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St. James Elementary School 

 

MISSION STATEMENT (ABRIDGED)  

 

Established in 1890, St. James School as its mission provides a solid foundation in the Catholic Faith, 

which fosters academic excellence, educates the whole person through Gospel values and cultivates 

students to become responsible citizens and leaders as Disciples of Christ. 

 

Adopted by the School Advisory Council March 12, 2015. 

 

MISSION STATEMENT (UNABRIDGED)  

 

Since 1890, Saint James School has been committed to the development of the whole child by providing a 

quality Catholic education in a safe, diverse, and nurturing environment. 

 

As the foremost ministry of the Catholic Community of Saint James, it is the primary duty of the school 

to integrate Christôs presence as spiritual growth is fostered and excellence in academics, the arts, and 

social and physical activities is achieved. 

 

While focusing on the Gospel of Jesus, Saint James School provides a well-balanced education that 

promotes high standards of performance, self-discipline, and responsibility. 

Adopted by the School Advisory Counsel 

December 11, 2008 

 

  

Handbook/Code of Pastoral Conduct Acknowledgement 
This Handbook follows the guidelines recommended by the Diocese of Metuchen Office of the 

Superintendent. 
Each family will receive a copy of this handbook. 

Each family is required to complete the Acknowledgement and Receipt Form and return it to the 

homeroom teacher of the youngest child. 
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ST. JAMES SCHOOL VISION STATEMENT  

 

Our vision is to be an exemplary Catholic School, and we strive to be: 

 

¶ A community where students, families, staff, and clergy work cooperatively toward the goal of 

reflecting Godôs love and presence in our midst. 

 

¶ A place where school parents actively participate in the education of their children especially in 

faith formation. 

 

¶ A place where Catholic school families provide a model of home living (creating a domestic 

church) by praying together, celebrating Sunday Mass together, and by participating in the 

sacramental life of the Church. 

 

¶ A place where students and families of all faith traditions are welcome to share the blessing of a 

Catholic school environment. 

 

¶ A place where teachers witness to the Gospel by their words and deeds, and through prayer and 

example promote the ongoing formation and spiritual growth of their students. 

 

¶ A place where students grow in a love of learning through a challenging curriculum taught by a 

professional staff and are given the tools to become life-long learners in an ever-changing society. 

 

¶ A place where students learn to appreciate the role of faith and education through sacred and 

secular art and music. 

 

¶ A place where all are committed to the growth and development of the whole child through 

stewardship education, social justice opportunities, leadership experiences and community 

service projects. 

 

Through this educational experience the St. James student will develop a faith life of compassion and care 

for the needs of others which will be central in their life journey as a disciple of Jesus. 
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¶ NON-DISCRIMINATION POLICY  

o St. James Elementary School admits students of any race, color, national and ethnic 

origin to all the rights, privileges, programs and activities generally accorded or made 

available to students at the School.  St. James Elementary School does not discriminate 

on the basis of race, color, national and ethnic origin in the administration of its 

educational policies, scholarship and loan programs, and athletic and other school-

administered programs. 

¶ PURPOSE AND USE OF THIS HANDBOOK 

o This handbook exists to foster the efficient operation of St. James Elementary School.  To 

meet this objective, the School administration is given flexibility and the ability to 

exercise discretion.  In appropriate circumstances, the Principal has the discretion to take 

actions other than those specified in the Handbook.  The Handbook is not intended and 

should not be considered to create any additional rights for students or parents/guardians. 

o This Handbook is subject to change at any time when determined to be necessary by the 

School administration.  If changes are made to the Handbook, parents/guardians will be 

notified promptly. 

¶ ACCREDITATION  

o St. James Elementary School is accredited by Cognia. 

¶ SAINT JAMES TUITION POLICY  

o St. James is a vibrant community of believers and learners, committed to the successof 

our students and the long-term health of our school.  To ensure that our school canmeet 

its monthly financial obligations, we rely on your commitment to pay required tuition and 

fees by due dates as indicated on the tuition agreement. 

o Parents/guardians are provided with four options to pay tuition through the SMART (now 

Blackbaud  TuitionManagement) system. 

ƴ Option 1 consists of a single payment with a 3% discount (Payment due August 

1). 

ƴ Option 2 consists of two payments with a 2% discount (Payment due August 1 

and December1). 

ƴ Option 3 consists of twelve monthly payments (Payments due on the first or 

fifteenth of the month July - June; parent/guardian choice at registration). 

ƴ Option 4 consists of ten monthly payments (Payments due on the first or fifteenth 

of the month September - June; parent/guardian choice at time of registration). 

ƺ Notifications will be sent 15 days before payment is due. 

 

ƺ When parents/guardians do not meet their obligations according to the plan they selected 

and agreed to, it creates a tremendous hardship as St. James School has monthly financial 

obligations it must meet. 
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ƺ If an account is 15 days delinquent, the family will be contacted by the business office to 

remind them that payment is late.  

ƺ If an account is 30 days delinquent, the family will receive a certified letter requesting 

that payment is made immediately. 

ƺ If an account is more than 40 days delinquent: 

ƴ Students will not be permitted to participate in any extracurricular activities or 

field trips. 

ƴ Students will be dismissed at the end of the quarter. 

ƴ Students in grade 8 will not participate in any graduation activities. 

ƴ Students will NOT be permitted to register for the following year if their family 

obligations have not been fulfilled. 

o It is the responsibility of the parent/guardian to contact the business office for any 

requested changes to the tuition payment plan.  Saint James expects the timely payment 

of tuition and fees. 

o This policy will go into effect on January 1, 2021.  The policy applies to all tuition and 

fees that are outstanding on January 1, 2021. 

 

¶ USE OF SCHOOL LOGO 

o The design of the school logo must remain intact.  No alterations, additions or deletions 

to any part of the logo are permitted.  Any individual, organization or company wishing 

to use the logo for any purpose must obtain permission to do so from the principal and 

pastor. 

¶ SCHOOL INFORMATION  

o SCHOOL TELEPHONE NUMBERS   

Á School Office    (732) 634-0500 

Á School Nurse    (732) 634-0500 ext. 303 

Á Extended Day    (732) 675-2493 

Á Web Address    sj-school.org  

o SCHOOL CALENDAR  

Á The calendar for the current school year is in the Appendix of this handbook.  It 

is also posted on the school website. Please remember that this is a tentative 

calendar. Some dates may change in the course of the school year. It is 

imperative that parents read the weekly email blast and check the calendar on the 

school website. In the event that we have more snow days than the school allows 

in the calendar, we will be using the Easter Recess beginning with Holy 

Thursday, if necessary.  Remote learning days may also be used. 
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o SCHOOL HOURS (Please note time changes)  

Á Morning Session   

¶ 7:50 AM ï Lunch 

Á Lunch  

¶ 11:00am-11:30am (Grade 3-5 

¶ 11:30AM-12:00pm (Grade 6-8) 

¶ 12:00pm-12:30pm (Grade PK-2) 

Á Afternoon Session   

¶ Lunch ï 2:20 PM  

 

o CHANGE OF ADDRESS OR TELEPHONE NUMBER 

Á Please submit any change of address or telephone number to the office 

immediately.  Accurate records are essential in handling emergency situations. 

o VISITS TO SCHOOL DURING SCHOOL HOURS  

 

¶ Please see School Reopening Plan for adjusted visitor policy. 

Á Neither teachers nor students are permitted to leave the classroom while classes 

are in session.  Accordingly, no one is permitted to go to a classroom without 

first obtaining the necessary permission from the school office.  The following 

rules will be observed: 

Á All visitors must use the front door to enter the school building.  Ring the bell to 

be buzzed in and go directly to the main office. 

Á Visitors will receive a pass if they need to remain in the school building for any 

length of time. 

Á Parents are requested not to bring forgotten lunches, books, clothing, etc. to 

school during school hours.  Students will not be permitted to make phone calls 

to request such articles.  Help your child to develop a sense of responsibility by 

encouraging him/her to remember his/her own belongings and to check that 

he/she has everything ready the night before. 

Á If an emergency other than the above arises and it is necessary to come to school, 

please come directly to the office.   

o SCHOOL BIRTHDAYS  

o Due to the pandemic, no food or items may be distributed or shared 
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Á Birthdays are announced daily during morning announcements. When a student 

celebrates their birthday in school because we are a ñpeanut freeò school the 

following rules apply: 

¶ Goodie bags can not be brought in to distribute to your childôs 

classmates. Only store bought cupcakes/cookies with the Label of 

Ingredients attached are permitted. 

