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Mission and Purpose

     

MISSION STATEMENT

The mission of  Saint Vincent de Paul School is to educate our students in the Roman Catholic 
tradition.  We aspire to teach as Jesus did, with a focus on the gospel values.  As facilitators of  learn-
ing, we recognize parents/guardians as the primary educators of  their children. We encourage our 
students to be responsible and sensitive to church, school, and neighboring communities.  We chal-
lenge our students to build their moral intelligence and become self-motivated lifelong learners who 
will share their gifts with the world.
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PHILOSOPHY

Saint Vincent de Paul School is dedicated to providing an excellent Catholic education to its stu-
dents and committed to “teaching as Jesus did.”

Saint Vincent de Paul School believes that every member of  its faith community is unique and 
valuable, because his or her life comes from God. We believe that the purpose of  Catholic education 
is to assist each student to become a lifelong learner, identify and communicate his or her personal 
worth and message, become aware of  the same worth in others, and acquire a sense of  responsibility 
to the global society.

It is the goal of  Saint Vincent de Paul School to provide for the development of  each child to his 
or her fullest potential as a whole person: spiritually, morally, socially, physically, intellectually, and 
emotionally. We strive to do this by offering an excellent curriculum in Religion, Mathematics, Read-
ing, Science, English, Social Studies, and Spanish. To further promote student development we in-
clude Art, Library skills, Music, Drama, and Physical Education. The use of  technology is integrated 
throughout the curriculum.

Students at Saint Vincent de Paul School are encouraged to be active members of  the community 
through their participation in student council, various clubs, team sports, and activities created for 
“student families.”  Student families are composed of  a minimum of  one student per grade.

Saint Vincent de Paul School recognizes parents/guardians as the primary educators of  their chil-
dren and teachers as facilitators in the learning process. We understand the value of  working in part-
nership in the education of  each child and therefore foster close parent-student-teacher relationships.
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SCHOOL WIDE LEARNING EXPECTATIONS
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SCHOOLWIDE LEARNING EXPECTATIONS 
The goal of Saint Vincent de Paul School is to graduate students who are:  

God-Centered Individuals who 
Develop a relationship with God through scripture, prayer and community. 
Appreciate and respect Catholic sacraments and traditions. 
Make choices based on Gospel values. 
Share personal gifts in service to others. 

 

Responsible and Globally Aware Citizens who 
Recognize local, national and worldwide issues. 

Acknowledge and value diversity in society. 

Respect and care for the earth and all living things. 

Take responsibility for their actions and resolve conflicts peacefully. 

 
Outstanding Lifelong Learners who 
Demonstrate curiosity and a desire to learn. 

Communicate effectively both in speaking and in writing. 

Demonstrate skills and knowledge in all curricular areas. 

Work cooperatively and listen actively. 

Use 21st century tools appropriately. 
 
Well Rounded Individuals who 
Balance their social, emotional and physical well-being. 

Practice respect for self and others. 

Appreciate and participate in a variety of activities. 

Demonstrate appropriate manners for all occasions. 



SCHOOL HISTORY

Since 1924, SVDPSchool has provided members of  the San Francisco Bay Area with a quality 
education that addresses the whole child: spiritual, academic, social, emotional, and physical.  

We are a parish school of  approximately 265 students in grades kindergarten through eighth. 
 Our main building houses the classrooms for grades K-5, our development office, our business office, 
and the principal's office.  On our lowest level you will find our extended care room and our full func-
tioning cafeteria.

In 1947, a second building was erected.  This building houses our classrooms for grades 6-8. Our 
middle grades are completely departmentalized.  This building also houses our computer lab, art 
room, music classroom, math coach learning lab, and our learning center. The second part of  this 
building houses our beautiful parish gym that serves as the home of  the Saint Vincent de Paul Vi-
kings.

Between the main building and the church you will find our Science center, where our students 
perform experiments and later learn how to apply that knowledge to their every day lives.

We have a wonderful single-graded school.  Our students are academically successful and move 
on to the high school of  their choice.  Our students are also very well-rounded, choosing from an ex-
cellent sports program, The Boys' Choir, The Girls' Chorus, Academic Chess, Community Service, 
Student Council, Yearbook Club, Spanish Club, Altar serving, and assisting in extended care.

The best way to describe Saint Vincent de Paul is the word family.  The teachers, students, and 
parents/guardians all join together to make our school the best it can be and to provide our students 
with many experiences that other children simply do not have the opportunity to receive.  The Saint 
Vincent de Paul School experience is a wonderful one that our students and families never forget.
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Our Parent Community

     Parents/Guardians AS PRIMARY EDUCATORS

Parents/Guardians have the primary responsibility for the education of  their children which in-
cludes the following responsibilities: 

1. To establish a home environment that teaches the moral values, religious habits, social skills, 
self-discipline, and commitment to learning upon which successful Catholic schooling is based.

2. To make a wise and informed choice of  school for their children, keeping in mind that each     
school has its own unique character, tone, and strengths.

3. To make every effort to establish and maintain a collaborative and mutually supportive rela-
tionship with the school which they have selected for their children.

PARENTAL INVOLVEMENT

In keeping with the philosophy of  Saint Vincent de Paul School, the role of  the parents/
guardians is crucial. Faculty and staff  maintain the role of  professional educators, whose training and 
experience provide critical skills, techniques, and knowledge. Working respectfully together with the 
professional educators, parents/guardians, as the primary educators of  their children, have an impor-
tant role that includes the following: 

1.  Comply with education policies, procedures, and regulations of  the Archdiocese.      

2.   Support and follow through regarding all school regulations and policies as described in the         
	     Saint Vincent de Paul School Community Handbook and bi-weekly newsletter.

3.   Read and respond to all notices, including the bi-weekly newsletter containing school news 	     
	     and important information.

4.   Attend all school meetings, functions, special activities, and parent-teacher conferences.

5.   Work with the teachers and administration in everything relating to their child’s progress and 	    
	      performance.
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SVDP SCHOOL ADVISORY BOARD

The Saint Vincent de Paul School Advisory Board, in an advisory capacity, supports the philoso-
phy of  Saint Vincent de Paul School, which aims to integrate the teaching of  gospel values with the to-
tal curriculum, and then to create an environment where Christian community can be experienced 
through liturgy, sacraments, and social action.  

SVDP PARENT GUILD

The mission of  the Parent Guild is to create opportunities for the entire Saint Vincent de Paul 
School community to come together and support the education of  our children in a Catholic Christian 
environment. To assist in fulfilling this mission, the Parent Guild will provide opportunities for all 
parents/guardians of  Saint Vincent de Paul students to:

1.   Improve communication throughout the Saint Vincent de Paul School and Parish Community.

2.   Provide a forum for parents/guardians to exchange ideas and to be actively involved in 

 improving the school.

3.   Become involved in community outreach opportunities to help fulfill our Christian mission.

4.   Welcome new families and provide social connections with other parents/guardians.

5.   Support the development board in fundraising areas of  the school.

6.   Sponsor various fundraising and community-building events during the year.

VOLUNTEER REQUIREMENT

All families are asked to volunteer 30 hours during the school year.  This requirement may be met 
by working on Parent Guild projects (fundraisers, community events, outreach activities) or by helping 
with classroom projects, at-home projects, being a room parent, and coaching a CYO sports team.  
Please note that 15 of  the 30 hours must be served supporting a Parent Guild Sponsored Event and/or 
school sponsored event.

Any volunteer, who works at the school, or directly with children, is required to complete the 
Shield the Vulnerable training.  Parent volunteering on over night field trips must receive a LIVE 
SCAN fingerprint clearance. Contact the school office for details.
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Daily Schedule

EXTENDED CARE

(K-2 students remaining after normal pick up go to Extended Care)

    	 Early Dismissal Days 	  	   2:35 P.M. – 6:00 P.M.

