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St. Joseph Catholic School 
Parent/Student Handbook 

2025-2026 

 
 

MISSION STATEMENT - 
To promote strong Catholic identity and, through 

quality Catholic education, prepare each student 
to assume their leadership roles as Christian 

stewards. 
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All Diocesan school policies can be found here: 
 

St. Joseph School Daily Schedule 
 

7:15 AM.……………………………….….       Arrival Begins 

7:50 AM.………………………….……….       Tardy Bell/Morning Prayer/Pledge 

8:00 AM.…………………………………..       All School Mass (Wednesday, Thursday, and Friday) 

                        9:50 AM.…………………….………...…  Half Day Absent 

  10:45 AM……..…………………….…….        PK-1 Lunch   

  11:08 AM…………………………………. 2-4 Lunch                                                                              

  11:31 AM…………………………………     5-8 Lunch   

 3:25 PM………………………...…………      Dismissal 

 3:30 – 5:30 PM…………………………...     After School Care 

 

St. Joseph School Faculty and Staff 

Fr. Jeremy Secrist             Pastor 
Mrs. Kelsey Emmerich                     Principal; 7-8th Reading; 6th Friendzy 
Mrs. Lynn Bertsch                              Preschool 
Ms. Carley Watts    Kindergarten                           
Mrs. Kayla Bixenman                          First Grade; Title Reading Teacher; Aftercare Director 
Mrs. Robyn Henke                              Second Grade 
Mrs. Loretta Stallo                              Third Grade 
Mrs. Jamie Thies                              Fourth Grade 
Mrs. Betty Henke                          Fifth Grade; Title Math Teacher; 6th Reading; 5/6 Religion                          
Mrs. Lisa Stundebeck   7/8 Religion; 5th-8th Language; 5th Technology/Spelling 
Mrs. Tricia White                           6-8th Math; K-8 Music; and 5-8th Band 
Mrs. Laurie Millar    5-8th Science; 7-8th Art; 7-8th PE 
Mrs. Amanda Linneman   5-8th Social Studies; 5/6th PE; 6th Art 
Mrs. Bonnie Linebaugh   Preschool Teacher Aide 
Mrs. Leah Botkin    Teacher Aide; K-3th PE; PK-5th Library 
Mrs. Debby Henke                              Administrative Assistant 
Mrs. Darcy Fessler                            Food Service Director 
Mrs. Jessica Kallmeyer   Food Service Assistant 
Ms. Alice Kirtley                               Custodian 
Ms. Leslie Strodtman                       After School Care Aide 
 
  

extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/diojeffcity.org/wp-content/uploads/2024/07/2024-CSO-manual.pdf
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FORWARD 
 

This handbook has been prepared to acquaint parents and students with the general policies and 
procedures of St. Joseph School and the Diocese of Jefferson City, Missouri. 
 
We believe that we are called by God to the ministry and profession of Catholic School education at 
St. Joseph Catholic School. We pledge to support the faith community of our school and parish and 
to provide for our students well planned lessons and effective instruction to the best of our ability. We 
will be a supportive and cooperative faculty/staff team. We will partner with parents in the faith 
formation of their children and respect their position as the primary educators of their children. We 
will adhere to the policies, procedures, and regulations of this school.   
 
Thank you for trusting us and sending your children to St. Joseph. 

 
     PHILOSOPHY  

   We believe that we are all children of God and have been given gifts to use in service to others 
today and in the future. 

   We believe in nurturing each student’s path to holiness by discovering and developing, in a Christ-
centered environment, each student’s God-given talents. 
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   We believe that parents are the primary educators of their children, and that we are partners in 
that education. 

   We believe in a quality Catholic education that includes academic excellence, responsibility, self-
discipline, respect for all life and Christian stewardship. 

   We believe in the formation of the whole child by fostering the spiritual, moral, intellectual, social 
and physical development of individual students. 

 

COVENANT OF TRUST BETWEEN PARENTS, STUDENTS, AND ST. JOSEPH CATHOLIC SCHOOL 

The Church identifies three authors of education: parents, the community, and the Church. Parents have the 
most serious obligation, provide the first knowledge of God, and lead their child to a knowledge of the wider 
community. The community has certain rights and obligations in the education of youth for the common good 
of society and so provides schools. The Church has a duty to educate so that they “promote for all people the 
complete perfection of the human person, the good of earthly society and the building of a world that is more 
human.” (Declaration of Christian Education, 3.) 

At Baptism, parents accept the responsibility of training their child in the practice of the faith. Godparents 
promise to assist them, and the whole community also promises to assist with this responsibility. “Catholic 
parents also have the duty and right of choosing those means and institutions through which they can provide 
more suitably for the Catholic education of their children...” (Canon 793.1) 

Catholic schools are in partnership with the family in proclaiming and witnessing to the life and teachings of 
Jesus Christ.  They assist parents in fulfilling their responsibility as the primary religious educators of their children.  
This partnership works best when parents respect the beliefs of the Church and live lives in a manner that 
reflects these beliefs.  If parents reject the beliefs of the Church or live lives in conflict with these teachings, 
catechizing young people becomes very difficult. 
“Parents must cooperate closely with the teachers of the schools to which they entrust their children to be 
educated; moreover, teachers in fulfilling their duty are to collaborate very closely with parents, who are to be 
heard willingly….” (Canon 796.2) 

Parents at St. Joseph Catholic school, aware, then, of the dignity of the holy parental call, and with a reverent 
awe for that responsibility which is theirs, commit themselves to be, in word and example, the first and best 
teacher of their children in the faith.  Practically, this means they will: 
  

● Understand that the authentic teachings of Jesus as taught by the Catholic Church will be part of their 
child’s education and formation; 

●  To the best of their ability respect the teachings of the Church and help their children respect the 
Church and its teachings; 

●  Regularly participate in the Sunday Eucharist with their family (if not Catholic, support their children’s 
participation in the Church of Baptism), include prayer in their daily life and form their children in the 
faith; 

● Commit to speaking frequently with their children about God and to include prayer in their daily home 
life; 

● Participate in and cooperate with the St. Joseph Catholic School in programs that enable them as 
parents to take an active role in the religious education of their children, including sacramental 
preparation for Catholic children; 
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● Support the moral and social doctrine of the Catholic Church to ensure consistency between home 
and school; 

● Teach their children by word and example to have a love and concern for the needs of others; 
●  Practice stewardship of time, talent, treasure, and meet their financial responsibilities in support of the 

school and parish. 
 St. Joseph Catholic School enters into a relationship of trust with each school family. This handbook provides 
the school’s framework for this trust relationship, setting out policies and regulations for the orderly, safe, and 
effective spiritual and academic formation of children.  

ACCREDITATION 

The accreditation of St. Joseph’s School is based on a comprehensive self-study program and a diocesan-
approved long-term plan of action.  St. Joseph’s School has met all the standards and requirements, 
educational and religious, of the Diocese of Jefferson City, and is declared a Catholic school in good standing.   

St. Joseph’s School has fulfilled requirements for the annual accreditation in the Missouri Chapter of the 
National Federation on Non-Public School State Accrediting Associations.  

LITURGY AND SACRAMENTS Students from Kindergarten through grade eight are privileged to attend Holy Mass 
multiple times each week during the school day. Preschool will attend mass at the discretion of Mrs. Bertsch.  
 
Usually, students in grade 2 are given sacramental preparation for Reconciliation and First Holy Communion. 
The school supplements the parents, who are the first teachers of the child, and who give continuous example 
of Christian living to their children. Students are given the opportunity to attend confession on a regular basis. 

Students in grades 7 and 8 will receive sacramental preparation for Confirmation, deepening their 
understanding of the faith and preparing them to fully receive the gifts of the Holy Spirit. 

All students enrolled in St. Joseph’s School will participate in religious educational courses, Mass, May Crowning, 
and other opportunities for prayer and reflection. 

ADMISSION 

SJP 5010 - ADMISSION REQUIREMENTS:  To enter kindergarten, a child must be five years of age before August 
1st.  A child must be six years of age before August 1st to enter first grade.  For other grades, the child’s 
placement will be based on academic records received and additional screening, if warranted.  A birth 
certificate must verify the meeting of general entrance dates. 

     No student will be allowed to attend school if he/she has not met the state’s immunization requirements, 
unless properly exempted.  Complete records must be on file in the office before a child is admitted to school. 

    Catholic parents have the responsibility to meet the norms of the church for Mass attendance, reception of 
the sacraments, and financial support.  In the absence of commitment to this standard, parents may be 
refused the privilege of enrollment. 

     Non-Catholic families are enrolled with the approval of the pastor and /or principal of the school, with the 
understanding that tuition fees will be paid. 

DSP 6235 – NON-CATHOLIC STUDENT PARTICIPATION:  Non-Catholic students enrolled in a Catholic school are 
required to participate to the same extent in all school activities (both curricular and extra-curricular) and 
courses of study as Catholic students, provided such activity is permitted by Canon law. [Revised May 7, 2004] 
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SJP 6236-TRANSFER OF RECORDS:  When a student transfers, parents shall sign a release form before the 
student’s cumulative and health records are forwarded to another school.  Records will not be transferred if a 
family has failed to pay school fees or tuition. 

DSP 5101 - STUDENTS: NON-DISCRIMINATION:  Every Catholic school in the Diocese of Jefferson City respects the 
dignity of each individual and, therefore, will not discriminate on the basis of race, nationality, sex, or any other 
basis that is prohibited by law, in regard to enrollment.  [Revised June 1, 2015] 

DSP 5201 - PROOF OF GUARDIANSHIP: The school presumes that each parent has the authority to enroll the 
student, consent to various activities and programs, have custody of the student, or discontinue enrollment.  

When there is a custody agreement, the schools are to obtain the portion of that Agreement that stipulates 
custody and any other information pertinent for the school.  

Schools are to indicate in their registration materials that this is a condition of enrollment. This is also to be stated 
in the parent/student handbook along with a statement that indicates the parents are to notify the school 
immediately of any change in the agreement.  

When consent by both parents is required by court decree in any/all matters relating to school, the consenting 
parent represents that the other parent has been consulted, and he or she consents to this registration.   

The school administrator/principal will release the child(ren) according to the court documents and visitation 
documents the school has on file.  

Any non-parent/guardian having custodial rights must supply the school with complete documentation 
evidencing such rights.  [Revised June 1, 2015] 

DSP 5701 - STUDENTS WITH SPECIAL NEEDS: . If a student with special needs — categorized such as Educable 
Mentally Handicapped (EMH), exceptional educational needs (EEN), or other similar classification, or having a 
serious physical disability — applies for admission in a diocesan Catholic school and/or is in need of special 
placement, and admission is going to be denied, or a current student is being asked to withdraw, or being 
referred to another school, the school administrator/principal shall immediately consult with the Catholic 
Schools Office so that all necessary accommodations can be made in order to meet the needs of the student 
and to help make a judgment as to whether or not, indeed, that is possible. Whenever possible, 
accommodations shall be made to meet the total needs of the student. A review committee can be convened 
by the Catholic Schools Office, if deemed necessary, before a final decision is made. The review committee 
can include, but not be limited to, the Catholic Schools Office, the school administrator/principal, 
parent/guardian, counselor, pastor and other designated professionals. It shall be the purpose of the review 
committee to help the school make a decision. This review committee can also be convened or reconvened 
by the Catholic Schools Office, if deemed beneficial, when a parent/guardian disagrees with a local school 
decision.  

The diocese defines an accommodation as a change in teaching, materials, assignment length, etc. that 
allows a student’s learning needs to be met while leaving the standards being taught unchanged. 
Accommodations are provided to students after the student is tested to determine learning needs and a 
learning plan has been established through the teachers and school administrator/principal and agreed to by 
the parent/guardian. Accommodations require no noting on a report card, but shall be disclosed to any 
subsequent school the student attends.  

Modifications result when a student’s learning needs are such that the actual content of a class must be 
changed (often in addition to other accommodations). When modifications are required, it must be noted on 
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the student’s report card. Use of an alternate grading scale is considered a modification and shall be noted on 
the student’s report card.  [Revised January 26, 2022]  

SJP 5701 - STUDENTS WITH SPECIAL NEEDS: If St. Joseph accepts, at the request of the parent, a child with special 
educational needs, the parents and teachers will sign a written agreement which indicates that the parents 
are aware that the school does not offer special programs for the special needs child and may follow an 
alternative option for a special education program. 

ASBESTOS MANAGEMENT PLAN 

 The Asbestos Hazard Emergency Response Act of 1986 requires schools to notify parents and guardians 
of the location and availability of the Asbestos Management Plan.  The Management Plan of St. Joseph School 
is located in the school office at 105 North Willie, Salisbury, MO 65281.  The management plan is available for 
public inspection during regular school hours.  The principal is responsible for the Management Plan.  St. Joseph 
School is in compliance with all requirements and follows the advice of the diocesan consultant for asbestos. 

The Diocese of Jefferson City updated school management plans in 2014. 

HEALTH AND WELLNESS PLAN 

DSR #5535 requires a copy of the school’s health and wellness policy to be made available for parents to 
review upon request.  A copy can be found under the “Downloads and Quick Links” tab on our website, 
www.school.stjoe.church.  If you do not have access to view this online, a hard copy is located in the school 
office at 105 North Willie, Salisbury, MO 65281.  The Health and Wellness plan is available for public inspection 
during regular school hours.  St. Joseph’s School is in compliance with all requirements and follows the advice of 
the Diocese.  

ATTENDANCE 

DSP 5210 - STUDENTS: ABSENCE AND TARDINESS:  

A.  Absence: 
Excessive absenteeism of a diocesan Catholic school student may be indicative of educational neglect 
by the parent or guardian. Such neglect might warrant reporting in compliance with child abuse laws of 
the State of Missouri. (Refer to #5810.) An absence of more than two hours is recorded as one-half day 
absence. 

B. Tardiness: 
Excessive tardiness of a diocesan Catholic school student may be indicative of educational neglect by 
the parent or guardian. Such neglect might warrant reporting in compliance with child abuse laws of the 
State of Missouri. (Refer to #5810.) 

The parent/guardian/student school handbook specifies times for the beginning of the morning and 
afternoon sessions. Any pupil who arrives after either of the stated times is considered tardy. 

If a student is regularly missing Mass because of arriving late (morning Mass) or leaving early (afternoon 
Mass) this may be taken into consideration of allowing the student to continue to be enrolled in the 
school. [Revised June 1, 2015] 

Pending the notification of parents, St. Joseph’s School reserves the right to take any action deemed in the 
case of excessive instances of tardiness.  

