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St. Stephen’s Episcopal School's Community Expectations

It is the philosophy of St. Stephen’s Episcopal Schoolwlaénroll families, not just students. Both
school and family must participate fully in the academigijtsipi, social, and physical education of the
children for whom they are mutually responsible. The Bo&irustees of St. Stephen’s Episcopal
School seeks to confirm and clarify the boundaries imefagionship between school and family, and to
articulate the privileges, conditions, and obligations of giggtion in the St. Stephen’s Episcopal School
community.

As an Episcopal school, St. Stephen’s Episcopal School embhacesltes of honor, tolerance, and
intellectual curiosity. We strive for justice and peag®ag all people, and to respect the dignity of every
human being. We are called to show forth God'’s love anzkgraall that we do. The administration,
faculty, staff, and Board of Trustees of St. Stephepisd®pal School will model these values for our
students in all aspects of our daily lives. Parents teeeginforce these values, both at home and in the
school environment.

St. Stephen’s Episcopal School students are to be politegectful at all times, show concern for the
welfare of others, and conduct themselves in an appropnateer. If we expect this of our students, we
also expect this of the adults in our community. Faculaff, parents, and trustees are to embrace the
same code of conduct while on school property, attending schatdleszed events, or accompanying
students off-campus. Graciousness, humility, and selfaamte expected at all times. Arrogance,
rudeness, and bullying are not acceptable and will natlbeated. Further, parents are not to reprimand
students while on campus unless that student is engagingawibethat could bring immediate harm to
the child or anyone else present.

When parents choose to enroll their child in an independhnbf they agree to: embrace the school’s
mission; share its core values; support its curricufaoylty, and staff; follow its rules; and abide by its
decisions. Trust and mutual respect are the underpinnings effactive parent/school relationship. For
matters large and small, the proper channel to raigesae or register a complaint is to go to the most
direct level first: i.e., to the teacher, coach, affshember most closely related to the issue anduatapa
of addressing it. If not satisfied at that juncturpagent should seek out the next level (department head,
division head, or other administrator). A parent shouédk sesolution at all lower levels before
contacting the Headmaster. Any decision of the Headmasdiieal. We encourage parents to discuss
their concerns with faculty and staff through appropriatnoels, and we welcome debate of the issues,
but we insist that this be done courteously, in a spitiespect and humility, with a willingness to listen
to and learn from one another. Efforts to undermine theatyttof relevant decision makers will be seen
as counterproductive and inappropriate.

We believe that a positive and constructive relationship leet\8¢. Stephen’s Episcopal School and a
student's parents or guardians is essential to théridfit of the School's mission. Thus, St. Stephen’s
Episcopal School reserves the right not to continue enrolloremit to re-enroll a student if St. Stephen’s
Episcopal School reasonably concludes that the actionsaseatmr guardian would make such a
positive, constructive relationship impossible, or otherwgsmasly interfere with St. Stephen’s
Episcopal School’'s accomplishment of its educational purposes.

W
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In an atmosphere of mutual respect and civility, the psréculty, staff, trustees, and students who
comprise the community of St. Stephen’s Episcopal School wilk wogether to continue to accomplish
our mission:

M ISSION STATEMENT

The mission of St. Stephen’s Episcopal School is to develap gudent to his/her full potential
academically, spiritually, morally, and physically. @agh educational experiences in a Christian
community, each student will grow in grace and beconasjgonsible and ethical leader.

ScHooL HoNOR CODE

The Honor Code is:

“As a member of the St. Stephen’s School Community, | ageegbnal responsibility for my actions
and their impact on other members of the community. Atraés | will exhibit academic integrity,
cultivate a safe and respectful environment, and encoullagbexrs to do the same. Specifically, | will
not lie, steal, cheat, nor use language/behavior thatisful to others.”

The SSES Honor Code is signed by all student§' grade.

ScHooL CREED

| believe in God above. | believe in Jesus’ love. | believeSisit, too, comes to teach me what to do. |
believe that | should be kind and loving, Lord, like thee.

CORE VALUES

1. Spirituality - We are an Episcopal school that focosesn ongoing relationship with God. We
provide daily worship and the opportunity to develop Christelnes. We promote respect for all faiths.

2. Community - We are dedicated to transforming the lbfesir students, families, faculty, and staff.
We provide an educational community that is safe, nurtuaind,joyful. We foster an innovative and
creative experience committed to educating the whole childreveach child is known and allowed to
pursue self discovery.

3. Character - We believe we are all created in Godige and likeness. We promote the moral values
of respect for self and others, responsibility, intggtlerance, and compassion. We believe that
contentment, a good sense of humor, recognition of selfliywand physical well being reflect a healthy,
developing child.

4. Balance - We provide a structured environment of challgragiademic, artistic, athletic, and
extracurricular programs and partner with families indbeelopment of their children with an emphasis
on individual learning.

5. Stewardship - We teach our students the value ofingjltheir gifts and talents for the greater good
and benefit of others. We encourage students to do trstiedeh day for personal growth, and to give
back to the school, the larger community, and the environenigh hands-on experiences and applied
knowledge.
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BOARD OF DIRECTORS

The SSES Board is responsible for setting policies agahational structure of the school to provide
proper management, fiscal responsibility, and programsddiition, it is responsible for hiring the
Headmaster, who then serves at the discretion of the Bsar@tephen’s Episcopal School Board is
composed of 10 to 15 members including the Rector, Heaemastd PFO Member Representative. The
Headmaster is a non-voting member of the Board. ThedBiilegates the responsibility for the day-to-
day operation of the school to the Headmaster. Boartingeere open meetings unless an Executive
Session is required. Meeting dates will be postetarsthool office. During the first open session of
each meeting visitors may make comments or suggestiansithiae heard by the Board and referred to
the appropriate committee for response or action. ThdrhAgster should be contacted at least a week in
advance of a scheduled board meeting so that an isauge@laced on the agenda for the open session.

ADMINISTRATIVE POLICIES

Admissions
Admission Policy
St. Stephen's Episcopal School admits students regardleasepfcolor, national or ethnic origin, who

have attained the appropriate age by September 1 of each year.

All students wishing to attend St. Stephen's Episcopal Schoolconnplete an Application for
Admission. Upon receipt of the application, supporting matead a non-refundable application fee
the Admissions Committee reviews the applications and maleeanmendation to the Headmaster,
who determines acceptance or denial. If a class is fulkests will be placed in a wait pool and offered a
space should one become available.

The Admissions Committee is made up of the Faculty Membeducting the evaluation, the Team
Leaders and the Headmaster. The admissions processgisede ensure the best possible fit between
student and school. Faculty observations and assessmenéviaveed by the Admissions Committee.
Supporting materials include all previous school transcripts,Irtiependent School Entrance Exam
(ISEE) for 8" — 8" grade students, the St. Stephen’s Episcopal School esteaam for students PK —
4th, and the Conner’s Social and Emotional Baseline Etvalua

Students 3 and older who apply in the summer are requiredetodetz day during a summer camp
session instead of an in-class visit. Students 3 and widst be potty trained to enter the PK3/4 class.
PreK children are eligible for evaluation 4 months pricthtodate of entrance. Students 3 and older who
are unable to attend either a spring in-class visit or suncarap will be considered for provisional
acceptance until a fall in-class visit.

Each spring, pre-registration is held for the currently llsdstudents who (1) are current on all tuition
and fee payments, and (2) are recommended by the Headfoasésenrollment

Age of Students

SSES works very hard to make its curriculum age appropabdg@ed, and graduated. Students must
have had a birthday on or before September 1 of the apgeopge for their class. That is, to enter a

o
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Pre-K two-year-old class a student must be two on or é&eptember®1 Likewise, to enter
kindergarten a student must have turned five on or before Smgtdin

Pre-K Summer School

Child must be three years of age®sptember 1 of the previous school yé€iae., by September 1,
2009, for the summer of 2010) and be completely potty tramedter this program.

Students new to SSES must enter through regular appligatorss and pay an application fee of
$150.

