
St. Casimir School
Parent/Student Handbook

456 Union Street Manchester, NH 03103
Phone: (603)623-6411
Fax: (603)623-3236

School E-mail: stcasimir@comcast.net
School Website: http://www.stcasimirnh.org

Revised 2007



2

TABLE OF CONTENTS

WELCOME…………………………………………………….1
MISSION STATEMENT……………………………………....4
SCHOOL PHILOSOPHY……………………………………...4
OFFICE INFORMATION……………………………………..4-5
ABSENCE……………………………………………………...8-9
ABSENCE DURING THE SCHOOL DAY…………………...9
ACADEMC PROBATION…………………………………….15
ACCIDENTS & INJURIES…………………………………....21
ADMISSION INFORMATION………………………………..7
ADMISSION POLICY…………………………………………7-8
AFTER SCHOOL PROGRAM…………………………………18
APPEARANCE CODE…………………………………………12
ASBESTOS MANAGEMENT…………………………………22
AWARDS……………………………………………………….16
BOOK CARE…………………………………………………...17
BUS REGULATIONS………………………………………….17
CAFETERIA……………………………………………………19
CANCELLATIONS…………………………………………….9
CELL PHONES………………………………………………...20
CHEATING…………………………………………………….11
CHILD ABUSE LAWS………………………………………...22
CONDUCT……………………………………………………..11
COUGAR CAMP………………………………………………18
CRISIS PLAN………………………………………………….19
DETENTION…………………………………………………..11
DISCIPLINE…………………………………………………...9-10
DISCIPLINARY ACTION……..……………………………...10
DISMISSAL GUIDELINES…………………………………...17-18
DRESS CODE………………………………………………….12-13
EXPLUSION……………………………………………...........11
FAITH INVOLVEMENT GROUP…………………………….19
FIELD TRIPS…………………………………………………..20
FIRE DRILLS………………………………………………….18
GIFTS…………………………………………………………..21
GRADING SYSTEM…………………………………………..15
GYM APPAREL GUIDELINES………………………………13
HOME-SCHOOL COMMUNICATION……………………….6



3

HOMEWORK GUIDELINES…………………………………16
LIBRARY………………………………………………………20
LOST AND FOUND…………………………………………..18
MEDICATION………………………………………………...21
NONDISCRIMINATRY GUIDELINES……………………...7
OFFICE INFORMATION……………………………………..4-5
OUT-OF-UNIFORM GUIDELINES………………………….14
PARENT SIGNATURE PAGE………………………………..26
PARENT/TEACHER COVENANT…………………………..23-24
PROMOTION & RETENTION……………………………….15
REPORT CARDS & PROGRESS REPORTS………………...15
RETURNING TO SCHOOL…………………………………..18
RIGHT TO AMEND…………………………………………..22
SCHOOL EVENTS……………………………………………6
SCHOOL HOURS……………………………………………..5
SCHOOL OFFICE HOURS…………………………………...6
SCHOOL PROPERTY………………………………………...17
SCHOOL SAFETY………………………………………........21-22
SCHOOL SCHEDULE………………………………………..5
SCHOOL SPORTS…………………………………………....7
SCHOOL VISITORS………………………………………….6
SCHOOL VOLUNTEERS………………………………….....6
SERVICE PROJECTS………………………………………...19
SPRING APPAREL…………………………………………...14
STUDENT CODE OF CONDUCT……………………………25
STUDENT RESPONSIBILITIES……………………………..17
SUSPENSION………………………………………………....11
TARDINESS…………………………………………………...9
TELEPHONE CALLS………………………………………....20
TRANSFER OF STUDENTS………………………………….8
TRANSFER STUDENTS……....................................................8



4

STUDENT AND PARENT HANDBOOK

Mission Statement

Saint Casimir School is committed to providing the highest standard of education in a
Catholic environment. We educate the whole person by focusing on the spiritual,
academic, physical and emotional needs of every student. We respect each person,
reverence all of life, and are responsible for personal growth.

School Philosophy

Saint Casimir School endorses the call of the Diocese of Manchester and the State of
New Hampshire to express its educational ministry through the objectives of personal
spirituality, social justice, and a strong academic program in accord with the Curriculum
Guide for Catholic Schools in the Diocese of Manchester.

1. To develop the total Christian personality by instilling in the students a respect
for life and reverence for Christian living.

2. To develop within the school a strong religious education program based on
Catholic Theology, Scripture, Liturgical experience, and service so that each
child will grow and mature in the Christian way of life.

3. To facilitate the intellectual, social, and physical development of each child
through a variety of instructional methods such as small and large group
instruction and tools for basic knowledge and formation.

4. To aid students in the evaluation of their own capabilities and vocational
possibilities.

It is the consensus of the faculty that every human being has a right to pursue knowledge
corresponding with his/her dignity and God-given ability, regardless of background or
sex. In the early years, education is of the utmost importance because through education
and guidance the children of today become the Catholic citizens of tomorrow.

Office Information

Parents who are not at home during the school day must inform the school of the place
where they can be reached in an emergency. Emergency numbers are mandatory. Please
complete emergency cards with the proper information, signed and returned to the school
before the end of the first week of school. If you have an unlisted phone number, please
note this on the card so that the number will be kept confidential.

