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“In the absence of school policy, the school will abide by the policies set forth by the Archdiocese of
Galveston-Houston and the Catholic Schools Office.”
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INTRODUCTION
Welcome to St. Ambrose Catholic School. We are pleased and proud that you have selected St.
Ambrose Catholic School for your child. St. Ambrose Catholic School is a culturally diverse community
composed of the clergy, parishioners, parents, students, families, school personnel, and all who help
fulfill the school mission. St. Ambrose Catholic School promotes high academic standards within a
Christ-centered, spiritual environment. Members of the St. Ambrose community seek to teach Catholic
values, strengthen students in the Catholic faith, focus on the education of the whole child, and
witness to the presence of Jesus Christ in the world.

This handbook will serve as an introduction and a guide to our goals, policies, and procedures. The
policies contained herein are for informational purposes only and should be interpreted and/or
construed as such. The School maintains the right to change or withdraw any policy or matter set forth
herein at any time.

This Student/Parent Handbook is for all family members concerned with St. Ambrose Catholic School.
As with any handbook, it is constantly changing; and it is constantly being developed to meet the
needs of the students and the school. For this reason, rules and guidelines contained here do not
comprise a complete compendium, for there may be additions by announcements or changes by
written notice. It is the expectation of St. Ambrose Catholic School that parents/guardians and
students will use good judgment in complying with the behavior code, dress code, and/or school
policies.

Communities are successful to the degree to which the members are knowledgeable and are per the
rules, regulations, and policies that govern them. Parents assist and support the teachers and
administration in the implementation and enforcement of the student code of conduct, school policies,
and regulations. It is expected that families abide by the policies, procedures, and expectations
outlined in this handbook. Parents are expected to sign the Handbook Acknowledgement Agreement
Form (at the end of the handbook). However, all handbook policies are in effect even without a
parent/guardian or student signature.

CATHOLIC SCHOOLS OF TEXAS MISSION STATEMENT
The ministry of Catholic Education, in general, is the fulfillment of the educational mission of the
Catholic Church and has as its primary goal, the continuous formation of the Christian person.

As a pastoral instrument of the Church, the strength of the Catholic school is its ability to respond to
the needs of the whole person, the Church in a time of transition, and the world with a global
perspective for a peaceful and sustainable future.

The Catholic school is a unique environment in which students can experience the presence of the
Holy Spirit. Its focus is on the person’s spiritual, moral, intellectual, social, cultural, and physical
development. In the Catholic school, students and teachers are drawn to proclaim the Gospel
message, to unite in worship, to respond to the needs of the community through fellowship and social
justice, and to serve all people through the sharing of their spiritual gifts and temporal goods.
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Intellectually, students are challenged to work to the best of their abilities. In a world of diversity and
absolutes, students need to be freed to appreciate and understand the living organism called Earth
and the peoples and cultures that inhabit it, and to develop global perspectives by which to form their
lives and consciences. Students are provided opportunities to develop basic academic and physical
skills, pursue knowledge, and critically study and analyze the world in which they live.

The effective Catholic school must call its students to the conviction that people are more important
than material gain, that justice is more important than success, that love is more important than
esteem, and that collaboration unites while competition divides. The truly successful Catholic school
student is not necessarily one who is successful in every endeavor, but one who accepts Christian
responsibility for fulfillment of personal potential and shares these gifts with others.

ST. AMBROSE SCHOOL’S MISSION STATEMENT
St. Ambrose School and Parish are called together as a community to nurture the spiritual formation,
academic excellence, physical, emotional, and social growth of all students. The uniqueness of each
student is embraced in a safe, loving, caring environment. Our students are prepared to meet and
respond to the opportunities and challenges of the future as responsible, Christian members of
society.

GOALS OF ST. AMBROSE CATHOLIC SCHOOL 2021 - 2022
To nurture the spiritual formation, academic, physical, emotional, and social growth of all students, St.
Ambrose Catholic School strives to meet the following goals:

Spiritual
● To improve opportunities for the spiritual growth of all faculty and students

Academic
● To increase technological opportunities; to differentiate instruction to meet the needs of all

students.
● Analyze student standardized test scores regularly
● Through longitudinal study, find evidence of student progress from standardized test scores

compared on an annual basis.

Physical
● To provide extra-curricular physical activities to students for various grade levels.

Emotional
● To provide a safe, nurturing environment for all faculty and students

Social Growth

● To encourage an appreciation for the diversity of students at St. Ambrose Catholic School.
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ST. AMBROSE CATHOLIC SCHOOL
FACULTY & STAFF ROSTER

2021 - 2022

Administration

Pastor Fr. Hieu

Principal Khanh Pham

Assistant Principal Carman West

Director of Curriculum & Instruction Beatrice Diaz

Advancement Director Tami Navarro

Director of Academic Success Center Sarah Sheppard

Wellness Counselor/Health Coordinator Sandi Morales

School Office Administrator Maria Nguyen

Early Elementary

PKA Marcy Gleaves

PKA Anna Valdez

PKA - Teaching Asst. Rachel Herrera

PKB Lucy Gutierrez

PKB Jeannie Seligman

PKB - Teaching Asst. Cyndi Rocha

Kinder Natalie Mond

Kinder Gina Kohlschmidt

Kinder - Teaching Asst. Carol Roe

Lower & Upper Elementary

1st - ELA/SS Taylor Reilly

1st - Math/SC/REL Leilani Streblow

2 - ELA/SS Susana Lozano

2-5 - Science Clare Shanahan

2-5 - Religion Sr. Maureen

2-3/Math & 3/SS Cathy Velez

3-4/ELA & 4/SS Vanessa Ardila

4/ELA & PE Monica Carrasco

4/Reading & 5/ELA Michelle Clayton

4-5/Math & 5/SS Richard Velez

Jr. High
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6-8 - Religion Nickie Bounds

6-8 - ELA Roseanne Bush

6-8 - Social Studies Allison Copony

6-8 - Science Roberta Puzon

6-8 - Literature Emily Lancaster

6-8 - Math Elizabeth Smaistrla

Ancillary

PE/Director of Athletics Monica Carrasco

PE/Jr. High Elective Richard Garza

4-8 Spanish/Jr. High Elective Michelle Le

Library Manager Michele Thompson

PK-3 Spanish & Art/Jr. High Elective Sandra Tapia

Music - PK-6/Jr. High Elective Erica Ross

Band Debra Swindler

Technology - PK-8/Jr. High Elective Martin Pham

Academic Support

Reading Specialist Meagan Henderson

Writing Specialist Debra Lewis

Support Staff

Bookkeeper Tina Moreno

Advancement Assistant Debbie Walle

Extended Day

Marcy Gleaves

Michelle Le

Roberta Puzon

Carol Roe

Clare Shanahan

Facilities

Maintenance Tim Feehery

Maintenance Francisco Llanito

Custodian Dulce Cepeda

Custodian Maria Cepeda
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ST. AMBROSE SCHOOL’S EDUCATIONAL PHILOSOPHY
St. Ambrose Catholic School is part of the total Catholic Community of St. Ambrose Catholic Church.
The purpose of St. Ambrose Catholic School is to make known the love of God the Father revealed
through the Son, Jesus. This is achieved through the spiritual, intellectual, emotional, social, and
physical development of the student. At St. Ambrose Catholic School, we strive to develop the
intellectual potential of each student according to his/her ability. We want our students to come to
know what it means to be a Catholic Christian and to grow in the ability to respond to the demands
asked of them. Self-discipline is taught as the means to obtain the high standard of moral integrity we
-set for our students. Everything that is done at St. Ambrose Catholic School is meant to aid in the
development of the total person of each student.

While personal growth is of the utmost importance, we want our students to become aware of the
needs of others, to take his/her responsibility in serving others, and in helping to build Christian
Community. Indeed, our students are called to truly be a witness of Christ.

SCHOOL PHONE NUMBERS

School Office 713-686-6990
Clinic 713-686-6990
School Fax 713-686-6902
Church Office 713-686-3497
Religious Education 713-686-3857
Web Page www.sashornets.org

ACCREDITATION
St. Ambrose Catholic School is accredited by the Texas Catholic Conference of Bishops Education
Department (TCCB ED), recognized and approved by the Texas Education Agency.

PRINCIPAL’S RIGHT TO AMEND POLICY BOOK
The school and/or the principal retain the right to amend this handbook for just cause. The principal
reserves the right to waive and/or deviate from any disciplinary regulations for just cause at his or her

discretion. Parents will be given prompt notification if changes are made.
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POLICIES AND PROCEDURES

ACADEMICS
St. Ambrose Catholic School is accredited by the Texas Catholic Conference (TCCED) under the
auspices of the Texas Education Agency (TEA). Our school strives to provide an exemplary learning
environment using the English language to educate the whole child: body, mind, and spirit. We attempt
to provide students with opportunities for success by fostering a positive learning atmosphere,
providing a supportive atmosphere from all members of the school community, nurturing a Christ-like
community, and celebrating our Catholic traditions through a solid program of religion. The curriculum
enhances with fine arts, foreign language, and other extra-curricular activities, as well as offering
multidimensional experiences in physical education, self-esteem, building activities, and culturally
diverse programs.

Academic Progress
Any student not maintaining a 78% average or above may be placed on academic probation for a
period of time designated by the Principal or Director of Curriculum and Instruction.  Lack of
improvement may result in withdrawal. The principal and teachers will monitor grades closely. Parents
are responsible for monitoring students’ progress via RENWEB and teacher communications.

Sometimes, in the lower grades, especially in grades PK-K-1-2-3, report card grades may not
accurately reflect student progress in the student’s learning of academic objectives. In the lower
grades, much of a student’s work is completed with extensive help from the teacher. A great deal of
student work is not independently completed, although that is one of our goals. Teachers will
communicate with parents when academic progress in grade-level objectives is not being met and
may recommend retention or extensive summer tutoring, even when report card grades appear to be
passing.

Promotion shall be based upon true academic progress in the curricula at an independent work level.
The student’s promotion is also based on him/her accomplishing the required essential curriculum
elements, as well as his/her progress in social, emotional, and physical growth. Just as the principal
reserves the right to place a student, the principal also reserves the right to recommend retaining a
student who does not show developmentally appropriate social or academic skills for promotion to the
next grade. Measurement of academic skills may be done through teacher-created exams,
formative/summative assessments, entry/exit exams, analysis of the NWEA, etc.

Mastery of Curriculum
When 60% of the class has achieved passing grades on tests, assignments, or individual averages,
the class is considered to have “mastered” the unit or lesson. If 60% of the class does not have
passing grades (70% or higher on assignments), the teacher will re-teach and re-assess the class.
Some of the students may be referred for tutoring in a specific subject area. Tutoring
recommendations are not made lightly and are usually necessary for student success.
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Promotion and Retention
A student is promoted to the next grade pending satisfactory completion and mastery of the work of
the current grade.

● Promotion shall be based upon the student accomplishing the required essential curriculum
elements, as well as his/her progress in social, emotional, and physical growth. Just as the
principal reserves the right to place a student. The principal also reserves the right to
recommend retaining a student who does not show developmentally appropriate social or
academic skills for promotion to the next grade. Measurement of academic skills may be done
through teacher made exams, formative/summative assessments, entry/exit exams, analysis
of NWEA, etc.

● If a student receives a grade of below 70 for the year, the student fails the subject.
● If two major subjects are failed, the child is recommended for retention. The major subjects are

Religion, Reading, English/Language Arts, Mathematics, Science, and Social Studies.
● If a returning student fails one academic subject for the year, he/she must attend a summer

school program or tutoring in the area failed and complete the remediation/summer school with
a passing grade. The parents are responsible for locating a summer school program suitable
for the needs of the child.

● If parents of a child, recommended for retention, do not agree with the recommendation of the
teacher(s) and administrator(s), they have the option of withdrawing their child and placing
them in another educational environment. “Retention” will be documented on the child’s report
card and final record.

Retesting – Individual Students
If a student receives a poor grade that is failing, it is at the teacher’s discretion to allow the student to
“retake” the test. Generally, the highest grade the student may achieve on the “retake” assignment is a
70. However, the final decision to retest is the teacher’s.

Student Placement
School Board Policy Effective April 14, 2004:
"Student-to-class placement decisions are made by the administrator/principal of the school. In the
case of special needs students, the principal may consult with the parents or guardian before placing
the student with a particular teacher who has proficiency in the area of the student's needs. The
principal reserves the right to change any student from class to class, also according to the student's
needs, if necessary, during the course of the school year." In general, parents may not request
specific teachers for their children.

SAS administration and teachers reserve the right to place any student in the grade deemed
appropriate, based on student assessments and records/documentation. In addition, if a student is
placed in a grade, a probationary period in a particular grade level will be in effect for 6-9 weeks, at
which time a final placement decision will be made.

Evaluation and Grading
Education at St. Ambrose School involves the emotional, social, intellectual, and spiritual development
of children. Our evaluation procedures reflect the consideration of each of these aspects. Grades are
based on discussions, participation, written work, quizzes, portfolios, projects, and tests. The teacher
determines the weight of each grade.
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Students receive grades in 1st – 8th grade for every subject taught. Grades are averaged and reported for
each grading period. Grades of 70% and above are passing grades. Students whose average for the
grading period is below 70% receive an F. Though a student’s grade may be recorded in the grade book
below 60%, a report card grade of F should not be reported lower than 60%. The grading practice allows a
student the opportunity to bring his/her grade to a passing mark when the student applies sufficient effort
in the subsequent grading periods. The report card may contain a notation that explains this practice
identifying the average as lower than 60%. The highest report card grade given is 100.

A numerical grade is recorded on the student report card for each grading period, for the following
curriculum areas:

Grades 1-3: Religion, Reading, English, Spelling, Mathematics, Social Studies, Science,
Spanish, Music, Art, Library, PE.
Grades 4-8: Religion, Reading, English, Mathematics, Social Studies, Science, and Writing.

A “General Conduct” Grade is used to reflect the behavior of a student outside the classroom, such
as homeroom, hallways, cafeteria, snack, playground, assemblies, Church, field trips, at dismissal,
and other school-sponsored activities. Teachers or staff members will note problems in the agenda
and/or a Conduct Referral.

Progress Reports are sent home every 4 ½ weeks. All students will be issued a Progress Report at
the end of the first 4 ½ weeks of the school year. Subsequent Progress Reports will be sent 4 ½
weeks after Report Cards.
Report cards are sent home after every nine-week quarter.

GRADING SCALE
Grading Code (for all subjects) Conduct
A 93-100 E Exceeds Expectations
B 85-92 S Satisfies Expectations
C 77-84 N Needs Improvement
D 70-76 U Unsatisfactory
F 69 or below

Early Childhood & Ancillary Grading Scale (Grades PK3 -Kindergarten)
S Satisfactory - Goal Achieved
T Time Needed - Learning in Process
N/A Needs Attention – Child Not Able to Complete Goal

Ancillary Grading Scale (Grades 1-8)
A 93-100
B 85-92
C 77-84
D 70-76
F 69 or below
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The policy for Junior High advanced mathematics is as follows: If a 6th or 7th grade student is in an
on-level math class and has a year-end average of 93 or higher, the student has the option of moving
into the advanced math class the following year.

For 8th grade class rank purposes and in determining eligibility for clubs/organizations that are
academically based, 8th graders in Algebra I (advanced class) will be given a 7% curve (to their math
grade) to compensate for the fact that it is a high school class. The curve will NOT be applied to report
card grades.

Junior High mid-term and final exams count for 20 percent of a student’s semester average.

HOMEWORK
In utilizing the school day to reach the maximum potential of all students, St. Ambrose Catholic School
faculty and staff encourage our students to spend their afternoons and evenings participating in activities
that they enjoy and spending time with their families. It is our goal to apply homework in a way that fosters
student confidence and achievement.

The purposes of homework at St. Ambrose Catholic School include:
● Developing responsible study skills and work habits

● Practicing a skill or process that students can do independently but not fluently
● Previewing or preparing for new content
● Reflecting or elaborating on information learned in class to deepen students’

knowledge
Homework is assigned at St. Ambrose Catholic School as follows:

● K-2nd grades assign a weekly homework packet on Monday that is due on Friday.  Teachers
encourage parents to read with their children on a nightly basis as well as review
assignments and provide immediate feedback.

● 3rd-6th grades provide a combination of nightly homework and long-term projects.  Students
record assignments daily, and teachers post assignments in RENWEB.  Students are
encouraged to read nightly.

The faculty at St. Ambrose Catholic School believes that a successful homework policy includes the
teacher, student, parent triad of learning.

Maximum homework allotments are as follows, but not limited to:
● PK-1st:  20-30 minutes
● 2nd-5th:  45 minutes to an hour
● 6th-8th:  1 to 1 ½ hours

In cases where a student is consistently requiring additional time to complete homework, please reach out
to the teacher to discuss concerns.
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Teacher Responsibilities:
● Assign purposeful homework at the appropriate level of difficulty.
● Clearly communicate routines, directions, and expectations to parents and students.
● Create a system to continually communicate daily assignments and projects (website,

student agenda, HW log, homework packet, and/or class newsletter).
● Continually monitor the amount of homework and provide feedback to parents and/or

students

Student Responsibilities:
● Work with your parents to find a quiet place to do your homework.
● Create a schedule for when you will do your homework (think about all other after school

activities that you will have to work around).
● Independently, complete homework to the best of your ability.  Ask questions if needed.
● Tell parents and/or teacher if your homework is too hard (you don’t know how to do it, not it’s too

much work).
● Make sure you have the materials you need to complete your homework when you leave

school.
● Make sure you have the materials you need for the school day when you leave home in the

morning.

Parent Responsibilities:
▪ Work with your child to find a quiet, consistent place to do their homework.
▪ Create a schedule for when your child will do their homework (think about all other after school and

family activities that you will have to work around).
▪ Encourage your child to complete their homework independently. If your child is consistently spending

too much time or is having difficulty understanding assignments, please contact the teacher.
▪ When it is time to go to bed, please stop your child even if he or she has not completed their

homework.

Additionally, agenda books are to be checked and signed by parents each evening for students in grades
2nd – 8th. This is an excellent communication tool between teachers and parents.

To support our Language Arts Curriculum, which develops the students' English/language skills, we
strongly encourage families to read together each night. For younger students this may be being read
to by a parent/guardian or sibling. For older students who are able to read: their families perhaps have
a “reading time” put into the evening before bed. We recommend reading together in the same room
so the importance of this effort is taken more sincerely. For families whose evenings are full of events,
we recommend audiobooks as an alternative. Audiobooks can be borrowed from the Houston Public
Library as well as other online platforms.