 

http://www.school.stjoe.church/
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TARDY: A student is tardy if he/she arrives at school between 7:50 and 09:50 AM.  After 9:50 AM the student is 
one-half day absent.  If a student leaves before 1:30 PM, he/she is absent one-half day.  Students arriving after 
7:50 AM must report to the office to obtain a tardy slip.  Tardy slips will be required for admission to class.  

SJP 5210 - ATTENDANCE: The school day is 7:50 AM to 3:25 PM.  If a student is absent 8 days or more in a 
semester, a conference with parents will be required.  Additional days will need to be verified by a doctor or a 
referral will be sent to the Chariton County Juvenile Office. Four tardies to school will total a half-day absence.  
Excessive tardies will result in a letter and a conference with parents. 

DSP 5211 - STUDENTS: WRITTEN EXCUSES: When a diocesan Catholic school student has been absent, the school 
requires a written excuse from the parent/ guardian. All notes concerning absences are kept on file until the 
end of the school year. If a student is absent without an excuse or if the school has reason to suspect the 
validity of the excuse, the school administrator/principal shall investigate or delegate someone to investigate 
the situation. Schools are encouraged to establish a policy requiring “Return to School” documentation from a 
medical professional after a period of illness (e.g., if a student misses more than three days due to illness, 
documentation is required for return to school). In addition, schools are encouraged to establish or continue 
procedures whereby a parent is expected to call the school if a student will be absent. This phone call, 
however, does not replace the written excuse as a matter of record.  [Revised July 1, 2021] 

SJP 5212—STUDENTS: WRITTEN EXCUSES: If a student misses more than three days due to illness, a written doctor’s 
note is required for return to school.  In addition, a parent is expected to phone the school if a student will be 
absent.  This call, however, does not replace the written excuse as a matter of record.    

SJP 5213 - ABSENCE DUE TO ILLNESS: When a child is absent due to illness the school office is to be notified by 
9:00 AM. Parents are also expected to write a written excuse as a matter of record upon the child’s return to 
school.  

SJP 5214 – ABSENCE FOR APPOINTMENTS, FAMILY EMERGENCY OR FUNERALS: Students who must be released 
from school for medical appointments, family emergencies or funerals must be signed out at the office by a 
parent or parent designate.  The student must be checked in at the office upon returning to school.  Students 
will not be released to attend funerals without an adult unless attending as a class under staff supervision or 
unless the student is performing a requested function such as Mass server or music minister.  

SJR 5213-FUNERAL MASS: Students released from class to perform ministries associated with funerals (serving, 
reading, singing, etc.) will return to school immediately following the services in the church.  Students will not be 
excused to attend graveside services or funeral meals.  

DSP 5220 - REQUESTS FOR FAMILY REASONS: Parents occasionally wish to take their children out of school for 
several days because of family plans. The school administrator/principal and teacher(s) should discuss the 
child's progress and make recommendations to the parent. The school administrator/principal keeps a record 
of the recommendations made to the parent. The final decision, however, is the responsibility of the parent. 
Conditions, procedures, and time limits for making up work are to be specified in writing. [Revised May 7, 2004] 

DSP 5370 – EARLY DEPARTURE/RELEASE OF INDIVIDUAL STUDENTS FROM SCHOOL: Extraordinary care is taken in 
regard to early dismissal of individual students. Parents presume their child is under the care of the school 
during school hours. Consequently, an elementary student is never released early without explicit knowledge of 
his/her parent or legal guardian. Under no circumstance may a child be released to anyone other than the 
parent or guardian who is listed on the child's registration form or another person explicitly authorized in writing 
by the parent or guardian. 
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In the case where only one parent has custody of the child, the school must be apprised of any existing court 
order that would affect release of the student from school. The school personnel must follow the most recent 
written agreement/order regarding custody. 

A student may never be sent home for assignments, books, or disciplinary reasons without parental 
communication, nor may any student be sent on errands outside the school and parish grounds for anyone. 
[Revised June 1, 2015] 

SJP 5370 – EARLY DEPARTURE/RELEASE OF INDIVIDUAL STUDENTS FROM SCHOOL: Parents must sign out on the 
form provided in the school office in the event of early departure.  St. Joseph’s School asks that parents 
schedule early departures as infrequently as possible.  

SMART DEVICES 

DSP 5335 – SMART DEVICES: For all diocesan Catholic school students in pre-kindergarten through eighth grade, 
personal “smart” devices or any electronic device other than a school-issued device are not to be used during 
the school day either on campus or during school events (i.e., field trips).  A smart device is any device to be 
connected to the internet, including but not limited to cell phones, tablets, computers, watches, glasses, 
earbuds, etc.  [Revised July 1, 2025] 

DSR 5335 – SMART DEVICES: Phones, tablets, computers, eatches, earbuds, etc. used by diocesan Catholic 
school students on campus or duing a school event on a school day will be confiscated by school personnel 
and held in the school office.  Return of the device and student consequences will be established by local 
school policy.  The school is not responsible for personal devices.  While school administration does strive to 
keep confiscated items secure, it is the responsibility of the student to follow policies and to refrain from 
bringing the device to school, if possible.  In the event that a parent/guardian needs to get a message to a 
student during the school day, such messages can be left with the school office, who will in turn communicate 
with the student.  For students who need their pohnes immediately after the school day, phones are not banned 
from the property, but must be turned off and in a backpack, locker, etc. for the entirety of the school day.  
Students shall be held accountable for information shared using electronic devices while on school property 
and during school sponsored events.   [Revised July 1, 2025] 

SJP 5311 – CELL PHONES AND SMART WATCHES: Students may have cell phones and smart watches at school 
with parental permission; however, all such devices must remain turned off and stored in lockers during school 
hours unless explicit permission is granted for use by a teacher or administrator. 

Cell phones may not be taken into restrooms or locker rooms. Devices used improperly or in violation of school 
policy will be confiscated by school personnel and turned in to the principal or designated administrator. 
Confiscated phones will be released only to a parent or guardian. The school is not responsible for lost or stolen 
devices. 

At the discretion of school administration, students may be required to deposit their cell phones in a designated 
location, such as a basket in the principal’s office, upon arrival each morning. Devices may be retrieved at 
dismissal. 

SJP 5311.1 – CELL PHONES ON FIELD TRIPS: Students may be allowed to bring cell phones on field trips with the 
permission of the supervising teacher. However, phones must remain turned off unless needed for emergency 
purposes. 

Teachers or chaperones may confiscate phones if students misuse them during the trip. Confiscated phones will 
be turned in to administration upon returning to school, and consequences for misuse will be determined by 
school policy. 
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CHILD ABUSE 

DSP 5810 - CHILD ABUSE AND NEGLECT:  The purpose of Missouri’s Mandated Reporter Law is the protection of 
the health and welfare of children. It mandates the immediate reporting of suspected child abuse and neglect. 
This law specifies that all diocesan Catholic school personnel and school administrators/principals are 
mandated reporters. These school personnel include, but are not limited to teachers, administrators/principals, 
counselors, childcare workers in a child care/day care institution, alcohol or drug abuse counselors and 
speech therapists. Also included are health care professionals and clergy. Any other person having reason to 
suspect that a child has been abused or neglected or reason to believe that a child has been threatened with 
an injury and that abuse will occur may report. Based on these legal requirements as well as moral 
commitments, all school administrators/principals shall educate personnel in recognizing the signs of child 
abuse and/or child neglect. Under the law, any person or institution who reports suspected child abuse or 
neglect in good faith has immunity from any liability (civil or criminal) that results by reason of the action. For 
the purpose of any proceeding, civil or criminal, the good faith of any person reporting is presumed.  [Revised 
July 1, 2021] 

SJP 5810 – CHILD ABUSE AND NEGLECT: The State of Missouri has a Child Abuse and Neglect Reporting Law.  The 
main purpose of this law is the protection of the health and welfare of children.  It mandates the immediate 
reporting of suspected child abuse and neglect.  

This law specifies that all school personnel and administrators/principals are mandated reporters.  These school 
personnel include, but are not limited to: school teachers, administrators/principals, childcare workers in a day 
institution, or childcare institutions, day care providers, alcohol or drug abuse counselors, and speech therapists.  
Also included are health care professionals and clergy.  Any other person having reason to suspect that a child 
has been abused or neglected or reason to believe that a child has been threatened with an injury and that 
abuse will occur may report. 

Any school personnel having reasonable cause to suspect that a child has been abused and/or neglected or 
has been threatened with an injury or that the abuse of the child may occur shall use the following procedure 
to report: 

1. The employee is to report the suspicion immediately to the school administrator/principal and together 
they shall immediately report to the Missouri Division of Children’s Services ("Missouri Children’s Division"). 
This phone number is to be readily available in the school office. 

2. The school administrator/principal shall then inform the Catholic School Office or chancellor of the 
diocese after the report has been made to the Missouri Children’s Division. Within five days of the date 
the report is made to the Missouri Children’s Division, a written summary report is to be sent to the 
Catholic School Office or chancellor of the diocese stating the names, circumstances and reasons for 
reporting, consultation received, and when and by whom the matter was reported. 

3. It is up to the Missouri Children’s Division or police department to follow up on the report.  

4. Employees cannot be directed by a person with higher authority to refrain from reporting a case if the 
employee has reasonable cause to suspect that a child has been or reasonably believes there is a case 
of abuse and/or neglect, nor can the person be reprimanded for making a report. 

5. Any such reports are considered strictly confidential.  

Failure to follow the above reporting procedure is considered a serious violation of diocesan policy and 
regulation.  
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COMMUNICATION 

NEWSLETTERS: A parent newsletter and other important information will be sent home or emailed weekly on 
Friday.  Teachers are also encouraged to send out regular classroom newsletters. 

NEWSPAPER: The Chariton County Marquee is notified prior to school events.  St. Joseph newsletter is printed 
weekly and will be sent out on Friday afternoons.  

DSP 1530 – USE OF STUDENT PHOTOS- Diocesan Catholic school student photos may be used in brochures, 
newspapers or other publications, and the school, parish or diocesan website or social media only if the 
parent/guardian signs a release allowing such use. (See Appendix #1530.)  

Neither the first nor last name of the student shall be referenced on any website or social media. To clarify, the 
diocesan photo release allows for first names to be associated with student photos, however, this provision 
applies to hard copy print and does not apply to photos available on the internet. [Revised July 1, 2022] 

DSR 1530 – USE OF STUDENT PHOTOS: A one-time release may be used by diocesan Catholic schools who wish 
to recognize a student for a specific reason via social media.  This release must be in addition to the annual 
release, and kept on file (either digitally or in paper form).  (See Appendix#1530-A).  [Revised July 1, 2024] 

REPORT CARDS: The purpose of report cards is to give students and parents an indication of the progress being 
made by the student.  Report cards are issued four times a year.  Mid-term grades are to help parents monitor 
progress and are issued mid-quarter to students in third through eighth grade.  Grades are available to parents 
through Option C. 

REQUEST FOR CONFERENCE: As the relationship between families and schools is based in trust, it is expected that 
no meeting, class, etc. will be recorded without prior permission given in writing by the school administration. 

If a parent wishes to speak with a teacher, please make an appointment.  The principal will be available to 
meet with a parent by appointment after they have spoken with the teacher.   Teachers are in their classrooms 
before school begins, preparing the work for the day and parents are not to seek appointments at this time.  
Likewise, in consideration for the teacher and in justice to the students, neither the teacher nor the class is to be 
interrupted during class hours.  The same policy holds for dismissal time since the teacher is occupied with 
supervising students.  Once all students are dismissed, parents may meet with the teacher, since all full-time 
teachers are contracted to be at school until 3:45.  If a longer conference is needed, an appointment is to be 
made.  

Follow the chain of command.  First, go to the teacher involved.  If the problem continues, contact the 
principal.  Open communication between parents and teachers is a high priority.  Assume positive intent in all 
school-home interactions.  Teachers and parents all want what is best for our students and this can only occur 
when home and school work together.  Please do not spread rumors or use social media to publicly discuss 
school concerns. 

ONLINE GRADE BOOK AND WEBSITE: St. Joseph School subscribes to an online grade book accessible to 
parents/guardians.  Passwords and usernames are issued to parents/guardians for students in grades three 
through eight.  Parents of students in grades 3-8 are able to check their child’s grades at any time by logging 
onto the Family Portal Login of Option C.  Grades should be updated weekly.  Several teachers have classroom 
websites and provide access information to students.  Parents/guardians must give permission for any student 
pictures used on classroom websites.  Our school web page is www.school.stjoe.church.  St. Joseph’s also has a 
Facebook page. 

http://www.school.stjoe.church/
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DSP 5405 -Parent/Teacher Conferences: It is required that each diocesan Catholic school plan is to have 
conferences at grade-reporting time at least once a year for students in PreK-8.  These conferences provide the 
opportunity to discuss and explore various aspects of the student’s growth and development.                    
[Revised July 1, 2021] 

SJP 5405 - PARENT/TEACHER CONFERENCES: Parent/teacher conferences will be scheduled for all students at 
the end of first quarter.  Teachers may request additional conferences during the school year.  Parents may 
request conferences as needed.  Student attendance at conferences is preferred. 

DSP 5260 - CONFIDENTIALITY: As the relationship between families and schools is based in trust, it is expected 
that no meeting, class, etc. will be recorded without prior permission given in writing by the school 
administration. Rather than strict confidentiality in regard to student-school employee communication (verbal 
and written), the schools in the Diocese of Jefferson City operate under a "spirit of confidentiality." This means 
that outside of the seal of confession between priest and penitent, strict confidentiality cannot be promised to 
the student if the information disclosed by the student includes, but is not limited to, one or more of the 
following: 

1. Information that concerns violation of the law;      
2. Matters involving the health and safety of the student or any person;   
3. Serious moral issues; 
4. Any other matter that raises serious enough concern in the mind of the employee that he or she believes 
 it is important to share the information with school administrator.    

The school administrator/principal, after consultation with the Catholic School Office, may choose to disclose 
the information to parents, legal authorities, medical personnel, or other deemed necessary personnel.   
[Revised June 1, 2015] 

DSP 1810-PARENT COMMUNICATION AGREEMENT- Enrollment in a diocesan Catholic school is a privilege, not a 
right. Especially in the schools, a condition of a child’s enrollment is the parents/guardians support of the 
school, and close cooperation of the parents/guardians with the school. Should disagreements, problems, or 
criticisms arise, all informal efforts between the parents/guardians and school shall be used to resolve the 
concern.  

