our prayers and our work. 
We will do our best because we love You. Amen. 
 
A Morning Offering (Option C) 
O Jesus, through the Immaculate Heart of Mary, 
I offer you my prayers, works, joys and sufferings of 
This day in union with the Holy Sacrifice of the Mass 
Throughout the world. 
I offer them for all the intentions of your Sacred Heart; 
The salvation of souls, reparation for sin, 
The reunion of Christians. 
I offer them for the intentions of our Bishops and in 
Particular for those recommended by our 
Holy Father this month. Amen. 
 
An Act of Contrition (Option A) 
My God, 
I am sorry for my sins with all my heart. 
In choosing to do wrong and failing to do good, 
I have sinned against You 
Whom I should love above all things. 
I firmly intend, with Your help, 
To do penance, 
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To sin no more, 
And to avoid whatever 
Leads me to sin. 
Our Savior Jesus Christ 
Suffered and died for us. 
In His name, my God, 
Have Mercy. Amen 
 
An Act of Contrition (Option B) 
O my God, I am heartily sorry for having offended You.  
I detest all my sins because I dread the loss 
Of heaven and the pains of hell. 
But most of all because they offend You, my God. 
Who are all good and deserving of all my love. 
I firmly resolve, with the help of Your grace, 
To sin no more and to avoid the near occasions of sin. 
Amen. 
 
An Act of Contrition (Option C) 
O my God, I am heartily sorry for having offended Thee, 
And I detest all my sins, because I dread the loss of 
Heaven and the pains of hell, but most of all because 
They offend Thee, my God, who art all-good and 
Deserving of all my love. I firmly resolve, with the 
Help of Thy grace, to confess my sins, to do penance, 
And to amend my life. Amen. 
 
Grace After Meals 
We give you thanks almighty God, for these, 
And all the gifts which we have received from your 
Goodness, 
through Christ our Lord. Amen 
 
Apostles’ Creed 
I Believe in God, the Father Almighty, 
Creator of heaven and earth; 
And in Jesus Christ, His only Son, Our Lord 
Who was conceived by the Holy Spirit, 
Born of the Virgin Mary, 
Suffered under Pontius Pilate, was crucified, 
Died, and was buried. 
He descended into hell; 
The third day He arose again from the dead, 
He ascended into heaven, sits at the right hand of God, 
The Father Almighty. 
From thence He shall come to judge the living and 
The dead. I believe in the Holy Spirit, the holy catholic 
Church, the communion of Saints, the forgiveness of sins, 
The resurrection of the body, and life everlasting. Amen. 
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Mysteries of the Rosary 
 
Joyful Mysteries       Sorrowful Mysteries 
1. The Annunciation      1. The Agony in the Garden 
2. The Visitation       2. The Scourging at the Pillar 
3. The Birth of Jesus      3. The Crowning with Thorns 
4. The Presentation of Jesus in the Temple   4. The Carrying of the Cross 
5. The Finding of Jesus in the Temple    5. The Crucifixion and Death of Jesus 
 
Glorious Mysteries       Mysteries of Light 
1. The Resurrection      1. The Baptism of the Lord 
2. The Ascension       2. The Miracle at the Wedding at Cana 
3. The Descent of the Holy Spirit     3. The Preaching of the Kingdom 
4. The Assumption of Mary into Heaven Of God 4. The Transfiguration Of Heaven 
5. The Coronation of Mary as Queen    5. The Institution of the Eucharist 
 
 
Prayer to the Holy Spirit 
Come, Holy Spirit, 
Fill the hearts of your faithful 
And kindle in them 
The fire of your love. 
Send forth your Spirit, O Lord, 
And they shall be created. 
And you shall renew 
The face of the earth. Amen 
 
Prayer of St. Francis (A Prayer for Peace) 
Lord, make me an instrument of your peace; where there is hatred, 
let me sow love: where there is injury, pardon; 
where there is doubt, faith; 
where there is despair, hope; 
where there is darkness, light; 
and where there is sadness, joy. 
Grant that I may not so much seek to be consoled as to console; 
To be understood as to understand; 
To be loved as to love; for it is in giving that we receive, 
It is in pardoning that we are pardoned, and it is in dying 
That we are born to eternal life. 
 
Act of Faith 
O my God, I firmly believe that you are one God in three Divine Persons, 
The Father, the Son, and the Holy Spirit. I believe in Jesus Christ, your Son, 
Who became man and died for our sins, and who will come to judge the living 
and the dead. I believe these and all the truths which the Holy Catholic Church 
teaches, because you have revealed them, who can neither deceive not be 
deceived. Amen. 
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Act of Love 
O my god, trusting in Your infinite goodness and promises, I hope to obtain 
pardon of my sins, the help of Your grace, and life everlasting, through the merits 
of Jesus Christ, my Lord and Redeemer. Amen. 
 
Act of Love 
O my God, I love you above all things, with my whole heart and soul, because 
You are all-good and worthy of all my love. I love my neighbor as myself for the 
Love of You. I forgive all those who have injured me, and I ask pardon for all 
whom I have injured. Amen. 
 
