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Dear Parents, Guardians, and Friends of St. Gabriel of the Sorrowful Virgin School, 
 
 

 

St. Gabriel of the Sorrowful Virgin School faculty and administration are committed to teach and model 

Gospel values to encourage students to live their lives as a reflection of Christ. The philosophy of the 

school strives to recognize and respect the dignity of each person and to offer a positive, Christ-

centered, safe learning environment. 
 
Our goal is to make your child's educational experience both meaningful and productive. To accomplish 

this goal, every family should be informed of school policies, regulations, and procedures. This 

handbook serves as a primary reference source for questions about the operation of St. Gabriel of the 

Sorrowful Virgin School. 
 
You are asked to read the handbook thoroughly and to keep it accessible. Of course, should you still 

have questions after referring to this handbook, the staff and I are available to assist you. Also, you 

and your child/children are requested to sign the last page and to return it to the school office as soon 

as possible. 

 
 
Thank you for your cooperation. 
 
 
In Christ’s love, 
 
 

Mrs. Jessica S. Munscher 
 

Mrs. Jessica S. Munscher 
Principal 
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Staff 2016-2017 
 

Pastor: Reverend John W. Skirtich 

Parochial Vicar: Father Michael Suslowicz 

Principal: Mrs. Jessica S. Munscher 

 

Teachers: 
 

Kindergarten A – Miss Patricia Nelson 

Kindergarten B – Mrs. Susan Zietak 

Grade 1A – Miss Sarah Miller 

Grade 1B – Mrs. Ruth O’Toole 

Grade 2A – Mrs. Bridget Carozza 

Grade 2B – Mrs. Cynthia Phillifent 

Grade 3A – Mrs. Renee Skoff 

Grade 3B – Mrs. Zuzanna O’Brien 

Grade 4A – Mrs. Erica Haakensen 

Grade 4B – Mrs. Laura Huebner 
                                               

Grade 5A – Mrs. Kathleen Hickey 

Grade 5B – Mrs. Cheryl Kundrat  

Grade 6A – Mrs. Andrea Lattimer 

Grade 6B – Mr. Douglas Nowicki 
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Grade 7A – Mrs. Marietta D’Alessandro 

Grade 7B – Ms. Gina Baer 

Grade 8A – Mrs. Christie Gray 

Grade 8B – Mrs. Julie Huber 

Music – Mrs. Michelle Keiper 

Computer Science – Mrs.  Lyndsey Lytle 
 

Physical Education/Health – Mrs. Theresa Bekavac 

Library – Mrs. Kathy Koltas 

Spanish – Ms. Bonny Sutton 

School Administrative Assistant– Mr. Zachary Herrmann 

School Nurse – Mrs. Michelle Corey-Brundell 

Nurse Volunteer- Mrs. Stephanie Kress 

Reading/Math Intermediate Unit Support – Mrs. Katrin Jones 

Speech Intermediate Support – Mrs. Sakina Brunk 

School Counselor Intermediate Support – Mrs. Katie Wisniewski 

Instrumental Music Instructor – Mr. Thomas Booth 

D.A.R.E Instructor- Officer David Artman (Whitehall Police Force) 

Psychological testing administered through the school district in which the family 
resides 
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PHILOSOPHY OF ST. GABRIEL SCHOOL 

 
 

The philosophy of education of St. Gabriel of the Sorrowful Virgin School is to 
develop the whole child without regard to race, color, creed, or national origin. 
Through love and understanding, we strive to develop a positive self-image and 
to provide opportunities for growth:  spiritually, intellectually, morally, socially, 
culturally, and physically.  Through successful positive experience, each child has 
the opportunity of becoming an informed, responsible citizen of State, Church, 
and God’s Kingdom. 
 
In cooperation with the parents, it is the school’s privilege and responsibility to 
guide the child in the development of values.  The Christian values of tolerance 
and respect are particular goals to be developed, not only individually, but as a 
school community.  Opportunities are provided for the child to grow in 
understanding the need for friends, for acceptance, and for security and to 
accept the obligation of being all that one can become. 
 
The school endeavors to impart a quality academic program with emphasis on 
basic skills, a variety of learning experiences, and problem-solving techniques.   
Academic excellence will enable the student to become an informed, responsible 
Catholic citizen.  
 
At St. Gabriel of the Sorrowful Virgin School, clergy, administration, faculty, and 
parents work together on the four-fold purpose of Catholic education: 
 
     .....to deliver the GOSPEL MESSAGE 
     .....to give SERVICE 
     .....to build COMMUNITY 
     .....to WORSHIP 
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CATECHETICS (RELIGIOUS EDUCATION) 
 
Catechetics is the center of the Catholic school. A conscious effort is made to create a Christ-centered 
atmosphere by stressing Christian values and morality in the classroom as well as throughout the 
school. A conscious effort is made to integrate catechetics into every aspect of the school curriculum. 
 

Our belief in Jesus has drawn us to this school community. Our beliefs are expressed in and 
strengthened by daily communal prayer. Students develop skills and a love for the Church's daily 
worship. This includes a prayer service each morning led by our eighth grade students. Simple prayers 
are recited before and after lunch. At the end of the day, closing prayers are said.  
 

Faith experiences are an integral part of catechetics.   Opportunities for Eucharistic liturgies, 
reconciliation, Stations of the Cross, the rosary and other Catholic prayers, classroom prayer, para-
liturgies, and service to others are to be included. Community is at the heart of Catholic education, 
not simply as a concept to be learned, but as a reality to be lived. 
 

The principal, in conjunction with the pastor and the catechetical administrator, work with the teachers 
in the religious development and sacramental preparation of the students. Parent/guardian preparation 
programs for Reconciliation, Eucharist, and Confirmation are held during the year. These are parish 
programs and involve all eligible children and parents/guardians of the parish. 
 

Children of all faiths are welcome to our school. Children who are not Catholic are expected to 
participate in religion classes and to attend all religious functions of the school/church. 
 
 
ADMISSION                                                                                                                                            
 
Children who reach the age of five by September 1 will be admitted to Kindergarten unless there is 
definite evidence of inability to adjust to the school situation.  All children coming into first grade must 
be six by September 1.  
Registration:   All registration takes place at the office.  For all new students the following information 
is necessary at registration: Birth certificate, baptismal record, and immunization record, (and a 
signed records request, if transferring from another school.) Registration occurs in February and the 
date is communicated in the church bulletin.  Admission to our parish-supported school is reserved 
for members of the St. Gabriel Parish. Registration is tentative until all records are reviewed by 
administration. All students are admitted on a ninety day probationary period. 
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IMMUNIZATION REQUIREMENTS 
 
 

Kindergarten – Grade 6 
 

Immunization records must be complete before any child may enter school. The requirements are: 
 

2 doses of chicken pox vaccine (or proof by physician’s letter of having had chicken pox) 
 

4 doses of diphtheria and tetanus (one dose must be after the fourth birthday) 
 

3 doses of oral polio vaccine 

 

2 doses of measles vaccine after the first birthday (or proof by blood test of having had measles) 

 

2 doses of mumps vaccine after the first birthday (or proof by physician's letter of having had mumps) 
 

1 dose of rubella vaccine after the first birthday (or proof by blood test of having had German measles) 
 

3 properly spaced doses of hepatitis B vaccine (K-4) 

 
Grade 7 - 8 

 

In addition, before entrance to seventh grade, each child must submit immunization records 
showing the following requirements have been met: 

 

1 dose of meningococcal conjugate vaccine (MVC) 
 

1 dose tetanus, diphtheria, acellular pertussis (if 5 years has elapsed since last tetanus 
vaccination) 

 

HOME LANGUAGE SURVEY 
 
Pennsylvania requires all school districts and charter schools to identify limited English proficient (LEP) students, 
because they are required to provide English instructional special services to them. This is done through the 
completion of the Home Language Survey. Please be prompt in your return of this form, a copy of which can be 
found in the Appendix. 
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ATTENDANCE /TARDINESS 
 
State Law requires that all children between the ages of eight and seventeen attend school regularly.  
Regular and punctual attendance is an important requisite for success in school and is directly related 
to the pupil’s efficiency and achievement.  The only excused absences according to the Pennsylvania 
School Code are as follows: 
    1.  Illness of student 
    2.  Death in the immediate family 
    3.  Quarantine 
    4.  All exceptional or urgent reasons that affect the child 
The school office must be notified upon the absenteeism of a student.  This should be done before 
9:00 a.m.  A written excuse must be presented to the teacher upon the student’s return from 
absence as well as when they are tardy.  Unexcused absences and chronic tardiness are 
considered truancy which carry serious consequences.  Public school truant officers will be 
notified to investigate chronic absence and tardiness.  State law requires a Doctor’s excuse 
whenever absence or tardiness exceeds 10 days.   
 