Priority placement will be given to students who regigtefour weeks or more. We will fill requests
for single weeks afterward on a first-come/first-servadis.

If a child arrives before 7:50 am or is picked up after 12noon (Mini Campdr 4pm (Full Day
Camp) and is not enrolled in Extended Care, a fee will be cldangematter the circumstances or
amount of time in Extended Care. If you are unable to gicikour child at the designated time,
please make other arrangements whenever posthEdee is $5 per 15 minutes until 6:00 pm
when the fee will be $2 per minute.

Licensing
St. Stephen’s Episcopal School is a member of the Natiorsalcisgtion of Episcopal Schools. NAES is
an official accrediting/membership agency and is recogrogatie Texas Education Agency.

St. Stephen's Episcopal School adheres to the guidelinestldiy the Texas Department of Protective
and Regulatory Services (TDPRS). This departmentdwgnized this fact and has licensed both the
school and Extended Care (as a day care program). Cormsudiat visits by these departments and
licensing agencies ensure consistency and quality ipragrams.

Attendance

For grades K through eighth, Texas state law requistsdent to be present 90 percent of the time. All
absences must be forecasted to the teacher and schoollbHiseudent misses more than a total of 16
days in one year, credit for that class or classestmalenied. Parents should petition the Headmaster
when unusual circumstances require unforeseen absences.

Material from Outside Organizations and Activities
All materials from outside organizations and activitiasstrbe approved by the Headmaster before being

sent home in the students’ backpacks. Parents and ietkpesties are not to ask teachers to send home
information, flyers, or notices of activities outside Sk backpacks. Such requests should be made
through the Headmaster.

Accident Insurance

A synopsis of the accident insurance coverage that SSE&sdam our students is on file in the school
office. Please check with the office to see a copyhef coverage. The school does not purchase
catastrophic accident or tackle football accident benefit

Emergencies
Our staff members take First Aid and CPR courses déwaryears. The school will immediately call

EMS as needed if your child has been seriously injureegnBawill then be notified as well. It is

o|
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important that you note your child’s physician and any hdgmiederence on the registration forms. If
you have changes in any information, you are responsiblefifying the school.

School Funding

St. Stephen’s Episcopal School has been funded through a edimbiof gifts, tuition, fees, and fund-
raisers. An excellent educational program cannot extsiout support, both financial and spiritual. St.
Stephen’s is a non-profit organization and accepts donatioesnorial gifts, estate gifts, and
endowments. These are essential to the success of SIES. these gifts are tax-deductible and
extremely appreciated.

Tuition

Tuition may either be paid in full or paid in installmetiirough a tuition management program. Upon
early enroliment, the first tuition payment (10%) is duedpyil 1*. Tuition payments must be kept
current in order for your child to continue in school. Nadsit records, including report cards will be
released unless tuition payments are current.

Tuition for students registering after September 15 will loegted according to the number of days they
will be in attendance.

Tuition at SSES covers only a portion of our budgeted expeWsesiust make up the remainder through
our event fundraising and the benevolence of foundations.

Admissions Schedule

Re-enroliment & Payment Guidelines

1. Payment may be made either in full or via a tuition gameent plan.

2. Current students must pay a re-enrollment fee of $150.

3. A scholarship form (available online through FACTS) nmestompleted before a family may be
considered for Financial Aid or Scholarship.

4. Scholarship information is held in strict confidence ashpeSt. Stephen’s Privacy Policy.

5. Students who enroll by Aprif'1(completed contract and 1/10th deposit) will be guarartegment.
6. A family’s financial account must be current on Julyt3dssthe student’s place to be held. A student
will not be allowed to start school with a delinquent acto

7. Only families who begin school after September 15heilallowed to pro-rate tuition.

8. No tuition refunds are available for students who lelwvang the academic year.

9. No student records, including teacher reports aretdetf reference, will be released until all accounts
are settled with the St. Stephen’s School Business Office.

Student Refugee Tuition Relief Policy St. Stephen’s Episcopal School encourages students to give
back to the school, the larger community, and the environmenigh hands-on experiences and applied
knowledge. Modeling this sense of stewardship and servalarap, we open our doors to student
refugees whose schools have been destroyed or tempores#yldly any disaster. Students from these
schools should apply as any other student; however tuition esdrfay be waived at the discretion of the
Executive Committee until their home school reopens. Thecapipln process remains identical to that
of any student application, the only exception being the wafitieapplication fee.

Scholarships

St. Stephen’s Scholarship:St. Stephen's Episcopal School offers limited scholarsbiparblled

students on the basis of economic need as determined byhiblarShip Committee of the Board of
Directors. Application for scholarships is done through the FA@ition management company
(www.factsmgt.conmor www.factstuitionaid.com There is no deadline for application; however, as funds
are limited we encourage you to apply early.

~|
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The Shirley B. McArthur Memorial Scholarship and the PSH Scholarship

The Shirley Beth McArthur Memorial Scholarship and théiR8holarship are awarded to new or
existing students, Grades 3-8, who demonstrate financial aggahd academic record, and the social
demeanor representative of our school honor code and core.valuescholarships are designed to
attract and keep some of the most promising scholars aser$em the St. Stephen’s School community.
McArthur Scholars are expected to embody the princidlesrvant leadership as exemplified by the life
of Shirley Beth McArthur.

These scholarships are designed to assist students with toi St. Stephen’s Episcopal School,
Wimberley. The scholarships promote servant leaders whorgrate economic need. Qualification
for the scholarships has two components: 1) financial reegéetérmined through the FACTS aid
evaluation process. 2) Scholarly servant leadership isngieted through the scholarship application
process by the Team Leaders and then reapplied for eachTyeascholarships are renewable pending
funding and the reapplication process. Funds for the schqarate raised primarily through dedicated
school fundraisers and directed giving throughout the yedrol&ship appointments take into
consideration the individual applicant, the amount of fundingabla as it relates to the total pool of
applicants and how each applicant will affect the poshialance of enrollment school-wide.

McArthur Scholars and PSH Scholars are expected taanmaim “B” or better grade point average and
daily demonstrate the school’'s mission statement. Retspaea expected to be actively involved in the
life of the school and to exercise positive leadership dhaautside the classroom.

Scholarship Application Requirements

Students interested in applying for a McArthur or PSH Behbip must:
submit a financial aid application through the FACTS preces
submit parent statement and student essay
submit teacher recommendations

Volunteerism

Volunteerism is an essential part of the SSES commusinply put, we could do not without it. That
said, SSES accounts for volunteerism via a voluntedot@jed at the school front office. Please note
that volunteers may use our volunteer records to iteimizgred automobile mileage as a tax deduction.

The SSES Parent and Friends Organization (PFO) istegral part of the school community. Every
SSES parent is a member of the PFO. The PFO meetanlggnd is organized around elected officers.
Each academic team (Pre-K, Primary, Intermediatg: Middle) has voluntary room parent coordinators
and each class has voluntary room parents. The roontparehthe PFO officers work together to
ensure good communication and the success of our many events.

Specific opportunities for volunteerism include carpoolir@jumteer coordinator, the Annual Fund, Book
Fair, Golf Tournament, Fall Festival and 5K, Gala Dinf#O Fundraising, box tops, SSES T-shirts,
Spring Extravaganza, the Preview Party, School Yearboatkydcation, Middle School Dances,
Grandparents Day, Christmas Ornaments, ScienceGeagraphy Bee, Science Fair Spaghetti Supper,
faculty lunches, graduation dinner, Las Posadas, Altad@EQdmmunity Workdays, Field Trip
Chaperones, library guest reader, Accelerated ReadaaRrognd Snack Bar Friday.

o |
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We believe that volunteerism and parent involvement in the b&hso crucial to our mission and vision
that we expect each family to volunteer at least 20hper year. For those who are not able to find the
time to volunteer at school, we encourage a minimum $30€gliie PFO. Volunteer hours are reported
to the PFO Volunteer Coordinator.

Task Forces

An excellent way to use the collective energy and expestiear constituents is through the work done
in task forces. Identified needs are addressed thrmsjiforces staffed by volunteers who research
issues and make reports and recommendations for agtibe Headmaster and the Board of Trustees.