Hail Holy Queen 
Hail, Holy Queen, Mother of Mercy, our life, our sweetness and our hope. To you 
we cry, poor banished children of Eve. To you do we send up our sighs, 
mourning and weeping in this valley of tears. Turn then, most gracious 
Advocate, your eyes of mercy toward us. And after this our exile show unto us 
the blessed fruit of your womb, Jesus. O clement, O loving, O sweet Virgin Mary, 
Pray for us, Holy Mother of God, That we may be made worthy of the promises of 
Christ. 
 
Memorare 
Remember, O most gracious Virgin Mary, that never was it known that anyone 
who fled to your protection, implored your help, or sought your intercession, was 
left unaided. Inspired by this confidence, I fly to you, O Virgin of Virgins, my 
Mother. To you I come; before you I stand, sinful and sorrowful. O Mother of the 
Word Incarnate, despise not my petitions, but in your mercy, hear and answer 
me. Amen. 
 
Stations of the Cross 
The First Station:   Jesus is Condemned to Die 
The Second Station:  Jesus Carries His Cross 
The Third Station:   Jesus Falls the First Time 
The Fourth Station:   Jesus Meets His Mother 
The Fifth Station:   Simon Helps Jesus Carry His Cross 
The Sixth Station:   Veronica Wipes Jesus’ Face 
The Seventh Station:  Jesus Falls the Second Time 
The Eighth Station:   Jesus Meets the Women of Jerusalem 
The Ninth Station:   Jesus Falls the Third Time 
The Tenth Station:   Jesus is Stripped of His Garments 
The Eleventh Station:  Jesus is Nailed to the Cross 
The Twelfth Station:  Jesus Dies on the Cross 
The Thirteenth Station:  Jesus is Taken Down from the Cross 
The Fourteenth Station:      Jesus is Laid in the Tomb. 
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Nicene Creed 
We believe in one God, the Father, the Almighty, maker of heaven and earth, of all that is 
seen and unseen. We believe in one Lord, Jesus Christ, the only Son of God, eternally 
begotten of the Father, God from God, Light from Light, true God from true God, begotten,not 
made, one in Being with the Father. Through him all things were made. For us and for our 
salvation he came down from heaven; by the power of the Holy Spirit he was born of the 
Virgin Mary, and became man. For us and for our salvation he came down from heaven; by 
the power of the Holy Spirit he was born of the Virgin Mary, and became man. For our sake 
he was crucified under Pontius Pilate; he suffered, died and was buried. On the third day he 
rose again in fulfillment of the Scriptures; he ascended into heaven and is seated at the right 
hand of the Father. He will come again in glory to judge the living and the dead, and his 
kingdom will have no end. 
We believe in the Holy Spirit, the Lord, the giver of life, who proceeds from the Father and the 
Son. With the Father and Son he is worshipped and glorified. He has spoken through the 
Prophets. We believe in one holy, catholic and apostolic Church. We acknowledge one 
baptism for the forgiveness of sins. We look for the resurrection of the dead, and the life of 
the world to come. Amen. 
 
Confiteor 
I confess to almighty God, and to you, my brothers and sisters, that I have sinned through my 
own fault, in my thoughts and in my words, in what I have done and what I have failed to do; 
and I ask blessed Mary, ever virgin, and the angels and saints, and you, my brothers and 
sisters, to pray for me to the Lord our God. 
 
Angelus 
V. The Angel of the Lord declared unto Mary, 
R. And she was conceived of the Holy Spirit. 
Hail Mary … 
 
V. Behold the handmaid of the Lord. 
R. Be it done unto me according to your word. 
Hail Mary. . . 
 
V. And the Word was made flesh. 
R. And dwelt among us. 
Hail Mary. . . 
 
V. Pray for us, O holy Mother of God, 
R. That we may be made worthy of the promises of Christ. 
 
Let us Pray. 
Pour forth, O Lord, Your grace into our hearts: that we, to whom the incarnation 
of Christ your Son was made known by the message of an angel, may by His 
passion and cross be brought to the glory of His Resurrection, through the same 
Christ our Lord. Amen. 
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APPENDIX B 
 

 

Holy Spir i t  School  Liabi l i ty Release  
Permiss ion to  Par t ic ipate in  School  Act iv i t ies and to Receive Emergency 
Medica l  Care is  granted by the Parent ’s  Enro l lment  of  the ch i ld(ren)  at  
Holy  Spir i t  School :  

1 .  ___I  hereby grant  permiss ion for  my chi ld  to  use a l l  o f  the p lay 
equipment  and par t ic ipate in  a l l  o f  the act iv i t ies of  the school .  

2 .  ___I  hereby grant  permiss ion for  my chi ld to  leave the school  
premises under  the superv is ion of  a  s taf f  member for  
ne ighborhood walks or  for  f ie ld  t r ips in  an author ized vehic le .  
   

3 .  ___I  hereby grant  permiss ion for  my chi ld  to  be inc luded in  
evaluat ions and p ic tures connected wi th the school  program. 

4.  ___I  hereby grant  permiss ion to the school  and/or  the agent  of  
the school  to  take whatever  s teps may be necessary to  obta in 
emergency medica l  care i f  warranted.    