Below is the link to the Houston Public Library.
http://houstonlibrary.org/
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HONOR ROLL
4th – 8th GRADES FOR EACH QUARTER

All A/Principal’s Academic Honor Roll
● All A’s in English, Reading, Spelling, Math, Science, Social Studies, Religion,

Computer, Library, Spanish, PE and Music
● No N or U in conduct

A/B Academic Honor Roll
● Students may have a mix of A’s and B’s in English, Reading, Spelling, Math, Science,

Social Studies, Religion, Computer, Library, Spanish, PE and Music. - No N or U in
conduct

All E Conduct Honor Roll
● E in conduct in every class including ancillary classes.

4th – 8th GRADES FOR THE YEAR
● All A/Principal’s Academic Honor Roll for every quarter
● All E Conduct Honor Roll for every quarter
● A/B Academic Honor Roll for every quarter
● Perfect Attendance for all year

PK3 - 8th GRADES FOR THE YEAR
Perfect Attendance for all four quarters will be given at the end of the school year. There should be no
more than 5 excused tardies or any absences in order to qualify for Perfect Attendance for the year.

PARENT/STUDENT/TEACHER CONFERENCES
Conferences are held at scheduled times and when deemed necessary. Parents wishing to confer
with teachers concerning their children’s progress may request an appointment by emailing or
calling the teacher at school. Although the teacher may not be called from class for a telephone call,
he/she will return your call at the earliest convenience. Parents are welcome to communicate with
teachers through email. Every parent is scheduled for a conference after the first Progress Report
given 4 ½ weeks into the school year.

ADMISSIONS POLICY
St. Ambrose Catholic School is an equal opportunity, fully accredited school, comprised of grades PK3
through eighth. St. Ambrose School admits all students to the rights, privileges, programs and
activities made available to the student body. The school does not discriminate on the basis of race,
color, age, nationality or ethnic origin in the administration of its admission, loan, athletic, or
scholarship programs. The school adheres to the policies stipulated by the Archdiocese of
Galveston-Houston. The following policies have been formulated in relation to student admissions:

Students entering St. Ambrose Catholic School must be qualified by their previous studies to pursue
the course of studies they are electing. Students are expected to have a record of good standing from
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the school from which they transfer. Discipline records and/or Report Cards should have no conduct
grades lower than an S-. All new students are admitted on a 9-week probationary basis. Admission of
each student is a year-to-year contract. Registration is an invitation of acceptance to return to St.
Ambrose School. The vast majority of students are in excellent standing with the school, and we
welcome their return.

Students who show a lack of effort or have consistently maintained poor or failing grades in two or
more subjects and/or displayed unsatisfactory conduct may not be invited to return to St. Ambrose
School. Eligibility for admission and attendance is contingent upon current payment of all
tuition and fees before students are accepted for registration for the following year.

Students may be admitted to the seventh and/or eighth grade at the start of the school year if there is
space available in accordance with the established teacher/student ratio, and

● They have been attending a Catholic school out-of-town or out-of-state, or
● They are returning to St. Ambrose School and have met all other admission requirements.

Admissions will be based on the following priorities:

● Students presently attending St. Ambrose School.
● Brothers and sisters of students presently attending St. Ambrose School.
● Office must be notified of siblings for enrollment during January registration.
● Families who have registered in St. Ambrose Parish but who currently have no children

attending the school.
● All others.

Vacancies must exist within the established teacher/pupil ratio. All required forms must be returned
and fees paid before placement is assured. Forms include: registration papers, emergency card,
record of birth and sacraments received, health records, social security card, teacher recommendation
(if applicable), and achievement records.

Students asked to withdraw or those removed from St. Ambrose School for disciplinary reasons may
reapply for the upcoming school year under the following conditions:

● Student must be in good standing and have remained free of disciplinary actions at current
school.

● Student must have completed the academic grade level the student was in while at St.
Ambrose and been recommended to the next grade level by the current school.

● Student’s most recent Report Card must accompany re-admittance application. Applications
will be considered no earlier than June 1st before the upcoming school year.

● Space must be available in the student’s grade level.
● St. Ambrose principal and pastor will review the application and Report Card. Upon review

the principal and pastor must agree that the student should be re-admitted to St. Ambrose.
Re-admittance shall be probationary with 9-week periods set up for review. The review shall
be done by the school administrator every nine (9) weeks for the school year of
re-admittance.

All admissions and re-admissions are at the discretion of the administration.
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NONDISCRIMINATORY POLICY REGARDING STUDENT ADMISSIONS
St. Ambrose Catholic School admits students of any race, color, national and ethnic origin to all the
rights, privileges, programs and activities generally accorded or made available to students at the
school. It does not discriminate on the basis of race, color, national and ethnic origin in administration
of its educational policies, admissions policies, scholarship and loan programs and athletic and other
school-administered programs.

Age Requirements
A student entering PK3 must have reached his/her third birthday on or before September 1. A student
entering PK4 must have reached his/her fourth birthday on or before September 1. A student  entering
Kindergarten must have reached his/her fifth birthday on or before September 1. A student entering
first grade must have reached his/her sixth birthday on or before September 1.

Students transferring to St. Ambrose Catholic School are accepted on their grade level. The birth
certificate, baptismal/sacramental certificates, social security number, most current report card,
transfer notice, completed teacher recommendation form, and the standardized test results are
required for enrollment. A copy of the cumulative record will be requested from the previous school for
every transfer student. Additional testing may be required before the student is officially accepted into
St. Ambrose School. The ultimate approval of any applicant is at the discretion of the
administration.

The principal reserves the right to contact any former schools the child may have attended. It is SAS
policy that the principal has the authority to accept or refuse admittance of any individual as a student
at this school for any reason. This decision is based on the State and Archdiocesan policies for
admittance and on all information received from the applicant at the time the application for
admittance is made. All new students are accepted on a probationary basis. A complete immunization
record indicating that requirements are met, with a physician's signature, is required at the time of
registration. Archdiocesan policy requires that any new student present written evidence of TB testing
and the results.

All new students are required to take an entrance test and have an interview with the principal,
principal's designee, or a teacher. At the time of pre- registration, a packet is provided to each family.
This packet contains a registration form, tuition schedules, payment plans, health record, information
sheet, etc. These papers should be filled out completely, signed, and returned by the appropriate date.

Test dates and times for new student enrollment are announced before Catholic Schools' Week, which
is held the last week of January.

All PK3, PK4, and K students must be potty-trained prior to the first day of school. For SAS purposes,
“potty-trained” means that the child identifies his/her need to go to the bathroom, independently
removes his/her pants, cleans/wipes him/herself independently, replaces his/her clothing, and calls for
assistance, as needed. Teachers and staff members cannot spend valuable instructional time in the
restroom teaching students these skills that are to be taught at home. If the child is not potty-trained,
he/she may be withdrawn from school until potty-training occurs.
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Re-enrollment for current students is not automatic. Families with outstanding financial obligations will
not be issued registration packets until all accounts are clear. Families who consistently violate
policies or who do not promote the campus in positive communications will not be issued registration
packets. Students who consistently pose discipline concerns will not be issued registration packets.

SAS considers the following priorities when setting timelines for accepting admission applications:
● Students currently enrolled at SAS and their siblings
● Parishioners
● Non-parishioners

Legal Surname Used for Official Admission Records
A student must be identified by the student’s legal surname, as it appears on the student’s birth
certificate or other document suitable as proof of the student’s identity, or in a court order changing the
student’s name (Education Code 25.0021). Parents may issue a special request for the child to be
called by a nickname or be “known” as another surname. However, our responsibility is to teach the
child his/her legal surname and given birth name.

Legal Sex Identification for Official Admission Records
A student must be identified in school by the student’s legal sex, as it appears on the student’s birth
certificate. (“Sex” means the biological condition of being male or female as based upon physical
differences at birth.)

ANNOUNCEMENTS

Morning announcements include a morning prayer and recitation of the U.S. Pledge of Allegiance, the
Texas Pledge, Mission of St. Ambrose Catholic School, and the Learner’s Creed. All students will be
attentive, stand and participate in the prayers and pledges.

IMMUNIZATION REQUIREMENTS
A health form, complete with immunization record, showing dates and kinds of immunization received
must be on file for each child. All immunizations must be completed and validated by the doctor or
health clinic by the time of school’s opening. The following pages list the Recommended Childhood
and Adolescent Immunization Schedule.

Immunization Policy – A statewide immunization policy was approved by the Texas Catholic Conference
Accreditation Commission.

Every student enrolled in a Catholic school in the state of Texas shall be immunized against vaccine
preventable diseases caused by infectious agents in accordance with the immunization schedule adopted by the
Texas Department of State Health Services. A student who fails to present the required evidence shall not be
accepted for enrollment. The only exception to the foregoing requirement is a medical exemption signed by a
licensed physician (M.D. or D. O.) authorized to practice in the State of Texas.
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Immunization Checklist
Diphtheria/tetanus/pertussis containing vaccine, ages 3 and 4 years: 4 doses

Diphtheria/tetanus/pertussis containing vaccine, Kindergarten entry: 5 doses, one

_______

on or after 4th birthday

Students 7 years and older are required to have 3 doses of a tetanus/diphtheria-

_______

containing vaccine

Entry, grade 7 – is required to have one booster of tetanus/diphtheria/pertussis
containing vaccine, if at least 5 years have passed since the last dose of

_______

a tetanus-containing vaccine or when the 5 year interval has lapsed.

Entry, grades 8-12, one dose Tdap booster when 10 years have passed since the last

_______

dose, date due: _______

Hepatitis A, 2 doses required for children in PK and Kindergarten (1st dose after age 1) _______

Hepatitis B, 3 doses required for all students, PK3, 4, and grades K-12 _______

HibCV, minimum 1 dose required for children younger than 5 years, after age 1 _______

Meningococcal, 1 dose for students for entry into 7th grade _______

MMR required for ages 3 and 4 years: 1st dose after age 1 _______

MMR – 2 doses for Kindergarten, (1st dose after age 1)

MMR/M – grades 1-12, (2 doses measles containing vaccine and 1 dose of rubella

_______

and mumps) _______

PCV7, minimum 1 dose required for children 59 months and younger, after age 1 _______

Polio, ages 3 and 4: 3 doses required

Polio, Kindergarten entry, 4 doses required, one dose on or after 4th birthday or if

_______

the 3rd dose was given after the 4th birthday. (Required for grades 1-12)

Varicella vaccine, 1 dose required for children age 3 and 4 and grades 1-6, 8-12

_______

(2 doses if given after age 13) _______

Varicella, 2 doses required for grades Kindergarten and 7th _______

Note: The following is only required for grades K-3 in certain counties. Please check with DSHS.
Hepatitis A, two doses of Hepatitis A is required for children upon entry in K through 3rd grade. The 1st dose is
administered on or after their 1st birthday. Requirements vary by county. Check with DSHS for up to date
requirements, www.ImmunizeTexas.com.

For more information on forms, please refer to the St. Ambrose School website.

STUDENT PLANNERS
Students in 2nd through 8th grade will carry a planner, issued by the homeroom teacher. The planner is
an organizational tool. It is to be kept neat without scratch outs, whiteouts, or highlighting. Students
will bring their planner to each class and have it opened on the desktop. The planner is used for
correspondence between parents/guardians and teachers. Teachers will initial the planner to verify the
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information is recorded correctly.  A note may be written in the planner indicating missing or
incomplete assignments, behavior problems, detention, missing supplies, grades, averages, handouts
or to see an attached note. Parents/Guardians must sign the planner each school night, including
Friday; indicating homework is complete and neat but not necessarily correct. Parents may not
pre-sign pages.

All assignments must be recorded in the planner even if the assignments are completed during the
school day. The planner must go home each night, whether or not homework is given, and must be
signed and returned the next day.  Homeroom teachers will check for a parent’s signature each
morning during homeroom.

ARCHDIOCESAN APPEALS PROCESS GRIEVANCE POLICY
Although the Archdiocese endeavors to establish a harmonious Christian atmosphere within its
schools, it recognizes that misunderstandings or differences of opinion sometimes occur. Ideally, such
matters can be resolved informally by a parent or legal guardian meeting the immediate authoritative
person to discuss the matter. If, however, the matter is not then settled to the parent or legal
guardian’s satisfaction, the parent or legal guardian may institute a formal grievance. A formal
grievance must be received in five (5) working days following the occurrence of the event on which the
grievance is based. Please contact the principal for a copy of the Archdiocese’s current appeals
process/grievance procedure for further details. Also, please note that the current policy supersedes
and replaces all previous policies and statements regarding institution and processing of formal
grievances within Archdiocesan schools. Contact the Catholic School’s Office for forms and
procedures.

The purpose of this process is to provide parents/guardians of students enrolled in any parish or
regional school within the Archdiocese of Galveston-Houston (AGH) with an orderly procedure or the
equitable and prompt resolution of complaints. This process is intended to resolve disputes through
subsidiarity, at the lowest possible level, in a cooperative, conciliatory Christian atmosphere.

Scope and Statement of Non-Discrimination
No person shall be discriminated against because of filing or participating in this grievance process,
and no reprisals of any kind shall be taken against any person because of participation in this
complaint process.

The process is not intended to be adversarial in nature and neither party to the grievance shall be
represented by legal counsel during any phase of the process. This process replaces all previous
processes and statements regarding the institution and processing of complaints at both the local and
AGH levels.

Exclusions
A parent who has withdrawn their student from the school may not avail themselves of this grievance
process.

During an investigation by school, local, state, or federal officials, a student will be placed on Home
Study/Extended Leave. A student who is accused of serious wrongdoing may be placed in this home
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study/extended leave program (under the direction of the parent/guardian), pending adjudication or an
investigation into the matter. The length of time of the home-study/extended leave program may vary
for each child/offense, depending upon the amount of time remaining in the school year, the type of
infraction, and other factors. These absences will be excused, and the student will have an
opportunity to complete assignments without reduced credit during the leave. The parent/guardian will
be responsible for the education of the student. A parent/guardian may not avail themselves of the
grievance process when a student is placed on Home Study/Extended Leave.

Process
Level One – Informal Resolution/Conciliation (Campus Level)
Prior to following a formal grievance process, the parent/guardian shall meet with the person with
whom he/she is having a dispute. If the concern is not resolved, he/she should move to the person’s
direct supervisor in an effort to find resolution. If the matter is not satisfactorily resolved with the
person’s direct supervisor, the parent/guardian should request a meeting with the principal. If the
matter is not satisfactorily resolved with the principal, the parent/guardian should request a meeting
with the pastor. If the pastor agrees with the principal’s decision, the pastor may decline to meet. If the
pastor agrees to meet, but the matter is not then settled satisfactorily, the parent/guardian may appeal
the decision to Level Two after the parent/guardian has informed the pastor and principal of their
intent to do so.

Level Two – Grievance Committee (Catholic Schools Office/AGH)
If a satisfactory resolution is not reached at Level One, the parent/guardian may appeal, in writing, to
the Level Two Grievance Committee. The CSO for the AGH has established a Parent/Guardian
Grievance committee for the purpose of hearing complaint appeals from Level One of the process.
The committee reviewing the complaint will consist of an assistant superintendent from the CSO and
two AGH principals.

To begin the Level Two process, the parent/guardian shall contact the CSO at 713-741-8704 to
request the Level Two Appeal/Grievance Form. The parent/guardian has five (5) working days
following the receipt of the Level Two form to the Catholic Schools Office via an email addressed to
csogeneral@archgh.org, along with any additional materials or documentation the parent/guardian
would like reviewed by the committee.

Other steps, the complete process, and the appeal/review functions of this grievance policy will be
explained in the documents sent by the CSO to the parent/guardian requesting a Level Two
grievance.

Procedural Issues
While the grievance process is designed to accommodate all parent/student disputes that may arise
within the AGH, it is understood that some situations require flexibility. Any issues regarding the use of
Level One or Two, or the appropriate administrator at those levels, shall be resolved by the
Archdiocesan Superintendent of Catholic Schools.

Computation of Time for Complaints
The time limits of the complaint process shall be based on working days, i.e., Monday through Friday.
If any of the timeline falls on school holidays or breaks, the timeline shall be extended to add the
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corresponding number of working days to the timeline. Time limits may require flexibility and, if
necessary, may be modified at the discretion of the CSO.

ARRIVAL & DISMISSAL PROCEDURES
Arrival Times and Procedures

Early Morning Care:
● Students may begin arriving at 7:00 am.
● Arrivals between 7:00-7:30 am, must be registered in the Before and After School

Program (BASP) and will meet in the gymnasium for early morning care.
● Parents must park in the North parking lot and escort their child to the gym doors

where an SAS staff member will take their temperature. If your child does not have a
temperature, then they will be allowed to enter. If your child does have a fever, then
they must leave campus with you and remain off campus at least 24 hours without
fever and/or fever reducing medication.

Arrival - 7:30–7:55 am:
● Option 1 - Drive thru drop-off: Parents pull through the South parking lot to Building E (main

entrance to school).  Students wait in their car for a SAS staff member to take their
temperature. If your child does not have a temperature, then they will be allowed to
enter.  If your child does have a temperature reading 99.0 or above, then they must
leave campus with you and remain off campus at least 24 hours without fever and/or
fever reducing medication.

● Option 2 - Walk up:  Parents will park in the North parking lot and escort their child(ren) to the
SAS staff member waiting at the gym.  Parents must wait with their child until their temperature
has been taken. If your child does not have a temperature, then they will be escorted to
their classroom. If your child does have a temperature reading 99.0 or above, then they
must leave campus with you and remain off campus at least 24 hours without fever
and/or fever reducing medication.

School Start and End Times
The school day officially begins at 7:55 am.  Students arriving after 7:55 am are late and will be
issued a tardy slip.  The school day ends for PK3-5 at 3:00 pm and ends for grades 6-8 at 3:10 pm.

Dismissal Times and Procedures

This school year, we will be using the iSchoolRide PickupLine App for both Apple and Android
devices that have access to data plans.

● Dismissal for students in grades PK3-2nd will be 3:00-3:15 p.m. from the North
Parking Lot (rectory side)

● Dismissal for students in grades 3rd-5th will be 3:00-3:15 p.m. from the South Parking
Lot (main entrance to school)
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● Dismissal for students in grades 6th - 8th will be 3:10-3:25 p.m. and from the South
Parking Lot (main entrance to school)

● Parents who are driving through the carpool line to pick up their child, please REMAIN
in your vehicle.  If you need to buckle and help assist your child, please pull into a
parking space so that we can keep the drive through carpool line moving.