The school day begins at 8:25 a.m. with Morning Prayer. Students will be marked tardy if they 
arrive after 8:25 a.m. unless the delay in arrival is due to a busing situation.  In that case, the 
office will be advised by the bus garage of the late arrival of any bus due to breakdowns or 
emergency traffic patterns.  Students arriving late due to these circumstances will not be marked 
tardy or absent by the homeroom teacher. Students must be escorted to the office by a parent or 
guardian when tardy; they must be signed in and receive a tardy pass before they can proceed 
to their class. 
Students may arrive NO EARLIER than 7:45 a.m. and must go directly to the gym. They will be 
supervised by a faculty member until 8:00 a.m. At that time, they are free to go to their classroom.  
ST. GABRIEL’S SCHOOL DOES NOT HAVE A “BEFORE SCHOOL PROGRAM”. THEREFORE, 
STUDENTS ARRIVING BEFORE 7:45 WILL HAVE NO ADULT SUPERVISION, AND THEIR 
SAFETY CANNOT BE ENSURED.  
 
Children in kindergarten through eighth grade, who arrive later than 11:00AM, are marked 
absent for a half day.  
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BEHAVIOR CODE OF RESPONSIBILITY FOR STUDENTS 
 
The St. Gabriel Code of Behavior is based on the belief that young people must learn to deal with one 
another and with adults in a manner consistent with Christian teaching.  This means that everyone is 
entitled to respect and that one’s behavior in school should reflect our love of God, our neighbor, and 
ourselves. 
 
IN CHURCH 
Students are expected to actively participate in liturgical services by singing responses and hymns 
and by reciting prayers.  Respect for the presence of God in the Tabernacle requires that students 
remain quiet before, during, and after services, and leave the church in silence. 
IN GENERAL 
  1.  Students will walk, not run, through corridors 
  2.  Students will be quiet in the halls - limiting disruptions to other classes 
  3.  Students will use proper language at all times.                                      
  4.  Students will respect school property as well as the property of 
        teachers and other students.   
    5.  Students will not chew gum. 
  6.  Students will not engage in touching/hitting other students or other rough 
                            behavior. 
  7.  Students will not tease or taunt other students. 
IN THE CLASSROOM 
  1.  Students will maintain a respectful attitude toward teachers and  
        classmates. 
  2.  Students will follow the individual classroom rules of each teacher. 
  3.  Students will be responsible for submitting all assignments neatly and 
        on time. 
IN THE CAFETERIA 
  Students will practice the following good manners: 
  1.  Speak in a normal tone. 
  2.  Use utensils properly.  Use napkins. 
  3.  Practice good manners and acceptable social behavior in keeping 
       with a pleasant atmosphere in the cafeteria. 
  4.  Avoid wastefulness. 
  5.  For safety, all students are to remain seated in assigned area 
       until dismissal. 
  6.  Clean up personal space on the tables and on the floor. 
AT ASSEMBLIES 
  1.  Students will maintain a respectful silence when others are speaking or  
                           performing. 
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ON THE BUS 
  1.  Students will walk when boarding or leaving the bus. 
  2.  Students must remain seated at all times on the bus. 
  3.  Profanity is unacceptable. 
  4.  Due respect is to be given to the driver, and other bus riders. 
  5.  Undue noise and rowdiness are unacceptable. 
 
Please note that public school districts have a policy that states:  
STUDENTS MUST RIDE ONLY THEIR ASSIGNED BUS.  CHILDREN MAY NEVER USE AN 
ALTERNATE BUS TO GET HOME EARLIER OR TO VISIT FRIENDS. 
 
ON THE PLAYGROUND 
  1.  Students will respect the authority of the playground supervisors. 

 2.  Students are to remain in designated areas during recess time.   
 3.  Students must line-up in silence once the bell rings to end recess.   
 4.  Students must remain silent when re-entering the building from the  
                playground. Other students in school are having classes at this time.  

5.  Students will return equipment to designated areas. 
 

 
 
  



 
 

 

 

 

 

 

10 

 

COMMUNICATIONS 
 
OFFICE NEWSLETTER/CALENDAR:  A monthly newsletter and calendar are published and sent 
home via OneCall emails in order to facilitate communication and keep parents informed  of the 
happenings at school. They can also be found online on the school and PTG websites. The office 
will have printouts available for those parents who wish to come in for paper copies. 
 
NOTICES: Often notices and forms are sent home with students.  It is suggested that parents check 
with their child about such notices, which may be forgotten in school bags, lockers or desks. 
 
OFFICE CALLS: Parents are free to call the school office for clarification of information as the need 
arises.  The school phone number is (412)882-3353.  WE ASK THAT YOU REFRAIN FROM 
CALLING THE OFFICE BETWEEN 8:20a.m. AND 8:35a.m. SO THAT MORNING PRAYERS AND 
ANNOUNCEMENTS CAN BE MADE OVER THE P.A. SYSTEM WITHOUT INTERRUPTION.  
 
TEACHER CONTACT:  

1. All parents and visitors to the school must report to the office. 
No one is permitted to interrupt a class.  VISITORS/PARENTS ARE NOT TO DISTURB 
THE TEACHERS BEFORE, DURING, OR AFTER CLASS WITHOUT AN 
APPOINTMENT. Teachers do have responsibilities at those times and cannot be distracted 
from their attention to the children.  APPOINTMENTS WITH TEACHERS MUST BE 
SCHEDULED THROUGH THE OFFICE.  
 

2. ANY MESSAGES OR PACKAGES ARE TO BE DELIVERED TO THE OFFICE.  This 
includes forgotten homework assignments and lunches.  

 
3. FOR THE SAFETY OF YOUR CHILDREN, YOU ARE REQUIRED TO STOP AT THE 

OFFICE TO SIGN IN AND RECEIVE A VISITORS PASS IF YOU COME TO THE 
BUILDING FOR ANY PURPOSE. 

 
4. TEACHERS ARE NEVER TO BE CONTACTED AT THEIR PRIVATE RESIDENCES. 

 
DISMISSAL PROCEDURES: All students are to remain in the classroom until dismissal procedures 
are announced on the P.A. system.  PARENTS ARE NOT PERMITTED TO GO TO CLASSROOMS 
AT DISMISSAL TIMES. We ask that parents remain in the foyer until dismissal is completed at 3:00 
p.m. before attempting to use stairways to visit the office, teachers, or classrooms. ALL AFTER-
SCHOOL ACTIVITIES MUST COMMENCE ONLY AFTER DISMISSAL HAS BEEN COMPLETED 
BY 3:00pm.  
ALL CARS LEAVING THE DRIVEWAY MUST TURN LEFT TO AVOID BUS INTERFERENCE ON 
GREENRIDGE DRIVE.  PASSING BUSES THAT ARE UNLOADING/LOADING CHILDREN AND 
HAVE THEIR RED LIGHTS AND STOP SIGN OUT WILL RESULT IN TRAFFIC CITATIONS BY 
THE WHITEHALL POLICE. 
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WHITEHALL POLICE CHIEF DANKO HAS REINFORCED THIS MATTER, REMINDING US THAT 
VIOLATORS WILL BE TICKETED IF THEY DO NOT RESPECT THIS  BUS ZONE AREA. ON 
GREENRIDGE DRIVE, FROM OUR DRIVEWAY TO WINDVALE DRIVE, THERE IS TO BE NO 
PARKING OR PASSING OF BUSES  WITHIN THIS  BUS ZONE.  FOR THE SAFETY OF OUR 
CHILDREN, AND TO AVOID BEING TICKETED, PLEASE TURN LEFT AT THE END OF OUR 
DRIVEWAY, BOTH MORNING AND AFTERNOON. 
  