It is the responsibility of the parents/guardians to the notify the school office in writing of
any changes of address, home telephone numbers, cell phone numbers, business phone
numbers and/or phone numbers of emergency contacts. This will guarantee that office
records are accurate, complete, and up-to-date.
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Generally, parents and students should make arrangements concerning the day’s activities
BEFORE the child leaves home in the morning. Students will not be allowed to make
phone calls except in the event of a medical emergency or activity cancellation.
Forgotten papers and books are not considered emergencies. Students will NOT be
called to the phone except for emergencies.

**St. Casimir School must have notice of any child custody agreements.
Please notify the principal.**

School Information

School Hours
Kindergarten - Gr. 8: 7:55am – 2:15pm. Students not in their classroom at 7:55am are
considered tardy.

At St. Casimir School, we work in partnership with parents to enable each child to
develop as an independent learner. Parents should allow their child(ren) to enter the
school building on their own each morning. Classes invite parent involvement or
visitation on various occasions.

The school doors are opened for students at 7:40am. Students are to be dropped off in the
back parking lot between 7:15-7:40am to participate in morning recess. In the event of
very cold or rainy weather, students are to be dropped off at the front door.

Dismissal time is 2:15pm. Please check the school calendar and weekly newsletter for
early dismissal dates. Bus students are picked up in front of the school. Car students are
picked up on Merrimack St. During very cold or rainy weather, all students are picked up
at the front door.

Parents are to make arrangements for their child(ren) to arrive at school on time and be
picked up at dismissal time. Students not picked up by 2:30pm will be sent immediately
to the After School Program.

Three (3) tardies or three (3) early withdrawals are considered a one-half day absence.
Excessive tardies will have a direct impact on a student’s academic evaluation and
promotion to the next grade.

School Schedule
7:15 – 7:40am – Morning Recess
7:40 – 7:55am – Morning Preparation
7:55am – First Bell – Morning Prayer
8:00am – Classes Begin
9:30 – 9:45am – Recess/Snack (Kindergarten – Gr. 5)
11:00 – 11:30am – First Lunch/Recess
11:30am – 12:00pm - Second Lunch/Recess
2:10 – 2:15pm – Closing Prayer/Dismissal
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School Office Hours
The school office is open on all school days from 7:30am – 2:00pm.

Home-School Communication
In order to insure that all communication from school reaches home in a timely manner,
St. Casimir School uses a Monday envelope system. Official envelopes containing all
correspondences are sent home on Monday and should be returned by Thursday. Your
child is responsible to give the envelope to his/her classroom teacher in the morning to be
passed into the office. Information is not sent home if the Monday envelope is not
returned. Official school-wide communications are sent with the oldest or only child.

School Visitors
School visitor (volunteers, parents, etc.) must report to the main office on the second
floor. For safety and security reasons, each person is required to sign in at the office
when he/she enters the building for any reason. All visitors and/or volunteers are
required to wear a designated badge that may be picked up in the office. Visitors and/or
volunteers are to return the nametags and sign out at the time of departure.

School Volunteers
As part of our commitment to providing a safe environment for all students, the Diocese
requires special training for those working with children. All employees and volunteers,
who regularly work with our students, must participate in the Protecting God’s Children
workshop. The schedule for these workshops, which are offered at various locations
throughout the diocese can be found at www.catholicchurchnh.org.

School Events
Throughout the school year faculty and students will take part in the following special
events at St. Casimir School. Parents are invited to attend.

¶ Eucharistic Liturgies ¶ Prayer Services
¶ Catholic Schools Week ¶ Fall Fest
¶ October Rosary ¶ Monthly Bake Sales
¶ Curriculum Fair ¶ School Related Contests
¶ First Penance ¶ Faith Involvement Activities
¶ First Holy Communion ¶ May Crowning
¶ Field Day ¶ Kindergarten Graduation
¶ Eighth Grade Graduation ¶ St. Hedwig Penny Sale



7

School Sports and Extra Curricular Activities
Students are required to maintain at least a cumulative C average in order to participate in
the following school related sports programs or extra curricular activities.

Sports
¶ Cross Country – Grades 6-8
¶ Basketball – Grades 3-8
¶ Skiing – Grades 1-8

Extra Curricular Activities
¶ Band – Grades 4-8
¶ Yearbook – Grades 7-8
¶ Student Government – Grades 4-8
¶ Drama Club – Grades 1-8

Admission Information

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

Admission Policy
Registration for Kindergarten and new students entering Grades 1 – 8 will take place on
Wednesday of Catholic Schools Week. There is a non-refundable registration and book
fee due when the child is accepted into St. Casimir School.
To be eligible to enter Kindergarten, a child must be 5 years of age by September 30th of
that year. First Grade students must be 6 years of age by September 30th. A copy of the
child’s birth and baptismal certificates, a record of completed immunizations, and a
record of a physical exam by a medical doctor are necessary. (Immunization Law 1-1-88)

* 3 DPT, DT, or TD: The third dose must have been administered after age four.
If three doses were administered before age four, then the child will need a
fourth dose.

