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This booklet explains St. Raymond School policies and regulations for the general 
operation of the school. Policy statements are sometimes necessarily general and the 
Administration reserves the right to make specific applications as circumstances arise. 
Statements in this handbook are subject to amendment with or without notice.  The 
Administration will attempt to keep families informed of all changes as soon as possible. 
 
We urge you to read this book carefully.  
 
 
Keep this book in a convenient location for easy reference. 
 
 

AMENDMENTS OR ADDENDA TO HANDBOOK 
 

St. Raymond School, through the Principal, retains the right to amend the handbook for 
just cause with or without notice.  Quickly changing circumstances or events will be 
considered just cause.  However, the school will attempt to inform parents of all changes 
as soon as possible. 
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Mission Statement 
St. Raymond School educates and forms children with a comprehensive curriculum while            
instilling the values and teachings of the Gospel. We are committed to partnering with              
parents/guardians to develop young people who will be well prepared academically,           
morally, socially and spiritually to become contributing members of society.  
 
 
School Philosophy 
St. Raymond School is a parish elementary school that is an integral part of the mission                
of the Faith Community of Saint Raymond de Penafort in the Archdiocese of Chicago.              
Our role in this mission, as Christian educators, is to encourage our young people to               
pursue excellence to their greatest level spiritually and academically, morally and           
socially. We are a Roman Catholic, faith based school community that encourages all of              
its members to grow in and share their own Christianity with each other. In order to                
accomplish this goal, we rely upon the commitment of the school and parish staff, our               
parents, and the shared resources of the Faith Community at large.  
 
Because the school is an integral part of the parish, students will grow spiritually in their                
relationship with Jesus Christ and the Catholic faith as they share in the liturgical and               
sacramental life of the larger community. We will strive to create a warm and nurturing               
environment from which students will emerge with a disciplined and positive image of             
themselves, while appreciating their own and one another’s uniqueness as daughters and            
sons of God. We firmly believe in the Christian value of showing true respect toward               
others, their person, and their belongings. We will not tolerate anything less. We will also               
provide opportunities for leadership and generous Christian service so that our young            
people will become loving, just, and active members of God’s People, the Church.  
 
Imparting the Treasure of Our Catholic Faith 
 
The pursuit of excellence in education is the mission of any outstanding school.             
However, it is imparting the treasure of our faith, along with its full expression, that               
separates and distinguishes St. Raymond’s Parish School from the other fine public            
schools in Mount Prospect. We are not a private school. We are not simply a faith-based                
school. We are an educational institution that is part of the Roman Catholic School              
System of the Archdiocese of Chicago and a parish sponsored ministry that is generously              
offered to families who are participating members of our Faith Community.  
 
Parish Sacramental Life 
 
The Sacraments of Initiation are parish events and celebrations. Our children along            
with their parents, show their readiness and desire to celebrate these sacraments together             
by a joint commitment to more intensified study and active preparation, by regular             
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presence at Sunday Mass, participation at retreats, and involvement in Christian service            
to the community. These Sacraments are prepared for and celebrated as a family. 
 
The celebration of First Eucharist generally takes place in second grade and is preceded              
by the Sacrament of Reconciliation.  
 
Confirmation preparation is a two-year undertaking that begins at the seventh grade            
level. The sacrament is celebrated in the fall of freshman year of high school. 
 
Prayer Life 
 
The school community begins every day with prayer. Led by our Administration and             
eighth grade students, this time of prayer offers our school community the opportunity to              
center themselves in God. Through scripture or in spoken words of prayer, they are able               
to invite the Lord into their lives as they begin their school day. At the conclusion of the                  
school day, prayer is led by our third graders.  
 
Christian Service 
 
As Jesus taught us in the Gospels, to love our neighbor is to serve our neighbor, our                 
children and young people participate in various forms of service beginning in the very              
early grades. They may make cards for the elderly and sick, design table placemats for               
parish adults on retreat, or participate in food and toy drives for our sharing parish in the                 
city. Some will tutor younger children or serve at weekday liturgies and funerals. Others              
will sing in the school or children's choir, clean tables in the cafeteria, help teachers with                
bulletin boards, or serve meals to our senior citizens group. Through these lived             
experiences of sharing their lives, they will come to learn what it means to live as one                 
who serves. 
 
Eucharist and Worship 
 
Our children, young people, and faculty celebrate the Eucharist as a school community             
once a week and on all Holy Days during the school year. Each grade level has the                 
opportunity to plan and minister at one of these liturgies during the year. Our staff,               
along with members of the parish meet before each planned liturgy. In these             
meetings, the liturgy is planned and the ministerial roles of the students are             
clarified. This approach to liturgical preparation enables our parish priests,          
deacons, students, and teachers the opportunity to work together, to share faith, and             
to grow in greater relationship with one another. Children and parents are expected             
to make regular Sunday worship a family priority and commitment in their lives. 
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Admission Policy  
 
St. Raymond School provides a Catholic education to students in 3-year-old preschool            
through eighth grade. The admission of students is based upon availability of space. If              
space is limited, priority for admission will be given in the following order, and assumes               
the family of the student is a registered and participating parish family as described in the                
parent handbook: 
 

1.  Students currently enrolled in our school at any level. 
2.  Students who have a sibling currently enrolled in our school.  
3.  Students who have had a sibling graduate from our school.  
4.  Students who have had a parent graduate from our school.  
5.  New students from among the parish family.  
6.  Students transferring from another Catholic school. 

 
Following these placement considerations, all other students who are not from the parish             
family will be admitted on a case by case basis. 
 
Every effort is made to meet the special needs of each child at St. Raymond School. If a                  
child's needs cannot be met properly by our staff and programs, efforts will be made to                
help find the child appropriate placement.  
 
Admissions Policies and Age Requirements 
 
Policy ES 130.1 Archdiocesan schools admit students of any race, color, national and             
ethnic origin to all the rights, privileges, programs and activities generally accorded or             
made available to students in these schools. Archdiocesan schools do not discriminate on             
the basis of gender, race, color, or national and ethnic origin in administration of              
educational policies, loan programs, athletic or other school-administered programs. 
 
Policy ES 130.2 Schools may admit students who are not Catholic provided that these              
students will not displace Catholic students and that both students and parents clearly             
understand that participation in Catholic religious instruction and school activities related           
to the Catholic identity of the school are required. 
 
Policy ES 131.1   Each school shall have a written admissions policy. 
Procedures 
a)  Criteria are developed locally in determining priority of student acceptance. 
b) A child entering school must be in compliance with the age requirements of the State                
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of Illinois regarding age of admission.  
c) For the admission of a preschool, kindergarten, first grade, or a transfer student,              
parents shall present: 

1) an official copy of the child’s birth certificate which is reviewed, copied and              
returned to the parent/guardian; 

          2)   the baptismal record (if applicable); 
         3)   a record of compliance with local and State of Illinois health requirements. 

d) For admission of transfer students, parents shall present the proper transfer or some              
appropriate credential from the school previously attended. Upon written request from           
the receiving school, all records from the previous school shall be transferred within ten              
days provided financial obligations to the school have been met. 
e) In all cases, the transfer, health records and Unofficial Record (if applicable) must be               
sent within ten days. 
f) School personnel must verify that the person enrolling the child is the legal guardian               
of the child  before accepting the student. 
 
Early Admission Policy 
 
St. Raymond School's early admission policy, for students who have not yet met the              
minimum age requirements established by the state for entry into school, allows for             
exceptions, if the following minimum requirements for early admission are met: 

● The student receives a private evaluation by a licensed outside party (at            
parent's expense) and is found to meet or exceed skill and knowledge            
requirements for their age and recommended for early admission. 

● The student and parents must participate in an interview with the school            
administration. 

● Written results from either test/evaluation should be provided to St. Raymond           
as part of the application process. 

 
It is strongly recommended that parents considering this approach discuss their situation            
with the school administration starting in the fall of the previous school year. All final               
decisions regarding early admission will be made by May 31 for classes beginning in the               
fall of that year. 
 
Communication with Parents 
 
Bulletins and Letters: 
Communication between home and school is essential to the effectiveness of the school 
program; most communication between school and home will be delivered electronically. 
An announcement will be sent home weekly via our SchoolRush notification App and all 
items included in the weekly mailing will be accessible through the “Friday Flyer” link 
on our website.  A calendar of school events is also available so parents will be 
adequately informed as to current happenings in the school.  In addition, newsletters and 
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teacher letters are sent electronically to keep parents more fully informed regarding 
school events, policies and functions.  All letters or notices going home through the 
school require prior authorization.  The letters or notices should be submitted in a word or 
PDF file format no later than 8:00AM Tuesday of the week the information is being 
sent home.  Send your information to ann.cantieri@st-raymond.org. 
 
Please note that all planned activities can change.  School administration will do their 
best to advise parents of changes. 
 
Powerschool: 
Robust student information systems facilitate both emergency and routine         
communication with parents/guardians, give transparency to student data, and allow          
accurate recording of grades, course work, discipline, and attendance. The information           
system serves as a repository for parent/guardian contact and emergency information and            
demographic information required for the Illinois State Board of Education (ISBE),           
AdvancED, and the National Catholic Educational Association (NCEA). 
 

The assignment of a unique student code in a student information system allows the              
integrity of student data across schools, assists with funding, and aids in needed research. 
  
All elementary schools under the governance of the Archdiocese of Chicago are required 
to use the PowerSchool student information system.   
 
Directory: 
Directory information may be released to the general public, unless a parent or guardian              
requests that any or all directory information not be released on his or her child.               
Schools shall notify parents or guardians annually of the information that is considered             
“directory information” and of the procedures to be used by parents or guardians to              
request that specific information not be released. Without written notification to the            
school administrator, the school assumes that the parent or guardian does not object to the               
release of designated directory information. 
 
Email Guidelines for Parents & Faculty: 
Email usage is at the discretion of each individual faculty member. Many teachers prefer              
to use the phone to speak directly to parents. 
 

Please send only non-vital messages by email. For example, do not use email to inform a                
teacher that your child/ren will not be attending school that day. A teacher may not have                
time to read your message in a timely fashion, due to instruction of students. Instead, use                
the attendance line to be sure your message is received and clearly understood by the               
School Nurse.  
 

Your child’s academic progress, learning expectations, or behavioral issues are best           
addressed through a telephone conversation or by scheduling a personal conference with            
a teacher. An email message on there matters is not appropriate. Using email to schedule               
a conference or meeting is appropriate. 
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Please remember email is not confidential. Confidential information (such as medical or            
health concerns) should be conveyed by phone or personal contact.  
 

Faculty and staff agree to return parental email messages within 24 hours during the              
school week. Faculty members may opt to return messages via email, phone or in              
writing. 
 
All staff members will have their own voicemail extension.  
 

Guidelines for Communicating Electronically with Minors: 
The Archdiocese of Chicago formulated the following Guidelines for Communicating          
Electronically with Minors.  
  

Basics 
Electronic communication includes (but is not limited to) use of cellular phones,            
webcams, email, text messaging, and instant messaging and electronic publication of           
content on websites, message boards, blogs, and social networking sites. 
  
All decisions related to the means used to communicate electronically with minors should             
be made by a pastor or principal, rather than by individual employees or volunteers. 
  
Before communicating with minors electronically, obtain written permission from parents          
to do so. Ask parents, in writing, which forms of communication they prefer be used to                
contact their children. Teachers, catechists, coaches, youth ministers and others should           
not collect student email addresses and phone numbers from students; this information            
must be provided, in writing, by parents. In the case of young children (i.e., elementary               
school and middle school students), only parents should be contacted directly. In the             
event that minors are contacted directly by employees or volunteers, parents must be             
copied on the content of all messages (although the duplicate message need not be sent               
using the same means of communication used to contact the minor). 
  
The content of electronic communication should be brief and on topic. When            
communicating with a minor, write or speak as if you are also communicating with their               
parents; the boundaries that must be respected in oral communication extend to electronic             
communication. All communication must conform to Archdiocesan Safe Environment         
Training and the Code of Conduct      
(http://www.archdiocese-chgo.org/keeping_children_safe/code_of_conduct.shtm). 
  
