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St. Mary of the Woods School 

7033 N. Moselle Avenue 

               Chicago, IL   60646 

                   
                  School Office Phone:    773-763-7577 

School Office Fax:         773-763-4293 

 

Principal:  Mr. Patrick Kelly, Ext. 102 

 

Website:  www.smowschool.org 

 

Rectory Phone:   773-763-0206 

 

Gym Office:   773-763-8904 

During scheduled events 

 

Kids Club - After School Program:   773-763-8902 

From:  2:50 – 6:00 p.m. on school days 

 

 

 

Statements in this handbook are subject to amendment with or without notice.     The school 

principal will attempt to keep the school families informed of all changes as soon as practical.  

Some changes might have to be made immediately due to unforeseen circumstances. 

  

 

 

http://www.smowschool.org/
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  FACULTY ROSTER- 2011-2012 

  Principal      Mr. Patrick Kelly 

   

  Pre-School/Kindergarten    Mrs. Joanne Blumenshine  

  Aides      Mrs. Hoffman  -   Mrs. Klaw    

  Kindergarten     Mrs. Kathy Kendrick  

  Aide      Mrs. Kathy Borkowski 

  Grade 1  Room 1     Mrs. Rosemary Robak 

  Aide      Mrs. Kathleen Collins 

  Grade 1  Room 2     Mrs. Carolyn Dittrich 

  Aide      Mrs. Barbara O'Brien 

  Grade 2  Room 3     Miss Jordan Swofford 

  Grade 2  Room 4      Mrs. Susan Fichter 

  Aide      Mrs. Elizabeth Scott 

 

  Grade 3  Room 9     Mrs. Eileen Canavan 

  Grade 3  Room 10    Mrs. Cathy Davies 

  Aide      Mrs. Michele Brice 

  Grade 4  Room 5     Miss Jennifer Dobrowski 

  Grade 4  Room 6     Mrs. Bridget Leffingwell 

 

  Grade 5  Room 7     Mrs. Gail Cristoe 

  Grade 5  Room 8     Mrs. Elizabeth Nesbitt 

 

  Grade 6  Room 21    Mrs. Alisa Leyden 

  Grade 6  Room 22    Mrs. Pam Batorski 

 

  Grade 7  Room 23    Mrs. Kathleen Weber 

  Grade 7  Room 24    Mrs. Kathleen Pierce 

 

  Grade 8  Room 25    Miss Deborah Meres 

  Grade 8  Room 26    Mr. Ronald Pischke 

  Art      Miss Victoria Nelson 

  Band      Mr. Lawrence Dybis 

    Asst. Principal/Curriculum Integration Specialist Mr. Daniel Gargano 

  Administrative Support Specialist   Mrs. Kathy Maher 

  Learning Resource    Mrs. Mary Beth Ginley 

  Learning Resource    Miss Maureen Callahan 

  Library      Mrs. Joann Zalatoris 

  Resource Center     Mrs. Marlene Bremmer 

  Music Education     Mrs. Carole Lutz 

  Physical Education    Mr. Carl Young  

  Spanish ï Grs. 1 thru 8    Miss Molly Royce 

  School Secretary     Mrs. Joyce Conrad 

  Security/Administrative Assistant   Mrs. Joyce Sopko 

  Extended Care (Kidôs Club)   Mrs. Lori Seabury 
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FACULTY COORDINATORS 

Mr. Patrick Kelly has two academic coordinators to assist him in the administration of the school.   The 

coordinators meet to handle scheduling, special programs and paperwork.  This team approach works 

well in communication with the faculty.  In addition, there are individual members with the primary 

responsibilities for Liturgies, Discipline, and Standardized Testing. 

                    Mrs. Carolyn Dittrich ð Grs. Pre-4 thru 4 

                    Miss Deborah Meres ð Grs. 5 - 8 

                     

 

SCHOOL ADVISORY COMMITTEE 

  Mrs. Marijo Talaga   President 

  Mrs. Jennifer Golembiewski  Vice President/Secretary 

  Mrs. Pam Cassidy   Marketing & Fundraising Committee Chair 

  Mr. John Murray   Technology & Facilities Committee Chair 

  Mr. Ed Sutoris    Finance Committee Chair 

  Mrs. Connie Mulcrone  Enrichment Committee Chair 

  Rev. Patrick Cecil   Pastor 

  Mr. Patrick Kelly   Principal  

 

 

ATHLETIC BOARD COMMITTEE 

Mr. Jon LeBaron ð Athletic Director 

May be contacted in gym office during school events at 773-763-8904 

Mr. Mike Hoffman ð President 

Mrs. Ellie Freedman ð Treasurer 

Mrs. Marlene Byrne ð Secretary 

Board Members 

Mrs. Maureen Vance ð Uniforms 

Mr. Craig Blazer 

 

Concession Stand Representative 

Mrs. Renee Dorsen 

 

  

 

 



5 

 

St. Mary of the Woods  

2011-2012 

ROOM PARENTS 

Grade/Room   Room Parents   

Preschool    Jennifer Thomas (MWF)  Claudia Blazer 

    

Kdg Half  Day(+)  Tracy Maksud    Stephanie Cantrell 

Kdg Full Day   Marie Claire Mastri   Nancy Garrity 

 

1-1    Moja Belmont    Betsy Kadlec 

1-2    Amy Brannigan   Vicki Comerford 

  

2-3    Cathy Green    Elissa Kennedy 

2-4    Carolyn Novy    Katie McCormack 

     

3-9    Renee Dorsen    Anne McBride 

3-10    Celina Radtke    Carrie Kelleher 

4-5    Julie Fabre    Shannon Molloy 

4-6    Jill Rueth    Karen Sutoris 

     

5-7    Kathleen Laffey   Gina Serbin 

5-8    Kathy Maher    Darcy Proctor 

  

6-21    Ellie Freedman   Bridget Merck 

6-22    Joanne Dunderdale   Deb Gray 

 

7-23 (3 Parents)  Sharon Kennedy  Louise Horan  Marijo Talaga 

7-24 (3 Parents)  Maureen Vance  Christina McGowan Teresa Koutnik 

     

8-25 (3 Parents)  Cece Hartman   Paula Adams  Debra Ryan   

8-26 (3 Parents)  Sue DiSilvestro  Cheri Lauer  Mary Wagner   
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ST. MARY OF THE WOODS MISSION STATEMENT 

 We are a community of believers, proclaiming that Jesus is Lord.  We come together as Catholics to 

celebrate the Sacraments, especially the Eucharist, to hear and be transformed by the Word of God, to 

bring Christian values and love into our world, and to live and share the teachings of Jesus.  Inspired by 

the Holy Spirit, we strive as a parish family to further the Kingdom of God, making Godõs presence felt and 

extending the caring spirit of Jesus. 

PHILOSOPHY 

St. Mary of the Woods School exists to help the parent as primary educators of their child and further the 

educational mission of the parish to nurture children to become whole, responsible persons spiritually, 

academically, aesthetically, and physically.  The school is to provide the children with a solid moral 

foundation rooted in church doctrine, enabling them to develop Catholic attitudes based on Catholic social 

teaching, justice and scripture.  The foundation learned at St. Mary of the Woods School enables the 

student to incorporate Catholic Christian Values in the local and global communities. 

In keeping with the philosophy, we believe: 

 Children are the center of all learning. 

 Teachers are the role models and facilitators at school. 

 Children are unique individuals possessing varying needs. 

 Children are guided to realize their dignity and the dignity of others. 

 Children are guided to realize their full potential as members of the parish, this community, and as 

future members of society and the global community. 

   

GOALS 

 To develop Catholic values and attitudes in order to create a Christian community of children, 

teachers, and parents. 

 To personalize the message of Christ and have the students understand their role in the Church. 

 To develop moral and spiritual values by providing students with opportunities to grow in their 

faith.  

 To understand their faith, doctrine and Church issues. 

 To articulate Catholic Church Doctrine. 

 To spread the Gospel message to the larger community by example and service to others. 

 To teach the basic skills of communication and quantitative thinking. 

 To develop the ability to think critically and creatively to solve problems and to reason 

independently. 

 To develop the responsibility for self-evaluation and continuing self-instruction. 

