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Dear Parents and Friends of St. Margaret of Scotland School,
St. Margaret of Scotland School administration and faculty 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, Christcentered, safe learning environment.
Our goal is to make your child's educational experience both meaningful and productive. To
accomplish that goal, every family must be informed of school policies and procedures. This
handbook serves as the primary reference source for questions about the operation of St. Margaret
of Scotland School.
We ask that you read the handbook thoroughly and keep it accessible. Of course, should you still
have questions after referring to this handbook, the staff and I are available to assist you.

Many Blessings,
Mr. Munz

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis of race, color, national origin, sex, age, or
disability.
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I. OUR SCHOOL INFORMATION
VISION STATEMENT / DEPARTMENT FOR CATHOLIC SCHOOLS
The Vision for the Department for Catholic Schools is to promote and to sustain Catholic Schools of
unparalleled quality, which integrate faith into every aspect of life and culture, producing graduates
who continually strive for human and Christian perfection.
ST. MARGARET OF SCOTLAND SCHOOL’S MISSION STATEMENT
St. Margaret of Scotland Catholic School exists as part of the teaching mission of the Church. A
fully accredited faculty and staff offer each student the opportunity for academic excellence,
spiritual growth, and service to others. All that is done is carried out in light of the teachings and
traditions of the Roman Catholic Church.
PHILOSOPHY OF SCHOOL
It is the aim of St. Margaret of Scotland School to provide a Catholic, educational setting in which our
students and their families can integrate Gospel values in daily living. We strive to create a climate in
which each child can develop spiritually, intellectually, physically, emotionally, and socially, and in
turn, enhance the world.
▪

A Christ-centered atmosphere fostering spiritual growth, gratitude for, and trust in God’s
goodness and mercy.

▪

A deep sense of the Catholic faith, which necessitates involvement in the traditions of and
witness to the beliefs of the Roman Catholic Church.

▪

A commitment to Catholic social teaching, which calls the School Community of St. Margaret
of Scotland to respond to the larger community through acts of service.

▪

Excellence in academics through continual evaluation, updating of curriculum, and staff
development in conjunction with Diocesan and Middle States Accreditation.

▪

The development and encouragement of individual talents and gifts combined with a sense of
responsibility for the use of those talents and gifts.

▪

A sense of self-discipline and self-respect enabling students to uphold their value system and
become responsible citizens in their communities.

MIDDLE STATES ACCREDITATION
The Middle States Association of Colleges and Schools accredits St. Margaret of Scotland School.
Middle States accreditation is an expression of confidence in St. Margaret of Scotland School's
mission, goals and objectives, performance and resources and validates publicly the excellence in
education. The Middle States Evaluation is an ongoing process requiring the submission of updated
plans every three years. After ten years the school is re-evaluated for continued accreditation. We
were re-accredited in May 2012.
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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. Prayer includes a prayer each morning, prayers before and after lunch and at the end of the
day.
Attention is also given to the seasons of the year, to the anniversaries of historical figures and
peacemakers of our time, and to the civil holidays that have significance for our children.
Faith experiences are an integral part of catechetics. Opportunities for Eucharistic Liturgies,
Reconciliation, Stations of the Cross, the Rosary, other Catholic prayers, classroom prayer 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 Preparation
Programs for Reconciliation, Eucharist, and Confirmation are held during the year. These are parish
programs and involve all eligible children and parents of the parish.
LITURGY AND SACRAMENTS
Liturgy will be attended by students in all grades weekly. THIS DAY IS SUBJECT TO CHANGE.
▪
▪
▪
▪
▪
▪
▪
▪

Kindergarten attends weekly all-school Liturgies and all-school Liturgies for holy days of
obligation, beginning in October.
Non-Catholic students will attend Liturgies with their class, but they may not receive Holy
Communion.
Parents and family members are welcome to attend all school Liturgies; however, because the
Mass is a sacred ceremony, photographing and videotaping are not allowed.
Students have the opportunity to receive the Sacrament of Reconciliation during Advent and
Lent.
Students in grade 2 are prepared for and receive the Sacraments of First Reconciliation and First
Communion.
Students in grade 8 are prepared for and receive the Sacrament of Confirmation.
All students are expected to actively participate during liturgies through prayer, song, and verbal
responses.
Respect for the presence of God requires that students remain quiet before, during, and after
Mass
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CORE CURRICULUM
St. Margaret of Scotland School follows the curriculum established by the Diocesan School Office.
This program is in accordance with the Department of Education of the Commonwealth of
Pennsylvania. The following courses are offered at St. Margaret of Scotland School:
▪

Christian Doctrine (Religion)

▪

Pre School Program

▪

Kindergarten Program

▪

English

▪

Reading/Literature

▪

Spelling

▪

Phonics

▪

Handwriting

▪

Math (including Algebra)

▪

Music

▪

Art

▪

Physical Education

▪

Health

▪

Science

▪

Social Studies

▪

Spanish

▪

Computer Literacy
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ADMISSION/REGISTRATION POLICIES
St. Margaret of Scotland School admits students of any race or national or ethnic origin to all the rights,
privileges, programs, and activities generally accorded or made available to all students formally
accepted into the school. We do not discriminate on the basis of race or national or ethnic origin in the
administration of our educational policies, admission policies, athletic or other school administered
programs. Children who are not Catholic are expected to participate in religion classes and to attend all
religious functions of the school/church.
A student entering kindergarten must be five years of age by September 1st. Official certificates of
birth and baptism are required at the time of registration.
New middle school students are admitted to St. Margaret of Scotland School on a probationary
basis.
Immunization records must be complete before any child may enter school. The requirements are as
follows:
4 doses of tetanus (1 dose after the 4th birthday); 3 doses if series started after 7 years of age
4 doses of diphtheria (1 dose after the 4th birthday); 3 doses if series started after 7 years of
age
3 doses of polio
2 doses of measles
2 doses of mumps
1 dose of rubella
3 doses of hepatitis B
2 doses of varicella or written statement from physician/designee indicating month and year
of disease or serologic proof of immunity
Grades 7 & 8
1 dose of tetanus/diphtheria/pertussis (Tdap)
1 dose of meningitis vaccine (MCV4)
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II. GENERAL INFORMATION
Absences
Regular attendance at school is a major factor in determining academic success. Students who are
absent for more than thirty days during the academic year may be denied academic promotion.
Absences from school are defined as either Excused or Unexcused according to guidelines from the
Pennsylvania School Code. Excused absences include illness, quarantine, impassable roads,
recognized religious holidays, and urgent reasons, such as a death in the family or a court appearance.
The state guidelines also permit an Excused Absence for Educational Trips if a request is sent to the
school prior to the dates of the trip. If no prior notice is received, the absence is classified as
Unexcused.
All parents must report their child’s absence on the first day that he/she is absent from school. Give the
child's name, homeroom teacher, and reason for absence. Unless the absence will be for an extended
period of time, please make arrangements with another child to have assignments brought home.
Upon returning to school from an absence, a student must submit a written excuse to his/her
homeroom teacher as required by state law. If this excuse is not submitted within three days
following the absence, the absence will be classified as Unexcused.
A written excuse should be given to the teacher/principal for the following reasons:
Following an absence
Excused from gym class
Permission for out of school appointments (child is expected to return when possible)
Attending funerals
Vacation
Change of plans in leaving school (bus, ride or walk)
Early Dismissal
According to the Pennsylvania School Code, Section 1332, "The absence of any pupil who remains out
of school with or without his parent's permission and is not absent because of illness or for other urgent
reasons, as defined in the School Code, shall be unexcused. Such absence will be recorded as
'unlawful-unexcused' for a pupil who is under the compulsory attendance age." Section 1333, "Any
such child who has been absent three days, or their equivalent, during the term of compulsory
attendance, without lawful excuse…shall be given written notice. If, after such notice is given…,
attendance is again violated by the person, such person shall be liable… for referral to the magistrate."
Parents and guardians of students who acquire excessive absences may be required to provide
documentation from a physician indicating that the absences are relating to an existing medical
condition.
Parents are advised not to plan vacations during the school year. If it is necessary to do so, the
parents must notify the school office and their child’s teacher(s). Arrangements for making up the
missed work is at the discretion of the teacher(s).
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Cafeteria
All students must bring or buy a lunch. Those bringing lunch may purchase a drink.
Rules:
The use of good manners is encouraged and, therefore, the following cafeteria rules are to be
observed:
Remain seated unless disposing of garbage, etc.
Refrain from abusing food; your own or that of others.
Always walk while in the cafeteria.
Refrain from shouting or screaming; enjoy the company of those nearby.
Be courteous and respectful to all those helping during the lunch period.
Do not take food out of the cafeteria.
Throwing food will result in a suspension from the cafeteria for a week. If a student throws food a
second time, the suspension will be in effect for the remainder of the school year.
Food purchased at a Fast Food Restaurant, such as Wendy's, McDonald's, etc., is not permitted
in the lunchroom. at any time.
The cafeteria is operated in accordance with U.S. Department of Agriculture policy, which
prohibits discrimination on the basis of race, color, sex, age, handicap, religion, or national
origin.
Clothing Identification
Parents are strongly urged to mark their children's personal belongings with their names.
Since children do not readily claim lost items, proper identification helps us to find the owner and
save parents the cost of replacement. The lost-and-found area is located at the school office.
Parents and children are encouraged to look for lost clothing items there. Other lost items, such as
glasses, watches and purses, if found, are to be taken to the office. Items that are not claimed by the
end of each school year are donated to charity.
Communications
We realize that parents and guardians will have questions or concerns. Positive communication
between teacher and parent is vital to our total educational program. When communicating, please be
as direct as possible. If your concern involves a teacher or coach, please arrange to meet with that
person to discuss the issue. Any questions concerning your child should be directed to the
teacher/coach. Please call the school office and the teacher will be notified to contact you. Another
form of communication is through the Option C email system. All teachers have an established email
within the system. If the issue is not resolved in this meeting, then you should contact the principal.
Parents are asked not to call teachers at their homes.
A packet of school information will be sent home each Wednesday with the oldest child in every
family. Parents are asked to initial this envelope and return it to school the next day. Any information
or fliers, etc. that a parent may want to distribute must be approved by the principal. Parents may
return any necessary forms in the envelope.
Our website: www.stmargschool.com is another great form of communication.
The "School Corner" section of the Catholic Community of Carnegie, Green Tree and Scott Sunday
Bulletin also contains information for parents and includes special times for children's Masses. Parents
and friends are welcome to join in these liturgical celebrations.
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Parents are informed of the student's progress and other school information as follows:
▪
▪
▪
▪
▪
▪
▪