Communication that violates the Code of Conduct will not be tolerated, regardless of the              
medium used to convey it. Except in extraordinary circumstances, all communication           
between adults and minors should take place between the hours of 7:00 a.m. to 10:00               
p.m.  This includes the posting of content to websites and social networking sites. 
  
Cellular Phones/Text Messaging 
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● Whenever possible, use school or office lines to conduct ministry/school-related          
conversations. 

● Except in cases of emergency, do not call minors directly (e.g., on a minor’s              
cellular phone).  Instead, call parent or family lines.  

● Avoid sharing your personal cell phone number with minors. 
● Do not communicate with minors via text messages. A possible alternative to the             

use of traditional text messaging is the use of Twitter or social networking sites              
(see point one under “Social Networking Sites.”) 

  
Guidelines for Communicating Electronically with Minors 

Email 
● Do not contact minors using a personal email address. Only official           

Archdiocesan or parish accounts should be used for communication.  
● If possible, always copy parents on emails sent to minors. In the case of certain               

minors (i.e., elementary school and middle school students), only email parents. 
● Do not add minors to personal, electronic mailing list (e.g. when sending or             

forwarding an email unrelated to educational or ministry-based activities, do not           
add minors to the list of recipients.) 

● If you receive an inappropriate personal communication from a minor, keep a            
copy of the message and inform your supervisor. 

  
Social Networking Sites 

● Employees or volunteers should not use personal social networking site accounts           
to contact minors. Instead, a parish or school can create a group or organization              
page used strictly for education or ministry-related communication. These         
accounts must be registered to the school or parish, instead of to individuals             
within an organization. All group pages or ministry/education-related accounts         
should be titled to reflect their official nature. Passwords to such accounts should             
be accessible to at least two employees. 

● No personal contact information should be listed in the profile fields. Only            
official email addresses, office phone numbers and job titles should be listed.  

● Account settings should be set to maximize privacy. 
● While schools and parishes are free to publicize their presence on social            

networking sites, minors should not be sought out as “friends” (i.e. individually            
invited via site communication tools to associate with the group or page.) 

● Do not post pictures of minors or “tag” pictures of minors (i.e. label photos to               
increase their accessibility or visibility on a site.)  

● Only comment on education or ministry-related threads. 
● Do not use instant messaging programs (e.g., Facebook chat). 
● Official walls and pages must be frequently monitored for inappropriate posts.           

Inappropriate posts should be promptly removed/deleted. A specific individual         
should be responsible for monitoring sites and removing inappropriate content. 

● If third parties create an unofficial groups or fan pages about your group,             
periodically review them for inappropriate content (e.g., unauthorized use of          
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logos, bullying, harassing or defamatory language, etc.) You may report these           
pages/groups/users to the hosting site and ask that they be removed. 

● All content posted by employees and volunteers must reflect Catholic teachings           
and values. 

  
Questions regarding these guidelines are to be directed to the appropriate Regional            
Director in the Office for Catholic Schools. 
 

Saint Raymond School Units 
 
If any questions or concerns arise as the year unfolds, as educators we would like to                
hear from you directly. A small problem can usually be handled quickly and easily.              
When an issue is left unresolved for a period of time, the solution might not be as                 
simple. As educators, we are here to assist you in your role as parent(s). If you need to                  
contact one or more of the teachers, please email the teacher directly or leave a               
message at the school office. 
 
Early Childhood Unit   (3 & 4 yr. old Preschool) 
The early childhood unit is comprised of the preschool (ages 3-5). The program             
developed by the early childhood staff seeks to enhance the physical, emotional, and             
intellectual development of the young child. On a practical level, these objectives are             
achieved by providing the young child with a warm and stimulating environment.            
Students have the opportunity to interact within a Christian atmosphere.  
 
Play is an important way to learn for the young child, and it is an essential part of the                   
curriculum. In addition, daily activities include teacher-directed lessons, small group          
work, and individual attention. Emphasis is placed on learning from the immediate            
environment and in providing many concrete experiences consistent with the          
developmental stages of young children aged 3-5. Large and small motor activities,            
musical and science experiences, and skills necessary to the development of reading and             
math readiness are encouraged in the early childhood unit. In addition, Spanish is             
introduced and taught to these young students. St. Raymond’s is committed to teaching             
Spanish to the entire student body and will begin in preschool. 
 
Primary Unit  (Grades Kindergarten, 1, 2 and 3) 
The primary unit strives to meet and develop the spiritual, intellectual, emotional, and             
social needs of each child in a positive and caring environment. As children in 2nd grade                
begin the development of “the age of reason” they are invited to come to the Table of the                  
Lord and participate more fully in the Eucharist with their family.  
 
The primary unit consists of Kindergarten, first, second, and third grade students.            
Emphasis at this level is placed on the areas of Religion, Language Arts, Math, Social               
Studies, Science, Spanish, Computer, Physical Education, Music and Art.  
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The Religion curriculum focuses on our relationship with God and others, elements of             
the Mass, and the Church as a community. The sacraments are discussed at each grade               
level with an emphasis on the Eucharist and Reconciliation in second grade. The             
children participate in service projects and liturgical events. 
 
Language Arts encompasses reading and phonics, writer’s workshop, grammar, spelling,          
and composition. The students learn the fundamental skills through exposure to a variety             
of literature, author studies, poetry, library and story time, literature circles, and            
independent reading.  Students are challenged to work to their highest potential. 
 
Mathematics in the primary grades concentrates on mastery of basic facts, skills, and             
concepts. Fundamental skills are taught through the use of manipulatives, problem           
solving, and critical thinking. 
 
The children are generally given a daily twenty-minute recess period. Recess is an             
opportunity to interact with peers, exercises bodies, and practice appropriate social skills. 
 
In the primary grades, each child is expected to spend some time doing homework each               
school night. The amount of time should follow these approximate guidelines: 10 minutes             
for first grade; 20 minutes for second grade; and 30 minutes for third grade. This               
homework should include specific assignments and practice in reading and math. 
 
Intermediate Unit   (Grades 4 and 5)  
Education in the Catholic faith is a priority. Religion is not just taught in a formal class;                 
spiritual growth and the continuing development of Christian values are an integral part             
of every school day. The curriculum includes the academic subjects of Reading, Math,             
Grammar, Writing, Science, Social Studies, and Spelling. Handwriting is reinforced in           
the intermediate grades. Students also have classes in Technology Education integrated           
into their classes as well as a Digital Citizenship Class, Physical Education, Art, and              
Music. Grade 4 and 5 students continue their instruction in Spanish. There is an emphasis               
on developing and using good writing skills in all subjects. Daily homework and study              
time of approximately ten minutes per grade level is required at the Intermediate level.              
(Example:  5th grade = 50 minutes) 
 
Curriculum and instruction are on grade level, with consideration made for individual            
needs and abilities. Fourth and fifth grade classrooms are more self-contained           
classrooms. Students will change classes for Social Studies and Science. Technology is            
integrated in areas of the curriculum where it enhances the educational program. The             
students are offered a variety of opportunities for growth in other areas as well.              
Beginning in fourth grade, students have the opportunity to be assessed and placed in an               
accelerated literature and/or math program. Based on student assessment data, classroom           
performance, and teacher recommendation students may be encouraged to participate in           
the accelerated classroom for math and literature instruction. See more information           
below regarding the Accelerated Program.  
 

13 



 

 
The school will share information with the parent(s) in regard to participating in the              
program.  
 
Fourth grade students may also participate in the band program. Training as an altar              
server begins in fifth grade. Participation in school sports teams begins in the fourth              
grade with instructional emphasis. In fifth grade the students progress into representing            
the school in the inter league format.  
 
Middle School Unit   (Grades 6, 7 and 8) 
The goal in Middle School is to work in cooperation with parents to assist students as                
they develop spiritually, academically, physically, socially, and morally. We seek to           
achieve this goal through departmentalization, each teacher is responsible for a particular            
area of the curriculum. Religion, Science, Social Studies, English, Literature,          
Mathematics and Spanish, are the core of the Middle School academic curriculum.            
Students study and demonstrate competency of United States and Illinois history. Eighth            
grade students must pass the United States and Illinois Constitution test as required for              
graduation. 
  
Religion is more than an academic subject; it is a way of life. The religion program in                 
Middle School has two goals: to contribute to the spiritual growth of each teen and to                
invite each one into responsible participation in the life and work of the faith community.               
Through such educational techniques as small-group projects and discussions, shared          
study, reflection, journaling, and prayer, students experience themselves as a small faith            
community within the larger church community. 
 
The two-year study and preparation for Confirmation is designed to have candidates            
experience a parish community that welcomes and supports its young confirmandi in            
their process of preparation. Middle School students show their commitment by their            
willingness to study, to learn, to serve others, and to pray. 
 
As previously mentioned, the Spanish program at St. Raymond School begins in            
preschool and continues throughout Middle School. The students are challenged to speak,            
read, and write Spanish through a variety of modalities. St. Raymond students have been              
very successful in high school Spanish programs; most students achieving a second year             
placement in their freshman year. 
 
The Middle School faculty is dedicated to helping students recognize and appreciate their             
own academic talents and the academic talents of others. Approximately seventy to            
eighty minutes a day is a reasonable allotment of time for homework. This includes              
review and enrichment as well as long-range assignments. 
 
Classes in Physical Education, Music, Art, Social Emotional/Health and Technology          
complement the core curriculum and contribute to the development and well being of the              

14 



 

student. Sixth grade students give service to the school as the grade level responsible for               
displaying our country’s flag.  
 
The ultimate goal of the Middle School program is to send students to high school who                
have a solid moral foundation, are academically prepared, and are lifelong learners. 
 
Grading Scale (Grades 2-8)  
According to the Archdiocese of Chicago Office of Catholic Schools, the following grade 
scale will be adopted and in use for the current school year.  
 
A=93-100 
B=85-92 
C=77-84 
D=69-76 
F=68 and below 
 
Graduation Requirements 
Diplomas will be awarded to those students in eighth grade who have:  

● completed the school’s academic requirements; 
● achieved a passing grade on the Constitution of the United States and the State of 

Illinois examination; 
● adhered to the school’s code of conduct; 
● returned all school materials; and 
● maintained no outstanding balances on tuition or other required financial 

obligations. 
  
Diplomas will not be awarded until all financial obligations are paid in full.  
 

Inclusive Education Program 
 
St. Raymond School offers its students a program for the diagnosis and remediation of              
learning disabilities. A child having difficulty learning is evaluated through a battery of             
tests which provide information concerning the child’s strengths and weaknesses. 
 
Significant discrepancies in the child’s achievement and potential indicate a need for the             
child to receive services through the resource program. An Individualized Catholic           
Educational Program (ICEP) is developed and/or 504 Plan using the information acquired            
through the battery of tests. The amount of time spent in the Resource Center is               
dependent on the student’s ICEP/504 Plan. The remainder of the child’s day is spent in               
the regular classroom where modifications are made to accommodate each child’s           
learning style. 
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Special Services Program 
Academic services are available, upon recommendation of the teacher, to students in the             
following situations: 

▪ students waiting to receive case study evaluations by their         
school district 

▪ students found not to meet learning disabilities criteria,        
but in need of academic support  

▪ students experiencing short term academic difficulty, but       
not in need of district evaluation. 

 
The amount of time spent in the special services program varies depending on the              
individual needs of the student.  
 
Resource Center programs are designed for small group or one-on-one instruction.           
Depending on the learning style of the student, materials other than those currently being              
used in the regular classroom may be utilized. These may include reading texts,             
computer programs, and instructional aides in specific skill areas. 
 

Accelerated Program  
 
The accelerated program serves highly motivated students in fourth through eighth grade            
who have a demonstrated need for academic enrichment and acceleration. Math and            
Literature classes offer students opportunities to reach their highest potential. A student            
can qualify for one subject or both. Students are expected to maintain no less than an                
“A” report card average in the classes.  
 
Selection Process for the Accelerated Program  
 
 

● One measure the Archdiocese of Chicago school system uses to monitor our            
academic progress is the ACT: Aspire Test. This rigorous assessment is for            
grades 3-8.  All students will take this assessment at the end of the school year.  

● iReady is a program that will be used to assist in identifying students for the               
program beginning in 4th grade in 2019-20 School Year.  