 To develop in each student a sense of wonder and appreciation of beauty. 

 To develop and understanding of earth, life, and physical science through trial and error 

methodology. 

 To provide students with opportunities to develop their academic and physical potential. 

 To develop the responsibility for good health choices and the importance of being physically well. 
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 To develop a sense of responsibility for themselves, their community and their role as a citizen of 

the world by promoting social justice.  

 To incorporate various styles of teaching in the classroom to meet the individual needs of the 

students. 

 To integrate technology into our curriculum to give students the skills they will need to meet the 

challenges of the modern world. 

 

GENERAL POLICIES 

 

ADMISSION POLICIES  

St. Mary of the Woods School complies with State of Illinois Educational Regulations and Chicago 

Archdiocese Rules and Regulations. 

A registered practicing parishioner is one who is committed to the Faith, attends mass regularly and who 

contributes to the financial support of the parish.  All registered practicing parishioners fulfilling their 

obligations to the parish are eligible to send their children to St. Mary of the Woods School.  This eligibility 

is subject to compliance with the admission policy listed below. 

In a true Christian spirit, St. Mary of the Woods does not discriminate on the basis of sex, race, color or 

national origin in the administration of education policies, admission, athletic, other school administered 

programs, or in employment practices. 

The Administrator is responsible for the process of admission of all students to St. Mary of the Woods 

School.  In so doing, the Administrator must follow those policies affecting admissions established by both 

St. Mary of the Woods School Council and the Archdiocesan School Office.  In addition, a priority system 

for admission has been established. 

 

PRIORIT Y ADM ISSIONS 

The following admission priorities are those adopted by the St. Mary of the Woods School Board, Pastor 

and Administrator.  The Pastor and the Administrator shall have the final say on the priority of admission. 

Children of registered practicing parishioners who are: 

 Children from families with siblings presently in attendance. 

 Children now reaching school age. 

 Children from families newly moved into the parish. 

Non-resident transfers from other Catholic schools: 

 From schools that are merging or consolidating. 

 From schools not offering a full program Grades 1 ð 8. 

Children from Catholic non-parishioner families shall be admitted, as space is available. 

Children from families of other faiths shall be admitted, as space is available. 
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ADMI SSION RECORDS 

In order to be admitted to St Mary of the Woods School, the following must be submitted: 

 Birth Certificate 

 Baptismal Certificate 

 Completed medical records updated in accordance with state law 

 If transferring from another school, the parents must sign an authorization for the transfer of 

records.  The records should be transferred before school begins. 

 

REGISTRATION  

Registration will be held for Pre-school, Kindergarten and new students entering grades 1 thru 8 after the 

first of the year.  From Pre-school to Grade 1, priority will be given to returning students.  Non-

parishioners must register annually. 

A date will be set aside in early spring for registration of students that will be attending our school the 

following year.  At that time, the enrollment fee for the following year will be paid and are non-refundable.   

 

CLASS SIZE 

A maximum of thirty children for grades one through eight.  This figure could fluctuate slightly at the 

Administratorõs discretion. 

 

TRANSFERS 

Parents of pupils transferring to another school must notify the School Office as much in advance of this 

event as possible so that the proper transfer forms can be prepared.  They should supply the name and 

address of the school to which they are transferring.  Parents should come to the office to sign a release 

form before transferring their child or children so that the records can be sent to the other school when 

requested. 

Official records are transcripts of scholastic records suitable for permanent transcript records, bearing 

the signature and title of the certifying official and the date of issue. 

Unofficial records refer to any conveyance of information relative to the grade and/or subjects in which 

the transferring student was enrolled and the record of academic grades achieved immediately prior to 

transfer. 

After the student has paid all fees/fines, the transferring school will forward the official transcripts of 

scholastic records to the receiving school within ten calendar days. 

 

CHANGE OF ADDRESS AND PHONE NUMBERS 

All change of address or home phone, work, cell, and pager numbers must be reported to the School 

Office immediately.   It is especially important that we have the phone number of the father and/or mother 

at work on our records so that they can be easily contacted in case of an emergency. 
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OFFICE PHONE  

Students may use the office phone only in cases of emergency. Students may not call home for forgotten 

assignments, gym shoes, etc. 

 

FINANCIAL RESPONSIBILITIES  

No child of the Parish shall be denied an education due to economic need, so long as a request for relief 

from financial obligation is made to the Pastor or his delegate. 

 

TUITION  

St. Mary of the Woods has partnered with Tuition Management System (T.M.S.) to manage the collection of 

tuition payments.  There are four payment plan options: 

Once ðNo Fee 

Bi-Annual ð $15 Fee 

Quarterly ð $20 Fee 

Ten Month - $30 Fee 

Accounts late will receive a bill notification informing the payee of the delinquency and a $30 late fee.   

Statements are generated and sent twenty-five days (25) before the scheduled due date. This process 

applies to all payment plan options.   

New Student Enrollment Fee (non-refundable)   $125 

A non-refundable registration fee is due prior to the beginning of each school year. 

Report Cards/Diplomas will be held until all financial obligations are paid in full.  

 

Pre-K-Kindergarten 

Age 4 preschool, 3-day program   $2,218  * $2,718 

Kindergarten, Half-Day     $2,412  *$2,912 

Kindergarten, Half-Day Plus 2    $3,392  *$3,892 

Kindergarten, Full-Day    $5,140  *$5,640      

 

Grades 1 ð 8 

One Student   $5,140  *$5,640 

Two Students   $8,133  *$9,133 

Three Students  $10,849 *$12,349 

Four Students   $12,983 *$14,983 

*Italicized amounts indicate non-parishioner rates 
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Andrew J. McDonagh Tuition Voucher Fund 

The tuition voucher fund was established on the occasion of Fr. Andyõs 60th Anniversary in the priesthood.  

This fund will be used to help those families in need of financial aid to pay St. Maryõs grammar school 

tuition.  It will be subsidized by a raffle held at the annual Pre-Lenten Dinner. 

Daniel B. OõRourke Scholarship Fund 

In 1977, the St. Mary of the Woods School Board inaugurated a Scholarship Program to help needy 

graduates of our school obtain a Catholic High School education. It is a two-year scholarship that is 

awarded primarily because of the familyõs financial need.  Applications for this scholarship are mailed to 

the eighth grade parents during Catholic Schools Week. 

Up to $2,000.00 per year for two years could be awarded, depending upon the availability of funds.  Funds 

are obtained through personal contributions and through the Altar and Rosary Society at their Annual 

Spring Dinner. 

 

PARENT/GUARDIAN CONDUCT  

Parents/Guardians in the local school community are expected to demonstrate respectful behavior at all 

times with faculty, administration, support staff, students, and volunteers whether on or off school grounds 

or at school-related events. 

 

Unacceptable behaviors include, but are not limited to:  harassment, verbal abuse, assault of or threats to 

the faculty, administration, staff, students and volunteers of the school. 

 

Ordinarily, a student is not to be deprived of a Catholic school education on grounds relating to the 

actions/attitudes of parent/guardian.  In some cases, one of the following actions may permit the 

continuation of the student in the school: 

 Schedule meetings between school staff and the parent/guardian outside of regular school hours in 

a monitored setting. 

 Conduct school business with the other parent/guardian of the student. 

 

When, in the judgment of the principal and of the pastor, the behavior of a parent/guardian seriously 

interferes with teaching, learning, and a positive school environment, the administrator may: 

 Inform parents that the right of the parent/guardian to be present on school grounds is temporarily 

or permanently suspended. 

 Dismiss the child(ren) of the parent/guardian temporarily or permanently from the local Catholic 

school. 

 

 

HOME/ SCHOOL COMMUNICATION  

Communication between parent(s) and teachers should be on going throughout the school year.  Thus, 

parent(s) and teachers are encouraged to contact each other frequently.  Parents are encouraged to 

contact the appropriate teachers when there is a concern for their individual childõs academic progress.  

This can be done by telephoning school for an appointment with a teacher.   Parents are asked not to 

approach a teacher during the school day between 8:00 A.M. and 3:00 P.M. unless a specific appointment 
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has been made.  Unless specifically requested, parents should not call teachers at their homes outside of 

school hours to discuss the progress of their child. 

