
 
Page  

1 

PARENT AND STUDENT 

HANDBOOK 

 

       2016-2017 

 

 
 

 

 
 

“Be it known to all who enter here that Christ is the reason for this school. 
He is the unseen but ever present teacher in its classes. 

He is the model of its faculty and the inspiration of its students.” 
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INTRODUCTION 

 
The Sts. Peter and Paul Academy Student Handbook is a guide for parents/guardians and students enrolled 
at Sts. Peter and Paul Academy, containing policies and information to help parents and students 
understand procedures of the school.  Changes may occur as deemed necessary at the discretion of the 
Principal and Board of Directors working in partnership with the faculty and parent/guardians. 
 
This handbook constitutes an agreement among the school, parent/guardian, and child.  After reading 
and discussing the handbook please have your child return the lower portion of this page  with the child’s 
signature, the parent’s/guardian’s signature and date.  
 
The Catholic Church and this Catholic school recognize parents as the primary educators of their children. 
The education of students at our school is a partnership between parents and the school. If, in the opinion 
of the administration, the partnership is irretrievably broken, the school reserves the right to require 
the parent to withdraw his or her child. This is a very serious decision that is not made lightly. 

 
 

MISSION STATEMENT 

Sts. Peter and Paul Academy is dedicated to providing an exemplary, Catholic elementary education for all 
of our children.  The student’s educational experiences are based on the Gospel values, calling the children 
to utilize their God-given talents and gifts, which in turn will lead to a life of serving others within our society. 

 

VISION 

 
Sts. Peter and Paul Academy students strive for academic excellence.  They approach their studies with 
utmost personal effort.  Each child’s individual needs and learning style will be acknowledged to ensure the 
success of all children.   
 
Our children have experiences every day to develop them spiritually, to be faithful to themselves and others, 
and to become the best they can be.  The students experience firsthand the joy of giving back to their Church 
and surrounding community through various volunteer opportunities.   
 
Our graduates are the future. 
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SCHOOL HOURS 

 
The official school day begins at 8:00am.  Dismissal each day is at 3:10pm.  Doors are unlocked and 
students may be dropped off between 7:30am and 8:00am, entering the building through the cafeteria doors.   
Students arriving after 8:00am are considered late and must be signed in at the office by a 
parent/guardian.  Doors are locked at 8:00am for the safety of the children and staff.  Dismissed students 

may not return into the building without a parent/guardian or teacher. 
 
The Academy office closes at 3:30pm.  Parents/guardians are asked to call the office prior to 2:45pm if they 
are going to be late picking up their child.  If you are calling with a change in dismissal procedures for 
your child be sure you speak to someone.  Please do not leave a phone message or send an e-mail 
for a change in your child's dismissal. 
 

The school office is open from 7:30am to 3:30pm.  If you need your child to be in the building 
outside these hours, please make arrangements with the Principal.  If you are 
going to pick your child up between 3:10 and 3:30 please call Mrs. Donnelly to 
make arrangements.  If we do not hear from you prior to 2:45 your child will be 
sent to After School Care beginning at 3:30.   
 
 

COMMUNICATION 

 
Conferences 
 

Scheduled conferences are held in October and in March.  These are required conferences for parents to 
attend.  Students in grades 6-8 are also required to attend these conferences.  Parents/Guardians and/or 
teachers may request conferences at any time throughout the year. 
 
E-mail and telephone conferences provide an additional opportunity for teachers and parents to maintain 
good communication for the benefit of the child.  However, they do not replace the required conferences 
mentioned above.  If you wish to set up a phone conference with a teacher, please call the school office and 
a message will be given to the teacher, or contact the teacher via e-mail to schedule.  Please indicate a time 
that would be best for you.  E-mail addresses for the faculty and staff are:  first initial of first name, last name 
@sppacademy.org.  Example:  (gdonnelly@sppacademy.org.)   
 

Parents should not expect teachers to have a conference during the school 
day without making an appointment.  Teachers are responsible for children 
all day and should not be interrupted during class time.  Teachers are 
available to schedule a conference between 7:30-8:00am and from 3:10-
3:30pm. Please email your child's teacher or call 761-7772 to schedule a 
time to meet. 
 
Newsletters 
 
A weekly newsletter will be sent home with students in their Thursday envelope or via electronic 

communication, which will be either on our SPPA app or AscendSMS or both.   Teachers also send home 
weekly communications typically on Friday.  
 
Telephone Use 
 

Students are not permitted to use the telephone during the day without the consent of the Principal or school 
secretary.  If an emergency should arise please call the school office.  Parents should leave messages for 
their children in the school office to keep from interrupting classes.   Cell phones are to be turned in to the 
classroom teacher in the morning when the student arrives in class and picked up at the end of the day. 
 

mailto:gdonnelly@sppacademy.org
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ADMISSIONS POLICY 

 

Sts. Peter and Paul Academy (SPPA) is a private, elementary school teaching in the Catholic tradition 
supported by tuition, fundraising and donations. The Academy strongly supports and keeps an active, 
open, and ongoing relationship with the area parishes to foster and nurture the identity of the Catholic 
Church. It does not discriminate on the basis of race, color, religion, sex, national origin, or ancestry. 
 
 
 

 
New Students to Sts. Peter and Paul Academy 

 
A student new to Sts. Peter and Paul Academy will be subject to a probationary period of one trimester.  The 
purpose of this time period is to determine if our program and environment will allow the new student to 
succeed and reach his or her full potential.  If concerns arise, the Principal will schedule a meeting with 
parents/guardians to discuss those concerns.  
 
Family Volunteerism & Active Parishioners 

SPPA is founded upon the principles of volunteerism. As such, this is considered in the admissions policy. 
We believe that people that have shown a history of active volunteerism will continue to be involved in 
their children’s education and school.   
 
It is well known that no school can survive without the gracious support of volunteers. SPPA is no different. 
If we had to employ all the services we need to make this school run efficiently, it would be financially 
impractical, and the costs would be borne by you in the form of higher tuition. Aside from the financial 
aspect, volunteers bring another critical element into the picture - a sense of community spirit. We feel this 
is important enough that we have made it a fundamental element of our admissions policy. We do this to 
encourage family involvement and to build communion with your child’s development and education.  
Volunteerism is a requirement for families at SPPA.  Failure to meet the volunteer requirement is 
considered to be a break in the partnership between the family and the school. 

 

 
 
Admissions Procedure 
 

The primary purpose of the school is the education of the children in Reading, the Valley and the 
surrounding communities.  Class sizes are limited; therefore, a waiting list may be established. 

 

 No child will be denied admission to this school because of race, creed, color, or national/ethnic 
origin.  

 Evidence of qualification at a given grade level should be presented at the time of registration, as 
per state law.  Parent or legal guardian shall present certificates of birth and baptism (if 
applicable), as well as custody papers if relevant, at the time of registration.  

 All incoming students will be required to take an entrance assessment to determine if Sts. Peter 
and Paul Academy is able to meet the needs of the individual student and that the students is 
placed in the appropriate grade level.   

 New students must present documentation confirming all immunizations prior to the first day of 
school.  

 Tuition for the 2016-2017 year is $4,650 for K-8.   Tuitions assistance is available.  Forms for 
assistance are included in the registration packet.   An additional $100 book fee and $25 
supply fee applies to all grades.  This $125 fee is required at registration. Tuition payments are 

non-refundable.  
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  In addition, all families are required to participate in the Family Volunteer program.  For those 
families unable to volunteer, a $600 “Buy Out Policy” option is available.  Families who choose 
this option will be billed the $600. 

 
Family Volunteer Service 

 
Each family is required to participate in the Family Volunteer Program. Information on this program will be 
included in your packet. Volunteering will be applied to a wide variety of disciplines, both in and out of 
school. The Family Volunteer Program will help your child develop through the years, and will also help the 
school keep operating costs and tuition down.  Failure to meet the volunteer requirement is considered to 
be a break in the partnership between the family and the school. 
 
Registration and Admittance 

 Registration starts January of the current school year for current families for the following school 
year.  Registration forms can be found on the website: www.sppacademy.org. 

 Completed forms and the $125 book and supply fee check can be mailed to the Sts. Peter and 
Paul Academy, 231 Clark Road, Reading, Ohio 45215. If forms are incomplete forms you will 
receive a call regarding information and/or documentation needed. 

 Acceptance is determined at the sole discretion of the Board of Directors under the guidelines of 
the Admissions Policy.   

