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INTRODUCTION 

The purpose of the Parent/Student Handbook is to insure that parents/guardians and students understand the rules and 
regulations of the school and agree to be governed by them.   

The education of a student is a partnership between the parents and the school.  Just as the parent/guardian has the right 
to withdraw a student, if desired, the school administration reserves the right to require the withdrawal of a student if 
the administration determines that the partnership is irretrievably broken.  (Shaughnessy, 2002) 

THE ADMINISTRATION RESERVES THE RIGHT TO AMEND ANY AND ALL POLICIES OR 
PROCEDURES AT ANY TIME.  THE ADMINISTRATION ALSO RESERVES THE RIGHT TO RULE ON 
ANY ISSUE OR EVENT THAT MAY NOT BE COVERED IN THE HANDBOOK.  

All parents and students will be given a PARENT/STUDENT HANDBOOK and AGREEMENT form at the 
beginning of the school year.  The form must be signed and returned after Handbooks are distributed, by the 
specified due date.  

Every attempt will be made to notify parents/guardians of changes through regular school communications, such as the 
weekly newsletter The Stallion Times, monthly calendars, electronic notification, and official school mailings. 

MISSION STATEMENT 

Firmly grounded in our Catholic heritage, 
we help all achieve personal excellence in spirit, mind and body. 

Following the example of Christ, 
we respect the dignity of each person. 

We inspire lifelong learning in a loving, 
secure Catholic community. 

ACCREDITATION AND AFFILIATIONS 

St. Mary of the Mills School is fully accredited by the Middle States Association of Colleges and Schools Commission 
on Elementary Schools as well as the Southern Association of Colleges and Schools Council on Accreditation and 
School Improvement by the AdvancED Accreditation Commission and Board of Trustees. 

St. Mary of the Mills School is an active member of the National Catholic Educational Association (NCEA). 
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HISTORY AND PHILOSOPHY OF ST. MARY OF THE MILLS SCHOOL 

St. Mary of the Mills School, founded in 1893 by Father Caughy, had a modest beginning.  Using the newly enlarged 
sacristy of the church, 40 students were afforded the opportunity to learn in the Catholic tradition.  A rising enrollment 
necessitated a move, in 1917, to the “Jenkins House”.  The widow of Dr. Theodore Jenkins, the generous benefactor of 
St. Mary’s Chapel, formerly owned this lovely stone house. Initially, the building was named St. Mildred’s Academy to 
honor the sister of the pastor at that time, Father Joseph A. Myer.  The stately home was remodeled and used as the 
grade school until the completion of the present stone and brick structure on the same site in 1953. 

As the town of Laurel grew, so did St. Mary’s Parish. In the late 1980’s the decision was made to expand St. Mary of 
the Mills School, and a plan for a new Parish Education Center was formulated.  In 1990 a parish wide building fund 
effort was launched in order to raise the capital needed for this new center.  Ground breaking for this three-part addition 
took place in August of 1993 and the Myers wing was completed in 1999.  At the present time the school has the 
capacity to enroll over 500 students and is used parish wide for Religious Education, scouts, and various other parish 
functions. 

St. Mary of the Mills School enjoys a long and continuous tradition of excellence from those who devoted themselves 
to the Catholic education of the young people of Laurel.  In 1917, the Sisters of Mercy provided their educational 
leadership to the school community.  From 1921 to 1934, the school was staffed by the Sisters of St. Joseph of Chestnut 
Hill, Pennsylvania.  The Pallottine Missionary Sisters of Huntington, West Virginia have served the school as both 
teachers and administrators from 1934.  Today we still enjoy a working relationship with this order.  In more recent 
years, many lay women and men have dedicated themselves to continuing the legacy of excellence established by our 
predecessors. 

St. Mary of the Mills School is a kindergarten through eighth grade program open to all students of the parish.  The 
program is dedicated to achieving academic literacy for all those who attend, keeping in mind the behaviors, skills, 
knowledge, processes, and attitudes of the individual student.  In addition to an integrated literacy program, St. Mary's 
offers physical education, music, art, foreign language, and technology programs.  For working parents, before and after 
care is available during the school year. 

As we look to the future, our goal is to prepare our students to meet the challenges of our changing world.  To do this, 
we hope to instill in each student a life long love of learning and a commitment to social justice.  We also strive to help 
each student reach his or her potential spiritually, academically, socially, emotionally, and physically.  St. Mary’s 
respects individual differences.  We place a high priority on the need for students to develop self-discipline.  We stress 
accountability and engage in a process of regular evaluation at all levels with a variety of instruments. 

St. Mary of the Mills School is an integral part of our parish community.  We believe parents are the primary educators 
of their student and together we can carry on the mission of evangelization entrusted by Jesus to the Church He 
founded.  In accordance with this mission of the school, we adhere to the laws of the State of Maryland and the 
Archdiocesan Board of Education policy. 
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1.0 SCHOOL HOURS OF OPERATION 

School opens at 7:45 a.m.  Students should not be on school property before 7:45 a.m., unless they are enrolled in 
our Extended School Program.  A tardy bell rings at 8:10 a.m., at which time all students are required to be in their 
classrooms ready for the day's activities.  Dismissal begins at 3:00 p.m.  Please refer to the traffic management 
policy for dismissal times. 

All students not picked up by 3:15 p.m. are sent to St. Mary’s Extended School Program and parents will be 
charged for services by the hour. 

Parents are required to have their student in school on time and are required to pick them up on time. 

Approved – 07/04 
Revised – 07/05 

2.0 ADMINISTRATION 

The administrative team of St. Mary of the Mills School is comprised of the Pastor, the Principal, and the Assistant 
Principal.  The Pastor, as the spiritual leader and chief administrator, is responsible for the total mission of the 
parish.  The Principal, as administrative head of the school, is responsible for the day-to-day operation of the school 
and its instructional programs.  The Assistant Principal is the primary administrative assistant to the Principal and 
assumes responsibility of the school in the Principal’s absence. 

Approved – 07/03 

3.0 ADMISSION/ENROLLMENT POLICIES 

3.1 Admission: 

The Archdiocese Admissions Non-Discrimination Policy can be found on the website of the Catholic Schools Office 
of the Archdiocese of Washington:  www.adwcatholicschools.org 

Since a limited number of student openings are available each school year, we follow these preferential guidelines: 

• First preference for admission is given to Catholic kindergarten applicants from families who are
registered and contributing members of the parish, and currently have siblings enrolled in the school.

• Second preference for admission is given to Catholic applicants from families who are registered and
contributing members of the parish, according to the length of their membership.

• Third preference for admission is given to Catholic applicants from families who have been registered and
contributing members of St. Mary of the Mills Parish for one year or have come from another parish where
they were registered and contributing members for at least one year and are now registered at St. Mary of
the Mills Parish or are members of a participating parish.  (A letter of reference/recommendation from the
previous pastor may be required.)

• Fourth preference for admission is given to non-Catholic applicants.

Approved – 07/03 
Revised – 01/18 

3.2 Enrollment Terms and Conditions: 

“The education of a student is a partnership between the parents and the school.  Just as a parent has the 
right to withdraw a student, if desired, the school administration reserves the right to require the withdrawal 
of a student if the administration determines that the partnership is irretrievably broken.”  (Shaughnessy, 
2002) 
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Communication is vital to the success of your student and must be continually maintained with the school.  This 
includes any information with respect to your student’s academic, social, emotional, and physical needs.  The 
administration reserves the right to determine whether specific needs can be met.  
 
The status of the enrollment will be evaluated on a continual basis.  If the conditions are not being met, 
parents/guardians will be promptly notified and withdrawal procedures may be initiated. 
 
Approved – 07/03 
Revised – 08/10 
 
3.3 Enrollment Status: 
 
All parents and students must sign and return the Parent/Student Handbook Agreement Form.  The form 
will be sent home with your student. 
 
All students are accepted and enrolled in St. Mary of the Mills School on a conditional basis.  All parents and 
students are required to sign and return the Parent/Student Handbook Agreement Form.  By signing this form and 
the Tuition and Fundraising Agreement, you also acknowledge that you will or have read the Handbook and agree 
to all terms and conditions.  Students who do not return a completed and signed Parent/Student Handbook 
Agreement Form will not be permitted to attend school until the signed form is turned in. 
 
Approved – 07/07 
Revised – 08/10 
 
3.4 New Enrollment Conditions: 
 
3.4.1 Parent Expectations: 
 
• Parents are expected to agree to, abide by, and support the philosophy, policies, and procedures of the 
school as stated in this handbook, the tuition and fundraising agreements, and in all other school communications. 
• Parents are expected to support, in words or actions, the administration, faculty, and staff. 
 
Approved – 07/03 
 
3.4.2 Student Expectations: 
 
• Students must maintain a positive Christian attitude and adhere to the Code of Conduct and the Discipline 
Policy set forth in the Parent/Student Handbook.  Likewise, they must abide by all classroom rules and regulations.  
• Students must adhere to, and be successful in, the academic program set forth by the school. 
 
Approved – 07/03 
 
3.5 Re-Enrollment Conditions: 
 
3.5.1 Parent Expectations: 
 

• Parents are expected to continue to agree to, abide by, and support the philosophy, policies, and procedures 
of the school as stated in this handbook, the tuition and fundraising agreements, and in all other school 
communications. 

• Parents are expected to continue to support, in words or actions, the administration, faculty, and staff. 
 
Approved –07/03 
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3.5.2 Student Expectations: 
 

• Students must continue to maintain a positive Christian attitude and adhere to the Code of Conduct and the 
Discipline Policy set forth in the Parent/Student Handbook.  Likewise, they must continue to abide by all 
classroom rules and regulations.  

• Students must continue to adhere to and be successful in the academic program set forth by the school. 
 
Approved –07/03 
 
3.6 Renewal of Enrollment: 
 
Parents will be notified via The Stallion Times and through TADS in the late winter of 2018 when it is time to enroll 
their student(s).  Parents are required to complete this on-line process and submit the appropriate fee by the due date. 
 
Approved – 07/03 
Revised – 08/15 
 
3.7 Withdrawal/Termination of Enrollment: 
 
It is agreed that the financial obligation is for the entire academic year.  Withdrawal/termination of enrollment on 
the part of parent/St. Mary’s School will warrant consideration for release of financial obligations or refund only in 
extreme circumstances.  A refund or release from financial obligation will not be made for any quarter, or portion 
thereof, in which the student has been enrolled.  Prior written notification to the principal of the school is required 
for all student withdrawals. 
 
Approved – 07/03 
 
4.0 FINANCIAL POLICIES & OBLIGATIONS 
 
St. Mary of the Mills School is a parish Catholic school that exists to meet the needs of parishioners and those 
wishing to have their student/students educated in the Catholic tradition.  The annual school budget is developed to 
cover all of the school’s operational costs.  The school’s main source of income is in the form of tuition and other 
required fees.  Every attempt is made to keep these costs at a minimum.  However, just as parents/guardians are 
required to meet their financial obligations in a timely manner, so must the school.   
 
Approved – 08/16 
Revised – 08/16 
 
4.1 Tuition Agreement and Service and Fundraising Obligation Agreement/Fees: 
 
Tuition Agreement is executed online through the TADS Tuition Management System.  The Fundraising/Service 
Obligation form is included in the summer mailing packet and must be returned by the first day of school. 
Parents are required to meet all financial responsibilities as listed below by the due dates. 
  

• Tuition and fundraising fees as listed on the Tuition Agreement and the Service and Fundraising Obligation 
Agreement 

• Registration/Enrollment Fees 
o School Fees: 
o Registration: $125.00 per New Registered Student  

• $100.00 per family (present students), late fees apply. 
• Home and School Association Dues  
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• Other fees that may arise during the school year including but not limited to: 
o Extended School Program Fees 
o Uniform Fees 
o Milk Fees 
o Hot Lunch Fees 
o Graduation Fees 
o Field Trip Fees 
o Damaged/Lost Text Book Fees 
o Returned Check Fees 
o Special Program Fees 
o Library Overdue/Lost/Damaged Book Fees 

 
The school reserves the right to withhold a student’s school record when the parent/guardian fails to meet all 
financial obligations by the due dates.  No report card or parent teacher conferences will be issued for any 
family whose financial obligations are not current. 
 