Non-Discrimination Policy

St. Stephen’s Episcopal School does not discriminate dmetbasis of race, color, or national and
ethnic origin in administration of its educational policies, admission policies, scholarship program,
and athletic or any other school-administered program.

©|
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Family Handbook

GENERAL |NFORMATION

School Day
8:00 a.m. School starts for all students
3:15 p.m. Dismissal for PreK — Kindergarten

3:30 p.m. Dismissal for*l- 8" grades

Attendance
In order to ensure the success of your student, regtéadance is expected at St. Stephen’s. There is no
substitute for a student’s presence, listening, questionidgyanicipation.

Absences

Absences are excused for illness, family emergenciesl|igious exercise. Parents should call or email
the school office by at least 10am of the day in questidorecast an absence. We defer to the wisdom
of parents who deem that an appointment is necessarsitoaéion an emergency. In these cases the
absence will be excused. If students miss more thardfors, missed work is due upon return and study
hall will be assigned until the student is current acackdiy. Study hall fees of $15 per day will apply

Travel Absences
As much as possible, pleasure trips should occur during auifplelesignated vacations. Students may

ask for work ahead of time, but it is at the teachessrétion to decide if work can be given ahead of a
planned absence. Forty-eight hours notice must be givendén tw receive upcoming work. Students
should expect to make up work when they return. Grades ufiigy due to absences, and parents should
expect to put their children in study hall when they ret&tody hall fees of $15 per day will apply

Tardies
If a student arrives late to any class, he or she sidered tardy. Tardies will be excused if they are
scheduled or deemed an emergency.

Student Arrival and Dismissal
Please drive to one of the 2 drop off areas or park in ddasigrareas to accompany your child to the

classroom. The two drop off areas include: 1) the maipgptaund gate, 2) and the chapel courtyard.
Students arriving for morning extra-curriculars may bepea off at the gym. At 7:50 the campus gates
will be locked and a staff member will stand at themmgate to help receive children 3 years and older.
Parents of 2 year olds must escort their children tocthesroom. Students may not enter their
classrooms before 7:55. Children who arrive before 7:50 beistropped off at the main playground
gate. Children arriving at school from 7:00 to 7:50 will becpthin morning care.

Students in PreKKindergarten are picked up at 3:15 p.m. at the entran&e tmain playground.
Students who are not picked up by 3:30 p.m. will be requaredténd Extended Care, and parents will be
charged $5 per 15 minute increment.
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First through Eighth grade students are picked up at 3:3@ gathlion. Students who are not picked up
by 3:45 will be required to attend Extended Care, and panéhtse charged $5 per 15 minute increment.
The line for 3:30 dismissal may begin to form at 3:35. Aflyedismissal must be done through the
school office.

Students will only be released to adults listed orr thiek-up cards. Carpools and unique circumstances
should be discussed with the homeroom teacher.

Please drive in a safe manner. The campus speed lib@itiigph. No parking is allowed in student drop-
off areas. Students should not exit vehicles in thdde#. Please do not cross coned-off areas. Coned-
off roads indicate pedestrian and extracurricular areas.

Daily School Chapel
Early Childhood (PK2 —Kinder) attend chapel once a weekumsdays at 8:15am. Beginning in January

the Kindergarten begins to attend daily chapel. Grad@saftend Chapel every day at 8:15am.
Eucharistic Chapel is celebrated on Wednesday mornir@dsdam. Parents are encouraged to attend
these Chapel services.

Lost and Found
A lost and found box is kept in the office. Please checkrissing belongings there as well as in your

child's classroom. At the end of each semester unclaber®g left in the lost and found box will be
given to a local charity group.

Lunches
All children need to bring a nutritious sack lunch from hoMmée provide bottled water and students are

encouraged to bring a non-glass bottle with their namt bunches should be well balanced, nutritious
and have low sugar content. Please avoid foods and drirtkéight fructose corn syrup. Candy, sodas
or foods of minimal nutritional value are not allowed foasks or lunches at SSES. Lunches should be
packed in a manner easy for children to open by themséhezsse do not send glass bottles or jars.

Snacks
Extended Care students receive a small after-school drarcktudents attending any after school

activities we encourage you to pack an extra snack. Glassg cook during class and share their snacks.
Snack items might include fruit, popcorn, peanut butter eakers, granola, and pretzels. Pre-K parents
should consult with your child’s teacher if you would likeptovide class snacks for the entire class.
Students are allowed to eat snacks at designated dimieg) the day. Please check with your child's
teacher to see if parents contribute “group” snacksymufneed to pack a snack in your child’s

lunchbox. Please let your teacher know of any foods your diildl@ not have. The school must be
given a list of any food to which your child is allergic.

Birthdays
The teacher will recognize each student’s birthday in llesmom unless otherwise instructed. Parents

who wish to furnish birthday treats to their child’s class welcome to do so, provided that they confer
with the teacher in advance. Teachers usually recommentlspEreshments that can be served during
the last hour of the day. To avoid student exclusion and minipgiee marginalization, families hosting a
private birthday that includes SSES classmates museithatentire class. Party favors are not permitted
at SSES birthday recognitions.
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As part of our school tradition, we suggest that you conpidezhasing a book or other recorded media
in your child’s name for use in the Library. Teachershagpy to provide you with a list of suggested
materials, or you may choose an item from the DonatiomoSthicated in the office. These gifts can be
enjoyed by all again and again, and donations will be blessed appropriate chapel service; birthdays
of students are recognized each week in Chapel.

Class Parties

Approved class parties will be held for holidays and specedsions: All Saints Day/Day of the Dead,
Thanksgiving, Christmas, Valentine’'s Day, Easter, and @rfsichool. Party days are considered regular
academic days. These celebrations should include @uspicomponent. Parties are not to begin until
after the Morning Prayer Chapel Service. The Middle Schragl host traditional parties off-campus. Off
campus water parties are not permitted until sixth grétlddle Schoolparties that include a water
activity must include a lifeguard(s) with a ratio of 10 snideto 1 lifeguard. Early Childhood-
Intermediate School on-campus water parties are permittedoeimission from the Headmaster. Room
parents coordinate school-wide parties as needed. Pleaset tbatieacher for celebration arrangements.
The presence of siblings or any non-SSES members apélegs must be approved by the teacher.

Multimedia

For the purposes of this policy, multimedia is defined asapowisic recordings, moving and still film,
cameras, cell phones, digital games, and the worldwide wieimultimedia used at SSES must be
curricular and with a “PG” (parental guidance) or ‘{(EVeryone) designation for third to eighth grade and
“G” for Pre-K to second grade. Multimedia must be apprdwethe team leader and the Headmaster.
Exceptions to this policy must be curricular-related and thighconsent of the team leader and
Headmaster as well as being forewarned to the paretfits form of a written permission slip and with
the option of an equivalent curricular plan. All multimet#ms brought by students to SSES or used on
fieldtrips must be curricular-related and approved by thénezateam leader, and Headmaster. Students
are prohibited from using any of the aforementioned itenth®®SES campus during school hours. Any
use of these items without consent will result in their isoafion.

Distracting Objects
Bringing toys and unessential items to school is not alloviexinall cuddle toy for naptime in Pre-K and

items related to study topics are acceptable. All itehouild be identified by student name in case they
are misplaced. No toy guns, knives, war toys, or weap@nsllawed at school. Cell phones, iPods, and
other personal electronic devices are not allowed without pgomifom the Headmaster.

Outdoor Learning Centers
Outdoor learning areas are designed to be as safe as passilpisomote creative use of the outdoors.
Children are not permitted on the outdoor learning ceatesgy time without adult supervision, and they

must follow all rules as set by SSES.
Playgrounds

PK2 and PK3 use the Log Cabin playground.
PK4-2" Grade use the main playground.

Grades 3-5 use the playground between the gym and church.
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Playground Rules

Children will be supervised by an adult at all times.

Sand and rocks should be kept in their respective areas.
Children will swing either on their bottoms or on their shairs.
Children will ride bikes only on the bike paths.