 Kindergarten students must be five years of age by September 30th of the year they intend to 
enter Kindergarten.  Exceptions to this policy will be determined by the Principal and Board of 
Directors. 

 

ATTENDANCE 

 
Why is daily school attendance important? 
 
Children who attend school everyday….. 

 Get better grades 
 Behave better at school and home 
 Are more likely to go to college 
 Hold higher paying jobs as adults 

Children who are often absent from school: 

 Do not perform up to their ability 
 Have difficulty getting along with others 
 Are more likely to drop out of high school 
 Are more likely to use drugs and alcohol as teens 

What parents can do…. 

 Let your child know how important education is 
 Make doctor appointments on days school is closed or after hours 

 Send your child to school EVERYDAY AND ON TIME 

 Make sure your child gets a good night’s rest 
 
Attendance Policy     

 
Sts. Peter and Paul Academy believes that for continual student learning and academic production to take 
place, good school attendance is a must.  No child is to be excused from attending school unless ill, 
exposed to a contagious disease, or upon parental request (arranged with the Principal), excused for a 

limited amount of time for a medical examination, an emergency, or an educational trip to a foreign country 
that enhances the educational or cultural growth of that child.  You are strongly encouraged to plan all trips 
outside the school calendar year or during school scheduled off times.  
 

All educational trips or absences for any reason other than mentioned above must be 

prearranged with the Principal.  
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In accordance with federal legislation regarding missing children, a parent/guardian is to call school 
when their child is absent.  The Academy will call the parent/guardian to confirm the absence if the 

parent/guardian does not call. 
Excused absences are those which have been approved by the absentee’s parent/guardian and approved 
by the Principal as a legitimate reason as specified in the Ohio Revised Code and the State Department of 
Education Regulations.  
Absences 

 
Excused absences include:  (reasons a child should stay home) 

      1.  Sickness (beyond 3 days- a doctor note is required) 
 A student may not attend school until 24 hours free of the following:     

  a. having a communicable disease 
  b. being in a communicable state 
   (elevated temperature,  uncontrollable coughing, vomiting) 

      2.   Death in the family 

      3.   Family emergencies 

      4.   Shadow days for 8
th

 grade students only (see page 7) 

 

Absence Procedure 

If it is necessary for your child to be absent from school, please follow these procedures: 
 

1. On the day of the absence, please call the office before 8:30am giving the reason for the absence, 

the child’s name and grade level, and your relationship to the child. 
 

2. Upon returning to school a written note is required for your child to be readmitted to school.  The 
note must indicate the following, which will be kept on file:    

 
 

 
 
 
 
 
Please request a statement from your doctor when an appointment is part of an absence, and send it to the 
student’s teacher with the written excuse. 
 
Students who become ill during the day are sent to the Principal’s office.  Notification to a parent/guardian 
must be made before a student leaves and the student must leave with the parent/guardian or person 
specified on the emergency release form.  The Academy does not accept responsibility for any student who 
leaves the school premises without permission. 
 
Excessive Absences 

 
Regular attendance is critical for student achievement.  Any student in Sts. Peter and Paul Academy who 
has an accumulation of more than 5 days of absences in any trimester shall receive an incomplete until the 
class work is made up.  Continual absences on the day of a test or major assignment or routinely on a 
Monday or Friday will require proof of illness from a doctor.   

 
Any student who has an accumulation of 17 or more days of absences in any single year will:  

 attend summer school or 

 be retained for the year  

Students with more than the allowed days of absences may will not be allowed to attend field trips, including 
overnight trips such as the Junior High Washington, D.C, trip, and may not be allowed to graduate from 
SPPA. 
  
The exceptions to this would require documentation for:   

 serious illness  

o Date 
o Child's name 
o Date of absence 
o Reason for absence 
o Signature of parent/guardian   
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 court ordered appointments or appearances  

 a trip out of the country - preapproved by Principal  
An appeal hearing with the Board of Directors will be arranged within two weeks after the notice of 
retention to review excuses for absences, tardiness, and academic performance.  In the event the 
student is in 4

th
 grade and above, the student and parent are required to attend the meeting.   

 
 
Tardiness 
 

Students who arrive after 8:00am or leave prior to 3:10pm are considered to be tardy.  Tardiness is 
disruptive to your child’s education, and it is also disruptive to the rest of the class.  Every effort should be 
made to schedule appointments outside of school hours.   If this is not possible, a written note must be 

brought to the office on the morning of the appointment when the student arrives at school.   
 
Late arrival 

A child arriving after 8:00am is considered to be tardy.  Parents must come in the office to sign 
the student in and list the reason for the tardy.   

Early Release  
A student who has to leave early is also considered tardy for the records.  A parent or a 
designated person must sign the student out from the office and list the reason for the early 
dismissal.  No child will be released directly from the classroom.  The child will be released from 

the office to a parent or person designated by the parent.  NOTE - an early release appears on the 
report card as a Tardy. 
 
Students must present a note to their teacher which is sent to the office when requesting 
permission to leave school early.  When writing a request, the time must be stated along with who 
will be picking the student up and the reason for leaving early.   

 
If your child becomes ill during the school day, you (or a person you have listed on the emergency form) will be 
notified, and your child will wait in the nurse’s office to be picked up. 
 
Excessive Tardiness 

 
School starts at 8:00am with school-wide morning prayer. Morning prayer is considered to be a part of the 
academic day.  As stated earlier in this document - students arriving late disrupt the learning of other students 
as well as their own learning opportunities.  Students arriving after 8:00am are considered to be tardy.  Once 
prayer and announcements have started, you must take your children to the front door, go in and sign them in 
as tardy.   
 
Consequences for Excessive Tardiness: 
 

 K-3 - After the 4th tardy, students in grades K-3 will be required to have a parent meeting with the 
Principal to address the concern and create an action plan. 

 

 4th-8th -  After the 4th tardy students in grades 4th-8th grades may receive a Saturday School 
assignment.  Saturday School will take place the 4th Saturday of each month with the exception of 
December which will be the 3rd Saturday.  Saturday School will be from 8:30-11:30am. 

 
Partial Day Absence 
 

Children are considered absent one half day when coming to school after 9:30am, leaving before 2:00pm or 
missing two class periods in a school day.   
 
Absences for International Educational Travel  

 
Students are allowed to participate in international travel (a trip to a foreign country) which has been pre-
arranged with the building Principal.  Teachers will be notified by the Principal. Educational assignments will 
be required to be completed in conjunction with the approved educational travel.  The assignments will be 
determined by the student’s teacher and approved by the Principal prior to the trip.  There is a limit of 1 trip 
in any school year. 
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SCHOOL TRIPS - Field Trip/ Overnight Field Trip Policy 

 
All regular field trips will be planned by teachers and approved by the Principal.  If a field trip includes an 
overnight stay, students will be accompanied by teacher(s) and approved chaperones.   
 
Field trips shall be educational in nature with follow-up learning experiences planned after the trip.  Students 
and adults on the field trips are representatives of the Academy and must behave appropriately at all times. 
 
An overnight field trip is defined as any trip that includes an overnight stay away from the student’s home.  
For a student to be eligible to go on an overnight field trip sponsored by, endorsed by, or organized by 
SPPA, tuition payments must be up to date and the student must meet the attendance requirement.  (See 
page 5 under Excessive Absences.)  The student will not be eligible for the trip if their tuition payments are 
not kept up to date throughout the school year. 

 
For any adult to be a participant in, or a chaperone for an overnight Field Trip, tuition payments for all their 
students attending the Academy must be up to date.  The adult will not be eligible to participate in the trip if 
their tuition payments are not paid in full.  All chaperones for an overnight Field trip and a trip that extends 

beyond the regular school day also must be Virtus Trained and complete a background check through 
the Protecting God’s Children program.    Go to www.virtusonline.org for details on the training and 
background check or call the Academy office. 
 
This policy will be strictly enforced. 
 
Shadow Days for Eighth Grade Students 
 

Eighth grade students are strongly encouraged to shadow high schools on days when SPPA is not in 
session.  You are encouraged to shadow in the fall.  If an eighth grade students wishes to shadow at a 
prospective high school on a day we are in session, they will be allowed two shadow days.   A form is 

required to be filled out and must be: 

 picked up from the 8
th

 grade teacher prior to the shadow day 

 completed by the student  

 signed by student, parent, Academy teacher and a high school official   

 returned to the SPPA office upon returning 
 

The shadow day will be considered a Field Trip, not an absence as long as the shadowing form is completed 
and returned.  Students are responsible for all work missed while they are out for a shadow day.   
 