Approved – 07/04 
Revised – 08/17 
 
4.2 Tuition Rates, Fees, & Policies: 
 
The Tuition Schedule for the 2017-2018 School Year is as follows: 
 
Catholic Rate - $6,900.00 
 
Non-Catholic Rate - $9,300.00 
 
Multiple student scholarships, financial aid, and tuition assistance may be available.  Please see Section 24.0, 
Tuition Assistance Policy, for details and procedures. 
 
Parents who have a student or students in St. Mary of the Mills School understand that in order to be eligible for the 
Catholic Rate for current and subsequent years, they must be registered, contributing members of their parish in the 
Archdiocese of Washington.  Parents will be considered participating members of their parish only if there is a 
record of weekly attendance at their Catholic church. 
 
For families registered at St. Mary of the Mills Church, verifying attendance is the presence of the contribution 
envelope in the collection basket each weekend.  Mailing one’s contribution envelope to the rectory or the school, 
either weekly or monthly, will not make one eligible for the Catholic Rate.  Those who prefer to write one check 
per month, rather than four or five, may place their empty envelope in the collection basket at Mass on the 
weekends, clearly marked “monthly contributor”.  Each year, a review will be made of Mass attendance for each 
family indicating St. Mary of the Mills Church as their parish membership.  For families who have not established a 
satisfactory record of attendance at weekend Mass, their tuition rate will convert over to the Non-Catholic Rate.  
The Pastor is responsible for making that decision. 
 
Families who attend Mass at another Catholic church, or families who are moving into St. Mary of the Mills parish, 
must submit the St. Mary of the Mills School Verification of Catholic Parish Membership form in order to be 
eligible for the Catholic Rate.  This form may be obtained by contacting the school office.  
 
Tuition Payment Options* 
Annual  - July 1 
Semi-Annual - July 1 / January 1 
Quarterly - July 1 / October 1 / January 1 / April 1 
Monthly - July 1 through May 1  
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*Please note:  Tuition payments for the 2017-2018 school year began on July 1, 2017 and run through May 1, 2018.  
These payments cover the 2017-2018 school calendar year which begins August 29, 2017 and ends June 8, 2018. 
 
Extended School Program Fees: 
Billing for students that are enrolled on a continuous basis is now completed monthly, please refer to the 
billing schedule included in the Registration packet. 
Drop-in Before or After Care - $8.00/hour 
If payment for drop in and late pick up is not received at time of service, a $10.00 non-payment fee will be assessed 
to the parent. 
  
LATE PAYMENT 
If your payment has not been received within the 5-day grace period, you will be charged $35.00 by TADS for the 
overdue amount. 
  
If the late tuition has not been received by the 15th of the month, a letter, from administration, will be sent outlining 
the process of removing your student from school if payment is not received within 5 days.  In extenuating 
circumstances  please make an appointment with the administration to discuss your situation. 
  
RETURNED CHECK FEE – $35.00/check for all checks that do not clear the bank 
 
Approved – 07/05 
Revised – 08/17 
 
4.3 Understanding Fundraising at St. Mary of the Mills School: 
 
St. Mary’s School has two types of fundraising: 

• Fundraising Agreement:  Each family is obligated by agreement to generate income for the school’s 
Fundraising Budget.  These funds are used to defray the School’s operating expenses.  Each year the tuition 
is reevaluated based upon the previous year’s expenses and the projected ones for the upcoming year.  
Without the fundraising income, annual tuition increases would be considerably more significant. 

• General Fundraising:  These fundraising activities occur periodically throughout the year by different 
school groups and classes with a specific goal in mind.  For example, the Eighth Grade class has 
traditionally held fundraisers to pay for a class gift.  Although participation in the general fundraisers is 
voluntary, your contributions of time and financial support are greatly appreciated.   

 
Approved – 07/03 
 
4.3.1 FAQ’s Regarding Fundraising: 
 
The following FAQ’s section addresses the Fundraising Agreement only: 
  
Q.  What are the St. Mary’s Fundraising Agreement fundraisers? 
A. Candy Sales  
 CYO 
 Golf Tournament 
 Hot Lunch Volunteer Aides 
 Parish Bazaar 
 Spring Gala 
 Race for Education 
 Fall Festival 
 Yankee Candles 
 
Each of these fundraisers appears and is described on the Service and Fundraising Agreement. 
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Q.  How can the Fundraising Agreement obligation be satisfied? 
A.  The $350.00 obligation can be satisfied through one or any combination of the following: 

1. Service Hours  
2. Selling Products/Purchasing Products 
3. Payment by cash or check. 

 
Q.  Could the three fundraising options be further explained?  
A. Service Hours are earned when you volunteer to assist with certain fundraisers, as detailed in Home and 
School Association Handbook and on the Fundraising Agreement.  Each hour is valued at $10.00.   Please know 
that only specific tasks will be rewarded with Service Hour credits.  Volunteer Service Hours include: 

Hot Lunch Duty 
Campbell Soup Labels 
Tallying/counting funds and orders for fundraising sales – Candy Sale, etc. 
Helping at one of the yearly events – i.e. Spring Gala, Golf Tournament, Fall Festival, etc. 
CYO Coach or Coordinator 

 
While the coordinator for each fundraising activity will submit a report detailing volunteer hours to the school 
bookkeeper, you are encouraged to keep track of your Service Hours and have them verified by the coordinator.  
Volunteers may keep track of their volunteer hours through PTA Solutions. 
 
Selling Products and/or Purchasing Products such as candy allows you to reduce your fundraising obligation.  
Based on your total sales and the profit margin for the fundraiser, you earn credit toward your obligation.  The 
credit for each fundraiser is itemized on the Service and Fundraising Obligation Agreement. 
 
Invoicing and Payment will be done through TADS.  Payment can be made at any time to reduce or satisfy your 
fundraising obligation.  Payment is required to satisfy any remaining balance due at the end of the agreement 
period. 
 
Q. How will I know the balance on my Fundraising Agreement obligation? 
A. You may call the school bookkeeper to get a revised balance.  By May 15th all Fundraising Agreement 
obligations must be fully satisfied. 
 
Q. What is the relationship of fundraising to the Home and School Association? 
A. The Home and School Association is comprised of parents of students at St. Mary of the Mills School.  One 
of the Association’s responsibilities is the management of the Fundraising Agreement and general fundraising 
activities for the school.  A Fundraising Subcommittee, led by the school’s Home and School Chair, develops, 
plans, and monitors the fundraising activities.  Each fundraising coordinator is a member of the subcommittee. 
 
Q.  How do I get selected for fundraising activities?  
A. You are asked to indicate areas of interest when completing the Fundraising Agreement.  After all students 
are registered and Fundraising Agreements are completed, the Home and School Chair will consolidate lists of 
interested parents for each activity.  Although every effort will be made to accommodate your preferences, no 
guarantees can be made.  Service hours and key positions are inherently limited. 
 
The prior year’s coordinator for each fundraising activity is offered the opportunity to continue in the same capacity 
for the upcoming year.  Experience in these positions is preferable as it reduces the risk that a fundraiser will not 
generate sufficient revenue to offset the school’s expenses. 
 
If a new coordinator is needed for a fundraiser, preference is given to a parent who has previous experience as a 
committee member on that activity.  If you aspire to chair an activity, begin by getting involved as a helper and let 
the chairperson know that you desire to be mentored for additional responsibility. 
 
Information about fundraising activities is communicated through The Stallion Times.  It is your responsibility to 
follow through on your interests by contacting the activity coordinator. 
 
Approved – 07/04 
Revised – 08/16 
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4.4 Special Class Fundraising Activities: 
 
Seventh grade students are responsible for hosting the eighth-grade graduation awards dinner/dance.  This event is 
paid for through the fundraising efforts of the seventh graders and their parents.  A parent meeting is held at the 
beginning of the seventh-grade year to establish guidelines and come up with ideas for fundraising throughout the 
year.   
 
Approved – 07/03 
Revised – 08/11 
 
4.5 Classroom Parties/School Events: 
 
Classroom parties are held throughout the year for holidays and special events.  The room parents, at the direction 
of the classroom teacher, coordinate parties.  Parents may be asked to donate food or party items.  Additionally, 
various school events are held throughout the year, e.g., Grandparent’s Day, Kindergarten Tea, etc.  Please refer to 
Section 18.0 Parent Involvement and Volunteer Service.  Due to insurance regulations, siblings/non-St. Mary’s 
students may not accompany parents when they do volunteer at the school or attend specifically identified school 
events, during school hours.  Food for student birthday’s should be left in the lobby (small snack, no party). 
 
Approved – 07/03 
Revised – 08/16 
 
4.6 Textbook Maintenance: 
 
St. Mary of the Mills School does not charge a separate textbook fee; however, all students are required to maintain 
their textbooks in the condition in which they receive them.  Students may be required to sign a Condition of Textbook 
Acknowledgement at the beginning and end of each school year for each textbook they are issued.  Parents are 
financially responsible for any damage that occurs to a textbook while in the possession of their student. 
 
Approved – 07//03 
Revised – 08/16 
4.7 Lost/Damaged Library Books: 
 
Parents will be required to pay for the cost of lost or damaged library books.  Due to the nature and use of library books, 
the school will order and replace all lost or damaged library books.     
 
Approved – 07/05 
 
5.0 ACADEMIC POLICIES 
 
St. Mary of the Mills School follows the Academic Standards set forth by the Catholic Schools Office of the 
Archdiocese of Washington.  These standards are posted on the school’s website at:  www.stmaryofthemills.org 
(under the “Academics” tab). 
 
Formal daily instruction at all grade levels occurs in the following core areas:  religion, language arts, mathematics, 
science, and social studies.  St. Mary of the Mills School also provides instruction in the following related arts 
areas:  computer-technology, music, art, physical education, library/media and research, foreign language, and 
guidance.  Faculty and staff utilize differentiated instructional practices to meet the needs of all students.   
 
Approved – 07/05 
Revised – 08/10 
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5.1 Special Learning Needs: 
 
St. Mary of the Mills School has a philosophy of inclusion for all students whose parents wish for them to receive a 
Catholic school education provided the school can meet their educational needs with reasonable 
accommodations.  This philosophy is consistent with the mission of the Catholic Church in viewing students with 
learning differences as students of God and members of the Church.  Parents of a student with learning differences 
are required to work collaboratively with the administration and the resource team.  This includes providing the 
school with the student’s educational, physical, and psychological testing results, reports and recommendations, and 
allowing school personnel to consult with outside professionals regarding the recommendations.  Parents will also 
be asked to work with the administration and the resource team to locate resources and funding necessary to 
provide appropriate accommodations.  
 
Approved – 07/03 
Revised – 07/05 
 
5.2 Homework Policy: 
 
Homework is an essential part of the total education of the student.  The purpose of homework is to reinforce learning 
and to develop study skills so that the student may become an independent learner.  Homework, which includes both 
written and study assignments, is intended to reinforce learning concepts already presented in class.  Students should 
have the skills necessary to complete the assignment independently.  They should present finished assignments to 
parents for approval and/or signature as required by the teacher.  The accuracy and understanding of homework is 
between the teacher and student.  Assuming the responsibility for completing homework is part of the maturation 
process of the student.  In the beginning stages, the parent must accept responsibility to supervise the completion of 
homework; however, as the students mature beyond the primary level, they should begin to assume greater personal 
responsibility until they arrive at the stage where they are fully responsible and self-directed.  This development never 
precludes parental care, interest, and supervision.  Confer with your student’s teacher about homework. 
 
Homework should also stimulate originality and creativity, and for this reason, enrichment assignments and projects are 
given.  It is understood that the teacher, student, and parent each have a part in the successful completion of homework 
assignments.  The teacher provides instruction and appropriate feedback.  The student completes assignments according 
to the criteria established by the teacher in September.  The parent provides the work area, time, and conditions 
necessary.  Many parents have found that controlling T.V. games, radio, computer, and telephone use ensures time for 
homework and provides the appropriate atmosphere. 
 
Students are responsible for making up all work when absent.  Requests for make-up work, made early in the day by 
phone to the school office, will be given to the student’s homeroom teacher and every effort will be made to honor the 
request.  Assignments and books may be picked up in the lobby, after 3:15 p.m., or they may be sent home with another 
student. 
 