Children need to know that the home and the school are working closely together.  Many of our contacts 

made are informal ones, but certain formal or official lines of communication are structured into our 

program (see REPORT CARDS, PROGRESS REPORTS and CONFERENCES in this Handbook). 

 

EMAIL GUIDELINES FOR PARENTS & FACULTY  

Email usage is at the discretion of each individual faculty member.  Many teachers prefer to use the phone 

to speak directly to parents.  Please send only non-vital messages by email.  For example, do not use 

email to inform a teacher that your child will not be attending school that day.  A teacher may not have 

time to read your message in a timely fashion.  Instead, call the main office to be sure your message is 

received and clearly understood. 

Your childõs academic progress, learning expectations, or behavioral issues are best addressed through a 

telephone conversation or by scheduling a personal conference with a teacher.  An email message on 

these matters is not appropriate.  Using email to schedule a conference or meeting is appropriate. 

Please remember that email is not confidential.  Confidential information (such as medical or health 

concerns) should be conveyed by phone or personal contact.  Please identify yourself in the subject line of 

your email message and, if appropriate, the name of the child and phone number where the parent can be 

reached. 

Sending libelous or threatening emails regarding teachers, administrators, staff or students by students or 

parents is never appropriate. Such correspondence may be grounds for dismissal from St. Mary of the 

Woods. 

Jokes, amusing or special stories, chain letters, or commercial solicitations and in general non-school 

related emails are inappropriate and reduce valuable teaching time. 

Non-school related emails are inappropriate and reduce valuable teaching time. 

Faculty and staff will return parental email messages within two working days.  Faculty members may opt 

to return message via email, phone, or in writing.  Email access to faculty and staff will not be available 

during holidays or vacation. 

 

 

PARENT CUSTODY GUIDELINES  

 

Guardianship of a Child  

Before accepting a student for admission, school personnel must verify that the person enrolling the child 

is the legal guardian.  If someone other than the parent/guardian seeks to enroll a child, school personnel 

must present a court order appointing the person as legal guardian of the child.  If the person is unable to 

present such proof, the assistant superintendent should be contacted immediately to discuss the situation. 
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If the child is enrolling during the school year, the following documents must be presented at the time of 

enrollment: 

 The childõs original birth certificate; 

 A transfer from the sending school; 

 Permanent records from the sending school; 

 Health and immunization records 

 

 

Release of a Child to Non -Custodial Parent  

A court order is required to prevent a non-custodial parent access to the child or to school visitation rights.  

This includes the release of the child to the non-custodial parent in addition to school visitation rights. 

 

If it is determined by the school that the custodial parent may not be expecting release of the child to the 

non-custodial parent, it is imperative that the school contact the custodial parent.  The custodial parent is to 

be informed immediately that the non-custodial parent is requesting release of the child. 

 

The school should never release a child to a non-custodial parent if there are concerns regarding the 

childõs welfare and safety.  In such cases, the non-custodial parent may be denied access to the child.  If 

necessary, local law enforcement should be contacted.  

 

Generally, in situations where there are concerns regarding release of a child to a non-custodial parent, it 

is best to contact the assistant superintendent and/or the Archdiocese Office of Legal Services. 

 

 

Parent -Teacher Conferences/Communication  

In the absence of a court order, a school should provide the non-custodial parent the opportunity (upon 

request) for a parent teacher conference.  The conference should be scheduled at a time other than that of 

the custodial parent unless both parents do not object to the same conference.  Likewise, the sharing of 

school information pertinent to the child should be provided to the non-custodial parent in a timely 

fashion. 

 

 

School Records  

St. Mary of the Woods abides by the provision of the Family Educational Rights and Privacy Act with 

regard to parentsõ rights of access to their childõs school records.  The school also abides by the provisions 

of the Illinois law regarding the right of access of non-custodial parent to his or her childõs school records. 

 Release of copies of school records to the non-custodial parent is granted unless there is a court 

order to the contrary. 

 It is the responsibility of the custodial parent to provide the principal with an official copy of the 

court order. 

 Unless informed otherwise through court order, the school may release a child to a non-custodial 

parent after school hours or allow said parent to visit a child outside the school hours. 

 A school should give a non-custodial parent the opportunity for copies of report cards.  Upon 

request, a Parent-Teacher Conference will be given a time other than that of the custodial parent. 

 If a school has on record a court order indicating the limited visitation rights and a parent makes 

application to volunteer service in the school, the principal need not accept the application. 
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 If the principal judges that a parent who has limited visitation rights is volunteering to increase 

contact with the child, the principal should notify the custodial parent and have him/her settle the 

issue.   

 In cases of joint custody where one parent is in charge of education, unless the court order 

indicates that the other parent forfeits rights to the records, the law is followed. 

 

 

HEALTH 

 

EMERGENCY FORMS  

An emergency form will be filled out each year and kept on file in the office with information for each 

student.  Parents are expected to review this information annually so that the office has current numbers 

where they can be reached.  The form contains home, cell, and work phone numbers for each parent, 

phone numbers of the studentõs doctor and dentist to be used in case of emergency, and phone numbers 

of relatives or neighbors for emergency use.  Please update the emergency information as needed 

through the year.  The form also requests permission from parents for a student to be treated at 

Resurrection Hospital in the event that they cannot be reached.  

 

MEDICAL RECORDS  

The State of Illinois requires every grammar school pupil to have a complete physical examination when 

entering preschool, kindergarten, sixth grade, or any child transferring to St. Mary of the Woods School, 

regardless of grade.   

Schools in the Archdiocese follow the guidelines set forth by the City of Chicago, Cook County and Lake 

County Health Departments and the State of Illinois. 

According to Archdiocesan policy, all children in Illinois shall present proof of having had a health 

examination and received such immunizations against preventable communicable diseases as required by 

the Department of Public Health.  These records are to be presented to the school before the first day of 

school.   

If a child is not in compliance with the health and immunizations requirements by the first day of school, 

the principal shall exclude the child from school until the child presents proof of having had the health 

examination and presents proof of having received required immunizations. 

Health Examinations and proof of Immunization 

All children in Illinois shall have a health examination as follows: 

 Immediately prior to or upon entrance into any public, private or parochial pre-school or 

transferring from outside of the State of Illinois 

 Prior to entering kindergarten or the first grade, 

 Upon entering sixth and ninth grade 
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DENTAL EXAMINATIONS  

All children in kindergarten and the second and sixth grades shall have a dental examination by a licensed 

dentist.  Parents/guardians are to be reminded of this requirement 60 days before May 15 of each school 

year.  Parents/guardians seeking an exemption to this requirement must submit the Dental Examination 

Waiver Form, provided by the State of Illinois Department of Public Health, to the school administrator.  

VISION EXAMINATIONS  

A new law effective January 1, 2008 requires all children enrolling in public, private or parochial for the 

first time or entering kindergarten school shall have an eye exam.  Parents/Guardians are to be notified of 

this requirement. 

Proof of having been examined by a physician licensed to practice medicine in all its branches or a 

licensed optometrist is to be submitted to the school.  Report cards may be held if the student is not in 

compliance with this regulation. 

This requirement may be waived for those families who show an undue burden or a lack of access to a 

physician licensed to practice medicine or to a licensed optometrist. 

PHYSICAL EDUCATION WAIVER  

To be excused from Physical Education a written request from a physician or parent is required. 
 

MEDICATION  

The Administrator, faculty members, or other school personnel ordinarily cannot administer medication.  It 

is the parentsõ responsibility to come to the school office at lunchtime to administer any medications that 

might be required. The student will be called to the school office if a parent arrives for this purpose.  

Medication must not be sent in lunchboxes or carried by students. 

ILLNESS 

If a child gets sick at school, the school secretary will call the childõs home and contact the parents before 

sending him/her home.  If both parents work, they will be contacted at work to ascertain their wishes 

regarding the sick child.  If neither parent can be reached, the school secretary will contact one of the 

emergency numbers listed on the emergency form on file in the office.  A child will not be released from 

school except to an authorized responsible adult. 

COMMUNICABLE DISEASE POLICY  

Children should not return to school until they are fever free for 24 hours.  If your child has vomited during 

the night or in the morning before arriving at school, they should be kept home for observation.  For the 

safety and well being of all children, parents and guardians have the obligation to notify the school 

administration of the diagnosis when any child has been diagnosed as having a chronic infectious disease.  