These steps may inc lude but  are not  l imi ted to  the fo l lowing:  
•  At tempt  to  contact  a parent  of  guard ian.  
•  At tempt  to  contact  the chi ld ’s  physic ian.  
•  At tempt  to  contact  parents/guard ian through any of  the persons l is ted on 

the emergency in format ion form completed for  us.  
•  I f  we cannot  contact  parents/guard ian or  your  ch i ld ’s  phys ic ian,  we wi l l  

do any or  a l l  o f  the fo l lowing:  (a)  Cal l  another  physic ian or  paramedics,  
(b)  ca l l  an ambulance,  or  have the chi ld  taken to an emergency hospi ta l  
in  the company of  a s taf f  member.  

• Any expenses incurred under 4 above wi l l  be borne by the chi ld ’s  fami ly . 
 
The school  wi l l  not  be responsib le for  anyth ing that  may happen as a resul t  
o f  fa lse in format ion g iven at  the t ime of  enro l lment .  
 
I t  is  understood that  every parent  who ass is ts  as a dr iver  must  have a va l id  
Cal i forn ia Dr iver ’s  L icense and possesses ev idence of  the legal  min imum 
for  insurance,  and that  appl icable seat  bel t  regulat ions wi l l  apply .   
Parent /dr ivers  must  a lso have thei r  f ingerpr in ts  on f i le  wi th  the Cathol ic  
School  Depar tment  of  Sacramento (mandated) .  
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APPENDIX C 
 

 

ROLE OF THE PARENT  
Parents as Pr ime Educators 

The educat ion of  a  s tudent  is  a par tnership between the parents and the 
school .   Just  as the parent  has the r ight  to  wi thdraw a ch i ld  i f  des ired,  the 
school  admin is t rat ion reserves the r ight  to  require the wi thdrawal  o f  a  
s tudent  i f  the adminis t rat ion determines that  the par tnership is  i r re t r ievably  
broken.   PARENTS HAVE THE PRIMARY RESPONSIBILITY FOR THE 
EDUCATION OF THEIR CHILDREN.  THIS INCLUDES THE 
RESPONSIBILITY:  

To establ ish a home environment  which teaches the moral  va lues,  re l ig ious 
habi ts ,  soc ia l  sk i l ls ,  se l f -d isc ip l ine,  and commitment  to  learn ing upon which 
successfu l  Cathol ic  school ing is  based.  

To make a wise and in formed choice of  schools  for  the ir  ch i ldren,  keeping 
in  mind that  each school  has i ts  own unique character ,  tone,  and st rengths.  
 
To be fu l ly  in formed regard ing a l l  aspects  of  the ir  ch i ldren’s  developmenta l  
progress,  and where needed to take and/or  suppor t  the appropr ia te 
remedia l  act ion,  and,   
 
To make every ef for t  to  establ ish and mainta in a co l laborat ion and mutual ly   
suppor t ive re lat ionship wi th  the school  which they have se lected for  the i r  
ch i ldren.  
 
Schools  have the corre lat ive responsib i l i ty  to  guide,  ass is t ,  suppor t  and 
complement  parents in  the i r  e f for ts  to  meet  these responsib i l i t ies.   Of  
par t icu lar  grav i ty  is  the school ’s  obl igat ion to  ass is t  parents  in  ga in ing the 
in format ion and ins ight  necessary to  make in formed judgments regard ing 
the re l ig ious and moral  educat ion of  the i r  chi ldren.  

 
The schools  obl igat ion to  guide,  ass is t ,  suppor t ,  and complement  the 
parents cannot  be excused in  the name of  mistaken deference to 
uninformed asser t ions of  parenta l  r ights.  
 
NOTE:  This  school  abides by the prov is ion of  the Buckley Amendment  wi th  
respect  to the r ights  of  non-custodia l  parents.   In  the absence of  a  cour t  
order  to  the contrary,  a  school  wi l l  prov ide the non-custodia l  parent  wi th  
access to the academic records and to other  school - re lated in format ion 
regard ing the ch i ld .   I f  there is  a cour t  order  speci fy ing that  there is  to  be 
no in format ion g iven,  i t  is  the responsib i l i ty  o f  the custodia l  parent  to  
prov ide the school  wi th  an of f ic ia l  copy of  the cour t  order .  
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APPENDIX D 
 

 

Educational  Programs for Family Li fe and Sexual i ty  
In  order  to  respond to the obl igat ions of  educators set  for th  in  Church 
documents,  the Holy  Spir i t  School  Facul ty  shal l  prov ide a course of  
inst ruct ion in  fami ly  l i fe ,  which inc ludes posi t ive and prudent  educat ion in  
sexual i ty .   This  course of  inst ruct ion wi l l  be implemented and carr ied out  in  
accordance wi th of f ic ia l  Archdiocesan guidel ines.  
 