● SAS Staff will escort and monitor students to make sure they are loaded safely in
cars.

Students who are not picked up by the end of carpool will be sent to the BASP program.
Parents will be charged by the BASP program based on how long their child attends that day.
Parents are asked to be prompt when picking up students from after school clubs, sports,
tutoring, etc. All students must be registered for the BASP in the event that their pick-up is
running late.

ASBESTOS INFORMATION
ASTE, LLC. conducted an Asbestos Hazard Emergency Response Act three-year re-inspection of St.
Ambrose School. This work was previously authorized by the Diocese and performed in general
accordance with the guidelines used since about 2002. The report made on September 20, 2013
states “The materials observed were in good condition and unlikely to be damaged under normal
conditions.”
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ASSIGNMENTS
ABSENT WORK - When a student is absent, he or she should first access Google Classroom and/or
talk to their teacher for any notes, assignments and upcoming quiz or test dates missed. The student
should talk to each teacher outside of the class time or at the teacher’s discretion, to be certain all
assignments are known, to discuss assignment due dates, and to schedule make up times for quizzes
and tests. Arrangements for make-up tests need to be made with the teacher on the day the student
returns..

LATE WORK - The student is responsible for completing and turning in his or her assignments. Work is
considered late if it is not turned in at the directed teacher time. Late assignments in grades 6th

through 8th will be marked as follows:

● 7 points for 1 day late
● 14 points for 2 days late
● A grade of 50 for 3 days late
● Work will not be accepted after 3 days, resulting in a grade of a 0 for the assignment

ATHLETICS / EXTRACURRICULAR ACTIVITIES

Students who are participating in, or attending, extra-curricular activities must have faculty and/or
parent chaperones. It is important that students be picked up promptly when the activities are over.
We cannot accept responsibility for students not picked up promptly after an extra-curricular event.
Students not picked up ON TIME will be waiting in the After School Care room and parents will be
charged for this service, including a registration fee.

Athletic and cheer uniforms will not be issued until the athletic fees are paid in full. Participation in any
extracurricular activity will not be allowed until the fees associated with the activity are paid in full.

While at practices, games, pep rallies, dances, talent shows, field trips, or any other related activities,
appropriate, respectful and above all, Christian behavior is expected at all times towards coaches,
sponsors, other students, adults, officials/referees and individuals from other schools. Disrespectful,
unsportsmanlike conduct will not be tolerated. Such behavior includes but is not limited to: being late,
demonstrating a negative attitude, rolling one’s eyes, talking back, using a loud or inappropriate tone
and taunting others. Such offenses will result in one or more of the following consequences as
deemed appropriate by the coach/sponsor: a warning, not dressing out in free dress/uniform during
the school day, not participating in some or all of the activity (i.e. game, pep rally) or another
appropriate consequence as outlined in the code of conduct.

More severe offenses that are especially disrespectful or potentially harmful, or a continual violation of
lesser offenses, will warrant more severe consequences as deemed appropriate by the
coach/sponsor, principal and possibly pastor. Such behavior includes but is not limited to: any
tampering and/or destruction of any physical property on school premises or other campuses, making
gestures, using foul language, making racial/sexual slurs, spitting, pushing, kicking, hitting, tripping,
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throwing or kicking dirt into eyes/face, and pulling pants down. These behaviors will result in one or
more of the following consequences: no participation in the activity(ies) for an extended period of time,
removal from the team, suspension from school, and/or another appropriate consequence.

ATTENDANCE FOR STUDENTS
In compliance with the Texas Catholic Conference of Bishops Education Department (TCCBED) and
the Archdiocese of Galveston-Houston, St. Ambrose Catholic School will have 75,600+ minutes for
students each year. St. Ambrose Catholic School establishes and publishes a school calendar prior to
the beginning of each school year. Parents/legal guardians are expected to honor the established
calendar.

Daily school attendance is an effective way to assure continued academic progress. Students are to
attend school unless there are valid reasons for absence. Excessive absences, as well as habitual
tardiness, seriously affect school performance. Parents may be contacted when this situation arises,
and consequences discussed.

Ordinarily, a student may not receive credit for a class unless the student is in attendance for at least
ninety percent (90%) of the days the class is offered. Promotion may be jeopardized if a student
misses more than eighteen (18) days, excused or unexcused.

School absence is categorized as follows:

Family Emergency
A death in the immediate family and/or serious or prolonged illness is always handled on an individual
basis.

Absence Due to Illness
If a student is unable to come to school due to illness, including all dental and doctor appointments,
the parent/guardian is expected to notify the school office (713-686-6990) and send a written note
upon return to school.

Students will be given a reasonable amount of time to make up assigned work and tests, usually the
same number of days missed unless it is a prolonged absence. If a student does not make the
work up within the allocated time, he/she may receive a grade of zero.

Absences for Other Reasons
The school is NOT OBLIGATED to make arrangements for any missed assignments, projects or tests
when a parent/legal guardian opts to schedule activities/vacations that warrant student absence that is
not aligned with the school calendar.

If a student has been absent for three or more days or is under a doctor’s care:
● The school needs a “Return to School” form from the doctor.

Tardiness
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A student is tardy for the school day if he/she arrives in their homeroom after 7:55 am.  A student who
is late is required to report to the school office to get a tardy slip before being admitted to class.
Habitual tardiness seriously affects school performance. Parents/legal guardians will be contacted
when this situation arises, and the consequences will be discussed.  Excessive tardiness will be
subject to administrative review and possible disciplinary measures.

Early Dismissal
Leaving school during the day is discouraged in order to maximize instructional time. Please make
every effort to schedule routine medical and dental appointments after school hours. If necessary,
students may be picked up early from school; however, a note or email (Maria Nguyen at
mnguyen@sashornets.org) needs to be sent to the office stating the time you wish to pick your child
up and the designated person who will be picking your child up.  Parents/legal guardians or
designated person must come to the office (with proper identification) to sign the child out of school.
Students will be called from the classroom when parents/guardians arrive for pickup. If your child
returns to school the same day, he/she must check in through the school office before proceeding to
class.

SOCIAL MEDIA/ CYBER-BULLYING/ COMPUTER USE
Social networking websites (for example, Facebook, Instagram, SnapChat, Twitter, etc.) should contain no
pictures with the St. Ambrose name or logo present in the background, on a uniform, or in any other way
part of a picture.

A Catholic school administrator can impose consequences for conduct occurring outside school. What
students do off-campus can detrimentally affect a school’s reputation, so long as the parent/student
handbook, which can and should be a contract, states that the administration reserves the right to
discipline students for off-campus conduct. (Sr. Mary Angela Shaughnessy, SCN, JD; NCEA Notes/May
2006).

Cyber-bullying is defined as use of the internet, cell phone or other electronic device to send or post text
messages or visual images intended to hurt or embarrass another person. Cyber-bullying includes, but is
not necessarily limited to the following:

● Cruel instant computer messaging or threatening e-mails.
● Mean, repeated cell phone text messages, or Facebook postings, or bullying through any social

network postings.
● Creating a website for the purpose of mocking certain students, or school personnel.
● Posting humiliating “photo shopped” or digitally modified images of certain students or school

personnel.
● Forwarding “private” photos or videos to other students/people.
● Pretending to be someone else by using someone’s online screen.

Cyber-bullying is a form of harassment and will be treated as a severe infraction. Consequences up to and
including expulsion may be taken against any person who engages in any type of harassment, including
cyber-bullying.
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DEVICE POLICY - 1:1 Devices
PURPOSE
Part of the mission of St. Ambrose Catholic School is to prepare students to meet and respond to the
opportunities and challenges of the future as responsible Christian members of society. As part of this
commitment to growing up in a technological 21st century, St. Ambrose School includes the 1:1
Chromebook Policy for our 3rd - 8th grade students and IPADS for in-school use for our elementary
students.

IMPORTANT FACTS
● St. Ambrose will offer filtered internet access, just as our current computers have only filtered

access.
● Students in 3rd to 8th will use a school issued device when on campus.
● Students in 6th to 8th will receive their Google username and password that will enable them to

connect to the Internet via the filtered SAS Student Wi-Fi network.
● No cell phones may be used.
● Students may only access the SAS Student Wi-Fi network through his/her username and

password. Students may not share or use another student’s username and password to access the
SAS Student Wi-Fi network

● Devices may be used only when allowed by a teacher.
● Use of technology is a privilege and not a right.
● Students are expected to exhibit digital responsibility and follow the Technology Acceptable Use

Policy (TAUP).

RESPONSIBILITY FOR SCHOOL-OWNED DEVICES
● The technology devices issued to the students are their sole responsibility.
● Maintenance, set-up and charging are the sole responsibility of the student.
● Any damage to the school issued device must be reported immediately when it becomes known to

the student. Cost of repairs will be on a case by case basis dependent on the situation of the
damaged device and circumstances or cause of the damage as determined by SAS administration.

● The school issued devices may be subject to investigation at any time. The teacher will have a
copy of the password for the device.

● Students are responsible for learning how to use the device from their teachers.
● Students are to keep the school issued devices secure at all times and not loan to others.
● Students must keep devices off (screens down) during the day unless a teacher instructs

otherwise.

APPROPRIATE STUDENT USE
● Students may use the school issued devices only with teacher permission and not during

homeroom, book exchange, passing periods or lunch time. They may also not be used during the
Before or After School Program or extra-curricular activities.

● Screensavers, decorations, stickers, etc. on school devices will not be allowed.
● Any audio recording, video recording, photography or texting may be done only with teacher

permission. Photos of students wearing St. Ambrose Catholic School branded apparel may only be
published in social media if the photos are deemed in good taste by St. Ambrose personnel.
Photos of St. Ambrose Catholic Church or School or taken on St. Ambrose campus may only be
published in social media if the photos are deemed in good taste by St. Ambrose personnel.
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● Students will receive and must sign an acceptable use policy. By connecting to the SAS Student
Wi-Fi, all users acknowledge and accept the terms of the St. Ambrose Acceptable Use Policy.

MISUSE OF TECHNOLOGY DEVICES
● If a student chooses to connect to a network other than the SAS Student Wi-Fi network, or uses

another student’s username and password to connect to the SAS Student Wi-Fi network, the
device will be immediately confiscated. In addition, the parent will be notified, the student will sign a
form acknowledging the misuse and a $25 fine will be charged before the device will be returned. A
$50 fine will be charged for a repeated offense and may revoke the student’s privilege to bring a
device to school. This decision will be made by the Principal/Assistant Principal.

● If a student whose privilege to 1:1 Device Policy has been revoked chooses to bring a device to
school or uses another student’s device, he/she will be fined $100 and be suspended from school.

CAFETERIA GUIDELINES

Soiree Catering prepares lunches for the students of SAS. Lunch may be pre-ordered and paid for
through https://soireecatering.boonli.com. If you have questions, please contact Soiree Catering at
soireecatering@yahoo.com or 713-816-6723.

Drinks should be limited to healthy alternatives such as water, juice, milk, and sports drinks (such as
Gatorade). Types of drinks that are not to be consumed at school include, but are not limited to:
carbonated, energy, coffee, or any type of drinks with high caffeine levels.

Proper behavior is expected of the students during lunch time. To facilitate quick service, students
should refrain from talking and go through the lunch line one time only. Each student is responsible for
leaving their table area clean, depositing all trash in the proper receptacles, and pushing in their
chairs.

Please, notify in writing our school Health Coordinator Sandi Morales at
smorales@sashornets.org regarding any food-related allergies that your child might have. She
will in turn notify your child’s teacher(s) and the cafeteria manager.

Lunch Visitation Policy

You are welcome to share a meal in the company of your child. Lunch visitors are asked to enjoy your
lunch with the student in a designated area of the cafeteria.  If you wish to bring a birthday “treat,”
please furnish enough for the entire class. All lunch visitors must check into the office with proper
identification and obtain a visitor pass.

CAMERA SURVEILLANCE

To enhance your child’s safety at school, the campus uses a closed-recording camera surveillance
system (no audio recordings are made). Cameras are placed at numerous high-traffic areas in the
campus, including stairwells and inside the classrooms. These digital recordings are kept for a limited
period of time and are kept and viewed, as needed, in a very confidential manner. Parents are not
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permitted to view the recordings due to confidentiality issues with other children who may be viewed
on the digital pictures. Cameras are not present where there is a reasonable expectation of privacy –
for example, the clinic, locker-rooms and restrooms.

CELL PHONES, ELECTRONICS & WEARABLE DEVICES

Students are not permitted to use electronic devices during the school day, including but not limited to:
cell phones, wearable smart devices, any device that uses a Bluetooth connection, IPODs, or
electronic games. Phone use is permitted after school with permission from the coach, teacher, or
administrator.  Cell phones must be turned off and in the student’s locker or backpack. Cell phone
violations will result in the following:

● First offense:
○ The phone will be turned into the Assistant Principal and the parent is notified.

● Second offense:
○ The phone will be turned into the Assistant Principal and the parent is notified.  The

phone will be released only when the parent signs for it and a $25 fee is paid.
● Third offense:

○ The phone will be turned into the Assistant Principal and the parent is notified. The
phone will be released only when the parent signs for it and a $50 fee is paid.

● Additional offenses will result in a meeting with the Principal and Assistant Principal to
determine the proper course of action.

If a student needs to use the phone, they must ask permission to come to the office. Please see the
Bring Your Own Device policy for additional information concerning 6th and 8th grades.

All electronic devices must be used with the permission of the teacher. SAS uses a “BYOD” (Bring
Your Own Device) policy. All devices, school-owned or personal, must only be used for approved
instructional purposes, for example – reading, research, or note-taking. Students are responsible for
their own electronic devices. For security purposes, students should NOT leave them in their lockers.

CHAPERONES & REGULAR VOLUNTEERS

Chaperones of field trips, overnight field trips, and school volunteers who have regular contact with
the students are required to have participated in the VIRTUS program Protecting God’s Children. If it
has been five or more years since you attended Protecting God’s Children, you are required to take
Safe Environment Training. For more information and registration, please visit online
https://www.archgh.org/offices-ministries/office-of-child-and-youth-protection/safe-environmenttraining-
for-adults/. If you have any questions please contact Maria Nguyen, mnguyen@sashornets.org, or
call the School Office at 713-686-6990.
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CHILD ABUSE OR NEGLECT

Teacher’s Responsibility to Report Suspected Child Abuse and the Procedure to Use

Texas state law requires anyone suspecting the abuse or neglect of a child to report the suspected
abuse, preferably to the Child Protective Services (CPS) Child Abuse Hotline at 1-800-252-5400 or at
their website: http://www.dfps.state.tx.us/contact_us/report_abuse.asp. The hotline, located in Austin,
is staffed 24 hours a day, seven days a week. Texas law specifically requires that a person make a
report to Child Protective Services or to a local law enforcement agency immediately, no later than 48
hours after first suspecting a child has been abused or neglected. All reports of suspected child abuse
or neglect are confidential. If the report is made in good faith, reporters are immune from civil or
criminal liability. A report to Child Protective Services is your FIRST priority.

State Law requires that the person suspecting the abuse should be the reporter. Reporting may not be
delegated to another person. You cannot rely on someone else to make the report. The law requires
reports of suspected abuse, not an inquiry or investigation whether abuse occurred. In fact, the mental
health professionals ultimately responsible for assessing a child and the prosecutors responsible for
proving abuse ask that the reporter not attempt to validate the abuse. REPORT…DO NOT
INVESTIGATE!

When reporting abuse to the hotline, you will be asked to provide the following information:
● Child’s name, age, and address.
● Primary caretaker’s name and address.
● Physical indicators observed.
● Behavioral indicators observed.
● Other indicators observed.
● Your name, position, and contact information.

Even if you do not have all this information available you must make the report.

After providing this information to the hotline caseworker, ask the caseworker for a case reference
number. This number is your proof that you have made a report. Moreover, if an investigation ensues
at the school, the Archdiocese will need this number, along with a written version of the report you
have made to the hotline. Accordingly, soon after calling the hotline you should commit to writing all
this information, along with a narrative description of your report to the caseworker.

Your suspicion of home-based abuse and the reporting of that suspicion to authorities should
be treated as confidential information. The welfare of the possibly victimized child and the
reputations of the family, the school and the person who made the report in good faith can all be
placed in jeopardy by publishing information like this to people who have no legitimate need to know.
The school principal and the Catholic Schools Office should be advised after the report is
made. Otherwise the report should be kept confidential.
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The Investigation

Texas law allows investigation of alleged child abuse by CPS to include an interview and examination
of the child who is the subject of the report  That interview may be conducted at any reasonable time
and place, including the child’s school. Accordingly, when visited or otherwise contacted by authorities
stating their intention to investigate child abuse, the principal or an adult designated by the principal
will examine the credentials and record the investigator’s name, agency and contact information and,
thereafter, facilitate the interview with the alleged victim of child abuse. If CPS wishes to speak to any
other children, the school will usually require the consent of the other children’s parents. If the
investigator has any questions about this requirement contact the Archdiocesan Legal Department.
Likewise, if CPS investigators request copies of any records, their request should be discussed, if
possible, with the Archdiocesan Legal Department.

State Law provides that the interview of the alleged victim of child abuse shall include “the presence of
persons the department or designated agency determines are necessary.” Frequently, investigators
will conclude that parents and other family members are not “necessary” to the interview and should
not even be advised that the interview is occurring. The parents and school personnel do not have the
right to be present at the interview of the alleged victim. Do not notify the alleged victim’s parents
unless you are requested to do so by the CPS investigators.

The rights of CPS to investigate include the right to transport the child: therefore, the child may be
taken from the school without the school’s consent. State Law provides that a person commits an
offense if a person attempts to interfere with the lawful transport of the alleged victim for purposes
relating to the interview or investigation. Should investigators decide to transport the child from the
school; the investigators ordinarily attempt to advise the victim’s parents in advance. Irrespective of
the investigator’s attempt to do so, the school should not contact the parents until after the child has
been safely removed from the school premises.

Important Phone Numbers:
● CPS Abuse Hotline: 1-800-252-5400
● Catholic Schools Office: 713-741-8704
● Archdiocesan Legal Department: 713-652-5461
● St. Ambrose Catholic School Office: 713-686-6990

Suspected Child Abuse
SAS abides by the Child Abuse Prevention, Adoption, and Family Services Act. This law
mandates that all cases of suspected abuse and/or neglect are reported to Child Protective
Services.