* 3 Oral Polio: The third dose must have been administered after the age of
four. If three doses were administered before age four, then the child will need
a fourth dose.

* 1 MMR: Measles, Mumps, Rubella, which have been administered on or after
twelve months of age.
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As openings become available, the following priorities will be used to accept students to
St. Casimir School:

1. Children of families registered at St. Hedwig Parish
2. Siblings of children currently enrolled at St. Casimir School accepted on a

first-come, first-serve basis
3. Children of families belonging to Catholic parishes
4. Children of families belonging to other denominations

Re-registration of students currently attending St. Casimir School is held in January.
Students re-registering for the following school year will pay a non-refundable fee for
books.

Transfer Students
All transfer students who meet the admissions requirements of St. Casimir School and
wish to transfer to St. Casimir School from another school may be accepted on a three-
month probation status. After three months, the student’s final administration status to
St. Casimir School will be considered.

Transfer of Students
The parent is required to give written notice to the principal of the withdrawal of a
student in advance of the withdrawal date. This enables the school to prepare necessary
information and settle all finances.

Attendance Guidelines

Absence
A student’s absence from school interferes with his/her academic progress.
When a student is absent from school, a parent should call the office by 9:00am each day
of the absence. If the office does not receive a call, the parent will be contacted. This
policy is for the protection of St. Casimir students.

A written statement giving reasons for the absence or tardiness must be brought to the
student’s teacher upon the student’s return. Should absence for any reason other than
illness seem imperative, parents are requested to consult with the principal and present a
written reason for the absence.

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

Students who are absent due to illness have one day for each day of absence to make up
the missed assignments, quizzes or tests. For example, a student who was absent three
days would be given three school days to complete the missed work.
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When a student is absent for three or more days due to illness, a parent must call the
school office to arrange for homework assignments. Homework assignments may be
picked up at the After School Program from 3:00pm – 5:30pm.

For short absences, students should make arrangements with classmates regarding
assignments. Students may also receive missed assignments from their teacher when
they return to school.

Arrangements for regular classroom tests missed because of an absence are to be made
with the student’s teacher. These tests must be taken within one week of the original test
date.

Excessive absence of 40 days or the equivalent of 40 days including tardies can be
cause for a student to be retained in the current grade for another year.

Absence During the School Day
Medical and dental appointments, except for emergencies, should be scheduled after
school hours. Students needing medical appointments during school hours require a
written note by the parent. Parents are required to sign out their child in the office. If
the child returns to school during the same school day, he/she must be signed back into
school in the office by a parent.

Tardiness
Promptness is a self-discipline taught at St. Casmir School. Therefore, parents should
reinforce the discipline by making sure that their child arrives on time every day. Parents
are required to sign-in their child in the office after 8:00am. Students will not be
permitted into the classroom without a parent’s signature. Repeated tardiness will require
a conference between the parents and the principal.

Cancellations
St. Casimir School complies with the Manchester School Department cancellations of
schools due to severe storms or unforeseen emergencies. School cancellations will be
announced on Manchester radio stations: WZID, WGIR, WFEA and on Manchester TV
station WMUR Channel 9.

Discipline and Conduct Guidelines

Discipline
One of the most important, yet valuable lessons education should teach students is self-
discipline. While it does not appear as a subject, self-discipline underlies the whole
educational structure.
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Self-Discipline is essential in developing self-control, character, orderliness, and
efficiency. It is also a key to good conduct and proper consideration for others. With this
understanding of the purpose of self-discipline in school, students are urged to become
actively involved in making the school an effective place of learning. They are also
encouraged to cultivate the habit of self-restraint, which will make them not only better
students, but also better CHRISTIANS. Unacceptable behavior, disobeying the rules and
regulations of the school, showing disrespect for the teachers and staff, using improper
language, or other acts of discourtesy will not be tolerated. The school reserves the right
to dismiss at any time a student who, in its judgment, is undesirable in attitude and
general conduct or whose continuation in the school is detrimental to him/herself or to
his/her fellow students. Parents will be notified of serious violations. THIS POLICY
WILL BE STRICTLY ENFORCED.

Disciplinary Action
The following are some examples of behavior that will result in a warning, a detention
and/or a phone call to the parents:

1. Uncooperative behavior
2. Disruptive classroom behavior (the teacher will determine the appropriate

action for the first offense, will notify the principal and parents of a second
offense, and the principal will suspend the student if the behavior continues)

3. Using articles in a disruptive fashion
4. Tardiness to class or school
5. Littering
6. Instigating, promoting, or encouraging a fight
7. Disrespect towards school staff members
8. Uniform infraction

The following behaviors will result in immediate office referral and are suspendable
offenses:

1. Repeated misconduct/insubordination
2. Harassing or threatening fellow students or staff
3. Extreme disruption of the learning environment
4. Fighting or striking another student
5. Vandalism
6. Smoking or possession of tobacco products
7. Leaving school without permission
8. Failing to report to a detention
9. Failing to report to an assigned class without permission of the teacher
10. Possession of alcohol or drugs
11. Truancy
12. Violation(s) of the law

Parents are held to the same standards as students with regard to respect for teachers.
Enrollment of a child in the school implies a partnership between the school and the
parent/guardian. If the partnership breaks down, parents can be required to withdraw
their child from the school.
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Conduct
In accordance with the stated philosophy of the school, which emphasizes deep respect
for the human dignity and uniqueness of every individual, each student will be
considerate of the rights of others in all interactions. All students are expected to
cooperate with the spirit and policies of the school, which are designed to foster mature
development and personal responsibility. This requires courtesy in all personal
relationships, promptness in fulfilling obligations, concern for the environment, and
many other factors, which the students’ sense of appropriateness will indicate to them.