On-line Report Grades
Quarterly progress reports
Quarterly report cards
Parent/student/teacher conferences
Conferences on request
Conduct referrals
Parent Teacher Guild meetings

Dentist/Dental Hygienist
The Dentist/Dental Hygienist makes routine visits to our school and is responsible for maintaining all
dental records. The Pennsylvania School Health Law requires dental examination for students entering
grades K, 3rd and 7th. These grades were selected because they represent critical periods of growth and
development in a child’s life.
Early Dismissals
Parents should make every effort to schedule appointments at a time that school is not in session.
However, if a child must have an early dismissal, he/she must have a written note for the principal's
approval. For these dismissals, parents or an authorized adult must meet the child at the office and sign
him/her out at the authorized time.
Emergency Contact Sheet
At the beginning of each school year, parents are required to complete a Student Emergency Form. It
is imperative that the school be able to reach you to inform you of illness or an emergency situation. It
is also important to list the names of others who can be contacted should you be unavailable. Please
keep the card updated by notifying the office.
Emergency Closings and Delays
If inclement weather or some other emergency requires that the school be delayed or closed, we will
use our Parent Alert Messaging System through Option C. This system allows us to send alerts to
parents and guardians via phone, text and email directly through the Option C site. This information
will also be announced on KDKA, WTAE and WPXI.
Due to the number of our students who receive bus transportation through the Pittsburgh Pubic Schools
we will follow the Pittsburgh Public Schools regarding all weather-related school closings and delays.
If the Pittsburgh Public Schools are closed or have a 2hr delay, we will as well. St. Margaret of
Scotland will also be listed on all the Media Outlets (KDKA, WTAE, WPXI) under our own listing.
In the event of a two-hour delay, all children should report to school beginning at 10:00AM.
Because our attendance registers are legal indicators of a child's presence at the times we are in session,
children who arrive late or are absent because of busing when school is in session will be marked as
Excused Tardy or Excused Absence.
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Emergency Dismissals
In the event that we would be required to dismiss school early, that information will be announced on
the same stations noted above. The principal will initiate an Option C Parent Alert phone system to
notify parents as soon as possible. Children will be dismissed as parents are notified and transportation
is arranged.
Extended & Morning Care
St. Margaret of Scotland School offers a before and after school program for parents who need
childcare. Before school is available from 7:00AM to 8:00AM. Afternoon school care is available
from 3:00 PM to 6:00 PM for a fee. This service is available on a daily, weekly or yearly basis.
Parents should contact the school office for the fee schedule and program contact person if they plan to
use the service.
Field Trips
Every class is permitted field trips during the year. Each student must have a signed permission slip
before he/she is permitted to participate. Transportation, in accordance with diocesan directives, is
provided by bus, and a fee is charged to cover costs.
Guidelines for both students and chaperones are in effect for each field trip. The teacher will send a
copy of the student guidelines home so that the parent may help reinforce the guidelines presented.
Fundraising
The Diocesan policy for funding elementary Catholic schools calls for each school to have
fundraising activities to generate a minimum of 10% of their total operating budget. This enables us
to keep tuition rates at 60% of the total cost. School parents are expected to participate in these
fundraising activities through monetary donations, purchases and/or by volunteering.
Fundraising Policy
Each family is responsible for raising $650.00 in fundraising dollars for the 2020-2021 school year.
You have the option of participating in fundraising or to pay the $650.00 opt out fee. If you choose
to participate in fundraising, you will have the option to fulfill your requirement by participating in
any of our school fundraisers. All fundraisers will count towards your goal this year. Families will
receive quarterly fundraising updates.
Parties and Celebrations
Other than Halloween, Christmas, and Valentine’s Day, parties are discouraged during school time.
Small birthday treats for students in grades K–4 are permitted if agreed upon by the parents and
teachers. To prevent hurt feelings, students in school may distribute invitations to home parties only if
the entire class is invited. Otherwise invitations must be mailed to the student's home.
Playground
Every school day, weather permitting, the students enjoy an outside break supervised by a staff
member. Organized play is encouraged.
Students are never to leave the playground area without the permission of the principal and the
knowledge of the playground monitor. In case of illness or accident, the student is to report to the
school office.
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The following rules are to be observed on the playground:
Not to re-enter the building unless for an emergency
Display good sportsmanship and exercise self-control
Play in assigned areas.
Stay on school grounds (This includes not retrieving a ball that has gone off school grounds.)
Obey the directives of the playground monitors, courteously and promptly.
Stop playing at once when the first bell rings and walk quietly to line when the second bell rings.
If inclement weather makes it necessary to stay indoors at lunchtime, classroom rules are to be
observed:
Engage in quiet activities.
Programs and Assemblies
Throughout the school year various special programs and assemblies will be scheduled for the
students in order to enhance and supplement the school program of studies. Topics of such
programs include fine arts, health and safety, information and entertainment, and education. Some
programs can carry fees of $300 to $800. Students are asked to donate a one-time fee of $10 for the
year to help defray the costs of these assemblies. Information will be sent home when the fee is
due.
Rights of Non-Custodial Parents
The Family Educational Rights and Privacy Act gives full rights to each parent, 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 and those persons responsible for the child(ren)
are to be informed of the circumstances. Every effort is made to keep the non-custodial parent
informed of the progress of the child(ren) through reports, report cards and parent/teacher
conferences.
School Nurse/Nurse Practitioner
One school nurse is assigned to St. Margaret of Scotland School each year and is present in the
building on Wednesday. She is also available in any emergency situations. The responsibilities of the
school nurse include:
Keeping updated health records for all students.
Screening students for hearing—grades K, 1st, 2nd, 3rd, and 7th.
Assuring the completion of a physical examination before entrance to school and in the 6th grade
Screening students for vision—yearly.
Scoliosis screening—grade 7.
Recording height and weight for students—yearly.
Recording required immunizations. (Seventh grade: Hepatitis B and 1 dose chicken pox vaccine.)
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School Supplies
For the convenience of families, supply lists are available each June for the following year.
Students provide their own school supplies but are expected to comply with individual teacher
requirements.
Security
All doors to the school will be closed and locked during school hours. Parents and visitors should
use the buzzer on the main school door to gain entrance to the building.
Telephone/Cell Phones/IPods/IPads
No child is permitted to use the telephone, including cell phones, except for emergencies. Forgotten
homework, books, lunch, gym clothes or changes in afternoon plans are not sufficient cause to call
home. In all cases, the office will make the phone call home.
All cell phone devices, including Smart watches, must be turned in to the office during the
homeroom period in the morning. Forgetting to do this is not an excuse and the phone will be
confiscated without warning. The school retains the right to restrict the usage of cell phones &
devices during the school day and at school- related functions.
Textbooks
St. Margaret of Scotland School participates in Pennsylvania's Act 195/90 whereby the state
purchases textbooks, Chromebooks, and instructional materials of non-religious items. A parent
form with permission to have their child use these books is kept on file in the school office. All
books are to be covered at all times. Students are responsible for the condition of the books and
Chromebooks given to them at the beginning of the year. Students will be required to pay for the
book or Chromebook if it is damaged or lost. Books taken to and from school are to be placed in a
book bag.
Transfers
When a student transfers to another school, parents should notify the school office as soon as
possible and complete an official withdrawal form. Academic records will not be forwarded until
all financial obligations to the school have been met.
Visitors
For security reasons, anyone entering St. Margaret of Scotland School is to report to the office or
receptionist immediately regardless of the purpose of the visit. For the safety of all students, a
visitor's badge must be worn. Communication with teachers and students will be handled by the
school office and will be done in a manner that does not disrupt the educational process in the
school.
Any articles or items to be left for a student will be left in the school office or with the receptionist.
This will eliminate any unnecessary interruptions to classes and instruction.
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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 St. Margaret of Scotland School parents play an integral role in the education of
their children through the Parent Teacher Guild, athletics, fund-raising activities, homeroom
parents, lunchroom aides and field trip chaperones. This partnership is invaluable to the success of our
school.
Clearances needed to volunteer are:
• PA Child Abuse History Certification
• FBI Clearance or Waiver
• Mandated Reporter Training (depending on volunteer job)
• Take the Protecting God’s Children Class
• Register in the Diocesan Database
Please contact our Safe Environment Coordinator, Karen Mauer @ 412-857-5356 or
kmaurer@cgscatholic.org with any questions.