Bike trails are one-way.

Balls will stay in the soccer and basketball areas.

Monkey bars are for swinging and sitting, not standing opjog

Severe Weather Days
St. Stephen’s Episcopal School will close for severe weeaifimecessary. Determination for school

closure will be made by the Headmaster after dialog Witinberley Independent School District, Hays
ISD, and Dripping Springs ISD. Communication of school closuitdoe made by the Headmaster to the
team leaders, who will notify their respective faculty, whl then contact the room parents responsible
for activating the class phone tree. School closures wpldséed on the school website. Please listen to
Austin television and radio broadcasts for a list diost closings. If the school must close after the
school day has started, the school will contact each syémtsecure transportation home. The school
will notify parents regarding make-up days.

Fire Drills/Tornado and Severe Weather Alerts

Fire drills and/or tornado drills will be held thiglwout the school year in accordance with state law. Maps
are located in each room indicating the appropriate evacuatjpreparation procedure for emergencies.
The drill announcement will be made from the office on theraam and then a call is made to the gym.
Teachers escort students in single file to the desigaagas. Teachers check for any missing students,
especially in the bathrooms. The office notifies teazhereturn to the classroom once the drill has
ended. During a severe weather alert children are direztbe middle hallway in the Pre-K-

Kindergarten wing and to the inside walls &f 4 8" grades.

Gum Chewing
Students are not allowed to chew gum unless given specifiermission by a teacher.

Library
The Lynda McCrocklin Library is a collection of books, ipdicals, and resources designed for young

children. All students and families may check out books.yMamilies present a book to the library in
honor of their child’s birthday or for Grandparents Daliese books are blessed in Chapel, labeled, and
added to the collection in the library. A Parent Resourceddeacludes books and periodicals for home
use.

The cost of any books checked out to a student or to his#nédy not returned by the last day of school
will be billed to the family along with an additional $10 pessing fee. No school records will be
released until library accounts are paid in full.
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Community Spiff-Up

Two community spiff-up days (one in the fall and one in thengpnvill be scheduled by the Headmaster.
These allow the community to come together to work on theiggiymppearance of the school.
Community workdays are required for faculty, staffj atudents, and we encourage parent volunteers.

Field Trips
Field trips and other school-wide functions augment our edunzdtiprogram by giving our formal

academic curriculum field traction and experiential engagentrield trips which are curricular and well-
organized are encouraged by the Headmaster. Field trips &tephen’s Episcopal School are planned
for educational purposes to meet classroom objectivesseTbbjectives will include specific curricular
activities and/or celebration of accomplishments.

A school trip is defined as a student or group of studentslpavschool campus under the sponsorship
of the school and under supervision of school employee(s) to exteadtiedal experiences consistent
with the general goals and objectives of the total school @magrA school trip must be related to the
curriculum of the school or to a cO-curricular activity (eclybs, student council). Any trip made by
school students which has not been approved by the Headmad®earar shall not be considered a
school trip.

Field trips are school trips designed to stimulate studegriesit and inquiry, and to provide opportunities
for educational growth and development which can be apptemxensions of the classroom.

Official uniforms are required on field trips. The teath@ermission must be granted before a sibling
may attend field trips.

Teachers will obtain written parent/guardian permission déach field trip from each student
participating. The parent/guardian will be notified of argnificant changes in plans prior to the school
trip. Field trip costs are covered by fees charged tenpg School trips may be cancelled when
necessary by the Headmaster or Board of Trustees. Thd sghtem cannot guarantee reimbursement
when such cancellations occur.

Students remain subject to all school and district poliare$ rules of conduct, including disciplinary
consequences, during school trips.

In the Primary School, teachers will schedule trips thatdaemed developmentally appropriate and
support the primary curriculum. The Pre-K through IntereedSchool will participate only in day trips,

while the Middle School will participate in several day trgs well as a fall overnight campout and
Spring trip. School trips may be cancelled by the Headgmastthe Board of Trustees. The school
cannot guarantee reimbursement when such cancellation occurs.

When privately owned vehicles are to be used for transgostudents, teachers, or parents/guardians on
a school trip parents of the students are to be notifiedrendwner of the vehicles and the parents must
acknowledge in writing that they have received notice thatdheot's liability insurance does not cover
the use of private vehicles to transport students for scuiolties.

Parents or guardians interested in driving studentsr(ttia@ their own child) on a field trip must be
approved and listed on the approved driver list in the offickeyTare required to allow the school
administration to review driver’s records provided by tlep&rtment of Motor Vehicles and to submit to
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the school office a copy of their driver's license, verifima of liability insurance, and vehicle
registration two weeks in advance of the trip. Ittisrggly suggested that you submit these documents at
thye beginning of each school year. A driver's record mudtdeeof any violations in order to drive
students other than his/her own child. The office stdffdetermine whether a driver is eligible.

All parents chaperoning a field trip are charged with tesponsibility of assisting St. Stephen’s
Episcopal School faculty and staff, thus ensuring the safetyl children. All field trip volunteers must
complete the Safeguarding God's Children in-service affgreriodically at SSES and other Episcopal
schools and churches

In the Primary School, teachers will schedule trips thatdaemed developmentally appropriate and
support the primary curriculum. PreK and Primary Schookttp amusement parks are prohibited.
Intermediate and Middle School trips to amusement parks espor approval of the Headmaster.

School trips that involve water related activities suchvamsning, diving, boating, sailing, cruise ship
travel, etc. require prior approval of the Headmasten. sdh trip will be approved unless it provides a
unigue educational opportunity that directly relates to theatmm or to a co-curricular activity. In
addition, a detailed plan to address supervision and sa&fetls of students must be submitted.

The Pre-K through Intermediate School will participate anlgay trips, while the Middle School will
participate in several day trips as well as a fall overnigimpout and Spring trip. All overnight trips
require prior approval of the Headmaster and the Boarder@eguidelines for overnight trips include:

A. Trips that include both male and female students sha# both male and female chaperones.
B. Student accident insurance shall be in force on eadest

Trips out of Texas and the continental United States neequior Board approval. No trip will be
approved unless it provides a unique educational opportuaitylifectly relates to the curriculum or to a
co-curricular activity. If a trip includes multiple logats all components of the trip shall meet these
requirements.

Student Participation in Field Trips: It is the policy of St. Stephen’s Episcopal School tHagtatlents
will participate in all field trips. However, a teacheny exclude a student from a field trip when the
following steps are taken:

1. Student placement on probationary status

2. Teacher/Student conference and development of interventian ol assist student’s
development of appropriate behavior

3. Team Leader conference held prior to field trip to det@@meadiness for the trip
4. Teacher will contact parent with results of the conference

5. Students excluded from a St. Stephen’s Episcopal Schooltfipldvill be supervised by
faculty remaining on campus.
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Immunizations

A student shall show acceptable evidence of vaccinationtoremtry, attendance, or transfer to a child-
care facility or public or private elementary or secopd@hool in Texas. Immunization requirements

are:

By 25 months Four doses of DTaP/DT/DTP, Three dosdsagmlio and hepatitis B, One
dose each of MMR, Hib, varicella, and hepatitis A reegion or after 1st
birthday

By 43 months Four doses of DTaP/DT/DTP, Three dosdsagmlio and hepatitis B, Two

doses of hepatitis A, One dose each of MMR, Hib, ande#aireceived on or
after 1st birthday

Grades K - 8

pSes

Vaccines Kindergarten 7" Grade 8th Grade
3 dosess)
Diptheria, Tetanus & Pertussis 5 doses or 3 dosess) 1 Tdap/Td booster
(DTaP/DTP/DT/Td/Tdap) 4 doses) 1 Tdap/Td boostey | within last 10 years,
Polio we 4 doses or 3 dose 4 doses or 3 doses 4 doses or 3d
Measles, Mumps & Rubellaz11) 2 doses 2 doses 2 dosesn
(MMR)

Hepatitis Basa1 3 doses 3 doses 3 doses
Varicellaws1,12) 2 doses 2 doses 1 dase
Meningococcah, 1 dose
Hepatitis Aw1011) 2 doses

Footnotes

1Receipt of the dose up to (and including) 4 days before the birthday will shésfghool entry immunization

requirement.