If informal efforts are unsuccessful, the diocese and the school have a fundamentally fair, formal process to 
resolve differences, Administrative Recourse. (See DSR 1901.) (Schools shall indicate the page number on which 
this is found in their parent/guardian/student handbook.) A brief summary of Administrative Recourse is: set up 
a face-to-face meeting with the teacher; if unsatisfied, meet face-to-face with the school 
administrator/principal; and if unsatisfied, meet face-to-face with the pastor; if unsatisfied, the complaint will 
move to the diocesan level.  

Parents/guardians are requested and expected to communicate any concerns they have directly to school 
administration and not to express them through social media or broadly distributed email or any form of digital 
media. If parents/guardians use any form of electronic media to defame or denigrate the school or any of its 
personnel, or use electronic media to post inappropriate negative statements about the school or its personnel, 
all as determined by the school in its discretion, this could be cause for the school to immediately end the 
enrollment of the student of the parent/guardian who has done so.  

By enrolling children in a diocesan Catholic school, parents/guardians are agreeing to abide and support the 
school and its policies and regulations. [Revised July , 2024] 
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MEDICAL INFORMATION 

DSP 5520 - DRUG / MEDICATION ADMINISTRATION: Any drug which may lawfully be sold over-the-counter 
without a prescription may be administered in compliance with the written instructions and consent of the 
student's parent or guardian. Administration of a prescription drug requires written instructions from a physician, 
dentist or podiatrist and written consent from the student's parent or guardian. All drugs, whether OTC or 
prescribed, must be kept in the school office/nurse’s office, NOT in the possession of a student.  

Each school must have a written policy in regarding to oral medication administration. The policy shall include 
procedures for obtaining and filing in the school or other appropriate facility the written instructions and consent 
required. There must be procedures for the periodic review of the instructions, for the storing of the drugs, for 
record keeping and for the appropriate instruction of persons who may be authorized to administer the drugs. 
(For the proper protection of students and faculty, schools are required to keep medication in a locked 
cabinet.)  

Students or employees using CBD products or medical marijuana should be doing so under physician’s care. 
Documentation from a licensed physician of such use should be on file at the school. This documentation 
should be taken into consideration when performing any school-related drug testing. Any dosage of these 
types of treatments during school hours must be delivered by parent or guardian. 

As some schools do not have a designated nurse, it is not guaranteed that a particular student may have all 
their medical needs met.  In such instnaces, decisions regarding the continuing enrollment of the student will 
come after consultation with the Catholic Schools Office.  [Revised January 26, 2022] 

DSP 5570 – ACCIDENTS AND SERIOUS ILLNESS AT SCHOOL: At the annual diocesan Catholic school registration, 
parents/guardians shall complete a form giving permission to proceed with emergency medical care for their 
child when necessary. Schools shall obtain the home and business address and telephone numbers of the 
parent/guardian of each child as well as the name of a doctor, dentist, and hospital to be contacted in case of 
emergency. This information shall be easily accessible to the school administrator/ principal or designated 
teacher in charge.  

When a student becomes ill or meets with a serious accident, a school official shall contact the 
parent/guardian immediately and make arrangements for medical care. If the parent/guardian cannot be 
reached, and/or if the student’s condition demands immediate attention (e.g., severe bleeding), a school 
official shall call for emergency medical help (using 911 or local procedures) and direct standard first aid 
procedures by a qualified person if these are essential to the student’s well-being. A written record giving the 
date, time, circumstances, witnesses, and action taken shall be kept in the student’s file.                            
[Revised July 1, 2021] 

DSR 5105--IMMUNIZATION REQUIREMENTS: The Catholic Church supports immunizations for the health of children 
and the common good of public health.  

Effective July 1, 2019, all diocesan Catholic school students must be appropriately immunized or be in the 
process of being immunized. The number of doses required for each vaccine shall be in accordance with the 
regulations established by the Missouri Department of Health and Senior Services (DHSS). Each school 
administrator/principal is responsible for completing and maintaining the DHSS annual summary report, which is 
a record of the current immunization status of every student enrolled in the school. This summary report is 
required to be completed and submitted annually to DHSS.  

Students shall not be enrolled in school unless they are in compliance with the immunization requirements or 
qualify for either a medical exemption as confirmed by a statement from a duly licensed physician, or a 
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religious exemption as confirmed by a statement from the family’s faith leader that is furnished by the 
parent/guardian of the student. Religious exemptions for Catholic families shall not be accepted. (See 
Appendix #5105 and health.mo.gov.) [Revised March 2019] 

SJP 5510 - MEDICATION: If your child needs to take prescription medicine during the school day, you must give 
written permission and the medication must be in the original prescription bottle with directions from the doctor.  
All medication, including cough drops, must be in original packaging with direction for use.   All medicine is to 
be given to the secretary or principal.  All medicine other than cough drops is kept in a locked closet in the 
office.  Occasionally, cough drops may be kept by the classroom teacher for distribution.  Students may not 
carry medication.  Inhalers for allergies will be evaluated on a student need basis. 

SPECIAL CONDITIONS:  St. Joseph’s school requires parents to tell the teacher or the principal of any physical 
conditions or defects that could impair the child in his or her schoolwork and activities.  

DSP 5515 – INJECTION KITS:  If a parent/guardian requests that the diocesan Catholic school have available an 
injection kit (such as for bee stings), and that school personnel administer the injection when necessary, the 
following principles apply:  

• Along with a medical authorization form signed by the parent/guardian, there shall be a written note 
from the physician. 

• It shall be clear on the authorization form that not all school personnel will be trained to administer the 
injection, and note who is or will be trained.  

• Teachers may volunteer, prior to the beginning of the academic year, to be the point-of-contact for 
administering the injection. It might be necessary to have more than one point-of-contact per school. 
The contact person(s) for these injections shall be identified in a form maintained by the school office.  

As in the case of other medication, the injection kit shall be kept in a locked cabinet in a secure location (e.g., 
the school office or nurse’s office). [Revised July 1, 2021] 

DSP 5510 – FIRST AID:  The health, safety, and well-being of students and staff should always be the primary 
concern of the school.  Schools are to provide necessary equipment, in-service, and procedure for first aid to 
students and staff. 

Whenever possible, it is necessary to have at least one staff member have basic first aid/CPR certification. 
[Revised June 1, 2015] 

SJP 8010 - ILLNESS: Any student who is liable to transmit a contagious disease through day-to-day contact shall 
not be permitted at school or school-related activities as long as the possibility of contagion exists.  Students 
who have a fever of 100 degrees may not attend school until the fever is gone without medication for 24 hours.  
Students with fever or vomiting will be sent home from school. 

CONTROLLED SUBSTANCE / LOOK ALIKE: The school will educate students through appropriate programs on 
drug and alcohol abuse.  A controlled substance/look-alike will be construed as being any substance, 
alcoholic beverage, or drug paraphernalia intended for personal use or distribution.  If any student is found or 
suspected of having in his possession a controlled substance/look-alike, parents will be notified, law 
enforcement could be notified, and, after consultation with the diocese, action could be taken to either 
suspend, dismiss or expel the student involved. 

CURRICULUM 

LOCAL CURRICULUM: St. Joseph School follows the Diocesan Curriculum Guide.  Our program of studies covers 
the regular subjects and, in accordance with our reason for existence, religion receives special attention. 
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RELIGIOUS INSTRUCTION: Daily religious instruction is an important part of the curriculum in which each student is 
expected to participate.  Religious instruction includes scriptural, doctrinal, liturgical and moral study, as well as 
prayer and Christian living and service.  Eucharistic celebrations are the highlights of the school week.  The 
students have the opportunity to plan and participate in these celebrations during the week.  The Sacrament 
of Reconciliation is also made available to the students throughout the school year.  Parental involvement is 
expected in the sacramental preparation of their children. 

EXTRACURRICULAR OPPORTUNITIES: In addition to the regular program of studies, various opportunities for 
physical and cultural development are offered to the students.  Among these extracurricular activities are cross 
country, softball, basketball, track, cheerleading, Diocesan Sketch Day, essay contests, music contests and 
festivals, speech contests, science fairs, spelling bees and math contests. 

PROGRESS REPORTS/REPORT CARDS:  St. Joseph School sends progress reports home with students approximately 
four weeks prior to the October, January, March, and May report cards.  Progress reports and report cards are 
to be reviewed at home, signed by parents/guardians, and returned to the teacher.  

STANDARDIZED TESTING:   All students in grades 3 through 8 participate in an annual standardized testing 
program.  Every student tested is provided an individual student profile, which details his or her performance in 
each major area. 

HOMEWORK:  Homework assignments provide for a purposeful application of learned materials.  To support 
continued learning and reinforcement, parents are encouraged to assist their children in providing time and 
suitable conditions for study.  If there is a concern with the length of assignments, please contact the teacher to 
ensure that your child is using opportunities to complete work within the school day. Listed below is a guide for 
the time to be spent on homework assignments.  Remember, this is a guide, not a rule, since actual time may 
vary with each child and assignments. 

• Primary: about 15-30 minutes 
• Intermediate: about 30-45 minutes 
• Junior High: about 45-60 minutes 

 
 Some children will complete work during given class time while others take more time.    If a child claims to 
have no homework, it may be because the child does not do all his work, or has done hurried, careless work.  If 
he/she has no homework, it would be good to have him or her read during this allotted time. 

DSR 5401—PROGRESS AND REPORTING:  Diocesan Catholic school students’ academic progress and social 
development shall be communicated to parents/guardians using diocesan-approved report forms.   

Progress reports on each student shall be issued at least quarterly.  These reports provide pertinent factual 
information about the student’s performance.  To the extend possible, the report shall include not only cognitive 
learning, but also the student’s growth in social, affective, and physical areas. 

Schools shall use the diocesan-approved report cards and follow guidelines so that all diocesan report cards 
are completed in a consistent manner; teachers shall use the code exactly as printed on the level of report 
card appropriate to their students.  Teachers’ written comments shall be specific, and verifiable.  

Schools shall use the diocesan grading scale in DSR 5401 for all report cards in grades 3 through 12.  School 
administrators/principals shall ensure teachers’ individual gradebooks also match this grading scale.   

At the discretion of the administrator/principal, teachers may use aweighted grading scale for grades 3 through 
8.  The use of weighted grades must be approved by the administrator/principal, and communicated to 
parents/guardians prior to the start of the school year.    [Revised July 1, 2025] 
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GRADING SCALE – The Diocese of Jefferson City provides the following grading scale for all Catholic schools, 
grades 3rd through 8th within the Diocese. [Revised July 1, 2023] 

 A 93-100  B+ 87-89  C+ 77-79  D+ 67-69  F 0-59 

 A- 90-92  B 83-56  C 73-76  D 63-66 

    B- 80-82  C- 70-72  D- 60-62 

 
DSP 5410 - PROMOTION AND RETENTION:  All promotions, regular and special, are decided by the school 
administrator/principal in light of the teacher’s recommendation and in consultation with the parents and with 
the child, if appropriate. Such decisions are based on a total evaluation of a student’s growth in all areas of 
development. 

If a student’s progress is unsatisfactory and the teacher believes the student may not satisfactorily complete the 
present grade, the teacher shall discuss alternatives with the school administrator/principal. As soon as 
possible, the teacher and/or the school administrator/principal shall talk with the parents/guardians and, as 
appropriate, with the student. Although the school administrator/principal always acts in consultation with the 
student’s teachers and parents, the final responsibility for a student’s promotion or retention rests with the school 
administrator/principal. 

During conferences and in a follow-up letter, the parents/guardians and the student are informed of the 
pending decision at least six weeks before it is finalized. The decision, with its rationale, is to be communicated 
to the parents/guardian. If the parents/guardians do not agree with the school administrator's/principal's 
decision, the school administrator/principal and the parents/guardians shall meet to discuss the rationale for 
the decision. While parent/guardian input is valued, it is ultimately the school administrator's/principal's 
decision whether to promote a student. 

If a student with special educational needs is accepted in a school that does not offer a special education 
program, at the request of parents who are aware that a special education program is not offered, the school 
administrator/principal and parents sign a written agreement concerning promotion and retention procedures 
for the child as well as the type of diploma to be awarded upon termination of attendance. 

High school students who satisfactorily complete a program that includes a modified curriculum or significant 
accommodations for special needs will receive a diploma that indicates the modified nature of the curriculum, 
i.e., Modified Diploma. [Revised May 24, 2016] 

RECORDS:  St. Joseph School maintains a system of permanent student records.  The principal is responsible to 
ensure the privacy of student’s records.  The school shall provide parents and legal guardian’s access to 
records directly related to the student.  Written consent of parent or guardian is required before releasing 
identifiable personal information from a student’s records.  Parental rights extend to either parent unless the 
school has been provided with evidence that there is a court order, statute or legally binding document 
relating to such matters as divorce, separation, or custody that specifically revokes these rights.  When a 
student has graduated from St. Joseph School and registered at another school, parental release is needed for 
copies of academic and health records to be sent to the high school. 
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DISCIPLINE 

DSP 5305 - CATHOLIC FAITH AND MORAL STANDARD: As a condition of initial and continued enrollment as a 
student in schools that are part of the Diocese of Jefferson City, a student's conduct, both in and outside of 
school, must be consistent with Catholic faith and morals. Conduct which is inconsistent with Catholic faith and 
morals, which is a threat to the health, safety, reputation and welfare of other students or employees and/or 
which causes scandal, impairs or threatens to impair the reputation of the Church or its schools, is grounds for 
disciplinary sanctions up to and including immediate dismissal/expulsion. [Revised July 1, 2021] 

SJP 5310-DISCIPLINE / PHILOSOPHY: The mission and philosophy of the St. Joseph school promotes the belief that 
students are entitled to a safe and orderly learning environment.  The purpose of this discipline system is to 
develop moral behavior in children, to teach values, respect for self, respect for others and a respect for all 
property and to take responsibility for their actions. We hold our students to a high standard and strive to 
encourage behaviors that are consistent with the Catholic faith.   Cooperation, as well as participation from 
parents with respect to this discipline system will reinforce good habits that will last a lifetime. 