¶ Birthday  Invitations-For the classroom teacher to distribute 

invitations,  there must be one for every child or one for each 

boy/girl.   

o BANK CHARGES  

Á A financial penalty is charged for any check payable to St. James School that 

does not clear the bank. 

¶ ATTENDANCE  

o When your child is absent from school, please call the nurseôs office before 9:00 AM to 

report him/her out.  Upon his/her return to school, the student must present an excuse 

written by the parent.    If you are requesting homework for an absent student, the 

request must be received in the office by 10:00 A.M. 

o Please see School Reopening Plan for adjusted attendance policy. 

o Please make dental and doctor appointments for after school hours or Saturdays.  Early 

dismissal from school will not be granted unless the student presents a written note from 

his/her parent.  The student will not be surrendered to any relative or stranger without 

specific written instructions from his/her parent.  Please come to the nurseôs office after 

notifying the school office and sign-out the student when picking him/her up for early 

dismissal.   

o If a student is absent for 3 or more consecutive days, he/she must present a doctorôs note 

before returning to class. Regular student attendance is imperative.  Illness, the death of a 

family member or a student emergency are acceptable reasons for student absence.  

Interrupting a studentôs education for a pleasure trip is not encouraged.  The summer 

months and periodic vacations within the school year provide the appropriate time for 

trips and vacations.  A studentôs extended absence from school due to a trip or vacation 

could possibly lead to failing grades.  A student who is anticipating absence from school 

for a trip or vacation may not request school work.  Any missed assignments must be 

made up when he/she returns to school.    
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o ARRIVAL AND DISMISSAL  

Á Due to the pandemic, arrival and dismissal policies have changed for the 

beginning of the school year.  The amended policy is in the School Reopening 

Plan. 

Á [Children should be dropped off at 7:40 AM and enter the building by the Grove 

Street #2 door. For the safety and security of our students, we would like to 

remind students, parents, or anyone responsible for picking-up or dropping-off 

students at St. James School of the policy that has been put in place to ensure the 

safety of our students. Only Pre-K and childcare students are to be dropped off 

on Grenville Street. Student drop-off is the Church parking lot across from the 

school or on Grove Street . If a parent needs to go to the school office in the 

morning, they must enter through door #2. The Main Office will allow entry after 

8:05am. 

Á Students are to go directly to their classrooms.  School begins at 7:50 AM.  

Children should not arrive before 7:40 but should be in their classrooms no later 

than 7:50 AM.  Unless your child/children arrives by bus or is enrolled in the 

Early Morning Program, there will be no one to supervise him/her before 7:40 

AM.  Please note that it is extremely important for all children to be on time for 

school.  Repeated lateness will have an undesirable effect on the studentôs 

progress and is stressful for the child.] 

Á After arrival in the morning, students are not allowed to leave the school grounds 

unless they are authorized to do so by the principal and have permission f rom a 

parent. 

o EARLY DISMISSAL DAYS  

Á Parents are urged to refrain from picking-up their child/children before the 12:00 

dismissal begins.  Students loose valuable class time and may miss important 

announcements and/or notices. 

¶ EMERGENCY SCHOOL CLOS ING 

o All school closings for inclement weather or other emergencies will be handled through 

the Honeywell Alert System.  Parents are urged to insure that their contact information is 

up to date at all times as the Honeywell System is the only way by which you will receive 

information. 

o Do not call the school for closing information. No one will be in the school office 

after an emergency closing. 

o DELAYED OPENING  

Á Homeroom begins at 10:00 A.M.  All bus pick-ups will be delayed by 90 

minutes.   Please check for messages from the Honeywell Alert System. Students 

must bring a  lunch from home.  

o EARLY DISMISSAL  



9 

 

Á When the students are in school and must be dismissed early, the announcement 

will be made by the Honeywell Alert System.  This will occur only if the sending 

school district informs St. James that its buses will pick up the students earlier 

than usual.  We will make every effort to notify you of this situation.  Non-bus 

students will be dismissed by parent request or at the announced early closing 

time.  On days of possible emergency dismissal please make sure that your child 

knows what you would like him/her to do. (See Appendix) 

Á Extra-curricular activities, after school detention and the After School Program 

will be cancelled if weather conditions at dismissal time are such that it would be 

imprudent to detain the students.    

 

¶ ACADEMICS  

o TESTING 

Á Regular testing throughout the year in each subject helps to determine the extent 

to which the student has mastered the material presented in class.    

Á MAP Testing is currently being used in the Diocese.  Students are tested three 

times a year to mark progress.  The results of these tests are used by the faculty 

and administration to determine future placement and instruction for the students.  

Students in Grades 6-8 will be given Mid-term and Final Exams. 

o RETENTION POLICY  

Á Causes for retention include but are not limited to the following: 

Á A failing average in two major subjects 

Á Teacher recommendation  

Á Principal recommendation 

Á In rare cases it may be necessary to retain a student more than one time. 

Á Parents will be notified of possible retention before the end of the second 

marking period.  A second conference will be held at the end of the third marking 

period to advise the parents of the studentôs standing.  A final communication 

with parents will be made if retention is necessary.  All three communications 

will be recorded on the appropriate form with copies filed in the school office. 

¶ STATE SUPPORTED SERVICES 

o The Regional Educational Services Commission of NJ provides the following services to 

students who attend St. James School.  Applications for any of these New Jersey State 
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supported services are due in the office by May 1
st
 for the following school year.  

Services are provided in the trailers located in the parking lot adjacent to the school. 

o Compensatory Education  - Grades K-8 

Á Students whose Math and/or Reading test scores show the need for remedial help 

are eligible for the Comp-Ed Program.  Students who participate in the Comp-Ed 

Program are responsible for the work they miss when they are not in class. 

o Speech 

Á Students who are recommended by the teacher are screened and receive speech 

therapy as it is needed. 

o Supplemental Instruction 

Á Students who have been classified by the Child-Study Team or who have 

learning disabilities are eligible for special instruction.   

o Child Study Evaluation 

Á Students who have problems learning may be recommended by the teacher or 

parent for a comprehensive learning evaluation.  Results are discussed with 

parents, teachers and the administration. 

o Home Instruction 

Á Any student who must remain out of school for more than two weeks is eligible 

for home instruction.  In order to receive this service, parents must submit a form 

from the doctor. 

¶ SCHOOL PROCEDURES 

o BUS TRANSPORTATION 

Á Bus transportation is available to students from Woodbridge Township.  Students 

who live in areas other than Woodbridge Township and reside in districts that do 

not provide busing may be eligible for transportation reimbursement. 

Á Transportation is provided by the public school districtôs transportation office.  

Application must be made through St. James School office at the time of 

registration and renewed at the time of re-registration.  Completed applications 

are forwarded to the appropriate district office.  All arrangements for buses or for 

reimbursement are made through the public school districtôs transportation office. 

Á Students who do not ordinarily take the bus may not ride home with a bus 

student.  Students are only permitted on the bus for which they have a pass. 



11 

 

o CUSTODIAL AND NON -CUSTODIAL PARENTS  

 

Á If there is a court order specifying the rights and responsibilities of individual 

parents/guardians, it is the responsibility of the custodial parent/guardian to 

provide the school with an official copy of the court order that outlines the non-

custodial parentsô rights of access to the child, restraining orders, etc.   The 

custodial parent must provide an updated court order at the beginning of each 

school year.  The school abides by the provisions of the Buckley Amendment. 

Thus, non-custodial parents will be given access to the academic records and to 

information regarding the academic progress of their children, unless there is a 

court order specifically stating that the non-custodial parent is denied access to 

such information. 

o COMPUTER LAB  

 

Á Computers are provided for serious usage and learning.  The use of technology 

within the school is always supervised.  In order to assure computer upkeep, only 

school approved programs may be used. The computers are in use by a large 

number of students.  Therefore, no student may alter the desktop configuration or 

leave the computer in an unusable condition.  Students who do not follow the 

computer regulations will be excluded from computer/tablet use.  Damage to 

computer equipment will be the responsibility of the student who caused the 

problem and repair charges will be billed to that studentôs family. 