    	 Minimum Days 	      	 	 12:30 P.M. – 6:00 P.M.

MINIMUM DAYS SCHEDULE

Minimum Day Schedule 

Normal minimum day dismiss at 12:30 P.M. and are generally scheduled on the last Monday of  
each month with a few exceptions.  Please check the school calendar or website regularly to confirm.

Early Dismissal Days

Normal early dismissal days dismiss at 2:35 P.M. and are scheduled for every Wednesday with a 
few exceptions.  Please check the school calendar or website regularly to confirm.

Please do not call the front office to confirm if  it is Minimum Day or Early Dismissal.  If  you 
need confirmation, send an email to the front office.
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  7:35 – 8:00 A.M. Early drop off  available.  Students are supervised in the gym.

        8:00 A.M. School Begins for Grades K-8

10:48-11:00 A.M. Recess Grades K-8 

      12:00-12:37P.M. Lunch/Play Kindergarten

 12:18-12:37P.M. Lunch Grades 1-4/Play Grades 5-8

12:37-12:54 P.M.       Lunch Grades 5-8/Play Grades 1-4

  2:45 P.M. Dismissal Grades K-2

  3:00 P.M. Dismissal Grades 3-8

  2:45-6:00 P.M. Extended Care Available



Admissions

ADMISSION POLICY AND PRIORITIES 

St. Vincent de Paul School, mindful of  its mission to be witness to the love of  Christ for all, admit 
students of  any race, color, and national and/or ethnic origin to all the rights, privileges, programs 
and activities generally accorded or made available to students at the schools. 

St. Vincent de Paul School does not unlawfully discriminate on the basis of  race, color, and na-
tional and/or ethnic origin in administration of  educational policies, admissions policies, scholarship 
and loan programs, and athletic and other school-administered programs. 

No person shall be admitted as a student in any Catholic school unless that person and his/her 
parent subscribe to the school’s philosophy and agree to abide by the educational policies and regula-
tions of  the school and the Diocese. 

Preference for admittance will be given in the following priority: 

A.	 First Priority – Students of  families already enrolled at Saint Vincent de Paul School.

B.	 Second Priority - Registered, active, supporting members of  Saint Vincent de Paul Parish.

C.	 Third Priority – Catholic, non-parishioners. 

D.	 Fourth Priority - Non-Catholic students whose parents/guardians subscribe to the school's 
	 	 	 philosophy and agree to abide by the educational policies and regulations of  Saint Vin-	
	 	 	 cent de Paul School and the Archdiocese. 

GENERAL PROCEDURES

Families will complete the necessary registration forms and provide the required documentation. 
The principals reserve the right to interview the parent(s) and/or the prospective student prior to a 
final decision regarding the admission of  a new student to the school. 
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ADMISSION PROCEDURES/REQUIREMENTS

1.   Birth, Baptismal, First Reconciliation, and First Communion Certificates (for students en-
tering 3rd through 8th grade), and Immunization Record must be presented, as well as the 	 	
child's most recent report card. Health records and transcripts are requested from 	 	 	 	
the previous school by the administration. 

2.   Parents/Guardians and new students are interviewed by the Admissions Committee. 

3.   Conduct grades must be in accord with our discipline policy. 

4.   Pre-testing is conducted to ensure proper placement.

5.   Parents/Guardians agree to actively support the spiritual, academic, volunteer and fund-
raising programs of  the school. 

6.   Immunization and health screening requirements must be met before admission. 

7.   Copies of  IEPs, medical conditions, psychological or other academic testing must be sup-
plied if  applicable.

IMMUNIZATION AND HEALTH SCREENING REQUIREMENTS 

California law requires specific health screening procedures for all children attending school.  
Students entering school for the first time in preschool or kindergarten and all transfer students 
are obliged to present proper evidence of  compliance before they will be admitted to school.  No 
child will be admitted unless parents/guardians have complied with California’s immunization 
and health screening requirements. 

AGES OF ADMISSION 

A child who is five years of  age by September 1, and who is developmentally ready, may be ad-
mitted into kindergarten. 

A child who is six years of  age by September 1, and who is developmentally ready, may be ad-
mitted into first grade. 

Developmental readiness of  all applying students will be determined by the school, using a 
standardized assessment process. 
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ANNUAL PRE-ADMISSION AGREEMENT 

Annually, every parent or guardian who enrolls a student in Saint Vincent de Paul School 
must sign a written agreement to pay specified tuition and fees and to comply with all Archdioce-
san and school policies and regulations. 

NEW STUDENT PROBATION POLICY 

Saint Vincent de Paul School wishes to facilitate the academic growth of  the students it ac-
cepts. Due to limited resources, the school may not be able to meet the needs of  particular chil-
dren. With that in mind, all students transferring into Saint Vincent de Paul School are accepted 
with an understanding that they are on probationary status for their first year. Students who com-
plete their first year having satisfactorily demonstrated age appropriate emotional, social, intellec-
tual, and academic development will be removed from probation. 
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Attendance
Students who attend school regularly learn more and are more successful in school than students 

who do not.  Parents/Guardians who make regular school attendance a priority are also helping their 
children learn to accept responsibility. Students who are absent or tardy are responsible for any work 
they miss. Excessive absences or tardiness may affect a student’s grades.

TARDINESS

All students who are not in the gym by 8:00 A.M. are marked tardy by the attendance officer. Stu-
dents coming to school after morning assembly dismissal must be signed in at the school office in order 
to be admitted into class. Students in grades 3-8 will receive one detention for every third and subse-
quent tardy per quarter. This allows for two emergency tardies each quarter. Detention times will be 
determined by the teacher, and parents/guardians will be notified in advance. Please remember that 
tardiness disrupts both the classroom and your child’s learning.  

ABSENCES

If  the student must be absent from class, the parent or guardian must leave a message at the front 
office by 8:00 A.M. A student absent 15 or more days in a quarter may not receive grades for the quar-
ter. If  a student is absent due to illness 15 or more days in a quarter he/she will receive an incomplete 
until the class work is completed. Students who are absent from school may not participate in extracur-
ricular activities on the day of  their absence.  

TRUANCY

A student who is absent from school without a valid excuse more than three days in a row in one 
school year or is tardy in excess of  thirty minutes on each of  four days or more in a row in one school 
year is truant and can be reported to the attendance officer of  the local public school district.

A student who has been reported once as truant and who is absent again from school without a 
valid excuse one or more days, or is tardy on one or more days, can be reported again as truant to the 
attendance officer of  the local public school district. A student is considered a habitual truant if  he/she 
has been reported as truant three or more times; the student is then subject to dismissal from the 
school.
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APPOINTMENTS

Please make medical or dental appointments after school. If  a student must be absent for any 
part of  a day, parents/guardians are requested to notify the classroom teacher at least a day in ad-
vance of  the appointment. To pick up your child, come to the school office to sign your child in and 
out.

RELEASE DURING SCHOOL HOURS

Students are not allowed to leave the school grounds at any time during the school day without 
being signed out by the parent or guardian at the school office. If  someone other than a parent or 
guardian is picking up the student, a note signed by the parent or guardian must be presented before 
the student is released. The school assumes no liability if  students leave the grounds in violation of  
the above policy.