Eighth Grade Days  
 

“Eighth Grade Days” are not recognized by the Elementary Schools in the Northeast Cluster of the 
Archdiocese including Sts. Peter and Paul Academy as a method of assessing whether or not you would be 
a good fit for the academic setting at a particular high school.  Students will not be excused to attend “Eighth 
Grade Day” at any high school.  Missed work will not be allowed to be made up.   The shadow days allow a 
student to experience how a high school operates and what they can expect on a regular day.   
 
Activities Outside of Regular School Hours 

 
There are some activities in the curriculum that are held outside the school hours (8:00am-3:10pm) i.e. 
Christmas program, concerts, field trips, retreats, etc..  Attendance is mandatory at these activities.  A 

parent note is required for student’s absence.  Students not attending will be required to do an alternative 
activity or assignment.   
 

 

VISITORS 

 

All visitors (including parents) must report to the office, sign-in.  Parents are asked not to “drop in” 

on a teacher before school. Please call between 7:30am and 3:15pm or write a note to the teacher 

requesting an appointment if you would like to schedule a meeting before or after school.  The best way to 
contact a teacher is via email, or through the app.   
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DRESS CODE 

 
A school uniform code is enforced at Sts. Peter and Paul Academy promoting an atmosphere conducive to 

learning and a sense of school pride.  Please note:  Spiritwear is only acceptable on designated 

spiritwear days.  

 
 
 
Required School Uniform - Year Round 

 
Boys: 

o dress or knit shirts  -  solid white or powder  (light) blue with collars 
o dress pants or dress shorts  -  navy blue or khaki 

 
Girls: 

o knit shirt with a collar - white or powder (light) blue blouse  
o navy blue or khaki pleated or A-line style skirt, or skort may not be more than 2 

inches above the knee  
o Navy blue or khaki jumper  with appropriate length (about 2 inches above the knee) 

           - leggings or tights can be worn with a skirt or jumper  
o navy blue or khaki loose fitting slacks, capris or shorts (shorts must have a about  7" 

inseam for K-3 and about 9" inseam for 4-8.) 
  **Note - leggings or tights may not be worn under shorts 
     
Guidelines: 
1. Shirts and blouses must be tucked in at all times.  Students may also wear a banded uniform shirt.  

Plain white t-shirts may be worn under shirt but may not stick out. 

2. Jeans, corduroy pants, pants with more than four pockets, pants with pockets down the legs, flared 
pants, cargo pants, or pants with elastic around the ankles, are not acceptable. 

3. Only St. Peter and Paul Academy logo is permitted on the shirt. 
4. All students in grades four through eight must wear belts with pants or shorts that have belt loops. 
5. Sweaters and sweater vests must be navy blue or white uniform style.  They must button or zip 

down the front or be a V-neck pullover style. 
6. Sweatshirts must be red or black with the Sts. Peter and Paul Academy logo or plain.  Hoodies may 

be worn as long as the student does not cause a distraction to himself/herself or to others in the 
room.  (Teacher discretion may be used to eliminate a student's right to wear a hoodie due to 
behavior concerning hoods.) 

7. Gym shoes or other soft sole shoes are required.  Sandals, clogs, crocs, flip flops, high heels and 
boots are not permitted.   

***Please Note***  Boots will not be allowed to 

be worn during the school day except for 'Out of 

Uniform' days or as specified.  This includes Uggs, 

winter boots, rain boots, ankle boots, etc., any type 

of boot.  Students need to wear either gym shoes or 

other type of flat soled shoe with closed heels and 

toes, not boots. This is for K-8th.   

8. If a child wears snow boots, rain boots or heavy work boots to school, they must bring 
shoes to change into.  Snow and rain boots are for outside only and work boots are for 
heavy duty work. If a student has a medical condition and is not able to easily change, a note 

must be on file from the doctor in the office for a student to keep boots on all day.  Contact the 
Principal to make arrangements.   
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9. Socks must be white, black, or navy blue and must be visible above the shoes.  Navy blue, black or 
white leggings or tights may also be worn. (Please NOTE - Students are not permitted to wear Nike 
Elite socks) 

10. Head coverings, such as hats, bandanas, and scarves may not be worn in school. 
11. All hairstyles are to be neat, well-groomed, and not distracting to others.  Long hair must be kept 

out of student's face and eyes at all times. 
12. Make-up, glitter, acrylic nails, nail polish, hair paint, face paint, and tattoos (including henna and 

temporary tattoos) are not to be worn in school.   
13.        A simple post earring in each earlobe is permitted for girls.  Boys are not permitted to wear 

 earrings.    No other piercings are allowed for any student. Students are allowed to wear a watch.  
 No other jewelry is allowed. 

 
Gym Clothes 

 
The gym uniform consists of: 

 Gray gym shirt with the SPPA logo on the front or a plain gray T-shirt 

 Gym shoes  

 Black mesh shorts   
o Youth size shorts will have a 7” inseam 
o Adult size shorts will have a 9” inseam 
o If your child is a smaller person in upper grades, you must order the adult sizes for the 

length.  

  
 Students in grades K-2 may wear their gym clothes for the entire day on gym days.   
 All students are required to have some type of gym bag for their clothes.   The bag can be as 

simple as a grocery bag.  (PLEASE PUT NAME ON BAG & CLOTHES) 
 If the classes go outside during cold weather, a black or red SPPA sweatshirt and sweatpants are 

permissible.  The sweatshirt and sweatpants may also be plain (without the logo). Logos from 
professional teams, other schools, etc. are not a part of our gym uniform. We are SPPA!   

 PLEASE LABEL ALL CLOTHING WITH CHILD’S NAME 

 
 
Out of Uniform Days 

 
Dress on 'Out of Uniform' days should reflect good taste and modesty.  Take pride in being an SPPA student.  

 Shirts or sweatshirts may not have obscene or inappropriate pictures, slogans, or alcohol and drug 
symbols.   

 Hoodies may be worn as long as the student does not cause a distraction to himself/herself or to others 
in the room.   

 Halter tops, crop tops, camis, spaghetti strap tops, tank tops, sleeveless shirts (boys) oversized and 
excessive bagginess and other similar attire are not permitted.   

 Skirts and shorts must be a reasonable, modest length around the area of the knee or just above.   

 Jeans may not be torn and are to be worn at the waist.   

 Shoes are the same as uniform policy.  No clogs, crocs, sandals, high heels, or flip flops are permitted.   

 Belts are the same as the uniform policy.   

 When an Out of Uniform day falls on a gym day, gym clothes are to be worn during gym class. Out of 
uniform passes may not be used on Mass Day.   

 
Students dressed inappropriately or who have inappropriate parts of the anatomy exposed, will call home for new 
clothes. Students will be provided with a large oversized T-shirt to wear until parents/guardians can get here with 
proper attire. 

 
Please take pride in being a part of Sts. Peter and Paul Academy.  We are not Reading, we are not MND or 
Moeller, we are not NKU or UC.  We are SPPA.  Our spirit wear includes: 

 red or black SPPA sweatshirts with or without hood 
 red or black plain sweatshirts with or without hood 
 blue Kids Fun Run Sweatshirt (from past Fun Run) 
 former SPPS sweatshirts 
 We Support our Troops t-shirts 
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Other school’s spirit wear is not allowed:  Example - Reading, MND, Moeller, etc. unless otherwise 
specified (this includes 'Out of Uniform' days).  Students are allowed to wear their team jersey for the sport 
they are playing at the time and that may be for another school.  We also have fun days when students can wear 
their favorite sports teams which may be a pro team or local school team.  

 

Field Trip attire:  For some fieldtrips students will be required to be in their regular school uniform.  For 

others they may be allowed to be out of uniform per the guidelines above.  (Teacher specified) 
 
 

DISCIPLINE 

 
Code of Conduct and Disciplinary Actions 

 

One of our primary goals is to provide quality instruction for our children.  This cannot happen without 
discipline in the classroom.  Student behavior at school is expected to be exemplary allowing for learning at 
all levels to take place.  The necessary measures will take place to control and monitor proper behavior in 
and out of the classroom.  The student benefits from consistency and mutual support between home and 
school.   
 