Á The school has the right to monitor e-mail and material that has been down-

loaded from the Internet and that is brought to the school. 

o LIBRARY  

 

Á Due to the pandemic, the library is closed. 

Á Students may borrow books for one week rotation and renew them for a second 

week.  To renew, the student must bring the book back on library day. 

Á Students will be fined 5 cents a day including weekends and holidays for overdue 

books.  Books may not be borrowed when a fine is owed or a book has not been 

returned. 

Á A charge will be assessed for lost, unreturned, and destroyed books.   

o FIELD TRIPS  
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Á Due to the pandemic, all field trips are suspended 

Á Class trips are a privilege that students earn through their good behavior and 

participation in class. 

Á Parents will be notified of all trips to areas outside the immediate school 

environs.  Before the student is permitted to participate in the trip, a written 

permission slip must be signed by the parent.  All out of state permission slips 

must be notarized.  Please read all the information on the permission slip and 

take note of the time the student will be returning.  Parents are responsible for 

being on time to pick up the students from a field trip. 

Á Parents must accept the responsibility for any damage or injury incurred through 

the actions of their child/children.   

o BIG BROTHER/BIG SISTER PROGRAM  

Á In an effort to provide community-building experiences, each student is paired up 

with a big brother or big sister/little brother/sister from another grade level.  

Throughout the year activities are scheduled by the teachers of the cooperating 

grades. 

o TEXTBOOKS  

Á Each student is issued books for use during the school year.  Students who lose or 

destroy books are responsible for replacing them.  All school owned textbooks 

must be covered at all times.  

o CELL PHONES 

Á Cell phones/electronic devices may be brought to school if and only if the 

following limitations are followed: 

Á Phones must be kept in the ñOFFò position during the school day 

Á Phones must be kept out of sight in the studentsô backpack during the school day 

or handed in to the teacher depending on class policy unless the student has the 

principalôs permission to use the phone at a specified time and place. The school 

is not responsible for lost or stolen cell phones. 

Á Cell phones may not be used for game playing, Internet or e-mail access, or 

making purchases of any kind. 

Á Students who violate this Policy or its Procedures will be subject to the Schoolôs 

Disciplinary Policy as stated in the Parent/Student Handbook.  If a student 

violates diocesan or school policy, the school reserves the right to take the cell 

phone from the student.  The first time the phone will be returned to the student.  

If it happens again, the confiscated phone must be reclaimed by a parent. 

Á The use of camera/video capabilities (cell phone) is prohibited during school 

hours without the permission of the teacher or school principal. 
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o BOOK BAGS 

Á Each student is required to have a book bag.  The studentôs name should appear 

somewhere in the book bag. 

Á For the safety of the children, book bags with wheels must be carried up and 

down the stairs. 

o TOYS AND VALUABLES  

Á Due to the pandemic, no toys or personal items can be brought to school. 

Á Students are responsible for their belongings while they are in school.  Students 

should not bring the following items to school: 

Á Ipads-without expressed permission  

Á Smart Watches 

Á Apple watches 

Á Music boxes/Audio/Video devices 

Á Toys, dolls, stuffed animals, etc. 

Á Large sums of money 

Á Portable video games 

Á Computer software 

Á Cameras 

Á Laser pointers 

Á Expensive valuables/irreplaceable items 

Á Athletic equipment 

Á These items will be confiscated and sent to the Principal.  Parents will be asked 

to retrieve them at the Principalôs convenience. 

o COUNSELING 

Á Due to the pandemic, counseling services are suspended at this time. 

Á Professional counseling services are available for students who exhibit a need for 

them.  If you are interested in this service for your child, please contact the 

principal directly. 
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o LITURGICAL FUNCTIONS/ALTAR SERVERS  

Á Students who are altar servers and whose services are required during the school 

day, are permitted to walk to Church only with the written permission of the 

parent. (See Appendix) 

Å UNIFORM REGULATIONS  

o Due to the pandemic and the mandatory wearing of masks, gym uniforms may be worn 

on any non-church day when the weather is hot. 

o Students are to wear the school uniform daily.  The teacher is required to enforce the 

dress code. 

o Boys:    Grades K ï 8: (Warm Weather) 

Á Khaki shorts ï no cuff 

Á White sports sock ï no decoration 

Á Navy blue golf shirt with St. James monogram 

Á Uniform Trouser - Khaki 

Á Practical casual shoe 

Á Belt - black, brown or khaki 3
rd
 grade and up 

Á School uniform Shirts must be tucked in 

o (Cold Weather) 

Á White oxford dress shirt ï short or long sleeve with school tie 

Á White or navy monogrammed turtle neck 

Á Uniform trouser ï Khaki 

Á Shoes ï sensible dark dress shoe 

Á St. James Navy sweater 

Á Belt - black, brown or khaki 3
rd
 grade and up 

 

o Girls:   Grades K ï 8 (Warm Weather) 

Á Navy blue golf shirt with St. James monogram 

Á Khaki shorts  

Á White crew sock ï navy or white knee socks (no lace) 

Á Uniform kilt or jumper may be worn at any time ï they should be no shorter than 

2ò above the knee 

Á Practical casual shoe  

o (Cold Weather) 

Á White or navy monogrammed turtle necks 

Á Oxford white blouse (short or long sleeve) Gr. 6-8 

Á Peter pan collar ï Kindergarten ï Gr. 5;  

Á Uniform jumper ï Grade Kindergarten ï 5; Uniform kilt Gr. 6-8 

Á Uniform jumpers and kilts should be no shorter than 2ò above the knee 

Á Khaki uniform slacks 

Á White, Grey or Navy tights or leggings and matching socks 

Á i.e.: If your child wears leggings during the cold weather, please make sure 

that they are wearing the same color socks to match.  
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Á Shoes ï navy or black (heels no higher than 1 inch) 

Á St. James Navy sweater (pull over) Gr. 6-8; St. James Cardigan  

Á Kindergarten-Gr. 5 

Á White crew sock ï navy, white or gray knee socks (no lace) 

o Optional Summer Uniform: 

Á The summer uniform is optional, and may be worn September and October, and 

after Easter to the end of the school year. 

Á No student is to leave the school building unless completely dressed in the school 

uniform.  Exceptions to this may be made by teacher special request. 

Á ll students must have a regulation physical education uniform: 

Á SJS shorts only 

Á SJS T-Shirt 

Á Sneakers (white or black) 

Á White sports sock 

Á Navy sweat pants  

Á SJS sweatshirt  

Á Girls with long hair should have it tied back for Gym class 

Á  Regular eyeglasses can be worn during Gym with written permission from the 

parent 

Á Light Up Sneakers cannot be worn during gym class.  Gym Uniforms can be 

purchased at Flynn and O'Hara. 

Á Anytime children attend church services or functions outside of the school 

building they will be required to wear their dress uniform which is for the 

boys, school pants, shirt and tie and for the girls, uniform jumper or skirt 

and blouse. 

 

o HIGHLIGHTS  

Á Only uniform store (Flynn & OôHara) school head bands are permitted (No big 
bows) or small, plain headbands, barrettes or clips. Cheerleading style bows or 

headbands with ears or horns are not permitted except on dress down days. 

Á All students are expected to present a clean, neat appearance 

Á Stockings may not be worn  

Á Only one, small post earring per ear (no hoops or dangling earrings) is permitted 

Á Boys are not permitted to wear earrings 

Á Students in Grade 3-8 may wear a watch (No SMART or Apple Watches) 

Á No makeup, nail polish or tips are permitted 

Á No boots, clogs or work boots are permitted 

Á Fad hair styles are not permitted 

Á All trousers must fit at the waist and have a belt that fits 

Á Boys hair should not touch collar 

Á Dress down days are for the enjoyment of the students.  However, appropriate 

attire should be worn.  Torn jeans are not permitted and tee shirts should be free 

of any logo, picture, or saying that is unacceptable in a school environment. 

Á Parents will be notified if the student is not adhering to the dress code.  This 

initial contact enables the parent to review the dress code with the student and 

correct the situation.  Should the unacceptable practice continue, additional 

action will be taken.  Full parental cooperation is expected.  If for any reason a 
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student is out of uniform, he/she must submit a letter of explanation to the 

homeroom teacher. 