FAMILY VACATIONS

Family trips are discouraged during the school year since students cannot make up valuable class 
instruction time. Neither the administration nor the teachers will give permission to any student to be 
excused from school for any length of  time for vacation. The decision to leave school is the responsi-
bility of  the parent. Parents/Guardians must complete and sign a Request for Extended Ab-
sence if  their child is going to miss three or more school days. This form is available in the school 
office and must be approved by the administration. Therefore, the form needs to be submitted at 
least one week prior to the departure date of  the vacation. Teachers are not required to pro-
vide work in advance for absent students. All tests and make-up work must be com-
pleted within the week that students return.
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Communication
SCHOOL COMMUNICATION WITH Parents/Guardians 

An efficient system of  communication between the school and the home is essential for maximum co-
operation and understanding. Our regular channels of  communication are as follows: 

1.	 Saint Vincent de Paul School Community Handbook

2.	 SchoolSpeak, our on-line school management and grade book program 

3.	 Bi-weekly newsletter sent electronically and posted to the school website

4.	 School Website 

5.	 Teacher Websites

6.	 School Calendar 

7.	 Parent Guild correspondence 

8.	 Email blasts through SchoolSpeak and SchoolMessenger

9.	 Voice-mail emergency message system through SchoolMessenger 

10.	 Back to School Night, Parent Meetings and CoffeeTALK gatherings

TEACHER COMMUNICATION WITH PARENTS/GUARDIANS

Teachers communicate with parents/guardians in a number of  ways: 

1.	 Email 

2.	 Contact by phone 

3.	 Annual Parent-Teacher Conferences 

4. Other conferences as deemed necessary 

Although the classroom teacher will express the preferred method of  communication, please note that 
they may not be able to check email on a regular basis throughout the day. Please allow 24 hours for a re-
sponse from a teacher.  If  you must communicate information to your child during the school day or if  an 
emergency arises, call the school office. School staff  will convey the message to the teacher.
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Any communication regarding classroom events and activities must be pre-approved by the 
classroom teacher before distribution. 

COMMUNICATION WITH TEACHERS/ADMINISTRATORS 

If  you have a question regarding a classroom situation, please discuss it with your child's 
teacher. Our faculty is very responsive, understanding and more than willing to help resolve prob-
lems.  Only after such attempts have failed or if  there is a question pertaining to school policy, 
should the administration be contacted. 

PARENT/TEACHER/STUDENT RELATIONS 

No member of  the Saint Vincent de Paul community should engage in speech or action with 
or about others that would compromise any person involved with the school. This would include 
parents/guardians, faculty, administration, and students on all types of  social media including, but 
not limited to, Facebook, Instagram, and Twitter.
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Finance

TUITION AGREEMENT 

Every parent or guardian who enrolls a student in SVDP School shall sign a written agreement to 
pay specified tuition and fees and to comply with all Archdiocesan and school policies and regulations, 
including those governing tuition delinquencies. 

REGISTRATION TUITION DEPOSIT 

A registration tuition deposit of  $500.00 per student in grades 1-8 is due at the time of  registration.  

A registration tuition deposit $2000.00 and a kindergarten fee of  $500.00 per kindergarten student 
is due at the time of  registration.

The registration tuition deposit is non-refundable. 

TUITION

The tuition structure for the 2017-2018 school year is as follows:

Category A:	  Participating Parishioners and a Participating School Family.

	                	  	 TUITION: 	 $9,455.00 per child	 	 	 	 	 	

Category B:	  Participating Parishioners but not a Participating School Family.

	                 	 	 TUITION:	 $11,110.00 per child	 	 	 	 	 	

Category C:	Participating School Family but not Participating Parishioners.

	                 	 	 TUITION: 	 $11,665.00 per child

Category D:	Neither Participating Parishioners nor a Participating School Family.

	                 	 	 TUITION:	 $13,105.00 per child
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TUITION PAYMENT

Tuition is paid through FACTS Tuition Management automatic payment program. It is paid 
over 10 months beginning in August. Please visit www.factsmgt.com for information regarding the 
FACTS program. 

TUITION ASSISTANCE

Saint Vincent de Paul School has a limited tuition assistance program that is available by for-
mal application to families with severe financial needs. Contact the office for further information.  
Applicants should go to www.mytads.com and apply by the April 16th deadline.

REFUNDS

If  your child is withdrawn from school during the academic year, a refund for any tuition 
amount that has been pre-paid will be made less a $200.00 withdrawal fee. Registration tuition de-
posits are non-refundable. There is usually a 30-day waiting period for refunds to be processed.

DELINQUENT ACCOUNTS

Please note that a family will not be allowed to complete the re-enrollment process if  their ac-
count is delinquent.  Schools may refuse to re-admit a student at the start of  a semester if  a family 
fails to pay tuition and fees.

FINANCIAL OBLIGATIONS AND GRADUATION 

All financial obligations must be fulfilled prior to the 8th grade graduation. This includes tui-
tion payments, Extended Care expenses, or any other miscellaneous fee/expense. Students will be 
denied participation if  financial obligations are not met. 

STUDENT INSURANCE 

A student insurance program is provided for all students. This program assists with the medi-
cal expenses incurred due to accidental injury sustained by children while attending school or 
while participating in a solely school sponsored and supervised activity. 
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FUNDRAISERS AND VOLUNTEER HOURS 

Saint Vincent de Paul School is a cooperative endeavor in which every family in the school 
community has a vital role to play. It is our privilege to serve one another in the Christian commu-
nity and, at the same time, provide the best education possible for our children. It is through par-
ent involvement that we improve the quality of  education for our children and impart to them its 
importance.  Active participation in the school fundraisers, either in preparation, running the 
fundraiser or clean-up will be credited to your volunteer hours. Attendance alone at the fundraiser 
will not be credited to your service requirement.   

YEARLY FEES

Families of  the SVDP School community automatically become members of  the SVDP Par-
ent Guild, and at the beginning of  each new school year, they are responsible for an annual fee of  
$125.00.

Families of  8th grade students also have an additional fee of  $300.00 to cover special events, 
activities, and graduation expenses.
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Health and Safety

WELLNESS STATION

If  a student is ill or injured, first aid treatment will be provided as deemed appropriate. The stu-
dent’s parent/guardian will be notified if  the student is unable to return to class as a result of  his/
her injury or illness. If  the student’s parent/guardian cannot be reached, an authorized person des-
ignated on the student Emergency Card will be contacted to pick up the student. If  a student must 
leave the school due to an injury or illness, the student must be signed out at the school office by a 
parent/guardian prior to leaving the school grounds. When students are out sick they must be fever-
free 24 hours before they may return to school. 

MEDICATIONS 

Any student who requires the dispensing of  medication at school must comply with the follow-
ing requirements: 

1.   Medication must be prescribed by a California licensed physician, dentist, nurse practitio-
ner, or physician assistant.

2.   An “Authorization for Medication Administration” form must be completed and signed by 
the health care provider prescribing the medication and the student’s parent/legal guardian for all 
prescription and non-prescription medication. A new form is required each school year. 

3.   Prescription medication must be provided in the original container labeled by a California 
pharmacist, with the student’s name, medication name, prescriber’s name, and dosage administra-
tion instructions. 

4.   Non-prescription medication must be provided in the original container, with the medica-
tion name, dosage, and instructions. 

5.   All prescription and non-prescription medication must be brought to the school office by a 
parent/guardian.

6.   It is the parent’s responsibility to inform school personnel of  possible side effects of  the medi-
cation. 

7.   All medication will be stored in the Health Station.
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8.   Students who require inhalers or epinephrine (EPI PEN) for emergency management of  	
medical conditions may choose to carry their medication with them. A signed “Authorization for 
Medication Administration” form must be on file in the front office.

9.   Verbal phone orders to dispense medication will not be accepted. 

10.  Students are not permitted to use other student’s medication supply, even if  they use the 	
same prescription or non-prescription medication.