CLASS PARTIES

Prior to hosting class parties, Room Parents should consult with the teacher(s) involved. Parties
should be kept simple and at a minimum.
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CLINIC

If your child is sent to the clinic because of a serious illness or accident, you or the person you listed
on the emergency card will be notified. It will be your responsibility to get medical attention for your
child unless the emergency is so great that your child must be taken immediately from school to be
treated. If that occurs, you will be notified as quickly as possible.

Parent notes will be accepted for a total of five (5) unexcused absences for P.E. or extracurricular
activity per school year. Additional absences must be documented on a doctor’s note.

It is extremely important that all information on the emergency card is accurate and telephone
numbers updated as they change.

For the protection of all students, the following rules have been set up and will be followed at all times.
A student having one or more of the following symptoms will be sent home:

● Fever of 100° or higher
● Suspected contagious disease
● Vomiting
● Diarrhea
● Undiagnosed rashes

If your child has any of the above symptoms in the morning before coming to school, please
keep him/her at home. A student will be expected to participate in all day activities following an
illness unless a doctor’s note is provided upon the student’s return to school.

Reminders:

● Report cases of communicable diseases to the school as soon as possible.
● Keep your child at home when he/she has a bad cold, sore throat, fever of 100° or above,

eye infection, unusual skin eruption, swollen glands, nausea, vomiting or diarrhea. Any
student exhibiting such symptoms will be sent home. Your child must be fever free for 24
hours without fever reducing medication.

Health Screenings
Vision, hearing, and spinal screenings are conducted each year on students per the State of
Texas Health Department requirements. Students who do not pass the screenings are
referred to their family doctor or specialist.

Lice
Any child sent home with lice may not return until all signs of lice are gone. The Archdiocese
of Galveston-Houston follows the nit-free policy of many local and county health departments.
The school Health Coordinator must check the student before he/she is allowed to return to
class. A student sent home with lice may not return to school until all signs of lice are gone,
approximately 48 hours. Suggested information for treating lice can be found by contacting
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the Lice Ranger via their website at https://www.liceranger.com/, calling 713-868-5423 or
email info@liceranger.com.,

Medications
When possible, medication should be given outside of school hours. Only medication which
is necessary for the child to remain in school will be given during school hours. Stock
medications are not kept in the clinic. The parents are responsible for bringing all
medications for their child to the clinic and for picking up unused medicines.  Unused
medication will not be sent home at any time with a student. If you have any health-related
or medication questions, please contact the Health Coordinator, Sandi Morales at
smorales@sashornets.org or call 713-686-6990.

A student may take medication at school ONLY IF:
● a licensed physician, nurse practitioner, physician assistant or dentist has prescribed the

medication or a parent requests the administration of non-prescription medication
(over-the-counter drugs);

● the parent/guardian delivers the medication to the school office or nurse (do not send with the
child);

● the medication is delivered in its prescription container with a current pharmacy prescription
label or, if

● the medication is over the-counter medication, in the original labeled and sealed container
(unopened);

● the school office personnel or clinic staff (or other officially designated staff members)
administers the medication to the student; and

● the parent guardian completes and returns the appropriate forms to the school clinic
authorizing a student to self-carry and self-administer medication through an epi-pen, inhaler,
insulin pump, or glucose meter.

The school MAY NOT accept or administer any medication:
● that is not in the original container, as described above;
● from the student or any person other than the parent/guardian;
● designated as experimental medication or dosages;
● designated as herbal, dietary supplements, or other nutritional aids which are not approved as

medication by the Federal Drug Administration (FDA);
● with an expiration date that has passed;
● via a central line at school;
● for which the school personnel, in their sole discretion, are not qualified or licensed to

administer.

A student MAY NOT:
● carry any medication on their person or in their belongings, unless permission has been

officially granted by the school for an inhaler, epi-pen, insulin pump, or glucose meter; or 
give any medication to other students (this could result in expulsion).
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The school WILL destroy or dispose of any medication that:
● a parent/guardian does not timely retrieve after the school has requested the parent/guardian

to retrieve;
● is in a vial (for example, insulin) once started (opened) and not used in 30 days; or
● has an expiration date that has passed.

Prescription Medications
According to state law, the school is prohibited from administering prescription medication to
the students without written authorization. The student will need a Request for Medication
Administration form signed by the physician and parent. Please obtain this form from the
school clinic. The medication is to be brought to the school clinic in the original
container. (Students are NOT permitted to carry medications with them. For inhaler
exemptions, please contact the school clinic.) Prescription medication must be properly
identified with the prescription label from a pharmacy. The school will not be held responsible
for any medication that is taken by the child. The use of nebulizer treatments in schools for the
treatment of asthma should be done with extreme caution. Non-medical personnel will not be
responsible for the administration of the nebulizer treatment. The parent is ultimately
responsible for the care of their asthmatic child.

Non-Prescription Medications
The school is prohibited from administering non-prescription medication to the students
without written authorization from a physician.  This includes, but not limited to:  fever
reducers, pain relievers, cough drops, ointments and vitamins. A parent's signature alone is
not sufficient for the school to administer non-prescription medications. All non-prescription
medication must be in the original container with your child’s name.

Medical and Dental Appointments
When possible, medical and dental appointments should be scheduled during non-school
hours so as not to interfere with the educational process. If this is not possible, please notify
the school office and/or teacher (email is sufficient) in ADVANCE to excuse the student from
class. In addition, the student must present a doctor’s note to the office from the doctor or
dentist when returning to school.

COMMUNICABLE DISEASE CONTROL MEASURES

For all students and personnel in Catholic Schools of the Archdiocese of Galveston-Houston:

Chicken Pox Exclude until all lesions are dry and person is free of fever

Hepatitis Exclude until statement from physician is received that the person is
non-infectious.
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Impetigo Exclude until healed, or until non-infectious, as evidenced by a written
physician statement.

Lice A person will be sent home if head lice are found. Exclude until the hair
is free of live organisms and nits.

Meningitis/
Meningococcal Exclude until physician statement certifies that person is non-infectious

Mononucleosis
(Infectious)

Exclude until released by physician

Pink Eye Exclude until treatment has begun

Ringworm of Skin May attend school provided person stays under treatment by physician

Streptococcal Exclude until released by physician

Tuberculosis Exclude until released by physician.

COMMUNICATION BETWEEN PARENTS AND TEACHERS AND/OR
ADMINISTRATION

Regular communication between parents and their child’s teachers is encouraged. Communication
between parents and school administration is also encouraged when needed. This communication
can occur by writing a note in the student’s agenda, sending an email, or during scheduled meetings.
It is not advisable to discuss matters with a teacher during morning homeroom or morning arrival and
afternoon dismissal as the supervision of students is a priority.  Should a serious concern arise, a
formal meeting should be called to discuss the specific concern with the teacher and administration, if
needed.

For the safety and well-being of the child(ren), it is the parents' responsibility to email Maria Nguyen,
mnguyen@sashornets.org in the school office regarding any changes in health, living arrangements,
and transportation arrangements. This applies for short-term (one day) or long-term arrangements.

CRISIS MANAGEMENT PLAN
General Crisis Management Guidelines

Catholic Schools within the Archdiocese are required to have a written comprehensive Crisis
Management Plan (CMP) on file. It is updated annually. Each faculty and staff member receives a
copy of the CMP and should be familiar with it. Evacuation drills and lock-down procedures should be
practiced at least twice per semester.
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When an emergency occurs and the teacher/faculty member is the only adult present, he/she should
call 9-1-1 as soon as possible. Health emergencies should be handled quickly and calmly. Should an
emergency necessitate the closing of school, the school day will need to be “made up.” Notification of
this make-up day will be provided to parents, staff and students prior to the day.

Local Emergency Call System
The school has two emergency call systems by which parents and staff can be notified in the event of
any emergency (if updated phone numbers are on file). The Immediate Response Information System
(IRIS) and RenWeb Alert are high-speed notification and response services, which electronically
sends routine, priority and emergency messages from school officials to school contacts.

Release of Students During Disasters
In the event of a major disaster, (chemical leak or hazardous material situation, SWAT team presence,
weapons on campus, etc.) school will not be dismissed and children will remain under the supervision
of school authorities until the campus is deemed ready to release students. Students are to be
released only according to a predetermined plan and only to persons authorized by parents.

Emergency Drills: Fire/Disaster/Severe Weather

Fire drills
Fire drills are held in accordance with the Houston Fire Department regulations. These drills are
worked out with the faculty and the Fire Department to ensure safe and orderly evacuation and
precautionary measures.

We are required to conduct fire drills monthly. Each teacher must have posted in his/her room the
planned evacuation route. In the case that the classroom exit is obstructed, classes must leave by an
alternate exit. Students are instructed in the proper procedures for fire and all drills, including leaving
in an orderly manner, silence, and speediness. Warning bells are as follows:

3 Bells – Evacuate the building

2 Bells – Return to building

1 Bell – Halt

Lock Down Drills
Periodic lock down and other crisis management drills are conducted throughout the year to ensure
safe and orderly procedures in case of a crisis.

Posted Emergency Routes
Every classroom and office area used by staff or students have a visible floor plan indicating the exit
route to be used for emergencies.

Severe Weather, Hurricanes, and School Closing
SAS will follow Houston I.S.D. inclement weather decisions. If Houston I.S.D. closes, SAS will close.
However, if HISD is delayed in making a decision, SAS will broadcast our campus weather-related
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decision via email, IRIS, RenWeb Alert and on social media. Also, we will consider that we are not a
“neighborhood” school and realize that many families drive in from other areas to reach us. Safety will
be our primary consideration.

Severe/Inclement Weather Drills
Periodic severe/inclement weather drills are conducted throughout the year to ensure safe and orderly
procedures.

If a tornado warning is in effect for our area, students will be moved to a safe place, preferably away
from exterior doors and windows. Students will be kept inside, away from windows/glass and in an
interior hallway on the lowest floor. Students will be directed to sit on the floor facing a wall, in a “duck
and cover” position – head between raised knees, clasped hands covering the head and neck area.

DELIVERIES & VISITS DURING SCHOOL DAY

Deliveries
All deliveries go through the front office.  Deliveries such as Uber Eats, DoorDash, etc. are not
permitted.  If you are bringing your child’s forgotten lunch, it must be a homemade lunch not fast food.
Fast food is only allowed on special occasions such as birthdays.  Lunches or any other items must be
left with office personnel to deliver to students.

Visitors
All visitors must go to the office along with valid identification and sign in. A pass will be provided to
remain on school grounds. Visitors are requested to sign out in the office upon completion of visitation.

All main doors will be locked during the school day. Visitors or those picking up students for early
dismissal must come to the door of Building E, ring the bell, and be recognized by the office before
entering. Please bring identification to check a student out of school early.

DISCIPLINE (RULES AND REGULATIONS)
The goal of any disciplinary measure in the school is to assist the student in achieving self discipline,
which will manifest itself in clear and logical reasoning, and in action that is consistent with good moral
principles. Students are expected to show courtesy and respect to each other, to adults, and to
themselves as well as to physical property. At no time, will defiance, violence or insubordination be
tolerated. As citizens in society, students must be given the opportunity to participate actively and
responsibly in school life. When a student’s behavior infringes on the rights of others or interferes with
the educational process, he/she must be corrected and led to understand the reasons for any
corrective measure administered.

The St. Ambrose School rule in regard to disciplinary measures is as follows:
● Students who misbehave and/or infringe on the academic process will have a consequence.
● Parents will be notified whenever a child has seriously misbehaved.
● If this continues, the student may not be allowed to continue to attend St. Ambrose School.
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The teacher reserves the right to make his/her own classroom rules within the guidelines of school
policy.  The faculty and staff of St. Ambrose Catholic School are here to encourage, support and
motivate the students and families. It is with positive intentions that they put in place rules and
expectations.

EXPECTATIONS OF STUDENTS AT ST. AMBROSE SCHOOL
● Be respectful and courteous of others and oneself
● Be honest and trustworthy in word and action
● Be in approved school uniform
● Be on time and prepared for class with materials and completed assignments
● Follow directions of all school personnel
● Maintain a positive and cooperative attitude
● Use school phones properly and only with permission
● Abstain from use of a cell phone on campus. All cell phones must be kept off and remain in

the student’s backpack from 7:30 AM until 3:30 PM.
● Adhere to the “No gum or mints on campus” policy.
● Work at learning.
● Ask for help.

CODE OF CONDUCT
This Code of Conduct is not intended to be a comprehensive list. It is merely a guide to help parents
and students understand general expectations for conduct. Each infraction will be judged on an
individual basis, taking into account the specific circumstances, age and development of the student,
as well as his or her disciplinary record. Therefore, consequences ranging from parent notification, to
silent lunch(es), to no recess(es), to detention, to ineligibility to participate in athletics/extracurricular
activities, to suspension/removal from an athletic team/squad, to in-school suspension (ISS), to out of
school suspension (OSS), to disciplinary probation, to expulsion, may be enforced. Furthermore,
homeroom conduct grades on the student’s report card will be lowered.

Level 1 Offenses include but are not limited to:
● Continuous talking or other classroom disturbances
● Dishonesty
● Uniform violation
● Chewing gum
● Not having required classroom materials
● Unauthorized Chromebook/iPad usage
● Excessive noise in the building
● Failure to follow classroom rules
● Other actions that interrupt or distract the educational environment

Consequences for Level 1 Offenses include but are not limited to:
● Verbal warning from the faculty/staff member
● Separation of student from distraction
● Conference between student and faculty/staff member
● Parent communication
● Other appropriate disciplinary consequences
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Level 2 Offenses include but are not limited to:
● Refusal to do school work
● Cheating of any kind, including but not limited to: copying someone else’s work, on

class assignments, homework assignments, quizzes, tests, projects and/or semester
exams

● Leaving or returning to the classroom without permission
● Cafeteria or restroom misconduct
● Throwing objects that can cause injury to an individual or property
● Other actions that interrupt or distract the educational environment

Consequences for Level 2 Offenses include but are not limited to:
● Separation of student from distraction
● Conference between student and faculty/staff member

○ Administrator will be included in the conference dependent upon the
severity of the offense

● Parent communication
● Detention
● Other appropriate disciplinary consequences

Level 3 Offenses include but are not limited to:
● Use of profane language or gestures albeit in person or on social media
● Speaking to any school personnel in a disrespectful manner
● Violating the Technology Acceptable Use Policy (TAUP)
● Plagiarism
● Other actions that interrupt or distract the educational environment

Consequences for Level 3 Offenses include but are not limited to:
● Parent conference with student and administration
● Plagiarism will result in an automatic grade of zero for the assignment
● In-school suspension (ISS)
● Out-of-school suspension (OSS)
● Other appropriate disciplinary consequences

Level 4 Offenses include but are not limited to:
● Physical harm to oneself, faculty, staff or other students
● Possessing any device that is a prohibited weapon or has the appearance of a

prohibited weapon, including but not limited to: guns, knives, or any instrument that
could cause bodily injury

● Leaving school grounds without authorization
● Use or possession of an illegal drug, including but not limited to: alcohol, vaping,

narcotic, controlled substance, or tobacco products
● Destruction or vandalism of any kind to school property or the property of others
● Harassment or bullying including cyber bullying of any kind
● Theft, forgery, or withholding of information
● Repeated acts of disrespectful behavior towards teachers, staff and/or classmates
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● Other actions that interrupt or distract the educational environment
Consequences for Level 4 Offenses include but are not limited to:

● Parent conference with student and administration
● Out-of-school suspension (OSS)
● Expulsion
● Other appropriate disciplinary consequences

What is Harassment
Harassment, including bullying, includes but is not limited to the following:

● Unwelcome and persistent behavior that makes a person feel threatened,
humiliated, uncomfortable or unsafe.

● Verbal conduct such as racial slurs, the use of vulgar or obscene language,
derogatory jokes or comments, social ostracization, and/or personally damaging
statements made to or about others.

● Behavior that is intimidating, including but not limited to, threatening gestures,
assault, unwanted touching, and blocking of normal movement that interferes with
another student’s work, study, or play.

● Inappropriate messaging via email, text messages or social media
● Posting of humiliating images of students or school personnel.
● Unwelcome touching such as patting, pinching, or constant brushing against another

student’s body.

What Is Bullying
Bullying is unwanted, aggressive behavior among school aged children that involves a real or
perceived power imbalance. The behavior is repeated, or has the potential to be repeated, over time. In
order to be considered bullying, the behavior must be aggressive and include:

● An Imbalance of Power: Kids who bully use their power—such as physical strength, access to
embarrassing information, or popularity—to control or harm others. Power imbalances can
change over time and in different situations, even if they involve the same people.

● Repetition: Bullying behaviors happen more than once or have the potential to happen more
than once.

Bullying includes actions such as making threats, spreading rumors, attacking someone physically or
verbally, and excluding someone from a group on purpose.

What is Plagiarism?

According to Merriam-Webster’s Dictionary, to "plagiarize" means:
● to steal and pass off (the ideas or words of another) as one's own
● to use (another's production) without crediting the source
● to commit literary theft
● to present as new and original an idea or product derived from an existing source
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The following are considered plagiarism:
● turning in someone else's work as your own
● copying words or ideas from someone else without giving credit
● failing to put a quotation in quotation marks
● giving incorrect information about the source of a quotation
● changing words but copying the sentence structure of a source without giving credit
● copying so many words or ideas from a source that it makes up the majority of your work,

whether you give credit or not (see our section on "fair use" rules)

Plagiarism is considered an act of fraud.  It is a serious offense and appropriate disciplinary action will
be taken.

DETENTION
This section is currently under construction.  For the time being, detentions will be handled on a case by case
basis.

Suspension: If, in the judgment of the Assistant Principal and/or Principal, a student is guilty of
misconduct serious enough to warrant it, (s)he may be suspended from class for up to three days. The
student and parents will have a meeting, in person if possible, regarding the reasons for the suspension.

● ISS (In-School suspension): The student is not allowed to attend class with fellow students, instead,
will be assigned to another location with an administrator where they will complete all required
assignments.

● OSS (Out-of-School Suspension): The student is not allowed to return to school for a specific
time period.  The student will complete school work at home.  The student will not be allowed to
participate in any extracurricular activities for the duration of the OSS.

The form the suspension will take will be at the discretion of the Principal or Assistant Principal. In order to
earn full credit for work assigned during an ISS or OSS, it must be received by the teacher(s) on the
assigned due date. At the discretion of the Principal or Assistant Principal, suspension may be recorded
on the student’s permanent record card.