 

COMPUTER AND INTERNET USE GUIDELINES 
 
We are pleased to offer students access to a computer network and the internet. 
 

Parents/guardians are required to review these guidelines for computer and internet use with their 
child(ren) annually and complete and return the contract shown the Appendix to gain student access 
to the computers and the internet. Once this form is returned to school, it remains in effect during a 
student’s entire career at school, unless a new contract is completed and returned. Should a 
parent/guardian prefer that a student not have internet access, use of the computers is still possible for 
more traditional purposes, such as word processing. 
 

Access to the internet enables students to explore our library along with thousands of other libraries, 
databases, and repositories of information around the world and use software hosted on-line. Our 
school has taken precautions to avoid exposing our students to illegal, defamatory, inaccurate, age- 
inappropriate, or potentially offensive material that may reside on the internet. However, it is impossible 
for us to guarantee restricted access of all material of this nature. Internet resources at our school are 
designed for constructive educational goals and we believe the benefits to students far exceed the 
disadvantages. Ultimately, parents/guardians of minors are responsible for setting and conveying the 
standards that their children should follow when using media information sources. Therefore, we 
support and respect each family’s right to decide whether or not to allow internet access to their student. 
 

Students are responsible for appropriate behavior on the school’s computer network, just as they are 
in a classroom or on school property. Communications on the network are sometimes public in nature. 
General school rules for behavior and communications apply. The use of the network is a privilege, not 
a right, and may be revoked if abused. The student is personally responsible for his/her actions in 
accessing and utilizing the school’s computer resources. The students are advised to never access 
anything that they would not want their parents/guardians, pastor, principal, or teachers to view. 

PRIVACY 
 

Computer and internet usage is monitored with a teacher or other school official in the classroom 
at all times. File storage may be reviewed by any school official at any time, for any reason. 
Students are not permitted to reveal personal identifying information when using the internet. 
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SOCIAL MEDIA 
 

SGS encourages the use of social networking as a way for students and families to connect with 
each other and share ideas and information in a positive and constructive way. We expect users 
of social media to be responsible digital citizens, which can be defined as appropriate, 
responsible behavior in regard to technology use: 
 

 Responsible for their actions
 Respectful towards other students, staff, families and the school

 Refraining from any wording that could be considered harassing, demeaning or derogatory



SGS, their families, and their students together share a responsibility to maintain a positive educational 

atmosphere. The following activities can significantly disrupt the academic setting, possibly creating a 

hostile environment for staff and students. The school will investigate, intervene, discipline and educate 

all involved in inappropriate messages and postings including: 
 

 Posting pictures or video of another student or staff without their permission
 Posting inappropriate comments regarding another student, staff or the school

 Creating websites using the St. Gabriel’s name or logo, without consent
 Sending texts, instagrams, snapchats email or any other form of electronic communication that 

is of a threatening, harassing, or derogatory nature
 Any other digital activity that St. Gabriel School deems inappropriate.

 
Parents and guardians are expected to model the appropriate use of technology and social media for 

their children. Those who are found to damage the reputation and integrity of the school or parish will 

be held accountable. 

INAPPROPRIATE MATERIALS, LANGUAGE, AND CONDUCT 
 

In addition, students, while at school, will limit their technology use to education purposes only. They 

will keep all cyber activity to productive academic work and refrain from engaging in illegal or 

inappropriate conduct. Students may not disrupt others’ use of computers or internet access. Only 

materials that are in line with the rules of school behavior should be accessed. If a student should 

encounter material that is inappropriate, they should report it to their teacher or a school official 

immediately. 
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The following actions, which are not inclusive, are considered unacceptable by the administration of 
 
SGS School: 
 

 Placing unlawful information on the internet


 Using the internet for non-school related activities


 Sending messages that are likely to result in loss of the recipients work or systems


 Using the internet for commercial purposes


 Downloading or installing any commercial software, shareware, or freeware onto a school 

computer or its network, unless they have explicit permission from a school official.

 Using the internet for a purpose that does not support the expressed philosophy and tenets of 

theCatholic Church or in a way that compromises the integrity or reputation of the parish or 
school.


 Sending or receiving copyrighted material without permission


 Plagiarism or copying other people’s work by accessing files that do not belong to them.


 Intruding into files that do not belong to them.


 Using the internet to send or retrieve pornographic material, inappropriate file text, files 

dangerous to the integrity of the system, violent or threatening material or messages.


 Circumventing security measures on school or remote computers or networks

 Vandalism


 Falsifying one’s identity


 Cyber bullying or an inappropriate use of social media
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DISCIPLINE 
 
Discipline can be defined as control over one’s behavior in order to promote learning for all. Self-
discipline is important so that the rights of other students to participate in educational programs are 
not impaired.  Good discipline should protect and nurture the physical, social, mental and emotional 
growth of all students. 
Discipline implies self-control.  Self-control is a learned behavior.  Each person must eventually learn 
to assume responsibility for his own growth and development.  Teachers strive to develop in students 
an intrinsic discipline which allows the individual to move toward goals which he/she honestly view as 
important. Hopefully, students will gain the skills to act responsibly in all situations. 
 
NO STUDENT’S LEARNING SHOULD BE INFRINGED UPON BY ANOTHER STUDENT’S 
ACTIONS.  
      
SERIOUS INFRACTIONS 

•      Bullying other students on school property, on the bus, and through social media. 

•  Fighting- inflicting bodily harm to another student. 

•  Vandalism - disfiguring or damaging school property 

•  Stealing - taking any school equipment or any student’s personal property without permission 

•  Possession and/or use of cigarettes and/or drugs, including alcohol 

•  Possession and/or use of any harmful instrument or other contraband 
 
Suspension of Students (Article 550.02 in Diocesan Policy Handbook) 
A student may be temporarily suspended by the principal for a serious infraction of school regulations 
or for repeated offenses.  The length of suspensions should be from one to ten days.  All suspensions 
become effective only after the principal meets with the parents and the parents receive a Notice of 
Suspension.  However, no prior notice is needed if health, safety or welfare of the school community 
is threatened.  The original Notice of Suspension is kept on file in the Principal’s office and a copy is 
given to the parents.  This document will not only explain why the student was suspended but will 
also contain an agreement between the student, parents, and the principal describing the student’s 
future cooperation in a program designed to resolve the student’s problems.  Students may be given 
in-school suspension as a warning.  If infractions continue, out-of-school suspension will be enforced. 
 
Expulsion of Students (Article 550.03 in Diocesan Policy Handbook) 
An expulsion may be necessary for persistent and willful disregard of school rules and regulations.  
The following examples are illustrative but not exhaustive: chronic undesirable conduct detrimental to 
the physical and/or moral well-being of self or other students, continued malicious disobedience or 
disrespect for school authority, continued refusal by parents and/or student to comply with school 
polices. 
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An expulsion may also be necessary for a single serious incident, event or situation involving 
disregard for, or a clear violation of, school rules or regulations.  The following examples are 
illustrative but not exhaustive: 
  1.  Selling or using drugs or alcohol 
  2.  Violation of the weapons policy 
  3.  Physical abuse of other students or staff 
  4.  Indecent behavior 
  5.  Arson 
  6.  Theft 
 
Non-Violence Policy 
Verbal abuse leads to physical reactions such as hitting, pushing, punching etc. This behavior, 
whether it is physical abuse or verbal abuse, is contrary to the Catholic Philosophy of St. Gabriel 
School.  Horseplay or pretend fighting is a potential for someone to be hurt.  There are no degrees for 
this type of behavior due to the potential for harm.  It is the responsibility of the administration to 
provide as safe an environment as possible for all students.  Therefore the following directives will be 
enforced in the school.  
If a child experiences continual harassment and is attacked, verbally or physically by another student, 
it is the responsibility of the attacked student to seek adult help and not engage in the fight.  It is the 
student’s duty to remove himself/herself from the situation and seek adult help.  The moment he/she 
reacts, it becomes a fight, and it is against school policy.  At this point, all parties will be penalized.  
All threats will be taken seriously and may result in detention, suspension, and/or expulsion.  
 