DSP 5310 – PROHIBITION OF CORPORAL PUNISHMENT: Corporal punishment is not used under any circumstances 
in any school in the Diocese of Jefferson City.  The school administrator/principal is responsible to report 
immediately to the Catholic School Office any violation of this prohibition.  Any extreme or unusual form of 
punishment or any touching of a child in a manner that is considered punitive is to be avoided.               
[Revised July 1, 2022] 

DSP 6126 – ALTERNATIVE METHODS OF INSTRUCTION: Diocesan Catholic schools may use Alternative Methods of 
Instruction (AMI) instead of losing learning days due to inclement weather, widespread illness, etc.  AMI days 
must be approved by the superintendent prior to their use.  A maximum of five (5) AMI days may be used per 
school year.  [Revised July 1, 2024] 

DSR 6126 – ALTERNATIVE METHODS OF INSTRUCTION: Diocesan Catholic school administrators/principals who 
wish to utilize Alternative Methods of Instruction (AMI) must have the following in place:  

• Information in the school parent/guardian/student handbook explaining how AMI days will be 
communicated to parents/guardians, as well as how students will receive expectations for the day. 
Parents/guardians should also be told how attendance will be determined for the day.  

• Administrators/principals should communicate to parents/guardians the instructional methods which will 
be used; accommodations must be made for any student who may not have access to 
computer/internet.  

• Administrators/principals will make clear that personnel must be available throughout an AMI day for 
student questions; parents/guardians will be notified on the best way to contact personnel with 
questions.  

• AMI may be used prior to the use of all other inclement weather days scheduled. Prior approval from 
the superintendent may be given the day of, provided all other arrangements have been made. 
[Revised July 1, 2024] 

APPLICABILITY OF DISCIPLINE TERMS 

This policy applies to all St. Joseph students and staff and applies to in-school behavior and all school 
sponsored activities including, but not limited to, school transportation, sporting events, field trips, and 
programs. 

MODELING AND TEACHING OF CHRISTIAN VALUES 
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Self-direction, rather than external control, is the ultimate aim of true discipline.  Therefore, the staff and 
students at St. Joseph Catholic School will work together to build an atmosphere of Christian love and respect 
through responsible behavior in words and actions. 

RIGHTS, RESPONSIBILITIES AND EXPECTATIONS 

Students have the right; 
● To a Catholic education without interference from others. 
● To a safe environment. 
● To be treated with respect. 

 
Students have the responsibility: 

● To conduct oneself in a manner that avoids interfering with another’s education. 
● To act in a safe manner. 
● To behave respectfully toward others. 
● To obey the rules of the school. 
● To adhere to the directions of staff including, but not limited to, teachers, substitute teachers, and aides. 

 
Staff and Administration have the right: 

● To conduct their classes without interference from others including, but not limited to, student disruptive 
behavior or unnecessary interruption from other staff members. 

● To be addressed in a respectful manner. 
● To respond to concerns voiced by students, parents or other employees. 

 
 
Staff and Administration have the responsibility: 

● To treat students and other staff with respect through words and actions. 
● To follow rules by consistently enforcing school policy. 
● To respond to communication from parents in a timely manner. 
● To seek conferences with parents and other staff in effort to help students. 
● To reinforce positive student behavior. 

 
Parent/Guardians have the right: 

● To receive timely communication from teachers and administration. 
● To be apprised of disciplinary issues which occur during the school day. 
● To the opportunity to conference with staff when concerns arise. 
● To know that their children are cared for in a physically and spiritually safe environment. 

 
Parent/Guardians have the responsibility: 

● To respond to communications from the school. 
● To instill in their children a respect for the rights and property of others. 
● To assist their children in learning and supporting school rules and policies. 
● To cooperate with staff and administration in the enforcement of school rules and policies. 

 
EXPLANATION OF DISCIPLINARY TERMS 

ACADEMIC ACCOUNTABILITY:  As a part of self-discipline, students will be held responsible for completing and 
returning homework by the due date.  In most cases, action that is administered as a consequence to a 
student’s failure to complete assigned tasks requires that the student remain after regular school hours for the 
amount of time necessary to complete the assignment.  Parents will receive a phone call from the student 
informing them of the consequence. 

PROBATION:  Disciplinary action that is administered as a consequence to a student’s consistent and 
inappropriate behavior.  A student may be placed on probation for a trial period by the school principal.  A 
written behavior plan will be designed to help the student understand expected behavior and to guide 
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remediation.  After a set period of time, the student’s behavior will be reviewed and if the student has met the 
conditions of the behavior plan he/she will be released from probation.  It is possible that probation may be a 
high level consequence for any repetitive conduct that has not improved with other levels of consequence. 

IN-SCHOOL SUSPENSION:  Disciplinary action that is administered as a consequence to a student’s 
inappropriate behavior that requires the student to absent him/herself from the rest of the student population 
for a period of one hour up to three days.  Students receiving an in-school suspension are required to complete 
assigned work in a location within the school that is separate from other students.  Students will be supervised 
by school staff.   

OUT-OF–SCHOOL SUSPENSION:  Disciplinary action that is administered as a consequence to a student’s 
inappropriate behavior and requires the student to stay home for a period not to exceed five days in most 
cases.  In extreme cases, a conference between student, parents, principal, pastor and superintendent will 
determine the length of time a student may be placed in out of-school suspension. 

EXPULSION:  Expulsion is a termination of enrollment, permanently or for an extended period of time as a result 
from repeated refusal to obey school rules or from conduct that endangers property, health, or safety of other, 
and is deemed to be in the best interest of the school.  The Superintendent of Catholic Schools must be 
consulted before a student is expelled from the school.  Action to expel must follow the Policy and Regulation 
Manual for Schools in the Diocese of Jefferson City, Missouri. 

BEHAVIORAL CRITERIA AND CONSEQUENCES 

Each classroom will create procedures that are based on the rights and responsibilities of students and staff.  All 
students will be held accountable for behavior throughout the school and all staff will be responsible for 
monitoring student behavior.  

In general, the following rules will apply to all students: 

STUDENTS 

● Will show appropriate classroom behavior by avoiding unnecessary talking, disruption of class, or other 
disturbance. 

● Will show respect for others in how they address teachers, staff and other students.  
● Will use language that upholds the Catholic mission of the school.  
● Will show respect for school property and help maintain a graffiti free environment. 
● Will ensure the safety of others by obeying game and playground rules. 
● Will follow the school dress code. 
● Will maintain academic honesty. 
● Will strive to conserve resources through careful use of consumable items including, but not limited to, 

paper, tissues, paper towels and toilet tissue.  Students will use provided container for recycling when 
possible. 

 
TARDY TO CLASS – Junior high students will have three minutes between each class period to go to their lockers 
and use the restroom.  Students tardy to class are to obtain a tardy pass from the office. Five tardies will equal 
15 minutes after school time, to be served on the day of the fifth tardy. Tardy count will begin new each 
semester. 
 

DSP 5355 – SUSPENSION: A diocesan Catholic school student is normally not to be suspended by the school 
administrator/principal until there has been parent/guardian notification.  Exceptions can be made for 
immediate suspension for reasons of safety, moral [Revised May 7, 2004] 
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DSP 5360 - EXPULSION: The expulsion of a diocesan Catholic school student is a very serious matter and shall be 
invoked only in extreme cases. Care shall be taken that fundamental fairness is offered the student in the 
process of expulsion.  

Expulsion is defined as permanent termination of a student from the school with no opportunity for 
reinstatement.  

In cases of serious misconduct which could lead to expulsion, the parent/guardians shall be advised 
immediately and in writing. They are urged to take advantage of assistance from school, parish or social 
service agencies which can help the student with their difficulties. Careful documentation shall be kept of all 
disciplinary proceedings.  

In extreme cases of incorrigible behavior, or when conduct threatens the physical or moral welfare of anyone 
in the school community, the school administrator/principal, normally in consultation with the pastor, can 
immediately suspend a student until a final decision is made. (See DSP 5355.)  

After the school has exhausted all avenues of assistance for the student, a recommendation may be made to 
the pastor regarding expulsion. All expulsions must be reviewed with the Catholic Schools Office for 
compliance with the law and diocesan policies and regulations. A statement of expulsion shall be made in 
writing, including the reasons for the expulsion and a complete listing of dates and efforts made to help the 
student to avert expulsion. [Revised July 1, 2021] 

DSR 5360 - EXPULSION: If an expulsion of a diocesan Catholic school student is pending, the Catholic Schools 
Office shall be notified immediately.  The Catholic Schools Office shall revie wthe case, consult legal counsel if 
necessary, and make recommendations to the school administrator/principal and/or pastor.  [Revised July 1, 
2021] 

DSP 2220 – TEACHER-IN-CHARGE: All diocesan Catholic schools shall have a teacher-in-charge approved by 
the pastor, who shall function within the assigned job description in the absence of the school 
administrator/principal or acting school administrator/principal. (See Appendix #2220).   

The teacher-in-charge shall make required emergency and immediate decisions in the administration and 
operation of the school when the school administrator/principal or acting school administrator/principal can’t 
be reached.  Such situations include, but are not limited to, the following: 

• Crisis situations 
• Emergencies (such as accidents, severe, and sudden health problems and major weather changes); 
• Approval of any student or faculty arrivals or departures – either previously approved by the school 

administrator/principal or of an emergency nature; 
• Deliveries of materials;  
• Communication regarding urgent matters;  
• Locking of the office files, checking lights and other tasks related to building supervision; and/or 
• Serious discipline issues. 

If at all possible, the teacher-in-charge shall consult with the pastor or personnel at the Catholic Schools Office 
for emergency and/or critical decisions.  If it is not possible, immediate follow-up notification is given to the 
pastor and the Catholic Schools Office. [Revised July 1, 2015] 

DRESS CODE 

St. Joseph Catholic School recognizes the importance of establishing a policy of dress for its students.  The dress 
code is intended to create a standard of dress that is neat, economical, modest and attractive.  The uniform 
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appearance promotes a visible sense of school unity and identity.  The dress code is intended to emphasize the 
neatness and care appropriate to pursuits such as learning, respect, discipline and Christ’s presence in the 
school environment. 

SJP 5340 - UNIFORM DRESS CODE:  St. Joseph will have a uniform dress code. See the chart below for examples. 

Girls----Grades K-4 Girls----Grades 5-8 
• Navy blue twill pants, skirts, 

jumpers, or shorts (with 
plain navy, black, or brown 

belts) 
 

• White polo shirt with collar, 
long or short sleeved (no 

logo/decorations) 
 

• Red polo shirt with collar, 
long or short sleeved (no 

logo/decorations) 
 

• Solid red, white, navy, gray, 
khaki, or black socks that 

cover the ankle, knee highs, 
or black or navy tights (no 

decorations) 
 

• Navy blue leggings may be 
worn under skirts during 

winter months. 
 

• Khaki twill pants, skirts, or shorts 
(with plain navy, black, or brown 

belts) 
 

• Navy blue polo shirt with collar, 
long or short sleeved (no 

logo/decorations) 

 
 

 

Boys----Grades K-4 Boys----Grades 5-8 

• Navy blue twill pants or 
shorts (with plain, navy, 
black, or brown belts) 
 

• White polo shirt with collar, 
long or short sleeved (no 
logo/decorations) 
 

• Red polo shirt with collar, 
long or short sleeved (no 
logo/decorations) 
 

• Solid color crew socks in 
red, white, navy, gray socks 
that cover the ankle. 

 

 
 

• Khaki twill pants or shorts worn 
with a plain navy, black, or 
brown belt. 
 

• Navy blue polo, long or short 
sleeved (no logo/decorations) 
 

• Solid color crew socks in navy, 
black, gray, or white that cover 
the ankle. 
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All Students: Uniform Approved Sweatshirts 

• Only the Poly ¼ zip, the cotton/poly 
hoodie (K-8), and the Junior High (gr. 
5-8) hoodie are uniform approved for 
wear during the school day.  

 
• Order forms for all are available in the 

office. 

K-8th  

 

 
5-8th  

 

All Students: Footwear 

Footwear: Due to safety reasons, the following will be enforced: 
 

- NO sandals or flip-flops.  All shoes must have closed heel 
and toe. Athletic shoes are preferred. 
 

- Shoes must have rubber or plastic soles; no hard soled 
shoes. 

 
All students are to comply with the dress code each day unless notice to the contrary is issued.  This dress code 
cannot cover all possible variations of style or interpretation nor can it predict future fads or trends.  Any 
question concerning the dress code will be referred to the principal and pastor for determination of 
acceptability for the school climate.  The decision of the pastor and/or principal or principal designate will be 
final. 
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Clothing should be clean and neat; no holes or stains.  Dingy shirts, faded pants, or holes in the knees are 
unacceptable.   
 
Shirts must be tucked into pants, shorts, skorts or skirts for Mass and appropriate field trips.  If sizing concerns are 
an issue, please notify the principal.  
 
The basic dress code required for kindergarten through eighth grade for boys and girls includes: 

● Pants 
• Solid navy dress slacks or shorts: Twill, pleated or plain front, straight legged with no 

excess piping, loops, etc.  No corduroy, nylon, spandex (e.g.: Umbro, Nike, Adidas, etc.) 
knit or sweat pants.  Cargo type pants and zip-off shorts are allowed.           

• Pants must be worn on the waistline. 
 

●  Shirts/Blouses 
● Solid white polo type knit shirts (short or long sleeved).  Cardinal red shirts are acceptable 

for all students.  
● T-shirts worn under uniform shirts must be white. 

Students in grades 6-8 may also wear khaki bottoms and navy tops that meet the same requirements as the 
navy bottoms and white or red tops. 
 
Dress code will be worn on all field trips unless approved by the school principal. 
 
Shorts are to meet the length of no shorter than four inches (4") above the knee.  This includes shorts for 
physical education. 
 
Footwear: Due to safety reasons, the following will be enforced: 

- NO sandals or flip-flops.  All shoes must have closed heel and toe. Athletic shoes are preferred. 
- Shoes must have rubber or plastic soles; no hard soled shoes. 

 
Belts must be plain black, brown, navy, or khaki leather or leather-look. 

 
Girls may wear modest earrings.  No large hoops or dangling earrings. 

 
No visible tattoos or body piercing (other than earlobes). 
 
Hair shall be clean and neatly styled of reasonable length and of natural hair color.  Spray on hair color may 
be used during Spirit Week if appropriate. 
 
Only earrings of the “post” type may be worn at school.   
 
Undergarments need to blend and colors should not be visible.  
 

  
The following are optional items that can be purchased. 