The following time allotments are suggested by the school faculty for homework.  This includes total written and study 
assignments.  It should be understood that such factors as attention span, proper working habits, and study conditions 
make this time allotment a variable one.  Suggested work time per day is: 
  
 Grades K - 1.........................30 minutes 
 Grades 2 - 3......................…45 minutes 
 Grades 4 - 5.....................….60 minutes 
 Grades 6, 7 and 8................120 minutes 
 
Ultimately, the student will remain responsible for the completion of all homework assignments. 
 
Approved – 07/03 
Revised – 08/12 
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5.3 Evaluation/Assessment: 
 
The staff of St. Mary of the Mills School is committed to providing an excellent Catholic educational experience 
for each student in a positive and rewarding environment.  Effort is made to ensure that each student meets with 
success as they explore the academic disciplines and acquire problem-solving skills.  To that end, evaluation 
emphasizes growth as opposed to achievement alone.  These assessments take into consideration class participation, 
group work, Christian attitude and effort, general development, and individual growth.  A variety of assessment 
instruments are used to determine student progress.  Choice of assessment instrument is determined by each 
teacher.  Separate provisions are made for reporting growth for students with special needs.  In order to maintain 
ongoing communication between home and school, weekly folders, homework assignment books, and/or progress 
reports are used. 
 
Approved – 07/03 
Revised – 8/17 
 
5.4 Grade Scale: 
 
Kindergarten - Assessed twice yearly. 
 Mastery of Content/Skill………………….…M 
 Progressing Satisfactorily………………….…P 
 Needs More Time to Develop Skill………….N 
 Not Applicable……………………………..N/A 
 
Grades 1-2 - Use an Archdiocese of Washington standards-based report card.  Progress indicators are given as 
follows: 
 EE – Exceeds Expectations 
 ME – Meets Expectations 
 AE – Approaching Expectations 
 NE – Not Approaching Expectations 
 
Grade 3 - Uses a report card that indicates progress with the following codes: 
 E – Excellent 
 G – Good 
 S – Satisfactory 
 I – Improvement Needed 
 U – Unsatisfactory 
 
Grades 4 – 8 
 93 – 100  A 
 85 – 92   B 
 77 – 84   C 
 70 – 76   D 
 Below 70  F 
 
 Excellent…………………………….E 
 Good…………………………….…..G 
 Satisfactory………………………….S 
 Improvement Needed.…….…………I 
 Unsatisfactory…..………….………..U 
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Students in grades 6, 7, and 8 shall be eligible for the honor roll if the following criteria are met. 
 
 Honor Roll Criteria 
 Principal’s List…………..All A’s & E’s 
 High Honors……………..All A’s and one B (no “S”) 
 Honors……..…………….All A’s and B’s (no I/U) 
 
A student will be disqualified from the honor roll if in the current reporting period she/he receives an I or U in one of 
the Related Arts classes. 
 
Approved – 07/03 
Revised – 08/17 
 
5.5 Report Cards: 
 
The Archdiocese of Washington (ADW) Catholic Schools Office, in conjunction with a committee of 
representatives from Catholic Schools in the Archdiocese, designed the current reporting standards and quarterly 
report cards.  In 2010-2011 the ADW began revising the report cards starting with Pre-Kindergarten/Kindergarten.  
In 2011-2012, the new report card format was released for grades 1-2 and piloted by St. Mary of the Mills School.  
Additionally, in this 2017-2018 school year, all grades will use the ADW electronic report card through PlusPortals.   
 
Report cards are made available semi-annually for Kindergarten and quarterly for grades 1-8 (please refer to the school 
calendar).  For the 2017-2018 school year, report cards will be available on PlusPortals for grades Kindergarten 
through 3rd grade and for Grades 4th-8th.  Marks are based on the actual achievement of the student according to his/her 
grade or level of instruction.  These marks are based on the student’s daily performance, homework assignments, 
weekly tests, unit tests, class participation, and in the upper grades, on the results of projects and papers assigned and on 
semester tests.   
 
Approved – 07/04 
Revised – 08/17 
 
5.6  Progress Reports: 
 
For students in grades 1-3, progress reports may be issued at the midpoint of each quarter if a teacher has an academic 
concern.  Behavior concerns may also be addressed on the mid-quarter progress report.  Progress Reports are not part of 
a student’s Permanent Academic Record.  They are intended to give parents/guardians an indication of a student’s 
academic and behavioral progress to the mid point of the quarter.  These reports will be mailed directly to the parents 
and must be signed by the parents and returned to school the next day.  Parents of students in grades 4-8 may check 
their student’s progress on the on-line PlusPortals system.   
 
Approved – 07/04 
Revised – 08/16 
 
5.7 Promotion/Retention and Required Summer School: 
 
Promotion of students is normally expected.  In grades 1 – 8 promotion will be primarily on the basis of the 
student’s ability to achieve grade level objectives and participate in the life of the class with consideration of 
maturity and social development. 
 
Retention in the primary grades is normally dependent upon the development of reading and language arts skills.  
Retention in grades 4 through 8 is normally dependent on achievement in the basic skills subjects including 
Religion, Mathematics, and Language Arts.  Failure in two of the basic skills subjects or in one of the basic skills 
subjects plus another academic subject is a basis for retention. 
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Parents will be notified at the end of the third quarter if there is any possibility of retention, failure, or dismissal of a 
student for academic reasons. 
 
The same requirements and procedures that apply for promotion at other levels hold for promotion of students to 
merit a diploma.  Diplomas will be issued to those students who have successfully completed the eighth grade 
requirements.  Those who have not successfully completed the requirements may be issued a certificate of 
attendance.  
 
A student in any grade who has received a D, F, or U as a final grade in an academic subject area may be required 
to attend summer school.  Written proof of attendance and a passing grade in each specified subject area is required 
before the student is promoted to the next grade in St. Mary of the Mills School. 
 
The administration reserves the right to make the final decision regarding the retention, promotion, or 
academic dismissal of any student. 
 
Approved – 07/04 
Revised – 07/05 
 
5.8 Standardized Testing: 
 
Students in grades 2-8 participate in the Scantron Performance Series Benchmark testing three times throughout the 
school year.  At the end of the school year, parents are provided with detailed information from the testing.  Eighth 
grade students also take an Archdiocesan High School Assessment in the late fall.  Additionally, an Archdiocesan Faith 
Knowledge Assessment is administered to students in grades 3 through 8 during the school year.  
 
Approved – 07/04 
Revised – 08/13 
 
6.0 ATTENDANCE POLICIES 
 
6.1 Absences: 
 

• Parents/Guardians are required to inform the school by 9:00 a.m. that their student will be absent for the 
day.  If you know that your student will be absent for several days in a row, one phone call will be 
sufficient for reporting days of absence.  When a student is absent and parents/guardians have not called, 
the school will telephone them. 

• Parents may request homework for the day when calling to report student absence. Homework will be 
available for pick-up in the lobby after 3:15 p.m., only after this request has been made.  (Please refer to 
Section 5.2, Homework Policy.) 

• Parents are required to document the reason for absence in a note, which their student will present to their 
homeroom teacher upon return to school after their absence.  The following are valid reasons for excused 
absences from school (if properly documented by the student’s parent or guardian upon the student’s return 
to school): 
1. Illness of the student (after three days of illness, student must provide medical documentation that 

indicates that the student is able to return to school); 
2. Death in the student’s immediate family; 
3. Necessity for a student to attend a judicial proceeding; 
4. Lawful suspension or exclusion from school by chief administrative officer. 
5. Temporary closing of facilities or suspension of classes due to severe weather, official activities, 

holidays, malfunctioning equipment, unsafe or unsanitary conditions, or other conditions requiring 
closing or suspension of classes; and 

6. Other absence(s) approved in advance by the principal upon the written request of a parent or guardian. 
Sufficient notice should be given to the school in order to provide expected student work to be 
completed while absent. Failure to provide sufficient time may result in an unexcused absence.  
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• Any absence that does not fall into one of the above categories, or is not properly documented by the student’s 
parent/guardian, is an unexcused absence. 

• If a student arrives later than 11:30 a.m. he/she is considered absent for ½ day. 
• Likewise, if a student must leave school any time before 11:30 a.m. and does not return to school he/she is 

considered absent for ½ day. 
• No student will be admitted to school after 1:00 p.m. 

 
Parents should plan vacations to coincide with the school calendar.  Our weekly school newsletter, The Stallion 
Times, as well as our website (www.stmaryofthemills.org) contain calendar updates.  If, however, it is absolutely 
necessary for a student to be absent for reasons other than illness, a teacher would not necessarily be expected to 
provide advance assignments or make up tests.  Vacations during school time are therefore discouraged. 
 
Approved – 07/04 
Revised – 08/17 
 
6.2 Tardiness/Early Dismissals: 
 

• Any student not in the school building after the 8:10 a.m. bell will be marked absent. 
• If late, the student must be signed in at the front office by the person dropping him/her off. 
• If it is necessary for a student to leave school at any time during the school day, the student must bring a 

note from home requesting permission for early dismissal and give it to their homeroom teacher.   
• Early dismissal students must be picked-up no later than 2:40 p.m.  Parents are requested to park at the 

flagpole in the St. Mary’s Parking lot.  (ABSOLUTELY NO STUDENTs WILL BE DISMISSED TO 
ANY LOCATION OTHER THAN ST. MARY’S SCHOOL PARKING LOT.) 

• Before leaving the school the parent/guardian must sign the student out at the front office. 
 
Approved – 07/03 
Revised – 07/16 
 
7.0 EXTENDED SCHOOL PROGRAM 
 
St. Mary of the Mills School offers Before and After Care for students enrolled at St. Mary's. Before Care is 
available beginning at 7:00 a.m.  After Care is available from 3:15 p.m. until 6:00 p.m.  There is a late fee for 
parents picking up students after 6:00 p.m.  St. Mary's After Care is always available if the students are in school 
and an emergency arises causing the school to close.  Please refer to Section 11.5 for further clarification of 
emergency procedures.) 
 
Approved – 07/04 
Revised – 08/14 
 
8.0 COMMUNICATION 
 
Open communication between the home and school is of the utmost importance in maintaining a productive 
relationship with all the stakeholders of the school.   
 
Approved – 07/03 
 
8.1 The Stallion Times/PTA Solutions/PlusPortals: 
 
The school’s weekly newsletter, The Stallion Times, is one of the school’s most vital communication tools.  This 
weekly newsletter describes pertinent school information such as general tuition and financial obligation reminders, 
calendar updates, details on upcoming events, and addendums to the Parent/Student Handbook.  In our continual 
effort to “go green”, The Stallion Times will be available electronically, on the school website 
(www.stmaryofthemills.org), at the conclusion of each Friday.  Additionally, each teacher will have their own form 
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of weekly communication with parents such as teacher web pages, Friday Folders, or classroom bulletins.  PTA 
Solutions, along with being the means of ordering hot lunch, is another important method of communication.  The 
school will email a user ID and key to create an account in PlusPortals.  This system, is the school’s method of 
“Electronic Communication” used to keep families up to date in the event of emergencies, calendar changes, and 
other miscellaneous items and events.  If you need assistance in obtaining your “key” to create an account, please 
contact the school’s main office. 
 
Parents are asked to read all school communications thoroughly. 
 
Approved – 07/04 
Revised – 08/17 
 
8.2 Parent/Teacher Conferences: 
 
Parent/Teacher conferences are scheduled in November and in February.  If parents wish to have a conference at 
some other time, they may contact the teacher by e-mail, or by calling the school office and leaving a message.  
Please do not contact teachers at home unless specifically requested to do so.  Please follow instructions in the The 
Stallion Times for scheduling a Parent/Teacher Conference. 
 
In order to give parents’ concerns undivided and appropriate consideration, all conferences with 
teachers/administrators must be made by appointment only.  Parents may not walk into the school building before 
school, at lunch, or after school for the purpose of conferencing with a teacher/administrator.  
 
Complaints should be handled at the lowest possible level.  Persons with concerns about school personnel should 
first attempt to address the concern with the individual.  Only after such attempts have failed should the 
administration be contacted. 
 
The administration reserves the right to be present at any conference with the teacher and parent. 
 