● Successful informal and formal assessments given in the classroom also provide           
teachers with evidence of student progress. 

 
Integrated Education Programs 

 
Art 
The art program encourages students to explore and implement ideas and imagination            
through various media. Instruction in the elements of design, line, color, shape, form,             
texture, and space is emphasized. This is done through the study of various artists, their               
media, and through practical application. Preschool through eighth grade have Art once            
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a week. An Art Fair is held in the Spring as a culminating activity to display the artistic                  
and creative talents of the students.  
 
Band 
The St. Raymond Band Program provides an opportunity for students to develop an             
understanding and appreciation for music as an art through listening, analyzing, and            
performing. This program instills in students an awareness of their own musical talent.             
A student receives instruction in a woodwind, brass, or percussion instrument of choice,             
and participates in either the beginning or concert levels of band. Students in both bands               
participate in various in-parish and outside musical activities throughout the year. This            
program is open to all students in fourth through eighth grade. We will utilize Music               
Education Services to provide quality band instruction. 
 
Technology 
The technology curriculum includes keyboarding, word processing, database,        
spreadsheet, drawing skills, and multimedia presentations as well as proper care and use             
of hardware and software. Skills are introduced and taught at age appropriate levels to              
students in the 3-year-old preschool program through fourth grade. Fourth through           
eighth grade will have a digital citizenship class that meets weekly as well as work with                
the technology in the classroom setting as a tool to show understanding of concepts being               
taught throughout our curriculum.  
 
The Internet may be used solely for educational and/or research purposes. Students in             
fourth through eighth grade will have an email address so we can learn to collaborate               
with our peers using the Google Apps. Any person accessing the Internet through the              
school’s resources must have a signed Acceptable Use Policy Form on file. 
 
Foreign Language 
The Spanish Program introduces the Spanish language and culture to students enrolled            
in Preschool through fourth grade. Instruction is given by a teacher through Language             
Adventures. With the youngest children, vocabulary is introduced with the use of            
flashcards, songs, games, visual aids, and the frequent repetition of the same concepts.             
The Spanish Program in fifth through eighth grade encourages students’ increased sense            
of confidence when learning to speak a foreign language. Conversation, reality           
situations, vocabulary, grammar, and writing are reinforced in the Spanish curriculum.           
Oral, visual speaking, and written exercises are conducted throughout the class in an             
effort to draw on the strengths of all the students. These exercises are done in class, in                 
small groups, with a partner, or individually.  
 
Reference Center 
St. Raymond’s Reference Center offers students and teachers a wide-range of nonfiction,            
fiction, and biographical material, as well as a sizable collection of Easy Readers and              
picture books. A full-time staff member and a core of volunteers staff the Reference              
Center. 
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Students in first through fifth grade are scheduled for a weekly book exchange. In              
addition, storytime is scheduled for four-year-old preschool through third grade. Library           
skills are introduced in second grade and taught in grade. These scheduled classes             
emphasize how to use a Reference Center efficiently so that students can independently             
access information. The classes familiarize students with the parts of a book, the Dewey              
Classification System, and the Card Catalog. Students are also instructed on how to use a               
variety of reference materials available in the library. Our school Reference Center also             
participates in several special state-wide/nation-wide events that promote reading         
enthusiasm among students. These events include, but are not limited to: Rebecca            
Caudill Young Reader's Book Award, Six Flags Read to Succeed, Great Books and             
events that the Mount Prospect Public Library. 
 
Music 
The components of the program include: 

1. Development of an appreciation for music. 
2. Development of a degree of skill in reading music notation.  
3. Using the above in conjunction with vocal work and performance. 

 
Physical Education 
Physical Education classes are an integral part of the curriculum at St. Raymond School.              
Classes are scheduled for each grade level on a weekly basis. The curriculum follows the               
Archdiocesan guidelines for health and physical fitness. Skill tests and written tests are             
given at the completion of each unit.  
 
Students must be dressed in the St. Raymond gym uniform and gym shoes on gym class                
days. For safety, slip-on gym shoes are not allowed. On special non-uniform school             
days, gym shoes are the only requirement. 
 
Students must have a note from their doctor if they are to remain indoors during gym                
class.  This time will be spent in the office.  
 
Animals on School Property 
In order to assure student health and safety, animals are not allowed on school property.               
This rule may be temporarily waived by the principal in the case of an educational               
opportunity for students, provided that the animal is properly housed, humanely cared            
for, and properly handled. Students will not be exposed to a dangerous animal or an               
unhealthy environment as determined by school administrators. 
 
Optional Programs 
 
Guardian Angel Program (Extended Day Care) 
The Guardian Angel Program (GAP) is available before and after regular school hours. It              
provides professional care, supervision, recreation, and enrichment activities for the          
child. It serves families who desire both Catholic school education and supplementary            
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day care in a Christian environment. The program is open only to students enrolled in St.                
Raymond School. The GAP Program is for students in preschool through eighth grade.  
 
The program is staffed by an experienced director and assistants. The staff works             
together to help each child grow in maturity and self-respect, as well as to maintain an                
atmosphere wherein respect and understanding for others is realized.  
 
Hours:  
Morning 6:45 AM – 7:50 AM    $7 per day  
Afternoon 3:15 PM - 4:00 PM Short Stay $7 per day 

3:15 PM-  6:00 PM     Full Stay $18 per day 
 

The program operates on school days when school is in session. Any emergency that              
causes school to be canceled will also result in canceling the GAP Program.  
 
School Social Worker 
We have a licensed part-time school social worker on staff.  School Social Workers are 
trained  mental health professionals with a degree in social work who provide services 
related to a person's social, emotional and life adjustment to school and/or society. 
School Social Workers  are the link between the home, school and community in 
providing direct as well as indirect services to students, families and school personnel to 
promote and support students' academic and social success.  Students are allowed to visit 
the school social worker up to 3 times without parent consent.  
 
Our School Social Worker has planned time in classrooms throughout the school year, as 
well as small group sessions and individual sessions to assist in the social emotional 
development of our student body. 
 
 
Lunchroom Expectations 
Lunchroom supervisors have the authority and responsibility for enforcing all lunchroom           
expectations.  
  

1. Each grade level will be assigned specific tables. 
2. Students will use the restrooms prior to arriving at the cafeteria. Students            

are not to leave their seats without permission from an adult. 
3. Throwing of food in any way, shape, or form will result in loss of              

lunchroom privileges (removed from the cafeteria).  
4. Students will be expected to raise their hands when assistance is needed by             

an adult.  
5. No student should be released from the lunchroom for any reason unless            

permission has been given from the teacher or the school office. 
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6. Students are expected to clean their area of the table; the lunchroom            
supervisor will excuse each table when the table and surrounding area is            
clean. 

7. Appropriate behavior is expected at all times. For the safety of all            
students, these rules and expectations must be adhered to, and they will be             
enforced. 

8. Lunches must be brought from home. Fast food/restaurant lunches are          
NOT ALLOWED. A student will be asked to eat lunch in the office if              
they have a fast food/ restaurant lunch evident in their lunch for the day.  

9. Forgotten Lunches: Lunches that are forgotten must be delivered to the           
school office, labeled with the child’s name NO LATER than 10:00AM.  

 
Outdoor Recess 
 

1. Students are supervised by several staff members during daily recess. 
2. Appropriate behavior is expected at all times on the playground. For the safety of              

all students, any inappropriate behavior will not be tolerated. Students will be            
asked to stop and then removed from the activity.  

3. All rough games, such as tackle football, are not permitted. Students will be             
asked to stop and then removed from the activity. If necessary, a student may be               
removed from recess for a specified time if their behavior is deemed unacceptable             
more than once.  

4. Recess equipment is provided by the school. Frisbees, super balls, hard balls of             
any kind, and baseball bats are not allowed on the playground. 

5. Students are not allowed to retrieve any balls that go outside the parking lot              
boundaries. If a ball goes out into the street or over the fence, it will be retrieved                 
at a later time after recess.  

6. For the students’ safety, they are not allowed to play around parked cars or near               
the street.  

7. Students need to stay away from the shed on the parking lot grounds.  
 

Inappropriate language will not be tolerated under any circumstances! 
 
Fighting in any way, shape or form will not be tolerated!  
Recess/break privileges will be lost as well as possible removal from school. 
 
Indoor Recess 
Each classroom will have its own classroom indoor recess expectations.  These specific 
indoor recess expectations will be posted in each classroom. 
 
Behavior Expectations  
Respect, Responsibility and Safety are the three major overall rules in our school.             
Student behavior falls in any one of these categories. As a Christian community we              
want to make sure we are not only modeling appropriate behaviors but we are              
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aware that all are treated with respect and we display responsibility. Our children             
are guided to develop self-discipline and will work to develop problem solving skills             
to prevent behavior which disrupts others or creates a concern to our learning             
environment.  
 

1. Every attempt will be made to maintain the dignity and self-respect of both the 
student and teacher. 

2. Misbehavior will be viewed as an opportunity for individual problem solving and 
preparation for the real world.  

3. Teachers will deal with misbehavior in a timely and appropriate manner. 
 

All behavior management approaches used at St. Raymond will be constructive and            
non-demeaning. We encourage logical consequences to all children’s behavior. The          
staff’s role is to be sure that children are respectful, responsible and safe. When a               
problem does occur, the staff members will assist the child in making decisions that lead               
toward a healthy resolution. 
 

Responsive Classroom 
 
St. Raymond School uses Responsive Classroom, an evidence based approach to teaching            
and learning for preschool through eighth grade that focuses on the strong link between              
academic success and social-emotional skills. This program is not new to discipline. It             
has been used since 1981 by many classroom teachers nationwide.  
 
The primary goals of this approach are: 

● Establish a calm, orderly, and safe environment for learning 
● Help children develop self-control and self-discipline 
● Teach children to be responsible, contributing members of their community 
● Promote respectful, kind and healthy teacher-student and student-student        

interactions 
 
These guiding principles of Responsive Classroom have become a part of everyday            
classroom life and help educators integrate the four domains of the approach: positive             
community, engaging academics, effective management and developmentally responsive        
teaching. As part of this program, students will learn an ongoing curriculum in             
self-control, social participation and human development. It will also teach students how            
to practice appropriate attitudes and behaviors through role-playing and modeling          
appropriate language.  
 
 
Behavior Expectations Grades 4-8 

● Students will respect all people and all property on school grounds. 
o Use kind words and actions. 
o Maintain personal space. 
o Contribute to a positive learning environment. 
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o Keep things clean and orderly. 
● Students will accept responsibility for their actions and their academic success. 

o Complete assignments on time. 
o Accept accountability for behavior.  
o Engage in classroom discussions and activities. 

● Students will follow rules and regulations that will ensure their safety and the 
safety of others. 

o Use materials/property for their intended purpose. 
o Take emergency procedures seriously. 
o Exhibit appropriate behavior in common spaces (hallways, stairways, 

cafeteria, gym, playground) 
 

▪ PARENTS WILL BE CONTACTED 
▪ Bullying or harassment in any form. 
▪ Repetition or extreme cases  
▪ Sexual harassment.  
▪ Any behavior construed as sexual harassment or indecent exposure. 
▪ Possession / use of any weapon. 
▪ Threat to do harm to a classmate, teacher, staff member, or any person.  
▪ Threats to use a firearm or any other weapon against another person. 
▪ Theft / destruction of property. 
▪ Use or possession of tobacco, alcohol, drugs, or illegal substances. 
▪ Violation of any public law while under the jurisdiction of the school. 

 
Upon receipt of a written complaint from any school personnel, the appropriate school             
administrator for a private school, shall report all incidents of battery committed against             
teachers, teacher personnel, administrative personnel or educational support personnel to          
the local law enforcement authorities immediately after the occurrence of the attack. The             
school administrator also must notify the Illinois State Police (ISP) within 3 days of each               
incident through the School Incident Reporting System (SIRS). 
 
Bullying Prevention 
As Catholic school educators, we respect the dignity of each person created in the image               
of God. From this reverence for the individual, we are committed to shaping Catholic              
school communities of faith and kindness, communities in which all students are            
welcomed and in which bullying or harassment is not tolerated. 
  