No Bullying  Policy 
The Diocese of Pittsburgh has adopted a zero tolerance policy regarding students who bully other 
students.  Teachers and administrators have attended diocesan directed in-service sessions to gain 
information in identifying and dealing with students who persist in participating in bullying tactics 
against their fellow students. 
Our school has adopted the Olweus Bully Prevention Program.  Students participate in class 
meetings frequently during each month where they share their feelings and opinions.   They learn to 
follow the rules and seek solutions that help them handle bullying situations appropriately.  
Bullying most often occurs when teachers/administrators are not present, such as in the cafeteria, on 
the playground, or on school buses.  Also, cyber-bullying takes place on computers at home or by 
means of cell phones. Students witnessing bullying incidents, as well as students who are victims of 
bullying, are expected to report such incidents to a responsible adult in school or at home.   
Our behavior policy promoting student responsibility encompasses student training on avoidance of 
bullying behavior.  Each bullying episode will be dealt with on an individual basis by teachers and 
administration.  Parents will be notified and actions will follow. 
In extreme cases, the Pastor, principal, teachers, and parents of students engaged in bullying will be 
asked to attend meetings  to deal with the consequences of bullying  episodes. 
Please find forms that will be used by faculty and administration for  reporting  and dealing with 
bullying incidents at the end of this handbook. 
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Weapons Policy (Diocesan Policy Handbook)  
Any person carrying a weapon onto school property, including, but not limited to, the school building, 
outdoor facilities, vehicle used to transport students, or to any school related activities, poses a clear 
and present danger to other students and staff..  For the purpose of this policy, a weapon is defined 
to be a gun, knife or any other article, which could be used to cause injury.  Such a person in 
possession of a weapon violates state criminal statutes and school regulations, and shall be subject 
to the following discipline and penalty: 
    1.  Parents will be immediately notified. 
  2.  The local police will be called. 
  3.  The student will be expelled.  
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BULLYING PREVENTION 

 
Bullying is a type of violence that occurs when someone uses their power unfairly and repeatedly to 

hurt someone else. SGS recognizes bullying as any word, look, sign or act that hurts a person’s body, 

feelings, or personal affects. Bullying behaviors include not only physical aggression, but also emotional 

harassment and social alienation. This policy also includes cyberbullying between our students, 

whether it happens on school grounds or not. Cyberbullying is harassment made electronically, either 

directly to the child or through social media. 
 
Bullying is distinguishable from peer conflict, which may be more of a power struggle and may involve 

inappropriate actions by all parties involved in the conflict. Peer conflict may occur once, but left 

unresolved, may result in repeated conflicts over time that may seem unrelated to the initial 

disagreement. It is important to recognize that sometimes peer conflict results in bullying behavior by 

one or more of the parties involved. Although the conflict may be the underlying cause of the bullying 

behavior, it is important to recognize that ANY inappropriate behavior will not be tolerated and is 

actionable under our bullying prevention policy. Conflict between students may not always be resolved, 

but adult intervention can help all parties replace hurtful behavior with appropriate, respectful responses 

to achieve our goal of a peaceful, inclusive, work environment in the classroom. 
 
To make our school violence-free and safe from bullying, we pledge 
 

 Not to tolerate bullying


 To intervene in incidents of bullying and strictly enforce rules against bullying


 To empower students to report bullying behavior and to treat one another with respect
 
Students at SGS are responsible to adhere to four anti-bully rules: 

 
1. We will not bully others. 

 
2. We will help students who are bullied. 

 
3. We will include students who are left out. 

 
4. If we know somebody is being bullied, we will tell an adult at school and an adult at home. 

 

Documentation is kept on students who engage in any form of bullying through the Bullying Behavior 

Report Form, found in the Appendix.  Appropriate actions will be taken, dependent on the student’s 

record of behavior: 
 

First Incident: The offending student makes a verbal promise to refrain from bullying. A report 

is filed with the homeroom teacher who will send a copy home for parent/guardian 

signature. The offending student must also return a written reflection on their actions which 

also must be signed by a parent/guardian. 
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Second Incident: A report is filed with the homeroom teacher who will send a copy home for 

parent / guardian signature. The offending student’s activities are restricted in the location 

in which the incident occurred for a reasonable period of time. (For example, for one week 

the student cannot use the restroom when other students are in it, or must sit out during 

recess or gym) The offending student must also return a more detailed written reflection on 

their actions by the following day, which must also be signed by a parent/guardian. If this 

is the second incident with the same victim, the parents/guardians must attend a meeting 

with the homeroom teacher and the adult who observed the bullying. 
 

Third Incident: A report is filed with the homeroom teacher who will contact the family by phone 

and then send a copy of the report home for parent/guardian signature. An age-appropriate 

bullying lesson will be assigned in which the student will be expected to read a book or 

watch a video and then analyze the characters to report on the actions, emotions, and 

motivations of the victim, bully, and bystanders. If this is the third incident with the same 

victim, the parents/guardians must attend a meeting with the principal, homeroom teacher 

and the adult who made the observation of bullying and the offending student is issued an 

in-school detention. The time required to complete the bullying assignment may exceed the 

detention period. 
 

Fourth Incident: A report is filed with the homeroom teacher who will send a copy home for 

parent / guardian signature. The parents/guardians and offending student must meet with 

the principal for an administrative response. If this is the fourth incident with the same 

victim, the offending student is issued an in-school suspension and will be referred for 

guidance counselor services which must be completed after returning to school. 
 

Fifth Incident: A report is filed with the homeroom teacher who will send a copy home for parent 

/ guardian signature. The parents/guardians and offending student must meet with the 

principal for an administrative response. If this is the fifth incident with the same victim, the 

offending student is issued an out-of-school suspension. The principal will notify the pastor 

and diocesan officials that procedures regarding expulsion may begin. 
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WHEN THE DISCIPLINE POLICY APPLIES 
 

 While attending school
 While arriving at or departing from school
 While on school property for any reason

 While riding school buses or vans
 While waiting at the bus stop
 While attending any school related functions, e.g. sports events, field trips, assemblies, 

skating parties, church activities, community programs, Brownies/Girl Scouts, After School 

Program, etc.


 While off campus, if the actions directly affect the school, it’s employees or it’s students
 
The safety of any student on school property after school hours is the responsibility of the adult leader. 

Order within any educational setting permits learning to progress, as it should. A disciplined person and 

a disciplined atmosphere promotes: 
 

 Individual and group learning


 Development of self-control


 Expected individual and group social behavior


 Self-respect and respect of others


 Making right choices and accepting consequences of choices


 Good listening


 Recognizes one's rights and the rights of others


 Pride in self and in one's work


 The implementation of Christian principles of community, charity, kindness, justice, good 
sportsmanship, etc.


 An emphasis on doing one's best

 
SGS realizes that the foundation for all of the above is taught and caught in the home. With this in mind 

the, student is expected to display proper behavior at all times. 
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LUNCH DETENTION / SUSPENSIONS (IN-SCHOOL / OUT-OF-SCHOOL) 
 
Discipline  is  the  key  to  good  conduct  and  to  respecting  the  rights  of  others  and  is  essential  
to  learning. 
 
Classroom standards and expectations for student behavior vary according to age and are determined 

by the individual teacher. If behavior warrants action, a student may be issued detention by any member 

of the faculty or administration. Depending on the severity, this detention may be served either during 

lunch/recess or after school hours. If the detention is after school, parents/guardians are responsible 

for transportation. 
 
If a lunch/recess detention is issued to a pupil, that pupil will be seated separately from their classmates 

and friends. After eating, the student may have an assignment to complete as part of this detention. 
 
In the event of a serious act of misbehavior or repeated acts of misbehavior, a student may serve either 

an in-school or out-of- school suspension. The number of days of these suspensions will be determined 

by administration. If misconduct continues, a student may be asked to leave the school. These 

decisions rest with the administration and may be necessary for the benefit of the total program. 