Parental cooperation is vital to effective discipline.  If you do not understand measures used with regard to 
your child(ren), please contact the teacher involved. If after discussing the situation with the teacher, you 
feel further action is necessary, please contact the Principal. 
 
Specific student policies pertaining to discipline are decided by the Principal with advice from the Faculty, 
Principal Advisory Group, and the Board of Directors. 
  
Student Responsibilities 
 

Students are expected to behave appropriately at all times. They will show respect for all people by the way 
they speak and act; never teasing, ridiculing, making fun of, or bullying another person.  They will use polite 
language at all times.  
 
A. Every student has the right to a learning environment that is free from disruption.   

 
1. Students must be prepared for class, arrive on time for class and be responsible for 

bringing all necessary books and materials to class including: pencils, pens, binders, 
folders, notebooks, etc. 

2. Students are expected to complete and submit, on time, all assigned schoolwork. 

3. Students are expected to abide by the Dress Code.   

4. Students are to obey all individual classroom regulations. 

5. Students will know and understand these rules and their consequences as stated in this 
handbook and classroom guidelines. 

 
B. All materials and equipment shall be used with care and respect and with an understanding of what it 

means to live in a world in which our resources are limited and need to be shared.  
 

C.  Gospel Values are to be promoted by all students, parents, and faculty at Sts. Peter and Paul Academy. 
Everyone is expected to demonstrate a polite, Christian attitude toward each other at all times.    
 

 
Discipline Policy 

 
The discipline policy has been established to serve as a guideline in order to maintain an atmosphere best 
suited for academic achievement and to create a place where God’s presence is always felt.  There may be 
times that a policy or procedure may need to be adjusted to meet the need of an individual child or parent.  
These changes will take place at the discretion of the Principal and the Board of Directors.   
 
Minor Infractions occur at times that require minor consequences.  In this case there may be a loss of full or 
partial recess time, or time-out for minor infractions as deemed necessary.  This may be spent sitting outside 
with the playground supervisor, in a classroom or cafeteria with a supervisor, or in the Principal’s office.    
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Detentions 
 

Automatic detentions may be given for but are not limited to the following: 

 Repeated minor offenses such as making noise in class, repeatedly not bringing in homework, 
and/or continually not following directions 

 Demonstrating disruptive behavior in class 

 Use of physical assaults or vulgar or obscene language or gestures  

 Tardiness (Upon receiving the 4
th

 tardy slip a Saturday school may be assigned for 4th-8th grade 
students) 

 Name calling 

 Repeated dress code violations  
 
Conditions: 

 Detention lasts 45 minutes prior to the start of school – 7:15am-8:00am 

 Consideration is given to the home situation and age of the child 

 Parent/guardian must provide transportation to school 
 
In-School Suspensions 
 

For an in-school suspension, students are isolated from the rest of the class and work alone in isolation for a 
period determined by the Principal.  Such violations may include but are not limited to: 
 

 Cheating and forgery  

 Acts of immorality  

 Theft 

 Direct and blatant disobedience (Continual disruption of class after repeated warnings) 

 Minor Fighting offense  (pushing, shoving, pinching. tripping, etc.)  (1st offense) 

 Damage, destruction or theft of Academy and private property 

 Rude or disrespectful behavior toward another student or a faculty member  
In-School Suspensions are considered to be very serious and may result in dismissal from SPPA. 
 
Conditions: 

 Administered only by the Principal 

 Child is given an explanation of the reasons for the suspension 

 Child is given a chance to explain his/her side of the story 

 Parents are given an explanation of the reasons for the suspension within 24 hours 

 Child is responsible for all work missed 
 
Out of School Suspension 
 

 Causing panic (infraction that causes evacuation of building, emergency services to be called, etc.) 

  Behavior that jeopardizes the personal safety of self, other students, or school personnel 

 Fighting offense (punching, hitting, etc) 

 Second minor fighting offense (see above) 
 
Conditions: 

 Administered only by the Principal 

 Child is given an explanation of the reasons for the suspension 

 Child is given a chance to explain his/her side of the story 

 Parents are given an explanation of the reasons for the suspension within 24 hours 

 Child is responsible for all missed work 
 
Expulsions 
 

Any of the following, or any act deemed as a major violation could result in an expulsion.  Such violations 
include but are not limited to: 

 Use or possession of tobacco, narcotics, alcoholic beverages, drugs and counterfeit or look-alike 
drugs 

 Repeated acts such as fighting or assault violations including minor fighting offenses 
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 Repeated incidents of causing panic (infraction that causes evacuation of building, emergency 
services to be called, etc.) 

 Repeated incidents of behavior that jeopardizes the personal safety of self, other students, or 
school personnel 

 Repeating incidents of behavior that interferes with the learning of other students 

 Possessing anything commonly considered a weapon or dangerous instrument 
 
Conditions 

 Administered only by the Principal 

 Child is given an explanation of the reasons for the expulsion 

 Child is given a chance to explain his/her side of the story 

 Parents/guardians are given an explanation for the reasons for the expulsion as soon as contact 
can be made with the parent/guardian 

 Child must remove all personal belongings and leave the premises immediately with his/her 
parent/guardian 

 Child will not be permitted back on the school grounds 
 
Expulsion process: 
 
Expulsion decisions are sometimes subjective.  Although parents will have an opportunity to discuss the 
situation with the teacher, Principal, and school board, the decision of the Board of Directors is final and may 
not be appealed.      
 
 

GUARDIANSHIP 

 
The responsibility for each child rests with the court designated custodial parent.  The Academy will make 
every effort to support that parent in carrying out this responsibility.  
 
The non-custodial parent also has some inherent rights in regard to the child unless there is a specific court 
order limiting those rights. 
Procedures: 
 
1. At the time of registration, or when there is evidence of a dissolution of marriage, the Academy will 

require the residential parent to produce any court document that puts limitations on the rights of the 
non-residential parent.  

2.   A copy of this court document is kept in the student’s file. 
 
 

RECORDS 

 
All student records are private and accessible only to the Principal and teachers who are working with the 
student, and the student’s parents who make official requests.  According to the Family Education Rights 
and Privacy Act, parents have the right of access to records.  A parent needs to make a request in writing 24 
hours in advance.  An appointment will then be made to view the records the Academy retains for the 
student.  These files may not leave the Academy building. 
 
 

CHANGE IN RESIDENCE 

 
Should there be a change in residence, the new address and telephone number is to be sent to the school 
office.  If a transfer to another school is involved, contact should be made directly with the Principal. 
 
The parent/guardian must sign a release form, including the name and address of the new school, before 
school records can be released.  Records are forwarded directly to the new school. 
 
Picking up the student’s report card and personal belongings on the last day of attendance at school is the 
responsibility of the parent or guardian.  All financial obligations (payments & fees) must be up-to-date 
before school records are forwarded. This includes tuition. 
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RELIGIOUS OBSERVANCES  • SACRAMENTAL PROGRAMS  • MASS ATTENDANCE 

 
Students are provided with the opportunity to share in liturgy and prayer on a regular basis.  Parents are 
invited and encouraged to attend our liturgies.  As a member of Sts. Peter and Paul Academy, you have 
made a commitment that your children are a part of the learning process of the Catholic Faith.  Students 
start the day with morning prayer as a whole school, attend Religion class daily, and attend Mass on a 
regularly scheduled basis.   Prayer, Religion class, and Masses are all a part of our Religion Curriculum.  All 
students are required to attend all Masses.  Most Masses are held at school.  However, we do transport 
students to Sts. Peter and Paul Church upon occasion.   
 
Students will prepare for the reception of the Sacrament of Reconciliation, the Sacrament of Holy Eucharist, 
and Confirmation at their home Parish.  However, the Archdiocese Curriculum does include these 
Sacraments and will be followed in conjunction with the home Parishes.  Parent meetings are held prior to 
the reception of these Sacraments at the home Parishes. 
 
 

HOMEWORK 

 
Homework assignments grow out of class work; they are intended to be a supplement and reinforcement.  
Homework is basically the responsibility of the student; however, parents are strongly encouraged to 
become involved in the learning process. 
 
Students may have homework assignments daily as well as periodic long-range assignments.  It is 
suggested that each student have a suitable environment and specific time set-aside for the completion of 
homework assignments.  If a child consistently appears to have no homework or if a child seems to have too 
much homework, consultation with the teacher should be considered.  Generally, K-2 will not have assigned 
homework beyond daily reading and math and work not completed during regular class time. 
 