11.  It is the responsibility of  the parent/guardian to replace the medication when it expires. 

12.  At the end of  the school year, all remaining medication will be returned to the parent/	 	
guardian. It is the responsibility of  the parent/guardian to arrange for the pick up of  the 	 	 	
medication. The medication will be disposed of  if  it is not picked up within 30 days of  the 	 	
end of  the school year.                                                                                                                                            

MEDICAL STATUS

It is the responsibility of  parents/guardians to inform the school office in writing of  a student’s 
allergies, hypersensitivity reactions (to bee stings, peanuts, foods, etc.), any physical limitations (hear-
ing, vision, etc.), or chronic illnesses. This information must be indicated on the student emergency 
card, and communicated to the student’s teacher. It is also the responsibility of  the parent/guardian 
to provide the school with any medication needed in the event of  exposure to an allergen or any de-
vices needed to assist the student while at school.  SVDP is a Peanut Free Zone.

AUTHORIZATION FOR TREATMENT/ TRANSFER FOR MEDICAL ATTENTION 

If  parents/guardians cannot be reached and the illness or injury is serious enough to require 
medical attention, the administration and front office personnel will review the Emergency Card 
and arrange for medical treatment and/or possible transfer to a medical facility. Enrollment at Saint 
Vincent de Paul School confers upon the school the obligation to select and arrange for emergency 
medical care when the school is unable to reach the parent(s) and/or designated guardian. Saint Vin-
cent de Paul School is not responsible for costs incurred for medical care.

EMERGENCY CARD

Each student must have an Emergency Form on file in the school office. It is the responsibility of  
parents/guardians to notify the office when there is a change of  address, phone number, or contact 
person in case of  an emergency listed on the Emergency Card. The emergency room will not treat a 
child without the signed Emergency Form.
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COMMUNICABLE DISEASES

Parents/Guardians are required to notify the school office when their child has been diagnosed 
with a communicable disease such as, but not limited to, chicken pox, measles, mumps, streptococcal 
infections, scarlet fever, whooping cough, conjunctivitis (pinkeye), impetigo, ringworm, hepatitis, pin-
worms, head lice and mononucleosis. Parents/Guardians of  other students exposed to these illnesses 
will be notified. Certain reportable communicable diseases will require a permit issued by the Public 
Health Department, a physician, or a nurse, before the infected student may return to school.

CONFIDENTIALITY 

Medical records are kept confidential. 

CHILD ABUSE REPORTING OBLIGATION 

All teachers and staff  are obligated to report suspected child abuse and/or neglect. In the event 
of  a visit from a social worker or police officer, the administration will verify their identity, office per-
sonnel will retrieve the student from class, and the child will be asked if  they would like a member of  
the school staff  with them in the meeting. 

The school complies with the California Education Code with respect to child abuse laws. Thus, 
the school may be required by law in certain cases, to allow a child to be interviewed alone by officers 
from Child Protective Services or to release a child into their custody. 

SUPERVISION 

Students who are dropped off  at school are obliged to stay on school property until the bell rings. 
There is no supervision before 7:35 A.M. 

No children may be unsupervised at any time.  This includes after school dismissal.  All students 
and siblings must be supervised by a parent/guardian while on school/parish property during non-
school hours.

•	Climbing trees on school/parish property is prohibited at all times.

•	For their safety, please keep children out of  all planters and off  retaining walls, staircases, and 
railings.
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VISITORS TO SCHOOL 

All persons, including parents/guardians, entering the school must first go to the school office to 
sign in and obtain a pass to visit or volunteer within the school. Visitors and volunteers must then sign 
out when finished. Persons, agencies, or organizations desiring to contact individual students during 
the school day are to receive permission from the administration. The school may not be used by a 
non-legal guardian for the exercise of  visitation rights.

So as not to interrupt class instruction, parents/guardians should confer with teachers only after 
prearranging a conference. Parents/Guardians may not attempt to conference with teachers immedi-
ately before or after school as this conflicts with teachers’ supervisory duties. 

Students who do not attend Saint Vincent de Paul School are not permitted to be present on-
campus during school hours unless previous arrangements have been made. (Example: Graduates of  
Saint Vincent de Paul who assist in classrooms for service hours.) 
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ARCHDIOCESAN SPONSORED PROGRAM: SHIELD THE VULNERABLE
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Safety and Disaster Preparedness 
Information

EMERGENCY PROCEDURES

An Emergency and Natural Disaster Plan is on file in the school office, and is reviewed and up-
dated each year by school personnel.

DRILLS

Fire, disaster, and lock down drills are scheduled periodically according to Archdiocesan and city 
directives. All volunteers and visitors who are on campus at any time during an emergency drill are 
expected to participate and follow the directions of  teachers or office staff. 

EARTHQUAKE/NATURAL DISASTER

1.   The school will follow its written Disaster Plan.

2.    Students will not be dismissed from school unless signed out by a parent, guardian, or desig-
nated individual on the student’s Disaster / Emergency Card. There will be no exception.

3. All parent/guardians or designated individuals who are picking up a student must first go to 
the Student Control Station. School staff  will direct parents/guardians or designated individuals to 
that station where the child may be signed out.

4. Students will not be dismissed from school unless signed out by a parent, guardian, or desig-
nated individual on the students Disaster/Emergency Card.  There will be no exceptions.

5. The school will communicate with local emergency services and will care for children in critical 
situations.

6. DO NOT CALL THE SCHOOL.  Telephone lines must be kept open for emergency calls 
and communication with emergency preparedness teams.
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SCHOOL EVACUATION PLAN

In case of  an emergency when students must be moved away from the school facilities, the map 
below outlines the evacuation route. Parents/Guardians and guardians will be notified via 
SchoolMessenger that the school has been evacuated and that parents/guardians must pick their 
student(s) up at the intersection of  Pierce St and Jackson St. 
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School Services
EXTENDED CARE SERVICE 

Registered K-8 students whose parents/guardians require a later pick up, or any student not 
picked up at regular dismissal time, will be escorted to our Extended Care program. Students who 
are involved in after school activities may also utilize this service with advance notification.  The 
monthly school tuition must be current for a child (or children) to participate. 

Students registered in the program must abide by all school rules; Extended Care will follow the 
school’s discipline policy. Consistent failure to abide by the rules on the part of  either the parent or 
child will result in dismissal from the Extended Care program. 

Students sign in immediately following school, and may be picked up anytime before 6:00 P.M. 
Parents/Guardians will be required to sign out students directly with the Extended Care staff. Billing 
for this service will also be handled by the Extended Care staff. 

EXTENDED CARE RATES FOR SCHOOL YEAR 2016-2017

•	Pick-up before 4:00 pm	 	 $155.00 per month

•	Pick-up before 5:00 pm	 	 $235.00 per month

•	Pick-up before 6:00 pm	 	 $285.00 per month

• Drop-in hourly rate	 $10.00 per hour

If  you are late for your pick-up time of  6:00 pm, there will be a $20.00 late charge for the first 
five minutes.  In addition, $5.00 each minute will be applied thereafter.  In this event, you will receive 
an invoice through your FACTs account.  

EXTENDED CARE IS CLOSED DURING SCHOOL HOLIDAYS AND VACATIONS 
AND MAY NOT BE AVAILABLE ON CERTAIN MINIMUM DAYS.  PLEASE CHECK THE 
NEWSLETTER FOR INFORMATION.
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LUNCH PROGRAM

A lunch program is offered through an independent contractor: ChoiceLunch.  All school families 
should register at http://www.choicelunch.com to place orders or in case an emergency lunch needs 
to be provided.  All lunches are pre-ordered and pre-paid.  No cash is accepted.  There will be a 
$5.00 charge through FACTs for an emergency lunch.