 
 

RIGHTS OF NON-CUSTODIAL PARENTS / GUARDIANS 
 
The Family Educational Rights and Privacy Act gives full rights to each parent/guardian, unless the 

school has been provided with evidence that there is a court order, state’s statute, or legally binding 

document relating to such matters as divorce, separation, or custody that specifically revokes these 

rights. Such an order is to be on file in the school office and those persons responsible for the child are 

to be informed of the circumstances. 
 
Every effort is made to keep the non-custodial parent/guardian apprised of the progress of the child 

through reports, report cards, and parent/guardian/teacher conferences. 

   
 
DISMISSALS 
Those students changing their means of getting home, including buses, walkers or car riders, must 
have a written note from a parent or guardian.  This note should be addressed to the child’s 
homeroom teacher, who in turn, sends the request to the office. 
CAR RIDERS 
In the morning, car riders must be in the classroom by 8:20 a.m.  At dismissal all car riders will be 
picked up at the Gym Door using the Curb Lane.  Parents must remain in their car for the safety of 
the children and the convenience of other parents.   PARENTS OF CAR RIDERS MUST TURN LEFT 
AT THE BOTTOM OF THE DRIVEWAY TO AVOID PASSING SCHOOL BUSES ON GREENRIDGE 
DR.  THAT CAN RESULT IN A TRAFFIC VIOLATION/CITATION FROM AREA POLICE. 
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BUS RIDERS 
Students who move within the parish territory must request a bus transportation change by contacting 
our office.  The secretary in turn will contact the school district serving your child.  Only after all 
necessary forms have been approved can the change take place.  Students must ride only the bus 
to which they have been assigned.  The bus driver can refuse to honor parent requests 
without official bus transportation change forms filed with transportation offices in the various 
school districts serving our school. 
 
EARLY DISMISSAL 
Unless the reason is urgent, parents should refrain from requesting an early dismissal.  Requests for 
early dismissal must be in writing, signed by a parent and delivered to the office in the 
morning before the first period.  A TELEPHONE CALL IS NOT SUFFICIENT TO SECURE THE 
EARLY DISMISSAL OF A CHILD.  If at all possible, medical and dental appointments should be 
scheduled at times other than during school hours.  Early dismissal students must be picked-up at the 
school office by the parent or other appointed adult.  A pupil will be allowed to leave the school 
grounds with a person other than the parent ONLY if written permission and identification have been 
supplied by the parent or guardian. 
 
EMERGENCY CONTACT 
It is essential that we have both a home and a work telephone number and an emergency phone 
number to reach a responsible adult for each child.  An answering machine cannot help us help your 
child in an emergency.  Emergency cards need to be updated whenever a change in phone 
number or address occurs.  New emergency cards may be obtained from the school office.  If 
your only means of contact is a cell phone, make sure it is on during school hours; 8:00 a.m. 
until 3:00 p.m. 
 
EMERGENCY CLOSINGS 
In the event of snow or other inclement weather, St. Gabriel School shall follow the action of the 
Baldwin-Whitehall District in determining dismissal, delayed openings or school cancellations.  TUNE 
IN TO KDKA RADIO AND TV, WTAE, AND WPXI TV FOR ANNOUNCEMENTS OF SCHOOL 
DELAYS, CLOSINGS, AND EARLY DISMISSALS.  YOU CAN ALSO OBTAIN THIS INFORMATION 
ON THE VARIOUS STATION WEBSITES AS WELL AS OUR SCHOOL WEBSITE: 
(www.ourschool.stgabespgh.org)   
  
ALSO, RESIDENTS OF THE BALDWIN/WHITEHALL SCHOOL DISTRICT HAVE BEEN PLACED 
ON THEIR AUTOMATED SKYLERT SYSTEM WHICH WILL CALL YOUR HOME DIRECTLY TO 
ALERT YOU TO A SCHOOL DELAY OR CLOSING. 
PLEASE DO NOT CALL THE SCHOOL TO INQUIRE ABOUT THESE MATTERS. 
IN MOST INSTANCES, NO ONE WILL BE HERE TO ANSWER IT DURING EMERGENCY 
CLOSINGS. 
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DRESS CODE 
 

ALL UNIFORMS MUST BE PURCHASED AT SCHOOLBELLES,  
OUR UNIFORM SUPPLIER. 

All uniforms should be clean, neat and properly fitted.  It is expected that students come to 
school in full uniform each day.  Parents will be called to bring the proper uniform to their child if 
they are in violation.  
 
BOYS:  Standard uniform: (Schoolbelles) 
 White, green, or yellow school polo shirt. 
 NAVY OR KHAKI PANTS.  BELTS MUST BE WORN. 

SWEATSHIRTS CAN BE WORN ONLY OVER UNIFORMS ON COLD DAYS, AND MUST BE 
THE UNIFORM ST. GABRIEL CRESTED SWEATSHIRT.  NO HOODIES ARE PERMITTED 
TO BE WORN IN CLASS.  
Tennis shoes, white socks; dress shoes may be worn. No flip/flops are permitted with uniforms 
or on Dress Down Days.  Hair must be neatly trimmed so that it does not touch the shirt collar.  
Boys are not to wear earrings, necklaces/chains, or hats in the school or cafeteria.  
Mass Uniform:  
White, short or long-sleeve dress shirt. 
Green tie with emblem (Grades 1 - 8) 
SWEATER VESTS, V-NECK, AND CREW NECK IN NAVY, GREEN, OR KHAKI MAY BE 
WORN ONLY OVER UNIFORM SHIRTS.   

GIRLS:  Standard Uniform: (Schoolbelles) 
 White, green, or yellow school polo shirt. 
           Jumper, Skort, Split-skirt, pleated skirt, Navy or khaki slacks. 

Skirts or skorts must conform to a modest length of no more than three inches above 
the knee.  
SWEATER OPTIONS - SLEEVELESS VEST, V -NECK, AND CREW NECKS IN NAVY,  
GREEN OR KHAKI; SWEATSHIRTS AND SWEATERS MUST BE ST. GABRIEL CRESTED 
AND WORN ONLY OVER BLOUSES AND SHIRTS. NO HOODIES ARE PERMITTED TO BE 
WORN IN CLASS.  
Tennis shoes, white socks, tights; dress shoes may be worn. SOCKS MUST BE WHITE; 
TIGHTS CAN BE NAVY, WHITE, OR BLACK. Colored, printed, patterned socks, whether 
knee high or short, are not acceptable. No flip/flops or backless shoes are permitted 
with uniforms or on Dress Down Days.  Boots may be worn only during colder weather 
and must be black, brown, tan, or white.   
Girls are permitted to wear simple, small (one inch) hoop earrings, but not elaborate dangle 
earrings. 
Hair adornments cannot be a distraction to the student or others.  Girls may not wear 
elaborate necklaces or hair bands around their necks. No make-up is allowed at any time. 
Mass uniform:  
White, short or long-sleeve tailored uniform blouses 
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SUMMER UNIFORM (Schoolbelles): 
 Optional, and will be acceptable from the first day of school through   
 October 31st and from April 1st through the last day of school. 
 UNIFORMS MUST BE PURCHASED FROM THE SCHOOLBELLES STORE. 
 
BOYS AND GIRLS: 
Navy or khaki shorts, short sleeve white, green, or yellow logo polo shirt. Uniform shorts are not to 
be hemmed. They are walking shorts and intended to be a longer length. Dress shoes, socks, and 
tennis shoes are to be worn every day.  Flip flops are never an option, nor are backless shoes.  
Remember, this summer uniform can only be worn from the first 
day of school until October 31st , and from April 1st until the end of our of our school year.   
 
The standard uniform is accepted year round. With regard to all uniforms, blouses, shirts, and polo 
shirts need to be neatly tucked into slacks, skirts, or shorts. Boys’ undergarments are never to be 
displayed above shorts or slacks. BELTS MUST BE WORN WITH SHORTS OR SLACKS. 
 