III. DRESS CODE
St. Margaret of Scotland School is a Catholic elementary school that maintains the right to establish
a uniform dress code for its students. It is recognized that proper school attire and good grooming
are conducive to a student's educational and social development. This Dress Code was developed:
to promote a Christian atmosphere
to free children for academic concentration
to de-emphasize competition among children regarding clothing
to allow more economical dress for school,
to provide some choice to accommodate individual differences.
This Dress Code is required of all students in grades first through eighth grade. This policy is
intended to maintain a standard of dress that is neat, economical, modest and attractive.
Pre-School and Kindergarten
There is no uniform code for Pre-School and Kindergarten. Students may wear casual, neat
clothing. Tennis shoes are permitted.
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Boys—Grades 1–8
Trousers/Walking Shorts
▪

Tailored navy blue or khaki

▪

Worn with a belt or fitted at the waist

▪

Must be worn at the waist

▪

Shorts may only be worn beginning April 15th through October 15th

Ties/Mass Attire
▪

Ties must be worn with dress shirt on days the student will attend Mass

Girls—Grades 1–8
Uniform
▪

Uniform plaid, khaki or navy skirt. Skirts must be at the student’s knee.

▪

Uniform plaid, khaki or navy jumper

▪

Walking shorts or skorts – uniform plaid, khaki or navy. Shorts or skorts must be at the knee.

▪

Tailored navy blue or khaki slacks belted at the waist

▪

Girls are permitted to wear dress pants for Mass

Girls and Boys Grades 1-8
Blouses/Dress or knit shirts/turtle necks
▪

White, navy blue or light blue with collar (short or long sleeve). T-shirts worn under the
uniform shirt must be white without logos.

▪

Oxford or Peter Pan collar for girls

▪

Must be fully tucked in

▪

No logos except St. Margaret

Sweaters/Hoodies/Sweatshirts
▪

Solid white, navy or gray

▪

Round/V-neck, pull over or cardigan

▪

Must be worn with a shirt or turtleneck

▪

No logos except for the St. Margaret logo

▪

Hoodies may not be worn in class during the months of May, June, August or September.
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Shoes
▪

Low-heel or flat-soled, closed shoes

▪

Loafers or athletic shoes

▪

No sandals, open shoes, boots ,or shoes with wheels

Socks
▪

Must be worn .

▪

Solid color – white, navy, black or gray

▪

Nylons or tights may be worn by the girls – white, navy, or black

▪

Leggings (Not to be worn as pants)

Miscellaneous
Jewelry
▪

Watches are permitted

▪

Pierced earrings are permitted on the lower lobe. Only one earring per lobe is permitted.

▪

Bracelets, rings and necklaces are not permitted.

Hair
▪

Neatly groomed, off the face

▪

Outlandish or inappropriate styles and color that cause distraction to the educational
environment are unacceptable.

Make-Up
▪

No make-up at anytime.

▪

No perfume or after shave.

Gym Clothes
▪

T-Shirts

▪

Knee length shorts

▪

Sweatpants (not too short or tight)
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Dress-Down Days
▪

Clothing must be neat and modest (not too short or tight).

▪

Jeans are permitted but must not have holes or rips in them.

▪

T-shirts with inappropriate words or pictures are not permitted.

▪

Sleeveless tops and tight clothing are not permitted (this includes tank tops of any kind).

Dress-Up Days
▪

Clothing will be the dress clothes that the students wear for a special occasion.

▪

Skirts must be at the knee.

▪

T-Shirts and jeans are inappropriate.

▪

Sleeveless dresses must have three finger wide straps.

Masks
▪

Masks with inappropriate words or pictures are not permitted.

**Please note: Any inappropriate styles or clothing that cause distraction to the educational
environment are unacceptable. It is at the Principal’s discretion whether a change of clothing,
including masks, is needed.

IV. HOMEWORK
A reasonable amount of homework, according to grade level, is of great educational value and so 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
foster originality
Parents can assist students with home assignments in the following ways:
Provide a quiet spot away from the television, telephone, or other distracting elements.
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.
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Consult the teacher’s website. It is updated daily with assignments.
Homework is assigned in grades K through 8. It is the student’s responsibility to complete
homework at home and turn all assigned work in on the specified day. All homework is
a designated part of a student’s grade.
Middle school homework policy:
If homework is handed in late, partial credit will be given even if the assignment is 100%
correct.
Specials’ homework will be handed to the homeroom teacher on the day due.
Assignment books
▪ The expectation at St. Margaret of Scotland School is that all students in grades 1 through 8 use
a homework assignment book.
▪

Help parents to know and supervise what students must do at home.

▪

Provide communication between the school and the home.

Parents sign the homework assignment book each day after the student completes the homework.
Teachers check this notebook according to their classroom rules.

V. REPORT CARDS, GRADING and TESTING
Communications are sent home periodically. Parents check their child’s folders/book bags daily for
important school information. For families with more than one child enrolled, these
communications are sent home with the oldest of the family.
Parents have access to their children’s grades on-line. Each child has a username and password.
Report Cards
Reporting student progress to parents is one of the primary responsibilities of the school. St.
Margaret of Scotland School combines parent conferences with written reports of a student’s
progress.
▪

For students in grades 1–8, written reports are issued four times a year (every nine weeks).

▪

For Kindergarten students, written reports are issued three times a year.

17

Grading for Kindergarten:
+

Consistently Demonstrated

*

Intermittently Demonstrated



Not Demonstrated

Grading for grades 1–8:
A

Advanced Performance

B

Proficient Performance

C

Basic Performance

D

Below Basic Performance

E

Experiencing Serious Difficulty (Grades 3-8)

S

Satisfactory Progress (Grades 1&2)

NI

Needs Improvement (Grades 1&2)

Sub-codes
+
*

Demonstrates a strength
Satisfactory progress



Not demonstrating skill



Material not covered

Percentages and letter grade equivalents:
A

100%–93%

B

92%–85%

C

84%–75%

D

74%–70%

E

69% and below

All student records are confidential. Release of these records from the school can be obtained
only by written permission of the parent(s) or legal guardian.
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Testing
Standardized tests, textbook tests, teacher-made tests 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.
Achievement Tests: Students in grades 2-8 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.
Performance Assessment: Each child in grade K-8 participates in a Performance Assessment.
This task allows students to respond to open-ended questions and to demonstrate their ability to use
higher order thinking skills.
Teacher-made: Tests that are constructed by teachers to measure, evaluate and determine what
students have learned.
Textbook Tests: Tests that accompany textbooks adopted for use with students in a particular area
and are administered at the conclusion of a chapter and/or unit

VI. TRANSPORTATION
It is important that we know the ordinary means by which each child arrives and departs daily. A
note is to be sent when a change is necessary. For reasons of safety and insurance, each child is to
ride his/her assigned bus.
Changes in Transportation
Because of insurance requirements, no child is permitted, for any reason, to ride a bus other than
the one assigned. It is necessary for a parent or guardian to send a note or call the school if the
child will not be following his or her usual dismissal pattern.
▪

If phoning, please call at least one hour before dismissal time.