Parents have the pr imary r ight  and responsib i l i ty  to  teach the i r  ch i ldren 
regard ing fami ly  l i fe  and sexual i ty .   Th is  inc ludes the r ight  and duty:  

 
•  To create a home envi ronment  of  love,  where in ch i ldren can learn 

f rom exper ience the purpose and meaning of  fami ly  l i fe ,  
•  To become wel l  in formed both about  the church’s  teaching 

regard ing fami ly  l i fe  and sexual i ty ,  and about  the ir  own chi ldren’s  
developmenta l  need for  inst ruct ion in  those areas,  

•  To make and to implement  in formed,  prudent ,  and posi t ive choices 
about  when and how to proceed wi th inst ruct ion in  those areas.  

 
The Fami ly  L i fe /AIDS Program wi l l  be taught  by your  ch i ld ’s  regular  
teacher  in  the school  year  wi th in  the term per iod ass igned for  Rel ig ion.   
The program is  coeducat ional  and is  AGE-APPROPRIATE.  The Benzinger  
Fami ly  L i fe  Program, publ ished by Glencoe Publ ish ing Co. ,  Inc,  wi l l  be 
used in  Grades K-8.   AIDS:   A Cathol ic  Educat ional  Approach wi l l  be used 
to develop the AIDS component  in  the curr icu lum.   
 
Under  State Law and Diocesan Educat ion Guidel ines parents and 
guard ians must  be not i f ied in  wr i t ing whenever  a sex educat ion course is  
being of fered and must  be g iven an oppor tuni ty  to  request  in  wr i t ing that  
the ir  ch i ld  not  a t tend the c lass.   Since the Fami ly  L i fe  Program conta ins 
e lements of  sex educat ion,  you have the r ight  to  exempt  your  ch i ld  f rom 
the program.  Chi ldren whose parents wish to  exempt them f rom 
par t ic ipat ion wi l l  have other  ar rangements made for  pro jects  or  inst ruct ions 
separate f rom the c lass dur ing that  per iod.  

 
Parents are encouraged to v iew the i r  ch i ldren’s  texts .   Copies of  the 
textbooks are in  the school  o f f ice and are avai lab le to  parents dur ing 
regular  school  hours.  

 
Whi le pr imary,  parenta l  r ights are nei ther  absolute nor  exc lus ive.   Parenta l  
r ights  are c i rcumscr ibed by the r ights  of  the i r  ch i ldren to  age appropr ia te,  
va lues-or iented,  Cathol ic  inst ruct ion,  by the r ights  of  the church to preach 
the whole gospel  to  a l l  people,  and by the r ights  of  soc iety  as a whole to  
have i ts  c i t izens appropr ia te ly  prepared for  responsib le and mature l iv ing.   
The chi ld  has corre lat ive r ights  and dut ies to  receive and cooperate wi th  
the ef for ts  of  h is /her  parents and of  the church to  prov ide h im/her  wi th  
age-appropr ia te,  va lues-or iented,  Cathol ic  inst ruct ion in  fami ly  l i fe  and 
sexual i ty .  
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APPENDIX E 
 

 

Aids Pol icy for  Elementary and Secondary School  Students  
In  accord wi th  the s tatement  of  Cal i forn ia Bishops,  A Cal l  to  Compassion 
and the phi losophy of  Cathol ic  schools  in  the Diocese,  any s tudent  found 
to be in fected wi th  the Human Immunodef ic iency Vi rus (HIV) ,  which leads 
to  Acquired Immune Def ic iency (AIDS),  or  AIDS-Related Complex (ARC) 
wi l l  be t reated wi th respect  and d igni ty .  
 
Every precaut ion wi l l  be taken to protect  the conf ident ia l i ty  of  records,  
f i les,  and other  in format ion about  the HIV status of  the student .  
 
Decis ions regard ing the type of  educat ional  and care set t ing for  a s tudent  
in fected wi th  the AIDS/ARC v i rus should inc lude the behavior ,  neuro logica l  
development ,  and physica l  condi t ion of  the s tudent .  
 
For  the in fected school -age students,  the benef i ts  of  an unrestr ic ted 
envi ronment  should be g iven pr ior i ty  in  the decis ion-making process.  
 
For  the in fected pre-school  ch i ld  and some neuro logica l ly  handicapped 
students who lack contro l  o f  the i r  bodi ly  secret ions or  who d isp lay 
abnormal behavior ,  such as b i t ing,  and those students who have uncovered 
oozing les ions,  a  more rest r ic ted envi ronment  is  adv isable unt i l  more is  
known about  t ransmiss ion in  these set t ings.  
 
Any decis ion regard ing the type of  educat ional  serv ice to  be prov ided to a 
s tudent  based on the presence of  the AIDS/ARC v i rus must  be made in 
consul ta t ion wi th  the s tudent ’s  physic ian,  counselor ,  the s tudent ’s  parents 
or  legal  guard ian,  pr inc ipa l ,  and where appropr ia te,  the pastor  o f  the 
par ish where the school  is  located.   Consul ta t ion wi th  the super in tendent  
and publ ic  heal th  personnel  is  a lso advised.  
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APPENDIX F 
 

 

Harassment Pol icy for  Students in Cathol ic Schools  
Holy  Spi r i t  School  is  commit ted in  prov id ing a learn ing env i ronment  that  is  
f ree f rom harassment  in  any form.   Harassment  of  any s tudent  by any other  
s tudent ,  lay employee,  re l ig ious or  pr iest  is  prohib i ted.   The school  wi l l  
t reat  a l legat ions of  harassment  ser ious ly  and wi l l  rev iew and invest igate 
such a l legat ions in  a prompt,  conf ident ia l ,  and thorough manner .  
 