The determination of whether a student with a chronic infectious disease shall be permitted to attend 

school activities will be made on a case-by-case basis in accordance with the doctorõs recommendation. 

LICE POLICY  

Parents will be notified if their child is believed to have lice.  The student will not be allowed to return to 

school until after they have been treated for lice and been declared lice/nit free.  The administration 

reserves the right to do periodic lice checks as needed. 
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CHILD ABUSE 

The Archdiocese of Chicago shall follow the Illinois Abused and Neglected Child Reporting Act and 

Archdiocesan procedures when allegations and/or suspicions of child abuse are made against 

Archdiocesan personnel.   

The Illinois Child Abuse and Neglect Reporting Act  mandates that school personnel report alleged or 

suspected child abuse and/or neglect to the Illinois Department of Children and Family Services (DCFS) 

when the alleged abuser is a parent, guardian, relative, or other caretaker who has some responsibility for 

the childõs welfare at the time of the abuse of neglect 

 

SAFETY 

SECURITY 

The Church foyer is locked during school hours, and a receptionist is positioned there to answer the door 

when people require admission.  This policy requires everyoneõs cooperation on the following points: 

 Please do not use the church foyer as a pass through the building.  The doors are locked and must 

be opened by the receptionist. 

 No one is allowed to go down to the Parish Hall without checking with the office. 

 There is no public access to the washroom. 

 Parents are asked not to wait for their children in the foyer. 

 Any time someone enters SMOW he/she must check in at the office before proceeding and leave 

through the same door used to enter. 

 If a child has forgotten his or her lunch, it can be left with the receptionist and the lunch parents 

will bring it to the appropriate room.  Please do not bring other items your child has forgotten to 

school. 

 

EMERGENCY EVACUATION  

If it ever becomes necessary to relocate the student body for one day or part of a day, arrangements have 

been made to utilize the facilities of Wildwood School, 6950 N. Hiawatha Avenue, Chicago, IL 60646. This 

is a reciprocal agreement between the two schools. 

 

TRANSPORTATION SAFETY 

It is each parent or caregiverõs responsibility to obey these signs and ALL rules.  This program is 

administered through the Safety & Security committee of the SMOW School Board.  Please note the 

following: 

 From 7:45 A.M. to 8:15 A.M. and 2:30 P.M. to 3:00 P.M. , traffic is to move NORTHBOUND  only on 

the stretch of Hiawatha from Mendota to McAlpin. 

 Drop off in the morning is to occur only with designated òdrop-off zone.ó 

 Do not exit your vehicle when dropping off children in the designated zone.  Pull over and park if 

necessary.  Have all items available for your children to take to school so as not to hold up all 

traffic while emptying trunks, etc. 
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 No Passing stopped traffic in the drop-off zone.  Being in a hurry is not an adequate excuse to 

endanger our children. 

 Observe all no-parking and traffic direction signs in front of our school as well as Wildwood 

School. 

 Respect our parent traffic aid positioned at the corner of Mendota and Hiawatha. 

 Out of consideration for the parishioners who are attending the 8:00 A.M. Mass, please do not use 

Moselle/Sioux Avenues to drop-off your children in the morning.  All morning drop-offs are to use 

Hiawatha Avenue. 

Regarding all parking at SMOW School: 

 There is no parking in the driveways of school any time of day.  THERE ARE NO EXCEPTIONS! 

Saw horses will be placed to block access throughout the day. 

CROSSING SAFETY 

Parents are urged to have their children abide by basic safety rules and to respect the authority of any 

Crossing Guards that they may encounter walking to and from school. 

BICYCLES AND ROLLERBLADES 

Children are permitted to ride their bikes to school with the permission of their parents.  Bicycles must be 

walked on and off the parking lot.  The School Administration recommends that all students wear helmets 

whenever they are riding their bikes.  All riders are to obey the basic Rules of the Road for Bicycles as set 

forth in the booklet available from the Chicago Police Department. 

Bicycles must always be placed in bike racks and locked during school time and sports programs.  The 

school cannot be responsible for the safety of bicycles. 

Students are asked not to bring roller blades and scooters to school, as there is no place to store them. 

ADULT SUPERVISION  

Students are to be under adult supervision at all times while in the school buildings.  No student should be 

in the building without such supervision, e.g., priest, principal, teacher, coach, scout leader, youth group 

chaperon, etc.  For any parish activity, e.g., decorating, rehearsing, practicing, etc., adult supervision is 

required. 

FIRE, TORNADO, AND LOCKDOWN  DRILLS 

Fire drills are held regularly once or twice a month, often under the supervision of the Chicago Fire 

Department.  Tornado drills are also held at regular intervals so that pupils are aware of the procedure to 

follow in the event of a real emergency.  An emergency lockdown drill will be held once a year. 

EMERGENCY SCHOOL CLOSING  

If it becomes necessary to close school, as on snow days, parents will receive a voice automated telephone 

message and Edline.  We are also enrolled with the Emergency Closing Center which supplies our 

information on Channels 2, 5, 7, 9, 32, and CLTV, as well as WGN Radio and WBBM Radio.  In case of a 

tornado warning, all children will be kept in school until the all-clear signal. 

SEXUAL HARASSMENT 

Sexual Harassment by one employee or another, by an employee of a student, by a student of an 

employee, or by one student of another is unacceptable conduct.  Employees or students who engage in 
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any type of sexual harassment will be subject to appropriate discipline, including suspension and/or 

dismissal. 

Retaliation in any form against an employee or student who exercises his or her right to make a complaint 

under this policy is strictly prohibited, and will itself be cause for appropriate disciplinary action. 

Any employee or student who knowingly makes false charges against an employee or student in an 

attempt to demean, harass, abuse or embarrass that individual shall be subject to the sanctions for 

misconduct set forth above. 

 

 

SCHEDULE AND ATTENDANCE 

DAILY CLASS SCHEDULE 

 Preschool and Kindergarten 

 A.M. Classes  8:10 ð 11:15 A.M. 

 P.M. Classes  Noon ð 2:50 P.M. 

 Grades 1-8 

 8:10 A.M.  Bell to enter school 

 8:15 A.M.  Classes begin 

 11:25 A.M.-Noon Lunch Period 

 12:00   Bell to enter school 

 12:05 P.M.  Classes begin 

 2:50 P.M.  Dismissal 

Students are asked not to arrive on the parking lot before 8:00 A.M. since there is no supervision before 

school hours.  FOR THE SAFETY OF OUR CHILDREN AND PETS, PLEASE DO NOT BRING YOUR 

PETS ONTO THE PARKING LOT DURING ARRIVALS AND DISMISSALS.    Additional information on 

traffic and safety can be found in the Health and Safety section of this Handbook under Parent Patrols. 

TARDINESS 

Students are expected to be in the homeroom ready to begin classes at 8:15 A.M. and noon .  Students 

arriving after these times are disruptive to the classroom and also have an adverse effect on your childõs 

educational progress.  Any student arriving at school after 8:15 A.M. should report to the office before 

going to their classroom. 

Junior High students are expected to be in their classrooms on time each morning.  Three unexcused 

tardies will result in a detention for Junior High students. 

EARLY DISMISSAL 

The school office grants early dismissal upon the written request of the parent. Children must be picked 

up at the office by a parent.  If a dental or orthodontic appointment will take a child out of school for a 

certain period of time, the release card signed by the dentist or orthodontist must be presented at school 

several days prior to the appointment so that the Administrator can approve it.  Parents are requested to 

make these appointments after school hours when possible. 
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ABSENCES 

Although regular attendance at school is important, we recognize the fact that it is sometimes necessary to 

keep a child home because of illness.  Each morning of a childõs absence, a parent is required to call the 

School Office between 7:45 A.M. and 8:15 A.M. to report the absence.  Please do not have other children 

from the family report the absence of a student.  We need a call or note from a parent. 

If a parent wants to get the studentõs make up work, he/she must advise the school when they call in the 

absence.  They may then pick up the work at the end of the school day or identify another student in school 

who can bring the work home. 

If a child does not return to school after the lunch break, we insist that the parents call to report this fact.   It 

is important that we know where the child is if he/she does not return to school. 