Items such as, but not limited to, questionable books and pictures, liquid white-out,
knives, guns, matches, cigarettes, gum, radios, toys, trading cards, pagers, laser lights,
palm pilots, CDs, iPods or other mp3 players, or anything that will detract from a
learning situation are not allowed at school at any time. Items taken away from
students will be returned to the parent(s)/guardian(s) on the last day of the school
year.

The principal reserves the right to determine the appropriateness of an action if any doubt
arises.

Cheating
Cheating of any type will not be tolerated. Students who choose to cheat face a failing
grade, detention, and/or expulsion.

Detention
Detention may be issued for a breach of classroom and/or school rules. Parents are
provided with a detention form with written notification of the detention. The day, date,
and time of the detention are at the discretion of the teacher, who monitors the detention.
Detention takes precedence over appointments, practices, lessons, ballgames, etc.

Suspension
Students who are given an in-school suspension will be required to report to school each
day and work with a substitute teacher who will be paid $75.00 per day by the suspended
student’s parents. Students who receive an out-of-school suspension will not be allowed
on campus during the time of their suspension. Students must complete all class work
and tests from the days of suspension.

Expulsion
Expulsion is an extremely serious matter. Students who pose a threat to themselves or to
others may be expelled from St. Casimir School. Students who have been expelled will
not be allowed to return to the school without prior permission from the principal.
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Uniforms and Dress Code Guidelines

Appearance Code
¶ Shirts must be tucked in, NOT rolled.
¶ Shorts or skirts may not be shorter than 2 inches above the knee.
¶ Only conservative hairstyles of one color are permitted.
¶ Wearing make-up is not allowed.
¶ Students may not write on their bodies, have stimulated tattoos, or wear

glitter.
¶ Only clear nail polish may be worn.
¶ Girls may wear one stud earring in each ear.
¶ Boys may not wear earrings.
¶ Any necklace worn must be of a religious nature and a single chain.
¶ Chokers are not allowed.
¶ The only other jewelry that will be permitted is a wristwatch with no alarm.

Dress Code
Uniform components (pants, shorts, skirts, jumpers, blouses, shirts, sweaters, gym
sweatpants, sweatshirts, and running pants) may be purchased through:

J.B Edward Uniforms
Phone: (718) 376-2071

School ID#: 053 or 03103
Or order online at www.jbedwarduniforms.com (use the above school ID when ordering
online).

Full uniform is required at all times. There will be out-of-uniform days, which will be
announced during the course of the school year (a dress code for such days is included in
this section). If there is a time when the prescribed uniform cannot for some legitimate
reason be worn, a note from the parent/guardian must be submitted to the principal.
Students who are out of uniform without this excuse will be sent to the office and the
parent will be called to bring the proper clothing. There is a special uniform for
Physical Education classes, which should be ordered through J.B Edward Uniforms.

BOYS – KINDERGARTEN TO GRADE 8
Required:

¶ Navy slacks – chino style (no cargos)
¶ Black or navy belt
¶ Light blue or white polo shirt (long or short sleeve)
¶ Navy blue pullover, cardigan or vest (no hood)
¶ Navy or white crew socks (no sport socks)
¶ School shoes (no sneakers, heavy work boots or hiking boots)
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GIRLS – KINDERGARTEN TO GRADE 6
Required:

¶ Plaid knee-length jumper or culottes
¶ Navy slacks – chino style (no stretch pants and no cargos)
¶ Black or navy belt
¶ Light blue or white polo style shirt (long or short sleeve)
¶ Navy pullover, cardigan or vest (no hood)
¶ Navy or white ankle socks, knee socks or tights (no sport socks)
¶ School shoes (no sneakers, heavy work boots or hiking boots)

GIRLS – GRADE 7 TO GRADE 8
Required:

¶ Navy or plaid knee-length culottes
¶ Navy or gray knee-length kilt
¶ Navy slacks – chino style (no stretch pants or cargos)
¶ Black or navy belt
¶ Light blue or white polo style shirt (long or short sleeve)
¶ Navy pullover, cardigan or vest (no hood)
¶ Navy or white ankle socks, knee socks or tights (no sport socks)
¶ Neutral colored nylons
¶ School shoes (no sneakers, heavy work boots or hiking boots)

Gym Apparel Guidelines - Mandatory
Students who do not wear the proper apparel for gym will not be allowed to participate in
gym class. For safety reasons, jewelry of any form is NOT PERMITTED during gym
class. In the winter, students MUST come to school in shoes or boots and then change
into sneakers for gym. Also, it is strongly recommended that students wear hats and
gloves.