 
● GIRLS - Grades K-5:  French Toast Brand Blue/Red Plaid V-Neck pleated Jumper, Three-tab Plaid 

Blue/Red Pleated Skort, Plaid Pleated Blue/Red Skirt, solid Navy Twill Cargo Jumper, solid Navy Pleated 
Skirt, solid Navy Flare-cut Pleated Wrap Skort and Kick-Pleat Scooter.  Girls’ adjustable solid and 
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Blue/Red plaid cross ties.  Skirts must be no shorter than four inches (4”) above the knee. Shorts must be 
worn under regular skirts. 
 

● GIRLS - Grades 6-8: Blue/Red Plaid Pleated Skirt, Three-tab Plaid Blue/Red Pleated Skort, Navy or Khaki 
Pleated Skirt, Navy or Khaki Flare-cut Pleated Wrap Skort and Kick-Pleat Scooter. 
 

● BOYS/GIRLS K-8 Sweaters: Solid Navy cardigan only.    Fleece items are not acceptable unless they are 
school spirit items.  
 

● BOYS/GIRLS K-8: Sweatshirts will be available for purchase through Home and School.   Polo shirts are 
cardinal red. Approved sweatshirts that are ordered through school-approved vendors will be the only 
sweatshirts allowed.  A dress code polo shirt must be worn underneath all sweatshirts. 
 

● Hosiery: 
Students must wear socks or tights.  They must be in colors that are consistent with the dress code:  
white, black, gray, khaki, red or navy.  They may have a stripe or design as long as it is consistent with 
the above colors. 

 
NON-UNIFORM DAYS 

● Students are not required to wear dress code on Halloween, Christmas, Valentine’s Day, School Picture 
Day and Field Day.  

● Additional days may be added at the discretion of the school principal.  
 

● On these days students and parents are to use good judgment and Christian taste with regard to school 
dress.  
 

● Students are to dress neatly and modestly in clothing that is practical for classroom and playground 
wear.  

 
● Hair is to be clean and groomed.  

 
• The following items are not allowed: mesh tops, halter tops, shorts, dresses, or skirts shorter than 4”above 

the knee, culottes, tight or torn clothing, tube tops, dresses with spaghetti straps, half shirts, midriff tops, 
sun dresses, cut-offs, tank tops, hats (unless an activity allows) and any clothing that advertises alcohol, 
tobacco, or has any racist, sexist, or off-color slogans.  

 
● Yoga pants may only be worn if the top or shirt covers the student’s bottom. 
 
● If a student has a Mass part, please make sure that they are appropriately dressed. 

 
● These guidelines are not all inclusive and the pastor and/or principal have the right to judge individual 

cases that may not be covered by the guidelines.  

Parents may be required to bring appropriate clothing to school for the student to change if dress is deemed 
inappropriate. 
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EDUCATIONAL AUTHORITY IN THE PARISH 

DSP 1305 - EDUCATIONAL AUTHORITY IN THE PARISH:  The pastor of each parish, canonically appointed to be the 
head of the Catholic community, has pastoral authority and concern in all facets of parish life.  In educational 
matters, he works with the school advisory council.  

The school advisory council is an advisory body established to assist the pastor, school administrator/principal, 
parish pastoral council, and parish finance council in fostering the education mission, goals and objectives of 
the Catholic school. It helps formulate and recommend policy and is consultative to both the pastor and the 
school administrator/principal. [Revised July 1, 2021] 

The role of the parish pastoral council is to advise the pastor on all areas of the mission and direction of the 
whole parish. The school advisory board advises the pastor that the school is in harmony with the mission of the 
parish. The parish finance council advises in the temporal goods to insure the mission is sustained.  

EXTRA CURRICULAR ACTIVITIES 

St. Joseph School students are expected to follow school rules and expectations while participating in 
extracurricular activities or participating in field trips.  Student in violation of school rules will be subject to 
consequences as outlined in the behavioral and consequence guidelines. 

DSP 6603- ELIGIBILITY FOR CO-CURRICULAR ACTIVITIES: DiocesanCatholic schools shall set norms for eligibility of 
students to participate in school-sponsored activities (e.g., attendance in school is required for participation in 
co-curricular activities on the day of the activity, passing grades in all classes, behavior requirements met., 
etc.) Parents/guardians shall sign a Suitability Declaration and Release Agreement for participation in a co-
curricular activity.  (See Appendix #6603) [Revised July 1, 2024] 

SJP  6603 - ELIGIBILITY: To be eligible to participate in any extracurricular activity, including athletic programs, 
students must uphold the values and expectations of St. Joseph School. This includes maintaining respectful 
behavior, demonstrating good character, and fostering a positive learning environment. 

A student must have no failing grades and must maintain a grade average of “C” or above in academic 
subjects to participate. Students who do not meet this academic standard—either having an “F” in any class or 
failing to maintain a “C” average—will not be allowed to participate in extracurricular activities such as ball 
games, speech meets, music contests, and other school events during the following grading review period. 

Grades will be reevaluated every Monday at 8:00 AM to determine eligibility. Students who do not meet the 
grade requirements will be suspended from extracurricular activities and events for the next two weeks, but 
they are still expected to attend practices as they work to improve their academic performance. 

Additionally, students who receive an office referral for disciplinary issues—including but not limited to 
disrespect, inappropriate behavior, or misconduct—will be deemed ineligible for extracurricular participation 
for the designated suspension period. St. Joseph students are expected to represent their school and 
community with integrity, kindness, and respect at all times. 

SJP 6603.1 – ABSENCE / ILLNESS: Students are not allowed to participate if absent from school on the day of an 
extracurricular activity unless excused by the principal or acting principal.  A note explaining the need to be 
absent for any part of the day must be given to the principal prior to the absence. 

SJP 6603.2 - INELIGIBILITY FOR SCHOOL DAY EVENTS:  A student who is not eligible to participate in a school 
related field trip or contest during school time is to remain at school that day. 
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SJP 6603.3 - PHYSICALS: All students participating in 7th and 8th grade sports programs must pass a physical 
examination prior to beginning practices and games, in accordance with MSHAA regulations. 
 
SUPERVISION:  Students must be picked up immediately following sports practice or events.  The school does 
not provide supervision during these time periods.  Students who stay after school in order to attend 
extracurricular activities must attend after school care until adult supervisors/coaches arrive. 

DSP 6604 – VALUES OF ATHLETIC PROGRAM: Diocesan Catholic schools shall formulates polices that ensure 
adequate academic standing and satisfactory behavioral norms for students, as well as reasonable 
requirements concerning practice time.  

The school shall regularly publish, districute, and post norms for spectators, officials, coaches, athletes, and 
school personnel which reflect Catholic principles.  The school administrator/principal is responsible for the 
implementation and supervision of the norms. [Revised July 1, 2024] 

DSP 6610 – ATHLETICS: All athletic programs offered through diocesan Catholic schools shall reflect the values 
of, and be consistent with the mission and principles of the schools and the diocese. All students, 
parents/guardians, leaders, coaches and referees will sign a code of conduct prior to participation in any 
athletic event/team sponsored by a diocesan school. Additionally, schools may require all involved with an 
extracurricular activity (including athletics) to agree to sportsmanship training prior to the start of the activity.. 
[Revised July 1, 2024] 

DSR 6610 – ATHLETICS: All athletic programs offered through diocesan Catholic schools shall ensure the 
programs meet the following criteria:  

• Sports are viewed as a ministry to students and families.  
• Teams are seen as moral communities.  
• Moral growth and character development are emphasized.  
• Spiritual development is expected.  

All coaches and assistant coaches (whether paid or volunteer) shall be expected to imitate Christ through their 
coaching.  

School dministrators/principals who participate in any athletic program shall be responsible for assuring that all 
coaches, physical education teachers and parents/guardians meet the behavior standards. Evaluation of 
coaches and physical education teachers by school administrators/principals shall assure that these coaches 
and teachers are integrating these goals into their ministry of coaching/teaching.  

School administrators/principals may delegate responsibility for various aspects of the program to other 
personnel (e.g., assistant principals, athletic directors or secretaries), but shall retain overall responsibility for the 
implementation of the program in their schools. Additionally, when a diocesan school facility is used for 
extracurricular activities (e.g., athletic games) involving diocesan schools, a designated monitor for the host 
school must be present. This monitor will be responsible for making sure school property is protected, and 
participants and attendees are behaving in ways consistent with diocesan policy. (Refere to the school facility’s 
guidelines.)  

In view of the respect for and sanctity of the celebration of the Eucharist on Sundays, holy days of obligation, 
and the importance of the Easter Triduum, no practices, games, or events shall be held by any diocesan 
Catholic school-sponsored group, team or club in the school building or playing field, or buildings the school 
may borrow, rent or own before noon on any Sunday or holy day of obligation, nor at any time on Holy 
Thursday, Good Friday, Holy Saturday or Easter Sunday. Any games, tournaments, practices, etc. for school 
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teams or individuals participating in a school extracurricular activity held over school holidays must have the 
express, written permission of the administrator/principal. [Revised July 1, 2024]  

DSP 9501- DIOCESAN ADVISORY STUDENT COUNCIL: The Diocesan Advisory Student Council is constituted by the 
bishop for the purpose of recommending policy, organizing events, and suggesting programs to meet the 
emerging needs of all students.  

The Diocesan Advisory Student Council shall include, among its functions to: 

• Serve as a resource to the bishop and his delegates in regard to the needs and issues related to 
students and youth; 

• Suggest policies which provide direction for all ministries to students and youth; 
• Provide planning and determine the execution of all diocesan-wide activities held for diocesan 

Catholic school students; and 
• Participate in any other activities as determined by the bishop and/or his designee. [Revised July 1, 

2023] 

DSP 5575 – STUDENT INSURANCE: A Student Accident Policy provides coverage for all students enrolled in 
diocesan Catholic schools. If a student is injured due to an accident during a school related event/activity 
sponsored by the school or diocese, the policy may cover medical expenses not covered by the student’s 
parent/guardian health insurance policy. In the event of a claim, payment is based on usual, customary and 
reasonable charges. This coverage applies to all students enrolled in a diocesan Catholic school. With the 
exception of high schools, the coverage includes school-related athletic events and activities. A separate 
accident policy is in place for high school athletic events.  

For coverage to be effective, the school event/activity must be sponsored by the parish, school or diocese. Use 
of third parties or outside clubs, particularly for sporting events, may not be covered. It is important to verify the 
third party or club provides adequate coverage for participating students. It is permissible, but not required, for 
schools to pass the cost of the insurance on to the parent/guardian along with other school fees.  

For more information, contact Winter-Dent at 573-634-2122 or the diocesan Finance Office.                              
[Revised July 1, 2021] 

CALENDAR 

DSR 6101 – SCHOOL CALENDAR:  All diocesan Catholic schools shall compile a local school calendar that 
includes dates from the Catholic Schools Office.  In determining hours of academic instruction, the general 
assessment for a 5-day week (K-8) is 7 hours per full-day and 4 hours per half-day.  A copy of the local school 
calendar, in approved format, shall be sent to the Catholic Schools Office prior to publication.  The hours 
described in DSP 6101 are the minimum required.  The expectation is the school year should roughly span 
August through May, with the number of days being the following (at a minimum): 

• 160 days of student attendance;  
• 175 days of teacher attendance; and 
• 5 days of make-up time for weather or other approved event.  [Revised July 1, 2025] 

 
DSP 6101 – SCHOOL CALENDAR:  The annual academic term for a diocesan Catholic school consists of at least 
the following: 

• A minimum of 1,044 hours of instruction; 
• 36 weather make-up hours for possible loss of attendance dur to inclement weather or other approved 

event; and 
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• A minimum of 48 in-service hours; including diocesan-sponsored days (the number of hours may 
exceed 48 as determined at the local level). 

 
Instructional time shall be defined as those activities over which the teacher has direct control of the content 
and instructional methods, ensuring the activities are specifically designed to meet curricular objectives.  
 
In-service time shall be defined as administration-approved activities that typically involve collaboration and 
which support building or diocesan goals.  Such activities may include curriculum alignment, retreats or 
conferences, and professional development to further knowledge, competence, skills and effectiveness. 
 
Local public school calendars can be a guide for determining days a school is in session, but they are not 
binding upon final determinations. [Revised July 1, 2025] 
 

FEES 

HOT LUNCH:  

Hot lunch is provided to our students each school day.  All students participate in the hot lunch program unless 
a medical exemption is provided.  Hot lunch fees are $45 per month* per child full price, based upon 174 
lunches in the school year.   

*This amount is subject to change to accommodate rising food costs and inflation. Any adjustments to 
pricing will be communicated to families in advance 

As a participant in the federal free and reduced lunch program, St. Joseph School requests ALL families fill out 
the forms determining eligibility.  All information contained in the application remains confidential.  

PARISH SUPPORT FOR CATHOLIC FAMILIES:  

Catholic families who have children in the school are expected to contribute 5% or more of their 
weekly/monthly income to the church in the Sunday collection.   

Out-of-parish Catholic families are to send their 5% or more weekly/monthly income to their local parish which 
sends a stipend to St. Joseph. 

NON-CATHOLIC TUITION:  

The 2025-2026 Tuition Schedule for children in grades K-8 is: 
1 child---------------------------------$3,200/year 
2 children-----------------------------$6,400/year 
3+ children---------------------------$6,400/year  (For this school year, tuition will still cap at 2 students) 
 
Payments may be set up in advance.  Any family unable to meet this financial responsibility is to contact the 
principal or the pastor.  The school may withhold registration or transfer of records for students with unpaid 
tuition/fees.   

REGISTRATION FEE:  
The 2025-2026 Registration Fee Schedule for children (Catholic and Non-Catholic) in grades PK-8 is: 
 

1 child---------------------------------$300/year 
2 children-----------------------------$600/year 
3 children-----------------------------$900/year 

4 children-----------------------------$1,200/year 
5 children-----------------------------$1,500/year 
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TEXTBOOK REPLACEMENT FEES:  

Textbooks are the property of St. Joseph Catholic School.  If, through carelessness, a student damages or writes 
in books, he or she will be fined.  The fine will be determined by the amount of damage to the book.  If a 
student loses a book, payment will be required.  It is to be paid for according to the following schedule: 

First year (new books)                    100% of cost  Four year old books  40% of cost 
Two year old books                  80% of cost  Books of five years plus 20% of cost 
Three year old books               60% of cost 

 
 

PAYMENT REQUIREMENTS AND SPECIAL ARRANGEMENTS/BILLING NOTICES: 
The school appreciates prompt payment of all bills.  Special payment arrangements can be made by 
contacting the pastor or the principal.   
Joseph School asks for all payments to be placed in a sealed envelope, which is clearly marked with the 
following: 

•The student’s name and grade   

•The item or activity being paid   

• amount enclosed 

PAYMENT DELINQUENCY CONSEQUENCES/RELEASE OF RECORDS:  
St. Joseph School will not release any portion of a student’s record, including cumulative academic records 
and health records, until the parent/guardian has either paid all fees or made special arrangements with the 
pastor or principal concerning any delinquent fees.  Fee delinquencies include all fee areas described within 
this fees policy.  
 