If there is no note or phone call, students will follow their regular method of transportation.
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Bus
Students who live more than a 1.5-mile radius from St. Margaret of Scotland School are eligible to be
bused to the school. Those who live along a route that has been declared "hazardous" are also eligible
for busing. The Board of Education Transportation Division determines "hazardous route" claims.
The student transportation policies and procedures of the local educational agencies responsible for
busing students are applicable to all students in the Commonwealth of Pennsylvania.
Students are expected to maintain appropriate behavior while in route on the bus. Every bus follows
the guidelines that are within our own discipline code. If the bus driver/company recommends that a
student be removed from the bus, the principal will support it. This will result in the student losing bus
privileges. The student/parent will then be responsible to make other arrangements for transportation.
Students are expected to remain in their seats at all times. This insures their safety and the safety of
others.
If improper conduct occurs, the driver prepares a report that is sent home to alert the parents to the
problem. If the behavior persists, the bus company has the right to ask the school district to suspend
the student's privilege of riding the bus, temporarily or permanently.
The following bus rules are to be obeyed:
Remain seated at all times until the correct stop has been reached. The driver of the bus may
assign seats to the students.
Keep head, hands and feet inside the bus.
In vehicles where seat belts are available, use them properly.
Do not ask to ride a bus other than the one to which you have been assigned or ask the driver
to let you off at another stop. Only the Department of Transportation can authorize such
changes.
Observe the same conduct as in the classroom. Quiet talking is permitted. Loud talking,
etc. may distract the driver, prevent students from hearing instructions, or prevent the
driver from hearing signals from emergency vehicles.
Be courteous; use no profane language.
Do not eat, drink, or chew gum on the bus.
Keep the bus clean.
Cooperate with the driver.
Do not put anything out the window of the bus.
Do not be destructive.
The driver is in charge. Any directives of the bus driver in addition to the above are to be
followed.
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Car/Walkers
Morning Arrival
Students may be dropped off in the morning between 8:00AM and 8:35AM. Any student that arrives to
school prior to 8:00AM must be brought into the Morning Care Room and signed in. This is for the
student’s safety. There is no adult supervision in the hallways prior to 8:00AM. Morning Care will
begin at 7:00AM. Students arriving between 8:00AM & 8:35AM report directly to their homerooms to
prepare for the day. If a student arrives after 8:35AM, they are considered tardy and must report to the
office for a late slip and to sign up for lunch. Car riders must be dropped off at the front door
entrance.
At dismissal students walking and riding in cars are dismissed shortly after the bus riders. Walkers
are to go to the corner before crossing. Those picking children up by car should get in the pick-up
lane. Do not leave your car unattended in the pick-up lane as this creates an unsafe condition.

VII. STUDENT ACTIVITIES
Instrumental Music/Band—Grades 4 through 8 - Offered by the Diocese of Pittsburgh at
St. Margaret of Scotland School weekly. An authorized music dealer provides an
instrument rental/purchase program. The cost of this program will be in addition to
regular tuition. Practice for competition for the Honor Band begins in September. The
competition takes place at the beginning of November.
Athletics—Grades PK through 8 - St. Margaret of Scotland School sponsors basketball,
football (through South Hills Chargers), soccer and cross-country programs as an
opportunity for the development of discipline, cooperation, and a healthy spirit of
competition. All school athletic programs are part of the school curriculum, and as a
result, the school principal is ultimately responsible for the conduct of the coaches,
players, and spectators. Any philosophy of athletics that is not consistent with the
school philosophy will not be tolerated. Students participating in the program are
representing the school and are expected to maintain a standard of behavior that also
reflects the philosophy of the school. Any child who is absent from school is not
permitted to participate in a sports event on the day of the absence. A physician’s
release is required for basketball tryouts and eligibility to play. The right to suspend or
remove players is determined by the principal.
Forensics—Grades 6 through 8 – St. Margaret of Scotland School is a member of the
Southwestern Pennsylvania Forensics League sponsored by the Catholic Diocese of
Pittsburgh. The forensics moderator begins this at the beginning of September.
Regional meets are held three times each year followed by the final tournament
Forensics coaching takes place after school.
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PJAS—Grades 7 & 8 – Pennsylvania Junior Academy of Science is an extracurricular
science program. It provides a great opportunity for students to excel in the science area.
Students who choose to participate apply the scientific method to a science idea. Work
on these projects begins in October after the Middle School Science Teacher makes a
thorough presentation. An oral presentation of the project is given at a regional
competition meet. If the project presentation wins first place, the student is given the
opportunity to present his/her project at the state competition level held annually at Penn
State University.
Student Council—Grades 6 through 8 – The students are given an opportunity to develop
leadership skills to enhance their ability to be successful.

Other Clubs and Extra Curricular Activities
•

Advent Program – Grades PK through 8

•

Art Cub – Grades K through 5

•

Diocesan Spelling Bee – Grades 4th through 6th

•

Math Tutoring – Grades 6 through 8

•

Peer Tutoring – Grades 7 & 8 tutor younger children

•

School Newspaper – Grades 5 through 8

•

Science Fair – Grades K through 8

•

Service Club – Grades K through 8

•

Space Camp Week – Grade 8

•

Violin – Grades 1 through 8

•

Wildlife Garden

VIII. HEALTH AND SAFETY
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 24 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. Children must be fever free, without fever reducing medication,
for 24 hours before returning to class. It is strongly recommended they also be free from diarrhea
and vomiting for 24 hours as well. Children must be nit free if diagnosed with lice. 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 of contact and incubation of communicable diseases.
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Accident and Injury
In the case of accident or illness at school, parents are contacted to take the child home, 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 is available for each
child and that this information is kept up to date by parents.
Parents of children who have any type of physical disorder should contact the principal, school
nurse, or teachers to make them aware of the problem. All cases of head lice should be reported
immediately.
ST. MARGARET OF SCOTLAND
COVID-19 MEMORANDUM OF UNDERSTANDING
I understand and agree to the following means of safeguarding the School community in the midst of the
COVID-19 global pandemic. (Please check each box):
 The novel coronavirus, COVID-19, has been declared a worldwide pandemic and is extremely contagious.
The School has put in place reasonable preventative measures and standards of behavior in which
members of the School community are expected to comply to reduce the spread of COVID-19 at School.
Such precautions include, but are not limited to, wearing a face covering throughout the school day,
handwashing/sanitizing, social distancing, and self-screening. Even with implementation of these safety
protocols, the School cannot guarantee that you/your child/a household member will not become infected
with COVID-19 and attendance at School and/or participation in the School activity, sport, or event could
increase your/your child/a household member’s risk of contracting COVID-19.


Prior to each School day, activity, sport, or event, I understand and agree that I must ask myself the
questions below. Should the answer to any of the questions on any given day be "Yes," I understand my
child is not permitted to attend School and/or participate in the School activity, sport, or event.
o Has my child had a fever as defined by the CDC during the past 24 hours?
o Has my child had a new or unexpected cough during the past 7 days?
o Has my child been around anyone exhibiting these symptoms within the past 14 days?
o Is my child living with anyone who has been sick, has exhibited symptoms of COVID-19, or is
currently under quarantine for exposure to COVID-19?
o Has my child traveled internationally within the last 14 days?
o Has my child traveled to a state identified by the PA Department of Health as having high
amounts of COVID-19 cases in the last 14 days?
o Has my child disregarded CDC guidelines and failed to limit his/her exposure to COVID-19?



I understand that, in the event my child develops symptoms or suspected symptoms of COVID-19 or other
illness, or if otherwise requested by the Principal, at his/her discretion, I will be contacted by School, and I
will make immediate preparations to have my child picked up from School. In the event of a medical
emergency, I authorize the School to call 9-1-1 and have my child transported to a hospital or healthcare
facility.



I further understand that, in the event that my child contracts COVID-19 or becomes exposed to someone
with COVID-19, my child will need to be isolated or quarantined as directed by CDC.



I understand that no one may be present on School property or attend a School activity, sport, or event
until he/she meets Pennsylvania Department of Health and Pennsylvania Department of Education’s
criteria to return to School.
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COVID-19 SYMPTOMS?

COVID-19 TEST?