 Bullying acts may be: 
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● Physical which includes, but is not limited to, punching, poking, stalking,           
destruction of property, strangling, hair pulling, beating, biting, spitting, pinching,          
and excessive tickling, theft, destruction of property; 

● Verbal which includes, but is not limited to, name-calling, teasing, taunting,           
gossip, and threats whether in person, through any form of electronic           
communication or social media, the Internet or written communication; 

● Emotional which includes, but is not limited to, intimidation , rejecting,           
terrorizing, extorting, defaming, humiliating, blackmailing, rating/ranking of       
personal characteristics such as race, disability, ethnicity, perceived sexual         
orientation, manipulation of friendships, isolating, ostracizing and peer pressure; 

● Sexual which includes, but is not limited to many of the emotional acts or               
conduct described above (in person or through electronic communication or social           
media) as well as exhibitionism, voyeurism, sexual propositioning, gestures,         
sexting, sexual harassment and abuse involving actual physical contact or sexual           
assault. 

In cases in which the severity of the incident may imply a criminal act, the matter                
should be turned over to the local police department immediately and the            
parents/guardians of the students involved will be notified. This includes any threats or             
sexual images conveyed through electronic communication (e.g., Internet, phone, text          
or social media.) any threats or sexual images conveyed through electronic           
communication (e.g., Internet, phone, text or social media). 
 
No student shall be subjected to bullying during any school-sponsored education 
program or activity, while  in school, on school property,  on school buses or school 
vehicles ,  at school bus stops waiting for the school bus , or at a school sponsored or 
sanctioned  events  and  activities or through the transmission of information from 
school, home, or public computer network, or other similar electronic school, home, or 
public equipment.  
  
All allegations and incidents of bullying are taken seriously; the complainant (student,            
parent, guardian, teacher, staff, bystander, relative or other) should report the bullying            
incident to a teacher, staff person, or principal. The complainant may also request the              
Bullying/Harassment School Incident Reporting Form A from the school office which           
should be completed within one day of the incident and returned to the Principal. A               
copy of the report should be kept by the complainant. School personnel who witness or               
receive a bullying complaint are required to complete Form A within a day and give               
the form directly to the Principal, keeping a copy for her/his personal records. 
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STEPS FOR SCHOOL RESPONSE AND CONSEQUENCES TO 
BULLYING/HARASSMENT  

1. INTERVENTION: The inappropriate/unacceptable conduct should be stopped       

immediately. 

2. INVESTIGATION: The complaint will be investigated promptly, thoroughly, and          
impartially. In cases in which the severity of the incident may imply a criminal act, the                
matter will be turned over to the local police department and the parents/guardians will be               
notified. 
3. DETERMINATION: Parents/Guardians will be informed of the findings (Allegation          
Substantiated OR Allegation Unsubstantiated) when the investigation is complete. 
4. RESPONSE:  Disciplinary or restorative action for bullying/harassment and/or 
violation of the School Code of Conduct may be taken which is not limited to an action plan, 
probation, suspension, and/or expulsion from the school. 

 
 

St. Raymond School 
Code of Conduct and  Level Discipline System 

 
   Grades 4-8  

 
It is most important that behavior expectations be explained, supported and enforced 
through a cooperative partnership between parents/guardians and educators.  A child’s 
self-image is the reflection of the way others see him or her.  A true and positive 
self-image develops as the result of consistent positive reflections from those closest to 
his or her environment.  The end result of education is not just the mastery of academics, 
but also the development of being respectful and responsible individual.  
 
St. Raymond School believes in creating and maintaining a safe and effective learning 
environment.  We work to ensure that all students have the social-emotional skills needed 
to be successful in school.  It is our goal to provide a climate that is positive and 
consistent, where behavioral expectations are modeled, taught and understood.  
 
We believe that respect, responsibility and safety are a basis of St. Raymond School. 
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Intermediate Unit Code of Conduct  
 
The students and staff have the right to learn and work in a pleasant, safe and orderly 
environment.  The code of conduct has been developed in order to ensure these rights 
while promoting the child’s self-esteem and self-confidence.  
 
Rules 
 
Students are required to: 
 

1. Report to class on time. 
2. Be seated and prepared when the class is scheduled to begin. 
3. Follow all classroom rules and policies. 
4. Leave their seats only when appropriate. 
5. Follow all safety/hallway rules. 
6. Refrain from running, pushing, tripping, make loud noises etc.  

 
Code of Conduct  

 
 St. Raymond School believes in creating and maintaining a safe and effective learning 
environment.  We work to ensure that all students have the social/emotional skills 
needed to be successful in school.  It is our goal that we create a climate that is positive 
and consistent, where behavioral expectations are modeled, taught and understood.  
 
We believe that good citizenship, respect, responsibility and safety are the basis of the 
St. Raymond way! 
 

Level 1 Level 2 

● Disruptive actions/language 
○ Excessive Talking 
○ Tardy 
○ Off Task 

● Play fighting 
● Inappropriate Location 
● Refusing to follow directions 
● Disrespectful actions/language 

○ indirect 

● Play fighting 
● Inappropriate Location 
● Refusing to follow directions 
● Disrespectful actions/language 

○ indirect 
○ direct 

● Technology 
○ Improper Use 

● Academic Dishonesty 
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○ direct 
 
 
 
Consequences may include but are not 
limited to the following: 

● Inappropriate gestures, actions or 
words 

 
Consequences may include but are not 
limited to the following: 

● Verbal Warning/Redirection 
● Parent Communication 

○ Email 
○ Phone Call 
○ Note 

 
● School Day Detention (lunch, 

recess-teacher directed) 
Level 1 infractions can lead to an office 
detention and/or parent meeting with 
teacher and/or Administration  
 
 

● Parent communication 
○ Phone call 

● Sent out of class to office for a 
reflection.  

● Detention (Office directed) 
○ After School 
○ Lunch/Recess 

● Technology privilege lost 
● Grade of “0” or Redo assignment 

with lower grade 
Level 2 infractions can lead to a parent 
meeting with teacher and/or 
Administration  

  

 
Level One 
 
Teachers will issue the “Green Sheet”   Student will complete the sheet and return it to 
the teacher.  A parent will be contacted by the teacher.  A parent will need to sign the 
sheet and have it returned the next school day. 
 
When a student repeats the same offense, the Dean and Assistant Principal will work 
together to come up with a plan.  
 
Middle School -  Code of Conduct 
 
Green sheet is issued for 1 period only;  not the entire day.   IF A STUDENT  LAUGHS 
OR MAKES A COMMENT  AT SOMEONE YOU WHO RECEIVES A GREEN 
SHEET THEY WILL BE GIVEN ONE AS WELL FOR NOT BE RESPECTFUL 
TO YOUR PEERS! 
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Level 1 

● Disruptive actions/language (Excessive Talking, Tardy, Off Task, Indirect or 
Direct) 

● Play Fighting 
● Out of location--not where you are supposed to be 
● Refusing to follow directions 
● Academic Dishonesty 
● Inappropriate gestures, actions or words 

Level 2--Referral to Dean/Assistant Principal/Principal  

● Physical Aggression 
● Harassment/Bullying (Verbal, Physical, Cyber, Emotional) 
● Technology (Improper Use) 
● Vandalism 
● Threatening Safety (Physical or Verbally) 

Consequences 

All green sheets are to be signed by parents and returned the next day. If not signed and 
returned you just went up in the consequences.  

Level 1:  

● 1st Green Sheet -- you might have a bad class but still need to get the sheet 
signed.  

● 2nd Green Sheet---Warning 
● 3rd Green Sheet--Recess Detention  
● 4th Green Sheet---AM detention.  7:15 AM  Band practice or working with a 

teacher getting help or for a test does not count as an absence.  The detention will 
be the next school day.  

● 5th Green Sheet---Meeting with parents and Administration.  Plan developed.  

Level 2: 

● Contact will be made with your parent as soon as possible.  
● Entering the classroom again will be an administrative decision. 
● Parent Meeting 
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● Removal from school event or activity by Administration.  (sports, assemblies, 
performances, field trips, dances ) 

Behavior Reflection 
 
Name: _____________________________           Date: ________________________ 
 
Class: ________________________     Teacher: ____________________ 
 
 
1.  This is the expectation I did not meet: (Why was I asked to leave the class?)  
 
2.   I should follow this expectation because:  ( Write at least 20 words here.) 
 
3.   This is what I could have done instead: ( Write at least 20 words here.) 
 
4.  How am I going to re-enter the classroom the next day:  (What is your plan to return 
to class?) This must be approved by the teacher that asked you to leave the class.  
 
 
Student Signature:  ______________________________________________________ 
 
Parent  Signature:  ______________________________________________________ 
 
Teacher’s Comments: 
 
________________________________________________________________________ 
 
Teacher:  
____ Parent Contacted   _________ email       __________ phone 
Student can re-enter my class:   _____Yes      ____No  
Why: _______________________________ 
Teacher Signature: _____________________________________________________ 
 
 
Restitution will be required in cases of destruction of property.  Legal authorities 
will be contacted when required and appropriate.  
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Technology Guidelines 

 
Cell Phone / Electronic Device Policy 
St. Raymond School prohibits the use of cell phones and electronic devices (including,             
but not limited to, pagers, iPods, mp3 players, and handheld gaming devices) anywhere             
on school property during the school day and extended day care hours. This includes              
restrooms, locker rooms, hallways, the courtyard, and the school parking lot. Students            
who violate the cell phone / electronic device policy will be subject to disciplinary action.  
 
Students are, however, allowed to bring these devices to school for use before or after               
school only. During the day, the devices must be turned off and stored in students’               
lockers. Note that students bringing cell phones or electronic devices into the school do              
so at their own risk. St. Raymond School is not responsible for lost, stolen, or                
damaged cell phones or electronic devices.  
 
Any parent-child communication should be done through St. Raymond’s school office           
phone line. For example, if a student feels ill, he or she must report to the Nurse’s Office.                  
The nurse, in turn, will contact the student’s parents. Parents needing to relay emergency              
information to their children should call the school office rather than their child’s cell              
phone. 
 
Internet 
 
St. Raymond School’s goal is for students and staff to use the Internet as part of the                 
school’s instructional program in order to facilitate research, resource sharing,          
innovation, and communication. 
 
For the purpose of this policy and all Internet related policies, “staff member” refers to               
teachers, substitute teachers, educational support personnel, administrators, and        
individual school board members. “Staff member” also includes parents and community           
members when accessing the Internet through the school’s resources. “Internet” includes           
all information including, but not limited to, information accessed by Internet sites,            
e-mail, on-line services, bulletin board systems, and social networking sites. 

 
The school is not responsible for any information that may be lost, damaged, or              
unavailable when using the network, or for any information that is retrieved via the              
Internet. Furthermore, St. Raymond School will not be responsible for any unauthorized            
charges or fees resulting from access to the Internet. 
 
Acceptable Use of the Internet 
St. Raymond School’s use of the Internet is in support of education and/or research, and               
shall comply with the provisions of the “Children’s Internet Protection Act.” The use of              
the Internet is a privilege, not a right. The school’s “Authorization for Internet             
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Access” contains the appropriate uses, ethics, and protocols for the Internet. Electronic            
communication and downloaded materials may be monitored or read by school officials. 
 
Use of the Internet as Part of the Curriculum 
The use of the Internet shall be consistent with the curriculum adopted by the school as                
well as the varied instructional needs of the students. The use of the Internet shall comply                
with the selection criteria for instructional materials. Staff members may use the Internet             
throughout the curriculum.  
 
Internet Guidelines 
Students and staff members shall follow the guidelines as stated in the attached school              
policy. Each student and his/her parent or guardian must sign the “Authorization for             
Internet Access.” Internet includes all information accessed by Internet sites, email,           
online services, and bulletin board services. 

 
Guidelines: Access to St. Raymond’s electronic network is a valuable and limited            
resource. Students are expected to place a premium on the quality of use. It is a privilege                 
and any deviation from these guidelines will result in loss of privileges, disciplinary             
action, and/or appropriate legal action.  
 
 
The following are considered to be deviations from the guidelines: 
 

1. Accessing content that does not have a specific instructional goal. 

2. Accessing personal email accounts, chat rooms, or social-networking sites that 

do not have a specific educational goal. 