Approved – 07/04 
Revised – 07/05 
 
9.0 CONFIDENTIALITY 
 
School personnel will keep confidential information entrusted to them so long as no one’s life, health, or safety is in 
jeopardy.  The parent/guardian of the student will be promptly notified of any concerns. 
 
Approved – 07/03 
 
9.1 Student Records: 
 
St. Mary of the Mills School will maintain an academic file for each student enrolled for the duration of their 
enrollment in the school.  The contents of this file include: student enrollment application, copies of report cards, 
standardized testing records, health records, sacramental information, emergency information sheets, and may 
include samples of student work.  This information is available for review by faculty, office staff, administration, 
and for any parent who may wish to see their student’s file.  Student records are not released to parents.  Student 
files must be requested from “new school.”  
 
If a parent/guardian wishes to review their student’s record, they may do so only after submitting a request in 
writing, twenty-four (24) hours prior to the review date. 
 
The administration reserves the right to be present when student files are being reviewed by 
parents/guardians. 
 
Approved – 07/04 
Revised – 08/16 
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9.2 Educational Assessment and Psychological Testing: 
 
In order to ensure that each student’s educational emotional needs are being met appropriately, it is crucial to 
inform the school’s resource team (the Principal, Assistant Principal, the Resource Teacher, the Guidance 
Counselor, and the teacher) of any psychological assessments, educational testing, and documentation pertaining to 
academic learning or emotional disability.  Sharing this information with the resource team will help in making 
appropriate accommodations and recommendations to the student’s educational program.  This information will be 
kept confidential and secure. 
 
Approved – 07/03 
Revised – 08/17 
 
10.0 COUNSELING PROGRAM 
 
St. Mary of the Mills School is fortunate to employ the services of a School Counselor.  The Counseling 
Department is devoted to identifying and addressing the varying needs of our diverse student population.  
Comprehensive plans are created to address cognitive, academic, behavioral, social, and personal functioning.  
 
The duties of the School Counselor include:  

1. Working with individuals or small groups to address a variety of issues; 
2. Consulting with parents, teachers, educators, and other professionals to work towards student success in all 

aspects of functioning;  
3. Providing referrals for school or community support services; 
4. Promoting peer mediation; 
5. Intervening and advocating at the systemic level 

 
Professional counseling services, at the parent’s/guardian’s expense, may be required for students as a result of a 
disciplinary action as per the Discipline Policy. 
 
Approved – 07/03 
Revised – 08/15 
 
10.1 Archdiocesan Catholic School Counseling Services   
  
In the event of an emergency or crisis, the Archdiocese of Washington may send a team of school counseling 
professionals to St. Mary of the Mills School.  One-time, initial counseling services may be rendered to students by 
school or archdiocesan counseling staff in the event of a crisis or emergency.  
 
Approved – 08/11 
 
11.0 CRISIS/EMERGENCY/INCLEMENT WEATHER POLICIES 
 
11.1 Comprehensive School Crisis Plan: 
 
St. Mary of the Mills School has a Comprehensive School Crisis Plan as per the requirements of the Archdiocese of 
Washington Office of Catholic Schools.  In the event of an emergency or crisis situation we will follow 
announcements regarding the PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS for closings.  If there is 
a localized situation, parents are instructed to listen to local radio or television stations for more information 
regarding St. Mary of the Mills School specifically.  If students need to be evacuated from the school building, 
they will be assembled at the Phelps Center, Boys & Girls Club parking.  Parents are instructed to follow the 
directives of school personnel and the local public safety officials. 
 
Approved – 07/03 
Revised – 08/17 
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11.2 Sheltering in Place Plan: 
 
In light of the current world situation and as per the requirements of the Archdiocese of Washington, our school has 
established a Sheltering in Place Plan and a Lock Down Plan.  In the event we need to activate these plans, 
parents will be instructed to follow the directives of the public safety officials covering our jurisdiction. 
 
Approved – 07/03 
 
11.3 Inclement Weather: 
 
In case of inclement weather, parents are instructed to listen to the local radio and television stations regarding 
closings, late openings, or early dismissals.  We follow PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS 
for weather related emergencies. 
 

When St. Mary of the Mills School is scheduled for a 12:30 p.m. dismissal the following will be in effect: 
 
If PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS open two hours late, St. Mary’s School will be closed. 
 
If PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS open one hour late, St. Mary’s School will open one 
hour late and still dismiss at 12:30 p.m. as scheduled. 
 
If PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS have a previously scheduled teacher in-service/no 
school for students day, during weather related emergencies, St. Mary of the Mills School will follow the 
announcement of the Archdiocese of Washington. 
  
Approved – 07/03 
Revised – 07/05 
 
11.4 Other Emergencies: 
 
In case of other emergencies, such as, no heat, or no water, the school administration will inform the Catholic 
Schools Office of the Archdiocese of Washington.  ADW personnel will telephone the local radio and television 
stations with an announcement closing school and parents will be notified through PlusPortals, our mass 
communication system.  Parents are requested to pick up their student as soon as possible.   
 
Approved – 07/03 
Revised – 08/17  
 
11.5 Extended School Program During Emergencies: 
 
When St. Mary of the Mills School is in session, if PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS open two 
hours late, our Extended School Program will open at 9:00 a.m.  When school closes early, due to emergency 
situations, our After Care Program will also close early.  All parents are requested to arrive as soon as possible, so 
that everyone may get home safely. 
 
Approved – 07/03 
Revised – 08/14 
 
12.0 CUSTODY ISSUES 
 
All divorced, separated, and never married parents are required to furnish the school with a court-certified 
copy of the custody documents.  This information will help the school administration in determining when, if 
ever, a student can be released to the non-custodial parent. 
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St. Mary of the Mills School abides by the Buckley Amendment with respect to the rights of non-custodial parents.  
In the absence of a court order to the contrary, the school will provide the non-custodial parent with access to the 
academic records and other school information regarding his/her student.  If there is a court order specifying that 
there is to be no information given, it is the custodial parent’s responsibility to provide the school with a court-
certified copy of the order. 
 
Approved – 07/04 
Revised – 07/05 
 
13.0 EXPECTATIONS/CODE OF CONDUCT/DISCIPLINE POLICY 
 
The Principal is the final recourse in all disciplinary matters and reserves the right to determine the appropriateness 
of an action if any doubt arises. 
 
Approved – 07/03 
Revised – 08/10 
 
13.1 Parents as Partners: 
 
Parents/Guardians and students understand and acknowledge the Roman Catholic religious nature of St. Mary of 
the Mills School.  Parents/Guardians and students agree not to publicly repudiate the teachings and traditions of the 
Roman Catholic Church, and will respect and support the unique identity that St. Mary of the Mills School derives 
from its Catholic faith.  As the primary educators of their student, parents/guardians will not act in ways that 
contradict the Catholic nature of St. Mary of the Mills School.  Parents/Guardians shall cooperate fully with the 
school and the students shall participate in all required school programming, including instruction in the Catholic 
faith and attendance at Mass.  As the primary educators of the students, parents/guardians agree to act in ways that 
promote the best interests of the church and school and will comply with the policies of the Archdiocese of 
Washington and St. Mary of the Mills School.  As partners in the educational process at St. Mary of the Mills 
School, we ask parents: 
 
To set rules, times, and limits so that your student: 

• Gets to bed early on school nights; 
• Arrives at school on time and is picked up on time at the end of the day; 
• Is dressed according to the school dress code; 
• Completes assignments on time; and 
• Has hot lunch or nutritional sack lunch every day. 

 
To actively participate in school activities such as Parent-Teacher Conferences; 
 
To notify the school with a written note when the student has been absent or tardy; 
 
To notify the school office of any changes of address, important phone numbers, or email addresses;  
 
To meet all financial obligations to the school; 
 
To inform the school of any special situation regarding the student’s well-being, safety, and health; 
 
To complete and return to school any requested information promptly; 
 
To read school notes and newsletters and to show interest in the student’s total education; 
 
To support the religious and educational goals of the school (such as attending Mass/Religious Services 
weekly and living the faith by word and example); 
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To support and cooperate with the discipline policy of the school; 
 
To ensure that each enrolled student has read and/or understands St. Mary of the Mills School 
Expectations/Code of Conduct/Discipline Policy; 
 
To treat and communicate with all teachers, staff, and administrators with respect and courtesy. 
 
13.2 Parent’s Role in Education: 
 
We, at St. Mary of the Mills School, consider it a privilege to work with parents in the education of students 
because we believe parents are the primary educators of their student.  Therefore, it is your right and your duty to 
become the primary role models for the development of your student’s life---physically, mentally, spiritually, 
emotionally, and psychologically.   Your choice of St. Mary of the Mills School involves a commitment and 
exhibits a concern for helping your student to recognize God as the greatest good in his/her life. 
 
A good example is the strongest teacher.  Your personal relationship with God, with each other, and with the 
church community will affect the way your student relates to God and others.  Ideals taught in school are not well 
rooted in the student unless these are nurtured by the example of good Catholic/Christian morality and by an 
honest, personal relationship with God in your family life. 
 
Once you have chosen to enter into a partnership with us at St. Mary of the Mills School, we trust you will be loyal 
to this commitment.  During these formative years (K to 8), your student needs constant support from both parents 
and faculty in order to develop his/her moral, intellectual, social, cultural, and physical endowment.  Neither 
parents nor teachers can afford to doubt the sincerity of the efforts of their educational partner in the quest of 
challenging, yet nourishing, the student to reach his/her potential.  It is vital that both parents and teachers 
remember that allowing oneself to be caught between the student and the other partner will never have positive 
results.  To divide authority between school and home or within the home will only teach disrespect of all 
authority.  If there is an incident at school, you as parents must make investigation of the complete story your first 
step.  Evidence of mutual respect between parents and teachers will model good mature behavior and relationships. 
Students are naturally eager to grow and learn.  However, sometimes in the process of maturation new interests 
may cause them to lose focus.  As this natural process occurs, the student needs both understanding and 
discipline.  At times, your student may perceive discipline as restrictive.  However, it is boundaries and limits 
which provide a young person with both guidance and security. 
 
It is essential that a student take responsibility for grades he/she has earned and be accountable for homework, long-
term assignments, major tests, service projects, and all other assignments.  This responsibility also extends to times 
of absence. 
 
Together, let us begin this year with a commitment to partnership as we support one another in helping your student 
to become the best person he/she is capable of becoming. 
 
Approved – 07/03 
Revised – 08/11 
 
13.3 Student Expectations & Code of Conduct: 
 
Students of St. Mary of the Mills School, acknowledge that their Catholic school education is an opportunity to 
grow in love and knowledge of God, themselves, and their world.  To do this students will: 
 

1. Be respectful of others at all times. 
2. Follow the directions of the priests, principal, assistant principal, teachers, school staff, and parent 

volunteers who help them learn. 
3. Greet everyone in a polite and courteous manner. 
4. Take care of learning materials, school, and Church property. 



 20 

5. Be responsible for their own actions and practice self-control. 
6. Understand that they are students of St. Mary of the Mills School at all times and if students engage in 

behavior that is detrimental to the reputation of the school, whether inside or outside the school, they may 
be disciplined by the school administration. 

7. The goal of the student Code of Conduct is to unify the school with regard to expected behaviors involving 
shared spaces.   

8. The Code of Conduct should help our students understand what behaviors are expected of them.  The aim is 
to establish a safe environment, a sense of order, and a standard of acceptable behavior. 

 
Approved – 07/03 
Revised – 08/17 
 
13.4 School Rules: 
 
To show respect for teachers and fellow students: 

1. QUIET will be maintained in the corridors while classes are in session. 
2. Students are to refrain from leaving trash and/or debris in the hallways, and from leaving black shoe marks 

on walls, floors, and doors. 
3. Students are to refrain from touching corridor walls and any items displayed on bulletin boards, unless 

directed to do so by a teacher.  
4. Students are to refrain from touching other students. Students are expected to respect the personal space of 

others at all times.  
 
The following are the standard classroom policies.  Classroom teachers and monitors may establish additional rules, 
regulations, and expectations in accordance with the Gospel values and teachings of the Catholic Church as they 
see fit in order to maintain an atmosphere for learning that are not listed here.  Students are to adhere to the 
following rules as well as those established by classroom teachers and monitors. 

1. Students are to be in their seats when class begins.  They are not to leave their places in the classroom 
without explicit permission. 