BOYS AND GIRLS GYM UNIFORM – KINDERGARTEN TO GRADE 8
Required:

¶ Solid navy or gray sweatpants
¶ Solid navy wind pants
¶ Solid navy or gray sweatshirt
¶ Solid navy, gray or white tee shirt
¶ Navy mesh shorts (May 1st – October 1st)
¶ White crew or ankle socks (no sport socks)
¶ Sneakers must be worn and securely fastened
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Spring Apparel Guidelines
From May 1st until October 1st, or with permission from the principal, the following may
be worn.

BOYS AND GIRLS – KINDERGARTEN TO GRADE 8
¶ Navy or khaki knee-length shorts (no cargos)
¶ Light blue or white polo shirt
¶ Black or navy belt
¶ Navy or white ankle or crew socks, knee socks or tights (no sport socks)
¶ School shoes (no sneakers, heavy work boots or hiking boots)

Out-of-Uniform Guidelines
Throughout the school year, students will be allowed to participate in out-of-uniform
days. It is the student’s responsibility to wear clothing that is appropriate to school.
Students who violate these guidelines will not be allowed to participate in the next out-of-
uniform day or will serve a detention.

Students may not wear:
¶ Flip flop sandals
¶ Open back shoes
¶ Tank tops
¶ Tee shirts with inappropriate writing
¶ Tennis shoes that convert to roller skates
¶ Pajama pants
¶ Make-up
¶ Hats

GOOD RULE: IF YOU THINK THAT YOU SHOULN’T WEAR IT, YOU
SHOULDN’T!

The school uniform should be clean and pressed with all buttons attached and hem intact.
Shirttails should be tucked in during school hours. Belts must be worn at all times when
a shirt is tucked into pants or shorts with belt loops.

Students, who repeatedly violate the uniform policy, will be denied
participation in the next out-of-uniform day or will serve a detention.

ALL UNIFORM REGULATIONS AND GUIDELNES ARE SUBJECT
TO THE DISCRETION OF THE PRINCIPAL.
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Grading Guidelines

Grading System
A+ 99-100 C+ 83-84
A 96-98 C 79-82
A- 93-95 C- 77-78
B+ 91-92 D+ 75-76
B 87-90 D 72-74
B- 85-86 D- 70-71

F BELOW 70

Report Cards and Progress Reports
Report cards and progress reports are issued quarterly as indicated on the school calendar.
The principal examines the report cards before they are distributed. Due to the length and
time restraints in the 4th quarter, NO progress reports will be issued unless a student is
receiving failing marks. Any marked changes in student performance will be reported to
parents immediately so that the necessary steps may be taken to insure better schoolwork
on the part of the student. If there are any questions pertaining to a grade, the
parents/guardians are urged to speak to the teacher at a mutually convenient time, as
directed in the covenant. The first report card is given to the parents at a Parent/Teacher
Conference, which is scheduled by school staff.

Promotion and Retention Guidelines
Advancement to the next grade in St. Casimir School is based on a student’s daily
performance, test results, recommendations of teachers, and the student’s ability to
complete work successfully on a more advanced level.

Promotion to the next grade depends on successful completion of all subject areas. The
administration may recommend the repetition of a grade, tutoring, or summer school
classes as requirements for promotion when, after conferences with teachers and parents,
it is believed that such action will better prepare the student academically or emotionally
for the next grade.

Academic Probation
A student whose academic performance indicates serious deficiencies may be placed on
academic probation. Academics at St. Casimir School take precedence over sports and
other extra curricular activities.
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Awards
At St. Casimir School, we pride ourselves with the achievements of our students. At the
end of each quarter, awards will be given to students who have received:

High Honors – All A’s
Honors – A’s and B’s
Perfect Attendance

*Tardies, early dismissals and non-emergency appointments will not be considered a full
day of school.

Homework Guidelines

Homework is a teacher-planned learning activity, which takes place outside the regular
school hours. Assignments should reinforce classroom learning and expand on a
student’s school experience. Homework is considered an important part of our school’s
instructional program. Parents are encouraged to set aside regular time each evening to
discuss any papers their child may have brought home from school and to talk with their
child about the day’s events.

Although homework may not be assigned each night, time should be spent reading,
writing, studying for tests, reviewing math facts, etc. Teachers may offer specific
suggestions for evening activities. To assist students in acquiring organizational and time
management skills, Grades 1-8 are required to maintain a school approved homework
planner.

Whenever students are absent, parents may request that homework be sent with a sibling,
relative, or neighbor. Requests for homework assignments should be made in the
morning. Homework can be picked up from 3:00pm – 5:30pm at the After School
Program.

Since each student has different capabilities and interests, it would be difficult to denote
the specific amount of time to be spent on an assignment. If a problem arises, the teacher
should be contacted.