A charge of  harassment  shal l  not ,  in  and of  i tse l f ,  c reate the presumpt ion 
of  wrongdoing.   However ,  substant ia ted acts  of  harassment  wi l l  resul t  in  
d isc ip l inary act ion,  up to  and inc luding d ismissal .   Students found to have 
f i led fa lse or  f r ivo lous charges wi l l  a lso be subject  to  d isc ip l inary act ion,  
up to  and inc luding d ismissal .  
 
Harassment  occurs when an ind iv idual  is  subjected to t reatment  or  a  
school  env i ronment ,  which is  host i le  or  in t imidat ing because of  the 
ind iv idual ’s  race,  creed,  co lor ,  nat ional  or ig in ,  phys ica l  d isabi l i ty ,  or  sex.   
Harassment  can occur  any t ime dur ing school  or  dur ing school  re la ted 
act iv i t ies.   I t  inc ludes,  but  is  not  l imi ted to,  any or a l l  o f  the fo l lowing:  
 
VERBAL HARASSMENT: Derogatory comments and jokes;  threatening 
words spoken to another  person;  
 
PHYSICAL HARASSMENT: Unwanted physica l  touching,  contact ,  assaul t ,  
de l iberate impeding or  b lock ing movements,  any in t imidat ing in ter ference 
wi th  normal  work or  movement ;  
 
VISUAL HARASSMENT: Derogatory,  demeaning or  in f lammatory posters,  
car toons,  wr i t ten words,  drawings,  gestures;  and 
 
SEXUAL HARASSMENT: inc ludes unwelcome sexual  advances,  requests  
for  sexual  advances,  requests for  sexual  favors,  and other  verbal  or  
phys ica l  conduct  of  a  sexual  nature when any or  a l l  o f  the fo l lowing occurs:  
 
_  Submiss ion to  such conduct  is  made,  e i ther  expl ic i t ly  or  impl ic i t ly ,  a  

term or  condi t ion of  a  s tudent ’s  academic s tatus or  progress;  
 
_  Submiss ion to  or  re ject ion of  such conduct  by a s tudent  is  used as the 

basis  of  academic decis ions af fect ing the ind iv idual ;  
 
_  Such conduct  has the purpose or  ef fect  o f  unreasonably in ter fer ing wi th 

an ind iv idual ’s  academic per formance or  of  creat ing an in t imidat ing,  
host i le ,  or  o f fens ive educat ional  env i ronment .  
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All  a l legat ions of  sexual  harassment wi l l  be taken seriously and 
promptly invest igated.  

 
Speci f ic  examples of  sexual  harassment  inc lude,  but  are not  l imi ted to:  
 
_  Making unsol ic i ted sexual advances and proposi t ions;  
 
_  Using sexual ly  degrading words to  descr ibe an ind iv idual  or  an 

ind iv idual ’s  body;  
 
_  Disp lay ing sexual ly  suggest ive objects  or  p ic tures;  
 
_  Tel l ing inappropr ia te or  sexual ly  re la ted jokes;  
 
_  Making repr isa ls ,  threats  of  repr isa ls ,  or  impl ied threats  of  repr isa ls  

fo l lowing a negat ive response to sexual  advances.  
 
I t  is  the responsib i l i ty  o f  Holy  Spir i t  School  to :  
 
_  Implement  th is  pol icy through regular  meet ings wi th a l l  admin is t rators,  

inc lud ing the pastor  in  the case of  a  par ish school ,  ensur ing that  they 
understand the pol icy and i ts  importance;  

 
_  Make a l l  facul ty ,  s ta f f ,  s tudents,  and parents aware of  th is  pol icy and 

the commitment  of  the school  toward i ts  s t r ic t  enforcement .  
 
_  Remain watchfu l  for  condi t ions that  create or  may lead to a host i le  or  

of fensive school  envi ronment .  
 
_  Establ ish pract ices designed to create a school  env i ronment  f ree f rom 

discr iminat ion,  in t imidat ion,  or  harassment .  
 

I t  is  the student ’s  responsib i l i ty  to :  
 

_  Conduct  h imsel f  or  hersel f  in  a manner  which contr ibutes to  a pos i t ive 
school  env i ronment ;  

 
_  Avoid any act iv i ty  that  may be considered d iscr iminatory,  in t imidat ing,  

or  harass ing;  
 
_  Consider  immediate ly  in forming anyone harass ing h im or  her  that  the 

behavior  is  o f fens ive and unwelcome;  
 
_  Repor t  a l l  inc idents of  d iscr iminat ion or  harassment  to  the pr inc ipal ;  
 
_  I f  in formed that  he or  she is  perceived as engaging in  d iscr iminatory,  

in t imidat ing,  harass ing or  unwelcome conduct ,  to  d iscont inue that  
conduct  immediate ly .  
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Compla int  F i l ing and Invest igat ion Procedures 
The fo l lowing procedures must  be fo l lowed for  f i l ing and invest igat ing a  
harassment  c la im:  

 
_  The student  may f i rs t  choose to te l l  the ind iv idual  causing the 

harassment  that  h is /her  conduct  is  o f fens ive and must  s top.   I f  the 
object ionable behavior  does not  cease immediate ly ,  the s tudent  must  
repor t  the harassment  to  the pr inc ipal ,  to  a teacher ,  or  pastor  who wi l l  
repor t  i t  to  the pr inc ipa l  or  to  the Diocesan Super in tendent  i f  the 
pr inc ipal  is  the subject  o f  the a l legat ion.    