After a communicable disease, a doctorõs release is required to allow the student to return to class.   Please 

refer to the HEALTH section of this Handbook for additional information. 

FAMILY  VACATIONS  

Parents planning a vacation that does not coincide with regular school holidays should discuss the matter 

with the Administrator and the childõs teachers well in advance of departure.   A written note must be sent 

to the office before the planned vacation.  Please do not expect advanced assignments prior to your trip.  It 

is not always possible to give long-range assignments or to anticipate progress of the class during a 

studentõs time away from school.  Make-up work is the responsibility of the student upon his/her return to 

school. 

 

MAKE -UP WORK PROCEDURE 

Work done in class during a studentõs absence will be given to the student at the teacherõs discretion.  This 

will be based on the teacherõs assessment of the individual studentõs needs.  This work need not be 

returned to the teacher unless stipulated by a specific teacher. 

Tests missed due to absence are to be made up when the student returns.  Decision to use those test 

results will be made by the teacher on an individual basis.  Extended absence, re: illness will be 

considered in each individual situation.  Habitual absence on days when tests are rescheduled may result 

in a non-make-up policy for an individual student. 

 

STUDENT EVALUATIONS 

HOMEWORK PHILOSOPHY  

Homework is assigned to students for the purpose of expanding and/or reinforcing learning experiences 

and skill development activities which have occurred within the regular class schedule.  The nature of 

homework may include meaningful practice, preparation for the next lesson, extension of instruction, and 

creative applications of concepts.  The type, frequency, and quantity of homework should be based on the 

needs and capabilities of students as determined by teachers.  Each child will spend varying amounts of 

time completing homework based on his or her organizational skills, academic abilities, study habits, and 

personal responsibilities outside of the school day.  As students progress through grade levels, the amount 

of time spent on homework is expected to increase. 
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Guidelines have been set for the amount of homework time per grade level.  They are as follows: 

A) Primary    30-45 minutes/day 

B) Intermediate   45-60 minutes/day 

C) Junior High   60-90 minutes/day 

These numbers reflect the average amount of time that a student should spend on homework per day.  

Homework includes daily reinforcement exercises and drills, reading assignments, reviewing, and 

studying time.  The actual minutes will vary due to long-range projects, such as book reports, oral 

presentation, research projects, and enrichment activities.  Since long range projects are assigned well in 

advance, with careful planning the student should never be overwhelmed. 

Parents and teachers agree that homework is an essential part of the learning process.  Children  need to 

realize the value of homework completed in a conscientious manner.  In order to facilitate the partnership 

between home and school, parents are strongly encouraged to monitor their childrenõs completion of 

homework.  We are interested in establishing good study habits that students can use throughout their 

educational and personal life. 

 

REPORT CARDS 

Students in grades one through eight will receive a report card based on the Archdiocesan of Chicago 

student evaluation sheets, which indicate progress in achievement and personal and social growth.  Report 

cards are distributed quarterly.  Report Cards/Diplomas will not be awarded until all financial 

obligations are paid in full.  

 

GRADING SCALE 

The grading scale is based on increments of three and reflects the following values: 

    99   ð 100            81 -   83 

   A   = 96   -    98           C =      78  -  80  

    93   -    95            75  -  77 

 

    90  ð  92                       72  -  74 

       B =       87  -   89          D =       70  -  71 

    84  -   86            

               F  =     Below 70 

     

HONOR ROLL  

The Honor Roll consists of students in grades 6, 7 and 8 who have received letter grades of òAó or òBó for 

every subject on their report card. 

Honor Roll students should exhibit cooperation with /and respect for faculty and fellow students, therefore 

3 or more checks per marking period will exclude these students from attaining Honor Roll status. 

PROGRESS REPORTS 

Children in grades 5 ð 8 will receive regular progress reports through Edline.  If needed, parents are 

encouraged to seek further clarification from the teacher. 
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CONFERENCES 

At the end of the first quarter, opportunities for Parent-Teacher Conferences are provided.  During the 

conference, report cards are given out and studentõs academic and attitudinal strengths/weaknesses are 

discussed.  Please donõt hesitate to contact a teacher for further discussion of your childõs academic 

progress or school behavior.  It is necessary to make an appointment for these meetings because teachers 

cannot discuss your childõs progress during the school day outside of a scheduled appointment. 

LEARNING  RESOURCE  PROGRAM  

St. Mary of the Woods School endeavors to educate all students within the limits of the schoolõs educational 

program.  The goal of the Learning Enrichment Program is to enable students who are experiencing 

difficulties in the classroom to fully utilize their abilities to achieve success in learning situations.    Through 

the use of specialized strategies and materials not found in a regular classroom, students are encouraged 

to maximize their potential. 

The St. Mary of the Woods Administrator and faculty are committed to: early problem identification, a clear 

delineation of services available and a periodic evaluation of them, developing reasonable expectations of 

what can be done within available resources, maintaining a referrals listing to outside resources, working 

with parents in developing a student centered approach to meet individual needs .  If  parents have 

concerns about their childõs progress, they should contact the childõs classroom teacher.  

Evaluation services are available through the Chicago Public School system for those students who reside 

in the city.  St. Mary of the Woods is committed to ongoing communications to improve the relationship 

between the two school systems to deliver specialized services to those children who require them.   

STANDARIZED TESTING  

As directed by the Archdiocese, the school will conduct the Terra Nova standard tests in the designated 

classes.  These tests are normally scheduled early in the second semester in grades third through seventh.   

 

PROGRAMS 

FIELD TRIPS  

School staff members plan field trips at various times of the year.  Written consent of a parent is necessary 

before a child is permitted to go on a field trip.  Since Field Trips are considered a part of the academic 

program, no other activity will be planned by the teacher for that time; parents will have to make other 

arrangements for students who are not attending a scheduled Field Trip. 

 
LUNCH PROGRAM  

The lunch fee will be used to hire Supervisors who will be on duty during the lunch hours.  Please see the 

detailed information on this position under Parent Opportunities in the Handbook.   

Playground rules will be explained to the children so that they will know what is expected of them.  A 

respectful attitude toward the Supervisors is mandatory.  Under no circumstances shall a Supervisor 

physically reprimand a child. 
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Any students with three offenses of the lunchroom rules will be suspended from the Lunch Program for one 

week.  The parents will be responsible for making other arrangements for that child at the lunch period for 

that week of suspension. 

Any student that physically or verbally abuses a Supervisor will be immediately suspended from the Lunch 

Program for a period of time determined by the Coordinators of the Lunchroom Program and the 

Administrator. 

LUNCHROOM/PLAYGROUND RULES  

The following rules are set down in order to make explicit the expectations we have of all the children 

participating in the Lunch Program.  Disciplinary action will be taken for the infraction of these rules.  

These are the expectations placed on all children from grades one through eight. 

 No verbal disrespect to Lunch Program Supervisors. 

 No fighting or incorrigible, uncooperative behavior. 

 No tackle football. 

 No snowballing. 

 No deliberate abuse of equipment. 

 No playing on school lawn, in the bushes on school grounds, or on neighboring property. 

 No bike riding on school grounds or in the park during lunch hour. 

 No leaving the playground areas without permission. 

 No misbehaving or excessive loitering in the lavatory. 

 No remaining in a room without a Supervisor. 

 No re-admittance to the building once on the playground. 

 No gum chewing at lunchtime and/or during school hours. 

 No use of the pop machine for children in grades 1-5. 

A note is required from a parent if a child must stay indoors during lunchtime. 

Students may not leave school grounds for any reason.  Notes allowing St. Mary of the Woods students to 

eat at nearby restaurants will not be honored unless the parent picks up and returns the child to school 

personally.  We cannot be responsible for a student leaving school grounds without a parent. 

If a student does leave the grounds without permission, he/she will have their lunchroom privileges 

revoked completely and totally for the remainder of the year.   Unless we have your permission giving the 

child license to leave, we will be forced to suspend his/her right to eat here.   

Fast foods, such as McDonalds, Burger King, Subway, etc., may not be brought to the students at 

lunchtime. 