The approximate daily amount of homework is as follows:

Kindergarten - Grade 2 ~ 20 – 30 minutes
Grade 3 ~ 30 – 40 minutes
Grades 4 - 5 ~ 1 – 1 ½ hours
Grades 6 - 8 ~ 1 ½ - 2 hours
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General Information

Student Responsibilities
Inherent with attendance at St. Casimir School is behavior, which demonstrates a
student’s respect and responsibility for him/herself and others within the school
community. This is reflected by cooperation and observance of classroom and school
regulations. Self-discipline is a skill that is reinforced through the assigning of various
responsibilities throughout the school day. Courtesy and cooperation toward adults
and classmates is expected from all students at all times. Self-discipline is key to
developing self-control, character, orderliness, and efficiency. Students are responsible
for the proper care of all school property.

School Property
The parent of a child, who carelessly destroys or damages any furniture, equipment,
books or anyone’s personal property will be obligated to pay the full amount of repairs
and labor or replacement.

Book Care
All books used in the academic year, with the exception of books purchased by the
student, are loaned to the students. Please use the following guidelines:

1. All textbooks must be covered – NO ADHESIVE COVERS
2. Book covers must be labeled with student’s name and grade level
3. Students are not allowed to make marks in school textbooks
4. Lost or damaged books must be paid for by the family of the student
5. Backpacks are required for carrying books to and from school

Bus Regulations
Students living in Manchester beyond the established walking limits, one and a half miles
from school, are eligible for free bus transportation. The transportation officer approves
or rejects requests for bus transportation according to mileage requirements and residency
in Manchester. Kindergarten students are not authorized to ride the school bus.
Students are expected to be respectful and well behaved on the bus. Disorderly conduct
will be reported to the principal. Serious and/or repetitive misconduct will result in
suspension of privilege of riding the school bus (RSA 189 State Statues).

Dismissal Guidelines
It is the responsibility of the parent to contact car pool members and after school agencies
when a child is absent, leaves school early, or needs other arrangements to be made.

All cars must have the child’s last name and grade clearly displayed in the front
windshield on the passenger side of the car. Students will be called to the appropriate
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pick-up area by their last name. It is important that students are quiet during dismissal
time.

There is one official morning and afternoon drop-off spot. Students are to be dropped
off and picked up on Merrimack Street next to the school. Parents MAY NOT park in
front of the school because that is reserved for buses. If a parking spot is not available,
parents MUST drive around the block until one becomes available. Parents are not
allowed to park their car and get out to get their child. This makes the dismissal process
more hectic than it already is. If you would like to get out of your car and wait for your
child, we ask that you park further down on Union Street or on the upper part of
Merrimack Street next to St. Anne Church.

Classroom teachers should be advised in writing if a child is to go home in a different
means on a given day.

Returning to School After Dismissal
It is the students’ responsibility to make sure that they have all required books and other
personal belongings needed before they leave school. Students are not permitted to
return into the school after the 2:15pm.

After School Program
St. Casimir School offers an After School Program from 2:15pm – 5:30pm that allows
students to complete their homework in a supervised and structured environment. All
students at St. Casimir School can participate in this program. We ask that all families
complete the appropriate paper work at the beginning of the school year.

Cougar Camp
St. Casimir School offers a summer camp program that will enrich your child both
academically and socially. Held at the school, the campers are immersed in weekly
thematic units, arts and crafts, and occasional field trips. Information and registration
forms are available in February.

Lost and Found
We request that clothing be marked with the student’s name. Any items found in the
school building or on the school grounds should be given to the school secretary to be
placed in the Lost and Found box. Items placed in the Lost and Found box will
remain there for 30 days. After 30 days, items are donated to charity.

Fire Drills
State Law requires that fire drills be held 6 times a year. During fire drills, students
should follow these regulations:

1. Rise in silence when the alarm sounds
2. Close windows, doors and shut off lights
3. Silently walk to the assigned place briskly in single file at all times
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4. Return to the building when signal is given

Crisis Plan
St. Casimir School has implemented a “crisis plan” in case of a lock down emergency.
All teachers and staff are aware of the procedure to follow to keep the students safe. In
the event of such an emergency, circumstances permitting, the building will be evacuated
and the students will be moved to the following secure designated locations:

¶ Kindergarten - Grade 3 – Manchester Fire Department
¶ Grades 4 – 8 - St. Anne Gym

Cafeteria
Hot lunches are served daily in the school cafeteria. Milk is available at recess and
lunchtime. All menus must be returned to school no later than Thursday of each
week. If a student is absent, there will be a credit applied towards their next hot lunch. If
a student forgets his/her lunch, a hot lunch will be provided for them. Payment for that
lunch is expected the following day.

Students may choose to bring their lunch each day. Students should not bring glass
bottles, soft drinks or an excessive amount of candy.

Students are expected to use the same manners required in the classroom during lunch.
Courtesy toward other students and cooperation with teachers on duty are required at all
times.

In case of need, applications for free or reduced lunches will be available during the first
week of school through the school office.

Service Projects
Throughout the school year students in Kindergarten - Grade 8 will participate in various
service projects. The purpose of participating in service projects is to provide students
with the opportunity to make a difference in our school, church and surrounding
communities.

Faith Involvement Group
The Faith Involvement Group is a parent volunteer organization whose vision is to
establish faith-filled activities for every grade at St. Casimir School. The group strongly
encourages family involvement to help build upon traditional values and deepen our
faith, knowledge and love of God.