3. Accessing, retrieving, or distributing offensive, threatening, violent and /or 

obscene content. 

4. Duplication and publication of content and software in a manner that does not 

adhere to U.S. copyright laws. 

5. Disclosing names, addresses, phone numbers, email addresses, or other 

personal information of students or staff members. 

6. Disregard for rules of network etiquette, which includes the use of appropriate 

language and polite responses. 

7. Unauthorized usage of the network, including “hacking”. 

8. Using the St. Raymond School network for an individual’s personal profit, 

fraud, illegal activity, or political purposes unrelated to school activities.  
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Parents/Guardians are primarily responsible for the student’s appropriate and ethical use           
of technology outside of school. However, the inappropriate use of technology outside of             
school may subject the student to disciplinary action. Inappropriate use of technology            
may include, but is not limited to harassment of others, use of the school name, remarks                
directed to or about teachers and staff, offensive communications including          
videos/photographs, and threats.  
  
The amended Juvenile Court Act (effective January 1, 2011) prohibits a minor under the              
age of 18 from electronically distributing or disseminating any material that depicts            
another minor nude or engaged in any sexual or lewd conduct. 
  
The possession of sexually explicit images of minors on any device is prohibited             
regardless if any state laws are violated or not. Parents/Guardians and the police may be               
contacted to investigate all involved in sexting. Cell phones may be searched if             
reasonable suspicion exists that the phone contains evidence of a violation of school             
policy. 
  
Students will be disciplined for sexting and each case will be referred to local law               
enforcement to determine whether or not criminal charges are appropriate. 
  
Unauthorized costs incurred for online purchases charged to the school are the            
responsibility of the student and her/his family. 
 
Extracurricular Activities for Students in Grades 5, 6, 7 & 8 
St. Raymond School is a Catholic elementary school. We educate children in a solid core               
curriculum and instill in them the principles of our Catholic faith and the ideals of               
Christian values. We teach and model respect for one’s self, others, school property and              
the Earth. We regard each child as a unique gift from God worthy of love. We are                 
committed to being partners with parents/guardians in nurturing students who will be            
morally, academically and socially prepared for the challenges of the future. 
 
All students are expected to be in good academic standing at all times throughout the               
school year, academics are why we are here. There are many safeguards in place for               
your child to enjoy academic success at St. Raymond Elementary School. The most             
important safeguard is parental involvement in the child’s academic life. Students           
MUST be in attendance for 75% of the school day, in order to participate in               
extracurricular activities and athletics that day. They cannot attend any          
school-sponsored activity after school or that evening if not in attendance for 75%             
of the school day. 
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Academic Eligibility for ExtraCurricular Activities 
Students are to maintain appropriate academic performance in order to participate in 
extracurricular activities at St. Raymond. 
 
The academic eligibility will be communicated to parents every two weeks via a Power 
School Email.   Dates for activities will be given to teams at time of signing up activities.  
 
Parents will receive an email from Power School with their child’s grades and attendance. 
It is imperative that parents review the email with their child.  If the student has 2 D’s or 
1 F, they are placed on an academic watch list.  Parents are asked to print a copy of the 
email and sign the email, which will let the school know that you are aware of your 
child’s current grade status.  Your child will be expected to turn the paper in on Monday 
morning to their homeroom teacher.   The Athletic Director will be sharing grades with 
the coaches.  
 
This means the following: 
 

1st Time:  Student is given a warning and they are able to participate in practice 
and games. 

 
2nd Time:  Student is placed on probation.   That means the student will not be 
allowed to practice or play in games for two weeks from Monday-to-Monday 
following the report.  They may however be allowed to sit on the bench during a 
game but not in uniform per parent permission. 

 
3rd Time:  Student is removed from the activity for the specified season.  
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Student Dress Code 
  

Saint Raymond students are expected to follow the stated guidelines concerning our 
daily dress code unless otherwise authorized by the administration.  Adherence to the 
dress code is the parent’s and child’s responsibility.  The administration has final 
authority on all dress code issues including, but not limited to, the following dress code. 
All students in kindergarten through eighth grade must adhere to the School Uniform 
Policy, except when the administration has declared an “out of uniform” day 

 

Uniform Policy 
Grades K– 8 Girls and Boys 
 
General 
The following items must be purchased through Dennis Uniform Company: gym t-shirt,            
gym shorts, plaid jumpers, skirts (black & plaid), girl’s pants, girl’s cardigan sweater,             
logo’d uniform sweatshirt, logo’d black or red fleece jacket or vest, logo’d white or red               
turtlenecks.  
 
City of Little Saints’ Uniforms are optional for children in our preschool program. These              
are also available through Dennis Uniform Company. 
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UPDATES TO THE DRESS CODE ARE UNDERLINED 

 Girls   Boys 

Daily dress 
code 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 
 
 
 
 

·       Grades K-2 uniform plaid 
jumper or black uniform pants 
·       Grades 3-5 uniform plaid skirt 
or black uniform pants 
·       Grades 6-7-8 uniform black skirt 
or black uniform pants 
·       White uniform approved blouse, 
red or white (long or short sleeved) 
polo shirt, or the uniform turtleneck 
shirt in either white or red 
·       Dennis uniform sweatshirt or 
uniform red or black fleece vest or 
jacket with the jumper or the slacks 
·       Black or white cuffed socks, 
knee high socks, tights or solid 
black straight leggings worn under 
the uniform skirt/jumper (with 
cuffed sock) 
·       Solid color black shoes. No 
more than a one inch heel. A logo 
can be on the shoe.  The logo must 
be smaller than two inches high by 
two inches wide. Logo must not be 
bright, fluorescent or take up the 
entire shoe.  Soles of shoes still 
must be black. 
·       Outdoor jackets, hooded 
sweatshirts or Spiritwear MAY 
NOT be worn as part of the daily 
dress code. 

  ·  Uniform black slacks 
·  White or red polo 
shirt (long or short 
sleeved) or uniform 
turtleneck shirt in 
either white or red 
·  Uniform sweatshirt 
or uniform red or black 
fleece vest or jacket is 
allowed 
·  Black or white socks 
·  Solid color black 
shoes – see note in 
girls column 
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 Girls   Boys 

Gym days ·       St. Raymond gym uniforms must 
be purchased through Dennis 
Uniform 
·       RED logo gym t-shirt 
·       Black logo gym shorts or black 
logo gym sweatpants 
·       Must wear socks. Any color 
athletic socks may be worn on gym 
days. 
·       Non-marking gym shoes 

  ·  Same as girls 

Out of 
uniform 

Jeans 
Day/Spirit 

Day 

·       Denim Jeans (any color) 
·       Spiritwear pants or uniform gym 
pants 
·       Black logo uniform gym shorts 
or black logo gym sweatpants 
·       St. Raymond Spiritwear top 
(Spiritwear is considered any top 
with the St. Raymond's name on it) 
·       Solid t-shirt St. Raymond Colors 
(red, black and white) 
·       Dark leggings or stretch pants 
may be worn with a long shirt or 
tunic only.   
·       Shoes and socks according to 
the daily dress code. 

  ·  Same as girls 
·  No non-uniform 
sweatpants, basketball 
pants or shorts. 

Out of 
uniform 

Athletic 
Team or 

Club 
Recognition 

Day 

·       Team/club uniform top 
·       Uniform skirt, pants or gym 
pants 
·       Shoes and socks according to 
the daily dress code. 

 ·       Same as girls 
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General Guidelines 

  

Personal 
appearance 

·       Hair should not hang at eye level to obstruct vision 
·       Make-up, jewelry and hair color that is deemed distracting is 
not allowed 
·       Hats are not allowed to be worn inside the building at any time 
·       All items of clothing must be sized to fit, not oversized, 
undersized or skin-tight 
·       All shirts or blouses (excluding the girl’s banded blouse) must 
be tucked into slacks or skirts at all times 
·       All pants must come down to the top of the ankle, be worn at the 
waist, hemmed and not touch the floor 
·       Shorts must be worn at the waist and hems may not be rolled 
·       The hems of skirts, jumpers and shorts must be no higher than 
two inches above the knee 
·       Red, white or grey short sleeve t-shirts may be worn under polo 
shirts 
·       T-shirts must be free from any graphics or lettering and may not 
hang out from the outer garment at hemline or sleeve. T-shirts 
must be tucked in 
·       Long-sleeve t-shirts may not be worn under short sleeve polo 
shirts 
·       Socks are to be worn at all times.  Socks must be visible with 
shoes.  “No show” socks are not permitted. 
·       Plain, unadorned, solid black belts may be worn 
·       The following items must be purchased through Dennis Uniform 
Company: gym t-shirt, gym shorts, gym sweatpants, plaid jumpers, 
skirts (black & plaid), girl’s cardigan sweater, logo uniform 
sweatshirt, logo black or red fleece jacket or vest, logo white or 
red turtlenecks.  
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What is not 
allowed for 
both girls and 
boys 

·       Shirts, sweaters, vests or sweatshirts with decorative beads or 
sequins 
·       Shirts worn inside out 
·       Sweaters, sweatshirts or shirts tied around the waist 
·       Outdoor jackets or sweatshirts are not to be worn during 
school hours 
·       Hooded sweatshirts or sweaters unless it is an out of uniform 
day 
·       Basketball pants or shorts 
·       Open-back, slip-on shoes; slides, clogs, sandals, Crocs-type or 
heelys. 
·       Make-up, jewelry or body piercing that is considered a 
distraction to the instructional day 
·       Hats while in the school building 
·       Hair color or hair length that is considered a distraction to the 
normal instructional day 

  
Gym Uniform 
All students will wear gym uniforms to school on their designated gym days. Our gym               
uniforms must be purchased through the Dennis Uniform Company and consists of a             
RED logo t-shirt, black logo shorts, and black gym pants. Only Dennis Uniform open leg               
sweatpants or closed bottom black sweat pants may be worn on gym days. These gym               
pants are to be worn over the uniform shorts, except during gym class. All students K-8                
may wear uniform gym shorts or uniform gym pants to school on gym days before               
October 15 and after April 15. Gym pants may not be worn in conjunction with the                
uniform skirts or jumpers. No “tear-aways” pants are allowed. Any non-marking gym            
shoes may be worn only with the gym uniform.  

 
General Information 

 
Middle School Academic Honor Roll 
The academic honor roll is special recognition for any seventh or eighth grade student              
who exhibits academic achievement according to one of the following criteria: 
 
 
High Honors Student receives an A in each of the eight core          

classes and a grade of C or better in Computer,          
Gym, Music, Physical Education, and  Art.  

 
Honors Student receives one or two B’s and the rest A’s in           

each of the eight core classes and a grade of C or            
better in Computer, Gym, Music, Physical      
Education, and Art  
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Core classes include Religion, English, Literature, Math, Science, Social      
Studies, Spanish, and Vocabulary.  

 
The High Honors and Honors Academic Honor Roll recognition will extend to 6th grade              
students beginning with the second semester. 
 
Student of the Month – Intermediate Unit 
September through May, any student in fourth and fifth grade who has attained all of the                
St. Raymond School Expected Behaviors for the month is recognized as a “Student of the               
Month.” In grade four, students are allowed to have one late assignment and be eligible               
for Student of the Month.  
 
Change of Registration Information 
A parent should notify the school office immediately of any changes in the information              
supplied in student registration forms on file with the school, including, but not limited              
to: 
 

● Address 

● Telephone Numbers (Home / Cell / Work / Doctors / Emergency Contact            

Persons) 

● E-Mail Addresses (Personal / Business) 

● Medical updates, including medications, allergies 

 
Child Abuse 
By law, the State of Illinois requires school personnel to inform the Department of              
Children and Family Services of any allegation/suspicion of child abuse/neglect. 
 
Church Attendance  
Families are expected to attend weekly Mass on Saturday evening/Sunday and participate            
in parish and school activities. 
 
Class Parties 
Parties during the school day are supervised by the teacher. The teacher and head room               
parent plan the activities. A parent may be called by the teacher or room parent to assist                 
at parties or make a donation of supplies or food. Room parents are required to fill out                 
Archdiocese of Chicago Form #7703 - Application of Employment/Volunteer Service          
and will be asked to complete an online Criminal Background Check, to fill out DCFS               
and Code of Conduct forms and attend Virtus training. 
 