2. Each student is to have all the necessary materials for class and be in the correct uniform for the day. 
3. Students are to be attentive to the teachers and to participate actively in all class activities assigned by the 

teacher.  They are not to do work for another class or read other materials, unless given explicit permission 
to do so by the teacher.  Materials for another class or for non-class activities should not be on the student’s 
desk. 

4. Students are to refrain from talking out without permission and from talking to others while instruction is 
going on, during study periods, or when tests are underway. 

5. Students are to avoid any action that is distracting to the learning process in the classroom. 
6. Students are responsible for the cleanliness around their chairs, in their desks, etc. Students should dispose 

of any trash around their desks at the end of the school day. 
7. Students are to refrain from insulting expressions, overt demonstrations of disapproval, and all other 

behavior disruptive to the classroom situation.  They are not to raise issues about their tests, grades, and/or 
behavioral consequences during class, but rather they should see the teacher when it is convenient in order 
to resolve such difficulties. 

8. Students are to always enter and leave a classroom quietly. 
9. The location of the desks, the condition of the windows, blinds, etc. is the teacher’s responsibility; students 

are not to regulate these unless directed to do so. 
10. Chewing gum is prohibited throughout the school at all times. 
11. Students will respect items belonging, or assigned, to fellow students.  This includes items contained within 

student lockers, backpacks, and/or purses.   
 
Approved – 07/03 
Revised – 07/17 
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13.5 Discipline Policy: 
 
13.5.1 Rationale 
 
One of the primary goals of Catholic school education is to assist parents with the religious formation of their 
student.  We aim to accomplish this by endeavoring to keep Jesus Christ at the center of the education 
process.  Jesus is the perfect image of God the Father and is, indeed, the reason for our existence, the unseen 
Teacher in every classroom, and the ultimate model of behavior within the school community. 
 
With this in mind, our discipline structure is geared toward empowering young people entrusted to our care with the 
ability to make good choices and to recognize themselves, as well as others, as created in God’s image.  In this 
spirit, it is the responsibility of St. Mary’s School community to create a welcoming environment in which 
everyone feels he/she belongs and feels secure.  Students and teachers alike thrive in an atmosphere of mutual trust 
and respect.  This policy is an expression of our desire to make St. Mary’s a community of peace by reminding us 
that peaceful behavior is the only acceptable behavior in our school. 
 
It is our hope that this philosophy of discipline will enable all members of the St. Mary’s School community to 
participate in the promotion and development of a peaceful environment that actively respects the dignity of 
all.  Such a community atmosphere will provide the parameters within which all members of the school community, 
especially our students, will have the freedom to grow in their love for God as well as in their love and respect for 
themselves and one another. 
 
13.5.2 Principles: 
 

1. It is the obligation of the school to maintain a safe place for students and an acceptable learning 
atmosphere. 

2. Disciplinary action should be preventative and corrective. 
3. Written records will be maintained of all significant disciplinary action taken with a student for the duration 

of his/her enrollment. 
 
Approved – 07/03 
 
13.6 Threats 
 
In the event of any actual or perceived threat of violence or other inappropriate/illegal behavior, St. Mary of the 
Mills School reserves its right to take any and all actions it deems necessary for the health and safety of its school 
community, including the individual(s) making the threat.  These actions may include contacting law enforcement 
offices, mental health professionals, and/or any other outside experts as the school official(s) deems necessary.  A 
student who makes a threat of violence may be required to remain off school property until a mental health 
professional certifies that the student is not a danger to him/herself or others, or may be subject to disciplinary 
action, including expulsion. 
 
Approved – 08/13 
Revised -08/17 
 
13.7 Harassment & Bullying: 
 
St. Mary of the Mills School is committed to providing a physically safe and emotionally secure learning 
environment that is free from harassment or bullying in any form, including cyber bullying.  Harassment or 
bullying of any student by another student, lay employee, volunteer, religious, or priest is prohibited.  Additionally, 
harassment or bullying of any St. Mary of the Mills employee or volunteer by a student, parent, family member, or 
friend is prohibited.  All reports of harassment or bullying, whether intentional, in jest, or online, will be treated 
seriously.  The principal’s review and investigation of a credible allegation will be done in a prompt, confidential, 
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and thorough manner.  The administration, in accordance with state laws, will determine the appropriateness of 
action, if any. 
 
Approved – 07/03 
Revised – 08/10 
 
13.7.1 Prevention Programming 
 
As a Catholic school, St. Mary of the Mills School believes and teaches that each of us is called to love our 
neighbor and to treat them with respect.  St. Mary of the Mills School is committed to providing a physically safe 
and emotionally secure learning environment that is free from bullying, harassment, and intimidation in any form, 
including cyberbullying.  Bullying, harassment, and intimidation of any member of the school community is 
prohibited.  All reports of bullying, harassment, and intimidation will be treated seriously.  The principal’s review 
and investigation of a credible allegation will be done in a prompt, confidential, and thorough manner. 
 
The reprisal or retaliation against anyone who report acts of bullying, harassment, and intimidation is strictly 
prohibited.  All reports of reprisal or retaliation will be treated seriously.   
 
Bullying, harassment, and intimidation mean any intentional written, verbal, or physical act, including electronic 
communication (telephone, cellular phone, computer, pager, iPod, etc.), that: 

1. Physically harms an individual; damages an individual’s property; substantially interferes with an 
individual’s education or learning environment; or places an individual in reasonable fear of harm to the 
individual’s person or property; and 

2. Occurs on school property; at a school activity or event; on a school transportation vehicle or bus; or 
substantially disrupts the orderly operation of a school, such as an event initiated through social media or at 
a non-school event which interrupts instruction. 

 
Approved – 08/11 
 
13.8 Verbal/Written Warnings: 
 
Verbal/Written warnings may be issued for first or second violations of school or classroom rules and expectations. 
 
Approved – 07/03 
Revised – 08/10 
 
13.9 Compensatory Detention Time (CDT): 
 
CDT may be issued for a breach or violation of school or classroom rules and expectations, or to make up learning 
time missed due to the teacher having to address an issue during school/class time.  Parents/Guardians are provided 
with notification of the CDT.  The day, date, and time of the CDT are at the discretion of the issuer of the 
CDT.  CDT’s may occur during the school day during the student’s lunch, recess, and/or after school.  The time 
spent in CDT is where students have the opportunity to discover, reflect, learn, and possibly write about how to 
modify their behavior and actions and make better decisions.  CDT takes precedence over appointments, practices, 
lessons, tutoring, ballgames, etc. 
 
Approved – 07/03 
Revised – 07/17 
 
13.10 Suspension: 
 
In serious cases of repeated violation of school rules, regulations, and expectations, a suspension may be 
issued.  Suspension is a time for students to think, pray, and reflect on how they will change their behavior and 
actions and make better decisions when they return to school. 
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Students will receive an In-School Suspension for violations of rules in which no physical or mental harm was 
inflicted on another person or persons.  Students who receive an In-School Suspension will be assigned to a 
location away from his/her classroom that will be supervised by an adult.  Parents/Guardians will be contacted 
immediately by administration and informed of the circumstances that led up to the In-School Suspension. 
 
Students who receive an Out-of-School Suspension require the parents/guardians to meet with the Principal 
immediately. During the conference, an explanation will be given as to the circumstances that led up to the Out-of-
School Suspension.  The parent/guardian must then keep the student home for the specified number of days. 
  
The following types of behavior that warrant suspension include, but are not limited to: 

• Blatant disrespect to teacher, staff and/or student(s) 
• Violent fighting and acts of violent behavior 
• Verbal assault on a student, teacher, or staff 
• Threatening or intimidating a student with physical harm 
• Sexual harassment 
• Willful destruction of school property 
• Truancy 
• Leaving school property 
• Refusing to cooperate with school rules and regulations 
• Refusing to serve CDT 
• Repeated CDT  
• Possession of matches or a lighter 
• Possession or use of smoke bombs or stink bombs 
• Extortion - seeking or obtaining a payment or other profit from another person by intimidation 
• Serious offenses of school rules or repeated infractions of school rules - this will be at the discretion of the 

Principal 
• Multiple infractions of use of cell phone 
• Posting inappropriate pictures while in school uniform or in school building on social networks 
• Cyber bullying of another student 

  
Suspended students are responsible for keeping up with all of their work while serving the suspension, regardless of 
whether in or out of school.  Suspended students may not attend school functions or participate in extra-curricular 
activities until readmitted.  A letter will be sent home to the parents/guardians, to the Pastor, and to the Archdiocese 
as an official statement of the circumstances that occurred and what is expected of the student when he/she returns 
to school from the suspension. 
 
Approved – 07/03 
Revised – 07/17 
 
13.11 Expulsion: 
 
Expulsion is an extremely serious matter.  Students who pose a serious threat to themselves, to others, to the school, 
have committed criminal activity of any kind, or have served repeated suspensions may be expelled from St. Mary 
of the Mills School.  Parents/Guardians will be contacted immediately by the Principal, a conference will be held, 
and Archdiocesan guidelines are followed.  The student will not be permitted to return to the school. 
  
The following types of behavior that warrant expulsion include, but are not limited to: 

• Use or possession of narcotics, alcohol, tobacco or other substances 
• Use or possession of weapon(s) 
• Physical assault on teacher or staff 
• Serious or repeated assaults on students 
• Arson 
• Robbery 
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• Repeated suspensions- this would be at the discretion of the principal 
• Inability to meet academic or behavior expectations of the school 

 
Students whose parents have violated the 13.1 Parents as Partners agreement in this handbook may also be 
excluded from St. Mary of the Mills School. 
 
Approved – 07/03 
Revised – 07/17 
 
13.12 Searches 
 
The Principal and Assistant Principal may conduct a search of the physical plant of the school and every 
appurtenance thereof, including students’ desks, lockers, and any personal computer information contained on the 
school’s network.  
 
The Principal, or designee, shall request the student’s consent for search of personal belongings.  Failure of the 
student to give consent may result in automatic suspension and/or expulsion from the school.  The Principal and 
Assistant Principal may also conduct a reasonable search of a student on the school premises if she/he has probable 
cause to believe that the student has in his/her possession an item, the possession of which constitutes a criminal 
offense under the laws of this state.  The search must be made in the presence of a third party. 
 
Every effort shall be made to conduct searches in a manner that will minimize disruption of the normal school 
routine and minimize embarrassment to the student(s) affected. 
 
Approved – 07/03 
 
14.0 FIELD TRIP POLICIES 
 
Field trips and other special events are planned throughout the school year and are a mandatory part of the school 
curriculum.  They afford the opportunity to extend the student’s learning beyond the regular classroom.  These 
activities are privileges and a student can be denied participation if they fail to meet academic and/or 
behavioral requirements.   
 
Approved – 07/03 
Revised – 07/05 
 
14.1 Field Trip Permission Form 
 
Students who fail to submit a proper permission form by the deadline due date will not be allowed to participate in 
the field trip.  Telephone calls will not be accepted in lieu of written permission.  Faxed or emailed copies of the 
completed front and back of the permission form will be accepted. 
 
Approved – 08/16 
 
14.2 Field Trip Transportation  
 
Transportation is provided by school bus, coach bus, and/or parent drivers.  The permission form is sent home with 
the student and must be signed by the parent/guardian.  The completed permission form is to be returned to the 
teacher in an envelope marked with the student’s name and “Field Trip”.  Fees will be billed to parents through 
their TADS accounts.  Students will be required to ride to and from St. Mary’s School on the school provided 
transportation.  Parent volunteers driving themselves will be required to drop student off at school and return to St. 
Mary’s to pick up their student following the field trip. 
 
Parent drivers are required to have on file in the school office a copy of their valid Driver’s License and 
Archdiocesan Parent Driver and Proof of Insurance Forms.  
 
Approved – 07/03 
Revised – 08/17 
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14.3 Field Trip Fees 
 
Costs for field trips are based on the attendance of all students.  All students are required to pay the bus fee for each 
scheduled field trip whether they attend the field trip or not.  Transportation is scheduled well in advance of the 
field trip with the cost based on all students attending the field trip. Refunds are not given in the event of student 
absence or disciplinary action preventing a student from participation.  
Occasionally, there will be school functions held off school premises in the local area.  The students may walk on 
these occasions.  Permission forms may not be required for these events.  Parents will be informed of these events 
through The Stallion Times or classroom bulletins. 
 