 

Å DISCIPLINE POL ICY  

o St. James School conforms to the Discipline Policy promulgated by the Department of 

Education, Diocese of Metuchen, which is reprinted below: 

o ñStudents who choose to disrupt the order of the school, violate policies or regulations, or 

infringe on the rights of other students, interfere with the teaching or supervisory duties 

or staff, must accept the consequences of these choices. 

o Students are expected to be respectful of others and of othersô property; be obedient to 

authority; be orderly; cooperate with students, teachers, and all others within the school; 

act in appropriate manner; and behave in a fashion that reflects the teachings of the 

Roman Catholic Church.ò 

o Failure to meet these standards of conduct shall result in the application of  disciplinary 

actions. 

o Policy of the Catholic Schools Office requires that the school inform the 

parents/guardians that the parents/guardians must (a) arrange to have the child 

interviewed by a Certified Psychologist, and (b) present a letter signed by the 

Psychologist to the school principal to consider for reinstatement to school.ò 

o The principal is the final recourse in all disciplinary situations and may waive any and all 

regulations for just cause at his/her discretion. 

o INAPPROPRIATE SCHOOL BEHAVIOR  

Á The following is a list of inappropriate school behavior that should not occur 

anywhere on the school premises. 

Á Disruptive behavior 

Á Loud or unruly behavior 

Á Inattentiveness (not paying attention in class) 

Á Intentionally annoying classmates and/or teachers 

Á Uncooperative or disrespectful behavior including gum chewing, improper 

uniform, being unprepared for class, being in the wrong place at the wrong time, 

and unacceptable language ï written or spoken. 

Á If a student repeatedly displays inappropriate behavior, it may be necessary, and 

in the best interest of the student and the school, to require counseling for that 

student.  This may include the St. James Counselor or a private counselor.  This 

action may be required to help determine the cause of the behavior and help the 

student adjust to the school setting. 
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Á No listing of a discipline code can be complete.  However, the instances listed 

above provide the basic guidelines that require disciplinary action by the teacher 

and/or the administration. 

o SUSPENSION 

Á It is expected that, when problematic behavior  has been manifested by a student, 

the teacher has already communicated with the parent.  Depending on the 

severity of the infraction, students can be given in-school or out-of-school 

suspension for a period of up to three (3) days.  Suspended students are 

responsible for class assignments which they have missed.  They are also not 

permitted to participate in any extracirricular activities during the period of 

suspension.  

Á  Additional causes for suspension include: 

¶ Fighting 

¶ Leaving school property without authorization 

¶ Vandalism 

Á In cases where counceling has been recommended, students may not return to 

school unless documented proof of an evaluation is presented. 

 

o EXPULSION  

Á Expulsion is a drastic step taken by the school.  It results when the schoolôs best 

interest or the studentôs safety and/or best interest may be better served in another 

academic climate.  In cases involving expulsion from the school, the parents and 

the student are notified and an appointment is arranged for them to meet with the 

principal.   

Á Offenses that may warrant expulsion include but are not limited to the following: 

¶ Continued willful disobedience 

¶ Continued willful defiance of authority 

¶ Possession of a weapon 

¶ Physical assault 

¶ Destruction of school property 

¶ Physical assault including harassment 

¶ Grave theft or vandalism of school property and/or the property of others 

¶ Any criminal action 

¶ Possession of drugs 

¶ Harassment or serious threats of any nature 
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Á The administration reserves the right to make determinations about each 

infraction of the discipline policy as it occurs.  Each incident is unique, and 

disciplinary action will be taken that suits the offense. 

Á As in all things, the school complies with the spirit of the law as far as it is able. 

Á Parental cooperation is essential for the welfare of students. Normally, a child is 

not deprived of a Catholic education or otherwise penalized for actions of 

parents/guardians.  However, the Principal may require the dismissal of a student 

when parents/guardians have been persistently and overtly uncooperative 

regarding school policies, regulations, or programs. Student dismissal may also 

be required when parents/guardians have interfered in matters of school 

administration to the detriment of the schoolôs ability to serve their own or other 

children.  If, in the opinion of the administration, parent/guardian behavior 

interferes with the teaching/learning process, the administration may require 

parents/guardians to withdraw their children and sever the relationship with the 

school.  Harassment of administration, teachers, or students by parents/guardians 

may result in the dismissal of students.  Tuition and fees will not be refunded if 

student is dismissed. 

o Fairness Doctrine 

Á The School will treat all instances of severe student disciplinary action in 

accordance with the doctrine of fairness, which includes but is not limited to: (a) 

adequate notice to both student and parents of pending actions, (b) an opportunity 

for student/parents to meet with teachers and principal, (c) an opportunity for the 

student/parents to offer a defense of the studentôs action, (d) an opportunity for 

the student/parents to see evidence that supports the Schoolôs arguments, (e) an 

opportunity for student/parents to appeal the Schoolôs decision to the Office of 

the Schools. 

o False Bomb Threats 

Á Making a false bomb threat to a school or parish is a violation of federal law and 

diocesan policy.  The principal will report this to the police or prosecutor, as 

stipulated in the Memorandum of Agreement. 

Á Principals will annually inform employees, students and parents through the 

school handbooks that making a false bomb threat is a federal offense punishable 

with a penalty of up to 10 years in prison, a $250,000 fine, or both. 

o Search and Seizure policy Diocese of Metuchen 

 

Á In order to protect the safety, health, property, values, and welfare of the 

members of the school community, the school reserves the right to call for a 

search of the studentôs locker, book bag, desk, automobile, any other object on 
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the school property or the person.  Such searches will be with reasonable cause, 

in the sole opinion of the school administrator, that contraband, illegal 

substances, or inappropriate objects are concealed.  Any unauthorized items 

found may be seized.  Additionally, student desks and lockers, which are at all 

times under the joint control of the school and student to whom the desk or locker 

is assigned, may be searched by school administrators at any time, for any 

reason or for no reason at all.  

 

o From the Diocese of Metuchen    

Á Conflict vs. Bullying 

¶ Conflict is different than bullying. Not all disagreements and fights are 

bullying. Conflict is a normal part of human interaction and arises 

frequently in our day to day lives. Part of learning to be independent and 

grown up is learning how to deal with and respond appropriately to 

conflict at home, at school, and in your community.  Recognizing the 

difference between conflict and bullying will help students, parents and 

teachers know how to respond. 

Á Conflict is: 

¶ A disagreement 

¶ All parties have equal power to solve the problem 

¶ All parties have an equal interest in the outcome 

¶ All parties are of relatively equal size, age or status 

¶ A conflict can be resolved by talking or working things out together or 

with help from an adult. 

Á Bullying is: 

¶ Not a disagreement 

¶ A repeated form of mistreatment where the victim cannot defend 

him/herself 

¶ An imbalance of power ï usually one person is either bigger or older 

than the other or has a higher social standing (is more popular) and uses 

this against the other person 

¶ Usually involves repeated acts of harassment, harm or humiliation 
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Á Differences in Addressing Conflict and Bullying  

¶ Conflict is an important part of growing up but bullying is not. Conflict 

teaches kids how to give and take, how to come to an agreement and how 

to solve problems.  When it comes to conflict, itôs good for kids to learn 

conflict resolution and resiliency skills. These skills promote listening 

and working together to come to an agreement or plan to move forward.   

¶ Bullying is different. It is about the bully making a choice to 

intentionally hurt another person with the goal of exercising power over 

them. When bullying occurs, the bully is fully responsible for the 

situation. And the bully bears all the responsibility for change. Bullies 

usually do not negotiate with others. They want power and they blame 

others for their actions. Even if an adult can get them to apologize, 

bullies will often retaliate when no one else is around. As a result, it is 

crucial to recognize the difference between conflict and bullying.  

¶ The most common form of student incidents is identified as teasing: 

which is intended to provoke or make fun of someone in a playful way. 

Teasing can turn into verbal bullying or taunting. This behavior is 

intended to distract, disturb, offend, sadden, anger, bother, irritate, or 

annoy the recipient. Because it is hurtful, it is different from joking and 

is generally accompanied by some degree of social rejection. This 

behavior will be addressed under the same guidelines as bullying.  

¶ The School prohibits any act of harassment, intimidation, or bullying of a 

student or staff member. A safe and civil environment in school is 

necessary for students to learn and achieve high academic standards. 