The amount of time spent on homework will vary according to grade level, the nature of the assignment, and 
the individual students.  An average daily allotment which includes both written and study assignments could 
be: (Please note:  these are only estimates, these times can vary depending on the work habits and abilities 
of the child.) 
            
Grades K-2 about 10-30 minutes                 Grades 5-6      about 45-60 minutes 
Grades 3-4      about 20-45 minutes                 Grades 7-8      about 60-90 minutes 
 
Homework Procedures  

 
1. Students who are absent are required to make up missed assignments. 
2. Children will be allowed one day for every day absent to make up work.  If a child is absent two 

days, he or she will be give two days upon returning to school to make up the work.  NOTE:  If the 

work was assigned prior to the absence, it is due on the day the student 

returns.  There will be no extra time allowed for previously assigned work. 

Reminder:  Continual absences on the day of a test or major assignment or continual 
absences on a Monday or Friday will require proof of illness from a doctor. 

3. Teachers should not be asked to stop teaching class to prepare the homework for an absent child.  
On the day of a child’s absence please call the office before 9:00am and let the office know you 
want your child’s homework.  A note will be sent around to teachers and homework will be 
prepared by the end of the day.  Parents may pick up homework assignments and books in 
the office at the end of the day (after 3:10pm). 

4. For students with preapproved absences (i.e. international travel or any previously 
approved absence): assignments that are given before the student is absent are expected to 
be turned in the day they return to school.  NO EXTRA TIME WILL BE GIVEN FOR 
PREAPPROVED TRAVEL OR ABSENCES. 

 
       
 
 
 
 



 
Page  

15 

PUPIL PROGRESS UPDATES  

 
ASCEND 

Sts. Peter and Paul Academy has a communication program for teachers, parents, and students to monitor 
their progress on a daily basis.  Each student has been assigned a student identification number that will 
enable him/her to into the program located on the SPPA website to see their grades.  Homework 
assignments, grades, comments, etc. will all be located on the Ascend program.  Parents will also have a 
password that will allow them to access their child(ren)’s progress.   
  
Report cards will be issued at the end of each trimester.  However, interim reports are not sent out with the 
availability of all grades at all times on the Ascend program.  If you do not have computer access or a smart 
phone with internet access, please call the office to make other arrangements. 
 
SPPA APP 

Sts. Peter and Paul Academy has an app that is used for communication with parents, teachers, Board 
members, and students allowing access to information on smart phones, lap tops, computers, etc.  Teacher 
blogs, classroom photos and activities can be uploaded instantly and shared with families.  The app also 
contains prayers and devotions, an events calendar, on-line form completion capability, and much more.  Go 
to the Apple store and look for the Sts. Peter and Paul App and download.  (the SPPA app is free) 
 
Retention   

Failure in two or more core areas for two trimesters will result in retention. 

Core Areas:  Religion, Reading, English, Math, Social Studies and Science 

Decisions regarding make-up work to be assigned to a student for a course or grade failed for the year are 
to be made by the Principal, who will consult the teacher(s) involved.  Before a child is retained, his/her age, 
maturity and total achievement are considered in the decision.  A pupil is only retained in the same grade 
when there is positive indication that he/she will benefit from retention. 
 
PROMOTION, ACADEMIC ACCELERATION, PLACEMENT, RETENTION and Mid Year Promotion 
(Third Grade Reading) 

The Board of  Directors recognizes that the personal, social, physical, and educational growth of children will 
vary and that they should be placed in the educational setting most appropriate to their needs at the various 
stages of their growth. 

It is the Board's intent that each student be moved forward in a continuous pattern of achievement and 
growth that is in harmony with his/her own development. 

A grade 3 student who was required to earn a TGRG promotion score but failed to do so by the 
summer of his/her 3rd grade year will remain in 3rd grade. Such students will be placed in 
instructionally appropriate classes and continue with their reading intervention plan.  Any such 
students who earns a proficient or higher score on the Fall grade 3 ELA test will be promoted to 
grade 4 at midyear.  Students who do not earn a proficient or higher score on the Fall grade 3 ELA 
test will not be promoted to grade 4 until the following school year. 
 

Beginning with students who enter third grade in the 2015/2016 school year, any student, unless excused 
from taking the third grade reading assessment under Ohio Revised Code Section (RC) 3301.0711, who 
does not attain at least the equivalent level of achievement as required by RC 3301.0710 on the 
assessment, is not promoted to fourth grade.  (exceptions listed below) 

RETENTION: 

A student may be retained at his/her current grade level when s/he has: 

A. in the opinion of the professional staff, failed to demonstrate proficiency in mathematics and reading; 
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B. in the opinion of the professional staff, failed to achieve the instructional objectives set forth at the current 
grade level that are requisite for success at the succeeding grade level. 

C.  Beginning with students who enter third grade in the 2015/2016 school year, any student, unless 
excused from taking the third grade reading assessment under Ohio Revised Code Section (RC) 3301.0711, 
who does not attain at least the equivalent level of achievement as required by RC 3301.0710 on the 
assessment, is not promoted to fourth grade unless one of the following applies:  

 1. The student is a limited English proficient student who has been enrolled in United States 
schools for less than three full school years and has had less than three years of instruction in an English as 
a second language program. 

 2. The student is a child with a disability entitled to special education and related services 
under RC 3323 and the student’s Individualized Education Program (IEP) exempts the student from 
retention under this division. 

 3. The student demonstrates an acceptable level of performance on an alternative 
standardized reading assessment as determined by the Ohio Department of Education. (i.e. IOWA Form F) 

 4. All of the following apply:   

 A. The student is a child with a disability entitled to special education and related services 
under RC 3323. 

 B. The student has taken the third grade English language arts achievement assessment 
prescribed under RC 3301.0710. 

 C. The student’s IEP or 504 plan shows that the student has received intensive remediation 
in reading for two school years but still demonstrates a deficiency in reading. 

 D. The student previously was retained in any of grades kindergarten to three. 

 5. The student received intensive remediation for reading for two school years but still 
demonstrates a deficiency in reading and was previously retained in any of grades kindergarten to three.  
Students promoted under this section continue to receive intensive reading instruction in grade four.  The 
instruction includes an altered instructional day that includes specialized diagnostic information and specific 
research-based reading strategies for the student that have been successful in improving reading among 
low-performing readers. 

Intervention services are offered to students who are not making satisfactory progress toward the attainment 
of the statewide academic standards for their grade level.   

MID YEAR PROMOTION POLICY 

Any student who has been retained because of results on the third grade English language 
assessment and who then demonstrates during the academic year that he/she now is reading at or 
above grade level,  is promoted to the fourth grade pursuant to the District-level midyear promotion 
policy. 

The Principal  shall develop administrative guidelines for promotion, placement, and retention of students 
that: 

A. require the recommendation of the relevant staff members for promotion, placement, or retention; 

B. require that parents are informed in advance of the possibility of retention of a student at a grade level; 
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C. assure that efforts will be made to remediate the student's difficulties before s/he is retained; 

D. require that a student be retained if s/he is truant for five percent (5%) or more of the required 
school days and has failed at least two (2) courses of study, unless the principal and the teachers of 
the failed subjects determine that the student is academically prepared to be promoted; 

E. assign to the principal the final responsibility for determining the promotion, placement, or retention of 
each student; 

F. provide parents the opportunity to request the promotion, placement, or retention of their child; provide 
parents the opportunity to appeal the decision about their child's promotion, placement, or retention. 

ACADEMIC WHOLE YEAR  ACCELERATION POLICY: 

Academic acceleration may involve whole-grade acceleration or individual subject acceleration. Academic 
acceleration occurs when a student is not only doing the caliber of work necessary to be promoted to 
the next grade or enrolled in the next course in the academic sequence, but also demonstrates the ability to 
do the caliber of work required of students in that next grade level/subject/course. An acceleration evaluation 
committee will determine whether the student will be permitted to skip a grade level (i.e., whole-grade 
acceleration), or take a subject at a higher grade level or skip a course in the usual and customary academic 
sequence (i.e., individual subject acceleration). 

Any student may be referred by a staff member or a parent/guardian to the principal for possible 
accelerated placement. Copies of referral forms for evaluation for whole-grade or individual subject 
acceleration will be available at each school building.  Students referred for accelerated placement will be 
evaluated in a prompt manner. The building principal will schedule the evaluations.  

Before a student is evaluated for accelerated placement, the principal (or his/her designee) shall obtain 
written permission from the student's parent/guardian. 