The Faith Involvement Group meets once a month to coordinate a successful event for
the next month and occasionally meets throughout the year for a group mass.
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Library
St. Casimir School has a well-equipped automated library and media center. Students are
encouraged to use the library for curricular enrichment and pleasure reading. The
following rules are to be observed:

1. Borrowed books are to be returned promptly and in good condition.
2. A fine of one canned good per day is required for overdue books with a

maximum fine of ten cans. (Canned goods are donated to local food banks).
3. The student must pay for books damaged or lost before any other materials

may be checked out.

Cell Phones
Cell phones are not to be used during the school day. Students bringing cell phones to
school will deposit them in the school office at the beginning of the school day and pick
them up at dismissal.

Telephone Calls
Students will not be allowed to use the office phone for personal calls or for materials
forgotten at home. In the event a student receives a call, the student will be called out of
class only in the case of an emergency.

Field Trips
Educational field trips, approved by the principal, are an integral part of the educational
program and are made available to students on a limited basis.

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

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

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

4. A written official permission slip, signed by the parent/guardian, is required
before a child will be permitted to attend a field trip activity. Verbal
permission cannot be accepted. A telephone call will not be accepted in lieu
of the proper field trip permission slip.

5. Parents may refuse to permit their child from participating in a field trip by
stating so on the permission form. Students not attending a field trip are
still required to attend school and complete assignments given by the
teacher.

6. Students who are participating in the field trip must ride the bus to and from
the field trip with their class unless their parent is driving.

7. All monies colleted for the field trip are non-refundable.
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8. Cell phones are not allowed on field trips unless otherwise directed by the
teacher and/or principal.

9. Overnight trips are not permitted.

Accidents and Injuries
All accidents or injuries that occur on school property should be reported to the office
immediately. Parents will be notified if the accident or injury is of a serious nature. For
this reason, it is of the utmost importance that the school be notified of any changes
pertaining to emergency information, home phone numbers, and work numbers.

Medication
The Manchester Health Department along with the School Department recognizes that
parents have the primary responsibility for the health of their children. Although it is
recommended that medication be given at home, occasionally it is necessary that
medication be given during school hours. Parents should confer with their child’s
physician to arrange medication time intervals to avoid school hours whenever possible.

However, in the event that medication must be taken in school, the listed procedures must
be followed:

1. A medication form must be signed by the child’s physician and the
parent/guardian for all medications, both prescription and non-prescription.

2. All medication must be in the original container, labeled with the student’s
name, dose, and time to be given.

3. The school principal or principal’s designee will administer medication in the
school office.

4. All non-prescription medication (cough drops, lip balm, etc.) should be given
to the classroom teacher for proper usage.

Gifts
Students should not exchange individual gifts at school. This gesture only creates hurt
feelings among other students. Invitations to birthday parties should be sent to the
homes of students via the U.S. Mail unless an invitation is being given to every student in
the grade.

Polices and Laws

School Safety
St. Casimir School provides a safe environment for all individuals. Verbal or written
threats made against the physical or emotional well being of any individual are taken very
seriously. Students making such threats (seriously or in jest or online) face detention,
suspension, and/or expulsion.
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Engagement in online blogs such as, but not limited to, MySpace.comá, Friendsterá,
etc. may result in disciplinary action if the content of the student’s blog includes
defamatory comments regarding the school, the faculty, or other students.

Harassment of any type is not tolerated. The principal will investigate all complaints of
harassment. Students involved in harassing behavior face detention, suspension, and/or
expulsion.

¶ Sexual Harassment is defined as an unwelcome sexual advance, sexual
motivated physical contact, or any unwelcome physical or verbal
communication of a sexual nature.

¶ Physical Harassment is defined as any unnecessary physical contact.
¶ Hazing is the willful or reckless endangering of the physical or mental

health of another person.
¶ Weapons loaded or unloaded, are not permitted in school, on school grounds

or on the bus. Immediate suspension and legal action will be pursued.
¶ Alcohol is not permitted in school, on school grounds or on the bus. If

anyone is found under the influence of alcohol, immediate action will be
taken.

¶ Smoking is not permitted on school grounds. Anyone found smoking in or
around the school building will face immediate consequences.

Child Abuse Laws
St. Casimir School abides by the Child Abuse Laws of the State of New Hampshire. This
law mandates that all cases of suspected abuse and/or neglect be reported to Child
Protective Services and the Diocesan Office.

Asbestos Management
On October 22, 1986, President Reagan signed into law the Asbestos Hazard Emergency
Act (AHERA, Public Law 99-519). The law required EPA to develop regulations, which
provide a comprehensive framework for addressing asbestos problems in public and
private elementary and secondary schools. On October 30, 1987, EPA published the
Asbestos Containing Materials in School Rules (40 CFR Part 763 Subpart E). This new
rule requires all public and private schools to inspect the friable and non-friable asbestos,
developing asbestos management plans that address asbestos hazards in school buildings
and implement response actions in a timely fashion.