2Five doses of a diphtheria-tetanus-pertussis containing vaccine, one of wisichave been received on or after the 4

birthday; however, 4 doses meet the requirement ifilege was given on or after thebirthday.
3 Three doses, including one dose on or after ttimrthday.
4 Students will be required to have a booster dose of Tdap only if it has been fvsigea their last dose of tetanus-
containing vaccine. Td is acceptable in lieu of Tdap if a contraindicatiomttspis exists.
5 Students will be required to have a booster dose of Tdap if it has been tenneatlkesi previous dose of tetanus-
containing vaccine. Td is acceptable in lieu of Tdap if a contraindicatiomttspis exists.
6 Four doses of polio vaccine one of which must have been received on tin@#tepirthday, however, 3 doses meet the
requirement if the.3dose was given on or after thebirthday.
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7 Two doses of MMR vaccine with thedose on or after the«birthday. For the 2009 - 2010 school year; I2ngrade
students are required to have two doses of a measles-containing vaccimes daseoeach of mumps and rubella vaccine.
Refer to the phase-in schedule to determine when the 2-dose MMR requirementgeffsdnfor #- 12ngrade.

8 Two doses of adult hepatitis B vaccine (Recomhiyaxe acceptable for individuals 11 - 15 years of age. Dosage and
type of vaccinenust be clearly documented. (Two 10 mcg/1.0 ml of Recombivax

9 Two doses received on or after théitthday. Refer to the phase-in schedule to determine when the 2-dose Varicella
requirement goes into effect fos-8L2»grade.

10 Two doses with thestdose received on or after theblrthday.

11Serologic confirmation of immunity to measles, mumps, rubella, hepBtitiepatitis A, or varicella or serologic
evidence of infection is acceptable in lieu of vaccine.

12Previous illness may be documented with a written statement from a&iphysichool nurse, or the child’s parent or
guardian containing wording such as: “This is to verify that (name of student) heallaatisease (chickenpox) on or
about (date) and does not need varicella vaccine.”

Phase-in Schedule for Hepatitis A, MMR, Varicella, Tdapand Meningococcal
requirements for students.

Hepatitis A: This requirement will be phased in by grades through Schaal 2@21/22
SY 2009/10 K

SY 2010/11 K through 1
SY 2011/12 K through 2
SY 2012/13 K through 3
SY 2013/14 K through 4
SY 2014/15 K through 5
SY 2015/16 K through 6
SY 2016/17 K through 7
SY 2017/18 K through 8
SY 2018/19 K through 9
SY 2019/20 K through 10
SY 2020/21 K through 11
SY 2021/22 K through 12

MMR: This requirement will be phased in by grades through School2024/22
SY 2009/10 K

SY 2010/11 K through 1
SY 2011/12 K through 2
SY 2012/13 K through 3
SY 2013/14 K through 4
SY 2014/15 K through 5
SY 2015/16 K through 6
SY 2016/17 K through 7
SY 2017/18 K through 8
SY 2018/19 K through 9
SY 2019/20 K through 10
SY 2020/21 K through 11
SY 2021/22 K through 12

Varicella: This requirement will be phased in by grades through Schaol 2@15/16
SY 2009/10 K and 7

SY 2010/11 K through 1, 7 through 8

SY 2011/12 K through 2, 7 through 9

SY 2012/13 K through 3, 7 through 10

SY 2013/14 K through 4, 7 through 11

SY 2014/15 K through 5, 7 through 12

SY 2015/16 K through 12, (adds the 6th grade)
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Tdap: This requirement will be phased in by grades through Scfeml 2014/15

SY 2009/10 7

SY 2010/11 7 through 8*

SY 2011/12 7 through 9*

SY 2012/13 7 through 10*

SY 2013/14 7 through 11*

SY 2014/15 7 through 12*

*Grades 8 through 12. Beginning SY 2009 - 2010, students who haeéresdy received Tdap
vaccine are required to receive one booster dose of Tdap t&n years have passed since the
last dose of a tetanus-diphtheria-containing vaccine.

Meningococcal: This requirement will be phased in by grades through Scheat 2014/15
SY 2009/10 7

SY 2010/11 7 through 8

SY 2011/12 7 through 9

SY 2012/13 7 through 10

SY 2013/14 7 through 11

SY 2014/15 7 through 12

Health, lllness and Medications

Please do not bring a sick child to school. Children’sstes spread rapidly. SSES strives to provide a

healthy learning environment for its students and a healthly @wvironment for its employees.

A student may not attend school when any of the following exist
Fever. Your child must be fever-free for 24 hours followingdbeurrence of fever before returning
to school. (Fever means an oral temperature 99.5 degrgesater, rectal temperature of 100.4
degrees or greater, or armpit temperature of 99.0 degregsater).

Vomiting (two or more episodes in 24 hours)

Uncontrolled diarrhea. Your child must have returned tolaedrowel movements before returning
to school.

Communicable diseases. These include (but are not lino}estarlet fever, German measles,
mumps, chicken pox and whooping cough.

Sore throat

Any contagious rash

Skin infections, including impetigo, ringworm, staph, &wis
Pink eye and other eye infections

Head lice

Policy regarding head lice:

When necessary the school will have periodic head checks ceddactice by a nurse or other
qualified person.
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If a child appears to have head lice, the parents wilhfeemed immediately and asked to pick
up their child early from school.

Please consult your child’s physician for treatment at.once

A child may not return to school until he/she has receieatrirent for head lice and been
examined by a nurse or other school personnel and certifleldizar.

Upon recommendation of the Texas Department of Health)aksrooms will not be sprayed
with chemicals to treat for head lice.

In extreme conditions, and only where warranted, the schootlose the facility for one day in
order to ensure all lice have been without a host ##-hour period.

No child excluded from attending class due to lice iafigmt will be readmitted to class until all
lice and nits have been removed from the child’s hair.

When in doubt, please do not bring a sick child to school.

Please contact the school office via phone or email by 10:0@&the day in question if a student is sick
and must miss school. The school is required to reporagimnts disease incidence rates to the county
health department, and notification allows us to give amplewg to other students’ parents that an
infectious disease is occurring in a specific populaticstudents.

When your child returns to school, please send a note orhealkahool office, if he/she should not
participate in motor skills or strenuous physical acésit

Please notify the school office of any serious medical condithat affect your child. You should update
your registration information throughout the year if necessary

Medications

All student medications will be stored in the school offfdeprescription medications sent from home

to be administered during class hours must be in thenatigontainer and labeled with the child’s name,
a date, the prescribing physician’'s name, and completeictisns as to dosage times and quantities.
Parents must fill out a medication form in the officettir morning Extended Care staff, to indicate the
time of day to administer the medication. If it is alglanedication, a standing order needs to be in
writing from the child’'s parent. This order will be kept imetstudent’s file. School personnel must
administer the medication as stated on the label direcindswvill not administer medications that have
expired. Alog is kept, by the office staff, of all metions given.

All non-prescription medications sent from home which need tadbgnistered during class hours must
be in the original container and labeled with the childma and the date the medication was brought to
the school. The child’s parent must bring the medication toofthee, fill out a medication form and
indicate when the medication should be administered. Schosdrpeel must administer it according to
label directions. For students’ safety, unused medicatwihsot be sent home.

St. Stephen’s Episcopal School does NOT store medicationsheveammer. Any medication left on
campus after the last day of school will be destroyed.

Family Handbook—2009-2010 19



ACADEMIC POLICIES

Pre-K- Eighth Grade
Based on a strong Christian ethic, the curriculum of ®pl&n's Episcopal School is designed to reflect

the philosophy and goals that, when attained by the styddhtselp them establish a strong intellectual,
physical, moral, and ethical foundation for their lives.