Approved – 07/03 
Revised-08/15 
 
15.0 LIBRARY POLICIES 
 
Students in kindergarten, first, second, third, and fourth grades may borrow two books for one week.  Students in 
fifth, sixth, seventh, and eighth grades may borrow a maximum of three books for two weeks.  If a student has an 
overdue book or a fine he/she will not be allowed to check out a new book.  Books are due in the morning before 
school on or before the day your student has class.  Beginning in fifth grade, students will be fined 15 cents per day 
per book up to a maximum of $2.00 per book for books that are returned late.  If a student misplaces a book he/she 
must reimburse St. Mary’s School for the cost of the book and not replace the book itself.  If the book is found and 
returned to the library, a refund will be issued.  
 
Final Report cards will not be issued if library account is delinquent. 
 
16.0 LUNCH AND RECESS  
 
Students bring their own lunches.  They may bring a box drink (no soda) or milk may be purchased (see below).  
Students are expected to show the same courtesy and good behavior for the lunch monitor as they do for the 
teacher.  In the interest of safety, do not pack lollipops or any kind of hard candy in student’s lunches.  Please see 
that your student can open the containers that you place in his/her lunch (thermos bottles, snack packs, etc). 
 
No hot lunch or milk will be available on 12:30 p.m. dismissal days. 
 
Approved – 07/04 
Revised – 08/17 
 
16.1 Lunch Program:  
 
Families have the option to purchase lunch via our mass communication/lunch ordering program (currently PTA 
Solutions).  Orders are placed the month prior and all entries must be submitted by the published due date.  All 
lunch orders must be paid for by the due date to avoid ordering blocking.  Please note that no refunds will be given 
for hot lunches missed due to absences, inclement weather, or other emergency school closings. 
 
Approved – 07/04 
Revised – 08/16 
 
16.2 Milk Orders: 
 
A milk order form is made available on the school website as referenced in our Summer Mailing packet.  It is 
available for those wishing to purchase milk for the school year.  If you wish your student to receive milk every 
day, please send the required amount in an envelope marked with the student’s name, grade, and “Milk” to the 
school office. 
 
Approved – 08/09 
Revised – 08/11 
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16.3 Recess: 
 
Students enjoy daily outdoor recess opportunities, weather permitting.  Grades K through 4 have a morning recess.  
All students have a twenty-minute recess break during their lunch period.  If the temperature is below 32 degrees or 
if it is raining, recess will be held indoors. 
 
Approved – 07/03 
Revised – 08/17 
 
17.0 MEDICAL/HEALTH ISSUES 
 
17.1 Immunization/Shot Record: 
 
State law requires a complete record of immunizations (shots) or a student cannot be permitted to remain in school.  
Additionally, the Archdiocese of Washington requires their Immunization Certificate form be filled out and have a 
Physician/Medical Provider signature.  
 
Approved – 07/04 
Revised – 08/09 
 
17.2 Medication: 
 
Archdiocesan requirements necessitate the completion of specific paperwork for any student who will be taking 
ANY medication (prescription or nonprescription) during the school day, as well as separate forms for students who 
require an Epi-Pen, an Inhaler, or who have a known allergy of any kind.  Documentation is available on the school 
website and must be properly executed.  All medication and documentation will be kept in a secure location with 
the school Health Aide.  If your student is to take medication of any kind at school, the medication must be sent to 
the office along with the specific documentation. Please note: Both physician and/or parent/guardian must sign 
and date the form.  No medication will be administered during school hours without the specific 
documentation.  This includes non-prescription, over-the-counter medications including but not limited to: 
aspirin, Tylenol, Ibuprofen, Benadryl (oral and topical) and cough drops.   
 
It is your student’s responsibility to report to the health room at the designated time to take his/her 
medication.  Parents should make every effort to administer medication outside of school hours.   
 
Approved – 07/04 
Revised – 08/12 
 
17.3 Health Issues: 
 
If a student has a serious medical condition, it is the responsibility of the parent/guardian to inform school personnel, 
including the administration, office staff, health aide, and the classroom teacher, about the condition.  
 
All students enrolled in St. Mary of the Mills School must have on file a completed Emergency Medical 
Form.  In the event of a serious/life threatening injury, this form authorizes school personnel to call local 
emergency response personnel for assistance, evaluation, and possible transport to the hospital.  This form, 
referenced in the Summer Mailing packet, is available on the school website.  It must be returned to the school on 
or before the first day of school. 
 
Parents will be notified by telephone regarding any serious/life threatening injury or any head or eye injury. 
 
Approved – 07/03 
Revised – 08/11 
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17.4 Student Illness: 
 
If a student must be sent home due to illness or in the case of serious injury, parents are requested to pick, or 
arrange to have the student picked up, as soon as possible.  For the courtesy and comfort of all, students are not 
permitted to return to school unless they are symptom free for twenty-four hours, have been on medication for 
twenty-four hours, or have a doctor’s certificate. 
 
Approved – 07/03 
Revised – 08/13 
 
18.0 PARENT INVOLVEMENT AND VOLUNTEER SERVICE 
 
18.1 Parent involvement:  
 
Parents are recognized as the primary educators of their student and are encouraged to be involved with the school 
in substantial ways.  Parents are an integral part of our school program and regularly help with special projects, 
various classroom activities, sacramental preparation, and as homeroom parents, library aides, parking lot aides, 
and chaperones.  Additionally, parents are asked to volunteer as helpers at various activities such as Fall Festival, 
Grandparent’s Day, and Field Day.  We recognize that parents are very generous with their time and we value their 
contribution.  Due to insurance regulations, younger siblings/non-St. Mary’s students may not accompany parents 
when they do volunteer in the school or attend specifically identified school events, during school hours. 
 
Parental involvement and volunteerism build and strengthen our school community.  By becoming actively 
involved in St. Mary’s School, you are demonstrating to your student how important school is and how important 
your student is to you!  Our school will always depend on the generous giving of time, talent, and resources by our 
parents. 
 
• All parents who wish to volunteer their services in school or during other school- sponsored activities (to 

include, but not limited to, classroom volunteer, lunch helper, recess monitor, or any activities within our 
facilities) must comply with the Student Protection Policy of the Archdiocese of Washington.  All volunteers 
are required to an Electronic Background Check and complete all requirements as per Section 3 of the 
Student Protection Policy and attend informational training sessions as stipulated by the Archdiocese of 
Washington (VIRTUS). 

• We are not able to accommodate non St. Mary’s students when parents/relatives/ neighbors are volunteering 
or participating in activities.   

     
All visitors and parents coming to the school for any reason must report to the school office to sign in and 
obtain a visitor/volunteer pass.  No parent will be permitted to interrupt a class once the school day has 
begun. 
 
Approved – 07/03 
Revised – 08/17 
 
19.0 PARENT ORGANIZATIONS 
 
19.1 Home and School Association: 
 
All parents of students enrolled in St. Mary of the Mills School are members of the Home and School Association.  
This organization incorporates social, parent education, volunteer, and fundraising activities of the school.  An annual 
fee per family is charged to help defray the costs of these events.  Parent information meetings may be held on a variety 
of topics.  Information regarding meetings will be published in Stallions Times. 
 
All events sponsored by the Home and School Association will have an appointed Chairperson who will coordinate the 
activity in collaboration with the Home and School Chair. 
 
Approved – 07/03 
Revised – 08/16 
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19.2 School Advisory Board: 
 
St. Mary of the Mills School Advisory Board is comprised of St. Mary’s parents, parishioners, teachers, and the 
Administrative team of the school.  By using their expertise and experience, these volunteer board members advise and 
assist the administration and the school in the on-going development of the school.  Members work in committees such 
as planning, policy, finance, public relations/marketing, development/fundraising, enrollment, and evaluation.  
Meetings will be held throughout the year.  Items to be discussed must be submitted in writing for final approval by the 
Pastor and the Principal two weeks prior to a meeting. 
 
Approved – 07/03 
Revised – 08/11 
 
20.0 STUDENT BIRTHDAYS 
 
Students are recognized on their birthday during morning announcements and on the birthday bulletin board.  With 
prior teacher approval, parents are welcome to bring in a special treat for the whole class to celebrate their student’s 
birthday.  Regarding individual birthday parties, no invitations are to be handed out in school unless the entire class 
is being invited to the birthday party.  Food for student Birthday’s should be left in the lobby – (small snack, no 
party). 
 
Approved – 07/05 
Revised – 08/17 
 
21.0 TECHNOLOGY/INTERNET/COMPUTER NETWORK POLICY 
 
Electronic information research skills are fundamental to the preparation of our students, our future citizens, and 
employees.  Access to the Internet enables students to explore thousands of libraries and databases throughout the 
world.  We believe that the benefits to students from access to these forms of information resources and 
opportunities for collaboration exceed the disadvantages.  Ultimately, you, as the parent/guardian of minors, are 
responsible for setting and conveying the standards that your student should follow when using media and 
information sources. 
 
As in other areas, our students are expected to make good choices with regard to their behavior on the Internet.  
Access will be provided for our students to conduct research and communicate with others under the supervision of 
their teacher.  Accidental “hits” of inappropriate sites, in spite of protection mechanisms we employ, should be 
reported to the teacher immediately.  St. Mary’s computer network is a school resource and as such, 
inappropriate use will be considered a violation of St. Mary’s Student Code of Conduct.  Disciplinary action 
will be carried out in accordance with St. Mary’s Discipline Policy. 
 
Approved – 07/03 
Revised – 08/17 
 
21.1  Technology and Internet Usage  
 
Student Responsibilities when using any Technology Equipment, all students: 
• Shall use all Technology Equipment, including, but not limited to computers, networking systems, Internet, 

mobile devices, tablets, hosted or cloud-based environments, communication devices, cell phones, email, social 
networking sites, calculators, DVD players, and cameras (“Technology Equipment”) with care and respect, 
whether at school, at home, or elsewhere. 

• Shall not type, send or otherwise use any inappropriate or offensive words, or display, send, or otherwise use 
inappropriate or offensive images, sounds or messages from or on Technology Equipment.   This includes, but 
is not limited to, creating, publishing, displaying or in any way disseminating any information or files that are 
abusive, obscene, sexually oriented, threatening, harassing or damaging to another’s reputation. 

• Shall not violate any local, state or federal laws.     
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• Shall not engage in cyber-bullying behavior. 
• Shall not use the device to capture photos, video, audio or other media involving other students, faculty or staff 

without explicit permission from the subjects of the media. 
• Shall never use the technology in bathrooms or locker rooms. 
• Shall not impersonate others or hack or otherwise seek unauthorized access to any restricted information or 

account. 
• Shall immediately report to a teacher or supervising staff member any inappropriate material or misuse of 

Technology Equipment of which the student becomes aware. 
• Shall not engage in any behavior otherwise prohibited by school disciplinary standards. 
 
Schools may supply students with Technology Equipment owned or leased by the school for instructional use.  
Schools may also permit students to use their own Technology Equipment during class as directed by their teachers 
as part of a “BYOD” (Bring Your Own Device) initiative.  When using Technology Equipment supplied by the 
School, or Technology Equipment permitted under a BYOD initiative, all students: 
• Shall not reconfigure any school hardware, software, or network settings.  
• When on school grounds, shall access only school-supplied wifi or other networks provided by the school.  

Under no circumstances may students use Technology Equipment to access the Internet through 3G or 4G 
connections or any other means not specifically provided by the school. 

• Shall not attempt to bypass or otherwise evade any content filters or security measures in place on the 
Technology Equipment. 

• Shall not intentionally receive or send any viruses, worms, Trojan Horses, or any other kind of malware. 
• Shall not install, download, upload, or otherwise transfer any software, files, or other data onto Technology 

Equipment supplied by the school without first obtaining the teacher’s permission. 
• Shall not use any school Technology Equipment to create, store, transfer or use software or electronic content 

in a manner which violates the rights of the holder of copyright in the software or the content; and shall not 
plagiarize works found on the Internet or elsewhere.   