Harassment, intimidation, or bullying, like any other disruptive or violent 

behaviors, is conduct that disrupts both a studentôs ability to learn and a 

schoolôs ability to educate students in a safe environment.  

¶ Harassment, intimidation, or bullying means any gesture, written, verbal, 

or physical act, or any electronic communication that:  

o Can be reasonably perceived as being motivated by either any 

actual or perceived characteristic, such as race, color, religion, 

ancestry, national origin, gender, sexual orientation, gender 

identity and expression, or mental, physical or sensory disability; 

or  

o Takes place on school property, at any school sponsored 

function, social media or on a school bus that substantially 

disrupts or interferes with the orderly operation of the school or 

rights of other students; and  

o A reasonable person should know, under the circumstances, that 

the act(s) will have the effect of physically or emotionally 

harming a student or damaging a studentôs property, or placing a 
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student in reasonable fear of physical or emotional harm to 

his/her person or damage to his/her property; or  

o Has the effect of insulting or demeaning a student or group of 

students; or  

o Creates a hostile educational environment for the student by 

interfering with the studentôs education or by severely or 

pervasively causing physical or emotional harm to the student.  

o REPORTING  

Á All acts of harassment, intimidation, or bullying shall be reported verbally or in 

writing first to the classroom teacher as soon as possible.  Students may also use 

Stop!t, a mobile application provided by to anonymously report such acts.  

o INVESTIGATION  

Á The Principal or designee will interview the students who made the accusation 

and the student who is accused of committing the act(s) as soon as the report is 

received.  

Á Confidentiality for all students involved will be maintained to the extent possible.  

Á Parents shall be notified. 

Á The parents will be advised of the completion of the investigation and the 

conclusion reached. No parent will be advised as to the discipline of any child 

other than their own. The Principalôs decision is binding.  

o STUDENT SUPPORT  

Á The administration and faculty will provide ongoing support for students who are 

subject to harassment, intimidation, and bullying, including some or all of the 

following:  

Á Grade and homeroom teachers will be asked to closely monitor the student and 

provide support as needed;  

Á The school environment will be altered as needed, such as changing seats or 

assigning cafeteria seats;  

o NOTIFICATIONS  

Á If the Principal, or his or her designee, determines that Harassment, Intimidation, 

Bullying or Retaliation has occurred, he/she shall:  

¶ notify the local law enforcement agency if called for by the 

Memorandum of Agreement with Law Enforcement;  

¶ notify the parents or guardians of the Aggressor; and  

¶ notify the parents or guardians of the Target.  

Á The specific disciplinary consequences imposed on the Aggressor will not be 

disclosed to the parents or guardians of the Target.  

o DISCIPLINARY ACTION  

Á Once the investigation is complete, the Principal, or his or her designee, shall 

determine the consequences for the Aggressor(s) on a case-by-case, age 

appropriate basis.  

Á Disciplinary action for children in preschool and kindergarten, first and second 

grade will generally be handled by the childôs teacher working with the student, 
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the studentôs family and the Principal (as needed). These children are very young 

and are learning social skills. Only in exceptionally severe circumstances will 

conduct of a young student be referred to law enforcement.  

o CONSEQUENCES  

Á The following list of consequences and remedial actions is provided as a guide 

and by no means limits the school from implementing other additional 

consequences and remedial actions consistent with the requirements of this 

Policy.  

Á Student Consequences may be one or more of the following:  

o Loss of a privilege;  

o Completion of letter of acknowledgement of action, with 

apology to the Target (after reviewed by the Principal and not in 

a case of sexual harassment or intimidation);  

o Detention;  

o Reparation to Target in the form of payment for, or repair of 

damage to possessions;  

o Reassignment of seats in class, cafeteria or bus, or removal from 

the bus or extended care;  

o In-school suspension;  

o Out-of-school suspension;  

o Extended suspension;  

o Expulsion.  

Á Remedial Actions:  

o Parent/Student Conference;  

o Counseling with licensed counselor or psychologist at the 

parentsô expense;  

o Education about the effects of Harassment, Intimidation or 

Bullying;  

o Behavioral agreement;  

o Cooperation with a behavioral management program developed 

in consultation with a mental health professional and the 

Principal 

Á 5.16 Sexting Policy 

¶ The mission of all Catholic schools is to bring students closer to Jesus 

Christ by teaching and living the gospel message in an environment 

where the unique value of each person is recognized, protected and 

respected.  Certainly, issues of morality demand a strong partnership 

between the school and the family to protect students from dangers they 

do not foresee. The Catholic Church believes and teaches that human 

bodies are gifts from God and temples of the Holy Spirit. The Church 

defines chastity as ñthe successful integration of sexuality within the 

person and thus the inner unity of man in his bodily and spiritual being.ò 

(CCC2337)  
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¶ Educators, when teaching the first, sixth, eighth, and ninth 

commandments, are called upon to include the use of social media as a 

significant part of the instruction they give.  As our schools partner with 

families to model Catholic Social Teachings emphasizing the dignity of 

the human person takes on a new and different meaning while discussing 

sexting and related issues.  In teaching our children about human 

sexuality within the framework of Godôs plan, we provide opportunities 

for moral decision making based on solid Catholic teachings.   

¶ The Diocese of Metuchen prohibits acts of harassment, intimidation or 

exploitation of all students. All students are expected to refrain from 

any and all conduct involving sexting.  They are to respect the dignity 

of others and of themselves at all times.  Sexting shall not be tolerated 

on school property, on the school bus, at any school sponsored function 

or off school grounds.   

¶ In complying with this Policy, the following must be considered: 

¶ Sexting is the production, possession or dissemination of sexual 

materials, including sexually suggestive text messages, nude/semi-nude 

photographs, or videos of themselves or others via cellular telephone or 

the internet by students on school property or at any school sponsored 

function. Sexting does not fuel committed, eternal love as God desires for us.  It 

stands in opposition to Godôs plan for us, and for that reason it is wrong. 

¶ Pornography consists in removing real or simulated sexual acts from the 

intimacy of the partners, in order to display them deliberately to third 

parties. It offends against chastity because it perverts the conjugal act, 

the intimate giving of spouses to each other. It does grave injury to the 

dignity of its participants (actors, vendors, the public), since each one 

becomes an object of base pleasure and illicit profit for others. It 

immerses all who are involved in the illusion of a fantasy world. It is a 

grave offense. (CCC 2354)  

¶ Creating or sharing explicit images of a child is illegal, even if the person 

doing it is a child. A young person is breaking the law when they take an 

explicit photo or video of themselves or a friend; share an explicit image 

or video of a child, even if it is shared between children of the same age; 

or, possess, download or store an explicit image or video of a child, even 

if the child gave his/her permission for it to be created. Images covered 

under the law include, but are not limited to, naked pictures, photos of 

intimate body parts, including topless photos of girls, any sex act and any 

sexually suggestive image, which includes photos of a person in 

undergarments/underwear. If it is found that a child under the age of 18 

is in possession of any of these, has been sending them or taking these 

types of photos, the police can record it as a crime and the offender may 

be prosecuted. 

¶ In complying with the Policy, the following procedures must be 

observed: 

o All reported incidents of sexting shall be dealt with 
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immediately. 

o  The school will take immediate measures to protect the victim 

and others involved in the incident. 

o Students involved in possession or transmission of 

inappropriate photos on their cell phones or other electronic 

devices may face some or all of the listed consequences: 

 

· Temporary removal from the classroom; 

· In-school or out-of-school suspension; 

· Parent conference; 

· Deprivation of privileges; 

· Suspension from sports participation; 

· Removal from After-School programs; 

· Counseling; 

· Therapy; 

· Expulsion 

Á 2.15.8 Student Reporting System 

¶ Schools shall provide a system for students to use in the schools that will 

enable them to anonymously report to the administration incidents of: 

bullying, harassment, cyberbullying,  violence, threats, weapons 

possession, alcohol or drug related issues, hazing, discrimination, ethics 

violations such as cheating or plagiarism, or other harmful or 

inappropriate conduct. 

¶ In complying with this Policy, the following Procedures shall be 

observed: 

o Stop!t is the mobile and web reporting tool selected by the 

Diocese of Metuchen to be implemented in each school. 

o Administrators are to establish protocols on monitoring the 

system and responding to the information received. 

o HOMEWORK POLICY  

Á Homework is an integral part of every studentôs day and is given in every major 

subject.  It is used to reinforce class work and foster responsibility in the student.   