Disciplinary Probation: All newly enrolled students are conditionally accepted with a status of academic
and behavioral probation for the first nine-week quarter. At the end of the first quarter, the administration
may send a parent letter indicating the conclusion or extension of the probationary period. This procedure
is also followed for students enrolling mid-year. A student can be put on probation at any time during the
school year for academic or behavioral reasons. The principal reserves the right to put the student on
probation or to suspend, place on home-study, or expel as deemed appropriate to the circumstances. The
pastor will be consulted in cases of expulsion. The pastor's decision in these cases will be final. A student’s
continuous misbehavior may result in the student being placed on disciplinary probation. The Principal will
determine the length of time of the probation, and will notify the student and his/her parents, in person, if
possible, of the reasons and terms of the probation. During the probation and at the end of the probation,
the parents will be informed of their child’s progress. At the conclusion of the probation, the Principal, in
consultation with the student’s teachers, will determine if sufficient improvement in behavior has occurred.
If insufficient progress is noted, the student may be asked to leave St. Ambrose Catholic School.
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Expulsion: A student’s continued enrollment at the school will be subject to his/her meeting scholastic and
behavioral standards as set by the Principal and School Board. If any student fails to meet these
standards, and the Principal believes that continued enrollment of the student in the school is not in the
best interest of the student or the school, the Principal shall advise the Pastor.

If the Pastor and the Principal decide that the student should be expelled, the Principal shall arrange a
conference with the parents or guardians of the student, and explain to them the reasons for the expulsion.
A written notification of the expulsion, stating the circumstances and dates of the infractions shall be sent
to the Archdiocesan Superintendent of Schools.

Parents, in conjunction with the faculty and staff of St. Ambrose Catholic School are in an effort together to
cultivate future citizens of Heaven. The behavior of a parent/guardian is a reflection of our mission and
community culture, therefore, the disruptive, threatening, or illegal behavior of a parent/guardian may
result in the unenrollment of their children or the inability of that parent to attend SAS functions and/or
festivities.

Any student who breaks rules or regulations or displays other inappropriate conduct in the major offenses
category, or who continually breaks orderly conduct rules, may be subject to immediate probation,
suspension or expulsion at the Principal’s discretion. The Principal and/or Pastor is the final recourse in all
disciplinary situations and may waive any and all regulations for just cause at his or her discretion.

St. Ambrose Catholic School reserves the right to search desks, lockers, and any personal property when
it is deemed necessary by the administration.

FIREARMS AND WEAPONS POLICY
Weapons such as handguns, firearms, or other similar devices are strictly prohibited from the St. Ambrose
School campus. Any student with such an item found on his/her person or in his/her belongings will be subject
to immediate expulsion from St. Ambrose School. In addition, information will be provided to Harris County
and/or the City of Houston authorities who will determine if criminal charges will be pursued against the student
and/or the parent or guardian. Knives, razors, or any similar articles capable of inflicting serious bodily injury
are also prohibited from being brought on campus. Doing so will result in immediate probation, suspension, or
expulsion at the discretion of the Principal and/or Pastor.

DISCIPLINE OF ANY ACTION NOT COVERED BY THE ABOVE LIST IS AT THE DISCRETION OF THE
TEACHER, ASSISTANT PRINCIPAL AND/OR THE PRINCIPAL.

ELIGIBILITY POLICY FOR ATHLETICS/EXTRACURRICULAR ACTIVITIES
A student must be present for a minimum of three hours of school to take part in that school day’s
after-school activity, including, but not limited to athletic practices and/or games, dances, special
assemblies, etc. Exceptions may be dealt with only if there was a funeral, high school visitation, injury, or
extreme emergency. The Assistant Principal and/or Principal will decide if this is applicable.
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Eligibility based on conduct grades:
● A U in conduct on a progress report or report card will result in an ineligibility period until the next

grading period (progress report/report card) to participate in any athletics, extra-curricular activities,
dances, field trips, special assemblies, academic rallies, talent show and pep rallies.

● “Homeroom Conduct” grade is used to reflect the behavior of a student outside the classroom, such
as: homeroom, hallways, cafeteria, snack, playground, assemblies, Church, field trips, at dismissal
and other school sponsored activities. Teachers or staff members will note problems in the agenda
and/or email. The Homeroom Conduct grade will affect eligibility in the same manner as classroom
conduct grades.

● Ineligibility begins the following day after notification of said subject grade and/or conduct grade.

Eligibility based on subject grades:
● An F (69% or below), on a progress report or report card, will result in an automatic ineligibility

period until the next grading period (progress report/report card). During the ineligibility period,
students may not participate in any extracurricular meeting, practice or game. Ineligible students
may not dress out nor attend a game/event as a representative of the school. At the end of the
ineligibility period, the student must have brought the class average up to a passing grade and be
passing all other subjects to regain eligibility. If not, the student will remain ineligible again for
another grading period.

● A student, who is ineligible due to grades, may try out for a sport if the try-outs fall in the ineligible
period. They may not participate any further; however, until the ineligibility period is completed and
the grade has been brought up to eligibility status.

● Ineligibility begins twenty-four hours after notification of said subject grade and/or conduct grade.

Students who participate in extracurricular activities must regain eligibility before the end of the regular
season to receive recognition for that particular sport. If a student does not regain eligibility before the
end of the regular season, then he/she will not be eligible for a letterman’s jacket, award/trophy, etc or
recognition at the Sports Banquet for that particular sport.

EMERGENCY SCHOOL CLOSING
In case of severe inclement weather or other generalized emergencies that may necessitate closing
schools, St. Ambrose will follow the Archdiocesan directive. If there is no such initiative from the
Catholic Schools Office, St. Ambrose School will close if HISD announces that they will be closed due
to some such emergency. If there is some local emergency, such as fire, lack of water, or prolonged
power outage, the local television stations, and/or our official social media pages will announce the
closing of St. Ambrose School. Notification will be sent by e-mail, phone calls and text messages
through the Iris Notification System and RENWEB Parent Alert. Please be certain that all e-mail
addresses, work phone numbers, home phone numbers, and cell phone numbers are updated and
reported to the school office.

FIELD TRIPS
Educational field trips may be appropriate at each grade level and taken after proper planning, which
includes: the assessment of their educational value, correlation with the subject, assurance that the
objectives are appropriate for the grade level of the students, pre-trip teaching and preparation and
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appropriate follow-up activities. Please be aware that field trips are not family outings. In some
instances, it may be necessary to restrict the number of chaperones on the trip. Please follow all
guidelines presented by the teacher for each individual field trip.

According to state law, students are NOT to take part in field trips without written permission from
parent/guardian. No phone permissions are allowed. Students and chaperones must return the
specific required form completely filled out; no other form will be accepted. Parents will always be
notified in advance of a planned field trip. If parents do not wish for their child to participate, the school
should be notified and provisions made for the child. (A sample field trip form is provided in the back
of this Policy Book.)

Field trips are privileges and students can be denied participation if they fail to meet behavioral
requirements. No refunds will be given if a student does not attend a field trip due to illness or poor
conduct.

Children must ride on the bus to the field trip location and again on the return to school. If a parent is
chaperoning, they may NOT bring siblings or other children along.

Parents will be requested to sign a field trip permission slip to indicate their willingness for their child
to participate in class trips (forms will be sent home prior to the trip and include a statement removing
the school from liability). Some field trips may require payment of an additional fee. Financial
restraints should not keep a child from attending a field trip and should be discussed with the
administration.

Parents/Chaperones who participate on field trips:
• Must have current Safe Haven Training and a Background Check on file.
• Chaperones must be able to devote their full attention to the supervision of students.
• Often, parents who choose to visit at the location of the field trip may not be included in the

group if they have purchased pre-paid tickets. Visiting parents not serving as chaperones
should also ensure that their presence and/or inclusion in the school group does not interfere
with planned activities for the school group.

• Visiting parents not serving as chaperones are asked not to bring siblings because this often
becomes a disruption to the trip.

The school accepts no liability or responsibility for accidents or events that may occur during the
course of the field trip, including transporting of students to and from the event.
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FINANCIAL INFORMATION
A primary goal of St. Ambrose Catholic School is to provide a high quality education for children at a
reasonable price. In doing so, the following fees and tuition rates have been set for the 2021 – 2022
school year.  All fees are per student and are non-refundable.

Enrollment Fees (non-refundable)
Registration fee $  300
Academic Supply fee (per student)

(Includes textbooks, copied enrichment materials,
standardized testing fees, student

$  575

insurance, and Archdiocesan taxes)

Total $  875

Athletic Fees $125 for volleyball, basketball, softball & baseball
$125 for Junior high track
$100 for 4th and 5th grade track
$125 plus camp and uniform cost for cheer
$175 for football

Club/organization Fee

Tuition per Year

$30

Parishioner: Non-Parishioner:
$8,076 for 1st student
$7,269 for 2nd student
$6,865 for 3rd student
$6,461 for 4th student

$8,636

There are four options for payment of tuition

Option 1: Pay tuition in full before July 15th and receive a 3% discount per student.
Option 2: Pay tuition in two equal payments by July 15th and January 15th and receive a 1.5%
discount per student.
Option 3: Pay your tuition in 10 monthly payments starting in August. For those who choose to make
monthly payments, you will be required to make payments through FACTS Tuition Management
(August – May).
Option 4: Pay your tuition in 12 monthly payments starting in June. For those who choose to make
monthly payments, you will be required to make payments through FACTS Tuition Management (June
– May).

Tuition Requirements:
ALL families must pay tuition through FACTS for the 2021-2022 school year,
including families choosing an annual payment.
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Volunteer Requirement: Ten (10) parent volunteer hours (per family) will be required throughout
the school year. Those families that have not completed their commitment by May 27, 2022 will be
billed at a rate of $50/hour for the outstanding balance of hours.

For the 2021-2022 academic school year, all families will be required to setup an account through
FACTS Tuition Management. https://factsmgt.com/services/tuition-management/ You may pay via
bank draft or credit card through FACTS. A FACTS service fee will be assessed. The service fee is
nonrefundable. Should a payment amount or method change, the service fee will change accordingly.
No tuition payments should come directly to the school office.

FINANCIAL RESPONSIBILITIES

Tuition/Fee Policy
All monthly payments are due on the same day based upon the user agreement. The due date
selected for payment can be changed for a $30 processing fee, due at the time of the request. All
bank charges incurred by the school for insufficient funds will be charged to the family along with a
$30 NSF fee. If two or more checks are returned for insufficient funds in a calendar school year, all
future payments will need to be made in cash, cashier check, or money order.
Full Year Obligation
I agree that I will pay the full amount required by this agreement for the entire School year, without
rebate for the student’s withdrawing; provided, that a prorated tuition rebate will be granted by the
School if withdrawal from the School is the result of extended illness or the School’s request that the
student withdraw.  In regards to COVID19, the Catholic Schools Office within the Archdiocese of
Galveston Houston has released a statement that discounts or a prorated rate will not be applied to
tuition at any time during the 2021-2022 school year. If you choose to withdraw your child(ren) due to
COVID19, the tuition for the full month that the child attended will be billed to the family account in
FACTS SIS.  Prorated tuition will not apply to the month the child is withdrawn.

Delinquency Policy
Timely payment of tuition in accordance with this agreement and of other school fees, including
Extended Day fees, is important to the operating budget of the School. I therefore understand and
agree to the following Delinquency Policies:

5 Days Delinquent:
● Contact is made to the family to remind them and seek the collection of tuition due.

10 Days Delinquent:
● The family is called to schedule a financial meeting to create a payment plan.

30 Days Delinquent:
● Report Cards/Progress Reports will not be released
● Transcripts and school records will not be released
● Students will not participate in Honor Roll Awards
● The family is placed on probation for 30 days due to non-payment of tuition with notice of

possible withdrawal
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45 Days Delinquent:
● All of the above
● Mandatory meeting with the Principal and Bookkeeper
● Students will not participate in extracurricular activities including, but not limited to: athletics,

school clubs or competitions

60 Days Delinquent:
● All of the above
● Immediate referral to the School Board Tuition Review Committee to determine continued

enrollment at St. Ambrose Catholic School
● The school reserves the right not to allow students to take midterm or final exams if tuition

or other fees are delinquent over 75 days.
● A student may be administratively withdrawn from the school due to non-payment of tuition.

Readmission for the following semester will not be allowed for families who have neither paid all
tuition due, nor made acceptable arrangements. For prospective graduates, all fees and tuition must
be paid on or before April 15th in order to participate in any trips, activities, or ceremonies.

Divorced or dual household agreements: if any account is negligent all parties in the family will be
blocked.

St. Ambrose Catholic School will not release records to the family or another school, including records
of student performance (i.e. report cards, progress reports, etc.) and will not certify student for
advancement or transfer until the delinquent account is paid in full at the end of the school year.

If there are recurrent problems in tuition collection, acceptance of registration for the next school year
will be conditioned on the approval of the School Board and may be contingent upon payment, in
advance (by August 1) and in full, of tuition and fees.

Limited financial aid is available through the Archdiocese and through the school. Families will be
informed about the awarding of financial aid during the last quarter of the preceding school year. All
applications for financial aid are made through a company entitled FACTS Tuition Management.
These applications will be available online at www.choosecatholicschools.org in January of each
school year. Please watch the newsletter for more specific information.

GOOGLE APPS FOR EDUCATION

St. Ambrose Catholic School will provide students with Google Apps for Education accounts.
Google Apps for Education includes free, web-based programs like email, document creation tools,
shared calendars, and collaboration tools. This service is available through an agreement between
Google and the St. Ambrose Catholic School.

Google Apps for Education runs on an Internet domain purchased and owned by the school and is
intended for educational use only. Your student’s teachers will be using Google Apps for lessons,
assignments, and communication.
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The following services are available to each student and hosted by Google as part of St. Ambrose’s
online presence in Google Apps for Education:

● Mail - an individual email account for school use managed by the St. Ambrose Catholic
School

● Calendar - an individual calendar providing the ability to organize schedules, daily
activities, and assignments

● Docs - a word processing, spreadsheet, drawing, and presentation toolset that is very
similar to Microsoft Office

● Sites - an individual and collaborative website creation tool

Using these tools, students collaboratively create, edit and share files and websites for school related
projects and communicate via email with other students and teachers. These services are entirely
online and available 24/7 from any Internet-connected computer. Examples of student use include
showcasing class projects, building an electronic portfolio of school learning experiences, and working
in small groups on presentations to share with others.

Google Apps for Education is also available at home, the library, or anywhere with Internet access.
School staff will monitor student use of Apps when students are at school. Parents are responsible
for monitoring their child’s use of Apps when accessing programs from home. Students are
responsible for their own behavior at all times. Student safety is our highest priority.

GRADUATION REQUIREMENTS
Failure in two or more major subjects results in inability to graduate and participate in graduation
activities. Conditional promotion to 9th grade may be granted if one major subject is failed.

LIBRARY

St. Ambrose School is fortunate to have an excellent library and media center. Our collection of books
is steadily growing and a large variety of magazines and journals are available to students. Classes
have a designated library period. Parents are urged to encourage reading, research and proper care
of borrowed materials. Students pay fines on overdue books, and must reimburse the school for the
cost of damaged or lost books. Many parents volunteer in the library, and your help is always
appreciated.

LOST AND FOUND

Please put your child’s name on ALL of his/her clothing and belongings (lunch boxes, backpacks or
book bags.) A depository for lost and found items will be established in the cafeteria on a short-term
basis. Valuable items will be kept in the office.
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MENTAL HEALTH

The safety and health of each student is of utmost concern and priority in the classroom and on
campus. Therefore, any type of issue, comment or threat will be taken seriously and handled on an
individual basis.

PARENTAL RESPONSIBILITY
St. Ambrose Catholic School believes that the parents are important partners in the education of their
children. The leadership, role-modeling, and training given by parents strongly influence the behavior
and performance of the child. In enrolling your child in this Catholic school you agree to these
important responsibilities:

● Understand and support the religious nature of the school.
● Read all communications from the school.
● Discuss in a sincere and respectful manner any parental concerns with the person most

directly involved.
● Monitor the child’s progress by reviewing homework assignments, class work assignments,

tests, and Agenda daily.
● Ensure that the child arrives at school in proper attire and on time.
● Meet your financial obligations in a timely manner.
● Support school policies and the authority of the administration and teachers.
● Monitor the child’s use of social-networking sites, such as Facebook and Instagram.

Parents, in conjunction with the faculty and staff of St. Ambrose Catholic School work together to
cultivate future citizens of society. The behavior of a parent/guardian is a reflection of our mission and
community culture, therefore, the disruptive, threatening, or illegal behavior of a parent/guardian may
result in the unenrollment of their children or the inability of that parent to attend SAS functions and/or
festivities.

PARTY INVITATIONS

Invitations to parties outside of school are to be given to ALL students (or all girls/all boys) in the
class(es) if they are handed out on school grounds. Permission to hand out invitations is to be given
by homeroom teachers.

PERSONAL ITEMS
Backpacks in grades PK3 - 5th grade must remain in the homeroom throughout the school day.

Electronic, digital and/or wearable devices may not be brought to school without specific permission. If
such items are brought, the same policy concerning cell phones will apply.

St. Ambrose Catholic School reserves the right to check lockers, backpacks, purses, pencil bags, and
pockets when there is suspicion of forbidden items and/or controlled substances.
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POSSESSION OR USE OF CONTROLLED SUBSTANCES
A student on school property or attending school-sponsored or school-related activity is subject to
removal from class, suspension, expulsion and/or referred for prosecution if he or she:

● Uses a chemical substance, possession, sale or dispensing of illegal drugs and narcotics
(hard or soft drugs; alcohol, inhalants, marijuana or controlled substance); or

● Acts under the influence of an illegal drug – alcohol, narcotic, marijuana or a controlled
substance; or

● Misuses or overdoses on prescription or over-the-counter medication

Upon discovery of a drug-related situation stated above, the principal reports the incident to the
superintendent, and notifies parents/legal guardians immediately, and requests a conference.

After a conference with the parents/legal guardians and student, the student is subject to removal
from class, suspension, expulsion, or referral for prosecution. A recommendation to the parents/legal
guardians is made for evaluation and possible treatment for the student.

RECORDS

Each student’s cumulative folder shall have a Viewing of Records Form attached. The Principal,
Assistant Principal, Counselor, and teachers may view the records of a student. Parents may view a
copy of their child’s records. Date and name of parent(s) are recorded in the Viewing of Records Form
at each viewing.