DRESS DOWN DAYS: 
Occasionally, students will be permitted to wear jeans or dress down from their usual uniform. 
STUDENTS WILL GENERALLY BE PERMITTED TO DRESS IN CASUAL BUT REASONABLE 
AND MODEST ATTIRE.  SHORT SHORTS ARE NEVER ACCEPTABLE FOR EITHER BOYS OR 
GIRLS ON DRESS DOWN DAYS. FORM FITTING TIGHTS, YOGA PANTS, OR EXTREMELY 
TIGHT JEANS OR SLACKS ARE NOT ACCEPTABLE UNLESS THEY ARE WORN WITH A 
SWEATER OR TUNIC TOP THAT IS 3 INCHES ABOVE THE KNEE, AS ARE THE UNIFORM 
SKIRTS.  Modest dress is required at all times.  These guidelines are to be followed for every 
dress down occasion as well as daily at school. 
  
On some designated days, students will be asked to contribute $2.00 for a missionary or charitable 
effort. Students will be given ample notice prior to these “Dollar Dress Down Days”.   On one 
designated day each month, students will participate in a Computer Lab Dress Down Day for a 
$2.00 donation to help defray the technology cost.  Computer Dress Down Days are noted on 
the monthly calendar. 
 
OUTDOOR RECESS 
Please be advised that when weather is appropriate students will go outside for recess. Make sure 
they are appropriately dressed for the day’s forecast.  
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HOMEWORK   
 
In kindergarten through eighth grade, a reasonable amount of homework, according to grade level, is 

of great educational value and so it is assigned every day. Assignments are not always written. 

Study and memory work are frequently assigned. Homework is assigned on a regular basis to: 
 

 enrich school experiences


 provide practice and review


 develop good study habits


 teach responsibility, and


 foster originality.
 
Families may assist students with home assignments in the following ways: 
 

 Provide a quiet spot away from the television, telephone, or other distracting elements. 

Homework should be done at home and not at dance or soccer practice or other extra-curricular 

activities.


 Check to see what was accomplished during the designated study time regarding completeness, 

neatness, and correctness.


 Be willing to listen to reading, spelling, and math facts and to explain procedures, but never do 

the assignment for your child.


 Check your child’s school issued homework notebook. Students in second through eighth grade 

are issued a homework planner courtesy of our PTG.


 Consult the teacher if the child uses the excuse of no homework too often.
 
Students are responsible for entering homework in their plan book, gathering necessary materials, 

completing work, and turning in their assignments on time. All work should be completed in a neat 

fashion. If for some reason the child cannot complete an assignment, the parent/guardian should inform 

the teacher via a written note stating the reason. Arrangements should be made as soon as possible 

to make up incomplete assignments. 
 
Incomplete, missing or late homework makes it difficult for teachers to assess lesson mastery and will 

have a detrimental effect on a student’s grade. Students will be required to refrain from involvement in 

school-related extracurricular clubs and sports if there are more than three missing, late or incomplete 

homework assignments in any one subject during a grading period. 
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The diocese recommends the following time schedule for home study:  

Primary - levels K-3 30 minutes 

Intermediate - levels 4-5 45 minutes 

Upper Elementary - levels 6-8 1 – 1-1/2 hours 
 
At the discretion of the teacher, homework may be assigned on weekends. In case of a student's 

absence, requests for homework should be made before noon to the school office. It is recommended 

that fourth through eighth grade students, have access to a computer at home. This also applies to 

students in third grade beginning in the last semester of third grade. Arrangements may be made to 

complete work requiring a computer using the school computers in the case of a temporary loss of 

access. Additionally, computer work can be completed through the use of a computer at a local public 

library. 

 
LIBRARY 
 
Each student in grades K - 5 will spend one period per week in the school library.  During this time 
books may be taken out or returned.  If a student needs to use the library time for other schoolwork, 
permission may be obtained from the teacher assigning the work and the librarian.   
Books must always be checked out before being removed from the library, and must be returned in 
the same condition in which they were checked out.  Students must pay for lost or damaged books.  If 
books are not returned by the end of the school year, or restitution is not made for lost or damaged 
books, the student’s report card will be withheld until settlement is made.  Students are expected to 
behave in a courteous and respectful manner and use their library time wisely. 
 
LITURGY 
 
All students participate in the celebration of the Mass throughout the school year.  On Holy Days of 
Obligation, students will attend Mass as a group.  In addition, students have the opportunity to receive 
the Sacrament of Reconciliation, to participate in the Stations of the Cross during Lent, and to 
experience other para-liturgical services during the school year. 
 
LOST AND FOUND 
 
All personal items should be marked with student’s name; this includes all articles of clothing.  
Students must be responsible for their own property.  Lost textbooks and workbooks will be replaced 
and the cost charged to the parents. 
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MEDICATION POLICY 
 
In accordance with Diocesan School Policy, No. 560.07, of the Diocesan School Handbook, 
medication should be given at home, and physicians should be asked to change the schedule for the 
administration of medication so that it can be given before or after school hours.  
For the safety of our students and in order to avoid potential liability for the school and school 
personnel, this policy is effective immediately. 
With the direction of the Baldwin-Whitehall School Nurse, the Authorization For  
Administration of Prescription Medication at School Forms must be signed and completed by 
parents and physicians; this pertains to self-administered emergency drugs such as epipens 
and inhalers. No other medication can be administered during school hours, unless done so 
by the school nurse. In addition, children with severe conditions which may require extraordinary 
intervention by school personnel in the absence of a school nurse must sign a “Release and Hold 
Harmless” form prepared by the Diocese of Pittsburgh Legal Office. 
You may send epi-pens and asthma inhalers with your child provided they are in a prescription box 
with your child’s name displayed prominently on the prescription label and accompanied by the 
above-mentioned form.  We will then store them in the office making them available to your child 
when needed.   
 
PARENT TEACHER GUILD (PTG) 
 
The St. Gabriel School PTG is an organization which provides opportunities for parents and teachers 
to work together to enhance their children’s learning.  It also gives parents a chance to be more 
personally involved in the activities of the school.  The PTG holds one general meeting during the 
month of September.  Parents are encouraged to join this supportive organization. 
 
PERSONAL POSSESSIONS 
 
Students may not bring any articles to school which are distracting to the learning process and/or 
expensive to replace, (i.e., ipads, computers, phones, and/or personal gaming devices.) These items 
will be confiscated and returned to the student at the conclusion of the school day to be taken home. 
The school will assume no responsibility for personal items damaged on property. 
 CELL PHONES ARE NOT PERMITTED TO BE IN USE BETWEEN 8:00 A.M. - 3:00 P.M.  
CELL PHONES ARE MAJOR DISTRACTIONS TO THE LEARNING PROCESS.  If students require 
a cell phone for after-school activities, it should be kept with the homeroom teacher or in the child’s 
book bag for safety purposes, but never with the students during class or at lunch/recess.  Students 
found using cell phones during class time must relinquish them to the teacher and then to the 
principal’s office until after school hours.  Cell phones that are taken from students will be kept in the 
office safe to be claimed by the child’s parent during the next school day.  Repeated abuse will result 
in further punitive consequences, including detention or suspension.  
 
PETS 
 
Pets are not permitted in the school or on school grounds.  Some children as well as teachers have 
allergic reactions to pets. 
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PHYSICAL EDUCATION CLASSES 
 
All students participate in weekly gym classes, which follow the Diocesan Physical Education 
Curriculum Guidelines.  Attendance is mandatory unless a written excuse from the parents or a 
doctor is presented. 
 
GYM  ATTIRE  
 Grades 1 - 8 
 Only regulation uniform gym shorts and T-shirt 
 Athletic shoes and white socks 
Gym uniform is mandatory at every gym period; otherwise, the student’s grade could be 
affected. 
 
Grading Policy 
 
Teachers are required to update Option C with grades for classes 2x/week. Report cards are issued 
through Option C online four times a year: November, January, April and June. Mandatory Parent-
Teacher conferences are held with the first report cards (the second conference is optional).  
Teachers are also available for individual conferences when the need arises. With Option C, grades 
are available on a weekly basis. Please contact your child’s teacher if you have any questions. 
 