Á Every child should have an assignment pad in which to write down homework 

assignments.  Parents of students in Grade K-4 are required to sign the 

assignment pad every night.  Parents are asked to supervise as well as check their 

childôs homework on a daily basis. 

Á It is the studentôs responsibility to take home everything that is needed to 

complete his/her homework and to bring the completed assignments to school 

when they are due.  Students may not return to the classroom after school 

hours to retrieve forgotten items. 

Á In First Grade and occasionally Kindergarten, homework is given to introduce 

the students to a concept and to give extra practice as needed.  If a student does 

not have completed homework in school on the day it is due, a note will be sent 
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to the parent. It should be signed and returned to school.  Missing homework will 

be completed and handed in on the next school day. 

Á In Grades 2 and 3, a student who does not have his/her homework or class work 

in school on the day that it is due, will be given a notification for that assignment.  

The missing assignment will be completed and returned with the signed 

notification.  Three notifications will result in a lunchtime detention. 

Á In Grades 4  and 5, all homework is to be turned in on the due date.  Partial 

credit will be given for assignments that are one (1) day late. After three (3) late 

grades, parents will be notified. 

Á In Grades 6-8, a student who does not have his/her homework or class work in 

school on the day that it is due will be penalized according to the course 

requirements.  The following is also expected of the 6
th
, 7

th
 and 8

th
 grades: 

¶ Students are expected to treat each other with respect and courtesy. 

¶ Students are expected to do their own work.  Assignments are individual 

tasks. Copying of text from other sources (prescribed material or directly 

from the internet) is not allowed (Plagiarism). Students must use their 

own words to explain what you have read. Students who submit copied 

text will obtain a failing mark for the assignment and disciplinary steps 

may be taken by the faculty and administration.  

¶ Each student is expected to abide by the policies and practices of Saint 

James School. 

¶ Each student is expected to have the necessary ñtoolsò for class: pen, 

pencil,  

¶ ruler, notebook, home assignment book. 

¶ Notebooks are to be kept up to date and assignments must be completed 

on time. 

¶ Homework is to be completed neatly and accurately and handed in on 

time. 

¶ All work, including long-range assignments, should reflect the time, 

work and effort of the child. 

¶ Adequate time for home study and test preparation should be scheduled 

daily to ensure success.  Remember ñTo fail to prepare is to prepare to 

failò. 

¶ All work is to be completed neatly in the same color pen. 

¶ Mistakes are to be enclosed in parenthesis (), not scratched out. 
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¶ Each major subject will have its own notebook.   

¶ Any assignment not completed neatly will be redone by the student. 

Á Class Work and Homework 

¶ All unfinished class work must be completed for homework for the next 

day. 

¶ Homework will be assigned each night in various subjects.   

Á REPORT CARDS 

o Report cards are issued four times a year to communicate the studentôs progress in school 

and to help individual students realistically assess their own strengths and weaknesses 

and thus provide motivation for future goals.  Grades can be accessed through 

PowerSchool. 

o Any challenge to a grade must be done so within 5 days of its issue. 

o Progress reports are no longer printed and sent home. Parents are expected to check 

Powerschool at the middle of the marking period to see their childôs level of progress. 

Teachers will notify parents when necessary. 

o Parent conferences are scheduled throughout the year.  Please avail yourself of these 

opportunities to meet with the teachers. 

o MINOR SUBJECT AND GRADING  

 

Á Grades K ï 2   Grades of  O-S-I-U are used for Computer, Music, Art, and 

Physical Education.   

Á Grades 3 ï 8 Numerical grades are used for Computer, Music, Art, and 

Physical Education.  These grades are included in the studentôs GPA.  

o Requirements ï per marking period 

Á Due to the pandemic, Gym class is not being held. 

¶ Physical Education: 

o Three times unprepared for class = failure 

o Non-participation in class = lowered grade 

¶ Music: 

o Three times unprepared for class and/or non-participation = 

lowered grade 
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o GRADING SCALES   Grades 6-8 

Á A+   97-100 

Á A     93-96 

Á B+   89-92 

Á B     85-88 

Á C+   80-84 

Á C     75-79 

Á D     70-74 

Á F      69 and below 

o PRINCIPALôS LIST AND HONOR ROLL     (GRADES 6-8) 

Á No students can receive honors if they have checks in behavior. 

 

o Principal's List  

Á Students in Grades 6-8 whose report card grades are 93-100 in all subjects, major 

and minor, have earned the Principal's List. 

Á Students receiving honors cannot have check marks in behavior. 

o Honor Roll 

Á Students in Grade 6-8 whose report card grades are 93-100 and 85-92 in all 

subjects, with a majority of them being in the 93-100 range in the five core 

content areas of Religion, Language Arts, Social Studies, Math and Science have 

earned Honor Roll. 

o Merit Award - A/B Honors   

Á Students in Grades 6-8 whose report card grades are above 85 in all subjects, 

major and minor, have earned Merit Award - A/B Honors. 

o GRADING SCALES Grades 4-5 

Á A+   97-100 

Á A     93-96 

Á B+   89-92 

Á B     85-88 

Á C+   80-84 

Á C     75-79 

Á D     70-74 

Á F     69 and below 

o CERTIFICATE CRITERIA  (Grades 4 -5)  

Á No students can receive honors if they have checks in behavior. 

o Certificate of Excellence 

Á Students in Grades 4-5 whose report card grades are 93-100 in all subjects, major 

and minor, have earned the Certificate of Excellence. 

o Certificate of Achievement 

Á Students in Grade 4-5 whose report card grades are 93-100 and 85-92 in all 

subjects, with a majority of them being in the 93-100 range in the five core 
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content areas of Religion, Language Arts, Social Studies, Math and Science have 

earned Certificate of Achievement. 

o Certificate of Merit  

Á Students in Grades 4-5 whose report card grades are above 85 in all subjects, 

major and minor, have earned a Certificate of Merit. 

Á HEALTH REQUIREMENTS  

o Medication Administratio n 

Á The School Nurse or an authorized person designated shall be responsible 

for the administration of either prescription or non-prescription medication 

in school or at school-sponsored activities. 

Á In complying with this Policy, the following Procedures will be observed: 

¶ If medication must be administered at school, a parent/guardian shall 

come to the school to administer the medication whenever possible. 

¶ The school nurse is the only person authorized to dispense medication, 

other than the parent/guardian of the student. 

¶ The parents/guardians of the pupil shall provide to the nurse written 

orders from the physician or advanced practice nurse that the pupil 

requires the administration of the medicine. 

¶ The parents/guardians shall sign a statement acknowledging their 

understanding that the school shall have no liability as a result of any 

injury arising from the administration of medicine to the pupil. 

¶ The designated person who is authorized to administer anaphylactic 

medication to a student will be selected jointly by the parent, the 

principal and the school nurse. 

¶ If the school nurse administers the medication: (a) the medication must 

be delivered directly to the school nurse or principal by the 

parent/guardian; (b) the medication must be in the original pharmacy-

labeled container; and (c) the parent/guardian and the studentôs physician 

must complete and sign an Authorization to Administer Medication in 

School form. [See Appendix A.2.] 

¶ Herbal remedies and nutritional supplement are not considered 

medications and should not be administered at school. 

¶ A medication is any doctor prescribed medication as well as an over the 

counter medication. 
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¶ Self-Administration of Medication; The school will permit the self-

administration of medication by a pupil for asthma or other life-

threatening illnesses or conditions, with the following provisions: (a) The 

studentôs parent/guardian must schedule a conference with the school 

nurse to discuss in detail the need for the medication; (b) A physician 

must certify the existence of the life-threatening nature of the illness and 

that the student has been given instruction in the proper method in self-

administration of the medication; (c) The parent/guardian and the 

studentôs physician must complete and sign an Authorization for Self-

Administration of Medication in School form. [See Appendix A.3.] 

¶ A student who has satisfied the requirements for ñSelf Administration of 

Medicationò will be permitted to carry an inhaler for allergic reactions 

identified in the physicianôs Authorization, including a pre-filled, single 

dose, auto-injector mechanism.  The student must notify the nurse that he 

has used the medication. 