RELIGION CURRICULUM

Central to St. Ambrose Catholic School’s curricular goals, and to the mission of the school, is the
teaching of religion. The religion curriculum stresses the catechetical and moral dimensions consistent
with the developmental stages of students. Religion is taught on a daily basis to all students
regardless of religious affiliation.

Other methods of integrating religion into the curriculum include:
● Participation in weekly Mass for all students regardless of religious affiliation (grades PK-8)
● Participation in classroom or grade level para-liturgies
● Scheduled opportunities for Sacramental Reconciliation for Catholic students
● Reflection and/or retreat for students
● Stations of the Cross during Lent
● Service field trips
● Class or school-wide retreats

With the exception of holy days of obligation, school Mass is celebrated each Wednesday beginning at
9:00 a.m.  Students (grades PK3 - 8) must be in full dress uniform for Mass. Students not properly attired
are in violation of the dress code. PK4 students will participate in Mass beginning September 8 and PK3
students will participate in weekly Mass beginning in December.
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RENWEB INSTRUCTIONS

RENWEB is the school and student information management system used by St. Ambrose Catholic
School. Grades, homework, and other information can be found by logging onto the RENWEB.com
website. Instructions:

● Type RENWEB.com in your browser
● Enter our District Code: SACS-TX (must be in capital letters)
● Under “username” enter the email address you gave to the school
● Click on New Parent Login
● RENWEB will almost instantly send you a password
● The password may be time-sensitive (only good for about 15 minutes)
● Go back into RENWEB and login with your username and password you were just given. You

have the chance to change the password if you want to.  Click on Newsletter to see weekly
news items

● Once in RENWEB, click on the following information:
● To see grades, homework, etc., click on Student Information
● To pay tuition, After Care, etc., click on Financial tab

○ Click on Financial tab (this will take you to FACTS Tuition Management website)
▪ Follow the prompts to make a payment

○ Remember to select incidentals in FACTS to activate that part of your account
(example: field trips, PE uniforms, etc.)

All payments are processed through FACTS Tuition & Financials Management. A service fee will be
assessed and passed along to the parent/responsible party for payments made. The fee will be added
to the payment amount. The service fee is non-refundable. Should a payment amount or method
change, the service fee will change accordingly. Should families need to change the date of tuition
payments after the time of enrollment, a $30 processing fee will be due at the time of the request.

ROLLING BACKPACKS

Use of rolling backpacks is not permitted in the hallways of St. Ambrose School. Our halls are too
narrow and the children trip themselves and other children with the trailing backpack. There must be a
valid health issue for an exception to this rule to be permitted. The note from the physician should
state the medical reason necessitating the need for the rolling backpack for the student and any other
limitations or modifications that are necessary for whatever medical conditions are present. Notes
should be presented to the Health Coordinator, Assistant Principal or Principal. All backpacks must be
able to be properly stored in the classroom.

SACRAMENTS
Sacramental preparation for First Reconciliation/First Eucharist is provided for students in second
grade with parental assistance. Mandatory parent formation/information meetings are provided by
your family's home parish to assist families in these sacraments. To be eligible, students must be
attending the day school regularly. For additional information, contact the church office: 713-686-3497.
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● If a child is baptized Catholic, and has attended St. Ambrose School for at least one year
prior to Second Grade, the child may participate in the Sacraments.

● If a child is a new Second Grader, has been baptized Catholic, and attended C.C.E. classes last
year, or attended a Catholic school, the child may participate in the Sacraments.

● If the child is not baptized Catholic by the first grade, please contact the church office for further
assistance.

● If the child is in a grade higher than second the parent will need to contact Fr. Hieu Nguyen or
Sylvia Alejandro, Director of Religious Education, for further assistance.

SEPARATED AND DIVORCED PARENTS
Catholic schools in the Archdiocese of Galveston-Houston conform to appropriate Court Orders
governing rights and duties of parents in regard to their child(ren). Divorced and/or separated parents
are required to file with St. Ambrose Catholic School certified copies of the most recent Court Orders
together with all amendments, modification and supplements. Parents are to ensure that the school
has a complete and unaltered set of certified copies of the applicable Court Orders. Failure to follow
this policy may result in the involuntary withdrawal of the child(ren) from the school.

When parents choose to litigate their disputes in Court both the Catholic Schools Office and the
Archdiocesan Legal Department will attempt to minimize the involvement of the school, its teachers
and personnel. School administrators inform the legal department immediately in the event the school
or any of its employees are served with subpoenas. Ordinarily the school will endeavor not to take
sides in disputes between parents in recognition of the crucial role of both parents in the lives of their
children.

Continued strife between the parents is harmful to the children and does not set a good example for
them. It is expected that even divorced and separated parents will treat one another with Christian
charity and will display a spirit of forgiveness.

Ongoing parental disputes can be counterproductive to the mission of the school and in some cases it
is appropriate that the principal contact the Superintendent to discuss whether continued enrollment of
the child(ren) is a viable option.

NON-CUSTODIAL PARENT & PARENTAL RIGHTS

Buckley Amendment
St. Ambrose Catholic School abides by Buckley Amendment provisions with respect to the rights of
non-custodial parents. In the absence of a court order to the contrary, the school will provide the
noncustodial parent with access to the academic records and to other school-related information
regarding the child. If there is a court order specifying that there is to be no information given, it is the
responsibility of the custodial parent to provide the school with an official copy of the court order
and/or copy of the custody section of the divorce decree.

In Loco Parentis The Latin term “in loco parentis” means “in the place of a parent.” It refers to the legal
responsibility of a person or organization (school, for example) to take on some of the functions and
responsibilities of a parent. Legally, it allows schools to act in the best interests of the students as they
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see fit. All staff at St. Ambrose assume “in loco parentis” for students enrolled here. By enrolling their
children on campus, parents grant "in loco parentis" rights to the staff. Parents will not be permitted to
selectively remove “in loco parentis” rights from some staff members when the parents disagree with
the staff member’s decisions regarding their child.

STUDENTS WITH SPECIAL NEEDS
Introductory Statement
Consistent with the contents of the Church document, To Teach as Jesus Did, and the Pastoral
Statement of the U.S. Bishops, Persons with Disabilities, the Archdiocese seeks to include students
with special needs in our schools to the extent that the needs of the students can be met within the
scope of the programs and resources offered. St. Ambrose Catholic School will consider and review
the admission of students with special needs on an individual basis.

Legal References to Special Services
The Individuals with Disabilities Education Act (IDEA) requires that local school districts locate,
identify, and evaluate all private school students suspected of having a disability (for St. Ambrose
Catholic School, the local district is Houston ISD). This “Child Find” process must be conducted in
consultation with private schools representatives to ensure equitable access for private school
students. In IDEA, these children are often referred to as “parentally placed private school children
with disabilities,” and the benefits available to them differ from the benefits for children with disabilities
enrolled in public schools.

The Rehabilitation Act of 1973, Section 504 educational section (frequently called “Section 504”),
provides that no otherwise qualified individual with a disability shall, solely by reason of his/her
disability, be excluded from the participation in any program receiving federal assistance. Catholic
educators strive to recognize and address the needs of all those who seek a Catholic education.
Within our resources, St. Ambrose Catholic School will offer services to eligible students with special
needs, when possible. However, private schools are not required to significantly alter their programs,
lower or substantially modify their standards to accommodate a child with special needs. Private
educational institutions are only required to make minor adjustments to accommodate eligible
students.

Records for Students with Special Needs
All psychological and educational evaluations/reports regarding special needs testing of students
received from local public schools, persons, or agencies are forwarded to St. Ambrose Catholic
School, upon request. These records are kept on file at the school for a period of seven (7) years after
the exit of the student. These records are kept in a secure file and area accessible only to the
principal, the Learning Coordinator, the Dean of Students, and any other appropriate staff member
working with the student. Parents may view their child’s record at any time. These records may not be
forwarded to any other individual or agency.

Criteria for Acceptance of Students with Special Needs
In making a determination regarding the admittance of a particular student, the school will review the
child’s ability to meet the school’s academic, behavioral, and physical qualifications. Each Catholic
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school determines its ability to meet the needs of the student applicant. Consideration will be given to
the following:

● Student’s demonstrated ability to meet grade level requirements;
● Record of student’s ability to follow school rules and regulations; and
● Student’s ability to meet the physical requirements of attendance.

St. Ambrose’s Services for Students with Special Needs
New Students – When the Admission Office or the principal is notified that an incoming student may
have special learning needs, the principal and other appropriate school staff review current academic,
social, medical, and psychological evaluations to determine if the applicant is qualified to enroll, with
or without his/her disability. If the applicant is qualified for enrollment, the Principal and the Director of
Academic Success will then determine if reasonable adjustments can be made to the educational
program which will accommodate the student’s needs. If an admission is determined the school will
begin the procedures with parents to discuss a Catholic School Accommodation Plan (CAP).

Currently Enrolled Students – If a teacher (or parent) is concerned about a child’s academic,
behavioral, or emotional progress and feels that testing may be needed, he/she will discuss concerns
with the principal and/or Learning Coordinator. School staff and parents will discuss:

● The student’s current educational status, including attendance records, grades, assessment
data, and classroom observations;

● Previous educational efforts and strategies provided for the students and the results;
● Documentation of recent vision and hearing screenings;
● Updated general health history inventory; and
● Other information provided by the parents or teachers.

Parents will be expected to disclose any pertinent information that may assist in educating the
student. The principal and staff are responsible for recommending educational alternatives and/or
referral to the local school district and/or private agency of the parent’s choice for further evaluation.

Documentation for all referrals must be kept on file. This documentation will be included in the
student’s records. If an evaluation determines the student requires minor accommodations the school
will begin the procedures with parents to discuss a Catholic School Accommodation Plan. Students
receiving accommodations will be required to have a full evaluation every 3 years to ensure that the
Accommodation Plan best reflects their academic needs.

Student Success Expectations for Students with Special Needs
All available school resources shall be utilized to promote student success. Lines of communication
will be kept open to inform parents of student progress in all areas. Concerns about a student will be
addressed initially by the classroom teacher and parent. School success can only be attained through
cooperation between parents and educators. Parents are expected to disclose any pertinent
information from private resources (diagnoses and recommendations) that would be of specific
educational value in programming adequately for their children. If it is determined that the school’s
resources cannot meet the needs of a student, or if parent(s)/guardian(s) fail to act on the school’s
recommendations for remediation or diagnostic evaluation, the principal may request withdrawal of the
student or deny admission for the following year.
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Accommodations for Students with Special Needs
The purpose of an accommodation of any type is to provide the appropriate instruction according to
the individual student’s diagnosed condition. As a result of a diagnostic evaluation, a student may
meet certain criteria to qualify for accommodations to his/her schoolwork. Students who are
diagnosed with a learning difference or who are diagnosed with a special need through the public
school system, private doctors, or through special agencies may be referred to receive recommended
accommodations. The Director of Academic Success will review the recommended accommodations
and draft a Catholic School Accommodation Plan for the parents to review.

Standardized Assessment for Students with Special Needs
Standardized assessments are one of several means of evaluating student performance. At St.
Ambrose Catholic School, all students in grades 1 - 8 participate in the Archdiocese standardized
assessment program. Students with special needs identified through formal evaluation may require
assessment accommodations. These accommodations should be provided on a weekly basis through
the classroom teacher and included in their Catholic School Accommodation Plan. These testing
arrangements must be planned for in advance through a meeting with the Director of Academic
Success. Any adjustment made on the standardized assessment must be requested by school
personnel and approved by the Catholic Schools Office.

STANDARDIZED TESTING
Students in 1st through 8th grade will take the NWEA Map (Measures of Academic Progress)
Assessment in Math, Language Arts, Reading, and Science (4th-8th) each fall, winter, and spring. It is
a computer adaptive test, which adjusts to each student’s learning level, providing a unique set of test
questions based on their responses to previous questions. This assessment measures student
performance levels multiple times throughout the year and results are used to plan, adjust, and deliver
appropriate instruction.

STUDY HALL
Students in grades 6th - 8th will attend study hall once a week to make up missed work or to prepare
for a test or quiz. Homeroom teachers will address guidelines early in the school year. Students must
sign in and out of study hall. Teachers reserve the right to remove or decline students from study hall
due to behavior.

TARDINESS
It is most important that parents and students make every effort to arrive at school on time. A student
is counted tardy if they arrive in their homeroom past 7:55 a.m. Tardiness creates a disruption for the
ongoing class but also many important aspects of homeroom may be missed (schedule changes,
lunch order, agenda check, announcements, turning in papers for the office, etc.) Five unexcused
tardies will result in an unexcused absence. Tardies will start over at the beginning of each quarter.

TEXTBOOKS / SCHOOL MATERIALS
Proper care is expected of all textbooks and school materials. Lost or damaged textbooks or
school materials are to be paid in full. Students are responsible for the books, textbooks and
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school materials issued to them or being used by them. If books are not treated respectfully,
appropriate fines/consequences will be issued.

TRANSFER / WITHDRAWALS
Parents who wish to transfer/withdraw students must give the school administration sufficient
notification to complete records. The transfer must be obtained from the Principal. Records will not
be released to another school if tuition and all other fees are not paid in full.

UNIFORM & PERSONAL GROOMING STANDARDS
At St. Ambrose Catholic School, students wear a uniform to help promote discipline and to foster pride
in being a student of St. Ambrose Catholic School. Flynn O’Hara is the uniform vendor for the
2021-2022 school year; therefore, only uniforms purchased from Flynn O’Hara may be worn to school
and must have the official school crest monogrammed on shirts and sweater vests.  Students must be
in complete uniform at all times in all grades – PK3 through 8th unless otherwise noted by the school
administration.

Full cooperation from parents in adherence to the school uniform policy is required. We
understand that unusual circumstances occur when students may not be able to be in uniform. In such
cases, a student is required to present a written note or send an email explaining the reason for
his/her failure to be in uniform. If there is frequent or an extreme deviation from the uniform policy, the
student may be removed from class until such time as the parent brings his/her uniform to school.
Students will not be sent home to change clothes.

General Guidelines:
● Shirts: Shirts must be tucked in at all times..
● Pants/shorts: Must be worn at the natural waistline above the hipbone.
● No caps/hats may be worn except on special pre-announced days.
● Undergarments: All undergarments, including T-shirts, should be white and must not be

visible underneath the uniform.
● Optional Apparel

○ PK3 – 8th ~ navy cardigan with monogram, navy sweater vest with monogram, navy
hooded windbreaker with monogram, navy sweatshirt with emblem, fleece jacket or
approved letter jacket. (St. Ambrose Catholic School monogrammed outerwear may be
worn on dress uniform days during Mass or assembly, with the exception of the hooded
sweatshirt.) Students may not wear a St. Ambrose or any other type of hooded
sweatshirt during the school day.

○ Only St. Ambrose School uniforms (including jackets and sweaters) may be worn
inside the classroom from morning homeroom until afternoon dismissal. In cold
weather, other jackets may be worn to school and at recess.

● Uniform maintenance holes or rips in the uniforms must be repaired, re-stitched, or patched.
Students will not be allowed to wear stained or torn clothing items.
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GIRLS
Daily Uniform
● Athletic Shoes: Athletic shoes or Sperry’s/loafer-style shoes must be worn to school each day

with the uniform.  Athletic shoes are to be laced and tied securely or closed with velcro at all
times throughout the entire school day. No sequin, glitter, light-up, noise-making, or
roller-skate/blade shoes are allowed.

○ Athletic shoes must be SOLID-COLORED navy blue, black, or white with one
accent color in these colors only.

○ Sperry’s/loafer-style shoe must be brown, navy blue or black.
● Socks: Socks must be worn. Socks should be solid white, black, or navy with one accent color

in these colors only.
● Tights: girls may wear closed-toe solid white, black or navy tights during cool weather.
● Leggings:  girls may wear solid black or navy leggings during cool weather.
● PK3 – 3rd: Khaki or plaid shorts or skort, khaki pants, white blouse with monogram, red, hunter

green, or navy blue long or short sleeve knit shirt. PK3 – 3rd: Everyday school shoes should
be safe for physical activity. Therefore, girls should wear a flat rubber, sole tennis or athletic
shoes. It is recommended that PK3 wear shoes that velcro. Socks should be visible above the
shoe.

● 4th – 8th: Plaid shorts or skort, khaki skort or pants, red, hunter green, or navy blue long or short
sleeve knit shirt. Athletic shoes or Sperry’s/loafer-style shoe are acceptable shoes for
everyday wear and must be laced and tied securely or closed with velcro at all times
throughout the entire school day.

● PK3 – 8th: Privacy shorts are required to be worn under the jumper/skirt, but must not be
visible.

● To maintain modesty, all upper body undergarments should be plain and white when white
blouses are worn. A plain white tank top may also be worn under the blouse to assist in
covering the outlines of the undergarment.

**Beginning with the 2022-2023 school year, khaki pants, shorts and skorts will no longer be
optional for the uniform.  Additionally, the green polo and green plaid  will also transition out
for the 2022-2023 school year.

Dress Uniform
Required on Mass and other designated days. The dress uniform may also be worn on non-required
days.

● PK3 – 3rd: Plaid jumper with white, long or short sleeve navy trimmed blouse and navy
modesty shorts. PK3 – 3rd: Dress shoes must have flat rubber soles with a strap or laces that
secure the shoe on the foot; similar to a Mary Jane shoe or Sperry-style shoe. Dress shoes
must be black, brown or a navy solid shoe and worn with socks or tights. Socks must be worn.
Socks should be white, black, or navy.

● 4th – 5th: Plaid skirt with white long or short sleeve oxford monogrammed blouse. Modesty
shorts should be worn under the uniform skirt. 4th – 5th: Dress shoes must be flat or have a
block heel of less than two (2) inches. No thin “high heel” style shoes are allowed. Dress shoes
must consist of a loafer/Sperry-style shoe and must be white, black, brown or a navy solid
shoe and worn with socks or tights.  Socks must be worn and must be solid white, black, or
navy.  Socks may have one accent color in white, black or navy.

59



● 6th – 8th: Plaid skirt with light blue long or short sleeve oxford monogrammed blouse. Modesty
shorts should be worn under the uniform skirt. 4th – 5th: Dress shoes must be flat or have a
block heel of less than two (2) inches. No thin “high heel” style shoes are allowed. Dress shoes
must consist of a loafer/Sperry-style shoe and must be white, black, brown or a navy solid
shoe and worn with socks or tights.  Socks must be worn and must be solid white, black, or
navy.  Socks may have one accent color in white, black or navy.

● Girls’ hemlines must be no more than two inches above the knee for jumpers, shorts, skorts,
and skirts (measuring from the bend behind the knee).