Each class, escorted by the classroom teacher or aide, walks quietly to the lunch tables. No throw-
ing, wasting food, or eating another student’s lunch is allowed. Each student is responsible for throw-
ing away his/her own trash. No student is to leave the lunch area during lunchtime without permis-
sion from the lunch supervisors. 

AFTER SCHOOL ENRICHMENT PROGRAMS

A variety of  after school enrichment programs are made available to students throughout the 
school year.  Individual programs are sponsored by various independent contractors for a nominal 
fee.
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Student Records

EMERGENCY FORMS 

An emergency form must be on file with the school office for every student.  It supplies pertinent 
information, including the names of  two persons who may be contacted in the event a parent/
guardian cannot be reached in an emergency. 

If  there are any changes in the information on the emergency card (such as address, employment, 
phone number), please PROMPTLY NOTIFY the school office in writing. 

ACCESS TO STUDENT RECORDS 

Parents/Guardians or legal guardians of  a student have the right to inspect all of  his/her child's 
records in the presence of  the administration or the person delegated by the administration. State 
your request to inspect your child's records by submitting a letter to the administration. Please include 
a phone number where you can be reached during school hours. 

RELEASE OF STUDENT INFORMATION/IMAGE

Parents/Guardians are asked to complete the Photo Release form provided with the registration 
documentation. 

Upon parental approval, the school may use a student’s name or image in news releases regarding 
school events, school publications, and on the school website. 

RELEASE OF STUDENT RECORD INFORMATION TO SCHOOLS 

When a student transfers to another school, a copy of  the student’s official transcript will be trans-
ferred upon written request. Saint Vincent de Paul School transcripts include the scholastic record, 
some directory information, and the student’s permanent health record. Transcripts are not given to 
parents/guardians to be delivered to the requesting school. All tuition payments must be current be-
fore student records will be transferred.
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Transportation

DROP-OFF AND PICK-UP PROCEDURES

To keep our children safe please practice the following guidelines during morning drop off  and 
afternoon pick up. The process will work swiftly and smoothly if  everyone follows the procedures and 
is attentive.  Please make sure to read the newsletter, as that is the means whereby new policies and 
procedures will be announced.  
	    Drive west on Green Street and pull up to the curb in front of  the SVDP property. (Do not access 
Green St. via Steiner.) The drop off/pick up line begins at the corner of  Green and Pierce. Do not 
stop directly in front of  the gym. Please drive as far up Green towards Pierce as possible. This will 
make room for more vehicles behind you. 

It is important that ALL vehicles in line turn right on Pierce to keep  traffic moving. 

All children should enter/exit the car using the passenger side doors. As soon as the vehicle has 
stopped, students may enter/exit the vehicle. They need not wait for an adult to open the door for 
them. This will assist in keeping our drop off  moving quickly. As long as you are lined up along the 
school side of  the street between the Parish Rectory and Pierce, your student may enter/exit the vehi-
cle. 

Do not drop your student off  on the south side of  the street in the middle of  the block. We do not 
want any students or parents/guardians jaywalking. This can create a potentially dangerous situation 
where drivers pulling away from the curb may not be expecting an individual to be walking across the 
street. 

When walking to school always use the cross walk.

No parking on the school side of  the street is permitted. The white zone must be kept clear to 
keep the traffic flowing without obstruction.

Please be considerate of  our neighbors and do not block or park in their driveways. 

RAINY DAY DISMISSAL 

Follow the drop-off  and pick up procedures.  Students will be escorted from the gym front en-
trance.

29



CELL PHONE USAGE

For the safety of  our children and other drivers, please do not use cellular phones while driving 
on school grounds. 

AUTHORIZATION FOR RELEASE TO ANOTHER ADULT

Written permission is required for your student to be released to another adult (who is not listed 
on the child’s Emergency Card) for pick up. A written note to your child’s teacher is required. A writ-
ten note is also required if  your child will be walking or biking home with another student who al-
ready has authorization (see below).

AUTHORIZATION TO WALK OR RIDE A BICYCLE

Children who walk or ride their bicycles must leave campus at dismissal time. An annual written 
authorization from the parent or guardian must be on file with the school office. 
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Educational information

INSTRUCTIONAL PROGRAM

CURRICULUM

The school curriculum encompasses all learning experiences planned and directed under the 
leadership of  the administration in accord with school philosophy, diocesan, national and state stan-
dards. 

The school curriculum: 

1.   Gives witness to the message of  Christ as revealed in His person, His Sacraments, 

	 Scriptures, community, doctrine, and the traditional heritage of  the Catholic Church. 

2.   Develops within students the tools for communication, problem solving and decision making. 

3.   Encourages each student to develop his/her potential through responsibility and accountabil-
ity to self, parents/guardians, peers, and faculty. 

4.   Provides an informational framework that will prepare the students to live in the 21st cen-
tury. 

5.   Affirms ethnic pride, appreciates cultural values, and allows diversity when applying the prin-
ciples of  peace and justice. 

6.   Integrates parent and community talent into the school program. 

7.   Defines roles for which students will be prepared, be made responsible, and be held account-
able.

The following subject areas comprise the Saint Vincent de Paul School curriculum: 

Religion is an integral part of  the educational program for all students at all grade levels. Religion 
is taught daily and includes prayer, scripture, as well as history, teachings and traditions of  the 
Church. Additionally, faith development and Christ’s Gospel message are interwoven throughout the 
curriculum. Parents/Guardians, in their role as primary religious educators of  their children, are ex-
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pected to participate in home activity lessons and to participate with their children in weekly Sunday 
Mass.

All students, grades K-8, attend scheduled school Masses. Prayer services planned by teachers and 
students including Stations of  the Cross and the Rosary are held throughout the year.  The Sacra-
ment of  Reconciliation is offered twice a year for students in grades 3-8.

Sacramental preparation is an important part of  the religion curriculum. Students celebrate the 
Sacraments of  First Eucharist in 2nd grade, First Reconciliation in 3rd grade and Confirmation in 
8th grade. Parental participation is integral to the child’s preparation. Meetings are held to help 
parents/guardians in their role as the primary religious educators of  their children. Attendance at 
these events is required.

Family Life is an age-appropriate, value-oriented Catholic Family Life Education Program that 
follows a written scope and sequence that has been provided by the Diocese. Opportunity for paren-
tal preview of  the instructional materials used in the program is available by making arrangements 
through the office and with the child's classroom teacher. An advance notification and signature letter 
is given to parents/guardians with the registration process. 

Language Arts includes reading, phonics, spelling, composition, grammar, literature, speaking, listen-
ing, and handwriting.

Mathematics teaches computation, problem solving, statistics, probability, patterns and functions, 
geometry, logic, measurement, and algebra.

Social Studies includes history, geography, economics, and current events.

Science includes physical, life, and earth science.

Foreign Language includes a basic understanding of  conversational Spanish.

Visual and Performing Arts covers music appreciation, history, performance, art history and art tech-
niques. Theatrical production and drama is taught to 6th-8th grades.

Physical Education includes improving physical fitness, knowledge of  sports, development of  coordi-
nation, growth in sportsmanship and an understanding of  nutrition.

Digital Literacy teaches students how to responsibly use technology as a tool to create, produce, and 
to research information.

PROPER CARE OF TEXTBOOKS 

Each child is issued textbooks that are numerically assigned. The responsibility of  each child is to 
care for his/her textbooks. Textbooks are required to be covered. Parents/Guardians must replace 
books that are lost or excessively damaged. Parents/Guardians will be charged fines at the end of  the 
year for damaged but usable books. 
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LIBRARY SERVICES

Students are responsible for returning or renewing their library books at their weekly assigned 
time.  Students are responsible for replacing or paying for lost or damaged books. 