Evaluations related to referrals that occur during the school year will ordinarily be completed and a written 
report issued within forty-five (45) calendar days. Evaluations related to referrals that occur at the end of a 
school year or during the summer will be completed and a written report issued either or before the end of 
the school year, if possible, or within forty-five (45) calendar days of the start of the next school year. 

Upon referral, the student's principal (or his/her designee) shall convene an acceleration evaluation 
committee to determine the appropriate learning environment for the referred student. This committee shall 
include of the following: 

A. a parent/guardian, or a representative designated by that parent/guardian 

B. a gifted education coordinator or gifted intervention specialist, or if neither is available, a school 
psychologist or guidance counselor with expertise in the appropriate use of academic acceleration may be 
substituted 

C. a principal or assistant principal from the child's current school 

D. a current teacher of the referred student 

E. a teacher at the grade level or course to which the referred student may be accelerated 

The acceleration evaluation committee shall be responsible for conducting a fair and thorough evaluation of 
the student. The acceleration evaluation committee will consider the student's own thoughts on possible 
accelerated placement in its deliberations. In the event that career-technical programs are considered for 
acceleration, a career-technical educator shall be consulted as a part of the evaluation. 
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Students considered for whole-grade acceleration will be evaluated using an acceleration assessment 
process approved by the Ohio Department of Education. 

Students considered for individual subject acceleration will be evaluated using a variety of data sources, 
including measures of achievement based on State academic content standards (in subjects for which the 

The acceleration evaluation committee shall issue a written decision on the outcome of the evaluation 
process to the principal and the student's parent/guardian. This notification shall include instructions for 
appealing the decision. 

Appeals must be made in writing to the Principal within thirty (30) calendar days of the parent/guardian 
receiving the committee's decision. The Principal or his/her designee shall review the appeal and notify the 
parent/guardian of his/her decision within thirty (30) calendar days of receiving the appeal. The Principal or 
his/her designee's decision shall be final.  If the student is recommended for whole-grade or individual 
subject acceleration, the acceleration evaluation committee will develop a written acceleration plan. The 
parent/guardian shall be provided with a copy of the plan. The plan shall specify: 

A. placement of the student in an accelerated setting; 

B. strategies to support a successful transition to the accelerated setting; 

C. requirements and procedures for earning high school credit prior to entering high school (if applicable); 
and, 

D. an appropriate transition period for accelerated students. 

A school staff member will be assigned to oversee implementation of the acceleration plan and to monitor 
the adjustment of the student to the accelerated setting. 

At any time during the transition period, a parent/guardian of the student may request in writing that the 
student be withdrawn from accelerated placement. In such cases the principal shall remove the student from 
the accelerated placement without repercussions. 

At any time during the transition period, a parent/guardian may request in writing an alternative accelerated 
placement. In such cases, the principal shall direct the evaluation committee to consider other accelerative 
options and to issue a decision within thirty (30) calendar days of receiving the request. 

If the student will be placed in a different accelerated setting from that initially recommended, the student's 
acceleration plan shall be revised accordingly, and a new transition period shall be specified. 

At the end of the transition period, the accelerated placement shall become permanent. The student's record 
shall be modified accordingly, and the acceleration implementation plan shall become part of the student's 
permanent record to facilitate continuous through the curriculum. 

GRADE RETENTION RELATED TO THIRD GRADE READING GUARANTEE 
 

One of the primary goals of the Catholic Schools’ Office (CSO) and Sts. Peter and Paul Academy is to 
support all students as they discover their God-given talents to be both academically and spiritually 
successful.  Realizing that students enter school with different abilities and capabilities, we work to 
remediate students with deficiencies at every grade level. It is our desire that all students will advance 
through their school age years in a natural grade progression. Knowing that such progression may be a 
challenge for some students, the CSO has developed the following guidelines to provide support and 
services to students who may need assistance in reading. 
 
Starting in kindergarten, and continuing through grade 3, SPPA will use a reliable, research-based 
assessment tool to evaluate reading abilities and grade level comprehension for all students. If results show 

that a student appears to be falling behind and is not reading on grade level, SPPA will initiate a reading 
plan to assist that student to achieve his or her grade level.  Students who are struggling with reading, 
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and in particular students who are on an ED CHOICE SCHOLARSHIP, are required to reach grade 
level reading competencies by the end of third grade, or remain in third grade for the following 
school year. This plan was developed as a pro-active guide for our schools to implement for all students.  

However, it has significant impact on students who are recipients of ED CHOICE SCHOLARSHIPS.  
 
For each student identified as having reading skills below grade level (through both reliable assessments 
and teacher input), SPPA will immediately implement an intervention plan for reading that will address that 
student’s specific reading deficiencies. This plan must include strategies and interventions that will assist the 
student to read at, or above, grade level by the end of third grade. Students will be assessed frequently to 
determine their achievement and growth in reading. 
 

 The following is an example of a Reading Intervention Plan: 

 Assess all K-3 students in reading using a research-based, reliable assessment during the months 

of September and October starting with Kindergarten. 

 Provide instructional strategies that will provide continuous interventions and support for targeted 

students’ deficiencies for students not on grade level according to a researched-based reading 

assessment. 

 Notify parents in writing about their child’s reading deficiency, and set up a meeting as early as 

possible.  

 Provide a description of the student's specific reading deficiencies to parents along with additional 

instructional services that will be provided, how often, and by whom. 

 Provide forms to parents that require them to be involved in the instructional services by providing 

support at home. 

 Monitor the process that is put in place (see attached forms): 

  - Specific reading interventions delivered to each student 
 - Dates and locations where support was given (during school, after school, summer, etc.) 
 - Who delivered services (classroom teacher, para professional, reading specialists, etc.) 
 - The method of delivering the support (one to one, small group, on-line support, etc.)  

 Teachers will perform frequent, formative assessments to provide ongoing analysis of each 

student’s progress. 

 Teachers will maintain documentation of frequent contacts with parents regarding updates of 

student’s progress and additional analysis of the student’s deficiencies that has not shown growth. 

 Parents will document time and strategies of working with their child to be presented at scheduled 

meetings. 

 A written statement that specifically states: A student who is a recipient of an ED CHOICE 

SCHOLARSHIP and who fails to attain a passing score on all state reading assessments, including 

summer school sessions, by the end of third grade, will be retained in third grade for the following 

school year. 

 

 STANDARIZED TESTING 

  
 The Iowa Tests of Basic Skills will be administered in April in grades 2 through 8.    Students in 

grades 5 and 8 are administered the ACRE assessment of Catechesis.  EdChoice students are 
required to take the all assessments per Ohio State guidelines in grades 3 through 8.  The data is 
used for curriculum development, to ensure student progress by indicating strengths and 
weaknesses that need to be addressed, and to give direction for the professional development 
needs of the faculty.  Results are sent home to the parents for use in understanding the academic 
progress of their child.  It is very important that students attend school on testing days, be well 
rested, well fed, and on time. 
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Grading Scale 

 
The grading system for Kindergarten has always been different from first through eighth grades.  This year 
we are piloting a new Student Progress Update (SPU) for Kindergarten and 1st grade specifically based on 
the Graded Course of Study Curriculum and Ohio State Standards.   
 
Kindergarten and 1st: (NOTE:  This may change to be more user friendly) 
 
 
 
 
 
     

 
 
 
 
Grades 2-8 

96-100=A                      85-86=B-                    74-76=D+ 
93-95=A-                       82-84=C+                  72-73=D 
90-92=B+                      79-81=C                     70-71=D- 
87-89=B                        77-78=C- 
                         
Progress Code 
+ = area of strength                                     - area needs growth                                                                                 
No mark – satisfactory               * = Ability Adjusted Curriculum  
         
Effort 
1 = Good          2 = Satisfactory       3 = Needs Improvement 
 
 
Honor Roll  

 
Starting in fourth grade student grades will be translated into a grade point average to determine honor roll 

eligibility.  Honor roll will be based on grades in the core subjects: Math, Science/Health, English/Reading, 
Social Studies, and Religion.  The following guidelines will be used to determine Honor Roll candidates:   
A = 4.00    
A-  = 3.67     
B+ = 3.34   STRAIGHT ‘A’ HONORS  4.00  
B = 3.00   1

ST
 HONORS   3.67 – 3.99  

B- = 2.67   2
ND

 HONORS    2.67 – 3.66  
C+ = 2.34   ACHIEVEMENT  1.67 – 2.66 
C = 2.00     
C- = 1.67     
D+ = 1.34     
D = 1.00  
D- =   .67           
One D+ or above is allowed to be eligible.   Students earning a “D” or lower will not be eligible for honor roll 
regardless of the GPA.   
 