 

KID Sõ CLUB/EXTENDED CARE  
 

CLUB   MISSION  

Welcome to Kidõs Club where kids are our business!  Our mission is to provide each club member with a 

well-supervised, relaxed environment with structured activities.  Each member will be provided with a 

program that is supervised by both full-time teachers and part-time staff from the Saint Mary of the Woods 
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community.  Our goal is to encourage each child to finish his or her homework, interact with peers, and 

engage in a variety of fun activities so the children can enjoy family time at the end of a busy day. 
 

 

CLUB  STRUCTURE 

Each club member will be provided with: 

 Supervision by at least two staff members 

 A controlled environment promoting the safety of your child 

 A nutritious snack and drink 

 Supervised and faculty assisted homework sessions  

 Planned indoor/outdoor activities (weather permitting) 

COMMITMENT  

The Kidõs Club Program is self-supporting and is not subsidized by the school or parish.  Therefore, in 

order to meet operating costs, we must follow the schedule even if the parent or guardian would pick up 

their child before the end of the meeting day.  This program has been designed to help the working 

parent(s) as well as provide a fun atmosphere for all SMOW students to engage in after school.  You may 

not use it as a baby-sitting service, a day here and a day there. 
 

CLUB MEMBERSHIP DUES 

Each club member must commit to a fall and /or spring membership.  You may sign up for our club 

meetings on a weekly or a daily schedule per semester.  Our meetings run from 2:50  until 6:00 P.M., 

Monday through Friday.  Our club meetings will be held on all full school days throughout the school year.  

Our dues will be collected on a quarterly basis.  Each member will be charged a flat rate of $15.00 per 

day.  Each additional family member will receive a club discount of $5.00, being only $10.00 per day. 

 
ABSENCES 

If your child is absent from school, our school secretary will notify the Kidõs Club Staff.  If you have a 

change in your plans and your club member is unable to attend a specific day that he or she is signed-up 

for, we ask that you send a written note to the SMOW office. 

 
ACCIDENTS/EMERGENCIES  

The Kidõs Club program will follow the accident and emergency procedures as stated in the school 

handbook. 

 
SAFE  RELEASES 

For the safety of our club members, the school doors are locked.  Therefore, please ring the bell near the 

gym entrance.   Also, all parents and guardians must sign out their club member (including time of pick-

up) each day.  Members must also have written permission from his or her parent or guardian, if the 

member is to be released to other family/friends. 

If a member is involved in one of the SMOW after-school enrichment programs, his or her club dues for 

that day are at a flat rate of $10.00.    Each club memberõs parent or guardian will be responsible for 

signing their member out on a daily basis.  The accident and emergency procedures will be followed as 

stated in the school handbook.  Club registration forms can be found in the school office. 

 
ACTIVITIES  

In order for your club member(s) to attend an activity conflicting with the times of Kidõs Club, you must 

complete an authorization form.  The activity must be on St. Mary of the Woods grounds.  Your club 

member will be charged a flat rate of $10.00 for Kidõs Club if he or she is involved in a conflicting activity 

at SMOW after school.  Your club member(s) may not participate in the Kidõs Club program on days when 

they have activities at other locations.  Please contact Mrs. Blumenshine if you have any questions. 
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OPPORTUNITIES FOR PARENT INVOLVEMENT 

At St. Mary of the Woods parents have many opportunities to become involved in the school community.  

Many programs mentioned in this Handbook require adult volunteer support ð everything from 

organizational skills to athletic coaching to baking for sales is needed!  The following will recap those and 

highlight some of the other activities that support the school; if you would like to participate in one of these 

areas, please leave your name at the School Office.  

Parish Helping Hand s Program  

The Parish Helping Hands Program is designed for all parishioners interested in volunteering some time 

and talent to benefit everyone in our school and parish.  It is the responsibility of each school family to 

support and participate in this program.  Participation forms are sent out periodically during the school 

year. 

 

Lunch/Playground Monitors  

Each year, St. Maryõs recruits parents to help with our Lunchroom/Playground Program.  There are 29 

supervisory positions to be filled each year.  This involves coming to school approximately 11:20 A.M. and 

staying until 12:05 P.M.     Part of this time is spent in the classroom with the students while they eat lunch, 

and the remainder of the time is spent outside for recess.   You are required to work about 7 days a month 

and are compensated $10.00 a day.  All school lunch fees for your child/children still apply regardless of 

your participation in this program.  Parents with non-school age children are asked to make 

arrangements for their care during this time. 

The only way our children can remain at school for lunch is to have adult supervision during this period. 

Room Parents  

Each classroom is assigned a Room Parent and an Assistant Room Parent.  Their duties include organizing 

class parties and picnics, obtaining refreshments, and assisting with the Hot Lunch Program, and 

contacting parents through the phone tree when necessary.  They may also be asked to secure chaperones 

for field trips and/or volunteers for other class related activities. 

Some grades have functions unique to them that will involve parent volunteers: 

 Second graders and their families participate in events surrounding the celebration of the 

Eucharist. 

 Fourth and fifth graders perform in the annual Spring Musical and their parents help in the 

production. 

 Seventh grade families sponsor the eighth grade Confirmation reception and the Graduation 

Breakfast.     

 Eighth grade parents organize dance lessons, the eighth grade dance, and graduation picnic. 
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Athletic Program  

Involvement in the Athletic Program includes opportunities for Board Members, Coaches, Concession 

Volunteers, Team Parents, Event Management and assisting at the Athletic Banquet.  Details can be found 

in the ATHLETIC PROGRAM section of this Handbook.  

 

School Advisory Co mmittee  

The purpose of the Board is to develop and define the policies which govern the operation of St. Mary of 

the Woods School, and to promote the implementation of those policies, and to provide counsel and 

advice in the operation of the school. 

The School Board is composed of 16 members, of whom three persons are elected at large who are 

members of the parish and have no children in the parish school, and nine persons are elected at large 

who are members of the parish and have children attending the parish school.  The pastor of the parish, 

the Administrator, and the current presidents of the Holy Name Society and the Altar and Rosary Society 

make up the rest of the membership.  Each elected member of the Board serves a three-year term.  

Each spring there are elections for the School Board.  Details regarding applications for the School Board 

will be printed in the bulletin.  The Board meets regularly during the school year.  All meetings are open 

to interested parishioners.  The authority of the Board is subject to that of the Archdiocesan School Board. 

 

 

Altar and Rosary Society  

The mission of the Altar and Rosary Society is to promote growth and development of the women of the 

Parish by enriching our membersõ lives through spiritual and social activities, as well as providing 

financial support to the school and parish through their volunteer efforts. 

Holy Name Society  

The members of the Holy Name Society designate certain events to generate funds to be used by St. Mary 

of the Woods School.  Parents will be advised through school when these events are taking place.  

Participation by parishioners in these activities supports the school. 

 

 

 

BEHAVIOR AND DISCIPLINE 

 

CHRISTIAN COURTSEY 

The use of Christian courtesy and common sense is the basis for behavior at St. Mary of the Woods School.  

The Administration and the Faculty are concerned with the development of responsible behavior.  The 

essence of Christian discipline is a personal values system.  Children must learn to understand their 

obligations and to accept the results of their behavior.   

 

 



25 

 

 

 

CODE OF DISCIPLINE  

Any situation concerning a student outside of school and parish-related activities is the responsibility of 

the parents and the parties concerned.  The Code of Discipline applies ONLY to school sponsored 

activities.   

This Code of Discipline will outline definitions of what constitutes unacceptable behavior, the method of 

reporting infractions to parents, and what disciplinary action may be taken with a student whose behavior 

is unacceptable. 

 

UNACCEPTABLE BEHAVIORS 

Listed below are behaviors that may result in disciplinary action and the “level” of behavior by which they are 

categorized. 

 

LEVEL 1 – Teachers, supervisors, administrators will respond based on the circumstances and actions of the 

student(s).  Level 1 infractions may include, but are not limited to: 

 

Cheating:  taking or using anotherõs work as oneõs own, copying and/or plagiarism.  This may take place 

in the classroom, or outside of the school grounds, but is always considered academic dishonesty. 

Graffiti:  Writing, drawing or marking on any surface other than classroom chalkboards.  Intentionally 

marking surfaces defaces school property is considered destruction of property. 

Gum:  Gum chewing will result in an automatic detention.   