We have updated our wellness policy/food policy for the 2019-2020 school year.  There 
are many children who have various unique food allergies.  In discussion with our 
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nurses, teachers and dialogue with our school advisory council we have developed the 
following guidelines to acknowledge birthdays and classroom celebrations/parties.  
 
Birthday  Celebrations/Treats 
  
Students in K-8th grade will have an out of uniform day on their birthday/half birthday to 
celebrate their special day.  This will allow other students and staff to recognize the 
student on his/her birthday.  Students with birthdays on the weekend may be out of 
uniform the Friday before or the Monday after their birthday.  
 
NOTE:  STUDENTS IN PRESCHOOL - 8TH GRADE 
 
NO BIRTHDAY TREATS OF ANY TYPE MAY BE DISTRIBUTED AS PART OF A 
CHILD'S BIRTHDAY CELEBRATION. This includes toys, candies or food of any 
type.  
 
Parties/Class Parties 
  
There are a set number class parties each year for children in grades preschool through 
fifth which include:  Halloween, Valentine’s Day and the end of the Year celebrations. 
Halloween and Valentine’s Day are celebrated on the actual day of the holiday. If either 
Halloween or Valentine’s Day falls on a weekend, it will be celebrated on the Friday 
(Thursday/Friday for some preschool rooms) before the actual day. 
  
Parties for any other occasions must be approved through the School Principal. 
  
Middle school/Jr. High students may have parties/lunch celebrations for Halloween, 
Valentine’s Day, Cinco de Mayo and end of year celebrations. 
  
No snack or treat bags (edible or non-edible) may be distributed, consumed, or opened 
at class parties during the school day. Students may share an individually wrapped treat 
with classmates to be consumed at home. 
 
 
Conferences 
 
A mandatory conference is held each school year during the 1st Trimester, please see              
calendar for dates. This gives parents and teachers an opportunity to discuss the student’s              
rate of progress in school and other matters of concern. Additional conferences may be              
arranged at the request of parents, teacher or students, should the need arise. Additional              
parent-teacher conferences are held in the spring by request. 
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Students receive report cards at the end of each trimester. Strengths and areas for              
improvement are discussed with the child. Any grades or information not understood by             
the student and/or parent should be discussed with the teacher. 
 
The conference gives the parent and teacher an opportunity to discuss the individual child              
and to have a better understanding of the child and the school program.  
 
 

Daily Schedule 
Attendance Procedures 

 
SCHOOL HOURS 

3 yr. old pre-school(T-TH) AM 8:05AM -- 11:15  AM 

Multi-age preschool AM (MWF) 8:05 AM -- 11:15 AM 

Multi-age preschool PM (MWF) 11:55 AM -- 3:10 PM 

Multi-age preschool AM (M-F) 8:05AM -- 11:15 AM 

Multi-age all day preschool (M-F) 8:05 AM --  3:10  PM 

Kindergarten AM 8:05 AM -- 12:00 PM 

Full Day Kindergarten 8:05 AM -- 3:10  PM 

Grades 1 - 8 7:50 AM -- 3:15 PM 

 
Children are requested not to arrive to school earlier than 7:50 AM. Students are expected               
to line up in single file outside their designated entrance door. Outside supervision is not               
provided before and after school hours. All doors will open at 7:50 AM. Students              
arriving after 8:00 AM will receive a tardy slip and should enter school at the main                
school entrance. Arrival procedures for preschool and kindergarten will be discussed in            
their respective orientations. 
 
Assigned Entrance Doors 
 
Door #2 (Cafeteria door on Milburn St.) : Preschool & Kindergarten students 
Door #1 (Main School Office door): Middle School students 
Door #31 (Middle door on Elmhurst Ave.): Grades 1, 2 & 3 
Door #30 (South end of School on Elmhurst Ave.): Grades 4 & 5 
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Absence 
Absence from school is defined as not physically present on a required attendance day. 
Tardy is defined as not physically present at the posted opening of a regular required 
student attendance day. 
 
Excused Absences from school may include: 
1) Illness (verified by the parent/guardian; if more than 3 consecutive days, verified by 
physician; 
2)  Death in student’s immediate family; other emergency beyond the control of the 
student’s family:  fire, flood, natural disaster, accident,  or mandated  court appearance 
for which documentation is required; 
3)  Extraordinary educational opportunity for the student pre-approved by the principal  
(e.g.  representing school in state type of fair or regional academic competition) 

Unexcused Absences from school are defined as an absence without a valid cause. 
 
In Case of Absence 
In order to keep more precise records and to comply with the Cook County Department               
of Public Health statistical reporting, we ask the parent to call the Nurse’s office before               
8:30 AM. The parent/guardian should leave a message clearly stating the child’s name,             
grade, and reason for absence.  
 
No child will be dismissed from school without a written request from the parent or, in                
case of an emergency, without absolute assurance of parental approval. When a child is              
to be dismissed early or will be leaving the building for a short time, the parent is                 
required to come to the school office and sign the daily logbook. 
 
Homework requests should be made only if your child is ill or absent from school for                
TWO or more days. Please call before 9:00 AM of the day you will be picking up the                  
homework.  The homework may be picked up at the office at  3:00 PM. 
 
Parents are requested to send a written excuse for the following: tardiness, early             
dismissal, and temporary leave during the day. After 4 “tardies” per trimester, the             
homeroom teacher will alert the Assistant Principal and a phone call will be made home.               
The 5th tardy in the trimester will require a plan to be developed.  
 
If students are not in attendance for 75% of the school day, they cannot attend a                
school-sponsored activity after school or in the evening of that day.  
 
Emergency School Closing 
If it is necessary to close the school, an automated phone call will be made to parent via                  
SchoolRush! and it will be posted on the school website. Please make sure the office has                
your current phone number.  
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Evacuation and Emergency Drills 
Evacuation and emergency drills are held regularly at various times of the day throughout              
the school year. Such drills are necessary for the safety of our students. Each year we                
have ten evacuation drills, one hard lockdown drill, one shelter-in-place drill, and one bus              
evacuation drill.  
 
In the event of a storm or civil defense warning, all students will remain at school until an                  
“all-clear” signal is received or until a parent or guardian personally picks up the child               
from school. Students will not be dismissed early from school unless parents have been              
notified. 
 
We may follow District 57 on a snow/cold day. However, if the Archdiocese closes, we               
will close. Please note that St. Raymond School may close even if the District or               
Archdiocese does not close. An automated notification from School Rush will be sent to              
all parents.  The school will also post information on the school website.  
 
Field Trips 
Field trips enrich classroom learning and open new areas of interest for the student.              
Those field trips, which are educational and relate to the total curriculum, are encouraged              
and are part of the total school program. Parent-signed permission slips, provided by the              
school, must be turned in by the designated date before a student may go on a trip.                 
Verbal permission is not acceptable. No other activity is planned for non-participating            
students since the field trip is considered part of the educational process. No other              
children may accompany parent chaperones. All students participating in a school           
sponsored field trip must ride on school provided transportation only (Grades K-8). Field             
trips are extensions of the school’s philosophy, and therefore, students’ conduct must            
reflect earning the privilege to represent themselves as members of St. Raymond’s            
School community. Incidents that are of the most serious nature, as determined by the              
school administration, and is in direct contradiction to the school’s philosophy,           
demonstrates that students have not earned the overall privilege to represent St. Raymond             
at school sponsored off campus activities. 
 
School administration is directed to provide notice that any serious incident that singles             
out a fellow students and/or disrespects the values of the school and/or parish community              
may result in suspending students from school related events on or off campus, outside of               
the school day. This suspension will remain in effect until there can be a period of time                 
to evaluate students behavior and the administration feels comfortable that these students’            
future conduct at school-sponsored events on and off of school grounds will reflect the              
school’s values. 
 
Gum 
Students are not allowed to have gum in school. 
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Harassment and Battery  
The administration and staff of our St. Raymond School believe that all students and 
employees are entitled to work and study in school-related environments that are 
Christ-centered and free of  harassment.  The school will treat complaints of harassment 
seriously and will respond to such complaints in a prompt, confidential, and thorough 
manner.  Harassment of any type will not be tolerated and appropriate disciplinary action 
will be taken.  Disciplinary action may include suspension, expulsion, or termination. 
The Principal will immediately notify local law enforcement officials of written 
complaints from school personnel concerning issues of battery committed against school 
personnel at the school.  The principal shall also notify the Illinois State. Police within 
three days of each incident. 

 
Health 
The Health office is staffed full time with a Registered Nurse. She assists students by               
giving immediate care, administering medication, assessing health issues, and providing          
health education. The Health Office is responsible for maintaining health records for            
each student. St. Raymond School supports and practices the Student Wellness Policy as             
mandated by the Archdiocese of Chicago Office of Catholic Schools. 
 
The Illinois School Code, Section 27-8, requires a physical examination for all students             
entering school for the first time (preschool, Kindergarten, or first grade), upon entering             
sixth grade, when transferring into the school without the required physical examination,            
or when transferring into Illinois from out-of-state. A yearly physical is required on all              
students involved in sports, and it must cover the entire school year. The examination              
should include a test for tuberculosis, a urinalysis, and a blood count. All children are               
required by law to be immunized against measles, German measles, diphtheria, tetanus,            
pertussis, poliomyelitis, and mumps. All children entering preschool and sixth grade           
must show proof of having received 3 doses of Hepatitis B vaccinations. 
 
All children entering preschool and Kindergarten must have one dose of varicella            
vaccination or have physician documentation of having had the disease. Parents who            
object, for medical reasons, must provide a doctor's statement that the immunization is             
medically contra-indicated. Physical forms must be returned to the office no later than              
one week before the first day of school. IF A CHILD IS NOT IN COMPLIANCE               
WITH THESE REGULATIONS, HE/SHE WILL BE EXCLUDED FROM        
SCHOOL UNTIL THESE REQUIREMENTS ARE MET. 
 
Parents of children transferring to St. Raymond School must arrange for the transfer of all               
health records. 
 
Dental 
Dental exams are required on all students in Kindergarten, second and sixth grades. This              
is required by the State of Illinois. The Dental Form must be turned in to the Health                 
Office. It is strongly recommended that each child have a dental checkup every six              
months.  
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Medical Information and Emergency Information Card 
This form is included in the family packet. A fully completed form must be in the Health                 
Office on or before the first day of school. Students without this form will be excluded                
on the first day of school. It is very important that information on these cards be                
updated as changes occur. 
 
Special Programs 
Special programs such as vision and hearing screening are held periodically during the             
year. Vision and hearing testing is done in cooperation with the Illinois Department of              
Public Health. This is a mass screening and does not take the place of a full vision or                  
hearing exam. According to the State of Illinois, it is mandatory for all children entering               
Kindergarten to have an eye exam by a licensed physician or licensed optometrist.  
 
Communicable Diseases 

1. Notify the school office immediately when your child has a communicable           
disease. 

2. Any diagnosis of measles must be reported to the school nurse immediately            
upon diagnosis. Cases of HIV/AIDS will be handled on an individual basis in             
compliance with policy set by the Archdiocese of Chicago. 

3. Chickenpox requires exclusion from school. Children with chickenpox should be          
kept home for 6 days after the first chicken pox appears. 

4. If your child has vomiting, diarrhea, sore throat, earache, a heavy discharge from             
the nose, skin rash, eye infections, or an elevated temperature of 100 degrees or              
above, he or she should be at home. Temperature must be normal, without             
medication, for 24 hours, and there must be no vomiting for 24 hours before              
returning to school. 

5. Children diagnosed with STREP must be on an antibiotic for 24 hours before             
returning to school.  

6. Children diagnosed with pinkeye (conjunctivitis) may not attend school when          
eye(s) are draining. Once a child is on antibiotics for 24 hours, he/she may return               
to school. 

 
CHILDREN MUST HAVE A NOTE FROM THEIR DOCTOR IF THEY ARE TO            
REMAIN INDOORS DURING GYM OR RECESS. 
 