 
_  The student  a l leg ing harassment  wi l l  be asked to complete a formal ,  

wr i t ten compla int .   The c la im wi l l  be invest igated thoroughly ,  involv ing 
only  the necessary par t ies.   Conf ident ia l i ty  wi l l  be mainta ined as much 
as poss ib le.  

 
_  The invest igators wi l l  inc lude a meet ing wi th  the person a l leged to have 

harassed,  shar ing wi th  that  person the nature of  the a l legat ions as wel l  
as the name of  the person br ing ing the a l legat ions I f  appropr ia te,  the 
a l leged harasser  wi l l  be p laced on admin is t rat ive leave dur ing the 
course of  the invest igat ion.  

 
_  Once the facts  of  the case have been gathered,  the pr inc ipal ,  in  

consul ta t ion wi th the Regional  Superv isor  and wi th  the pastor  in  the 
case of  a  par ish school ,  wi l l  dec ide what ,  i f  any,  d isc ip l inary act ion is  
warranted.   The d isc ip l inary act ion wi l l  re la te to  the nature,  context ,  and 
ser iousness of  the harassment  and can inc lude a l l  d isc ip l inary act ions 
up to  and inc lud ing immediate terminat ion.  

 
_  I f  the compla int  is  against  a  non-employee or  non-student ,  such as a 

parent ,  par ish ioner ,  vo lunteer ,  or  vendor ,  the school  wi l l  take steps,  
wi th in  i ts  power,  to  invest igate and e l iminate the problem. 
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APPENDIX G  
 

 

Student Records  
Admin ist rators  shal l  take care to  preserve both the in tegr i ty  and the 
pr ivacy of  the requ i red school  records.   These records should be reta ined 
permanent ly  at  the school  s i te .   The of f ic ia l  cumulat ive record forms shal l  
be used in  a l l  Cathol ic  Schools .  
 
Each student ’s  permanent  cumulat ive record must  inc lude the min imum 
permanent  personal  data necessary  for  operat ion of  the educat ional  
system: 
 

•  d i rectory in format ion 
•  academic work completed 
•  grade or  level  p lacement   
•  enro l lment  and at tendance data 
•  s tandard ized test  resul ts  
•  permanent  heal th  record 
 

Emergency Care Information 
 
The pr inc ipal  shal l  have a readi ly  accessib le card f i le  conta in ing 
emergency care in format ion for  each student .   The emergency care 
in format ion shal l  be avai lab le to  personnel  in  cases of  emergency.  
 
Access Student Records :  
 
Parents  of  current ly  enro l led or  former s tudents have an absolute r ight  to  
access any and a l l  s tudent  records re la ted to  the i r  ch i ldren,  which are 
mainta ined by school  d is t r ic ts  or  pr ivate school .   The edi t ing or  wi thhold ing 
of  any such records,  except  as prov ided for  in  th is  chapter  is  prohib i ted.  
(E.C.  49069)  
 
V ia the s tudent /parent  handbook,  the school  shal l  fu l ly  in form parents of  
the ir  r ight  o f  access to  the i r  ch i ld ’s  records and of  the ind iv idual  school ’s  
procedures for  rev iew of  s tudent  records.  
 
The school  has 45 days to comply wi th requests to inspect  s tudent  records.   
 
School  profess ionals  and cer t i f ied personnel ,  shal l  have access to  s tudent  
records for  leg i t imate educat ional  in terests only .  The student  records may 
not  leave the grounds and prudence must  be exerc ised that  the Fami ly  
Educat ional  Rights and Pr ivacy Act  of  1974 is  not  v io lated.  
 
Designated c ler ica l  s taf f ,  under  superv is ion of  the pr inc ipal  shal l  have 
access to  s tudent  records for  purpose of  making entr ies or  mainta in ing 
records.  
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Procedures of  Chal lenging the Content of  the Record  
 
Chal lenges to  the content  o f  the record are concerned wi th the correct ion 
of  data in  the s tudent  record,  not  wi th  substant ive decis ions on academic 
grades.   These chal lenges are to  be set t led through proceedings at  the 
local  level .  
 
The parent  of  a  s tudent  may f i le  a wr i t ten request  to  the pr inc ipa l  to  
correct  or  amend any in format ion in  the ch i ld ’s  permanent  records which 
he/she a l leges to be inaccurate,  or  which conta ins an unsubstant ia ted 
personal  conclus ion or  in ference,  a conclus ion or  in ference outs ide of  the 
observer ’s  area of  competence,  or  an in ference not  based on personal  
observat ion.  
 