RECESS 
All students will go outdoors for recess, except during inclement weather.  Therefore, students should 
dress appropriately for outdoor recreation.  When recess is being held outdoors, NO ONE is 
permitted in the classrooms unless they are accompanied by a teacher.  The following rules are to be 
observed: 
 
 

1. STUDENTS ARE TO SHOW RESPECT FOR ALL PLAYGROUND AND 
LUNCHROOM MONITORS. 

2. Students are to show respect for each other and the property of others at all times. 
Bullying behaviors will have serious consequences. 

  3.  Students will follow directions the first time they are given. 
  4.  Students will play only on the blacktop or parking lot. (The window  
        wells, ramp, grass area, flag area, dumpster and fences are off 

limits.) 
5.  Students are only permitted in the building with permission of the playground 

supervisors and/or faculty members in charge of recess supervision. 
  6.  Students are to remain in their designated play area. 

7.  There is to be no rough behavior - one whistle is the signal to stop all inappropriate    
     behavior. 

  8.  At first bell, students are to freeze. 
  9.  At second bell, students are to walk to designated line-up area                
       and follow their teachers into the school in a quiet and orderly fashion. 
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Consequences: 
First Offense - Warning given; Second Offense - Student will be benched for the remainder of recess 
and reported to the Principal’s office.  Repeated offenses will result in the student remaining under 
supervision in the cafeteria for an extended period of days; losing recess privileges. 
 
SCHOOL COUNSELING SERVICES 
 
Individual/Group Counseling: 
A highly qualified and certified School Counselor from the Allegheny Intermediate Unit provides 
individual and small group counseling to children in grades K-8.  Children may be referred by parents, 
administration, teachers, and through self-referral.  Individual and group counseling requires parental 
permission.  However, a student may be seen one time without parental consent if deemed 
necessary by the building administrator. 
 
Developmental Guidance: 
We value the social and emotional development of your child as much as their academic growth and 
success.  Throughout the school year, our counselor from the Allegheny Intermediate Unit will be 
visiting classrooms to present lessons on topics including character education, conflict resolution, 
anger management, feelings, social skills, etc.  The topics and grade levels chosen will be based on 
the needs of the building by the administrator and counselor.  This service does not require parental 
permission.  If you have any questions, please feel free to contact your building administrator. 
 
SCHOOL LUNCH PROGRAM 
 
St. Gabriel School participates in the National School Lunch Program which requires that lunches 
meeting specific nutrient requirements be served every day.  The cost of a student lunch is $2.50 per 
day, The cost is $12.50 for five lunches. Students buying lunches can pay for a full week of lunches 
on the last day of the week.  Parents should place lunch money in a sealed envelope marked with the 
student’s name, room number and the dollar amount.  Parents will be notified of any change in the 
cost from one year to the next. Tickets will not be issued.  We have established a roster system to 
eliminate lost tickets and to move students more quickly through the lunch line.  Milk is sold 
separately for those who carry their lunches.  Ice cream and cookies are sold alternately.  On 
Monday, Wednesday, and Friday, students can purchase 2 cookies at 25 cents each.  On Tuesday 
and Thursday, students can purchase 1 ice cream treat at either 25 or 50 cents, depending on the 
item.  We have limited consumption of sugar in accordance with the state wellness policies governing 
our National School Lunch Program.  Nutritional Guidelines require that cookies and ice cream treats 
are in compliance with low fat, low sugar content.   
 
SPORTING  EVENTS 
 
St. Gabriel School provides boys the opportunity to participate in basketball, volleyball, cross-country, 
track and golf.  Girls can choose to participate in basketball, volleyball, cross-country, track, golf and 
cheerleading. A temporary suspension from the athletic program will be given to any student 
who cannot follow school policy and regulations.  Any student who demonstrates an inability to 
follow school regulations even after a suspension, will be dismissed from the athletic program.  ANY 
STUDENT ABSENT FROM SCHOOL CANNOT PARTICIPATE IN SPORTS THAT DAY.  Students 
will lose temporary eligibility for academic lapses as well as serious disciplinary infractions. 
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STUDENT  RESPONSIBILITY 
 
Each student is responsible for being on time and thoroughly prepared with materials and 
assignments for each class.  The student is responsible for bringing books, homework, lunches, and 
gym clothing to school.  Permission to make telephone calls for such items will only be granted for 
rare instances.  If lunches are brought to school by parents, they should be left at the office where 
students may pick them up during their regular lunch period.  Books must be kept clean and neat.  All 
students must have book bags; however, backpacks will not be used to carry books from one class to 
another in school.  We are sensitive to the weight of textbooks and recommend that students take 
only necessary supplies along with books for homework.  Book bags that can be hand carried instead 
of backpacks are preferable to alleviate back injuries and discomfort. 
 
SUPPORT SERVICES 
  
St. Gabriel School provides the following services: 

• Remedial reading and math specialists from the Allegheny Intermediate Unit 

• Speech and Language support from the Allegheny Intermediate Unit 

• Guidance Counselor from the Allegheny Intermediate Unit  

• Nurse – one day every month from Baldwin/Whitehall School District 

• Dentist - yearly check-up by school district dentist 

• School Physician as designated by the school district 

• Student Assistance Program  

• Academic Support Program 
 
TARDINESS 
 
A child who is not present in the classroom by 8:25 a.m. is considered to be tardy.  To gain admission 
to a class, a tardy student must report to the office with their parent or guardian. Chronic tardiness will 
result in investigation by the school district Truant Officer.  
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TELEPHONE 
 
The office telephone is a school phone.  Permission for students to use the phone must be given by 
the principal.  The telephones in the cafeteria and the Teachers’ room are not to be used by students 
without specific permission from the office.  Please be reasonable with phone requests.  Avoid 
mundane reasons for telephone messages to be given to your child.  Remember, there are 
many students in our school.  Unless it is urgent, parents are asked to refrain from calling 
school for trivial reasons. 
  

Cell Phones: 

• Cell phones are for emergency purposes only. 

• Cell phones must remain in book bags and turned “off”. 

• If  a student is found to have a cell phone in class, or on his/her person, the 
phone will be confiscated and a parent must come to school to retrieve it. 

• Repeated cell phone infractions will result in the banning of the cell phone from 
school property. 
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TESTING 
 
Standardized tests, textbook tests, teacher-made tests, and a variety of other exams are 

administered to students throughout the year. These assessments require students to synthesize 

information, apply what they have learned, and demonstrate their understanding of what has been 

taught. 
 

READINESS TESTS: Students entering kindergarten and/or first grade may be administered a 

readiness test to determine how ready they are to enter these grades. This assessment is one 

part of determining a child’s ability to become a successful student. 
 

ACRE TESTS: Students in fifth and eighth grade are administered a standardized test to 

measure catechism instruction. Students in these grades should not schedule trips or 

appointments during this testing schedule, as make-up testing is often difficult to accomplish. 
 

ACHIEVEMENT TESTS: Students in grades K through eight are administered a standardized 

test to measure progress from one year to another. A component of the standardized testing 

program is an aptitude test that helps to define the ability of a student in relationship to the 

results of the standardized test. If a child should be absent due to illness, every attempt will be 

made to enable the child to make-up the tests. However, since the tests must be mailed on 

the last scheduled test day, make-up testing often necessitates taking more tests daily than is 

ideal. To prevent this, we ask that you do not schedule trips or appointments during the 

time of standardized testing. This test is generally administered in the spring each year. 
 

TEACHER-MADE: Tests which are constructed by teachers to measure, evaluate, and/or 

determine what students have learned are also given to the pupils. 
 

TEXTBOOK TESTS: These are tests which accompany textbooks adopted for use with 

students in a particular area and are administered at the conclusion of a chapter and/or unit. 

WRITING ASSESSMENTS: Each child in grade K-8 participates in a Writing Assessment. This 

task allows students to respond to an open-ended question and to demonstrate their ability to 

use higher order thinking skills. 
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TEXTBOOKS 
 
SGS participates in Pennsylvania's Act 195/90 whereby the state purchases textbooks and instructional materials of non-

religious items. State law requires the parent/guardian originate the usage request by signing and dating the Certificate of 

Individual Request for Loan of Textbooks and Instructional Material included the Appendix and return it to the school office 

as soon as possible. 
 