HOMEWORK

The purpose of  homework is:

1.	 To reinforce concepts and skills presented in class.

2.	 To foster student self-discipline.

3.	 To foster good work habits.

4.	 To encourage accountability.

Suggested Diocesan homework guidelines:

15 min. each day Gr. K

60 min. each day Gr. 4-5

30 min. each day Gr. 1-2

90 min. each day Gr. 6

45 min. each day Gr. 3

120 min. each day Gr. 7-8

*Time spent on homework will vary from student to student.

ABSENCE POLICY FOR MAKING UP WORK 

The importance of  education is communicated to children when parents/guardians assure the 
daily presence of  their child in class. It should be understood that what happens in the classroom (e.g. 
science labs, class discussions, demonstrations, cooperative learning sessions, art and music experi-
ences, lectures, teachable moments, etc.) is irreplaceable learning because of  the dynamics and inter-
actions between students and teacher. The time a child is absent from class inhibits his/her mastery 
of  the material presented.  Assignments and tests are not required to be given in advance to accom-
modate families who vacation during the regular school session. Students must complete all make-up 
work in a timely fashion (the recommendation is two days for each day absent.) 
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PROMOTION AND RETENTION 

Students who pass with satisfactory work in all basic skill areas shall be promoted to the next 
grade. In certain cases, remedial tutoring or summer school may be required to maintain academic 
standing. 

In case of  delayed progress, each student should be considered individually. Any decision concern-
ing non-promotion must be made after considering all facts related to the student’s development (emo-
tional, physical, social as well as intellectual and academic), documented throughout the year. Al-
though the opinions of  the teachers and parents/guardians are significant factors, the final determina-
tion regarding retention remains the responsibility of  the administration.

TESTING

Individual student progress and achievement is assessed for students in grades 2-8 using the Ren-
aissance STAR Assessment.  These norm-referenced tests are diagnostic in nature, and are given 
three times during the school year so that we may better meet the needs of  individual students. These 
standardized test results are entered on the permanent record cards. The Archdiocese of  San Fran-
cisco prohibits schools from publishing these tests scores as a means of  comparison. 

Other forms of  assessment may include teacher-devised tests, publisher tests, portfolios, oral pres-
entations, book reports, labs, projects, and informal assessment that help teachers evaluate student 
achievement throughout the year. 

ACCOMMODATIONS 

Teachers will provide accommodations for students who have a documented learning disability. 
Accommodations may include, but are not limited to, extended time and oral testing. Documentation 
may be provided by the public school system, or through an independent psychological testing serv-
ice. Please contact the administration for further information. 

ON-LINE GRADING AND PROGRESS REPORTS 

Teachers post students’ grades on SchoolSpeak, our on-line school management program. 

In grades 3-8, teachers update grades at a minimum of  once a week.  Progress reports are pre-
pared mid-quarter for grades K-2.  Students in grades 3-8 will only receive a written progress report 
if  a subject grade has fallen to a C- or below.
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REPORT CARDS 

In addition to viewing grades on SchoolSpeak, report cards are distributed at the end of  each 
quarter.  The report card envelope should be signed and returned to the classroom teacher before the 
following Friday.  First Quarter Report Cards are normally distributed at the parent/teacher confer-
ence.

Questions regarding report card grades should be addressed to the teacher who is responsible for 
teaching the subject(s).  

CONFERENCES 

All parents/guardians are requested to attend one annual Parent/Teacher conference. Confer-
ences are held at the beginning of  the second quarter.  Students will be dismissed at 12:30 P.M. to ac-
commodate the conference schedule.  Please check the school calendar for more information.  

Parents/Guardians are always welcome to schedule appointments with teachers at other times 
throughout the year if  they have any questions or concerns regarding academics or behavior. Either 
teachers or parents/guardians may request that an administrator be present at conferences. 

GRADING POLICY 

The Saint Vincent de Paul School grading policy is aligned with the other Catholic elementary 
schools in the Archdiocese as well as the Catholic high schools. 

K – 2: Marking Code
	 E = Exceeds standard
	 M = Meets standard
	 W = Working toward standard
	 N = Not at grade level standard
	 No mark = Standard not addressed during current marking period

A single mark is given for each subject heading. Comment codes are used for areas of  strength or 
when improvement is needed.
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Grade 3-8: Marking Code

Grades K – 8: Co-curricular Marking Code (Course may be graded)
	 	 P = Participates

	 	 NP = Does not participate

Grades 3-8 : Behavioral Expectations and Learning Skills
	 	 1 = Exceeds expectations

	 	 2 = Meets expectations

	 	 3 = Improvement Needed

	 	 4 = Unsatisfactory

	 	 NE = Not Evaluated

 

PLAGIARISM

Any student who purposefully and blatantly passes off  another person’s work as his own will re-
ceive a grade of  “0” for the assignment. Students will also receive a conduct referral and the appropri-
ate consequences. Students who directly copy partial or complete passages from a book or the Inter-
net are considered to have plagiarized.
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Technology

TECHNOLOGY RESPONSIBLE USE POLICY 

The following regulations and procedures provide Saint Vincent de Paul School students and 
their parents/guardians with information regarding the privileges and responsibilities of  using tech-
nology and accessing the Internet. 

The use of  the Internet at Saint Vincent de Paul School has been established for educational pur-
poses. Included within this purpose are classroom activities, and guided educationally enriching per-
sonal research. It has not been established as a public access forum for students, interpersonal commu-
nication between students, or for commercial use. Our goal is to be proactive. By educating both 
parents/guardians and students about our standards of  behavior for the use of  technology and the 
Internet, and enlisting their support, we hope to make the use of  technology both rewarding and safe. 

While it is impossible to control all material on a public network, Saint Vincent de Paul School 
has taken reasonable precautions to restrict access to materials it considers harmful and to materials 
that do not support educational objectives. 

Teachers and staff  will instruct students in appropriate ways to access internet resources. Teach-
ers, in consultation with the administration, may on occasion allow students to make non-routine use 
of  some Internet tools which are ordinarily restricted by this policy when such use would be in keep-
ing with the school’s curricular goals and objectives, and is under the direct supervision of  the 
teacher. 

The use of  the Saint Vincent de Paul School’s computer system is a revocable privilege for all us-
ers. The Saint Vincent de Paul School’s computer system, equipment, and all user accounts are the 
property of  Saint Vincent de Paul School. Privacy rights do not apply to the use of  the computer sys-
tem or accounts and the school reserves the right to monitor and access information maintained in 
the system and in users’ accounts for the purpose of  determining if  a violation of  this agreement has 
occurred. 
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Prohibited use include purposeful access or attempts to access, download, or transmit any “harm-
ful matter” in violation of  any federal law, state law, or school policy. 

This includes, but is not limited to: 

1.   Any information that violates or infringes upon the rights of  any other person. 

2.   Any hate-motivated, fraudulent, defamatory, abusive, obscene, profane, sexually oriented, 	
	 	 threatening, racially offensive, or illegal language or material. 

3.   Any information or communication that encourages the illegal use of  controlled substances, 
or promotes criminal behavior. 

4.   Any material that violates copyright laws. 

5.   Vandalism, unauthorized access, “hacking” or tampering with hardware or software. This in-
cludes the introduction of  “viruses,” “worms,” non-licensed or pirated software, or any software or 
hardware for the purpose of  disrupting or damaging the school’s computer systems. 

Parents/Guardians or guardians may be held financially responsible for any harm 
resulting from their child’s misuse of  the technology system.  If  a device is being misused it 
can be confiscated and be made available in the front office for a parent to retrieve.

The Acceptable Use Policy is reviewed and agreed to by students, parents and teaching staff  
yearly.