• Shall only use the Internet for school-related projects and shall visit only the sites assigned by the teacher. 
• Shall not take photographs or record audio or video unless as directed by the teacher for instructional purposes. 
• Shall be solely responsible for the physical security and care of their Technology Equipment. The school does 

not assume responsibility for damages, lost or stolen devices.   
• Shall ensure that their Technology Equipment is fully charged at the beginning of the school day. 
• Shall promptly comply with a teacher’s request to shut down, close, put away, or hand over any Technology 

Equipment. 
• Shall not play any games on Technology Equipment except as directed by the student’s teacher for instructional 

use. 
• Shall not give out, post, or otherwise distribute personal information such as social security numbers, birthdays, 

credit card or bank account information, photographs, home addresses, telephone numbers, parents’ work 
addresses or telephone numbers or the name and location of the school. 

 
All students understand and acknowledge: 
• Student use of cell phones, tablets, laptops, and any other portable electronic devices during school hours is 

strictly prohibited, except in the case of a medical emergency or as otherwise directed by the student’s teacher 
for instructional use. 

• Schools may require that Technology Equipment used in a BYOD program must meet certain compatibility 
requirements, use certain security measures, and include certain hardware, software, or applications, which may 
include applications that grant the school control over the content on the Technology Equipment.  

• Use of equipment is a privilege, not a right.  As such, any violation of this policy may result in permanent 
revocation of their technology privileges and other disciplinary action may be taken in the sole discretion of the 
principal. 

• Use of all Technology Equipment may be monitored. There is no expectation of privacy for any information 
stored on any Technology Equipment used on school grounds, including any information or files stored in 
students’ personal accounts (such as social media or file sharing accounts) that are accessible via such 
Technology Equipment.  The school reserves the right to access a student’s computer files or any other 
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Technology Equipment when required for the maintenance of the school’s Technology Equipment, in 
emergencies, in the course of investigation of possible wrongdoing or a disciplinary infraction, or at the 
discretion of the principal.  If a student refuses to grant the school full access to his or her Technology 
Equipment for such a purpose – for instance, by withholding a password – the school may treat that refusal as 
an admission of wrongdoing. 

 
Parent/Guardian Acknowledgement 
• Parent/guardian shall be responsible for reading and reviewing the terms listed above with their student. 
• Parent/guardian shall be responsible for any damages, claims and expenses resulting from their student’s use of 

the school’s Technology Equipment. 
• Parent/guardian shall be responsible for damages, claims (including theft) and expenses of all personally owned 

Technology Equipment used in any BYOD program.        
• Parent/guardian acknowledges that any failure to honor the terms of this agreement may result in disciplinary 

action determined at the discretion of the Principal, any or all of the student’s technology privileges being 
revoked, and/or the reporting of such infraction to appropriate authorities.  

• Parent/guardian acknowledges that violation of any provision of this policy may result in confiscation of the 
equipment until retrieved by such parent/guardian. 

 
Parent/Guardian acknowledges that they have read and reviewed the terms of acceptable technology use with the 
student listed below, and both parent and student understand and agree to abide by those terms. 
 
Approved – 11/14 
Revised – 08/15 
 
21.2 Additional Unacceptable Uses: 
 
Unacceptable uses of the St. Mary of the Mills School Computer System/Internet also include, but are not limited to: 

• Violating the rights of privacy of others 
• All e-mail must clearly identify the sender of the message.  Use of anonymous or pseudonymous 

communications over the network is prohibited.  False information is prohibited 
• Submitting documents from the Internet as a student’s personal work 
• Trespassing in someone else’s folder, work, or files 
• Intentionally wasting limited resources 
• Using the network for commercial purposes 
• Revealing home phone numbers, addresses, or other personal information while using St. Mary’s Network 
• Sharing of passwords, if provided, or attempting to discover another’s password 
• The intentional writing, producing, generating, copying, or introducing of dangerous codes or programs 

designed to cause harm, including, but not limited to, viruses, bugs, “worms”, etc. 
• Use of any program designed to breach network security, such as software designed to capture passwords 

or break encryption protocols.  Use of any program designed to disrupt the performance of the network 
• Intentional erasing, renaming, or disabling of anyone else’s files or programs 
• Use of the computer facilities to obtain, distribute, or store inappropriate materials. 

 
Students who violate any network policy will have their computer access denied for a period to be 
determined by the administration. 
 
St. Mary’s School will be responsible for teaching students about these guidelines and supervising and guiding 
student access to the Internet. 
 
Approved – 07/03 
Revised – 08/11 
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21.3 Technology Concerns: 
 
Blogs:  Engagement in online blogs such as, but not limited to, MySpace.com®, Xanga®, Friendster®, 
Facebook®, Instagram®, Snapchat, etc. may result in disciplinary actions if the content of the student’s blog 
includes defamatory comments regarding the school, the faculty, the staff, other students, or the parish. 
 
Texting:  Students should at no time be involved in texting during the course of the school day.  Students 
involved in texting at school will face disciplinary action. 
 
Sexting:  Students involved in possession or transmission of inappropriate photos on their cell phones or other 
electronic devices will face disciplinary action. 
 
Virtual Reality Sites:  Virtual Reality Sites such as, but not limited to, www.there.com® and 
www.secondlife.com® pose a developmental and moral risk to the life of a student.  Parents are cautioned to be 
aware of the online sites visited by their student, knowing that often predators are not living in a neighborhood, but 
within the home via a computer. 
 
Approved – 08/10 
Revised 08/12 
 
22.0 TELEPHONES/CELL PHONES & ELECTRONIC DEVICES 
 
Telephones are not available for student use at any time.   
 
If a student needs a cell phone after school due to walking home from school, entering a house where no one is home, 
attending an after school practice, game, club activity, or rehearsal, he/she should must turn in the cell phone (turned 
off) to the front office upon arrival in the morning and “park” the cell phone there for the day.  The cell phone may be 
picked up by the student at dismissal.  Any such item not “parked” will be subject to confiscation.  Such items will be 
confiscated.  Items taken away from students will be returned to the parent(s)/guardian(s) on the last day of the 
school year. 
 
Approved – 07/05 
Revised – 08/16 
 
23.0 TRAFFIC MANAGEMENT POLICY 
 
Following are the procedures for morning drop off and afternoon pick up.  Please read and follow these procedures 
and review the diagram in the back of this handbook.  If you do not drop off or pick up your student/students, 
please communicate these procedures to the responsible person(s) that do.  It is imperative that we ensure the safety 
of our students above all else.  If these procedures and rules are not followed, violators will be contacted. 
 
Please follow the directions given by the traffic monitors on duty.  The traffic monitors who are out working in the 
morning and afternoon are school employees and parent volunteers.  They deserve to be treated in a courteous 
manner. 
 
A county crossing guard is stationed on St. Mary’s Place, at the entrance to St. Mary of the Mills School parking lot 
and Msgr. Keesler Center parking lot, to assist students walking to and from school and to direct traffic flow. 
 
Remember, these procedures and rules are for the safety of our students.  All parents/guardians who transport 
their students to and from school in a vehicle are required to discharge and pick up students in their vehicles 
only from St. Mary of the Mills School carpool parking lot and no other location or parked area.  It is 
required that the drivers of the vehicles used during morning drop off and afternoon pick up not use cell phones 
while driving during carpool. 
 
Approved – 07/03 
Revised – 08/16 
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23.1 Morning Drop Off Procedures and Rules: 
 

1. From St. Mary’s Place making right hand turn ONLY, (no earlier than 7:45 a.m. unless your student(s) 
are attending before care) pull into the school parking lot and enter into the lane as directed by the parking 
lot monitor. 

2. Drive all the way down to the end of the lane, or follow the car in front of you.  This helps prevent a 
backup on St. Mary’s Place. 

3. Parents should ensure that students are ready and prepared to leave their car with all necessary school items 
such as backpacks, etc. upon entering the school parking lot. 

4. Students must be let out on the right side of the car only.  No one should get out of the car on the left 
side. 

5. Parents should not leave their vehicles. 
6. If a parent needs to go into the school, do not pull into the drop off lanes.  Instead, park your car to the left 

of the discharge/drop off lanes, and walk carefully to the crosswalk with your student. 
7. As you exit the parking lot, you must follow the posted sign directions and make a right turn ONLY onto 

Main Street. 
 
FULL COOPERATION ON THE PART OF THE PARENTS AND DRIVERS IS ABSOLUTELY 
NECESSARY TO ENSURE A SAFE AND SMOOTH START TO OUR SCHOOL DAY. 
 
Approved – 07/03 
 
23.2 Afternoon Pick Up Procedures and Rules: 
 
Above all else, be sure to follow the parking lot monitor’s directions and instructions. 
 
Car pool 1 enters St. Mary’s parking lot by making a right hand turn ONLY, from St. Mary’s Place. 
 

1. Parents will be assigned a color-coded pick up number with priority given to car pools with the most 
number of riders.  Car pool 1 will need to be in the St. Mary’s parking lot by 2:55 p.m. at which time the lot 
will be closed.  Those in the second car pool and subsequent car pools should arrive at the 9th & Main 
Streets holding area no sooner than 2:50 p.m.  Any driver arriving after 3:15 p.m. will need to park and 
pick up student(s) in the Drop-In St. Mary’s Extended School Program room.  Upon the first car pool 
group exiting St. Mary’s, the second car pool group will feed from the holding area into the St. Mary’s lot 
for pick up.  The students will be dismissed on a staggered basis. 

2. Car pool 1 will be dismissed at 3:00 p.m.  
3. Car pool 2 and subsequent car pools will be dismissed beginning at 3:10 p.m. 
4. Pallotti Extended School Program, St. Mary’s Extended School Program and walkers will be dismissed at 

3:15 p.m. 
5. Any student not picked up by 3:15 p.m. will be returned to the school and be placed in the St. Mary’s after 

care program. 
6. If a parent is there to pick up a student who would normally walk or go to Pallotti or St. Mary’s St. 

Mary’s Extended School Program, you are to follow the above procedures. 
 
ABSOLUTELY NO STUDENT WILL BE DISMISSED TO ANY LOCATION OTHER THAN ST. 
MARY’S SCHOOL PARKING LOT. 
 
Approved – 07/04 
Revised – 08/16 
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24.0 TUITION ASSISTANCE POLICY 
 
24.1 Archdiocesan Tuition Assistance: 
 
Tuition assistance may be available for qualifying families through the Archdiocese of Washington (ADW).  The 
application process is completed through the ADW website (www.adw.org) and is generally made available by early 
November for the next academic year to families who are currently enrolled in the school.  The deadline for completing 
the online application process is usually the first week in December.  The ADW makes the financial awards in the 
spring of the current school year for the following school year.  For newly registered families for the upcoming school 
year, the online application process for financial aid through TADS is made available in January and the deadline for 
completion is in February. 
 
Approved – 07/03  
Revised – 8/14 
 
24.2 St. Mary of the Mills Parish Tuition Assistance: 
 
Families may also apply for tuition assistance from St. Mary of the Mills Parish for the current school year.  
Notification of Application availability and deadline dates will be indicated in the school’s weekly newsletter (The 
Stallion Times), during the fall of each school year.  In order to be eligible for St. Mary’s tuition assistance, a TADS 
application for Archdiocesan Tuition Assistance must have been submitted the previous December/February.  Families 
do not need to have qualified to receive Archdiocesan Assistance to be eligible to receive St. Mary’s Parish Tuition 
Assistance. 
 
Approved – 07/03 
Revised – 08/14 
 
25.0 SCHOOL UNIFORM POLICY 
 
Our school uniform policy exists to promote pride in appearance of students and an atmosphere conducive to 
learning.  Tidiness in appearance mandates that shirts be tucked in at all times and that all buttons on the dress shirt 
be buttoned, including the button under the tie.  All tie dress shoes and tie PE tennis shoes are to be tied securely at 
all times. No holes in shirts, pants, PE Uniforms and fleeces. 
 
Approved – 07/03 
Revised – 08/17 
 
25.1 General Uniform Requirements: 
 
All students are required to have a dress uniform and a physical education uniform.  Dress uniforms must be 
purchased from Risse Brothers.  Physical Education uniforms must be purchased at the school.  
  
Students are expected to be neatly dressed in the complete, proper uniform on uniform days.  Parent/guardian 
should assume responsibility for all children with regard to their manner of dress both in uniform and out-of-
uniform while they are on school property.  Cooperation is expected in order that the dress code can be fairly 
administered. No alterations of the uniform are permitted without prior authorization from the 
administration. 
  