Medication Procedure 
The responsibility for administering medication rests with the parent. However, the           
school recognizes that at times medication must be given during the school day.             
Medication will not be given without a written order from a doctor. All written orders               
must have original doctor’s signature. No faxes or copies will be accepted. This includes              
aspirin, Tylenol, Advil, all over-the-counter medicines, and cough drops. In order for any             
medication to be given at school, a parent permission form is required along with the               
doctor’s order. Students are not to bring medication to school in their lunches or pockets.  
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Parents/guardians have the primary responsibility for the administration of medications to           
their children.  
 
It is the policy of this school that school personnel, including teachers, administrators,             
administrative staff, shall not administer medication to students except as provided in the             
School Medication Procedures established for the administration of medication.  
 
Compliance with the School Medication Procedures established for the administration of           
medication is the responsibility of the parent/guardian. 
 
Detailed procedures are as follows: 
 

1. Medication Authorization Form. No school personnel shall administer any         
prescription or non-prescription medicine unless a complete Medication        
Authorization Form for such student has been received by the school nurse. No             
student shall be allowed to possess or consume any prescription or           
non-prescription medication unless a complete Medication Authorization Form        
for such student has been received by the school nurse.  

a. A Medication Authorization Form is complete if it contains the          
following information: 

i. A written prescription issued by a physician, dentist, or other          
licensed prescriber. The prescription must set forth the child’s         
name, licensed prescriber’s signature and telephone number,       
medication name and dosage, and date of order; 

ii. Written administration instructions written by the licensed       
prescriber setting forth the route, time, or intervals of         
administration, and the duration of the prescription; 

iii. Written indication, on the medication or by separate notation of the           
licensed prescriber, of the diagnosis requiring medication, intended        
effects, and possible side effects of the medication; and,  

iv. Written permission and authorization for the administration of        
medication signed by the student’s parent/guardian. 

 
2. Appropriate Containers. It is the responsibility of the parent/guardian to          

provide the school with all medication in appropriate containers. Only medication           
for which a complete Medication Authorization Form has been received by the            
school nurse shall be allowed in the school. All such medication shall be             
provided in containers which are: 

a. Prescription-labeled by a pharmacy or licensed prescriber (displaying Rx         
number, student name, medication, dosage, direction for administration,        
date and refill schedule, pharmacy label, and name/initials of pharmacist);          
or 

b. Manufacturer-labeled for non-prescription over-the-counter medication. 
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3. Administration. Administration of medication means dispensing, distributing,       
or adherence to the route by which the medication is to be administered indicated              
on the completed Medication Authorization Form. 
 

4. Storage of Medication. Medication received by the school in accordance with a            
completed Medication Authorization Form and in an appropriate container         
shall be stored in a locked cabinet. Access to the locked cabinet shall be limited               
to the School Principal and his/her designees, and the school nurse. 

a. At the end of the school year, or the end of the treatment regime, the               
student’s parent/guardian will be responsible for removing any unused         
medication from the school. If the parent/guardian does not pick up the            
medication by the end of the school year, the medication will be            
appropriately disposed of by the School Principal.  
 

5. Carrying and Unsupervised Self-Administration of Medication. Students who        
suffer from asthma or allergies that require the immediate use of medication shall             
be permitted to carry such medication and to self-administer such medication           
without supervision by school personnel only if the following conditions are met: 

a. A completed Medication Authorization Form has been received by the          
School Principal or his/her designee or by the school nurse. 

b. A completed Physician Request for Self- Administration of Medication         
form has been completed by the student’s physician and parent/guardian          
and received by the School Principal or his/her designee or by the school             
nurse.  
 

6. Emergency Medical Care. In the event a student shall become ill or injured or              
otherwise need immediate medical attention, the School Nurse, the Principal, or           
his/her designee shall attempt to contact the student’s parent/guardian utilizing          
the information provided on the student’s Medical Information and Emergency          
Notification Form. If the student’s parent/guardian cannot be contacted, the          
School Principal or School Nurse shall attempt to contact the person identified by             
the parent/guardian as the student’s emergency contact. In either event, such           
contact shall be made to advise the observed illness or injury or need for medical               
attention and to obtain further instructions from the student’s parent/guardian or           
emergency contact.  

 
Notwithstanding the foregoing, the School Principal or School Nurse or other certified            
school personnel may call local emergency medical services before or after attempting to             
call the student’s parent/guardian or emergency contact if, in the exercise of            
school-related supervision of the student, the student’s illness, injury, or need for            
immediate medical attention is perceived to be in need of emergency medical care. 
 
Homework 
Assignments are used to reinforce and enrich the skills taught in the classroom, foster              
habits of independent study, and meet the educational needs of individual students. We             
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ask that parents support us by encouraging their children to develop good study habits              
and to take responsibility for the assignments required of them.  
 
The approximate amount of time to be spent on homework each evening is included in               
this handbook under the specific unit. Homework for a sick child, if requested, may be               
picked up at the office at 3:00 PM or sent home with a sibling or friend. 
 
Lost and Found 
There is a lost and found container in the cafeteria. If any small or valuable items are                 
found, they should be brought to the office. 
 
Lunches  
Dropping off lunches in the office is strongly discouraged. While a lunch may be 
forgotten occasionally, the habit of dropping off a lunch does not reinforce responsibility 
on the part of the student and is a needless interruption in the office.  We will have a 
lunch for the student made by the cafeteria staff.   Lunches must be brought from home. 
As mentioned previously, fast food/restaurant lunches are NOT ALLOWED.  Lunches 
that are forgotten must be delivered to the school office, labeled with the child’s name 
NO LATER than 10:00AM.  
 
Missing Children Records Act and Registration Law 
As a non-public school, St, Raymond School maintains certified copies of state birth 
certificates for each student enrolled. The school notifies the parents/guardians that such 
documentation must be submitted upon enrolling the student. Certified copies of transfer 
student records must be requested within fourteen days of enrollment; the school sends 
unofficial records of students transferring to other schools within ten days of the request. 
 
The Illinois Missing Children Act requires schools to notify local authorities when an 
official copy of the birth certificate isn’t received by the school within 30 days of 
enrollment. At 30 days, the school is required to notify the parent/guardian in writing that 
they have ten days to submit an official copy of the birth certificate. If the 
parent/guardian fails to comply, the school is required by law to notify the police for a 
possible missing child investigation. 
 
Non-Discrimination 
St. Raymond School is operated under the auspices of the Catholic Bishop of Chicago, a 
corporation sole, in the Archdiocese of Chicago.  The school admits students of any race, 
color, sex, national, and ethnic origin to all the rights, privileges, programs, and activities 
generally accorded or made available to students in this school.  The school does not 
discriminate on the basis of sex, race, color, or national and ethnic origin in the 
employment of teachers and staff or in the administration of educational policies, athletic 
or school-administered programs.  
 
Non-Discrimination Schools (Archdiocesan Policy 130) 
St. Raymond may admit students who are not Catholic provided that these students will 
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not displace Catholic students and that both students and parents clearly understand that  
participation in Catholic religious instruction and school activities, related to Catholic  
identity of the school, are required.  
 

Parents Rights School Records 
 
Non-Custodial Parent Rights  
St. Raymond School abides by the provisions of the Buckley Amendment with respect to 
the rights of the non-custodial parent. In the absence of a court order to the contrary, a 
school will provide the non-custodial parent with access to the academic records and to 
other school-related information regarding the child. If there is a court order specifying 
there is no information to be given, it is the responsibility of the custodial parent to 
provide the school with an official copy of the court order.   If the non-custodial parent 
would like to receive information (such as report cards, progress reports, etc.) that is 
provided to the custodial parent through the child at school, then a self-addressed 
stamped envelope must be provided to the school office. 
  
The Archdiocese of Chicago, Office of Catholic Education, has adopted Guidelines for  
School Records which describes the parental rights to a child’s records.  These rights 
include:  
 

● Right to inspect: You have the right to look at your child’s permanent record 
which includes report cards, health records, accident reports, attendance 
records, and biographical information (name, address, etc.).  

 
● Right to prevent disclosures: The school will not disclose anything to third 

parties  
from your child’s records unless 
 
 (1) you consent in writing prior to the disclosure; or  

 
(2) the information is directory information which you have requested to be 
kept confidential; or  
 
(3) request for information meets one of the limited circumstances  
described in the guidelines.  

 
● Right to request correction: You have the right to present evidence that the 

school should amend any part of your child’s record which you believe to be 
inaccurate, misleading, or otherwise in violation of student rights. If the 
school decides not to change the record, you may insert an explanation in the 
record.  

 
● Once your child turns eighteen, s/he obtains all the above rights.  
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Parent-Teacher Communication 
Parent questions or concerns about your child should be directed to the classroom             
teacher. If this communication does not prove beneficial, call and make an appointment             
with the administration. 
 
Party Invitations 
Party invitations may not be distributed at school unless the entire class is invited. This is                
to avoid hurting the feelings of those not invited. 
 
Progress Reports 
In the middle of each trimester, a progress report is sent home when a child is not                 
meeting teacher expectations. This notice is given to the student. It is the student’s              
responsibility to give it to the parent for signature and return to the homeroom teacher. If                
a parent needs to see a teacher, please contact the teacher directly.  
 
Safety and Visitor Management Procedures 
The safety of students traveling to and from school is the responsibility of the parent.               
Our Parent Safety Patrol, which is in place at the corners of Lincoln and Elmhurst               
Avenues, and Milburn and Elmhurst Avenues, serves to assist students crossing at            
crosswalks. By providing this service, St. Raymond School and the Catholic Bishop of             
Chicago accept no liability for the safety of the child. Please note that due to               
circumstances beyond the control of the school, there may be occasions when a parent is               
not present for crossing duties. Likewise, when thunder and lightning are present, our             
patrol is not on duty for their own safety. 
 
Parents are urged to go over basic safety measures with children: 
 

▪ Follow the most direct path to school, avoiding isolated areas. 
▪ Be wary of strangers. Don't accept gifts of any kind, food, rides, etc.             

from strangers.  
▪ Report any suspicious behavior to your local police department and          

the school office.  
▪ Walk - don't run - across streets, and cross only at crosswalks. 
▪ No ball playing, walking, or running in the streets. 
 

Everyone should stay on the sidewalk in front of school and stay off of the grassy area                 
and the planter boxes outside the main entrance. Children are not permitted to run or roll                
down the hilly area outside the classroom windows.  
 
Parking is restricted by various village ordinances. Signs are posted around the school             
and church, and are enforced by the Mount Prospect Police. Violators have and will be               
ticketed. Please do not block driveways. For the safety of our students, the parking lot               
will be blocked at both ends during recess or outdoor physical education classes.  
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Bicycles may be parked and locked at the student's own risk at racks provided by the                
school. No bicycle riding is permitted around the school/church premises or in the             
parking lot. Bicycles must be walked through the intersections. Failure to obey these             
guidelines will result in the prohibition of bicycles at school. 
 
Roller blades and skateboards are not allowed on the school/church block at any time. 
 
Please be a “good neighbor” and respect the property and privacy of homes             
surrounding the school. 
 
Visitor Management Procedures: The security and safety of our children at school is of              
utmost importance. All doors to the school remain locked throughout the day, with the              
exception of the main entrance at Milburn and Elmhurst Avenues. Please enter through             
the security door at this entrance, register at the office, and obtain a visitor’s tag. 
 
All visitors to St. Raymond School must adhere to the following procedures for the safety               
of students and staff, as well as their own safety: 
 

▪ Enter through the designated visitor entrance – Door #1, the school’s           
main entrance. 

 
▪ Sign the school’s visitor’s log, providing all requested information         

(that is, name, date, time in, and reason for visit. 
 

▪ Although we take pride in recognizing the majority of parents, please           
be prepared to show a picture ID is asked.  

 
▪ Wear the visitor pass that is provided by the school office so that it is               

visible at all times during your stay at the school. 
 
▪ Be escorted by staff to your destination, when possible. 
 
▪ Observe all laws, school policies, procedures, and rules while visiting          

the school. 
 
▪ Sign out on the visitors log, showing the time signed out, and return             

the visitor’s pass. The photo ID will be returned to you only after you              
have signed out. 

 
▪ Do not use any exit other than the main school entrance, even            

temporarily, during your visit to the school.  
 