FIELD TRIPS 

DSP 6301 - EDUCATIONAL OUTINGS, FIELD TRIPS, 8TH GRADE TRIPS: Diocesan Catholic school field trips and 
outings shall be learning experiences, but they are also privileges. Each teacher or moderator shall, in 
advance, explain to the school administrator/principal the proposed field trip, including student preparation, 
plans for supervision and transportation and student follow-up activities. If approved, the teacher shall follow 
the local procedures for the distribution and return of the field trip forms with parent/guardian signatures.  

A school may, but is not required to, sponsor an end of year eighth grade and/or a senior trip. If it does, the 
school must be ultimately responsible for the planning and implementation, including the assigning of 
chaperones and the establishment of rules. In addition, school personnel must accompany students on the trip.  

If the school does not sponsor the trip, then DSP 6306 shall be followed, in which case the school must isolate 
itself from the planning, distribution of any information, and fundraising. If any fundraising is done, the school 
name is not to be used. The school tax identification number is not to be used in any way for the trip, and any 
contracts shall not use the school name.  

Other than high school sports, any proposed school-sponsored trip that would include an overnight stay, travel 
outside of the state, or both, must be approved through the Catholic Schools Office prior to permission slips 
being distributed to parents/guardians.  

In general, overnight trips are discouraged for elementary/middle school classes. Such trips must be approved 
through the Catholic Schools Office prior to permission slips being distributed to parents/guardians. [Revised 
July 1, 2024] 
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DSR 6301 – EDUCATIONAL OUTINGS, FIELD TRIPS, 8TH GRADE TRIPS & SENIOR TRIPS: All diocesan Catholic school 
field trips and outings shall be pre-approved by the school administrator/principal. The written consent of 
parents/guardians must be obtained for every student participating in a field trip or outing. The consent shall 
include basic information about the trip, including destination, times, chaperones and mode of transportation.  

No student shall participate in outings or field trips unless a signed parent/guardian permission slip for the 
specific event is on file with the school administrator/principal. A sample Field Trip Permission Slip is included in 
Appendix #6301 [Revised June 1, 2015] 

DSP 6305 CHAPERONES AND DRIVERS FOR FIELD TRIPS, ATHLETIC EVENTS, AND OTHER OFF-CAMPUS SCHOOL 
ACTIVITIES: Diocesan Catholic schools shall take appropriate measures to ensure the safety of students when 
they are being transported for educational field trips, athletic events and other off-campus school activities.  

An adequate number of responsible adult chaperones shall accompany the students. Ordinarily, at least one 
adult will accompany every five students in the lower grades and every 10 students in the upper grades; some 
situations (e.g., travel with younger students) may require more supervision. Trips involving a great deal of travel 
shall be discouraged.  

When appropriate, schools shall use bus transportation by an insured carrier for off-campus school-sponsored 
events. There are circumstances for which a school administrator/principal may determine that transportation in 
private passenger vehicles is appropriate (e.g., a small number of students involved in an activity, cost of 
commercial transportation, etc.). If a private passenger vehicle is used, the following criteria shall apply:  

• Drivers must be a parent/guardian of a student; teachers and other personnel shall not drive students 
other than their own children on school trips of any kind.  

• Drivers must be experienced drivers over the age of 25 and demonstrate the maturity necessary to 
provide for the safety of those they are transporting.  

• Drivers must have a valid, non-probationary driver’s license and no physical disability that shall impair 
the ability to drive safely.  

• Drivers must sign a driving policy acknowledgement form agreeing to abide by certain safety practices; 
(See Appendix #6305: Agreement to Transport Students.).  

• Drivers must complete the diocesan safe environment training.  
• The vehicle must have a valid registration and meet state safety requirements.  
• The vehicle must be insured for minimum liability limits of $100,000 per person/$300,000 per occurrence.  

All drivers shall be given a copy of the above criteria.  

Volunteer drivers must provide the school with copies of a valid driver’s license, vehicle registration and proof of 
insurance coverage. The documents shall be kept on file by the school. The school shall also maintain a record 
of each event and date when each volunteer driver transports students. [Revised January 26, 2022] 

DSP 5545 - ALCOHOL USE AT SCHOOL RELATED EVENTS  No alcohol may be present or consumed at events 
where children and youth are the primary focus. For example: field trips, school carnivals, school picnics, 
school sponsored athletic events, etc. [Revised May 24, 2016] 

GRIEVANCE  

DSP 1901 – GRIEVANCE:  Any serious grievance regarding a diocesan Catholic school or its personnel that 
cannot be solved through an informal process using the local chain of command (teacher, school 
administrator/principal, pastor) shall be resolved through Administrative Recourse. In its role as an advisory 
council, rather than a governing board, the parish school advisory council is not part of the process of 
reconciling differences, unless a pastor decides to consult some or all of the council for advice on a serious 
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issue. Administrative Recourse shall constitute the exclusive method for resolving such disputes after informal 
attempts at reconciliation have failed. The parties are bound by its determination as final and binding. 
Administrative Recourse is specifically limited to grievances as defined within the Administrative Recourse 
regulation. [Revised July 1, 2021] 

DSR 1901 ADMINISTRATIVE RECOURSE :   

DEFINITION 

A grievance is a formal complaint about any serious issue regarding a diocesan Catholic school or its 
personnel that needs a formal process of reconciliation in order for it to be resolved.  

PURPOSE  

The primary purpose of Administrative Recourse shall be to secure, at the lowest possible administrative level, 
equitable solutions to problems which may from time-to-time arise affecting the welfare or working conditions 
of persons associated with the school.  

BASIC PRINCIPLES  

• Informal attempts using the local chain of authority (teacher, school administrator/principal, pastor) 
have failed to resolve the grievance.  

• Since it is important that grievances be processed as rapidly as possible, the number of days indicated 
at each level of the formal procedures shall be considered a maximum and every effort shall be made 
to expedite the process. The failure of a grievant to act within the prescribed timeframes shall act as a 
bar to any further appeal and the school administrator/principal’s failure to give a decision within the 
timeframes shall permit the grievant to proceed to the next level. (See procedure below.) By mutual 
written agreement, however, the timeframes may be extended.  

• The grievant agrees that discussions during the procedural stages of a grievance shall be kept 
confidential.  

• There shall be no retaliation against any party or participant in Administrative Recourse.  
• Meetings held pursuant to this procedure shall be conducted by mutual agreement at a time and place 

that will afford a fair and reasonable opportunity for all persons, including witnesses to attend.  
• Records of formal proceedings at every level shall be kept and made available to all parties involved.  

PROCEDURE  

Informal Attempts at Resolution  

• Before differences become formal grievances, every effort shall be made to resolve local-level disputes 
by way of a free and open discussion between the parties involved in the grievance. Accordingly, a 
grievant shall not pursue a grievance through the formal procedures outlined in this policy unless the 
grievant has first engaged in informal attempts with the normal chain of authority (teacher, school 
administrator/ principal, pastor) to reconcile the difference beginning with the person whom the 
grievance is against. The school administrator/principal or pastor may ask a third party to attend and 
assist the discussion.  

Formal Procedures  

• In the event that informal attempts at resolving the dispute have been unsuccessful, the formal 
procedures outlined below shall be observed. For complaints to be resolved through these procedures, 
the following shall apply: if the complaint relates to a school administrator/principal, LEVEL ONE will not 
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apply, and the grievant will begin with LEVEL TWO; if the complaint relates to a pastor, LEVELS ONE AND 
TWO will not apply, and the grievant will begin with LEVEL THREE.  

LEVEL ONE — SCHOOL ADMINISTRATOR/PRINCIPAL  

The grievant shall reduce the complaint to writing and submit it to the school administrator/principal within 15 
days following the occurrence of the event. In the complaint, the grievant must specifically request resolution 
through Administrative Recourse. The school administrator/principal will hold a meeting within seven days 
following receipt of the written statement of grievance. The school administrator/ principal, a grievance 
representative designated by the pastor and the grievant shall be present for the meeting. Within seven days 
following the meeting, the school administrator/principal shall provide the grievant with a written decision.   

LEVEL TWO — PASTOR  

If the grievant is dissatisfied with the school administrator/principal’s written decision, the grievant may appeal 
the decision in writing within five days to the pastor. If the formal procedure begins with LEVEL TWO, the grievant 
shall put their complaint in writing and submit it to the pastor within 15 days following the occurrence of the 
event. The pastor will hold a meeting within seven days following receipt of the written statement of grievance 
or the appeal, as applicable. The pastor, a grievance representative designated by the pastor and the grievant 
shall be present for the meeting. Within seven days following the meeting, the pastor shall provide the grievant 
and the school administrator/principal with a written decision.   

LEVEL THREE — CATHOLIC SCHOOL OFFICE  

If the grievant is dissatisfied with the pastor’s written decision, the grievant may appeal the decision in writing 
within five days to the Catholic Schools Office. If the formal procedure begins with LEVEL THREE, the grievant 
shall put their complaint to writing and submit it to the Catholic Schools Office within 15 days following the 
occurrence of the event. The Catholic Schools Office or a designated representative of the superintendent will 
hold a meeting within 10 days following receipt of the appeal. The Catholic Schools Office will render a decision 
in writing stating findings of fact and conclusions within 10 days of the meeting and a copy of the decision shall 
be delivered to the grievant, the pastor and the school administrator/principal.  

LEVEL FOUR — OFFICE OF THE BISHOP  

If the aggrieved person is not satisfied with the disposition of the grievance at LEVEL THREE, a written appeal 
may be made within five days to the bishop. The bishop or his designee will review the entire record relating to 
the grievance and thereafter hold a meeting which shall not be later than 15 days after receipt of the written 
appeal. The grievant is entitled to attend the meeting. Evidence relevant to the grievance may be offered by 
interested parties, and questions may be asked pertaining to the cause by the bishop as well as the interested 
parties. The bishop will render and communicate his recommendation to the Catholic Schools Office and the 
grievant of his ruling. The decision of the bishop shall be final and binding. [Revised July 1, 2021] 

DSP 1902 - PENALTY STATUS DURING ADMINISTRATIVE RECOURSE: The penalty for a violation of a school or 
diocesan policy or regulation is to be enforced during the recourse procedure. However, a request can be 
made to the pastor to speed up the procedure. Either the person(s) registering the complaint or the person(s) to 
whom the complaint is registered can make this request. The request, in consultation with the Catholic School 
Office, can be granted or denied.  [Revised June 1, 2015] 
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HARASSMENT 

DSP 5820 – HARRASSMENT/BULLYING- All Catholic schools part of the Diocese of Jefferson City shall maintain a 
learning environment that is free from harassment. No student in any school shall be subjected to any type of 
harassment/bullying. [Revised July 1, 2021] 

DSR 5820 – HARRASSMENT/BULLYING – Harassment is defined as any unwanted and unwelcome behavior that 
interferes with a student’s performance or creates an intimidating, hostile or offensive learning environment. 
Harassment includes physical, visual, verbal and sexual forms of behavior. Instances of harassment in diocesan 
Catholic schools shall be addressed using appropriate disciplinary consequences, counseling methods and 
parent/guardian contact and involvement in accordance with the nature and frequency of the offense.  

Bullying is the use of force, threat, or coercion to abuse, intimidate, or aggressively dominate others. Bullying 
behavior is repeated and habitual. One essential prerequisite is the perception (by the bully or by others) of an 
imbalance of social or physical power, which distinguishes bullying from conflict. Behaviors used to assert such 
domination can include verbal harassment or threat, physical assault or coercion, and such acts may be 
directed repeatedly towards particular targets.  

Every school shall have a comprehensive anti-bullying plan consistent throughout the school. This plan is 
explained and enforced by the administration, teachers, parents/guardians and students. This plan shall also be 
available in the school office for parents/guardians to refer to if they have questions. This can also be in the 
parent/guardian/student handbook.  

Sexual harassment deserves special mention. Sexual harassment is defined as any unwelcome sexual 
advances, unwelcome physical contact of a sexual nature, or unwelcome verbal or physical conduct of a 
sexual nature. Unwelcome verbal or physical contact of a sexual nature includes, but is not limited to the 
deliberate, repeated making of unsolicited gestures or comments, or the deliberate, repeated display of 
offensive, sexually graphic materials which is not necessary for school purposes. No student shall be subject to 
sexual harassment as a student.  

Any student or personnel who engages in sexual harassment shall be subject to severe disciplinary measures. 
Any student who believes that they are being sexually harassed shall immediately report such information to 
the school administrator/principal or other school official. Any information reported shall be treated as 
confidential. All claims of sexual harassment shall be immediately reported to the Catholic Schools Office 
and/or chancellor, and shall be thoroughly investigated by the school administrator/principal after consultation 
with and direction from the Catholic Schools Office.  

No student shall receive any retaliation or disciplinary action for reports of harassment made in good faith. 
Samples of bullying report forms are available at Appendix #5820. [Revised July 1, 2021] 

HEAD LICE 

St. Joseph Catholic will not perform routine schoolwide head lice screening.  However, the administration will 
identify the population of students most likely to have been exposed and arrange to have that population of 
students examined. 

If an adult in the building discovers head lice or nits on a student, the parent/guardian of that student will be 
notified and other students who reside with the infected student will be checked.  Parents of students within the 
same classroom will be notified of confirmed lice check. 
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The school office will instruct parent/guardian concerning various shampoos, sprays and other appropriate 
treatments that can be purchased to eliminate head lice or nits and be given information concerning 
necessary procedures to be taken in the home to ensure that the head lice are eliminated. 

If the student was infected with live head lice or nits; the student should not return to school for 24 hours after 
the discovery of the head lice to allow for treatment. 

When a student who had lice or nits returns to school, the student will be examined by an adult.  If live head 
lice are found at that time, the parent/guardian will be contacted, and the student will be excluded from 
school for 24 hours to allow for additional treatment.  This process will continue until the student is free of head 
lice. 