The curriculum is based on the belief that early childhood dpwednt, through concrete hands-on
experiences, provides a solid foundation for educationaltrd®@mall classes and excellent instruction
allow for optimum individual development. Further enrichmenpiievided by special instruction in

music, motor skills development, art, Spanish language studied interaction with educational
computer software. Classrooms and play areas are desigdetlurmished to enhance self-initiated
learning experiences.

Our academic programs are arranged into five teamsy Edrldhood (Pre-K2 to Pre-K4), Primary
(Kindergarten through Second Grade), Intermediate (Thimugh Fifth Grades), Middle School (Sixth
through Eighth Grades), and Specials (Art, Music, Sparinformation Technology). Each team has a
leader who meets with the Headmaster weekly. The entiudtyameets every other week, and the teams
meet at least every other week.

Core academic classes for students in first and seyraigs are math, social studies, language arts,
literature, science, and physical education. This curmeuhyolves math instruction, natural science and
world cultures. Computer literacy, music, art, and Siraise a part of the regular curriculum for first
and second grades.

Core academic classes meet daily for students intitniotigh eighth grades: math, history, language arts,
literature, science, and physical education. This curmeuhyolves math instruction, natural science,
history, and world cultures. Computer literacy, musig,amtl Spanish, are a part of the regular
curriculum for Intermediate and Middle Schools.

Testing
First and second grade students will be given comprehensivef-gedr reviews to ensure completion of

basic entrance and exit expectations and as a meawsltate our academic curriculum. Parents should
consult the school calendar, academic syllabi, and assigrgheats to avoid scheduling appointments
during tests.

The CTP4, produced by Educational Records Bureau, is adengd in the spring to first through eighth
grade students. Test results are discussed with the paténsIAP conferences. These results are one
way to measure the progress of students and programs.

Center For Individual Studies

St. Stephens’s Episcopal School is a place where all stualenggven the tools to develop their full
academic potential. In the school life of all studettitste will likely be a need for academic support and
service through remediation and/or acceleration. Theadjs¢s and teacher working in the Center for
Individual Studies at SSES will help children on a one-to-oseslm in small groups to support either
enrichment or remedial work, as appropriate. This setigioffered to althildren enrolled in the school
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at no additional cost. The Center and the classroaohées will work hand in hand with the student and
as appropriate with the parents to provide an opportumnitgeoh child to meet his/her individual needs.

The Center for Individual Studies is located in the hipl@mputer lab facility.
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Report Cards
Pre-K students will have a written report in the faidlan the spring. Numeric evaluation and letter

grades begin in thé*grade. K8" grade children have a nine-week evaluation cycle aréarid of 9
weeks, a report card is sent home to report the stedaragress in various subjects, skill areas and
conduct. Report Cards are sent home with children tidayfollowing the end of the nine-weeks
grading period with the exception of the last Report Oahich is mailed home in June. Children are
requested to wait until they are alone with their parentsview and discuss the report cards privately.
As academic grades are considered confidential, studenpmegmts should not discuss report cards
outside of their immediate family.

Parents should sign and return Report Cards to schofalibwing week. If desired, parents and students
may later contact the teacher for a conference tdyckigrade or to develop a plan of action for
improvement.

Grading Scales

Kindergarteruses the following marks for subjects and skill areas:

Exceptional

Very good

Satisfactory—at grade level expectation

Less than satisfactory—below expectation

Needs improvement

Unsatisfactory

Introducing

Developing

Mastered

Kindergarten students do not receive a report card untiéridef the second nine weeks grading period.

nnmum
+
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First Grade and Second Graaes the following marks for subjects and skills areas:

E Exceptional- Consistently demonstrates & communicatesnanand of concepts beyond grade
level standards and works independently

Above Average — Child is mastering 90-100% of the conceptskalisd

Satisfactory — Child is mastering 80-89% of the concapdsskills

Needs Reinforcement — Child is mastering 70-79% of theepas and skills

Unsatisfactory — Child is mastering less than 70%hefconcepts and skills

czunuwn
+
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The Intermediate School (gradesbB uses the following marks for subjects and study skills:

% Equivalent

A+ 99-100

A 92-98

A- 90-91

B+ 88-89

B 82-87

B- 80-81

C+ 78-79

C 72-77

C- 70-71

D 65-69 (Failing)
F 0-64 (Failing)

Conduct grades may be given by the classroom teacher |assvioegi enrichment teachers for all
intermediate students.

S at grade level expectation (S+ above expectation; Swledpectation)

N needs improvement, significantly below grade level expeatat

E exceptional (unusual, reserved for the students who eeptsnally well-behaved, kind, and
helpful)

The Middle School (grades 8) uses numbers for subject grades. The highest possibleigraie
subject is 100(%). Refer to the Intermediate School grade abale to obtain an equivalent letter grade.
Any grade below 70 is considered failing.

In addition, the Middle School teachers will include commabizut a student’s study skills and habits,
attitude, participation, conduct, and performance.

Late Academic Assignments

- To receive full credit for an assignment, the work mudubeed in on the date that it is due. Each
day the assignment is late, 10 points will be deducted tiheverall grade on the assignment (i.e.,
two days late = the highest grade available of 80). Afftere days the grade will be a zero. All work
must be completed and turned in before the report cdlrdevissued. Missed class work and tests
need to be made up after school or in the Center for IndivBtudies during the day.

A student whose absence is excused will be allowed one dagdhrday absent to make up any
schoolwork that is missed depending on the length of timg.dia the student’s responsibility to
find out what assignments were missed.

If the student is absent for an extended period (two omore days), assignments are to be picked
up from the office at the end of the school day. Parentsust call by 10:00 a.m. to give the
homeroom teacher time to coordinate the student’s work.
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No student will be penalized for excused absences ifssigranents are returned in the allotted time.

If the student is absent assignments missed must be conmipdébved grades can be issued. Zeros are
given to work missed during unexcused absences. Extendedspefiaolsence should be followed by
an IAP meeting.

Academic Support

Academic Support, which is an extra-curricular offering iddie school, may be used by any student
who needs structured time for academic help. Academic Suppgralso be assigned by teachers,
advisors, and the Headmaster for academic or disciplreasons.

Academic Probation

Academic probation is instigated for a student who faitsor more classes in a grading period.
Academic probation status is used to heighten the urgencyasfealemic situation and to communicate
that the grades must improve or tenure at SSES willrbertated. Probationary terms extend through
each six weeks grading period, with the team leadersngestthe end of the six weeks to recommend to
the Head Master whether: 1) the probationary status be Igte) the probationary status be continued
for another six weeks, or 3) the student be removed frowoscThe recommendation by the team
leaders will be heavily influenced by progress made duhiagprobationary period as determined by the
teachers. The Head Master has the final say in detergrprobationary status. Tuition contracts are not
voided for students removed from school for academic reasons.

HoONOR CODE

St. Stephen's Episcopal School strives to provide a loving,eseamat consistent environment for children
and adults. We are expected to speak and behaveimrtgous and appropriate manner.

The School Honor Code read&s'a member of the St. Stephen’s Episcopal School commuraiyckpt
personal responsibility for my actions and their impact on otheembers of the community. At all
times, | will exhibit academic integrity, cultivate a safe@nespectful environment, and encourage all
others to do the same. Specifically, | will not lie, steaigat, nor use language/behavior that is
harmful to others.”

The SSES Honor Code is to be signed by all students kintemghrough eighth grade in Chapel. The
Honor Code system is not used for the PreK.

Honor Code violations include, but are not limited to, lystgaling, cheating, fighting, and inappropriate
language. Recourse for Honor Code violations include, but atenited to, removal of the student’s
name from the Honor Code for a one-month term and assighedlsork in lieu of the next school
sponsored trip. This assignment will be completed at schowmiglthe next schoal trip.

After a month, appropriate team faculty members will rwrthe progress of the student and determine
if his/her name is to be returned to the Honor Code beif status is to be elevated to Disciplinary
Probation.

Family Handbook—2009-2010 24



DISCIPLINE

Disciplinary Procedures
If a child is having some behavior problems in school oekoed Care the problems will be handled in

the following way:

*

Discipline and guidance will be consistent and directegrtmote self-management and acceptable
behavior.