Public Display of Affection:  Any physical displays of romantic affection are inappropriate on the school 

grounds.  Students are expected to use good judgment and refrain from such inappropriate displays. 

Chronic Disciplinary Problem:  Continued incorrigible behavior that undermines classroom discipline 

and impedes the academic progress of the entire class. 

Tardiness:  Students are expected to be on time each day.  All children are to be in their homerooms by 

the second bell which rings at 8:15 A.M. 

Cell Phones and Electronic Devices:  Students are not allowed to have possession of cell phones, laser 

lights, iPods, iPads, Ereaders, etc during school hours unless given prior permission by a teacher.   

 

LEVEL 2 – These incidents require the attention of the administration because they are too disruptive and 

serious to be handled by staff members only.  Level 2 infractions include, but are not limited to: 

 

Destruction of Property:  Deliberately tampering with, or destroying, property that belongs to the parish, 

school or any person associated with the school community. 

Physical Abuse:  Intentionally hurting someone physically (with or) without provocation. 
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Stealing:  Taking or possessing anything that belongs to the school, parish, or another member of the 

school community.  While each student has a responsibility to properly safeguard his/her possessions, 

stealing is a direct infringement on the rights and responsibilities of others, and is considered a very 

serious offense. 

Truancy:  Failure to attend school for all or part of the schedule school day.  Students whose parents have 

called to report them absent are not considered truant. 

 

LEVEL 3 – These severe offenses present a substantial disruption and/or danger to the orderly operation of 

the school and/or the health and safety of students, employees, and other persons.  Consequences of Level 3 

infractions may include suspension and/or expulsion.  Level 3 infractions include, but are not limited to: 

 

Bullying 

As Catholics, we believe in the dignity and respect of each individual created in the image of God.  

Bullying is contrary to Gospel values and has no place in the Catholic school community. 

Bullying is: 

 any intentional, repeated, hurtful act or conduct (physical, verbal, emotional, or sexual) including 

communications made in writing or electronically, 

 occurring on campus or off campus during non-school time, 

 directed toward another student or students, that has or can be reasonably predicted to 

o place the student or students in an unreasonable fear of harm to the student or 

studentõs person or property 

o cause a substantially detrimental effect on the student or studentõs physical or mental 

health;  

o Interfere substantially with the student or studentõs academic performance; 

o Interfere substantially with the studentõs ability to participate in or benefit from the 

services, activities, or privileges provided by the school. 

Bullying can take many forms, including violence, harassment, threats, intimidation, stalking, cyber 

stalking, theft, public humiliation and retaliation for asserting or alleging an act of bullying.                                             

Cyber bullying can include all of the above as well as use of electronic tools, devices, social media sites, 

blogs and websites to harm a student or students with electronic text, photos, or videos. 

Bullying acts or conduct described above can include the following: 

 Physical which includes, but is not limited to, punching, poking, stalking, destruction of property, 

strangling, hair pulling, beating, biting, spitting, stealing, pinching, and excessive tickling; 

 Verbal which includes, but is not limited to, name-calling, teasing, taunting, gossip, and threats 

whether in person or through any form of electronic communication and the Internet; 

 Emotional which includes, but is not limited to, intimidation, rejecting, terrorizing, extorting, 

defaming, humiliating, blackmailing, rating/ranking of personal characteristics such as race,  

disability, ethnicity, perceived sexual orientation, manipulation of friendships, isolating, ostracizing 

and peer pressure; 

 Sexual which includes, but is not limited to many of the emotional acts or conduct described above 

as well as exhibitionism, voyeurism, sexual propositioning, sexual harassment and abuse involving 

actual physical contact or sexual assault. 
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No student shall be subjected to bullying: 

 during any school sponsored education program or activity, while in school, on school property, on 

school buses or school vehicles, at school bus stops waiting for the school bus, or at school 

sponsored or school-sanctioned events or activities 

 through the transmission of information from a school or home computer network, or other similar 

electronic school or home equipment. 

All members of the Catholic school community, parents/guardians, teachers, staff, administrators and 

others, are expected to work together in preventing bullying and promoting Gospel values in a Christ 

centered environment.  Students are expected to participate in age appropriate educational programs 

developed by the school that address bullying and teach respect for all. 

Bullying by a student or students may result in suspension and/or expulsion from the school. 

The Fifth Commandment calls us to foster the physical, spiritual, emotional and social well-being of self 

and others.  United States Catholic Catechism for Adults, page 389 

Children are unable to eliminate acts of bullying or harassment without adult support, guidance and 

intervention.  Therefore, school personnel have a responsibility to see that: 

 all allegations and incidents of bullying are taken seriously, 

 parent/guardian and/or student reports of bullying must be addressed immediately, 

 written documentation must be prepared and maintained by the school on the Bullying Complaint 

Report Form. 

Appropriate disciplinary consequences are applied to the offending student(s).  The following procedures 

are followed. 

 When disciplinary action is taken against a student as a result of a bullying complaint  

- documentation should indicate what happened and  

- what action was taken 

 Written documentation of the complaint must be placed in the file of the student.  

 Whenever a bullying complaint is made by or on behalf of a student, the school must place the 

record of what action was taken in the file of the student. 

The principal or administrator must notify the schoolõs Assistant Superintendent of bullying complaints and 

the action taken. 

Illinois Public Act 92-96, S.B. 1026 provides that whoever by threat, menace, or intimidation prevents a 

child entitled to attend a public or non-public school from attending that school or interferes with the 

childõs attendance at that school is guilty of a Class A misdemeanor. 

Substance/Chemical Abuse by Student:  Substance is defined as illegal drugs and drug paraphernalia, 

anabolic steroids, tobacco, chemicals, inhalants, solvents, prescription or over-the-counter drugs used for 

purposes other than those for which they are indicated or in a manner or in quantities other than directed. 

Illegal Violations:  The possession, use, delivery, transfer, or sale of tobacco, alcohol, drug 

paraphernalia, illicit substances, chemical or any substance designed to look like or represented as such 

by students, on school premises, in school buildings, on school buses, or at school-sanctioned events is 
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expressly forbidden.  Preparing to smoke, holding or smoking cigarettes or cigars is strictly prohibited.  

Possession of any tobacco products in the classroom or on the school grounds is not allowed at any time. 

School Procedures for Handling Violations: 

 Notify the parent/guardian and suspend the student during the school investigation. 

 Conference with the principal, parent/guardian, student, pastor, and other appropriate persons as 

determined by the principal 

 Notify the police as directed by law. 

 If the violation is founded, professional evaluation and, if necessary, treatment shall be provided 

by the parent/guardian. 

 Based on the results of the certified clinical evaluation, the status of the student for continued 

attendance in the school will be determined by the principal.  Options include but are not limited 

to continued suspension and/or expulsion. 

 Appropriate confidentiality shall be maintained. 

 

Mitigating circumstances such as first offense, age, seriousness of offense, prior conduct, cooperation of 

parent/guardian, attitude of student, and initial success of rehabilitative measures may warrant 

differences in procedures for the principal. 

The approach to substance abuse should focus on education, not experimentation and provide a 

supportive environment for the learners.  In determining consequences for violation, treatment and  

Weapons:   To uphold the dignity of the human person, the sacredness of human life, and provide a safe, 

secure environment.   

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

 Any instrument that is generally considered to be a weapon, or is used as a weapon.  Weapons 

include but are not limited to the following:  knives, handguns, brass knuckles, òbilly clubs,ó bats, 

pipes, sticks and any other object that causes bodily harm. 

 Any item considered dangerous for a child, including matches, lighters, etc., are not allowed in 

school. 

School authorities have the right to inspect and search lockers, desks, parking lots and school property. 

Parents/Guardians of the students involved shall be notified as soon as possible.  Students who violate 

these directives are subject to suspension and/or expulsion. 

School officials are required to report weapon violations to the local police.  The weapon is turned over to 

the local police jurisdiction. 

Gang Activity 

Gang-related activities are contrary to Catholic Social Teaching and have no place in the Catholic school.  

Intimidation and/or disrespect of any person are unacceptable. 