All uniform items should be securely labeled in order to identify "lost and found" articles.   
  
Jewelry, Make-up, Nail Polish, Hairstyles:  
Girls and boys may wear a watch.  Girls may wear one or two pairs of post earrings or small hoops (not to exceed 
1/2" in diameter) in their ear lobes.  No other piercing is allowed.  Boys may not wear earrings.  A cross or religious 
medal may be worn around the neck.  No other jewelry is permitted. 
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No make-up or nail polish, fake/acrylic/gel nails may be worn. 
 
Hair color is to be the student’s natural hair color.  No dyed, highlighted, or frosted hair is permitted.  Haircuts for 
boys and girls should be simple and neat. Bangs must be above the eyebrows and hair must be kept clean.  Boys' 
hair must be above the ear lobe and above the collar - No cut outs or “designs.”  Girls' hair accessories should be 
plain, simple, small, and discrete.  No hats are to be worn in the building.  
  
The Administration reserves the right to determine whether a hairstyle and/or accessory is inappropriate. 
The parent/guardian of a student will be notified and the student may be sent home if in violation of the 
School Uniform Policy and/or disciplined according to the Discipline Policy. 
 
Physical Education Uniform – Grades K – 8: 
  
Kindergarten Uniform: 
Kindergarten students wear the St. Mary of the Mills Physical Education uniform every day. 
 
Grades 1-8: 
All students in grades 1 – 8 will wear their PE uniforms all day on the days of their PE class only.  The following 
items with the St. Mary's logo are the mandatory parts of the P.E. uniform and must be purchased through the 
school:     
• Navy blue shorts or sweatpants 
• Gray tee shirt (short or long sleeve)   
• Navy blue crew-neck sweatshirt or Royal blue fleece  
• Students must also wear athletic shoes (tennis, etc.) Plain white socks, which are clearly visible above the 

edge of the shoe and cover the entire ankle 
  
Dress Uniform – Grades 1-8: 
Grades 1-5 – Girls: 
• Jumper Black Watch Plaid, drop waist style, hem at the knee or below  
• Blouse Plain, white, Peter Pan collar, (no lace or embroidery), long or short sleeved 
• Sweater/Fleece Navy Blue V-neck long sleeved cardigan, plain knit or Royal blue fleece with St. Mary’s logo 
• Socks Plain white crew socks which are clearly visible above the edge of the shoe and cover the entire ankle, 

or navy blue knee socks or navy blue knit tights (no pattern) 
• Shoes Black loafer/slip on, black buckle or black tie dress (no canvas or athletic) shoe with rubber soles.  The 

heel may not exceed 1½” 
• Slacks Navy blue dress uniform slacks, worn with a black, smooth belt (may be worn the 2nd and 3rd quarter 

only)  
  
Grades 1 - 5 – Boys: 
• Slacks Navy blue uniform pants only, worn with a black, smooth belt 
• Shirts Plain, white, long or short sleeved golf style 
• Sweater/Fleece Navy Blue V-neck long sleeved cardigan, plain knit or Royal blue fleece with St. Mary’s logo 
• Socks Navy/Black – must cover the entire ankle 
• Shoes Black loafer or black tie dress (no canvas or athletic) shoe with rubber soles 
  
Grade 6 – 8 – Girls: 
• Skort Mandatory for Girls in Grade 6, 7, and 8 – Black Watch Plaid, kick pleat.  Hem at the knee or below.  No 

Skort may be rolled. 
• Blouse Plain, white oxford, long or short sleeved with button-down collar 
• Tie Navy blue cross-tie required 
• Sweater/Fleece Navy Blue V-neck long sleeved cardigan, plain knit or Royal blue fleece with St. Mary’s logo 
• Socks Plain white crew socks which are clearly visible above the edge of the shoe and covering the entire 

ankle or navy blue/white knee socks or navy blue knit tights  
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• Shoes Black loafer/slip on, black buckle, or black tie - dress (no canvas or athletic) shoe with rubber 
soles.  The heel may not exceed 1½”.  

• Slacks Navy blue dress uniform slacks, worn with a smooth, black belt may be worn the 2nd and 3rd quarters of 
the school year 

  
Grades 6 – 8 – Boys: 
• Slacks Navy blue uniform pants only, worn with black, smooth belt 
• Shirt Plain, white oxford, long or short sleeved with button-down collar 
• Tie Navy blue tie required 
• Sweater/Fleece Navy Blue V-neck long sleeved cardigan, plain knit or Royal blue fleece with St. Mary’s logo 
• Socks Navy/Black – must cover the entire ankle 
• Shoes Black loafer or black tie dress (no canvas or athletic) shoe with rubber soles 
 
Optional Dress Uniform: 
 
An optional dress uniform for boys and girls in grades 1-8 may be worn the 1st and 4th quarters of the 
school year. 
  
• Shorts Navy blue dress uniform shorts, of appropriate length and fit (at or below the knee), worn with a black, 

smooth belt, 
• Shirt Plain, white, long or short-sleeved golf style polo (Grades 1-7 only) 
• Sweater/Fleece Navy Blue V-neck long sleeved cardigan, plain knit or Royal blue fleece with St. Mary’s logo 
• Socks Plain white, navy, or black socks which are clearly visible above the edge of the shoe and must cover the 

entire ankle (no knee socks) 
• Shoes Black loafer, Tan Sperry (solid, no additional colors) (please see picture, the only option)) black buckle 

(girls only) or black tie dress (no canvas or athletic) shoe with rubber soles.  The heel may not exceed 1½”. 

  (Tan Sperry) 
 
The Royal blue fleece is made available for purchase two or three times throughout the school year – parents 
are notified of the order form availability through “The The Stallion Times” and via email communication. 
  
8th Grade Privilege: 
Eighth graders have the option of wearing the St. Mary’s School golf style shirt with logo.  The shirt color for the 
2017-2018 school year is “Light Blue” and may be long or short-sleeved.  It may be worn on dress uniform days 
in lieu of the dress shirt and tie. 
 
Tag-Day Attire: 
Occasionally students will be permitted to dress out of uniform for $1Tag Days and special events.  Appropriate 
attire is required.  If a student chooses not to dress for the Tag Day, the appropriate school uniform for that day 
must be worn.  If the Tag Day is following a “color” theme (i.e., green for St. Patrick’s Day), students must wear 
clothing that is predominantly the theme color.  All Tag Day funds are earmarked for donation to a needy 
charity.  School accounts will be charged for the $1 Tag Day fee if students do not turn in funds that day. 
  
Inappropriate attire includes but is not limited to: short shorts (no shorter than between knee and mid-thigh), any 
and all tank tops, spaghetti strap tops, midriff tops, or low cut bottoms revealing the stomach and/or lower back 
areas, tee shirts with inappropriate slogans or pictures, tight pants, no holes or tears in jeans, overly baggy pants, 
athletic “yoga” tights/pants leggings or “jeggings”,see-thru/revealing clothing, flip flops, or sandals.   If the 
administration deems a student’s attire to be inappropriate, the student’s parent/guardian will be telephoned 
to bring an appropriate change of clothes to school immediately.  If the student’s parent/guardian cannot be 
contacted, the student will have an In-School Suspension. 
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Students who are not dressed in full uniform will be sent to the front office to “rent” whatever uniform item 
is missing excluding socks.  The rental cost is $1 per item and the rental item is noted with an orange SMS 
for return to the front office at the end of the school day.  Students are expected to bring in payment for their 
rental no later than the following school day.  Parents will be contacted if student is out of full uniform 
consistently.   
 
Revised – 07/17 
 
26.0 USE OF SCHOOL GROUNDS POLICY 
 
St. Mary of the Mills School is in operation between the hours of 7:30 a.m. and 3:30 p.m. with the exception of school 
sponsored extra-curricular activities.  Our Extended School Program operates from 7:00 a.m. to 7:45 a.m. and from 
3:15 p.m. to 6:00 p.m.  Students not enrolled in the Extended School Program may not enter the school building 
until 7:45 a.m.  All students must be in supervised care when on school grounds, therefore students may not be 
dropped off before school opening or remain on school grounds after school closes unless they are enrolled in our 
Extended School Program or enrolled in a supervised extra-curricular activity. 
 
Students on school grounds before or after the specified times will be sent to the St. Mary of the Mills Extended 
School Drop-In room.  Payment is expected at pickup otherwise a non-payment fee of $5.00 will be assessed.  
The Extended School Program parents will be billed for unpaid services.  
 
Approved – 07/03 
Revised – 08/16 
 
27.0 USE OF STUDENT INFORMATION/PICTURES POLICY 
 
During the school year, we will be taking pictures/videos of the students busy at their work and play.  These pictures 
will be used for various projects in the school, as well as the school yearbook and website.  Occasionally, Catholic 
publications or local newspaper reporters/photographers may attend special events at the church/school.  Therefore, 
pictures of our students and their names may appear in these publications/newspapers. 
 
St. Mary of the Mills School abides by the Media Policies of the Archdiocese of Washington.  All students must have 
on file a signed copy of the Archdiocesan Publicity Release Form in order to have their picture/name used for any 
media releases.  This is completed through TADS, either when Enrolling or Re-Enrolling students. 
 
Approved – 07/03 
Revised – 08/13 



Over 40 Years 
of Dedicated Service

Pallotti Early Learning Center
at St. Mary of the Mills

* Ages 2-5 Years  * 10-15 Per Class  *  After School Care  * Summer Programs
Hours: 7 a.m. - 6 p.m., 5 Days a Week

Please Call For Information 301-776-6471 • 410-724-0097
800 Main Street • Laurel, Maryland

FOR THE STRAIGHT FACTS ABOUT BRACES

ORTHODONTIST
DR. BYRON BONEBREAK • DR. DAVID BONEBREAK

No Charge For Initial Consultation

Offices in MAPLE LAWN, COLUMBIA and CLARKSVILLE

410-381-1077 
vanguardsmiles.com

Painless, Affordable Dentistry
Schembari Family Dentistry, PC

Dr. Vincent A. Schembari, D.D.S. 
Parishioner

New Patients Welcome

“We Cater to Cowards”

535 Main Street, Suite 113 
Laurel, MD 20707 

(downstairs behind “Oliver’s Old Town Tavern”)

Visit Us Online at 
www.schembari.net

301-490-0044 • 24-Hour Emergencies
Complete Family Dental Care for  
Children, Teens, Adults & Seniors

We accept Military Insurance • Tricare Family Member Dental Plan 
Senior Citizen Discounts • Most Insurances Filed/Benefits Coordinated for You 

Payment Plans on Approved Credit using CareCredit

• Cavity Prevention & Cleanings • Fillings (Tooth Colored) • Extractions 
• Cosmetic Dentistry (Tooth Whitening, Bonding, Veneers) 
• Crowns & Bridges (Gold & Tooth-Colored) 
• Dentures (Complete & Partial) 
• Implants • Root Canals 
• Gum Disease Treatment (Periodontal) 
• Emergencies Seen Promptly

9650 Santiago Road 
Suite 111

Columbia, MD 21045
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STEM Café 
by MathConnex

Comprehensive 
STEM curriculum 

that combines 
fun and learning

301-322-2177 
www.MyStemCafe.com



113 St. Mary’s Place • Laurel, MD 20707 • (301) 725-3228 • www.PallottiHS.org

Challenging curriculum including four-year honors program, Advanced Placement (AP) courses, Pallotti Transitions 
course for incoming Freshmen, pre-professional Arts Academy and a learning center for college bound students who 
need individual support.

Advanced 1:1 technology to broaden each student’s learning horizons, use Web 2.0 tools and the Internet effectively, 
and prepare them for the workplace of tomorrow.

Unique small community atmosphere including a total enrollment of 500 students, an average class size of 14 
students, and 10:1 student to faculty ratio.

Diverse extracurricular programs including campus ministry, retreats, prayer services and liturgies, choral and band 
programs, artistic opportunities, and over 20 varsity athletic teams.

Financial assistance & scholarships available for families who qualify.  
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EJIRO ESI, DDS
Board Certified  

Orthodontist
Free Initial Consultation
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& Weekend Hours

Flexible  
Payment Options

Most Insurances  
Accepted

3915 National Drive, Suite 150 
Burtonsville, MD 20866

240-245-0540 
www.esiorthodontics.com