I f  the request  is  denied,  the parents shal l  be g iven an oppor tuni ty  to  
present  ev idence re levant  to  the issue ra ised.   This  should be done in  a  
meet ing wi th  the pr inc ipa l  or  des ignated school  o f f ic ia l .   Af ter  the hear ing 
is  concluded the pr inc ipal  or  o f f ic ia l  shal l  in form the parents in  wr i t ing 
concern ing the conclus ion reached.  
 
I f  the decis ion is  not  to  respond to the parenta l  request ,  the parents shal l  
be in formed of  the i r  r ight  to  p lace in  the s tudent ’s  records a s tatement  
comment ing upon the in format ion in  the s tudent ’s  records and/or  parenta l  
reason for  d isagreeing wi th  the decis ion.   I f  the contested por t ion of  the 
record is  re leased,  the parenta l  consent  must  a lso be re leased.  
 
Release of  Directory Information  
Di rectory in format ion may inc lude student ’s  name,  address,  and te lephone 
l is t ings.   Parents  may request  that  the in format ion not  be re leased wi thout  
the ir  permiss ion.  
 
Schools  are never  permi t ted to  furn ish a l is t  o f  s tudent  names and 
addresses to be used for  commerc ia l  purposes nor  shal l  they a l low 
photographs for  publ icat ion wi thout  parenta l  consent .  
 
Release of  Student Record Information to Schools  
Student ’s  records shal l  be re leased as soon as possib le to  a request ing 
school .   Parenta l  s ignatures shal l  be required before records are sent  to  
anyone.  
 
Release of  Records to Persons or Agencies Other Than Schools  
Each school  shal l  mainta in a Record of  Access Form wi th  the educat ion 
records of  each student ,  which wi l l  ind icate a l l  par t ies who have obta ined 
access to  a s tudent ’s  records.   This  form,  ind icat ing the leg i t imate in terest  
that  the e l ig ib le  par ty  had in  seeking the in format ion,  shal l  be avai lab le 
only  to  parents  of  the s tudent  and to school  o f f ic ia ls  responsib le for  
maintenance records.   (See Adminis t rat ive Handbook)  
 
The school  may,  wi thout  wr i t ten author izat ion of  the parents,  re lease a 
t ranscr ip t  o f  records or  personal ly  ident i f iab le in format ion to the persons 
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l i s ted on the reverse s ide of  the Record of  Access form.  This  fact  wi l l  be 
recorded on the form. 
 
The school  must  comply wi th  a cour t  order  to  re lease in format ion 
concern ing a s tudent .   However ,  the s tudent ’s  parent  should be not i f ied in  
advance of  compl iance i f  i t  is  lawfu l ly  poss ib le  wi th in  the requi rements of  
the jud ic ia l  order .  
 
The school  may not ,  wi thout  the wr i t ten author izat ion of  the parents,  permi t  
access or  re lease wr i t ten t ranscr ip ts  to  any person or  agency not  c i ted 
prev ious ly  or  l is ted on the Record of  Access form.   This  author izat ion shal l  
be in  wr i t ing,  s igned and dated by the person g iv ing consent .   I t  must  
speci fy  the records to  be re leased,  the reasons for  the re lease,  and the 
names of  the par t ies to  whom the records wi l l  be re leased.  
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APPENDIX H 
 

 

Extra Copies  
 
 
_  Relat ionships Educat ion Permiss ion Sl ip  
_ Parent  Permiss ion Form 
_ Dr iver ’s  Insurance Ver i f icat ion 
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Dear Parents: 
 
"Education which helps people understand and accept their sexuality begins in 
infancy and continues in adulthood.  The best catechesis for children come from the 
wholesome example of parents . . . " 
    (National Catholic Directory, pg. 115) 
 

The primary responsibility for 
relationships/family life education rests with 
the parents, who have not only the right but 
also the duty to provide this education for 
their children.  The school supports you in 
this role by offering Relationships Education 
as part of the classroom program,  but it is 
not the role of the school to take over the 
duties of parents in this area.  We recognize 
that parents look to the school to supplement 
their work of educating and fulfilling their 
responsibility as parents in providing 
relationships/family life education.  The 
Catholic School Department is fully 
committed to upholding the role of schools 
in this area as being one of supplementing 
the work of parents. 
 
As a parent, you are encouraged to 
participate by previewing the materials, by 
discussing the materials with your child at 
home, and by cooperating with the school in 
the development, implementation, and 
evaluation of the program.  Your child may 
participate in this program only with your permission.  Please return the form below by  
April 2, 2009 
 
------------------------------------------------------------------------------------------------------------   

RELATIONSHIPS EDUCATION PERMISSION SLIP 
 

Student's Name:_______________________________________Grade:______ 
 
Date: _______________________________________________ 
 
___I give permission for my child to participate in all aspects of the Relationships 
      Education Program at Holy Spirit School. 
 
___I do not give permission for my child to participate in the Relationships  
      Education Program at Holy Spirit School.   I understand that now I am 
      solely responsible for teaching my child this material. 
 