GROOMING
Hair should not interfere with vision.

● Haircuts such as: fake hairpieces, dreadlocks, clip-on/colored tinsel/hair are not allowed.
○ Heads may not be shaved, nor should hair have lines or designs sculpted in the

hair.
○ Unnatural hair colors, including highlights or clip-in/on pieces, are not allowed.

● Jewelry:
○ Only one thin necklace worn inside the shirt is permitted (no “choker” style).
○ Only one thin bracelet per arm and one ring per hand may be worn.
○ Girls may wear earrings in the ear lobe only.

■ No more than one earring per ear lobe are permitted.
■ Earrings must be no larger than a nickel in diameter and an inch in length.
■ Only one thin necklace worn inside the shirt is permitted.

● Tattoos of any kind are not allowed.
● Polished nails must be a solid color and every nail should be painted the same color. Nails

may not be adorned with designs or jewels.
○ If nail polish has begun chipping and becomes a distraction to the learning process, it must

be removed.
○ All nails must be modest in length.

● Make-up is not permitted.
● Fragrance and/or cologne should not be applied while at school.
● Deodorants are permitted for grades 5th - 8th following P.E. class.

Individual teachers, the Assistant Principal, and/or the Principal may, at their discretion, ask a girl to
remove makeup, nail polish or any cosmetic accessory.

BOYS

Daily Uniform
● PK3 - 8th: Khaki shorts or pants, red, hunter green, or navy blue short or long sleeve knit shirt.

Belt: In grades 1st – 8th, a belt is required for any shorts or pants with belt loops. The belt
should be a solid black, brown, or navy. The buckle must be plain with no design and no wider
than the belt. No western belts or belt buckles are permitted.

● Shoes: Athletic shoes or Sperry’s/loafer-style loafers with socks must be worn to school each
day with the uniform. Athletic shoes are to be laced and tied securely or closed with Velcro at
all times throughout the entire school day. No sequin, glitter, light-up, noise-making, or
roller-skate/blade shoes are allowed.
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● Socks: Socks must be worn. Socks should be solid white, black, or navy with one accent color
in these colors only.

○ Athletic shoes must be SOLID-COLORED navy blue, black, or white.
○ Sperry’s/loafer-style shoe must be brown, navy, white or black.

Dress Uniform
● Required on Mass and other designated days.  The dress uniform may also be worn on

non-required days.
● PK3 – 5th: Navy blue pants with white long or short sleeve oxford monogrammed shirt. Dress

shoes must consist of a loafer/Sperry-style shoe and must be white, black, brown or a navy solid
shoe and worn with socks.  Socks must be worn and must be solid white, black, or navy.  Socks
may have one accent color in white, black or navy.

● 6th – 8th: Navy blue pants with light blue long or short sleeve oxford monogrammed shirt. Vest is
optional. 8th: uniform tie is required. Dress shoes must consist of a loafer/Sperry-style shoe and
must be white, black, brown or a navy solid shoe and worn with socks.  Socks must be solid white,
black, or navy.  Socks may have one accent color in white, black or navy.

● Socks: Socks must be worn. Socks must be white, black, or navy.

GROOMING
Hair must be neatly cut. It cannot be below the collar in the back, must be above the eyebrows, and
above the top of the ears.

● Haircuts such as: buzz cuts, Mohawks (including faux mohawks), dreadlocks, or long
spikes are not allowed.

○ Heads may not be shaved, nor should hair have lines or designs sculpted in the
hair.

○ Unnatural hair colors, including highlights or clip-in/on pieces, are not allowed.
● Jewelry:

○ Earrings are not allowed during school or any school function, and excessive
jewelry is not allowed.

○ Only one thin necklace worn inside the shirt is permitted (no “choker” style).
○ Only one thin bracelet per arm and one ring per hand may be worn.
○ No body piercing (including magnetic rings)

● Tattoos of any kind are not allowed.
● Students may be asked to remove any jewelry found distracting to the learning process.
● Nail polish is not permitted.
● All nails must be an appropriate length.
● Facial hair, including beards, mustaches, goatees, and long sideburns, is not permitted.

Boys should be clean-shaven at all times.
● Fragrance and/or cologne should not be applied while at school.
● Deodorants are permitted for grades 5th - 8th following P.E. class.

FREE DRESS GUIDELINES

ACCEPTABLE ATTIRE
● School uniform shorts
● Leggings - black or navy (girls only)

○ Girls in grades 5-8 must wear a shirt with their leggings that completely covers her
derriere
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● Capri-style pants
● Joggers/Athletic pants
● Skirts (MUST NOT be more than 2 inches above the knee)
● All students may wear a free dress shirt with uniform bottoms.

NON-ACCEPTABLE ATTIRE
● Shorts (school uniform shorts are acceptable)
● Jeans with holes or frayed hems
● No full or partial mesh or see-through shirts or bottoms
● Thin or spaghetti strapped tops or tank tops
● Midriff baring tops (even with the arms raised)

UNACCEPTABLE SHOES:
● Boots (designated days only)
● shoes with light
● shoes with wheels
● open toe or open back shoes

UNIFORM VIOLATIONS

Students are expected to abide by uniform guidelines. Students not in compliance with uniform
guidelines will earn a Uniform Violation Slip.  After three uniform violations, parents will be contacted.
Additional uniform violations will be susceptible to further consequences.

PE UNIFORM FOR GRADES 5th - 8th

The following are required for PE classes:
● PE shorts (navy)*
● PE t-shirt (gold)*
● Athletic shoes
● PE bag*

Items with an * must be purchased through Flynn O’Hara.

In the event that a student is unable to dress and participate in a PE class, a doctor’s or parent note is
required stating the reason and the duration of how long the student is unable to participate. Any
duration exceeding five (5) classes requires a doctor’s note.

USE OF SCHOOL CAMPUS AND FACILITIES
The grounds and buildings of St. Ambrose Catholic School are private property. Use of any part of the
facilities needs to be reserved through the Church Office at 713-686-3497.
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VOLUNTEERS
All volunteers must fill out an Archdiocesan Code of Conduct form found in the back of this handbook.
Chaperones of field trip, overnight trips and school volunteers who have regular contact with the
children must complete Safe Haven training. If it has been five or more years since you attended a
Virtus program, you are required to update your training through what is now Safe Haven Training.
Registration for this program can be done online at
https://www.archgh.org/offices-ministries/office-of-child-andyouth-protection/safe-environment-training-
for-adults/ The Safe Haven Coordinator for parents and volunteers is Maria Nguyen. She can be
reached by calling the school office 713-686-6990 or by email at mnguyen@sashornets.org.

Service Requirement Guidelines

Ten (10) parent volunteer hours (per family) will be required throughout the school year.

● Parents may ask another Safe Haven-trained person (example: Grandparent) to perform
the service hours for the family.

● Families demonstrating a hardship to complete service hours will be handled on a case by
case basis by the Administration.

● Those families that have not completed their commitment by May 27, 2021 will be billed at
a rate of $50/hour for the outstanding balance of hours.

Service Hour Tracking
Parents will need to submit their hours in RENWEB: https://www.RENWEB.com.  Hours should be
submitted within a month of completion. Do not wait until the end of the year to submit hours.

How to enter hours in RENWEB:
● Sign in to RENWEB (ParentsWeb).
● Click “Family Information” on the left side of the home page.
● Click the name of the parent who completed volunteer hours.
● Click on the “Service Hours” tab (next to “Contact Info” tab).
● Click the “Add Service Hours” button on the “Service Hours” tab.
● Enter the date, description and number of hours. The description box has several predefined

service opportunities listed. The Note field may be used to give additional information about
the volunteer time. Please list the teacher or event chairperson you volunteered with in the
“Verified By” box.

● Click “Save” to submit the hours.

An Administrator will review the submitted hours and verify their eligibility.

Service Position Opportunities
Holding a service position can fulfill the service hour commitment for the family. A parent may hold
more than one position. Every additional position held earns credit for another child.

● School Board position*
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o Marketing Committee member*
o Finance Committee member*

● Parent Organization Executive Committee*
o Winter Festival Committee member*
o Gala Committee member*
o Steps for Students Committee member*

● Head Room Parent**
● Assistant Coach

*Active participation is required, including meeting attendance and regular communication with other
members in the group.

Service Hour Opportunities
Service credit may be earned in hourly increments by volunteering at events or attending one of the
specified meetings. Time earned is equivalent to time worked unless otherwise specified.

● Meeting Attendance
○ Parent Organization monthly meeting (1 hour of credit)
○ School Board monthly meeting (1 hour of credit)
○ Town Hall meeting (2 hours of credit)

● Field Trip Chaperone
● Junior High Dance Chaperone
● Working Grade Level Events:

○ Setup/Serving/Cleanup at Pre-K Cinco de Mayo Luncheon
○ Setup/Serving/Cleanup at Kindergarten Thanksgiving Dessert Party
○ Setup/Cleanup for Kindergarten Celebration
○ 1st Grade Parents serve cake for Kindergarten Graduation
○ Setup/Cleanup for 2nd Grade First Communion Potluck
○ 5th Grade Camp Kappe Chaperone
○ 7th Grade Hosts 8th Grade Breakfast
○ 8th Grade Trip Chaperones
○ 8th Grade Graduation Reception
○ 8th Grade Fundraisers
○ Booster Club
○ Athletic Events Concession Stand
○ Spirit Sales
○ Athletic Event Support – examples: running scoreboard, moving

chains at football games, etc.
○ Setup/Serving/Cleanup Sports Banquet
○ Winter Festival
○ Booth
○ Concessions
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○ Gala
○ Setup/Event Shifts/Cleanup
○ Steps for Students
○ Parish Bazaar School Booth
○ Open House
○ Book Fair
○ Field Day Concessions
○ Bake Sales
○ Grounds Cleanup

Additional Service Hour Opportunities
If a parent identifies a service opportunity that is not listed in this document, s/he may submit a request for
the opportunity to be considered as an addition to the list. The service opportunity must directly benefit St.
Ambrose Catholic School. Service hours performed for other organizations outside of the school will not
satisfy the school requirement.

Please contact the Parent Organization's Volunteer Coordinator to submit a proposed idea for
consideration. Include in the proposal:

● Description of the service
● How the service benefits the school
● Date(s) of service
● Time (in hours) required to perform the service
● Number of volunteers

FUNDRAISING REQUIREMENTS

The fundraising requirement for the 2021-2022 school year is $200 per family.

Fundraising requirement may be reached the following ways:
● Annual Fund contributions
● STEPS for Students contributions
● Buzzaffle
● Sponsoring or Underwriting an event

○ Obtaining underwriting for an event
● Give or Get Items

○ In-kind auction donations valued at a minimum of $100 not cumulative
○ Other In-kind donations for the school valued at a minimum of $100
○ Printer services valued at a minimum of $100
○ Major school projects/improvements

■ examples: woodchips donation, dirt donation, roof replacement, etc.
● Monetary donations directly to the school

○ Scholarships
○ Donations for unrestricted purposes

Fundraising requirement does not include the following:
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● Ticket sales for festival or gala
● Canned goods
● School supplies
● Teacher lounge supplies or other food donations
● Donations to classroom parties
● Purchase of the following:

○ Mums
○ Valentines baskets

*Final approval of credit is given by the Director of Advancement

ORGANIZATIONS

ST. AMBROSE CATHOLIC SCHOOL BEFORE/AFTER SCHOOL PROGRAM

St. Ambrose School Before/After School Program follows the guidelines of the Archdiocesan
School Office. The Before/After School Program serves students until 6:00 P.M. Monday-
Friday. Services are provided for students attending St. Ambrose School in grades
PreKindergarten-3 through Eighth Grade. The Before/After School Program is open only when
school is in a full-day session.

A qualified credentialed director, as well as an experienced staff member, runs the Before/After School
Program. The staff works together to help each child grow in maturity and self-respect.

Emergencies/Safety
With the children’s safety and well-being in mind, it is extremely important that each parent fill out
a registration form and adhere to the instructions given. One of the most important regulations
concerns the child’s leaving of the premises of the Before/After School Program.

Parents or guardians should not take children from the school grounds without notifying the
Before/After School Staff and checking the child out.

Parents or guardians should only send persons, who have a copy of the family number, or a
picture of the number on their phone to pick up their child(ren). For the child’s safety, the release
will not be granted if these procedures aren’t followed. A note and/or email must be sent
requesting that a child be released to persons not already listed on the registration form. Phone
calls asking for this release will not be accepted. In all situations, the family carpool number
must be presented to the staff.

If there are any court orders in place concerning your child, you must send a copy for the Before/After
School Program to keep on file.

In order for a child to attend a sporting event at St. Ambrose after school, adult supervision is
required. A student may not check themselves out of BASP. Each child must be picked up and

66



checked out of the program. The family carpool number must be provided in order for the child to
be released to any adult.

At the conclusion at extracurricular events if a child is not picked up by a parent within 5 minutes
of the events/practices dismissal, the coach or sponsor can choose to send the students to the
After School Care program. Families will be responsible for the charges incurred.

Illness/Accident
Cases which seem to be minor will be treated on the premises. Medication will not be administered
unless a written statement for the physician and parent is on file in the Before/After School Care
office.

If it is determined that your child needs to be picked up you will be contacted. Please make every
effort to pick your child up in a timely manner, as we do not have accommodations for the care of
sick children.

If the parent/guardian does not supply adequate emergency instructions, or if the instructions are
not be followed at the time of the emergency, the Before/After School Program Staff will act
according to their best judgment for the welfare of the child.

Daily Schedule
3:10 student dismissal
3:20 - 4:00 - snack, check-in, settle down, restroom
4:00 - 4:30 - Structured Activity Time
4:30 - onward - outdoor/indoor playtime

Structured Activity Time
Each day a Structured Activity Time is scheduled. This is a time when students may choose to
do homework, or structured activities such as drawing, puzzles, building blocks, etc. It is the
responsibility of the child to acknowledge the time given and make proper use of his/her time.
The Before/After School Program employees provide some assistance to the children during this
time as needed. There may be times when all of your child’s homework is not completed during
the After School Program. Please understand that there is only a certain amount of time allotted
for homework. If additional time is needed to complete homework, the BASP staff will make
every effort to provide it to the students. Please note that the homework policy only applies to
students in grades 1-8.

Device Policy
Students in grades 6-8 may use their device, such as a tablet or iPad, during the Afterschool
Care Program, as long as it is used in conjunction with homework. Students should be prepared
to tell the supervising adult how they will be utilizing their device. The use of the device is a
privilege, should students choose to misuse their device that privilege could be taken away.
Students are expected to adhere to the BYOD policy as followed during the regular school
hours.  Cell phones may not be used to do homework, nor may they be taken out for any reason,
without permission from the supervising staff member.
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Snacks
Snacks will be served each day. One serving per child is given, children may bring an additional snack
if a single serving does not suffice. No gum or candy is allowed.

Toys from Home
It is requested that children not bring toys from home. Often these items are very personal and
important so the child feels the items must be defended and protected. This is not consistent with
the sharing atmosphere that we encourage. If a toy is brought to the Before/After School
Program it will be confiscated until the child is picked up to go home. If a personal toy goes
undetected by the Before/After School Program Staff and is missing or broken, the Program and
Staff will not be held liable.

Expectations
As members of a Christian and caring community, the children will be expected to respect the
staff, each other, and the environment. They must never leave the building or grounds without
explicit permission from the Before/After School Program Staff. Such permission will only be
granted by order of the parent or guardian. If a child is to go to the After School Program he/she
is to report to the assigned area at 3:20 p.m. Visiting in the halls or walking about the property will
not be tolerated. Children may not leave the campus and return to check in to the After School
Program unless a reason and note are sent by the parent or guardian. To assist students to grow
in responsibility as a general rule, they will not be allowed to return to classrooms to retrieve
forgotten items.

Discipline
The Discipline Policy for the Before/After School Program is the same as the Discipline Policy for
the Day School Program.

Communication
It is very important that you label all notes “Before/After School Program.” They will then be
forwarded to the Program Director. If it is necessary to call during the school day please call
(713) 686-6990 and leave your message for the Before and After School Care Program Director,
Nickie Bounds, nbounds@sashorents.org or Marcy Gleaves, mgleaves@sashornets.org If you
need to contact the Before and After School Care Program between 3:30 p.m. and 6:00 p.m.
please email mgleaves@sashornets.org.

Billing
Bills for the Before and After School Program are available on-line through FACTS. Payments
can be made by bank account withdrawal or credit card. Statements will be updated the 2nd and
final week each month. See the Financial Responsibilities section of the Student Handbook for
our delinquency policy.
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Rates
The charges for the Before/After School Program are as follows:

● Registration Fee - $30.00 per family

Daily Rate
● $5.00 per day if your child is picked up by 4:00 p.m..
● $15.00 per day if your child is picked up by 6:00 p.m.

Weekly Rate
● $50.00 per week – a week consists of 3 or more days in attendance after 4 p.m.

Pick-Up
Parents are to park on the north side of the parking lot, by the Church, and walk up to the
primary side door near the Pre-K - Kinder hall. This school year, we will be using the
iSchoolRide PickupLine App for both Apple and Android devices that have access to data
plans.

There will be a $2.00 per minute late charge for each minute past 6:00 p.m. that children are
left in the After School Care Program. The amount is due in cash when your child is signed
out that day.

The Director of the Before/After School Care Program is Mrs. Nickie Bounds. All inquiries
should be made to her attention nbounds@sashornets.org

ST. AMBROSE ADVISORY BOARD

St. Ambrose School Board is composed of six - nine (6 - 9) discerned members and four (4) ex-officio
members (the Pastor, the Principal, a Parish Council Representative and a Parent Organization
Representative).

The Board is a consultative body which operates through consensus, formulates policy for the
educational programs, evaluates the effectiveness of these policies and the programs which were
implemented as a result of those policies, assists the Pastor and the Administration with reviewing all
school financial matters, approves the school’s budget, including approval of the tuition policy and
salary scales or ranges for school personnel. The Board also participates with the Pastor in the
selection and evaluation of the Chief Administrator of the School. Parents may make contact with the
Board President in writing at the school address.

SCHOOL BOARD MEETING ATTENDANCE POLICY

The St. Ambrose School Board welcomes input from its constituents and all members of the faith
community. The following policy is to be observed by the persons making a presentation to introduce
subjects to the Board for its considerations. Any grievances will follow Archdiocesan Policy and
Procedure.
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● A written summary of the presentation shall be sent to the Principal ten working days
prior to a scheduled meeting.