Criteria for Merit Honors  
 

It is understood that students need to be recognized for continued hard work, exemplary behavior and 
overall good school citizenship.  As a result we have a Merit Honor Roll system in place which is also 
announced at the end of each grading period.   
 
Criteria for Merit Honors: 
 

1. Good overall effort, attitude, and behavior 

2. No more than 4 demerits in a trimester or no more than 5 flipped cards per trimester 

3. Nothing lower than a C average 

Academic Assessment Scale 

4 - Consistently Demonstrates Proficiency 
3 - Frequently Demonstrates Proficiency 
2 - Progressing Toward Proficiency 
1 - Demonstrates Limited Progress Towards Proficiency 
N/A - Not Assessed This Grading Period 
* Modified Standards 



 
Page  

21 

 
 

BEHAVIOR 

 
Field Trips 
 

All school sponsored extra-curricular activities are under the guidelines of school policies.  Field trips, 
including overnight trips such as the Washington, D.C. trip, are a privilege meant to be enrichment for 
classroom work.  Students who continually do not complete their assignments and would benefit from having 
a day to work at school may not be allowed to go on a field trip.  This will be determined by the teacher and 
the Principal.  Parents and student will be notified in advance.  Students will follow the directions of the 
driver and obey all bus safety and courtesy rules including but not limited to: 

o Best manners representing SPPA 
o Aisles kept clear at all time 
o Appropriate voice levels 

 
Students who are absent from school on the day of a scheduled field trip are not allowed to be a part of the 

field trip in any way.  Assignments from the field trip will not be accepted.  A student who attends a field trip 
event but is called in as being absent from school faces severe consequences up to and including expulsion 
from SPPA.  
 
Cafeteria 

 
Cafeteria rules are posted in the cafeteria and include general appropriate behavior guidelines for everyone.  
The rules are listed below for your convenience for you to discuss with your children.   
 

1. Students should walk in the cafeteria and keep their hands and feet to themselves. 
2. Students should remain seated and calm while they are eating and remember to keep the volume 

of their voices under control.  Students must ask permission from the teacher to get up from the 
table. 

3. Students should clean up the area around their table before leaving the cafeteria. 
4. Students should walk as they leave the cafeteria once they are dismissed. 
5. Students should never take another student’s food or throw food in the cafeteria. 

 
Playground 

 
Playground rules will be discussed by the homeroom teacher.  These rules are in place for the safety of the 
children: 
 

1. Students are permitted to play on the blacktop and fenced in grassy areas. 
2. Students are to ask permission to get a ball from outside the playground area or field.  (They are 

not allowed to go over the fence or go into the bushes without permission from the teacher or 
supervisor on duty.) 

3. Students are not permitted to leave the playground without permission from the teacher on duty. 
4. Students are not permitted to play “rough” games that may cause injury or harm. 
5. Students are not permitted to bring any food from the cafeteria. 

 
General Rules 

 
1. Students may remain in the building after dismissal only under the supervision of a teacher or an 

adult moderator of an after school activity. 
2. Students may not enter the faculty room or maintenance room at any time. 
3. Students may not bring beepers, radios, tape-recording devices, or electronically operated games 

or toys to school without permission.  Cell phones are permitted but must be turned into the 
classroom teacher daily. 

4. Students must keep all books belonging to the school covered at all times.  Also, these books must 
be carried to and from school in a book bag of some type. 
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BOOKS 

 
LIBRARY BOOKS:  

Students are encouraged to use the library and audio-visual materials.  Books are not to be taken from the 
library unless they are properly signed out at the desk.  Lost or damaged books and materials must be paid 
for by the student who has signed them out.  Books are signed out for a two-week period.  Students who 
have overdue books may not check out another book until all others are returned.  All books must be 
returned or paid for before records can be sent or report cards can be issued at the end of the year. 
 
TEXTBOOKS:  

 Textbooks distributed to the students are marked with each student’s name, the school year, and 
the condition of the book.  A record of this information is kept on file. 

 At the year’s end, students are to return the books.  Teachers are to report any severe book 
damage beyond normal wear and tear.  Students will be required to pay for damages or replace 
damaged books depending on the severity of the damage.  A minimum fee of $20 is required for 
damaged books.  If a book is destroyed beyond use, the full amount of the book will be required. 

 
 
 
 

POLICIES AND PROCEDURES 

 
Child Abuse Policy 

 
All suspected instances of child abuse or neglect shall be reported by the teacher and/or Principal to a 
designated government agency for investigation and action as may be appropriate.  Procedures for reporting 
such an incident and information relevant to identifying victims shall be made available to all certified 
personnel and school employees.  If the alleged child abuser is a member of the extended school staff, all 
such incidents shall be reported to the proper authorities. 
 
Discrimination and Harassment Policy 
 

Sts. Peter and Paul Academy prohibits sexual harassment of its employees and students.  It is a violation of 
this School’s policy and of federal /state law for any employee or student to sexually harass an employee or 
a student through such conduct or to condone such conduct by any employee, student, or third party. A 
violation of this policy may result in disciplinary action up to and including dismissal or other action as 
appropriate. Harassment on any other protected characteristic is also prohibited.   

Definitions of Harassment:  Sexual harassment constitutes discrimination and is illegal under federal and 

state laws.  Sexual harassment is defined as unwelcome sexual advances, request for sexual favors and 
other verbal or physical conduct of a sexual nature.  Harassment on any other protected characteristic is 
also prohibited.  Under this policy, harassment is verbal or physical conduct that denigrates or shows 
hostility or aversion toward an individual because of race, color, national origin, religion, sex, age, disability 
or any other characteristic protected by law. 

Retaliation: Sts. Peter and Paul Academy prohibits retaliation against any individual who reports 

discrimination or harassment or participates in an investigation of such reports.  Retaliation is a serious 
violation and will be subject to disciplinary action up to and including dismissal. 

Complaint Procedure: SPPA requires that all incidents of discrimination, harassment or retaliation be 

reported.  Individuals who believe they have experienced conduct they believe goes against this policy 
should file their complaints with the School’s Principal or the chair of SPPA’s Board of Directors. 
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Collections and Invitations in School 

 
Any collection for an event or an invitation to an event for any purpose is to be cleared through the Principal 
first.  This would include but not be limited to: 

1. Collection for a gift (student, teacher, etc.) 
2. Selling of candy, cookies for brothers, sisters, friends for other schools 
3. Selling of articles such as candles, trinkets, etc. 
4. Invitations to personal parties and events  
5. Invitations and notices pertaining to school activities  

 
 
Immunizations 

 
According to Section 3313.67 of the Ohio Revised Code, the school must report to the State Health 
Department on the immunizations of the students.  Students not properly immunized must be excluded from 
school until they are properly immunized.  The school nurse checks all of the health files annually and any 
deficiencies in immunizations will be communicated to the parents who are then responsible for seeing that 
the student gets proper immunizations.  Please call the school nurse if you wish information on the minimum 
immunization requirements. 
 
 
PESTS 
Head Lice Policy 
 

Care will be taken to treat children with dignity and respect when dealing with this issue.  Sts. Peter and Paul 
Academy has a ‘NO NIT’ policy.  In the event of a confirmed head lice case within the school the following 

shall occur:  
• All children in that child’s classroom, as well of the classrooms of any siblings shall be checked for head 

lice.  Any confirmed cases shall be sent home immediately.  
• All children in that classroom shall be sent home with a letter explaining the process for head lice checks 

and head lice removal.  
• The classrooms where there have been confirmed cases of head lice shall be vacuumed and any cloth 

materials shall be washed in hot water.  
Any child with a confirmed case of head lice will not be allowed to return to school without a re-

check from the school nurse or the Principal.  The child must be ‘Nit Free’ in order to return.   

 
Bed Bug Policy 
 

Bed bugs are a common problem and considered to be a nuisance but they are not known to transmit 
diseases.  Below are the guidelines we have adopted and have used for handling bed bugs in the event we 
discover one in our building.  These guidelines have been adapted from the www.bed-bugs-handbook.com 
website.   
 