__________________________________________   ___________________________ 
 PARENT SIGNATURE                                              DATE 
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HOLY SPIRIT SCHOOL FIELD TRIP REQUEST FORM  
 
The _____________ Grade c lass(es)  at  Holy Spi r i t  School  is  (are)  p lanning 
an educat ional  f ie ld  t r ip .   I f  you would l ike to  request  permiss ion for  your  
ch i ld( ren)  to  at tend,  p lease read the fo l lowing deta i ls  about  the f ie ld  t r ip  
and s ign the request  for  permiss ion form at  the bot tom. 
 
Date of  F ie ld Tr ip :  __________________Time of  F ie ld Tr ip :  
____________________ 
 
Locat ion of  F ie ld Tr ip :   
__________________________________________________ 
 
Educat ional  Purpose of  F ie ld Tr ip :   
________________________________________ 
 
Superv is ing Teacher  on Fie ld Tr ip :  
________________________________________  
 
Specia l  Requi rements of  F ie ld Tr ip  (cost ,  lunch,  etc . ) :  
_________________________ 
 
Method of  Transpor tat ion for  F ie ld Tr ip :  
____________________________________   
(S ign the bot tom por t ion,  detach,  and return to  the school .   Keep the top 
par t  for  your  records.)  
 
Request  for  Permiss ion to  At tend a F ie ld Tr ip  
 
I /We request  that  Holy  Spi r i t  School  take our  ch i ld  
___________________________ to:  _____________________________ 
on:________________________________ for  an educat ional  f ie ld  t r ip .   We 
acknowledge the r ight  o f  the school  to  refuse permiss ion to take a ch i ld  on 
a f ie ld  t r ip  because of  academic,  behaviora l ,  or  o ther  reasons as out l ined 
in  the Parent-Student  Handbook.  
 
In  case of  an emergency,  we grant  permiss ion to the school  and/or  the ir  
agents to  render  whatever  a id is  necessary inc luding t ranspor tat ion to  a 
hospi ta l  or  emergency room. 
 
______ Check here i f  your  ch i ld  has no a l lerg ies and requi res no specia l  
medicat ions.  Otherwise at tach a page expla in ing your ch i ld ’s  requi rements.  
 
 
Parent(s)  s ignature(s)______________________ 
 
Date:  ____________________ 
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HOLY SPIRIT SCHOOL VERIFICATION OF AUTOMOBILE INSURANCE FORM 

Required of  ALL Field Trip Drivers  
 
 

(2008-2009)  
VERIFICATION OF AUTOMOBLE FORM 

Requi red  fo r  ALL F ie ld  Tr ip  Dr ivers  
On ly  adu l ts  meet ing  the  min imum requ i rements  w i l l  be  a l lowed to  dr ive  on  a  f ie ld  
t r ip .   I f  you  do  no t  have the min imum auto  insurance requ i rements  shown be low,  
you  may no t  d r ive  any  pr iva te  veh ic le  in  connec t ion  wi th  t ranspor t ing  Holy Spir i t  
School  s tudents  fo r  any schoo l -sponsored ac t i v i t ies .  
 
PLEASE ATTACH a  copy of  your  current  dr iver ’s  l icense and Insurance 
Pol icy.  
 
Name:  _________________ _________ Dr iver  L icense No. /S ta te :____________ 
 
Address :  _________________________ Exp.  Date  o f  L icense:_______________ 
 
Veh ic le  Make,  Mode l ,  and  Year :   L icense No.   S ta te  
 
1 .  __________________________  __________  _____ 
 
2 .  __________________________  __________  _____ 
 
3 .  __________________________  __________  _____ 
 

CERTIFICATION  
 

I  hereby  cer t i f y  the  insurance po l i cy  number  _______________ issued  
 
 
by  ________________________________________________________ 

(Name of  Insurer / Insurance Company)  
i s  in  fo rce .   Th is  po l icy  prov ides  l iab i l i t y  insurance coverage on the  above l i s ted  
au tomobi le (s )  in  amounts  no  less  than  $100,000 ind iv idua l /$300,000 cumula t i ve  
each loss  o r  occur rence bod i l y  in ju ry ,  $50,000 proper ty  damage,  $5 ,000 per  
person med ica l ,  and  $100,000 un insured  motor is t  insurance.  
 
I  fu r ther  cer t i f y  tha t  the  veh ic le  to  be used is  adequate  for  the  use  to  wh ich i t  i s  
pu t ,  i s  equ ipped w i th  sea t  be l ts ,  and  is  in  sa fe  mechanica l  cond i t ion .  
 
I f  the  above insurance is  te rmina ted,  o f  i f  my dr iver ’s  l i cense is  suspended or  
revoked,  I  w i l l  immedia te ly  cease us ing the  above owned au tomobi le  fo r  
t ranspor t ing  Holy Spir i t  School  s tudents  fo r  schoo l -sponsored ac t iv i t ies  and 
events .  
 
I  cer t i f y  I  have  read,  unders tand,  and agree  to  ab ide by  the  te rms s ta ted  above.  
 
 
____________________ _____________________ _______________ 
(s ignature)     (pr in t  name)   (date)  
 
 