Á Epi-Pen/Pre-filled Auto -injector Mechanism (interchangeable terms) 

¶ As permitted by New Jersey law, the school shall follow the orders of 

a physician or advanced practice nurse for emergency 

administration of epinephrine.  The school nurse will have the 

primary responsibility for the administration of the epi-pen.  In the 

absence of the school nurse, other Designees who are trained 

annually by the school nurse in the administration of the epi-pen 

shall administer the epi-pen. 

¶ In complying with this Policy, the following procedures shall be 

observed: 

¶ The parent/guardian will annually be notified in writing that, upon 

administration of the epi-pen, the school and its employees or agents 

have no liability for any injury arising from administration of the epi-pen 

to the student.  The parent/guardian of the student shall indemnify and 

hold harmless the school and its employees or agents for any such injury, 

as provided by law. 

¶ The studentôs parent/guardian must provide written authorization at the 

beginning of the school year from a physician for the administration of 

the epi-pen. 

¶ Parents will annually be informed in writing of the schoolôs policies 

regarding epi-pen. 

¶ The school will immediately call 911 to arrange for emergency services 

to transport a child who has received epinephrine to a hospital 

emergency room even if the pupilôs symptoms appear to have resolved.  
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The school will immediately inform the parent that this action has been 

taken. 

¶ The principal and the school nurse, in consultation with the parent, will 

identify at least 2 school employees as volunteer Designees who will 

administer epinephrine for anaphylaxis when the school nurse is not 

available.  The school nurse will train volunteer Designees who are 

determined acceptable candidates. 

¶ Epi-pen medication will be maintained in the Nurseôs Office. 

¶ The location of the epinephrine will be indicated on the pupilôs 

Emergency Care Plan.  The dosage, Epi and Epi-Junior, will be indicated 

on the Emergency Care Plan. 

¶ The parent will supply the school with back-up epinephrine so that it will 

be available at the school if needed. 

¶ The principal will, in writing, inform the parents of any student who 

participates in an after-school function which specific person will be on-

site at the function to administer the epi-pen to a student during a critical 

emergency if necessary.  (The parent may be designated as the specific 

person.  In the case that the epi-pen is administered, all other procedures 

outlined in this policy will be enacted). 

¶ The principal, nurse and parent will collaborate to determine who will 

administer the epi-pen to a student at an after-school function if the 

parent cannot be present to administer the epi-pen at the function. 

o Allergies 

Á Recognizing that allergies are important health conditions affecting many 

children, the school will design a formal plan to address these potentially life 

threatening reactions. 

Á In order to comply with this Policy, the following Procedures shall be observed: 

¶ The principal shall create an Emergency Action Plan (EAP) for dealing 

with life threatening allergic reactions. 

¶ The principal and school nurse shall review the EAPs with the teachers at 

least annually. 

¶ The principal shall review the EAP with the studentôs parents/guardians 

at the beginning of each school year. 

¶ The principal shall accommodate the needs of student with allergies. 
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¶ If the principal believes that the school cannot accommodate the needs of 

students with allergies, the principal must call the Superintendent of 

Schools to discuss alternatives prior to taking any action.  

o IMMUNIZATION REQUIREMENTS  

Á 2.5.1 Immunization Requirements 

¶ Immunizations are required in the Diocese of Metuchen and 

students cannot be present in a school in the Diocese unless 

immunized. 

¶ In complying with this Policy, the following Procedures will be 

observed: 

¶ Schools will comply with and enforce Chapter 14 of the New Jersey 

Sanitary Code, Immunization of Pupils in Schools. 

¶ Chicken Pox immunization is required for admittance to a Catholic 

school in the Diocese of Metuchen.  [NJAC 8:57-4.4(b) allows 

religious and affiliated schools to grant or withhold enrollment to 

non-immunized students without challenge by a secular health 

authority.]  

¶ A student shall not be required to have any immunizations which are 

medically contraindicated.  

¶ A written statement must be provided by the childôs physician (M.D. 

or D.O.), who is duly registered and licensed to practice medicine in 

the United States.  The statement must declare that the required 

vaccine is injurious to the childôs health or poses a significant risk to 

the health and well-being of the child.   

¶ The exemption statement is valid for only one academic year from 

the date signed by the physician; it must be submitted to the 

principal prior to the child attending school.  It will be reviewed 

annually.  

¶ Catholic Schools will grant religious exemptions from immunization 

if the parents state that it is a matter of conscience for them.  [See 

Appendix A.17) 

¶ Requests for religious exemptions which are not based on religious 

beliefs and practices shall be denied.  The New Jersey legislation and 

regulations have never recognized nor permitted philosophical or 

moral objections as reasons for securing a religious exemption.  
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Except for medical and religious exemptions, all children are 

expected to comply with the school immunization regulations.   

¶ A parent/guardian may request a religious exemption to the New 

Jersey mandatory immunization regulations by submitting a written 

statement to the school which explains how the administration of 

immunizing agents conflicts with the studentôs exercise of religious 

tenets and practices.  The pastor will make the final determination 

on the validity of the request. 

¶ Non-immunized students may be excluded from the school, for their 

own protection, if there is an epidemic situation.  The exclusion will 

be based on the judgement of the principal. 

¶ Non-immunized students may be excluded from the school if there 

are concerns about the safety of the pregnancy of a teacher or health 

issues of staff members.    

¶ Principals who have questions about specific required 

immunizations should call the local Department of Health or the 

local Board of Education offices for details and updates.   

Á No child shall be admitted to a school without proper proof that the child has 

been immunized as required by the laws of the State of New Jersey, N.J.S.A. 

26:1A9.  Proper immunization is a condition of admission to the school.   

Á Requirements: 

¶ Hepatitis B ï 3 doses 

¶ DPT: a minimum of five doses provided at least one dose is given on or 

after the 4
th
 birthday. 

¶ OPV: a minimum of four doses, provided at least one dose is given on or 

after the fourth birthday. 

¶ MMR vaccine: one dose administered on or after the first birthday.  

¶ Second measles vaccine administered prior to Kindergarten admission. 

¶ Hib for Pre-K 

¶ Recent physical form from Medical Doctor. 

¶ Variavax (or Chicken Pox) one dose on or after 1
st
 birthday. 

 

Á All students interested in participated in any of the sports programs offered at St. 

James must have a recent medical form submitted prior to November 1 of the 

current school year. 

o Student Accident Insurance 

Á Diocesan policy requires that each student be covered by Student Accident 

Insurance.  Payment for this is included in your tuition.  This insurance is 
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SECONDARY to your own health insurance.  If you do not have any health 

insurance, then it becomes primary. 

Á If an accident occurs in school, an insurance claim form can be obtained from the 

Diocese of Metuchen website at diometuchen.org-it is located under the 

Insurance tab-then look for ñStudent Accident Insuranceò.  

o Medication Policy 

Á Medication should be given at home, if at all possible. 

Á The polices of the Middlesex Regional Educational Services Commission of NJ 

and the State of New Jersey require that any medication to be given in school 

must be accompanied by a written order form  from your physician.  A form is 

attached for your use. (See Appendix)  This form must be completed for all types 

of medication, prescription and non-prescription, i.e. inhalers, antibiotics, tylenol, 

etc.  The form must be signed and dated by the physician and the parent. 

Á The medication must be given to the school nurse in a pharmacy labeled 

container which includes the name of the student, the name and telephone 

number of the pharmacy, the prescription number, the name and dosage of the 

medication, the directions for administering the medication and the time it is to 

be dispensed in school, along with the name of the physician who prescribed the 

medication. 

Á For the safety of the students, New Jersey State Law requires that all 

medications, including inhalers, be kept in the nurseôs office.  Along with the 

physicianôs form, a parentôs/guardianôs form must also be completed and signed, 

giving permission for the prescribed medication to be administered in school.  

The only alternative to the above policy would be for one parent/guardian to 

come to school to administer the medication to the child personally. 

o Allergies & Food 

Á Reminder, according to the Diocesan guidelines, any food items that are brought 

into the building for consumption by the children must be in the original 

containers with the ingredients clearly marked on the package.   

o Physical Education Class Requirements 

 

Á Students who are not taking gym, must have a note from the doctor.   These notes 

must be given to the nurse and initialed by her. 

Á Notes from parents requesting that a child be excused from gym class must be 

submitted to the nurse.   