Children with good behavior are recognized and encouraged.

Children will be taught by example through the use ofdad consistent rules, and discipline will be
relevant to the behavior involved.

If necessary, brief and supervised separation from thggnay be used.

The child will be asked to remember the rule.

Continual disruption requires discussion among the teacheenstahd parents.
Further difficulties will be referred to the Headmaster.

Parents will be notified and invited to a conference ththteacher and the Headmaster as needed.
Parents will be notified of continued discipline probsenDisciplinary slips will be mailed home.

Corporal punishment will not be used.
Children with continued behavioral problems who do ngtaed positively to these discipline

methods may be assigned Disciplinary Probation statuslamétely asked by the Headmaster to
withdraw.

Tuition contracts are not voided for students removed fidrad for disciplinary reasons.

Pre-K Discipline
We try to avoid disciplinary situations by teachimgdning, communication and mutual respect.

The teacher will redirect inappropriate behavior.

Teacher models conflict-resolution. (Example: If the chitdaee fighting over a toy, the teacher will
prompt them to say what they want with words and come tipangolution.)

The teacher may place the child in time-out, with a maxrn of one minute per year of age, in a
designated area where the teacher can see the child.

The teacher may impose the following immediate consequéorchiting, kicking, or biting any
person:

Supervised removal from the group and notification of thelshgarent.
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If the behavior continues, the parent will be asked tk pichis/her child.

As a condition of the child’s return to school, the parent(s} aitiisnd a conference with the
teacher and the Headmaster.

If a child exhibits inappropriate behavior over an extendedgef time, he/she will be subject
to dismissal from school.

Primary School Discipline
We try to avoid disciplinary situations by teachimgdning, communication and mutual respect.

Classroom rules are discussed and posted.
The Honor Code is posted and discussed prior to signing.

Disciplinary Slips are used to communicate and documerniplimsry infractions. Disciplinary Slips
copied and mailed to parents.

Parents are apprised of the classroom rules and disciplnetbe first week of school and receive
weekly notification of their student’s charted behavibcilcumstances warrant it, parents will
receive daily notification.

Continued misbehavior will result in a parent/teaclogrference.

If there is a direct violation of the Honor Code (i.eindy cheating, stealing, hitting, or physical
aggression), parents will receive notice with a digegly slip. Prior to this parent notification, the
Headmaster and the team leader will be notified of t@tson and given a copy of the disciplinary

notice. The notification will be mailed from the offiCEhe student may be suspended and taken off of the
Honor Code for a period of time followed by a meeting \iidn Headmaster. Future infractions may

result in Disciplinary Probation.

Intermediate and Middle School Discipline
We try to avoid disciplinary situations by teachimgdning, communication and mutual respect.

Classroom rules are discussed and posted.

The Honor Code is posted and discussed prior to signing.
The teacher will redirect inappropriate behavior.

Teacher models conflict-resolution.

Disciplinary Slips are used to communicate and documernplirsry infractions. Disciplinary slips
copied and mailed to parents.

Parents are apprised of the classroom rules and disciplnetbe first week of school and receive
weekly notification of their student’s charted behavibcilcumstances warrant it, parents will
receive daily notification.

Family Handbook—2009-2010 26



Continued misbehavior will result in a parent/teaclogrference.

If there is a direct violation of the Honor Code (i.eindy cheating, stealing, hitting, or physical
aggression), parents will receive notice with a digegl slip. Prior to this parent notification, the
Headmaster and the team leader will be notified ofitbat®n and given a copy of the disciplinary

notice. The notification will be mailed from the officCEhe student may be suspended and taken off of the
Honor Code for a period of time followed by a meeting \iidn Headmaster. Future infractions may

result in Disciplinary Probation

Disciplinary Probation
Disciplinary probation status may be given only by the Heathmasho makes this decision after a

recommendation from the teacher and team leaders. Diseiplimobation status is used to heighten the
urgency of a disciplinary situation and to communica&¢ tihe behavior must change or tenure at SSES
will be terminated. Probationary terms extend througih @ne weeks grading period, with the team
leaders meeting at the end of the nine weeks to makemmeendation to the Headmaster as to whether:
1) the probationary status should be lifted, 2) the probagastatus should be continued for another nine
weeks, or 3) the student should be removed from school. Asdeiaic probation, the recommendations
made by the team leaders are heavily influenced by tlyega® of the student during the probationary
period as determined by the teachers and team leaderfindhdetermination of probationary status is
made by the Headmaster. Tuition contracts are not voideddudents removed from school for
disciplinary reasons.

DRESSCODE

Pre-K Dress Code

Two-year-old Dress
For safety, comfort, range of motion, and potty trairimgfollowing guidelines should be followed:

Dresses are not appropriate for motor skills days. Yeacher will let you know the motor skills

schedule. NO one-piece outfits — they are not conducivetty tpaining and can hinder movement

during motor skills. Shorts and pants with elastic tgsaase recommended because they are easier for the
child to pull up. Dresses and tights are fine but not on the daijd will be attending motor skills. Only
shoes with Velcro and rubber soles (no black) may be wariidgh tops, sandals, or boots for safety
reasons. No belts.

Three and Four Year Old Dress
For safety, comfort and range of motion the following glirgs should be followed:

Children should be able to handle their clothing indepehdesiien using the restroom. Shorts
and pants with elastic waists are required becaugeatieecasier for the child to pull up. Dresses
and tights are fine but not on the days child will be attendiatpr skills. Girls wearing
dresses/skirts must wear shorts or tights under it.

As a safety precaution, only children who are proficanying their shoes should wear rubber-
soled lace shoes. Closed-toed shoes with Velcro or zihperes with rubber soles are required
unless the student is able to tie his/her own shoes. No highhtegls, sandals, or boots.
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Students who turn three by September 1 must be potty trametiilly out of diapers to enter our three-
year-old curriculum.

Kindergarten through Eighth Grade

At St. Stephen’s Episcopal Schatficial dress uniformconsists of navy polo shirt with SSES logo and
khaki pants and shorts/skort. The official dress unifisrrequired on Wednesday Eucharist days, special
occasions, and field trips. On other school days a studentvear official uniform; red or white logo

polo with khaki bottoms; or a red, white, or navy St. B&gps T-shirt with the uniform khaki shorts/skort
or pantsShirts must be tucked in at all time&efer to the Land’s End website for a complete listihg

all other SSES approved items. Dress code violatiohbevthandled disciplinarily.

Where to Purchase

Land's End is the suggested uniform brand because for evertygserfrom our school Land’'s End will
donate three percent of the net sales back to our pobjebbice. St. Stephen’s Episcopal School;
Wimberley, TX has The Land’s End school number of 900048372.

Free Dress Day Uniform Policy
Occasionally we will offer (sometimes for $2) a non-urifcor “free” dress day. On these days we ask

that students dress with modesty in mind and spedyfitt@t no clothing advertisements, spaghetti
straps, halter tops, bare midriffs, or exposed undergasnaee worn. Students must always bring
appropriate shoes for P.E.

Teams/Other Organizations
Scouts and Brownies may wear their uniforms on theitingeeay unless the meeting day is Wednesday

or field trip day. (It must be a full uniform. No partiatiforms are permitted.)

Outer Wear / Winter Coats
ONLY sweaters and sweatshirts with school logo are permittdten wearing a uniform. Fleece,

turtlenecks, or coats should be worn when the navy sweateweatshirt does not provide adequate
warmth.

Shoes
Shoes are required at all times unless otherwise notéldebystructor. No particular brand is required

but they must be red, white and/or navy. Children urnablie their own shoes must wear shoes w/Velcro
or zipper closures. Please practice shoe tying at home. sOidywhite or navy socks, tights, or leggings
are allowed.

Belts
Solid black or brown belts are required for Grades B8ckles should not contain emblems or images.

Hats
No hats are permitted at school in the chapel, classrapntgllways but may be worn for outside
activities, especially on hot or cold days.
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Hair
Hair must be a natural hair color. Any hairstyle thatiseg a distraction during class time is not
permissible.