The administration will ultimately decide what constitutes appropriate use, and its decision is fi-
nal. The administration will apply consequences as described in the Saint Vincent de Paul School 
Community Handbook at any time deemed necessary. This includes, but is not limited to, detention, 
discipline conferences, suspension, expulsion, and possible financial restitution. 

Please note: The school cannot control the manner in which students use technology at home. However, there 
may be times when misuse of  the technology at home may severely/adversely affect what happens in school. The school, 
in such situations, may find it necessary to inform families of  those students involved in such use, and take additional 
actions in order to ensure the safety and well-being of  the members of  the Saint Vincent de Paul School community. 
Parents/Guardians are strongly encouraged to monitor and guide student use of  online communication. 
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Extra Curricular Activities

STUDENT COUNCIL 

The Student Council is comprised of  students from grades 4-8 with older students representing 
the younger grades. Elections are held in the spring. Those running for office must meet the require-
ments set forth by the faculty advisor and the administration.

Student Council provides an excellent opportunity for training in leadership and principles of  
democratic government. To be eligible, students must maintain a C average, have no F’s, and main-
tain a mark of  2 or better in Responsible Behavior with no conduct referrals at the end of  each quar-
ter.  Students must follow all school rules and demonstrate a positive attitude about school, students, 
and faculty.  Faculty advisors and the administration oversee various Student Council activities.

 
FIELD TRIPS 

Field trips enhance and support the curriculum and are planned by the teacher with approval 
from the administration. Parent-sponsored Saint Vincent de Paul field trips are not allowed. Field 
trips are privileges given to students; no student has an absolute right to a field trip. Students may be 
denied participation if  they fail to meet academic and/or behavioral requirements. 

Requests for parental/guardian permission will be accompanied by full details about the field trip.  
A separate permission slip will be issued for every field trip. Parents/Guardians are required to pay 
for any costs incurred for the field trip. The cost may include bus transportation.  Students are re-
quired to wear the school uniform on all field trips unless otherwise stated on the permission slip.

Permission slips must be signed and returned to the teacher before any student may leave the 
school grounds to go on a field trip. Verbal or telephone permission by parents/guardians or guardi-
ans is not acceptable. A faxed or emailed permission slip is permitted. Students who do not have pa-
rental permission to participate in a specific field trip are expected to attend school during the regular 
school hours that day and will be given appropriate assignments. Parents/Guardians have the right to 
refuse to allow their child to participate in a field trip.  In such cases, the student is still expected to at-
tend school as normal.  

Field trips are an extension of  the learning environment, therefore all school rules and policies ap-
ply at all times, commencing when students leave the school until they return to school. No students 
are permitted to use electronic communication devices during any part of  the field trip including 
time spent in transport. 
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Parents/Guardians who volunteer to as chaperones on a field trip must follow the guidelines set 
forth in the Saint Vincent de Paul School Field Trip Chaperone Guidelines form.  Chaperones must 
always follow the directions of  the supervising teacher.

ALTAR SERVERS

Students in grades 4-8 are invited to serve Saint Vincent de Paul Parish as Altar Servers. After ini-
tial training, students are scheduled to serve for various parish Masses on the weekends, during daily 
Mass, and at the school Masses. Parents/Guardians may contact the parish altar server coordinator 
with questions.

CLUBS OR COMMITTEES

Saint Vincent de Paul School offers a variety of  clubs and committees to allow students the oppor-
tunity to grow in leadership skills and pursue personal interests.  In order to participate in these clubs 
or committees, students must maintain the appropriate academic and behavioral grades. 
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Discipline

CATHOLIC SCHOOL DISCIPLINE 

Discipline in the Catholic school is an essential aspect of  Christian development. 

The purpose of  discipline is to: 

1.   To provide a classroom situation conducive to learning. 

2.   To educate students to an appreciation of  the importance of  developing responsibility and 	   
self-control. 

3.   To help build a sense of  community.

SCHOOL DISCIPLINE POLICY 

The basic long-range purpose of  discipline is to develop in every student the capacity for intelli-
gent self-discipline. The primary short-range goal is to maintain conditions in the classroom that 
make effective learning possible. A discipline plan is specifically developed for each grade and the pol-
icy is shared and distributed at the beginning of  the school year by the classroom teacher. An adminis-
trator is the final recourse in disciplinary situations.

RESPONSIBLE BEHAVIOR

In order to preserve their privilege of  school attendance, students are expected to exhibit good citi-
zenship and responsible behavior at all times. They should be courteous and respectful to all staff  
members and fellow students. Parents/Guardians, as primary educators of  their children, agree to 
support and uphold the spiritual, academic, and disciplinary standards of  the school. 

Although Saint Vincent de Paul School fosters a positive school environment and constantly looks 
for ways to prevent behavioral issues, serious or repeated infractions may require disciplinary meas-
ures. Parents/Guardians will be notified about serious or repeated behavior infractions. Conse-
quences for such infractions are age and grade appropriate.
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DETENTION

Before-school, after-school, and lunch detentions may be used for repeated tardiness and infrac-
tions to the school’s behavior and uniform policies. The detention policy is applied based on age and 
grade level appropriateness. The student must serve detention at the assigned time. Failure to serve 
detention will result in additional detentions and/or a lower behavior grade.  

CONDUCT REPORTS

Conduct reports are given for infractions of  school rules. They can also be given for more serious 
infractions that may include, but are not limited to: cheating, defiance, fighting, harassment, bullying, 
on-campus or off-campus truancy, injury to self  or others through careless action, gambling, vandal-
ism, obscenity, profanity and/or vulgarity in words or actions, and blatant disrespect for self, staff  
members, or fellow students.

Students receiving conduct reports for serious infractions will be referred to the administration. 
Conduct reports result in an automatic detention, suspension from extracurricular activities for 10 
school days, and/or a lowered the behavior grade.

PROBATION

A student may be placed on probation for a serious offense, continued misconduct or serious aca-
demic deficiency.

Procedures for Probation:

1.   A conference with parents, student, and a school administrator will be held, followed by a 	
written explanation of  the reason for the probation and the length of  the probationary period.

2.   Effort will be made to assist the student to develop responsible behaviors.

SUSPENSION
A student may be placed on suspension for serious misconduct on campus or off  campus during 

school related activities, or for continued misconduct after having been placed on probation.

Procedures for Suspension:

1.   A conference with parents, student, and a school administrator will be held, followed by a writ-
ten explanation of  the reason for the suspension and the length and place of  the suspension.

2.   The pastor will be notified and may choose to attend the conference.

3.   Suspension may include the loss of  participation in school activities, an in-school suspension 
or an at home suspension.  This will be determined by the administrator.
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EXPULSION FOR DISCIPLINARY REASONS
A student may be expelled from school for misconduct of  a very serious nature.  These offenses 

may include, but are not limited to:

1.	 Damage to or theft of  school or private property.

2.	 Infliction of  or threatened physical injury to another person.

3.	 Possession, sale, or use of  weapons, drugs, intoxicants.

4.	 Possession or use of  tobacco.

5.	 Commission of  obscene acts or engagement in habitual profanity or vulgarity.

6.	 Disruption of  school activities.

7.	 Defiance of  school authorities.

Expulsion procedures will follow the guidelines established by the Archdiocese of  
San Francisco.

RECOMMENDED WITHDRAWAL FOR ACADEMIC REASONS

Under certain circumstances the school may recommend that it would be in the best interest of  
the student to transfer to another school for academic reasons. The following procedures will apply:

1. Consultation between teacher(s) and administration once academic concerns arise.

2. Conference with parent/guardian to discuss possible remedial actions.

3. Follow-up conferences with parents/guardians to evaluate the academic progress of  the student.

4. Administrative decision, in consultation with the pastor, that withdrawal from the school is in 
the best interest of  the child.