Again, care will be taken to treat children with dignity and respect when dealing with this issue.  A thorough 
visual inspection will be made of the area where the suspected bug was found.  Areas may include clothing, 
shoes, coats, books, book bags, lockers, desks. etc..  Bed bugs will be placed in a zip lock bag, sealed and 
destroyed.  
  
The child's unneeded items like book bags will be place in a plastic bag and tightly sealed.  If a child has a 
winter coat or other outer wear, those items will also be placed in a plastic bag and sealed, then returned to 
the child at the end of the day to wear home.  The bags will remain in the classroom with the child and sent 
home at the end of the day.  An attempt to contact the parent or guardian will be made to notify them of the 
problem.   
 
 
SEARCHES 

 
Locker and Student Searches 
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The right of inspection of a student’s school locker or articles carried upon his/her person (bookbags, 
purses, etc.) and the interrogation of an individual student are inherent in the authority granted school 
administrations.  Administrators will employ procedural safeguards to protect the well-being of those 
children.  All other searches will be conducted sparingly and only when such search is reasonably likely to 
produce anticipated tangible results to aid in the education process, preserve discipline and good order, or 
promote the safety and security of persons and their property within the area of the schools responsibility.  
Student lockers are the property of the Academy, and since random searches have a positive impact on 
reducing drugs and other criminal activity, it is the policy of the Academy to permit the building administrator 
to search any locker and its contents as the administrator believes necessary.  Students are advised that 
Sts. Peter and Paul Academy policy provides for the random, unannounced search of student lockers and 
for the use of canines in detecting the presence of drugs. 
 
Screening Procedures: Vision, Hearing and Scoliosis 

 
SPPA follows the ODH guidelines for vision, hearing, and scoliosis screening.  Each year students in grades 
K,1, 3, 5, 7 are screened per state guidelines for vision and hearing and any other who are referred by the 
teacher.  Students in grades 5, 6, 7 and 8 are screened for scoliosis and others as requested by faculty 

members.  The results of all these screenings will be noted in the student’s health file and reported to the 
parents/guardians.   
       

Telephone 
 

The school phone is for business only.  No one will be called to the phone during school hours unless there 
is an emergency.  Students may use the school phone after school hours with permission from the office 
personnel.  Arrangements for transportation, personal reasons, (i.e. going to a friend’s house after school), 
practices, games etc., should be made in advance.  Students will not be permitted to call home for forgotten 
lunches, homework, books, gym clothes, etc.  The school does not have a voice mail system.  If it is 
necessary to contact a teacher, the secretary can take a message and your call will be returned as soon as 
possible, or you can contact the teacher via e-mail.  If it is necessary for a child to have a cell phone, the 
student must turn the cell phone in to the classroom teacher upon arrival and pick it up at the end of the 
school day. 
 
Volunteers 

 
All volunteers are required to undergo a background check and attend a Virtus Training Session prior to 
interacting with any student during the school day or on field trips.  The background check is completed 
through a link on the Virtus website.  To register for the Virtus Training and sign up for the background check 
go to virtusonline.org.  Please contact the Principal for full details and information. 
 
Withdrawal 
 

Parents who withdraw their child(ren) from Sts. Peter and Paul Academy must do so in writing and sign a 
release of records form at the school to which they are transferring.  The school to which the student is 
transferring should request the student’s records via the mail.  The student’s records will be sent by mail to 
the school of transfer.  No records will be transferred via parents/guardian.  Report cards and records will be 
withheld for non-payment of tuition and fees.  Any special arrangements necessary should be made with the 
Principal.   

 
 

EMERGENCY SCHOOL CLOSINGS 

 
Should Sts. Peter and Paul Academy be closed due to inclement weather conditions, parents and students 
will be notified through: 

 the website (www.sppacademy.org)  

 the Community Safe calling system whereby each family receives a phone message that the 
Academy will be closed for the day  

 the local news station listings  

 All school email through the Ascend communication system  
 

 
 
 

http://www.sppacademy.org/
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MEDICATION 

 

If a student needs to take any medication (prescription or non-prescription) including over the counter 

mediation like Tylenol, Neosporin, calamine lotion, cough drops or syrup, etc., he/she must:  

 Have a medication form completed by the doctor and parent/guardian 

 Have medication brought in by the parent/guardian  

 Have medication in the original container with the student’s name, name of the medication, 
and dose to be given 

 
Many students are not able to attend school regularly without the effective use of prescribed 
medication in the treatment of disabilities or illnesses that do not hinder the health or welfare of others.  If 
possible, al l  medicat ion should be given by the parent(s) at home.  I f  this is not possible, 
it is done in compliance with the following.  

1. The school nurse or an appropriate person appointed by the Board (school secretary or 
Principal) supervises the secure and proper storage and dispensation of medications.  
(Teachers do not dispense medication at any time.) The drug must be received in the 
container in which it was dispensed by the prescribing physician or others licensed to 
prescribe medication. 

2. Written permission must be received from the parent(s) of the student, requesting that 
the school nurse or an appropriate person comply with the physician's order.  

3. The school nurse or other designated individual must receive and retain a stat ement 
which complies with State law and is signed by the physician or other licensed 
individual who prescribed the drug. 

4. If any of the information originally provided by the physician or licensed individual 
changes, the parent(s) must submit a revised statement to the nurse or other 
designated individual.  The revised statement must be  signed by the physician or other 
licensed individual who prescribed the drug. 

5. No employee who is authorized by the Board to administer  a prescribed drug and who 
has a copy of the most recent statement is liable in civil damages for administering or 
failing to administer the drug, unless he/she acts in a manner which would constitute 
"gross negligence or wanton or reckless misconduct."  

6. No person employed by the Board is required to administer a drug to a student except 
pursuant to requirements established under this policy. The Board shall not require an 
employee to administer a drug to a student if the employee objects, on the basis of 
religious convictions, to administering the drug. 
 

Students have the right to possess and use a metered-dose inhaler or a dry-powder inhaler to alleviate 
asthmatic symptoms or before exercise to prevent the onset of asthmatic symptoms with written 
permission from their doctors.  They are also allowed to possess and use an Epi-Pen with 
written permission from their doctors.  Students  have the right to possess and use an insulin 
pump to regulate blood sugar levels.  These rights apply at school or at any activity, event or program 
sponsored by or in which the student's school is a participant.  To reiterate:  In order for a student to 
possess the inhaler/epi-pen, he/she must have written approval from the student's physician or 
other licensed individual and parent or other caretaker .  The principal and/or the school 

nurse must have received copies of these required written approvals . 
 
 

EMERGENCY PROCEDURES 

 
Emergency procedures have been developed in accordance with local, state and federal guidelines.  All staff 
members have copies of these guidelines which will be discussed with the students. 
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CODE OF CONDUCT AND RELATIONSHIPS 

 

 STUDENT - TEACHER: A friendly and respectful rapport is necessary to encourage the best 
results from our students. Students are expected to treat adults with courtesy and respect. 
Teachers are expected to treat students with kindness, respect and understanding while holding 
behavioral expectations high. 

 PARENT - TEACHER: Parents are the first educators of their children. They have an abiding love 
and influence upon students’ attitudes and values. Parents and teachers should form an alliance 
built on respect and kindness toward each other with the best interest of the student in mind.  Such 
a partnership will serve students well; the absence of such partnerships can work against student 
progress.   

 
Sts. Peter and Paul Academy recognizes parents as the primary educators of their children. The education 
of students at our school is a partnership between parents and the school. If, in the opinion of the Board of 
Directors, the partnership is irretrievably broken, the school reserves the right to require the parent to 
withdraw his or her child. This is a very serious decision that is not made lightly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS HANDBOOK MAY BE AMENDED BY THE PRINCIPAL AND/OR BOARD OF DIRECTORS AS 
NEEDED 
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STS. PETER AND PAUL ACADEMY 

Handbook Agreement Form 
 
 
2016-2017 

 
 
Please return this page to the school office 
 
My child and I have read the policies and information in the Sts. Peter and Paul 
Academy Parent/Student Handbook.  We understand the contents therein are a part of 
the cooperative agreement between the parents/guardians and the School to ensure a 
quality education. 
 
 
FAMILY NAME: ___________________________________________ 
   Please PRINT Last Name here 
 
Child(ren) Signature: ___________________________________________ 
 
   ___________________________________________ 
 
   ___________________________________________ 
 
   ___________________________________________ 
 
   ___________________________________________    
 
 
Parent/Guardian Signature: _______________________________________ 
 
 
Date:______________ 
 
 