MAY RETURN TO SCHOOL AFTER:


No Health Care Provider Evaluation:
10 days since symptoms first appeared; and
At least 24 hours with no fever without feverreducing medication; and
o Symptoms have improved.
Evaluated by Health Care Provider:
o Health care provider provided written release to
return to school; and
o At least 24 hours with no fever without feverreducing medication; and
o Symptoms have improved.
10 days since symptoms first appeared; and
At least 24 hours with no fever without feverreducing medication; and
Symptoms have improved.
o
o

YES

NO



YES




YES
COVID-19 POSITIVE




No Health Care Provider Evaluation:
At least 24 hours with no fever without feverreducing medication; and
o Symptoms have improved
Evaluated by Health Care Provider:
o Health care provider documented an alternative
diagnosis; and
o Health care provider provided written release to
return to school.
10 days have passed since test, or
He/she receives two negative test results in a row,
at least 24 hours apart.
o

YES
YES
COVID-19 NEGATIVE






YES
NO
COVID-19 POSITIVE
CLOSE CONTACT WITH SOMEONE WITH COVID-19





14 days after exposure unless he/she develops
symptoms, in which case see above.

I understand that individuals who have a weakened immune system (immunocompromised) due to a
health condition or medication may need to take additional precautions and/or stay home longer than 10
days in the event of infection. These individuals are encouraged to consult their healthcare provider and
work with the School Principal to effectuate any necessary reasonable accommodations.

To preserve the integrity of the School program throughout the pandemic, I further understand and agree
to the following:
 School will make every effort to provide remote learning available throughout the pandemic, enabling
students to continue their education seamlessly in and out of the classroom setting. Such distance
learning shall be consistent with School’s mission, providing faith formation, academic rigor, quality,
academic support, and assessment of objectives consistent with in-person classes, and is subject to the
Student Parent Handbook and School internet use policy.
 I understand that in-person School classes may be recorded and/or live streamed to facilitate distance
learning, and I hereby give permission to record and/or live stream my child in the classroom setting for
such educational purposes. The teacher shall have the sole ability to make such recordings, which shall
be used strictly for educational purposes by the School community on approved platforms. Screenshots
of individuals are strictly prohibited.
 I give permission for my child to participate in any distance learning offered online by the School through
educational platforms such as Google Classroom and Zoom platforms for online synchronous video
instruction. I understand that web-based activities entail known and unanticipated risks that cannot be
eliminated. As a result, School recommends the use of appropriate Internet filtering software.
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 I understand and agree that in the event it becomes necessary for School to solely educate students via
distance learning for any time period, I will not be entitled to a refund of or release from payment for
any tuition or fees.
I understand and voluntarily assume the risk of my child contracting COVID-19 by attending School and/or
through participating in a School activity, sport, or event and hereby waive any and all claims against and
agree to hold the School, Parish/Region, and Diocese of Pittsburgh harmless as set forth below:
 In consideration for providing my child the opportunity to attend School and/or participate in a School
activity, sport, or event and any related transportation to and from the same, both my child and I
voluntarily agree to waive, and discharge any and all claims against School, its Governing Bodies, the
individual members thereof, the Diocese of Pittsburgh, the Most Reverend David A. Zubik, Trustee, and all
successors, assigns, officers, agents, employees, volunteers, and representatives and release them from
liability for any exposure to or illness or injury from an infectious disease including COVID-19, including
claims for any negligent actions of the School or its employees or agents, to the fullest extent allowed by
law, for myself, my child, our estates, our heirs, our administrators, our executors, our assignees, and our
successors.


I also agree to release, exonerate, discharge and hold harmless the School, its Governing Bodies, the
individual members thereof, the Diocese of Pittsburgh, the Most Reverend David A. Zubik, Trustee, and all
successors, assigns, officers, agents, employees, volunteers, and representatives from all liability, claims,
causes of action, or demands, including attorney fees, fines, fees, or other costs (e.g. medical costs)
arising out of any exposure to or illness or injury from an infectious disease including COVID-19, which
may result from or in connection with my child’s attendance at School and/or participation in a School
activity, sport, or event and any related transportation to and from the same.

I understand and hereby authorize the School, Parish/Region, and Diocese of Pittsburgh to enforce such
other reasonable measures and directives as may be deemed necessary by the School.
I/We am/are the parent or legal guardian of the student named above. I/We have carefully read and fully
understand all provisions of this COVID-19 Acknowledgement, Waiver, Release, and Assumption of Risk.
I/We have the legal authority to consent to and, by signing below, I/we hereby do consent to the forgoing
terms and conditions on behalf of myself/ourselves and the above-named student(s).
(Parent/Guardian Name – Printed)
____________________________

(Parent/Guardian Signature)
_________________________________

(Parent/Guardian Name – Printed)

(Parent/Guardian Signature)

___________________________

_________________________________
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(Date)
__________________

(Date)
__________________

IX. DRILLS
•

Evacuation Drills (Formerly Fire Drills) – Held Monthly

•

Drop, Cover & Hold Drills (Formerly Weather Emergency Drills) – Held twice per year

•

Lockdown Drills – Held four times per year

•

Shelter in Place Drills – twice per year

X. AUXILIARY SERVICES
The following services are offered through the Intermediate Unit:
ACT 89 SERVICES
Intermediate Unit personnel work with and provide support to students in remedial math and reading.
These teachers, in collaboration with the classroom teacher, identify educational needs and design
educational interventions and strategies to help a child succeed.
Speech/Language
Speech and language services are also provided through Act 89 funding. This is a special service
offered to students to enhance communication skills that directly impact social and academic
interactions.
Psychological Testing
A certified psychologist is assigned to our school. Psychological testing is available by parent request
or at the recommendation of the teacher in consultation with the principal. Parents make the final
decision. Results are formally reported to parents, principal and teachers along with a list of
recommendations made by the psychologist. THIS INFORMATION IS KEPT CONFIDENTIAL
and not shared with anyone without parent permission.
Counseling
A certified counselor provides individual and small group counseling sessions to children in grades
K-8. Children are referred by parents, principal, and teacher and through self-referral. Individual
counseling requires parent permission.
At St. Margaret of Scotland School, we value the social and emotional development of your child as
much as their academic growth and success. Throughout the school year, the counselor from the
Allegheny Intermediate Unit will be visiting classrooms to present lessons on topics including conflict
resolution, anger management, feelings social skills, etc. The administrator and counselor will base the
topics and grade levels chosen according to the needs of the building. If you have any questions,
please feel free to contact the school office.
Student Assistance Program
Act 211 of 1990 mandates the Student Assistance Program (E-SAP) in the Commonwealth of
Pennsylvania. It is a comprehensive program of prevention, intervention, and support for students in
grades K-12. The members of the Team are the principal and faculty members of the school who have
received special training through Approved Agencies.
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The program exists in order to promote the growth and development of the child. The team members
work with students who are experiencing behavior difficulties which impact their social, emotional,
and educational progress.
Faculty and/or parents make referrals for the program. Once the Team has received a referral,
classroom teachers are asked to complete a form which helps identify the behaviors. The Team then
makes informed assumptions as to what is needed to help the student, conveys this information to
classroom teachers, parents/guardians and evaluates the results. If necessary, after consultation with
parents, appropriate referrals are made to outside agencies.
Team members must maintain all information regarding students and their families under safeguard of
privacy and confidentiality. Access is limited to those who have a legitimate educational interest.
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XI. ST. MARGARET OF SCOTLAND SCHOOL POLICIES
Technology Policy
Guideline for "Internet Use Policy" Implementation and Practice
St. Margaret of Scotland School
This guideline is established to ensure understanding and application of St. Margaret of Scotland
School Internet Use Policy. St. Margaret of Scotland School reserves the right to amend these
guidelines at any time. It is understood that the administration of St. Margaret of Scotland School
will inform parents/guardians of any changes made in these Guidelines via the school's monthly
newsletter. Students' parents and/or guardians are required to review these guidelines with
their child(ren) and complete and return the attached parent/guardian consent form.
This guideline includes, but is not limited to, the following areas:
Information and news from a wide variety of sources and research institutions
Public domain and shareware software of all types
Discussion groups
Access to any educational institutions and libraries.
Etiquette
Be polite when sending written messages to others
Appropriate language is expected in all messages
Anything pertaining to illegal activity is expressly forbidden
Do not reveal access information, personal or otherwise
Do not disrupt others' use of the Internet access
All users should remember that deleted materials can be retrieved.
The following actions, which are not inclusive, are considered unacceptable actions by the
administration of St. Margaret of Scotland 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
Using the Internet for political lobbying that does not support the expressed philosophy and tenets
of the Catholic Church
Sending or receiving copyrighted material without permission
Plagiarism
Using Internet access 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
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Individual Student Internet Use Contract
Parents/Guardians:
Be advised that your child(ren) will not be permitted to access St. Margaret of Scotland School's
Internet access until this agreement is signed, dated, and returned.
Student(s) Agreement:
I have read the St. Margaret of Scotland School Policy on Internet Access and the guidelines
established from that policy. I understand fully and agree to abide by the policy statement and the
guideline statements expressed or implied.
Each child in the household who attends St. Margaret of Scotland School, grades 2-8, must sign this
agreement.
Student Signature:
Student Signature:
Student Signature :
Student Signature:

Parent/Guardian Agreement:
I have read the St. Margaret of Scotland School Internet Access Policy and the guidelines
established from that policy. I understand fully the information that is contained therein. I agree to
not hold school administration and faculty responsible for materials my child(ren) acquires as a
result of inappropriate Internet use.
I accept full financial responsibility if and when my child(ren) access the Internet without an
account on equipment provided on the school site.
Parent/Guardian Signature:
Date:
Return this document to St. Margaret of Scotland School via your oldest child's homeroom
teacher
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Sexual Harassment Policy
Sexual harassment constitutes unwelcome sexual advances, requests for sexual favors, and other inappropriate oral, written, computer generated, or physical conduct of a sexual nature when made by
any student to another student. Sexual harassment may include, but is not limited to, verbal
harassment or abuse, pressure for sexual activity, repeated remarks to a person with sexual or
demeaning implications, and unwelcome touching. Students/Parents are required to report this
information to the principal.
Violation of this policy will result in appropriate student discipline, subject to this Student
Handbook. This may include the loss of privileges and/or criminal or legal proceedings if a law has
been violated.
Non-Violence Policy
It is the responsibility of the administration, faculty, and staff of St. Margaret of Scotland School to
provide as safe an environment as possible for all students.
Therefore, the following directives will be enforced in school and at all school-related activities.
▪

If a child attacks another student, verbally or physically, in any context, it is against school
policy and he/she will be penalized according to the following directives.

▪

If a child is attacked, verbally or physically, it is the victim’s responsibility to remove
him/herself from the situation and seek adult help. The moment the victim retaliates, all parties
will be penalized. They will be removed from class for the remainder of the day and will receive
a written warning.

▪

If any additional infraction(s) occur within the school year the student will receive an in- school
suspension(s). The length of the suspension or an expulsion will be determined by the principal
depending on the severity of the attack.

Weapons Policy
Any person carrying a weapon onto school property—including, but not limited to, a school
building, outdoor areas, outdoor facilities, vehicles used to transport students, or 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, laser pointer or any other article that 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 (Diocesan policy 560.03):
Parents will be immediately notified.
The local police will be called.
The student will be expelled.
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Drug and Alcohol Policy
▪

St. Margaret of Scotland School has a zero-tolerance policy for drugs and alcohol. No drugs or
drug related paraphernalia are tolerated at SMS. (Ex., inhalants, cigarettes).

▪

No alcohol-based products of any kind will be tolerated at SMS (ex, Binaca, anti-germicidal
gels, cologne, hair spray, and aerosol deodorants).

▪

If any of these substances are found on a student in school or at any school-related function, the
following will occur:
The sponsoring adult will hold the student.
The principal will be notified immediately.
The parent will be notified immediately. If it is an after-school function, the parent must come
to pick up the student at the function.
If it is at an after-school function, the parent will be responsible for bringing the student to
school on the next school day. At this time, the parent and the student will meet with the
principal, the SAP (Student Assistance Program) Team, the school counselor and the pastor.
The school will find a program to help the child and will work to help put the program in place.
If the parent/student do not cooperate and participate in the program, the student will be
expelled immediately.

Expulsion Rational and Procedure
An expulsion is a severe punishment and will only be applied in very serious circumstances. Every
attempt will be made during earlier offenses, if any, to provide guidance and counseling to the
students and parents under the direction of the principal and pastor.
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 students to comply with school policies.
An expulsion may also be necessary for a single serious incident or event or situation involving
disregard for or a clear violation of a school rule or regulation. The following examples are
illustrative but not exhaustive:
selling or using drugs or alcohol
violation of the Weapons Policy
physical abuse of other students or staff
arson
theft
refusal to adhere to the Technology Policy
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Locker Search Policy
▪

Lockers/desks are the property of SMS and are placed in the school for the convenience of the
student. Because lockers can conceal many “items” and for the safety of all school students, the
administration reserves the right to search lockers at any time during the school year. If you do
not agree with this policy, your child will not be issued a school locker/desk.

Medicine at School Policy
The school is not permitted to dispense any type of medication to students. If the student is under a
doctor’s care and must take medication during the school day, the following policy and procedure
must be followed:
Parents or guardians must obtain a written prescription from their doctor to be directed to the
school nurse.
The prescription must include the student’s name, diagnosis, kind of medicine, and the time and
amount of medication to be given.
Medications are to be locked in a secure place in the school office.
Non-prescription (over the counter) medication must not be sent to school without a
prescription from a doctor. Parents or guardians may come and personally administer
medication that they wish their child to have during the day. If this is to be done, parents are
asked to notify the school office in advance.
Prescriptions are to be updated each school year.
If a student has an inhaler because of asthma or an EpiPen for an allergy, ( a rescue medication)
this must be kept in the school office unless we receive a form from their doctor stating that
they are able to self-administer.
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XII. TUITION PAYMENT POLICY
St. Margaret of Scotland School is an important parish ministry that emphasizes academic
excellence in a value-oriented Catholic environment. Because significant expenditures are
necessary to provide such quality education, it is necessary to charge tuition and to seek compliance
with the payment schedule. Parents enrolling their children in the school are expected to fulfill this
responsibility.
•

PRESCHOOL REGISTRATION - THERE IS A $50. 00 NON-REFUNDABLE REGISTRATION FEE FOR PRESCHOOL. THIS
IS A ONE-TIME ADDITIONAL FEE.
• PARENTS WITH MORE THAN ONE CHILD IN OUR PRESCHOOL PROGRAM WILL RECEIVE A 10% DISCOUNT ON THE
TOTAL TUITION FOR THE PRESCHOOL PROGRAM (THIS DISCOUNT APPLIES ONLY TO OUR PRESCHOOL PROGRAM).
• PRESCHOOL TUITION IS SEPARATE AND IN ADDITION TO THE K-8 TUITION.
• ALL SMART TUITION ACCOUNTS WILL AUTOMATICALLY TRANSFER ON JULY 1, 2019.
• ALL FAMILIES, EXCEPT THOSE WHO MAKE FULL PAYMENT IN ADVANCE, ARE REQUIRED TO PARTICIPATE IN THE
SMART PROGRAM.
• TUITION LATE FEES = $65.00 (EACH OCCURRENCE)
• ALL FAMILIES WILL BE RESPONSIBLE FOR THE $50.00 SMART ADMINISTRATION FEE. THIS IS A ONE-TIME FEE
ASSOCIATED WITH YOUR FIRST PAYMENT.
• FINANCIAL AID IS AVAILABLE TO THOSE WHO QUALIFY.
YOU MAY PAY YOUR TUITION IN EITHER OF THE FOLLOWING WAYS:
(1) PAY IN FULL BEFORE THE FIRST DAY OF SCHOOL. YOU WILL RECEIVE A $200.00 DISCOUNT OFF YOUR TOTAL
TUITION.
(2) ENROLL IN SMART AND MAKE 10 MONTHLY INSTALLMENTS TO SMART FROM JULY THROUGH APRIL, VIA
DEBIT FROM CHECKING OR SAVINGS ACCOUNT OR CREDIT CARD PAYMENT OR MAIL-IN, ONLINE OR PHONE
PAYMENT.
a. PAYMENTS WILL BE DUE ON THE 1ST OR 15TH OF THE MONTH.
b. IF PAYMENTS BECOME DELINQUENT BY MORE THAN 60 DAYS, FAMILIES WILL BE REQUIRED TO ENROLL
IN AUTOMATIC WITHDRAWAL THROUGH SMART.
Because of the importance of maintaining a continuous cash flow to meet ongoing school expenses,
it is necessary that the payment plan be enforced. If a family is temporarily burdened by a financial
problem, a parent should contact the principal or pastor in advance of the due date. If such unusual
circumstances exist, the school authorities will arrange for an alternate payment plan.
If payments for tuition and fees are not made on schedule and parents have not contacted the
school, the following steps may occur:
•
•
•
•
•

Access to the on-line grading system may be denied.
Report cards may be withheld, but not if they are distributed in the classroom or any public
forum.
. The student may be asked to transfer at the end of the second quarter or at the end of the
year.
Student records will not be sent to another school, with the exception of health and
discipline records which must be sent.
No student may receive a transcript or a diploma.