A student who was identified as having nits but not a live head lice infestation will be re-examined within five 
calendar days of the initial identification.  If this examination reveals nits are still present, the parent/guardian 
will again be instructed on treatments options.  This process will repeat until the student is free of nits. 

A student shall not attend school or any school-sponsored activities while afflicted with any contagious or 
infectious disease including head lice. 

LUNCH PROGRAM 

FREE AND REDUCED LUNCH: Free and reduced cost lunch forms are available and are processed by the 
principal.  Those receiving these benefits do not affect the finances of our parish, but in fact assist the school 
lunch budget, so it is encouraged for all to apply for free/reduced lunches, if eligible.  Information is kept 
confidential. 

GUESTS: Parents may have lunch with their children.  A note expressing this desire will insure that extra food is 
prepared for you.  Cost of lunch for guests is $3.00. 

QUALIFICATIONS: Our lunch program complies with the Missouri state laws and is overseen by the Missouri 
Department of Elementary and Secondary Education.  The kitchen area is monitored by Chariton County 
Health Department. 

PARENT ORGANIZATIONS 

SJP 1401 - ADVISORY COUNCIL: The School Advisory Board consists of nine elected members, the pastor and 
principal.  It shares the responsibility of Catholic education, with the main responsibility to recommend policies 
for the good of the school.  There are four meetings a year. 

 

DSP 1430 - HOME AND SCHOOL: In fulfilling their mission, diocesan Catholic schools shall collaborate with 
parents/guardians. Associations of parents/ guardians shall be established and held in high esteem. Each 
elementary school shall establish and maintain a home and school association to help parents/guardian in 
fulfilling their role as Christian educators and to provide educational assistance in Christian family living. “School 
associations and meetings of parents/guardians are to be set up and held in high esteem,” Code of Canon 
Law, Canon 796. The home and school association fulfills its purpose by supporting the school and 
collaborating with faculty and personnel.  [Revised July 1, 2021] 
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DSP 9401 - HOME AND SCHOOL ASSOCIATIONS:  

PURPOSE AND NATURE: 

To enable the parent/guardian partnership role to become a reality in education, every diocesan Catholic 
school shall have an effective home and school association. The objectives of the association shall promote 
communication among the parents/guardians, personnel, and administrators/principals, and to develop and 
deepen a mutual understanding of Catholic education.  

The home and school association is neither policy-forming nor primarily a fundraising body. It is an organization 
that fulfills its purpose by supporting the school and collaborating with faculty and school personnel. This 
association shall refrain from discussing policies and issues, which is the role of the parish school advisory 
council.  

MEMBERSHIP  

Membership consists of parents/guardians of students, the pastor, school administrator/principal and faculty. 
Membership may be extended to include other interested relatives of the students and community leaders. The 
association may set nominal annual dues, if desired. The school administrator/principal of the school and the 
pastor are non-voting, ex-officio members of the association.  

AUTHORITY  

The home and school association works in cooperation with the school administrator/principal. As determined 
by canon law, all home and school association decisions are subject to final approval by the pastor. Home and 
school associations should not meet without the pastor and/or administrator/principal, except with written 
permission from the pastor.  

CONSTITUTION AND BYLAWS  

Each home and school association shall have a written constitution and bylaws. These documents, when 
initially written or revised, shall be approved by the Catholic Schools Office. A copy of these documents is 
given to the parish school advisory council and parish pastoral council.  

Elements in a constitution shall include the following:  

• name of organization  
• objectives — including those previously indicated  
• membership — eligibility  
• officers — titles; eligibility for office; term of offices  
• executive committee — composition; responsibilities  
• general meeting — number of meetings  

Bylaws shall include the following:  

• officers — duties; process of election  
• meetings — order of business; procedures  
• standing rules — dues; reports  
• amendments — process Local association documents may reflect any options that adhere to diocesan 

policies.  [Revised July 1, 2024] 
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PARENT REQUIREMENTS: St. Joseph expects that parents offer their support to its faculty and recognize faculty 
members for jobs well-done.  When teachers achieve more for less pay than they could receive elsewhere, 
praise or thanks can help boost faculty morale.  Parents are to encourage their children to do their best work in 
school, to read the weekly newsletters, look over papers the children bring home, and to take an interest in 
what the children are doing.  Parental interest and encouragement are big factors in how well a child does in 
school.  Each family is expected to help with Home and School activities.  Parents are expected to volunteer for 
room parties, help in the library, classrooms, field trips, basketball games and tournaments, rummage sales, etc. 
when needed. 

SAFETY 

DROP OFF AND PICK UP: Traffic is one-way through the school parking lot.  Cars enter through the north 
entrance and exit through the west exit.  Students are to be dropped off before school at the southeast 
entrance.  The parking lot will be closed from 9:00 AM to 3:15 PM.  The parking lot will be opened for dismissal at 
3:15 PM and closed again at 3:25 PM until all students are loaded.  Cars are not to move until signaled by a 
school official.   

SAFETY PATROL: Seventh and eighth grade students will be trained to serve as safety patrol after school.  They 
are to assist supervisors in monitoring student movement, provide stop signs and escort students crossing the 
railroad tracks.  Safety patrol members are not allowed to play on playground equipment during patrol. 

PLAYGROUND: Playing on the playground before or after school is not permitted, unless directly supervised by 
an adult or during after school care activities.  Children are not to be playing on the playground any time they 
are not supervised.  Students are to follow the direction of playground supervisors.  Snowballs or ice may not be 
thrown on the school grounds or in any area adjacent to the school.  

ENTRY INTO THE SCHOOL DURING SCHOOL HOURS:  The school will be locked from 8:00 AM until 3:25 PM.  All 
entry is limited to the northeast double doors.  Sign in at the office when entering the school. 

SAFETY DRILLS:  Tornado, earthquake, fire and lockdown drills will be held throughout the year.  No one may 
enter the building and students may not leave school ground during a drill or crisis event unless there are 
extraordinary reasons approved by administration. 

SCHOOL HOURS 

ARRIVAL: Students may enter the building after 7:15 AM and must sit in the hallway near the principal’s office 
until the 7:30 AM bell rings.  After 7:30 AM, students may either walk around the gym or sit quietly on the 
bleachers until the 7:50 AM bell signals the start of the school day.  If a student needs to arrive at school earlier 
than 7:15 AM, please contact the principal to make arrangements. 

MASS: Students at St. Joseph School have the privilege of attending Mass regularly as part of their faith 
formation.  Preschool – 1st grade will attend Mass on Tuesdays and Fridays, while 2nd – 8th grade will attend Mass 
on Tuesday, Thursday, and Friday.   

DISMISSAL: School dismisses at 3:25 PM.  Walkers and bike riders are to leave the grounds immediately after 
school. Teachers provide no supervision of students before 7:30 AM or after 3:35 PM unless previously arranged.   
After school care students are to sit quietly in the gym until the supervisor arrives. 

EARLY DISMISSAL:  School will dismiss at 12:15 PM on scheduled early dismissals. 

AFTER SCHOOL CARE: After school care arrangements must be made for students who cannot be picked up by 
3:35. There is a fee for this service.  All students who are not picked up by 3:35 will be sent to after school care; 
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students may not wait in the gym for any reason (practice, meetings) unless supervised by an adult.  Students 
attending after school meetings or practice will be under the supervision of the adult advisor or coach until 
they leave school property.  Students who are to walk home or to another location must have a written note 
from home explaining arrangements. 

SEXUAL ABUSE OF MINORS 

DSP 5825 – SAFE ENVIRONMENT REQUIREMENTS: Diocesan Catholic schools shall follow all regulations regarding 
the diocesan safe environment program, including regulations regarding training and screening of volunteers. 
(See DSR 5825 and Appendix #5825.) [Revised July 1, 2020] 

DSR 5825 – SAFE ENVIRONMENT REQUIREMENTS FOR VOLUNTEERS WHOSE DUTIES INCLUDE CONTACT WITH 
MINORS: All diocesan Catholic school volunteers whose duties include contact with minors shall comply with 
the following prior to volunteering:  

• complete a Protecting God’s Children (VIRTUS) workshop in-person or online;  
• agree to a national background screening that evaluates any history related to criminal charges, and 

agree to automatic rescreening every three months; and  
• read, consent to and sign the Code of Pastoral Conduct.  

Effective July 1, 2021, all parents/guardians of K-8 students shall complete these requirements. In some 
instances, parents/guardians may be exempt from some requirements. These instances must be approved 
through the Catholic Schools Office and the Office of Child and Youth Protection.  

School administrators/principals and pastors are responsible for ensuring all parents/guardians and volunteers 
are properly screened according to applicable standards of the safe environment program.  

If the Office of Child and Youth Protection is alerted to an issue with a parent/guardian or volunteer’s 
background check or screening, they shall notify the superintendent. The superintendent shall notify the pastor 
and school administrator/principal regarding the situation.  

Working with the pastor and the school administrator/principal, the superintendent shall notify the 
parent/guardian or volunteer in writing regarding the level of accessibility they will be allowed in regard to the 
school and school events. The school administrator/principal shall also notify the student’s teacher and any 
necessary personnel as to parent/ guardian and/or volunteer’s level of accessibility. [Revised July 1, 2021] 

TECHNOLOGY 

DSP 6425 - TECHNOLOGY USE: All diocesan Catholic schools allowing students to have access to the internet, 
email and other technology shall have a written policy regarding usage in the parent/guardian/student 
handbooks. This content of this policy shall include, at a minimum, the following statements:  

• Internet, email and other technology access and use in school is a privilege, not a right.  
 

• Use of technology access shall to be consistent with Catholic teaching, doctrine, morality and values.  
 

• Students shall not use the internet, email or other technology for the purpose of transmitting or receiving 
illegal, illicit or obscene materials, or other materials in conflict with Catholic doctrine and practices.  
 

• Students shall not use the internet, email or other technology for the purpose of violating copyright law, 
including, but is not limited to, copyrighted software, text, graphics or music. Such action shall be 
considered theft and is in violation of Catholic and legal standards.  
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• Students shall not use the internet, email or other technology for the purpose of plagiarism.  
 

• Students shall not attempt to gain access to resources belonging to others, including, but is not limited 
to, passwords, email, personal files, and restricted or secure internet sites. This shall be considered theft 
and is in violation of Catholic and legal standards.  
 

• Students shall not use the internet, email or other technology to transmit information about the school or 
the school-governed facilities, other than their own email address, including, but is not limited to, school 
personnel names and addresses.  
 

• Students shall not use devices or technology to record (video/audio) on school property or at school 
events without prior permission from administration. 
 

• The school reserves the right to review any materials (email, files, other correspondence) sent or 
received via the internet, email or other technology for appropriateness in light of legal, ethical and 
Catholic standards.  
 

• Any violation of this policy is also considered a violation of the school discipline code and is subject to 
school disciplinary action.  
 

• The privilege of the internet, email or other technology use can be suspended or revoked at any time by 
administration.  

In addition to the above, the school, after consultation with the Catholic Schools Office, can take disciplinary 
action against any student who, either within or outside school hours and/or on or off school grounds, uses 
technology to defame, bully or assault the character or being of the school, diocese, any of its personnel 
and/or students. This includes any such negative postings (verbal or pictorial) on such websites as Facebook, 
YouTube, Snapchat, Twitter, Instagram, TikTok and other social networking sites. This includes any activity that 
would violate DSP 5305, Catholic Faith and Moral Standard. [Revised July 1, 2024] 

DSP 6426- AI USE, DATA STEWARDSHIP, AND COMPLIANCE: Artificial intelligence (AI) use in a diocesan Catholic 
school setting is permissible only under direct supervision of school personnel for specific academic purpose. 
[Revised July 1, 2024] 

DSR 6426- AI USE, DATA STEWARDSHIP, AND COMPLIANCE:  

DEFINITION OF ARTIFICIAL INTELLIGENCE (AI) AND SCOPE  

Official Policy of the Diocese of Jefferson City DSR 6426 Artificial Intelligence (AI) refers to computer systems 
capable of performing tasks that typically require human intelligence. In the context of this policy, AI includes 
but is not limited to machine learning applications, natural language processing and other advanced 
technologies designed to assist and augment educational processes.  

EDUCATIONAL OBJECTIVES AND GUIDELINES  

The integration of AI aligns with the goals of various academic classes, fostering critical thinking, 
communication, literacy and creativity. Assignments incorporating AI tools aim to evaluate knowledge, 
encourage original thinking and cultivate essential skills. Students are encouraged to utilize AI as a 
supplemental aid, ensuring that the bulk of thinking, analysis and composition remains their own. Proper 
reference and citation protocols must be observed when incorporating AI-generated content.  

RESPONSIBLE AI USE, DATA STEWARDSHIP AND COMPLIANCE  
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Academic integrity in the context of AI use emphasizes ethical and responsible engagement. Students are 
prohibited from using AI to generate text for assignments unless explicitly permitted by the instructor. AI should 
be employed for clarification, not substitution, and primarily as a tool for learning rather than for the completion 
of formative tasks. Administrators/principals and personnel must prioritize data stewardship, ensuring the 
protection of student and employee data; specifically, identifiable student or professional data considered part 
of the educational record should not be entered into AI systems. School personnel are required to consult with 
the superintendent when questions arise concerning the responsible use, protection of data and compliance 
with guidelines for parent/guardian permission and age restrictions associated with various programs.  

RESTRICTION ON DATA USAGE  

Data protection measures prohibit the entry of specific identifiable student or professional data into AI systems. 
This includes, but is not limited to, information considered part of school personnel or student educational 
records. The use of AI must adhere to strict guidelines to prevent any compromise of sensitive information.  

VIOLATIONS OF POLICY  

Violations include unattributed use, over-reliance on AI, and substitution of necessary steps in assignments. 
Copying significant portions of AI-generated content without proper citation, leaning on AI for critical thinking 
aspects and using AI to bypass essential assignments steps are considered breaches of this policy. Any misuse 
as defined by instructors or school administrators will result in consequences defined by school and/or 
diocesan policy.  

EDUCATION, GROWTH, DATA PROTECTION AND COMPLIANCE  

The main purpose of education is underscored — to learn and grow. While AI serves as a valuable tool, it 
cannot replace active student engagement and effort. The responsible use of AI is paramount, emphasizing a 
commitment to learning, personal development and the preservation of academic integrity within the 
educational community of the diocese. Simultaneously, data stewardship is a collective responsibility, with 
administrators/principals and school personnel consulting the superintendent to ensure the protection of 
student and school personnel data during the use of AI programs. Moreover, adherence to guidelines for 
parent/guardian permission and age restrictions is mandatory to maintain ethical and compliant AI use.  