5. Conference with parent recommending transfer, usually occurring at the end of  a grading pe-
riod.

TRANSFER ON GROUNDS OF PARENTAL BEHAVIOR 

Normally a child is not to be deprived of  a Catholic education or otherwise penalized for actions 
of  parents/guardians. However, in rare instances, parents/guardians may so persistently and overtly 
refuse to cooperate with school staff, policies, regulations or programs, or may so seriously interfere in 
matters of  school administration or discipline, as to reduce significantly the school's ability to serve 
their own or other children.
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In such cases, after reasonable effort to bring about the smallest degree of  parental/guardian co-
operation and after appropriate consultation with the pastor, the administration may recommend to 
the parents/guardians that they transfer their child in accord with the terms and procedures set down 
in the Handbook for Catholic Schools. Documentation of  the basis for this action and of  all consulta-
tion with the parents/guardians on the matter will be retained on file. If  the parents/guardians refuse 
to accept the recommended transfer, the procedures for notification, conferencing, and written docu-
mentation will be followed as in cases for disciplinary expulsion.
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General Information

BIRTHDAY CELEBRATIONS

Please make arrangements in advance with the teacher if  you want to bring in healthy birthday 
snacks for your child’s class. 

CELL PHONES AND PERSONAL ECDs

Student may not use personal electronic communication devices (ECD) including, but not limited 
to, iPods, cell phones, pocket computers, during the school day. This includes all times between morn-
ing drop off  through regular end of  the day pick up. While we recommend that such devices not be 
brought to school, any that are must be powered off  and secured in a backpack or in a location pro-
vided by the homeroom teacher.  The school is not responsible for the loss, theft, or damage of  a de-
vice that has been brought to school.

The devices may be used only after 3:15 P.M. If  a student remains on campus at Extended Care, 
they may not use their devices until after pick up by their parent or guardian.

If  a student is in possession of  a cell phone or electronic device during the school day, the item 
will be confiscated and taken to the school office.  A parent must come and claim the device on the 
following school day.  

FORGOTTEN ARTICLES

Any items left at home such as lunches and sports clothes may be brought and left on the table 
outside the office. Be sure that items are clearly labeled with your child’s name.

LOST AND FOUND

To avoid problems, label items with the student's name.  We have a “Lost and Found” located 
downstairs from the main office, near the cafeteria. All lost clothing articles not claimed by the first 
Friday of  each month will be donated to the used uniform sale. Please do not borrow clothing from 
the “Lost and Found.”
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PLAYGROUND RULES

Playground rules are enforced for the safety of  all students.  Students should always follow the di-
rection of  the adult supervisors.  Students should always remember to use respectful language at all 
times.  Leaving the playground area without permission is prohibited.  Students are responsible for 
cleaning up after themselves.  Students will be asked to pick up trash and sweep under their table be-
fore being dismissed from lunch.

When playing outside follow the rules listed below:

•	Keep hands, feet, and objects to yourself

•	Use and care for equipment properly

•	Maintain appropriate noise level

•	Stay off  residential (opposite sidewalk) and sidewalk in front of  church property

•	Stay in your designated play area

•	Avoid playing on outside stairs

•	Do not bring food outside

SUNDAY MASS AND PERSONAL PRAYER

Sunday is, according to the Code of  Cannon Law, "the foremost feast day of  obligation" in the 
Church. The obligation of  personal prayer and regular attendance at Sunday Mass is of  chief  impor-
tance for the maintenance of  a sturdy life of  faith. Therefore, parents/guardians and the school are 
bound by a serious obligation and grave responsibility to teach these practices and their underlying 
values to students, by word and personal example. Parents/Guardians of  non-Catholic students have 
a similar grave responsibility to teach by word and personal example the serious obligation of  regular 
participation in public worship and of  personal prayer. 
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UNIFORM POLICY

Your children must wear the proper school uniform at all times. Uniforms must be clean and in 
good repair. Uniforms must be sized appropriately and not altered from their original appearance. 
There are no substitutions or changes allowed. All uniform items must be purchased through Classic 
Design, designated uniform supplier.

Students who are not in uniform will receive a uniform infraction. Students who do not receive a 
uniform infraction during the quarter will have a free dress day.  

A student with 3 uniform infractions per quarter will receive a detention and a detention for evey 
subsequent infraction.

GENERAL GUIDELINES

Hair: Hair must be the student’s natural color. Hair may not be dyed, bleached, streaked, or 
spiked. No decorative elements such as feathers, extensions, or faux braids will be worn.  Boys’ hair 
should be no longer than the bottom of  the ear lobes and no longer than the top of  the collared shirt 
in the back (no tails).

For girls, it is preferred that hair bows, ribbons, scrunchies, barrettes, and headbands be made out 
of  uniform material or solid in color – navy, gold, gray, or white. The student will be asked to remove 
any distracting hair accessory (as determined by a school staff  member).

Jewelry: One “cause” rubber bracelet may be worn. Only one simple religious charm/
medallion on a chain is allowed as a necklace. Watches must be for telling time only- no games, etc. 
Boys are not allowed to wear earrings. Girls may not wear dangling or hoop earrings, but may wear 
one pair of  stud earrings in the earlobe.

Makeup/Nails: Makeup of  any kind is not allowed at school. This includes nail polish (includ-
ing clear) and lip gloss. Tattoos and marker/pen writing on body and clothing are also prohibited.

Sweater:  The sweater is required for attendance at school events such as Mass, prayer services, 
and opening prayer.

Shoes: School shoes must be low cut leather or canvas all white athletic wear with white shoe-
laces.

Socks: Solid white crew or tube socks are required. Tube socks with no logos are required. In ad-
dition, girls may wear white turn cuff  socks, knee socks, or dress tights in school colors. Ankle sport 
socks may not be worn.
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SVDPSchool Uniform Guidelines
Uniform items must be purchased through Classic Design.

Uniform Supplier Information

The official Saint Vincent de Paul uniform may be purchased in San Francisco at the following    
	     location:

Classic Design Uniform Company
1551 Taraval Street
San Francisco, CA 94116
(415) 661-4700

48



Eighth Grade/Student Council Sweatshirts 

Students elected to Student Council have the privilege to wear a student council sweatshirt. These 
sweatshirts may be worn to school in place of  a school sweater except on Mass days.  Eighth grade 
students have the privilege to wear their high school sweatshirt beginning the fourth quarter of  the 
school year except on Mass days.

FREE DRESS DAY

Non-uniform dress is a privilege given for special reasons and may be revoked at any time. Stu-
dents who do not follow Free Dress guidelines will be required to call their parents/guardians to bring 
appropriate clothing and will lose the free dress privilege the next time it is offered. Administration 
reserves the authority to determine if  clothes are appropriate.

Free Dress Guidelines

•	Pants must be worn appropriately. No sagging allowed.

•	Messages of  any kind written on clothing must be appropriate.

•	Belts must be plain with no spikes or studs.

•	Any athletic-type or uniform shoe may be worn. Shoes must be worn and tied appropriately. 
No sandals, flip-flops, boots, open-toed shoes, etc. should be worn. Socks must be worn. If  Free Dress 
falls on a PE day, PE appropriate shoes must be worn (see PE dress guidelines).

•	For girls, tops must be modest with no midriff  showing. No tank tops, halter tops, or spaghetti 
straps will be allowed. Skirts and shorts must be the same length as uniform skirts and shorts (no 
more than 2 inches above the middle of  the knee cap).

•	 Jewelry and make-up guidelines are the same as on uniform days.

The school administration reserves the right to amend the handbook at anytime.  
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