THESE MEASURES MUST BE ENFORCED TO MAINTAIN THE FINANCIAL INTEGRITY OF THE SCHOOL AND PARISH .
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Scholarship Monies
Scholarship monies are available for eligible families. The FACTS Management System
application is used. These applications are assessed by an independent evaluator. This one
application is used for EITC (Educational Improvement Tax Credit Progam), OSTC (Opportunity
Scholarship Tax Credit Program) BEF (Bishop's Education Fund) and the Fr. Lackner Fund and
must be filed by March 15th. Applications are processed online.
XIII. DISCIPLINE
Introduction
St. Margaret of Scotland School administration and faculty 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 based on the Social Teachings of the Church. Discipline is considered an
element of moral guidance not as a form of punishment.
Every teacher and staff member share the responsibility to model appropriate behavior and to support
the structure necessary for learning self-discipline. Students are encouraged to assume responsibility
for their actions, develop self - control, and accept responsibility and consequences for inappropriate
behavior.

A Christ-centered school environment fosters the following behaviors:
Recognizing and fostering the uniqueness and dignity of each individual
Nurturing respect in all relationships involving school and parish community
Developing a sense of rights and responsibilities and commitment to the entire school and
parish community.
Social skills are taught, modeled, practiced, and infused into the daily life and experience of the school
family.
Guiding Principles
The following seven principles are the basis of Catholic Social Teachings and are the principles that
guide us in all of our interactions.
We believe in the life and dignity of the human person. Each person is sacred.
We believe we are called to family, community, and participation. It is our duty to support each
other by our actions.
We believe that we have rights and responsibilities. Every person has the fundamental right to life
and responsibility to and for one another.
We believe that we have an obligation to the poor and vulnerable. We are called to put the rights of
others before our own.
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We believe that we are called to care for God's creation. We are all stewards of the earth..
We believe that solidarity is our call. We are one family regardless of our differences.
We believe that workers have rights and that work has dignity. Work is a form of participating in
God's creation.
Expectations
As a matter of safety, students are expected to behave in the following manner:
Before school
to arrive after 8:00AM
to gather in the designated area
to engage in quiet conversation
to line up quietly when the school bell rings
In school
to walk quietly through the halls
to use proper language at all times
to follow the dress code for school days and dress up/down days
to respect school property and the property of other students
to have a note from their parent/guardian if they change their mode of school transportation
to leave toys, handheld video games & cosmetics, at home.
In the classroom
to follow the classroom rules of each teacher
to be responsible for submitting homework on time and making up assignments missed within a
reasonable amount of time
to have a respectful attitude toward teachers and one another
to be responsible for appropriate supplies
to be honest in all communications
to use computers and school equipment appropriately
to respect our school by not chewing gum
to respect each student by not taking or violating another student’s personal desk/locker
property
to never enter a classroom unless a teacher or designated adult is present.
During recess
to never re-enter the building unless for an emergency
to display good sportsmanship and exercise self-control
to play in assigned areas only
to stay on school grounds at all times (This includes not retrieving a ball that has gone off
school grounds.)
to obey the directives of playground monitors, courteously and promptly.
to stop playing at the first bell and walk quietly to their designated line when the second bell
rings.
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During lunch
to remain seated until finished eating and the "recess" bell rings
to clean up, pick up all papers, scraps of food, etc., and dispose of them properly
to obey playground supervisors at all times
After school
to follow dismissal procedures
to walk to assigned place to wait until bus or car ride arrives
to leave the school grounds immediately
At athletic events and assemblies
to practice good sportsmanship as spectators and participants
to show respect towards coaches, referees, and visiting teams
to maintain an appropriate silence during special performances
Outside school
to behave responsibly off school property. (If the principal is made aware of misconduct off
school property of a child recognized to be a student in St. Margaret of Scotland School,
parents may be contacted; however, it is important to note that the school is not
responsible for student’s actions that occur off school property.)
Principal will forward disciplinary notices given by public school bus drivers to parents to
support the disciplinary report of the bus driver.
Consequences
Please be aware that any disrespect, destructive act, or inappropriate behavior will be dealt with
accordingly. If an individual student does not meet his/her personal responsibility for good conduct,
the school may discipline the student.
The severity or repetitive nature of non-compliance to the above expectations will determine the
appropriate consequences. To remediate unacceptable behavior, the following actions may be
taken:
Teacher/student conference to develop a plan for remediation
Notification to parents
Administrative referral
Referral to the E-SAP Team
School service required
Loss of recess
Detention
Denial of participation in school activities, including sports
School probation
Suspension (In-school/Out-of-school)
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Discipline is the key to good conduct and to respecting the rights of others and is essential to
learning. 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. 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.
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 a
detention by any member of the faculty. Depending on the severity, this detention may be served
either during recess or after school hours. After school detentions will be held from 3:00PM to
4:00PM in a classroom with a teacher present. If the detention is after school, parents are
responsible for transportation.
DISCIPLINE CODE – MERIT PROGRAM – 5TH THROUGH 8TH GRADES
•

•

PK THROUGH 4TH GRADES WILL USE DISCIPLINE POLICIES STATED ELSEWHERE IN
THIS HANDBOOK AND ESTABLISHED IN EACH CLASSROOM. YOUNGER STUDENTS
MAY RECEIVE ADDITIONAL WARNINGS/PROMPTS, AS THESE ARE TEACHABLE
SOCIAL MOMENTS; STUDENTS WILL BENEFIT FROM THE DIRECTED INSTRUCTION
RATHER THAN THE NEGATIVE CONSEQUENCES.
All discipline issues will be documented in the Conduct Portal of Option C with the parents
receiving an email.

Rationale:
The code has been devised to provide guidelines for all persons responsible for the
education of the student. The purpose of the code is to assure the safety and welfare of all
students within St. Margaret of Scotland School and to provide an atmosphere conducive to
learning. Any and all actions that may disrupt, impair or hamper the educational process must be
controlled, minimized, or eliminated. This can only be done by considerable effort and
understanding on the part of all concerned. Because of their day-to-day interaction with the
students, teachers have the primary responsibility for identifying infractions and applying
disciplinary action. Student accountability is the foundation for successful behaviors. Therefore,
three key principles will be followed to guide efforts to improve school behaviors, issues and
problems:
1. TEACHER INTERVENTION WITH STUDENT – the teacher will reach out to
the student in an attempt to resolve the issue, behavior, or problem.
2. TEACHER INTERVENTION WITH PARENT – the teacher will reach out to the
parent with either a phone call or meeting to resolve the issue, behavior, or
problem.
3. PRINCIPAL INTERVENTION WITH TEACHER, PARENT, AND STUDENT
– a joint solution will be decided upon.
Those actions constituting serious offenses should require disciplinary action of a
different nature than minor infractions. The Pastor and Principal in each case shall have the final
responsibility for determining the action to be followed.
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Merit Card Program:
How does the Merit Program work?
❖ An orientation for all students will take place during the first week of school.
❖ After this orientation period, each student will receive his or her first quarter Merit
Card. On the merit card will be 6 merits.
❖ Each student, at the start of each quarter, will receive a fresh card.
❖ If and when a student is guilty of a minor infraction, a merit will be taken away, their
card will be signed by the teacher.
❖ The teacher will send a message through the Option C conduct portal, to the parent
informing them of the demerit. The parent will receive an email. Also, the following
will apply: Loss of 3, 4 & 5 mertits = 1 lunch/recess detention each. Loss of 6 merits
= Detention for 1 hour after school or five lunch/recess detentions. (This applies to
grades K – 8th)
Repeated loss of merit over several months results in a probationary status. A meeting
with the Principal, parent(s) and student will develop a program for a remediation. Should this
fail, conditions for expulsion of students will apply.
It is believed that the Merit Card Program is a positive approach to student behavior. (A
reward system for good behavior)
Academic/Uniform
Minor Infractions
Failure to follow dress code *Warning issued prior
to loss of merit
Lack of preparation for class
Homework not done or incomplete (includes
materials to be signed)

Disciplinary Action
(at the discretion of the teacher)
Loss of Merit
Loss of Merit
Loss of Merit