Search and Seizure 
All property of the school, including student desks and lockers, as well as contents, may               
be opened, searched or inspected at any time without notice. School personnel have an              
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unrestricted right to search this property as well as any containers, backpacks, purses, or              
articles of clothing that are left unattended on the school campus. Students and their              
personal effects are subject to search whenever school authorities have a reasonable            
suspicion that the search will produce evidence that the student has violated a school rule               
or the law. Hazardous and nuisance items, which are any items or articles which may               
cause or become a nuisance in the school, the classroom, or on the playground, are               
subject to immediate confiscation and will not be returned until the end of school. Other               
property and areas are subject to search in accordance with the Illinois School Code.   
 
Sexual Harassment 
Sexual harassment by an employee toward another employee, by an employee toward a             
student, by a student toward an employee, or by one student toward another student is               
unacceptable conduct. Employees or students who engage in any type of sexual            
harassment will be subject to appropriate discipline. 
 
Retaliation in any form against an employee or student who exercises his or her right to                
make a complaint under this policy is strictly prohibited and will itself be cause for               
appropriate disciplinary action. 
 
Any employee or student who knowingly makes false charges against an employee or a              
student in an attempt to demean, harass, abuse or embarrass that individual shall be              
subject to sanction. 
 
Standardized Tests 
Students in third through eighth grade are given the ACT: Aspire in the spring of the                
year. Reading, Math, English,Writing,and Science scores are available in the beginning           
of the school year. Results are either sent to parents when received or information on               
how to visit Powerschool will be provided to access the scores.  
 
Supplies 
A list is posted online in the spring/summer informing the parent of supplies needed for               
the coming school year. Students need to replenish supplies as necessary throughout the             
year. 
 
Telephone Use 
In an effort to encourage responsible behavior, requests by students to call home for              
forgotten items or changed after school plans are discouraged. Emergency phone           
calls need to be made from the school office with permission. Students are not called to                
the telephone during the school day except in an emergency. For additional information             
please see “Cell Phone / Electronic Device Policy” on page 27. 
 
Tobacco, Alcohol or Other Drugs 
Tobacco, alcohol, or other drugs in any form will not be tolerated and students possessing  
them or under their influence may be subjected to hospitalization, suspension or  
expulsion.  
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Substance is defined as illegal drugs and drug paraphernalia, alcohol, anabolic steroids, 
tobacco, chemicals, inhalants, solvents, prescription or over-the-counter drugs used for 
purposes other than those for which they are indicated or in a manner or in quantities 
other than directed. 
 
Substance abuse means the consumption or use of any substance for purposes other than 
the treatment of sickness or injury as prescribed or administered by a person duly 
authorized by law to treat sick and injured human beings. 
 
Illegal Violations:  The possession, use, delivery, transfer, or sale of tobacco, alcohol, 
drug paraphernalia, illicit substances, chemical or any substance designed to look like or 
represented as such by students, on school premises, in school buildings, on school buses, 
or at school-sanctioned events is expressly forbidden.  
 
SCHOOL PROCEDURES FOR HANDLING VIOLATIONS 
· Notify the parent/guardian and suspend the student during the school          
investigation. 
·           Notify local law enforcement authorities immediately as directed by law. 
· Conference with principal, parent/guardian, student, pastor, and other appropriate          
persons as determined by the principal. 
· Notify the Illinois State Police (ISP) within one to three days of the incident on the                 
ISBE School Incident Reporting System (SIRS). 
· Notify the school’s Regional Director of the incident; fax a copy or send a PDF. of                 
the completed Accident/Incident Report within 24 hours to the Regional Director. 
· If the violation is founded, professional evaluation and, if necessary, treatment shall             
be provided by the parent/guardian.  
· Based on the results of the certified clinical evaluation, the status of the student for                
continued attendance in the school will be determined by the principal. Options include             
but are not limited to continued suspension and/or expulsion. 
·       Appropriate confidentiality shall be maintained. 
 
 
Transfer 
A parent should notify the school office in advance of any plans to disenroll a student. A                 
parent / guardian must provide a signed release form permitting St. Raymond to forward              
records to the new school. Tuition and fees must be paid for the period the student was                 
enrolled before records will be forwarded to the new school. 
 
Tuition Rates and Policies 

It is the responsibility of every school family to make tuition payments in a timely 
manner in accordance with the Tuition Covenant and payment plan selected by the 
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family. Tuition Management Systems is an independent company that collects tuition and 
fees on behalf of St. Raymond School.  The tuition rates shown below represent the rates 
for a Participating Parishioner Family.  For information on rates for a family that is not a 
Participating Parishioner Family, please contact the school office. 
 
A Participating Parishioner Family is a family who meets the following criteria: 
 

1. The family members are registered parishioners who regularly attend Mass. 
 

2. Family members regularly participate in parish and school activities. 
 

3. The Family assists St. Raymond Parish financially through regular 
contributions to the parish 
totaling at least $800 per year with the following suggested milestones: 
 

● July1-September 30 Minimum donation of $200.00 
● October 1-December 31 Minimum donation of $200.00 
● January 1-March 31 Minimum donation of $200.00 
● April 1-June 30 Minimum donation of $200.00 
 

The family has satisfied past financial obligations to St. Raymond School. 
 

Tuition Collection Policy 
 
Saint Raymond School works with FACTS Tuition to manage the billing and payments 
of our tuition plans.  It is the parents/guardian’s responsibility to notify the Saint 
Raymond Tuition Office, 847-253-8555 Ext: 197 if they are having difficulty meeting the 
tuition obligation.  A discussion with happen with the parish administration and the 
pastor of the parish to create an alternative tuition plan.  
 
Fees have been assigned in the tuition contract for 30, 60 and 90 days and students will 
not be able to participate in extracurricular activities, such as sports and clubs.   If after 
91 days no agreement has been made, students will not be allowed to attend school. 
 
 
 
In the event that there is any outstanding tuition at June 30, unless alternative              
arrangements in writing and approved by parish administration and the pastor of Saint             
Raymond Parish have been made, a student will not be enrolled for the following              
school year. A student will be allowed to be re-enrolled after all financial obligations              
have been met. However, the student’s ability to return will be contingent on space              
availability in the grade/class in which he or she would have otherwise been placed.  
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Scholarships 
The Reverend Robert J. Loftus Endowment and Scholarship Fund 

 
The Reverend Robert J. Loftus Endowment and Scholarship Fund, an independent, tax 
exempt-501(c)(3) organization, was established in 1987 for the purpose of supporting 
Catholic education at St. Raymond School by providing: 
 
Scholarship grants for tuition and fees to families with a demonstrated financial need for 
such assistance; and grants and awards to school faculty members, in recognition of their 
commitment to Catholic education. 
 
With respect to scholarship grants, the Fund is here to help when families experience 
financial strains due to illness, unemployment, separation/divorce, large and 
unanticipated expenses or losses, or limited income.  However, there is an expectation 
that parents accept some responsibility for the cost of educating their children. The Fund 
recognizes that this may entail some sacrifice but it is only through the cooperative 
efforts of the school parents, the Fund, and its benefactors that the Fund can remain 
viable for continued help to others in the future. 
 
A special note regarding the 3-year-old Preschool Program and the Day Care portion of 
Full Day Preschool: If you have, or anticipate placing, any children in either of these 
programs please be aware that the Fund will not provide any financial assistance with 
respect to these programs.  The Fund’s Board of Directors, after consultation with the 
School Administration, has determined that the principal “Day Care” aspects of these 
programs do not come within the educational mission of the Fund.  
 
Requests for Scholarship Aid Application Forms should be directed to:  
 
The Reverend Robert J. Loftus  
Endowment and Scholarship Fund 
300 S. Elmhurst Avenue 
Mt. Prospect, IL 60056 
 
All requests for financial aid, the information provided in the applications and the 
granting of awards are held in strict confidence.  
 
Vacation Absences 
Family vacations should be planned to coincide with school holiday periods. A child             
needs the continuity of the learning experiences provided through teacher presentations           
and student interaction. Written work alone cannot substitute for these experiences. If            
for some reason a family needs to remove a child from school for a vacation, please                
notify the office regarding the number of days that your child will not be in school.                
Missed assignments are discussed with the classroom teacher after the child returns to             
school. 
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Volunteers 
 

Protecting God's Children  
Youth Archdiocesan Guidelines and School Requirements 

 
There are numerous volunteer opportunities at our school. To assure the safety and             
protection of our students, we require that any volunteer working in the school or parish               
comply with guidelines established by the Archdiocese Office of Protection of Children            
and Youth. Every parish and school employee has completed these requirements. All            
volunteers are also required to comply with the following:  
 

1. Online Background Screening eApps 
Every volunteer working with children must complete an online background          
check. To access the background check page, please visit         
www.archchicago.org. Scroll to Protecting Children and select Compliance        
for Clergy, Employees and Volunteers.  
(eAppsDB - Instructions for Volunteers).  
 
2. Safe Environment Training -- Virtus Training 
Virtus is a specialized training program designed to alert adults to the            
dangers and red flags of child sexual abuse. The workshop explains what to             
look for in a sexual predator and ways to protect children against sexual             
abuse. Every volunteer at the school and parish is required to complete a             
three hour training session which is offered at many sites throughout the            
archdiocese, including St. Raymond. After completing the training, you will         
receive electronic bulletins monthly to read and complete. To register for           
training visit  www.virtus.org. 
 
3. Code of Conduct 
All volunteers who work with children must review and sign the Code of             
Conduct Acknowledgement Form. The form may be found at         
www.archchicago.org. Scroll down to Protecting Children and select        
Compliance for Clergy, Employees and Volunteers. Please return the signed          
form to the school office. The form may also be obtained at the school              
office. 
 
4. Illinois Department of Children and Family Services’ (CANTS) Form 
All volunteers who work in the school and parish must complete the Child             
Abuse and Neglect Tracking System form. For information about the State           
of Illinois child abuse and neglect system, visit www.archchicago.org.         
Scroll down to Protecting Children and select Compliance for Clergy,           
Employees and Volunteers. Return the completed form to the school          
office. The original is sent to the Illinois Dept. of Children and Family             
Services and a copy retained by the school. The form may also be             
obtained at the school office. TO BE COMPLETED ANNUALLY 
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Volunteers include any person who works in the school without compensation. This            
includes, but is not limited to, the following: room parent volunteer, safety crossing             
guard, athletic event volunteer, coaches, chaperones, library assistants, classroom party          
assistant, and any volunteers in a classroom. For further information please call the             
school or parish office. 
 
Weapons Policy 
To uphold the dignity of the human person, the sacredness of human life, and provide a 
safe, secure environment:  

● Students shall not carry, possess, or use weapons in school, or on school 
premises. 

● Weapons include, but are not limited to the following: knives, handguns, brass 
knuckles, “billy clubs”, bats, pipes, sticks and any other object that causes 
bodily harm.  

 
Parents/Guardians of the students involved shall be notified as soon as possible. Students 
who violate these directives are subject to suspension and/or expulsion. 

 
School officials are required to report weapon violations to the local police. The weapon 
is turned over to the local police jurisdiction. The Office of Catholics Schools should be 
notified as soon as possible. A written copy of the Archdiocese of Chicago, Office of 
Catholic Schools Incident Report will be submitted within twenty-four hours to the 
assistant superintendent of Catholic Schools. 
 
Wellness Policy  
 
St. Raymond School is committed to providing a learning environment that supports and 
promotes wellness, good nutrition, and an active lifestyle and recognizes the positive 
relationship between good nutrition, physical activity and the capacity of students to 
develop and learn.  
 
The purpose of this policy is to ensure a total school environment that promotes and  
supports student health and wellness, helps to reduce childhood obesity and meets the  
requirements of Public Act 194-0199.  
 
Public Act 094-0199 amends the Illinois School Code, requiring the Illinois State Board  
of Education to establish a state goal that all districts have a wellness policy.  The link  
between nutrition and learning is well documented. Healthy eating patterns are essential  
for students to achieve their full academic potential, full physical and mental growth and  
lifelong health and well-being. Schools and school communities have a responsibility to  
help students acquire the knowledge and skills necessary to establish and maintain  
lifelong healthy eating patterns.  Well-planned and well-implemented wellness programs  
have been shown to positively influence children’s health. 
 

56 



 

 

57 