In addition, SGS participates in several Federal programs that provide your children with a variety of materials and 

services. It is one of the few ways in which your children receive benefits from your tax dollars. In order for our school 

to continue to receive these benefits, it is a requirement that the Family Survey be completed and submitted to the 

school for every family. This form is revised annually and comes to us from the Diocese shortly after the school year 

begins. We ask your cooperation in completing the survey in a timely manner once you receive it. An example of the 

survey is included in the Appendix for your reference. All information will be held in the strictest confidence. 
 
All books are to be covered at all times. Students are responsible for the condition of the books given 

to them at the beginning of the year. Students will be required to pay for the book if it is damaged or 

lost. Books taken to and from school are to be placed in a book bag. 

 

VOLUNTEERS 
 
The help of volunteers is always needed in the school and at school- sponsored events. Please 

consider using some of your time and talent to help enhance our quality program. The possibilities are 

endless. At SGS, parents/guardians play an integral role in the education of their children through a 

daily basis. 
 
In order to volunteer at school, the following requirements must be met: 
 
• Proof of attendance at a Protecting God’s Children session 
 
• Pennsylvania State Police Criminal Background Check 
 
• Child Abuse Clearance 
 
• FBI Clearance/Fingerprinting 
 
TREATS: HOLIDAY PARTIES 
For holiday parties; homeroom parents, along with teachers, will coordinate the donation of a 
snack, drink, and treat baggie for classroom parties. Donated treats should not contain 
peanuts and must be store-bought with ingredient labels attached. If your child has an allergy, 
please provide a snack from home on party days.  
Those parents in charge of classroom holiday parties will work with the teachers to plan 
games, crafts, movies, or activities that celebrate the various holidays.   
 
TREATS: BIRTHDAYS 
St. Gabriel School has adopted a “no treat” policy regarding birthdays. With the growing 
incidence of food allergies among children, and the increase in childhood diabetes and 
obesity, we feel it is our obligation to help safeguard the health of all children in our school.  
The traditional “Dress Down for Birthdays” will continue (EXCEPT FOR MASS DAYS), but 
please do not send in any food treats to your child’s class.  Treats will not be distributed.  



 
 

 

 

 

 

 

33 

 

Also, do not purchase ice cream or cookies from our cafeteria for your child’s class as a 
birthday treat.  We cannot risk giving other children treats that could cause any physical 
reaction to food additives.  
 
VACATIONS 
 
We encourage parents to plan vacations during school breaks, at Christmas, Easter and during the 
summer months.  When a child is not attending school during the school year due to a vacation trip, 
the parents/students are responsible for the educational or instructional work that has been missed.   
 
 
Please keep in mind that standardized testing is an important measure of your child’s progress and 
ability.  Results are used to determine remediation and enrichment for your child.  Also, these results 
are forwarded if your child transfers or when he/she goes on to high school.  THEREFORE, IT IS 
VERY IMPORTANT FOR YOUR CHILD TO BE IN ATTENDANCE WHEN THESE TESTS ARE 
ADMINISTERED IN THE SPRING OF EVERY YEAR. 

 

Gender Policy:  

The gender of every human being is a gift fashioned by God that enriches the human family through 

the complementarity of masculinity and femininity.  

At this time the Diocese of Pittsburgh recognizes gender according to a student’s birth certificate.  

“Learning to accept our body, to care for it and to respect its fullest meaning, is an essential element 

of any genuine human ecology.” (Pope Francis, Laudato Si #155)  

 

1. Administrators will maintain student permanent records and other legal records and documents 

using the student’s legal name and gender.  

2.School personnel may honor requests of parents/guardians to address a student by a preferred 

name or nickname.  

3.Students are to use bathrooms according to their God-given gender. Where possible, 

arrangements are to be made for a private bathroom to address special needs.    

4.In all other circumstances students are expected to comply according to their God-given gender. 
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PUBLICITY 
 
SGS students are recognized throughout the school year for various academic, athletic, and 

extracurricular accomplishments. This recognition may also be useful to include in published school 

materials. With permission, our school would like to share the achievements of our students with the 

community via press releases in local newspapers, radio/television stations, social media and on the 

school website. Your permission is needed to use a likeness of your child, if that child is identifiable in 

the image. If the back of your child was pictured, permission would not be needed, as the child would 

not be identifiable in the image. Please complete the form found in the Appendix to permit us to use an 

image of your child. 
 
In school publications may contain the full names of our students. Since this information is only directed 

to our school families, we ask that you do not forward the packet in its entirety to families outside the 

school, to protect the privacy of others.  

 

ACCIDENT, INJURY, AND PHYSICAL DISORDERS 
 
In the case of an accident or illness at school, parents/guardians are contacted to take the child home, 

or to the doctor or hospital. It is important for your child's safety and comfort, as well as the effective 

operation of the office that emergency information needed to locate parents/guardians is available for 

each child and that this information is kept up-to-date by parents/guardians. 
 
Families of children who have any physical disorder should contact the principal, school nurse, and 
teachers to alert them of the situation. All cases of head lice should be reported immediately to the 
principal and school nurse. 
 
BUILDING SECURITY / SURVEILLANCE 
 
To create and maintain a safe learning environment, SGS locks all perimeter doors during the school 

day. The school is equipped with electronically controlled doors, as well as an intercom and video 

surveillance system at the main entrance. All visitors requesting access to the school must enter 

through the main entrance and contact the office using the intercom system. School personnel will ask 

the visitor to identify themselves and the reason for requesting entrance to the school. Upon entering 

the school, all visitors must sign-in at the office. Our school is equipped with surveillance cameras both 

inside and outside the perimeter of the building for additional security purposes. 

 

EMERGENCY DRILLS 
 
Emergency drills are practiced throughout the school year for weather, fire, or other emergencies. 

Teachers follow the policy governing emergencies for student safety. Students must maintain silence 

at all times during emergency drills. 
 

 
 

  



 
 

 

 

 

 

 

35 

 

FIRE DRILLS 
 

Fire drills are held monthly. Exit directions, which are posted in prominent places in each room, 
are to be followed. No teacher, student, or other personnel, may remain in the building during 
fire drills. When the students hear the bell, they are to leave the room quickly and quietly in single 
file. Students remain outside until summoned back to class. Teachers are to take a copy of their 
class roster with them to account for the presence of each student. 

 
Students are to remain in absolute silence during all fire drills. Misconduct of any nature is to be 
reported to the principal. This is a very serious offense and will be dealt with immediately. 

 
WEATHER EMERGENCY DRILLS 

 
Weather emergency drills are held periodically throughout the year. When practicing for a 

weather emergency, students exit the classroom and position themselves on the floor, facing an 

inside wall. Students are instructed to get onto their knees, with their forehead placed on the 

floor in front of them, covering their head with their hands. Each classroom has a designated 

area for the students in the case of a weather emergency. Students must remain quiet 

throughout the drill. 

 
ILLNESS 
 
It is often difficult to decide if your child should stay home from school when complaining of illness. An 

objective sign is an elevated temperature. It is recommended that a child be kept home from school 

until the temperature has remained normal (below 100°) for at least twenty-four hours. 
 
If a child has a temperature of 100° or more, skin rash, diarrhea/vomiting, strep throat, or evidence of 

lice, the child will be sent home. Parents/guardians are asked to use discretion in sending their children 

to school if they display any of these symptoms. Please inform the school office if your child becomes 

sick with a contagious illness. Notes will be sent home with the other children to warn parents/guardians 

of contact and incubation of communicable diseases. 
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USDA Nondiscrimination Statement 2015 
 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating 
in or administering USDA programs are prohibited from discriminating based on race, color, national 
origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 
conducted or funded by USDA.   
 
Persons with disabilities who require alternative means of communication for program information (e.g. 
Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or 
local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech 
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, 
program information may be made available in languages other than English. 
 
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 
Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any 
USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or letter to USDA by:  
(1) mail: U.S. Department of Agriculture  

Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410;  
 

(2)  fax: (202) 690-7442; or  
 

(3)  email: program.intake@usda.gov. 
 
This institution is an equal opportunity provider. 
 

 

 

 

 

 

 

 

 

 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
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