In accordance with the above rule, we are officially notifying you that inspection of our
school by an accredited inspector takes place every six months, and an accredited
Management Inspector has developed a management plan. This plan is available for
public inspection during school hours in the office of the principal as well as at the
Diocesan School Department. The school is complying fully with requirements of the
above-cited rule. Should you have any questions, please do not hesitate to contact the
principal.
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Right to Amend
St. Casimir School reserves the right to amend these policies for just cause. Parents will
be notified through written communication of any changes made.

PARENT/TEACHER COVENANT
This agreement will be reflected upon and signed at the beginning of each school year by
parents and teachers. Below is a sample of the Parent/Teacher Covenant.

Because St. Casimir School strives to be a faith community, parental cooperation, and
good parent-teacher relations are essential. As a faith community our first instinct is to
assume that each of us – teachers, administrators, parents, guardians, and other caregivers –
has the child’s best interest at heart.

While we are as a school excellent in many ways, no one within our community is perfect
and problems and misunderstandings will occur. When a problem or disagreement arises,
we at St. Casimir School will make every effort to contact you to clarify the situation.
Parents, guardians and family members who experience problems or are confused with
some matter regarding your child’s educational experience are asked to show similar
respect by striving first to learn the reason behind a policy or inquire about the teacher’s or
school’s understanding or decision before judging or forming an opinion. Those who are
not satisfied with what they have learned are asked to approach the administration to
investigate the matter. In this way positive resolutions can be reached.

Parents/Guardians are asked to follow these guidelines for expressing concern over a
school matter:

1. If a problem arises involving routine procedures such as homework, class
assignments, classroom behavior, or student-to-student problems, then the
parent is asked to contact the teacher first. The best way to do this is usually
through a note or a phone call to school. A message will be given to the teacher
to return your call. For a variety of reasons, parents should not attempt to bring
up difficult or serious matters in front of the other students or while the teacher
is on duty during the regular school day. Parents should not call a teacher’s
home.

2. If the problem is more serious, the parent/guardian should inform the principal
in writing or with a phone call. Only signed notes or callers who identify
themselves will be taken seriously. Due to school responsibilities, the principal
may not be available immediately; therefore patience in setting appointments or
returning phone calls is requested.

3. All staff members at St. Casimir School promise prompt attention to problems,
privacy in discussing matters, professional courtesy, respect when problems are
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presented, and a sincere effort to resolve problems in a Christian matter. We
promise to approach problems and misunderstandings in a manner that
expresses genuine concern for the welfare of your child spiritually,
psychologically, academically, and physically.

4. We ask the cooperation of parents in refraining from criticizing the teachers,
administration, school staff, students, or school regulations in the presence of
children. We are doing our best to teach respect for authority. Every teacher
wants your child to succeed. Please cooperate with the teacher when
suggestions are made, which may be beneficial in furthering your child’s
education. We will not tolerate assaults or harassment of a staff member,
student, or parent. Nor will we tolerate intimidating or verbally abusing any
member of the community.

5. Commission of any of the above acts on the part of a staff member will lead to
appropriate disciplinary actions. Likewise, misconduct on the part of a
parent/guardian or family member may lead to a warning or one of the
following:

A. Limiting or refusing permission to enter or use school grounds or
facilities

B. Asking that someone other than the person exhibiting poor
behavior represent the child’s interests in school matters

C. Refusing to allow the child to re-register, and in extreme cases,
initiating procedures to ask the family to withdraw the child from
school
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Student Code of Conduct
Students are responsible for conducting themselves according to the following code:

1. Compliance with classroom rules established by the teacher and the other
personnel is expected

2. Compliance with the school dress code is expected
3. Observance of the rules of conduct established by teachers and the

administration that protect the health and safety of all students is required
4. Silence should be maintained in the hallways
5. Absolute silence must be maintained during fire drills
6. Silence is required while entering the school building
7. Pushing, tripping, or other forms of harassment are prohibited within the

building and on the school grounds or at recess
8. Students must show respect to the staff, volunteers, and their peers
9. Students must show respect for school property and the belongings of others
10. iPods, mp3 Players, electronic games, and cell phones are not permitted unless

authorized by the principal
11. Students are not permitted to chew gum in school or on school property
12. Writing or passing notes are not permitted during school hours

Students must refrain from the following:

a. Assault
b. Classroom disruption
c. Fighting
d. Insubordination
e. Stealing
f. The use and/or possession of drugs and alcohol
g. Vandalism
h. Any forms of violence including verbal harassment will not be

tolerated. All incidences will be reported to the police department.

Please review the following Code of Conduct with your child. Have your child sign the
bottom of this page and return it to school by the end of the first week of school.

*I hereby agree to the Code of Conduct and will try my hardest to follow
these rules.
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Student’s Signature:___________________________ Date:_________________

Parent’s Signature:____________________________ Date:_________________

Parent Signature Page

I have read the Parent/Student Handbook and agree to follow the school
policies and procedures as stated.

________________________________ _________________
Parent Signature Date

________________________________ _________________
Parent Signature Date

________________________________ _________________
Student Signature Date

________________________________ _________________
Student Signature Date

________________________________ _________________
Student Signature Date

________________________________ _________________
Student Signature Date
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SIGNED FORM DUE TO THE OFFICE BY THE END OF THE
FIRST WEEK OF SCHOOL.