Behavior
Minor Infractions
Use of school equipment and facilities without
supervision
Being late for class
Loitering in the hall or in the lavatories
Chewing gum or eating candy
Writing or passing notes in class
Misuse of school property (includes books, lockers,
and desks)
Inappropriate handling of food
Disruptive behavior (classroom, playground, bus,
etc.)
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Disciplinary Action
(at the discretion of the teacher)
Loss of Merit
Loss of Merit
Loss of Merit
Loss of Merit
Loss of Merit
Loss of Merit
Loss of Merit
Loss of Merit

Major Infractions
Throwing Food in the Cafeteria
Leaving school grounds without written permission
Fighting
Disrespect to teachers, persons in authority, or
fellow students
Cheating (Academic)
Profane, offensive language, obscene
gestures/literature
Truancy
Stealing
Extortion/Bullying
Vandalism
Forging parent signature
Willful disobedience, as determined by repeated (4
times) minor offenses
*Possession of an object with intent to endanger the
welfare of fellow students. (Diocesan policy)
*Weapons. (Diocesan policy)
*Drug/Alcohol use

Disciplinary Action
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Loss of 6 Merits
Suspension pending expulsion
Suspension pending expulsion
Refer to Diocesan policy

*Hearing/Review Committee to be comprised of Pastor, Principal, child’s teacher.
SUSPENSION
Suspension occurs only after every possible resource has been exhausted in severe
disruptions. A student may be temporarily suspended by the Principal for a serious infraction of
school regulations or for repeated detentions. The length of suspensions should be from one to
ten days. All suspensions become effective only after the Principal meets and/or discusses the
situation with the parents/guardians. However, no prior notice is required if health, safety or the
welfare of the school community is threatened. A Notice of Suspension will be kept on file in
the Principal’s office and a copy 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 problem(s). Some causes for suspension are:
❖
❖
❖
❖
❖

Serious bodily harm or possibility of harm to oneself or others
Serious repeated disruption of the school program
Destruction of school/parish property
Insubordination
Possession of tobacco products
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Suspension should be held in school, and the student not marked absent, unless the offense is
particularly intolerable, in which case, out of school suspension is the remedy. Out of school
suspensions follow the same guidelines as in-school suspensions except that the time should not
exceed more than three (3) days during which time assignments are given in the various subject
areas. The parents will meet during this period with the Principal and teachers to define
expectations upon the student’s return.
When there is an out-of-school suspension/expulsion the Diocesan Educational
Consultant should receive a copy of the Notice of Suspension/Expulsion.
Expulsion of Students
Expulsion is a severe punishment and should only be applied as a last resort and after
serious deliberation. The expulsion process should be as follows:
1. EVERY ATTEMPT should be made during earlier offenses to provide guidance
and counseling to student and parents under the direction of the Pastor and
Principal.
2. Although the authority of expulsion rests with the Pastor and Principal,
consultation should be made with the Director of Catholic Schools and the
Regional Administrator prior to any final decision.
3. A written report of expulsion is to be completed as soon as possible and
forwarded to the Department of Catholic Schools.
4. Parents may appeal the decision to the Department for Catholic Schools.
Reasons for which a student may be expelled are:
1. Extremely grave infractions of school regulations such as the selling or use of
drugs or alcohol, possession of knives, guns or other weapons on school property,
physical abuse of students or staff, theft, indecent behavior or arson.
2. Chronic undesirable conduct detrimental to the physical and/or moral well-being
of self or other students.
3. Continued WILLFUL disobedience or disrespect for school authority.
4. Continued refusal by parents and/or students to comply with school policies.
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Student Responsibility
Teachers are to encourage students to meet their responsibilities enumerated in school handbook:
Be accountable for their actions at all times
Respect the rights of others, including the right to learn in an environment that is orderly and
disciplined
Recognize that all administrators, teachers and monitors assume the authority of
parent/guardians to all students during school hours and at all school functions
Attend school regularly and punctually
Maintain habits of neatness and personal cleanliness; adhere to the dress code
Be prompt, thorough and neat in the completion of class work and homework
Obey all school regulations
Respect personal property, school property and the property of others.
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 practices, etc.
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.
St. Margaret of Scotland School 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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XIV. BULLYING
What Is Bullying?
Bullying can be defined as repeated (three or more) and systematic harassment and
attacks on others. Bullying can be perpetrated by individuals or groups. Bullying takes many
forms, and can include many different behaviors, such as:
❖
❖
❖
❖
❖

Physical violence and attacks
Verbal taunts, name-calling and put-downs
Threats and intimidation
Extortion or stealing of money and possessions
Exclusion from the peer group

Racially or ethnically based verbal abuse and gender-based put-downs are also found in
the bullying situation.
What can parents do if their children are being bullied?
Work with the school immediately to make sure your child is safe, that effective
consequences are applied toward the bully, and that monitoring at school is adequate. Advocate
for involvement of the bully’s parents. If the bullying is happening on the way to and from
school, arrange for the child to get to school with older, supportive children, or take him or her
until other interventions can take place.
What to do if your child is aggressive or bullies others?
❖ Talk to your child, talk to his or her teachers and administrators. Keep in mind
that a bully will try to deny or minimize his/her wrong doing.
❖ Arrange for an effective, non-violent consequence, which is in proportion with the
severity of your child’s actions, and his or her age and stage of development.
Corporal punishment carries the message that “might is right”.
❖ Co-operate with the school in modifying your child’s aggressive behavior.
Frequent communication with teachers and/or administrators is important to find
out how your child is doing in changing his or her behavior.
The following behaviors will result in immediate administrative referrals and can result in
referrals to law enforcement or other government agencies:
Violations of weapons policy
Violations of the drug/alcohol policy
Any purposeful action that results in bodily harm to another
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St. Margaret of Scotland School
Bullying Notification Form
Student Name: ___________________________________________

Grade: _______

Referred by: _____________________________________________
Date of Incident: _______________

Location of Incident: _____________________________________

Offence(s) pertaining to the referral: (Check all that apply)
 Teasing
 Verbal Cruelty
 Name calling
 Racial/Religious Slurs or Insults
 Gossiping / Rumor Starting / Spreading
 Physical Fighting
 Purposefully Embarrassing
 Extortion
 Pushing/Shoving
 Intimidation/Threats
 Name Calling with Profanity
 Destruction of Property
 Purposeful Exclusion
 Other
 Repeated Classroom Disruption
Details:
_______________________________________________________________________________________________
_______________________________________________________________________________________________

Previous Interventions Used: (Check all that apply)
 Loss of Privileges
 Guidance Referral
 Verbal Reprimand
 Loss of Recess
 Conference with Student
 Loss of Lunch
 Phone Call Home
 Behavior Contract
 Conference with Parents
 No Bullying Contract
 Sent to Principal’s Office
 Other
Details:
_______________________________________________________________________________________________
_______________________________________________________________________________________________
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-BELOW IS FOR ADMINISTRATIVE USE ONLYAction(s) taken for Referral: (Check all that apply)
 Administrative Counseling
 No Bullying Contract
 Loss of Lunch
 No Contact Contract
 Loss of Recess
 Guidance Referral
 Suspension – Out of school
 Quiet Lunch
 Other
 Parent Contract
Details:
_______________________________________________________________________________________________
_______________________________________________________________________________________________
Student Signature__________________________________________________ Date: ________________
Parent Signature___________________________________________________ Date: ________________
Principal Signature_________________________________________________ Date: ________________

*Note: Students in grades K, 1, and 2 may receive additional warnings/prompts as these are teachable social
moments; students will benefit from the directed instruction rather than the negative consequences.

Responsibility of Faculty and Staff:
1. Anyone observing aggressive behavior or hearing about it from students will complete a St. Margaret of
Scotland School Bullying Notification form.
2. The principal or their delegate will investigate (if behavior was reported by students and not seen by faculty
and staff) and identify the appropriate consequence. The student and the principal will call parents at that
time.
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ST. MARGARET OF SCOTLAND SCHOOL
915 ALICE STREET
PITTSBURGH, PA 15220

It is important that parents/guardians, students and staff know the policies and procedures of
St. Margaret of Scotland School. To ensure that the process of communication is complete,
please review the revised Parent/Student Handbook with your children.
When you have reviewed the contents, please sign and return this form to the school office via
your child's homeroom teacher.

Family Name
Children's Name(s):

I have reviewed and understand the contents of the Parent/Student Handbook of
St. Margaret of Scotland School.

Signature:

Date:

Furthermore, please sign and return the St. Margaret of Scotland School Internet Use Policy.
This signed document will permit your child access to the computer lab Internet system.
Thank you.
Mr. Munz, Principal
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