Jewelry
Students may wear a necklace and/or bracelet that is@ie and may wear one ring on each hand.

Girls may wear one set of earrings (one in each eams)s Bre not permitted to wear earrings. No other
jewelry is permitted.

Extracurricular and Extended Care Policies

Extracurricular
The three-season extra-curriculum includes (but is notddri) archery, balance (scooters, skateboards

and academic support. Each season (fall, winter and ¥asglifferent offerings, each requiring
separate registration. Payment is required before easlos begins. Upon registration a student will not
be allowed to quit for that season. Attendance wilbljeeted unless the teacher is given prior notice.

Extended Care
Extended Care (non-curricular play) is offered from 7:00 gori:55 a.m. and from 15 minutes after your

child’s dismissal until 6:00 p.m. daily (excluding school holglajxtended Care is provided for a fee,
paid in advance of each season. Extended Care includescktinies for the students and an
afternoon snack. Please notify the Extended Care staffi iwgh for your child to do homework during
Extended Care. The Extended Care staff answers the s¢tww pumber (512.847.9857) after 4:30 p.m.

Children arriving before 7:50 a.m. must report to the nmyy ixtended Care area and a fee for morning
Extended Care will be billed.

If a student is not picked up by 3:30pm (PK -K) and 3:45pt @), the teacher will take the student to
the afternoon Extended Care area. The parent must thenrgoatidrnoon Extended Care staff to pick
up the student and the parent will be charged a fee of $bpamute increments for Extended Care.

Late pick-up from Extended Care

All children must be picked up by 6:00 p.m. or a late fe of $2/minute will be charged per student.

COMMUNICATION

Schedules and Syllabi

Teachers provide parents with a daily schedule and a weetlgletter.All teachers provide a 9-weeks
syllabus, also posted on our website the first Monday df gearding period. The syllabus includes
teacher contact information (email and phone), the coursemtest the grading scheme, and a
chronology of curricular themes and important assignments.
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Assignment Sheets and Class News

Assignment sheets/classroom notes and news are postegthdoéwebsite every Monday. They are to
be a weekly forecast of assignments and work allowing stsidewd parents to work together for student
success.

Surveys
On occasion it is necessary for SSES to survey faqatgnts and/or students, followed by the
Headmaster’s presentation of a survey summary and respapsr. Please participate when asked.

Questions and/or Concerns

Parents are required to first contact their chitdacher if there is a problem the parents wish to discuss.
This contact can take the form of an email, phone agadl,written note. The teacher will attempt to
resolve the problem with either an email, phone call dn wivritten response. If there are problems that
cannot be resolved in this manner, then parents wilhbeuraged by the teacher to meet with the faculty
member and appropriate team leader. A follow-up conferericleerscheduled to allow parents, the team
leader, and the teacher to meet as a group. If paréhtsedtthat the problem has not been satisfactorily
resolved an appointment with the Headmaster will be stébedu

Teacher/Parent Communication

Teachers make every effort to communicate with parentdm@gaent basis. Nine-weeks report cards
mid-period progress reports ensure this communication.nmia IAP conferences (*) are required to be
offered to parents of each student. Letters, naiekess, phone calls, emails, etc., are the key to
developing good communication between the teacher and parents.

(*) See Center For Individual Studies, p. 18

Official School Communication

Official school communications will be handled by standard,reankil, and information placed in the
Tuesday folders taken home by students. This includesesaiidield trips, testing, and school events.
In addition, emails from the school office will be semgarding announcements, changes in schedule,
events, and other necessary news items. Please malleesafice has an up-to-date primary e-mail
address for each family as we would like to handle mostmunications in this manner.

GRIEVANCES

The aim of the grievance procedure is to enable parentsite grievances heard and addressed in a
timely, orderly, and appropriate manner. It is intendedghavances should be settled quickly and fairly
and be initially dealt with as close to the source asipte.

A grievance is a complaint by a parent about any asgettteocurriculum, procedures, policies or
operation of the school as well as relationships with thadhwester, School Board, other parents,
teachers, other employees or students. The grievance sheoalielthat lies within the power of school
management to resolve.

Grievance Process

Parents are required to first contact their chitdacher if there is a problem the parents wish to discuss.
This contact can take the form of an email, phone agadl,written note. The teacher will attempt to
resolve the problem with either an email, phone call dn wivritten response. If there are problems that
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cannot be resolved in this manner, then parents wilhbeugaged by the teacher to meet with the
appropriate team leader. A follow-up conference will be scleeldiol allow parents, the team leader, and
the teacher to meet as a group. If parents still Fegtlthe problem has not been satisfactorily resolved an
appointment with the Headmaster will be scheduled.

“School” refers to St. Stephen’s Episcopal School, Wimpettee. “Headmaster” refers to the principal
administrative officer of the School and to any other titted to identify the Headmaster where
appropriate. “Friend” refers to any person chosen by thenp&meaccompany the parent during the
grievance procedure and may include an attorney to repriseparent. “School Board” refers to the
Board of Directors of the school. “Chair” refers to tpeesiding officer of the School Board or
appropriate school committee. “Parent” refers to the paseriegal guardian of a student currently
enrolled at, recently dismissed from, or not invitedktadhe school.

Those persons responsible for dealing with grievanceddlivaat them seriously and respectfully and
attempt to resolve them as quickly as possible. Parentddstezognize that answers to some complaints
may be obtainable only by reference to others outside afcti@ol and that grievance resolution could be
delayed beyond normally expected time limitations. At dages of the grievance procedure, the parent
may be accompanied by a friend, attorney or other aduiskewise, the Headmaster, School Board,
Administrative Committee or Executive Committee may, at stage of the grievance procedure, seek
the advice of and be accompanied by the School Chancelldnesraitorney or appropriate advisor.

If a time limit or deadline for action provided herein fails a Saturday, Sunday, or on a school holiday
or national holiday, such time limit or deadline for ewtshall be extended to the next school day during
the school year or to the next regular business day duriray theer recess.

Grievance Procedure

Stage 1

The parent should personally present the grievance tedehdmaster, either orally or in writing or both.
The Headmaster should normally meet with the parent to heagrievance and attempt to give a
response, either interim or final, within seven daysasoon thereafter as reasonably practicable under
the circumstances.

The initial response of the Headmaster will be to engritiae parent to dialog with the teacher, advisor,
and team leader. If the team leader is also the teabtleer communication should be made with the next
level team leader. If the grievance is not resolvedhéopiarent’s satisfaction within 30 days of the initial

complaint, the parent may appeal the grievance to Staf¢he parent’s grievance is against or involves
the Headmaster directly, the parent may skip Stage 1emid the grievance at Stage 2.

Stage 2

This stage will be conducted by the Administrative Reviéammittee of the School Board by the
presentation of an oral and/or written complaint with @&ir of the Committee. If the Chair and the
parent cannot resolve the complaint within seven days ohtti@ ipresentation of the complaint to the
Chair, the Chair should schedule a hearing for the paefore the Administrative Review Committee.
The Administrative Review Committee should hear the compiaititin 30 days of the receipt of the
grievance complaint by the Chair of the Committee. If tbmmaint is not resolved to the parent’s
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satisfaction by the Administrative Review Committee, thepiamay appeal the committee’s decision to
the School Board for resolution under Stage 3.

Stage 3

This stage will be commenced by the presentation of alnamd/or written complaint with the Chair of
the School Board. If the Chair and the parent cannot red@veomplaint within seven days of receipt of
the complaint by the Chair, it shall be the prerogativehef Chair to schedule a hearing before the
Executive Committee of the School Board within 30 days of tbeipeof the complaint by the Chair or
before the full School Board at a special or regular mgeaif the School Board. In either event, the
decision made at Stage 3 by the Executive Committee or tt&&chubol Board shall be final.

Hearing Procedure

Stage 1 shall be conducted informally between the parmhthe Headmaster. Stages 2 and 3 hearings
shall be conducted under such guidelines and proceduresllalsesheomulgated by the hearing panel.
Prior to the beginning of the hearing, the hearing panel allalse all parties of the procedure that it
intends to follow.
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