EVOLVING NATURE OF AI TECHNOLOGY AND POLICY REVIEW  

The rapid evolution of AI technology requires ongoing vigilance and adaptability. As AI tools and application 
continue to advance, the school acknowledges the necessity for regular reviews of this policy to ensure its 
alignments with correct technological standards, educational practices, and ethical considerations. School 
administrators/principals and personnel are encouraged to stay abreast of emerging AI developments and, 
when necessary, consult with the superintendent to address new situations or challenges that may arise. This 
collaborative approach aims to foster a proactive response to the evolving landscape of AI, maintaining the 
integrity of educational practices while safeguarding student and school personnel interests. [Revised July 1, 
2024] 

SOCIAL MEDIA: ACCEPTABLE USE POLICY 

Introduction 
St. Joseph Catholic recognizes that access to technology in school gives students, parents and teachers 
greater opportunities to learn, engage, communicate, and develop skills that will prepare them for 
work, life, and citizenship. We are committed to helping students develop 21st-century technology and 
communication skills. 
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To that end, this Acceptable Use Policy outlines the guidelines and behaviors that users are expected to 
follow when using school technologies or when using personally-owned devices on the school campus. 
 

● Students, parents and teachers are expected to follow the same rules for good behavior and 
respectful conduct online as offline. 
 

● Misuse of social media can result in disciplinary action. 
 

● YOUR SCHOOL makes a reasonable effort to ensure students’ safety and security online but will 
not be held accountable for any harm or damages that result from misuse of social media 
technologies. 

 
We encourage teachers, students, staff, and other school community members to use social 
networking/media (Twitter, Facebook, etc.) as a way to connect with others, share educational 
resources, create and curate educational content, and enhance the classroom experience. While 
social networking is fun and valuable, there are some risks you should keep in mind when using these 
tools. In the social media world, the lines are blurred between what is public or private, personal or 
professional. 
     
We've created these social networking/media guidelines for you to follow when representing the school 
in the virtual world. 

Please do the following: 

Use good judgment   
● We expect you to use good judgment in all situations. 
● You must know and follow the school and Diocesan policies. 
● Regardless of your privacy settings, assume that all of the information you have shared on your 

social network is public information. 

Be respectful   
● Always treat others in a respectful, positive and considerate manner. 

Be responsible and ethical   
● If you are approved to represent the school, unless you are specifically authorized to speak on 

behalf of the school as a spokesperson, you should state that the views expressed in your 
postings, etc. are your own. Stick with discussing school-related matters that are within your area 
of responsibility. 

● Be open about your affiliation with the school and the role/position you hold.   

Be a good listener   
● Keep in mind that one of the biggest benefits of social media is that it gives others another way 

to talk to you, ask questions directly and to share feedback. 
● Be responsive others when conversing online. Provide answers, thank people for their comments, 

and ask for further feedback, etc. 
● Always be doing at least as much listening and responding as you do "talking." 

Don't share the following: 

Confidential information   
● Do not publish, post or release information that is considered confidential or not public. If it 

seems confidential, it probably is. Online "conversations" are never private. Do not use your birth 
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date, address, and cell phone number on any public website. 

Private and personal information    
● To ensure your safety, be careful about the type and amount of personal information you 

provide. Avoid talking about personal schedules or situations. 
● NEVER give out or transmit personal information of students, parents, or co-workers  
● Don't take information you may receive through social networking (such as e-mail addresses, 

customer names or telephone numbers) and assume it’s the most up-to-date or correct. 
● Always respect the privacy of the school community members.     

 
Please be cautious with respect to: 

Images    
● Respect brand, trademark, copyright information and/or images of the school (if applicable). 
● You may use photos and video (products, etc.) that are available on the school’s website. 
● It is generally not acceptable to post pictures of students without the expressed written consent 

of their parents. 
● Do not post pictures of others (co-workers, etc.) without their permission. 

Other sites    
● A significant part of the interaction on blogs, Twitter, Facebook and other social networks 

involves passing on interesting content or linking to helpful resources. However, the school is 
ultimately responsible for any content that is shared. Don't blindly repost a link without looking at 
the content first. 

● Pay attention to the security warnings that pop up on your computer before clicking on 
unfamiliar links. They actually serve a purpose and protect you and the school. 

● When using Twitter, Facebook and other tools, be sure to follow their printed terms and 
conditions. 

And if you don't get it right... 
 

● Be sure to correct any mistake you make immediately, and make it clear what you've done to 
fix it. 

● Apologize for the mistake if the situation warrants it. 
● If it's a MAJOR mistake (e.g., exposing private information or reporting confidential information), 

please let someone know immediately so the school can take the proper steps to help minimize 
the impact it may have. 

 
Netiquette 

● Users should always use the Internet, network resources, and online sites in a courteous and 
respectful manner. 

● Users should also recognize that among the valuable content online is unverified, incorrect, or 
inappropriate content. Users should use trusted sources when conducting research via the 
Internet. 

● Users should also remember not to post anything online that they wouldn’t want parents, 
teachers, or future colleges or employers to see. Once something is online, it’s out there—and 
can sometimes be shared and spread in ways you never intended. 
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Personal Safety 
• If you see a message, comment, image, or anything else online that makes you concerned for 

your personal safety, bring it to the attention of an adult (teacher or staff if you’re at school; 
parent if you’re using the device at home) immediately. 

● Users should never share personal information, including phone number, address, social security 
number, birthday, or financial information, over the Internet without adult permission.  

● Users should recognize that communicating over the Internet brings anonymity and associated 
risks, and should carefully safeguard the personal information of themselves and others.  

 
 

Cyberbullying 
Cyberbullying will not be tolerated. Harassing, dissing, flaming, denigrating, impersonating, outing, 
tricking, excluding, and cyberstalking are all examples of cyberbullying. Don’t be mean. Don’t send 
emails or post comments with the intent of scaring, hurting, or intimidating someone else. 
Engaging in these behaviors, or any online activities intended to harm (physically or emotionally) 
another person, will result in severe disciplinary action and loss of privileges. In some cases, cyberbullying 
can be a crime. Remember that your activities are monitored and retained by others. 
 
 

Examples of Acceptable Use 
I will: 

● Follow the same guidelines for respectful, responsible behavior online that I am expected to 
follow offline. 

● Treat social media carefully, and alert staff if there is any problem with their operation. 
● Encourage positive, constructive discussion if allowed to use communicative or collaborative 

technologies. 
● Alert a teacher or other staff member if I see threatening/bullying, inappropriate, or harmful 

content (images, messages, posts) online. 
● Be cautious to protect the safety of myself and others. 
● This is not intended to be an exhaustive list. Users should use their own good judgment when 

using social media 
 
Examples of Unacceptable Use 
I will not: 

● Use social media in a way that could be personally or physically harmful to myself or others. 
● Engage in cyberbullying, harassment, or disrespectful conduct toward others--staff or students. 
● Try to find ways to circumvent the school’s safety measures and filtering tools. 
● Use language online that would be unacceptable in the classroom. 

This is not intended to be an exhaustive list. Users should use their own good judgment when using social 
media. 
 
Limitation of Liability 
St. Joseph Catholic will not be responsible for damage or harm to persons, files, data, or hardware. 
 
Violations of this Acceptable Use Policy 
Violations of this policy may have disciplinary repercussions, including: 

● Suspension of volunteer privileges 
● Removal from positions of leadership within St. Joseph Catholic. 
● Removal of student from St. Joseph Catholic. 
● Additional consequences determined by school administration and priest. 
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USE OF SCHOOL EQUIPMENT:  Students may use school lap top computers or net books during study periods with 
permission.  All equipment must be returned to proper storage locations.  Any problems with school computers 
must be reported to a teacher or the office.  Students who mistreat school computers or other technological 
equipment will lose use privileges.  

TELEPHONE: Telephone calls may be made to the school office at 388-5518 or the kitchen at 388-5735.  Neither 
teacher nor student will be called from class unless it is an emergency.  Students must have permission from the 
teacher or principal to use the telephone.  Students are not to use the kitchen phone.  Students generally are 
not allowed to use the phone unless it is an emergency. 

VISITORS: If you would like to visit a classroom during the school day, you must first contact the teacher in 
advance.  Inform the teacher of the time you would like to visit and the length of the stay.  Visitors are always 
welcome, but surprises are not as this causes interruption in the instruction of the students.  Upon arrival, visitors 
are to check in at the office.  The administrator or designate will escort visitors to the classroom. 

WEAPONS, VIOLENCE, & DANGEROUS INSTRUMENTS 

DSP 5315- WEAPONS AND DANGEROUS INSTRUMENTS -The possession, conveyance, use, or storage of weapons 
or look-alikes on school property, at school-sponsored events, or in or around a school vehicle is prohibited. 
This ban applies to students, employees, and visitors, except for those acting in a law enforcement capacity. 
This prohibition expressly includes those persons licensed to carry concealed firearms. Schools are to formulate 
specific local policies regarding reporting weapons and dangerous instruments to law enforcement.                
[Revised May 7, 2004] 

DSP 5325 – VIOLENCE/SELF-HARM: To maintain the health, safety, and welfare of all persons associated with 
diocesan Catholic schools (e.g., students, teachers, personnel, parents, volunteers, etc.) any display of violent 
behavior, which may include but not limited to, the verbal and/or physical threat to do harm to one’s self or to 
another person shall be promptly and severely addressed.  [Revised July 1, 2024] 

DSR 5325 – VIOLENCE/SELF-HARM: If a diocesan Catholic school student displays any violent behavior (which 
may include but not limited to verbal and/or physical threat to do harm to one’s self or to another person), the 
following protocol shall be followed:  

• Parents/guardians must be notified of the incident and asked to remove the child from the school until 
further notice. If warranted by the situation, the Missouri Department of Health and Senior Services 
Children’s Division or local law enforcement may also be notified.  
 

• The student must be seen by a qualified mental health professional as soon as possible.  
 

• Return of the student to school shall not be considered by the pastor or the administrator/principal until 
written evaluation, from a qualified mental health professional which assures the student is not threat to 
him/herself or others has been provided to the school, and reviewed by the Catholic Schools Office.  
 

• Providing a written evaluation does not guarantee readmission to the school.  
 

• The pastor and/or school administrator/principal may require ongoing counseling, direct 
communication with a treating mental health professional, etc. as required for readmission into the 
school.  
 

• Failure of parents/guardians or the student to follow-through with required treatment may result in 
dismissal from the school. [Revised July 1, 2024] 
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SJP 5325—VIOLENCE: If a student displays any violent behavior (which may include, but not limited to: verbal 
and/or physical threat to do harm to one’s self or to another person) the following protocol must be followed: 

• The parents must be notified of the incident and asked to remove their student from the school until 
further notice.  If warranted by the situation, Child Protective Services of law enforcement may also be 
notified. 
 

• The student must be seen by a qualified health professional as soon as possible. 
 

• Return of the student to school will not be considered by the pastor or the administrator/principal until 
written evaluation, from a qualified mental health professional, which assures the student is not a threat 
to him/herself or others has been provided to the school. 
 

• Providing such a letter does not guarantee readmission to the school. 
 

• The pastor and/or administrator/principal may require ongoing counseling, direct communication with 
a treating mental health professional, etc. as required for readmission into the school. 
 

• Failure of parents or the student to follow through with required treatment may result in dismissal from 
the school.  
 

HIGH SCHOOL ADMISSION PRIORITY 

DSP 5107—HIGH SCHOOL ADMISSION PRIORITY: Ordinarily, families who reside in the following communities or 
send students to the following diocesan Catholic elementary schools shall enroll student sin the designated 
diocesan Catholic high school.  In case of special circumstances, families may appeal this designation to the 
Catholic Schools Office.  Families in the “Choice of School” column may attend the high school of their 
preference. 

DESIGNATED DIOCESAN CATHOLIC HIGH SCHOOL 

HELIAS CATHOLIC HIGH SCHOOL FR. TOLTON REGIONAL CATHOLIC 
HIGH SCHOOL CHOICE OF SCHOOL 

Eldon, Sacred Heart 

Folk, St. Anthony of P{adua 

Frenkenstein, Our Lady Help of Christians 

Freeburg, Holy Family 

Holts Summit, St. Andrew 

Jefferson City, Cathedral of St. Joseph 

Jefferson City, Immaculate Conception 

Jefferson City, St. Peter 

Linn, St. George 

Loose Creek, Immaculate Conception 

Boonville, Ss. Peter & Paul 

Columbia, Our Lady of Lourdes 

Columbia, Sacred Heart 

Columbia, St. Thomas More Newman 

Center 

Martinsburg, St. Joseph 

Mexico, St. Brendan 

Moberly, St. Pius X 

Montgomery City, Immaculate 

Conception 

Ashland 

California, Annunciation 

Fulton, St. Peter 

Hermann, St. George 

Tipton, St. Andrew 

 

With Sacred Heart, Sedalia being 

another  
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Mary’s Home, Our Lady of Snows 

Osage Bend, St. Margaret of Antioch 

Rich Fountain, Sacred Heart 

Russelville, St. Michael 

Taos, St. Francis Xavier 

St. Martins, St. Martin 

St. Thomas, St. Thomas the Apostle 

Wardsville, St. Stanislaus 

 

WEATHER 

In case of heavy snow or other weather-related situations, school will not be in session.  Normally we close if 
Salisbury R-IV closes because of ice or snow.   

Due to the air conditioning at St. Joseph School, we are not subject to early dismissal due to high temperatures.   

Information as to the canceling or early dismissal of school will be announced through the school’s Facebook 
page, and through the REMIND App.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 
Revised July 2025              
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HANDBOOK ACKNOWLEDGEMENT FORM 
                           

I hereby acknowledge that I have read this handbook and will abide by these 
regulations, that I have had an opportunity to ask questions about its contents, 
and that I will fulfill my responsibilities as the primary educator of my child as 

outlined in this covenant of trust. 

 

Parent Name (print)_____________________ Signature __________________ Date ________ 

 

Parent Name (print)_____________________ Signature ___________________ Date ________ 

 

 

I will fulfill my duties as a student at St. Joseph Catholic School and 
abide by the regulations in this handbook. 

 

Student Signature _______________________________________________   Date___________ 

Student Signature _______________________________________________   Date___________ 

Student Signature _______________________________________________   Date___________ 

Student Signature _______________________________________________   Date___________ 
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