Á Students who do not participate in gym class are not permitted to ñplayò at lunch 

recess.  These students will be asked to sit or stand in a designated area of the 

playground. 
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Á Improper conduct is cause for removal from class and a zero for the day.  Three 

such incidents will result in an unsatisfactory grade for the marking period. 

Á A note from the doctor giving clearance for the child to return to gym class is 

required. 

 

Á EXTRACURRICULAR ACTIVITIES    (GRADES 4-8)  

o Due to the pandemic, all in-person extracurricular activiti es are suspended until 

further notice. 

o St. James School believes that both academics and extracurricular activities are important 

to the total development of students.  However, extracurricular activities are a privilege 

and the administration reserves the right to set policy for student participation.  This 

policy will include academic and disciplinary standards. 

o Students must maintain a minimum grade of C or I in all subjects.  Failure to do so will 

make them automatically academically ineligible to participate in extracurricular 

activities and sports programs.  Any student who is academically ineligible will 

immediately be suspended from programs and teams for at least two weeks.  If during 

that time his/her grades have not improved to a C or above, the suspension will be 

extended until the desired grade(s) is achieved.  The suspension will be lifted when the 

student obtains the proper form from his/her homeroom teacher and presents it to the 

coach. 

o Progress Reports are issued periodically which enable students to improve their academic 

standing.  A duplicate notice will be sent to the coaches or leaders of extracurricular 

activities to notify them that a serious situation exists. 

o Students may not participate in practices, games, related activities, etc. if  they are absent 

from school on the day of the activity.  It is strongly recommended that if a student is 

absent from school on Friday, he/she not participate in a sports activity over the weekend.  

o Suspension from school results in immediate exclusion from extracurricular activity.  The 

exclusion lasts for the duration of the suspension. 

o The administration has the right to remove a student from any extracurricular activity for 

disciplinary reasons. 

o Extenuating circumstances will be addressed by the administration. 

 

o ATHLETIC ACTIVITIES  

Á Due to the pandemic, all athletics are suspended 

Á Cheer Team Structure: 



35 

 

Á 8
th
 Grade and under - (Grades 2 through 8) 

Á 6
th
 Grade and under - (Grades 2 through 6) 

Á 4
th
 Grade and under - (Grades K through 4) 

Á Itty Biddy - (Grades Kindergarten through 2) 

Á Basketball  Grades 3-8 

Á Boysô Basketball  Grades 3-8 

Á Cross Country - Fall Grades 3-8 

Á Cross Country Intra Grades K-2 

Á Track ï Spring  Grades 3-8 

Á Track Intramural Grades K-2 

Á Sr. Bowling  Grades 4-8 

Á Jr. Bowling  Grades 1-4 

Á Soccer   Grades 6-8 

Á Athletic teams are sponsored by St. James Athletic Association.  Parents of 

athletes are encouraged to join and help support this fine program for our 

students.  

o CLUBS  

Á Due to the pandemic, all clubs are suspended 

Á Forensics   Grades 6-8 

Á Craft Club   Grades K-2 

Á Math Club   Grades 3-5 

Á STEM Club   Grades 3-5 

Á Video Editing   Grades 6-8 

Á Strategy Club   Grades 6-8 

Á Zumba Kids Club  Grades K-1 

Á Robotics Club   Grades 7-8 

Á Student Council                      Grades 6-8  

Á Mock Trial                             Grades 6-8  

 

Á HOME SCHOOL ASSOCIATION   (HSA) 

o The HSA is a volunteer association of parents and teachers that strives for better 

education for all of our students. It also promotes the ever-necessary lines of 

communication between the home and the school.  Fund-raising is one of the main 

functions of the HSA.  They also sponsor family fun and social concerns activities.   

o The HSA officers for the 2019-2021 school year are: 

o HSA email: sjshsa@sj-school.org 

Á President- Mr. Keith OôConnor  

mailto:sjshsa@sj-school.org
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Á Vice-President-    

Á Recording Secretary-Carrie Sullivan  

Á Corresponding Secretary- Open  

Treasurer/Scrip Coordinator- Mrs. Karen Bonner 

Á Social Concerns- - 

Á  Hospitality  Chair-  

Á Spirituality- Open 

Á Obligations- Open  

Á Class Parent Coordinator-Mrs. Joyce Hebbe  

Á Athletic Director- Ms. Elaine Alvarez 

Á Athletic Treasurer- Mrs. Kristen Palmisano 

Á Wildcat Weekly-Mrs. Nadine Louis Pierre 

Á Legislative Chair-  

 

o COMMITMENT LETTER  

Á Fund raising plays an important part in our school life. It helps contain the cost of 

Catholic education and supports many extracurricular student activities.  Every 

year parents are required to sign a Commitment Letter by which they agree to 

participate in the school-sponsored fundraisers.  Failure to comply with this 

agreement will result in a penalty.  A copy of the current Commitment Letter is 

in the Appendix of this handbook. 

o VOLUNTEER CRITERIA  

Á If you would like to be a Parent Volunteer for in-school events or class trips the 

following documents are mandated by the Diocese of Metuchen to be fulfilled: 

Á ALL VOLUNTEER CRITERIA MUST BE MET ONE MONTH BEFORE A 

PARENT CAN CHAPERONE A CLASS TRIP OR ATTEND A SCHOOL 

EVENT. 

Á A Criminal Background Check and Volunteer Application must be filled out, 

signed and returned to the school office. 

Á All parents must attend a Virtus, Protecting Godôs Children class. The 

information on this class can be found on the Diocese of Metuchen website.  
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Á Fingerprints are to be taken by IndentoG by MorphoTrust. The New Jersey 

Universal Fingerprint Form is available in the school office. Any questions you 

may have, please contact me at the school office 732-634-0500 ext. 300. 

Á Acknowledgement of Receipt & Review of Pastoral Code of Conduct Form must 

be read and signed. 

Á EXTENDED DAY  

o BEFORE CARE PROGRAM   

Á The Early Morning Program begins at 7:00 AM in the cafeteria.  Students must 

be signed in.  Students may bring breakfast with them.  The BCP is open every 

school day, except delayed opening days. 

o AFTER CARE PROGRAM (Extended Day) 

Á The After Care Program meets every day from 2:20 PM to 6:00 PM.  On early 

dismissal days the program runs from 12:00 PM to 6:00 PM.  The program may 

be used on a weekly or daily basis.  Prior to enrolling in the program, parents will 

be asked to complete a registration form.  All parents and students are required to 

follow the rules of the ACP.  Students may be dismissed from the ACP if they 

disregard the rules of the program. 

Á COMMUNICATIONS  

o Children are not allowed to make or receive telephone calls during the day.  Only 

emergency calls are allowed.  Children remaining after school for additional study help or 

extra-curricular activities are to make transportation arrangements with their parents prior 

to the school day.  Written permission must be sent to the school if there are changes 

from a studentôs regular dismissal routine.  Children will not be allowed to telephone 

parents for forgotten items or for permission to go home with another student.   

o PARENT ï TEACHER COMMUNICATION  

Á Please see School Reopening Plan for adjusted communication policy. 

Á The keystone to effective home-school cooperation is communication between 

parent and teacher.  Please do not rely solely on your child to convey complete 

and accurate information or to carry messages.  Get the correct information by 

speaking directly to the teacher.  Make your needs and intentions clear by stating 

them in writing whenever possible. 

Á Routine communication to and from the parent is done through the child.  Parents 

may use the teacherôs e-mail to leave messages, or to pick up homework on a day 

when a child is absent, however, not all teachers are able to check email during 

the school day.  

Á Although parent-teacher conferences are scheduled periodically, it may become 

necessary to speak with a teacher more frequently.  If you desire a conference, 
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call the school and leave a message with the secretary who will see that the 

appropriate teacher receives it or email the teacher directly. 

Á Important policies or announcements are sent home via the students, posted on 

the website or in Google classroom. Please ask for notices daily and check book 

bags and lunch boxes frequently to keep abreast of school news. Email blasts are 

sent out on Mondays to parents who register on the website for Monday Mail 

Blast. The education of your child is a partnership between you and the school.  

If in the opinion of the school this partnership is irretrievably broken the school 

reserves the right to require you to withdraw your child. 

Á All school matters should be handled during school hours.  The office is open 

from 7:40 AM to 3:30 PM.  
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