● The presentation shall be limited to ten minutes.
● Nothing of a confidential nature should be addressed such as discipline problems or

personnel issues. The President or Pastor may at any time stop the presentation if it is
of a sensitive nature.

● No decision, reply, or discussion will follow the presentation.
● Response will be given in writing by the Board President within five working days.

If a topic of a confidential nature is allowed by the Pastor or Board President, the regular meeting is
adjourned, all guests are asked to leave temporarily and the meeting is reopened in an “executive” or
“closed” session. Anything said in the executive session is confidential and is not subject to disclosure
unless required by law. Any breach of confidentiality may result in a member being removed from the
Board. When the executive session is adjourned, the open meeting is then begun anew. The minutes
as recorded by the Board’s secretary, simply reflect that a discussion was held in an executive
session. The specifics are not listed in the minutes.

PARENT ORGANIZATION

The St. Ambrose Parent Organization was restructured in 2002 according to the Archdiocesan
Guidelines for Parent Organizations. The Parent Organization is separate from and complementary to
the School Board. There is mutual cooperation and accountability among the School Board, the
Parent Organization and the administration. The Parent Organization of St. Ambrose Catholic School
is a community of caring adults who reach out, learn, communicate and grow together in mutual
respect and Christian concern. The Parent Organization will be a means:

● To provide contact and community among the administrator, faculty, staff, parents and
parish.

● To develop skills and promote communication and understanding among the administrator,
faculty, staff, parents and parish

● To help the school community to learn more about education at the local, Archdiocesan,
state and national levels.

● To offer their services, talents, time and financial assistance to the school community to aid
the educational process by volunteering when and where needed in the school.

Membership:
All parents/guardians of students at St. Ambrose Catholic School are automatically members. The
Principal is a member of the Parent Organization Executive Committee. The Principal serves as a
liaison between the Staff and the Parent Organization and also as consultant in the Executive
Committee’s work of program planning. Governing By-laws are available upon request to the Parent
Organization.
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TECHNOLOGY ACCEPTABLE USE POLICY (TAUP) AGREEMENT
AND PERMISSION FORM

For Parents and Students

St. Ambrose Catholic School is pleased to offer students access to technology resources for
educational purposes, which may include computer hardware and software licensed to the school. To
gain access to the technology resources, each year all students must obtain parental permission as
verified by the signatures on this agreement. Should a parent prefer that a student not have e-mail
and Internet access, use of the computer is still possible for more traditional purposes such as word
processing.

Internet, E-mail, Cell Phones

Access to Internet and e-mail will enable students to explore thousands of libraries, databases,
museums, and other repositories of information and to exchange personal communication with other
Internet users around the world. FAMILIES SHOULD BE AWARE THAT SOME MATERIAL
ACCESSIBLE VIA THE INTERNET MAY CONTAIN ITEMS THAT ARE ILLEGAL, DEFAMATORY,
INACCURATE, OR POTENTIALLY OFFENSIVE. While the purpose of the school is to use Internet
resources for constructive educational goals, students may find ways to access other materials. We
believe that the benefits to students from access to the Internet outweigh the disadvantages.
Ultimately, however, parents and guardians of minors are responsible for setting and conveying the
standards that their children should follow when using media and information sources. Therefore, we
support and respect each family’s right to decide whether or not to allow access to the Internet.

What is expected?
Students are responsible for appropriate behavior on the school’s computer network just as they are in a
classroom or on a school playground. Communications on the network are often public in nature. General
school rules for behavior and communications apply. It is expected that users will comply with
Archdiocesan standards and the specific rules set forth below. The use of technology resources is a
privilege, not a right, and may be revoked if abused. The user is personally responsible for his/her actions
in accessing and utilizing the school’s technology resources. The students are expected never to access,
keep, or send anything that they would not want their parents or teachers to see. Under no circumstances
are students to access any sites that are sexual in nature.

What are the Rules of Appropriate Use?
Electronic Communication – Students may not use electronic communication in a way that jeopardizes the
safe environment of the school, staff or students or is contrary to Gospel values. This policy applies to all
forms of electronic communications or depictions whether they occur through the school’s equipment or
connectivity resources or through private communication.
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Personal Safety and Personal Privacy – Students will not post personal contact information about
themselves. Personal contact information includes their address, telephone, school address, etc. This
information may not be provided to an individual, organization, or company, including websites that
solicit personal information.

Social Networking – Accessing social networking websites, blogs, video sites (e.g. SnapChat,
Instagram, Twitter, Facebook, YouTube, Friendster, tagged, etc., except those used for educational
purposes) are off-limits on school property. The use of circumventors to get around school network
security is prohibited.

Illegal copying – Students should never download or install any commercial software, shareware, or
freeware onto network drives, external devices or cloud based storage. Nor should students copy
other people’s work or intrude into other people’s files. The download/upload of any material in
violation of any U.S., State, Board, Archdiocesan, or school policy is prohibited. This includes, but is
not limited to, copyrighted materials, threatening, violent, or obscene material, or material protected by
trade secrets.

Inappropriate materials or language – No profane, abusive, slanderous, bullying or impolite language
or images should be used to communicate nor should materials be accessed which are not in line with
the rules of school behavior. Use of technology resources for gambling, chain letter communication,
unauthorized email, chat or instant message, blogs and discussion forums, is also prohibited. Should
students encounter such material by accident, they should report it to their teacher immediately. A
good rule to follow is never view, send, or access materials or images, which you would not want your
teachers and parents to see. Should students encounter such material by accident, they should report
it to their teacher immediately. Use of any electronic device to transmit unacceptable language and/or
images and/or photos that are harmful to self, other students, and/or to other people is prohibited.

Technology Guidelines
● Do not use technology to harm yourself, other people or their work.
● Do not damage the network or any technology resource in any way.
● Do not interfere with the network or computer operation by installing any form of software or permitting

the spread of computer viruses.
● Do not violate copyright laws.
● Do not view, send, distribute or display offensive or bullying messages or images.
● Do not share your passwords/personal information or in any way obtain another person’s

password/personal information.
● Do not waste technology resources such as storage space or printing supplies.
● Do not trespass in another’s folders, work or files.
● Do notify an adult immediately, if by accident, you encounter materials, which violate the Rules of

Appropriate Use.
● BE PREPARED to be held accountable for your actions and for the loss of privileges if the Rules of

Appropriate Use are violated.
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Dear Parents:

Your child has the opportunity to access technology resources at St. Ambrose Catholic School. With
this educational opportunity also comes responsibility. It is important that you and your child read the
enclosed Technology Acceptable Use Policy (TAUP) and Permission Form and discuss it together.

When your child is given an account and password to use on the computer, it is extremely important
that the rules be followed. Failure to follow the rules will result in the loss of the privilege to use this
educational tool.

Remember that you are legally responsible for your child’s actions. Please stress to your child the
importance of using only his or her own account and password, and the importance of keeping it a
secret from other students. Under NO circumstances should your child let anyone else use his or her
account and password! Please refer to your school’s parent/student handbook for policies regarding
cell phones/I-phones and handheld devices.

Although we have established acceptable use policies, please be aware that there may be
unacceptable material or communication on the Internet that your child can access.

After you have read and discussed this with your child, please check the appropriate boxes, have both
you and your child/children sign the agreement and return it to the school office.

Sincerely,

Khanh Pham
Principal
St. Ambrose Catholic School
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ST. AMBROSE CATHOLIC SCHOOL
USER AGREEMENT and PARENT PERMISSION FORM

As a parent/guardian and student/s of St. Ambrose Catholic School, we have read the above
information on the appropriate use of technology at school and the appropriate use of electronic
communication, and we understand this agreement will be kept on file. (Questions should be directed
to the principal for clarification.)

Whether occurring within or outside of school, when a student’s use of technology jeopardizes the
safe environment of the school, students or staff or is contrary to Gospel values, the student can be
subject to the full range of disciplinary consequences including expulsion.

This policy applies to all electronic communications or depictions whether they occur through the
school’s equipment or connectivity resources or through personal electronic devices.

PARENT/GUARDIAN’S PERMISSION
(Please check your choice/s below)

My child may use the Internet and e-mail while at school according to the rules outlined.

I would prefer that my child not use the Internet and e-mail while at school.

I understand that from time-to-time St. Ambrose School may wish to publish examples of student
projects, photographs of students, and other work on an Internet accessible World Wide Web server.

My child’s work can be published on the school website/Internet.

My child’s work cannot be published on the school website/Internet.

Photographs of my child can be used or published on the school website/Internet.

Photographs of my child cannot be used or published on the school website/Internet.

Parent/Guardian Name (print) ______________________________________________________

Parent/Guardian Signature ______________________________________ Date: ___________

Student Name (print) _________________________ Signature: _________________________

Student Name (print) _________________________ Signature: _________________________

Student Name (print) _________________________ Signature: _________________________

Student Name (print) _________________________ Signature: _________________________
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GOOGLE APPS FOR EDUCATION - STUDENT AGREEMENT
This year, St. Ambrose Catholic School will provide students with Google Apps for Education accounts.
Google Apps for Education includes free, web-based programs like email, document creation tools,
shared calendars, and collaboration tools. This service is available through an agreement between
Google and the St. Ambrose Catholic School.

Google Apps for Education runs on an Internet domain purchased and owned by the school
and is intended for educational use only. Your student’s teachers will be using Google Apps for
lessons, assignments, and communication.

The following services are available to each student and hosted by Google as part of St. Ambrose’s
online presence in Google Apps for Education:

● Mail - an individual email account for school use managed by the St. Ambrose Catholic
School

● Calendar - an individual calendar providing the ability to organize schedules, daily
activities, and assignments

● Docs - a word processing, spreadsheet, drawing, and presentation toolset that is very
similar to Microsoft Office

● Sites - an individual and collaborative website creation tool

Using these tools, students collaboratively create, edit and share files and websites for school related
projects and communicate via email with other students and teachers. These services are entirely
online and available 24/7 from any Internet-connected computer. Examples of student use include
showcasing class projects, building an electronic portfolio of school learning experiences, and working
in small groups on presentations to share with others.

Google Apps for Education is also available at home, the library, or anywhere with Internet access.
School staff will monitor student use of Apps when students are at school. Parents are responsible
for monitoring their child’s use of Apps when accessing programs from home. Students are
responsible for their own behavior at all times.

Acceptable Use (Privacy and Safety)
Apps for Education is primarily for educational use. Students may use Apps for personal use subject
to the restrictions below and additional school rules and policies that may apply.

● Privacy - School staff, administrators, and parents all have access to student email for
monitoring purposes. Students have no expectation of privacy on the Apps system.

● Limited personal use - Students may use Apps tools for personal projects but may not
use them for:

● Unlawful activities
● Commercial purposes (running a business or trying to make money)
● Personal financial gain (running a web site to sell things) o Inappropriate sexual or other

offensive content o Threatening another person
● Misrepresentation of St. Ambrose Catholic Schools, staff or students. Apps, sites, email,

and groups are not public forums. They are extensions of classroom spaces where
student free speech rights may be limited.
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Safety
● Students may not post personal contact information about themselves or other

people.That includes last names, addresses and phone numbers.
● Students agree not to meet with someone they have met online without their parent’s

approval and participation.
● Students will tell their teacher or other school employee about any message they receive

that is inappropriate or makes them feel uncomfortable.
● Students are responsible for the use of their individual accounts and should take all

reasonable precautions to prevent others from being able to use their account. Under no
conditions should a user provide his or her password to another person.

Access Restriction - Due Process
● Access to Google Apps for Education is considered a privilege accorded at the discretion of St.

Ambrose Catholic School. St. Ambrose Catholic School maintains the right to immediately
withdraw the access and use of Apps when there is reason to believe that violations of law or
St. Ambrose policies have occurred. In such cases, the alleged violation will be referred to
Administration for further investigation and account restoration, suspension, or termination. As a
party of the Agreement with Google, St. Ambrose Catholic School also reserves the right to
immediately suspend any user account suspected of inappropriate use. Pending review, a user
account may be terminated as part of such action.

● Consumer Safety (Advice for Students and Parents)
● Don't get scammed. Crooks are good at fooling people. They create fake emails and web

pages that look real in a practice called phishing. Don't trust links or web pages sent by
email. Instead, open a new browser window and type in the address yourself.

● Don't get spammed. Spam is unwanted advertising sent by email. Never reply to spam and
never do business with a company that sends spam. Use the "report spam" button to get rid
of spam.

Digital Citizenship (Advice for All)
● Treat others well. It hurts to get a mean email just like it hurts when someone is mean in the

school hallway. When using email or making a post on a forum or web page, be kind. Everyone
will see what you write so think before you type. Be careful with what you say about others and
yourself.

● Respect the rights of copyright owners. Copyright infringement occurs when an individual
reproduces a work without permission that is protected by a copyright. If a work contains
language that specifies acceptable use of that work, the user should follow the expressed
requirements. If the user is unsure whether or not they can use a work, they should request
permission from the copyright owner.

● Students have First Amendment rights to free speech. Your rights can be limited in school,
though. If you post something via email or on a school web page that disturbs the learning
environment in your school, your right of speech may be limited. School web sites, email,
and groups are for educational use and are not considered public forums for debating
ideas. This means that a school has the right to limit student speech that disturbs the
learning process in these areas.
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I, , understand and will abide by the Google Apps for Education policies. Should I
commit any violation, my access privileges may be revoked, and school disciplinary action and/or
appropriate legal action may be taken.

_________________________________ _________ _________________
Student Signature Grade Date

_________________________________
Student Name

Parent or Guardian:

I have read the Google Apps for Education Student Agreement and discussed it with my child. I
understand that Google Apps for Education is designed for educational purposes. St. Ambrose
Catholic School has taken precautions to eliminate inappropriate material, and students will not
access unfiltered materials. I also recognize it is impossible for St. Ambrose Catholic School to
restrict access to all inappropriate materials, and I will not hold the St. Ambrose responsible for
materials acquired on Google Apps for Education accounts. Further, I accept full responsibility for
my child's Google Apps for Education.

___________________________________ __________________
Parent Signature Date

____________________________________
Parent Name
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ST. AMBROSE CATHOLIC SCHOOL
DEVICE POLICY

MISUSE ACKNOWLEDGEMENT

I, __________________________________________________, acknowledge that I chose to misuse
Student Name

my electronic device on ____________________ in the following manner:
Date

_____ I chose to use a device at an inappropriate time and manner. I must pay a $25 fine before my
device will be returned. I will be charged $50 for a second offense.

_____ I chose to connect to a network other than the St. Ambrose Wi-Fi network. I must pay a $25
fine before my device will be returned. A repeated offense will cost $50 and may revoke my privilege
to bring a device to school.

_____ I chose to use another student’s username and password to connect to the St. Ambrose Wi-Fi
network. I must pay a $25 fine. A repeated offense will cost $50 and may revoke my privilege to bring
a device to school.

Severe misuse and several infractions may merit immediate removal of privilege, suspension,
and/or dismissal from school.

_______________________________________ ____________________
Student Signature

_______________________________________
Parent Name (Printed)

Date

_______________________________________ ____________________
Parent Signature Date
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St. Ambrose Catholic School
Parent - Student Handbook Agreement

The school and/or the principal retain the right to amend this handbook for just cause. Parents will be
given prompt notification if changes are made.

Dear Parent:

Please sign, date, and return this acknowledgement form to your child’s teacher. Your signature and
that of your child/children indicate that you have read this handbook. It also means that you have
discussed with your child/children the appropriate items from the handbook, and that you and your
child/children agree to abide by the school procedures, regulations and policies discussed in this
handbook.

Thank you for your cooperation.
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Detach and Return

We have read and discussed the St. Ambrose Catholic School Handbook. We agree to follow
the school procedures, regulations, and policies covered in this Handbook.

______________________________________ ___________________________
Parent or Legal Guardian signature Date

______________________________________ ___________________________
Parent Name (printed) Date

______________________________________ ___________________________
Student signature Date

______________________________________ ___________________________
Student signature Date

______________________________________ ___________________________
Student signature Date
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Archdiocese of Galveston-Houston
Volunteer’s Code of Conduct

As a community of faith we are committed to safeguard our children and youth, the most important gifts God has
entrusted to us. The following rules and regulations reflect that commitment and are a condition of volunteer
ministry at St. Ambrose Catholic School in Houston, Texas.

As a volunteer, I will:

● Safeguard children and youth entrusted to my care at all times.
● Treat everyone with respect, loyalty, patience, integrity, courtesy, dignity, and consideration.
● Avoid situations where I am alone with a child or youth at church/school activities.
● Use positive reinforcement rather than criticism, competition, or comparison when working with

children or youth.
● Refuse to accept expensive gifts from children or youth or their parents without prior written

approval from the pastor or administrator.
● Refrain from giving inappropriate, personal gifts to children or youth.
● Report suspected abuse or neglect to Child Protective Services (800-252-5400) or local police

department. I understand that failure to report suspected child abuse is a violation of Texas law.
● Cooperate fully in any investigation of abuse or neglect of children and/or youth.  Obey all traffic

laws when driving children and youth.

As a volunteer, I will not:

● Espouse any view contrary to the teachings of the Catholic Church during my volunteer ministry.
● Smoke or use tobacco products on parish property and/or in the presence of children or youth.
● Use, possess, or be under the influence of alcohol or illegal drugs at any time while volunteering.
● Spank, shake, or slap children, youth or any person.
● Humiliate, ridicule, threaten or degrade children, youth or any person.
● Strike or touch a child, youth or any person in a sexual or other inappropriate manner.
● Engage in any conduct that frightens or humiliates children, youth or any person.
● Commit an illegal or immoral act in the presence of children and/or youth.
● Use profanity in the presence of children and/or youth.
● Sexually harass any person, e.g., requests for sexual favors, sexually explicit statements, etc. 

Drive a vehicle not in compliance with regulations and/or inspection while driving children.

As a volunteer, I promise to strictly follow the rules and guidelines in this Code of Conduct. I understand that
as a volunteer working with children and/or youth, I am subject to a thorough background check including
criminal history. I agree to notify the Archdiocesan Safe Environment Coordinator within 30 days if I have been
charged with, convicted of, granted deferred adjudication or plead nolo contendere to any felony or any
misdemeanor involving moral turpitude. I understand that any action inconsistent with this Code of Conduct or
failure to take action mandated by this Code of Conduct may result in my removal as a volunteer.

__________________________________________ ______________________________________
Volunteer’s Printed Name Name of Ministry/Activity in which I volunteer

__________________________________________ ______________________________________
Volunteer’s Signature Date
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