 

 

The following may be subject to disciplinary action: 

 Intimidation and threat of physical harm of others 
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 Symbols that may be gang-related in the manner displayed, including but not limited to jewelry, 

jackets, sweatshirts, caps or other forms of clothing 

 Display of signs/symbols on paper, notebooks, textbooks, and other possessions that may be gang- 

related 

 Conduct on or off premises that may be gang-related 

 

Parents/Guardians are notified when their children are either suspected of being involved in gang-related 

activities or are a victim of gang-related activity. 

 

Gang activity my result in probation, suspension, and/or expulsion.  The principal has the authority and 

responsibility to investigate and report suspected gang activity to local law enforcement. 

 

CONSEQUENSES OF UNACCEPTABLE BEHAVIORS  

Everyday classroom behavior will be, first and foremost, under the direction of the classroom teacher.  At 

times, children will be corrected and/or disciplined.  Teachers will inform students at the beginning of the 

school year of their classroom expectations and discipline procedures.  

Whenever property has been damaged, misused or stolen, the school expects the transgressor to make 

restitution. 

   
 

CONSEQUENSES OF UNACCEPTABLE BEHAVIORS FOR GRADES 6-8 

Students in grades 6-8 will receive a written disciplinary report for unacceptable behavior during school 

hours. This report will be sent home for parentsõ signature and will result in after school detention. 

 

Three disciplinary detentions acquired within the school year will result in exclusion from all future school 

related trips and events in that academic year. 

 

SUSPENSION AND EXPULSION 

Suspension from school is a very serious matter.  The decision to suspend a student will only be made after 

discussions with the student and his/her family has proved ineffective in curbing unacceptable behavior.  

Expulsion of a student would only take place when all other options have been exercised (including 

suspension).  These serious decisions will be made collectively by both the Administrator and the Pastor 

(*or at the Discretion of the Principal).  

These serious infringements would be considered reasons for suspension/expulsion: 

 Deliberate destruction of school and of parish property. 

 Abusive, foul, or threatening language, written obscenity, deliberate defiance or serious disrespect 

toward another student and/or member of the adult school community. 

 Cutting class or truancy. 

 Theft of personal and/or school property. 

 Chronic or incorrigible behavior which undermines classroom discipline and impedes the 

academic progress of the entire class. 

 Intentional physical harm inflicted upon anyone. 

 Possession or use of drugs, tobacco, or alcohol at school or parish-related functions. 
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PUBLIC SCANDAL INVOLVING STUDENTS  

Catholic school students are responsible to the school staff  for maintaining exemplary behavior in school, 

at school-sponsored activities, and while going to and from school.  In addition, student conduct in or out 

of school that reflects negatively on the Church or Catholic school may be subject to disciplinary action, 

particularly when the names of the school, its teachers, or students are impacted by the behavior in or out 

of school. 

 

School personnel have a responsibility and a right to inform parents/guardians when their childõs behavior 

is inappropriate, disrespectful, or harmful to themselves or to others. 

 

School personnel shall demonstrate care for both the safety of the students and the reputation of the school 

in incidents of public scandal. 

 

School handbooks should include clear expectations for student conduct and behavior as well as 

statements about notification of parents/guardians regarding inappropriate student behavior on or off 

school premises. 

 

Students will be subject to disciplinary action for: 

 Actions gravely detrimental to the moral, spiritual and physical welfare of other students; 

 Actions which are detrimental to the schoolõs reputation; 

 Grave offenses which may include a violation of criminal law; 

 Actions so outrageous as to shock the conscience or behavior of the community. 

 

 

SEARCHES OF SCHOOL  PROPERTY 

All property of the school, including student desks and lockers,  as well as contents, may be opened, 

search or inspected at any time without notice.  School personnel have an unrestricted right to search this 

property as well as any containers, book bags, purses, or articles of clothing that are left unattended on 

the school campus. 

 

DRESS CODE/UNIFORMS 

In keeping with the concept of Christian dignity and personal esteem, parents and students are asked 

cooperate fully with regard to the wearing of the school uniform. 

Uniforms are worn daily in Grades Kdg.-8 from the first day of school in August to the last day of school in 

June, with the exception of pre-announced special occasions.  Students wearing the uniform 

inappropriately (i.e. untucked shirt, collar open, incorrect shirt length) or not appearing in the 

proper uniform will be subject to progressive disciplinary action.   

Grades 6-8 Policy 

3 Inappropriate Wear of Uniform Violations = 1 non-disciplinary detention 

3 Out of Uniform Violations = 1 non-disciplinary detention 

Every infraction thereof will result in a non-disciplinary detention.   

Once a student has received 3 uniform detentions, he/she will receive a regular disciplinary detention. 
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Uniforms for St. Mary of the Woods students will be supplied from Cloz Company, located at 7421 N. 

Milwaukee Avenue, Niles, IL ð Phone:  847-588-2122.  Uniforms may also be ordered online, at 

www.rhedhoouse.com/smow or accessed from a link on our SMOW school website.  You are also free to 

order as you have in the past from SchoolBelles.   Each spring students will be supplied with an order form 

and fitting date for their school uniforms. 

Please mark the studentõs name on each part of the uniform, especially ties.  Sweater vests will not be 

required in extreme heat.  Short sleeve blouses and white uniform oxford shirts may be worn at any time 

during the school year.  Knit blouses and shirts are not acceptable.  Hats and caps may not be worn in 

school.  If t-shirts are worn under blouses or shirts they must be white with no color printing. 

Body painting, temporary or permanent tattoos, and henna stains are not acceptable in school. 

 

BOYS, GRADES 1-8 

 Solid Navy Blue Corduroy or Twill Pants (proper fitting, no contrasting stitching) 

 Long or Short Sleeve White Oxford Shirt (must be tucked in) 

 Navy Blue Sleeveless Pullover with Monogram (monogram mandatory) 

 Navy Blue Tie 

 Navy or White Crew Socks 

 Black or brown plain leather belts (mandatory for Grades 6 ð 8) 

 Black or brown dress shoes.  Gym shoe or òwheeliesó type shoes are not allowed. 

Boyõs haircuts need to be traditional and appropriately outlined. Hair must be above the ear on the sides, 

above the eyebrow in the front, and above the shirt collar in the back.  Hair must not exceed one inch in 

thickness.  Hair dying is not allowed. Tails, mousse, etc. are not acceptable for school .  Boys are not 

allowed to wear earrings while they are at school. Appropriate attire must be worn on dress down days. 

 

GIRLS, GRADES 1-8 

 Plaid, Pleated Skirt (No shorter than three inches above the knee) 

 Long or Short Sleeve White Oxford Blouse (must be tucked in) 

 Yellow Sleeveless Pullover Sweater with Monogram (monogram mandatory) 

 Navy or White Crew Socks or Tights 

 Black or brown sturdy dress shoes.  No gym shoes or wheelies, backless shoes, clogs, sandals, flip-

flops, moccasins, slipper-like shoes(ballet shoes), pumps with heels exceeding 1ó or winter boots 

will not be worn during  school. 

During the cold months of November to March, navy slacks may be worn in place of the uniform skirt.   

Girls are not allowed to wear make-up, colored nail polish or dangling earrings.  Only one earring per ear 

is permitted.  Bracelets are not to be worn.  Hair dyeing, tinting or streaking are not allowed.  No scarves 

or headbands with hanging tails.  Colored t-shirts will not be worn under blouses or shirts.  Gym shorts 

may not be visible below the hem of the skirt.  Gym shoes will be carried to school on gym day and worn 

only during the gym class. Appropriate attire must be worn on dress down days.   

 

 

 

http://www.rhedhoouse.com/smow
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GYM UNIFORMS  

Gym uniforms are to be worn on gym days beneath the school uniform; tee shirts must say SMOW or be 

plain; colored printing may not be worn.  Gym uniforms are to be ordered from Top Line Sports, 7128C W. 

Foster (Harlem/Foster Plaza), Chicago, Illinois  773-792-1402.  An order form will be available from school, 

and may be returned to the school office. 

Students are expected to be responsible for bringing their gym shoes and uniform on the appropriate 

days; students failing to do so will not be able to participate in the gym class.  Repeated failure to have 

appropriate attire, may result in detention or other disciplinary action.  

 

 

TECHNOLOGY 
 

TECHNOLOGY -ACCEPTABLE USE PROCEDURES 

The goal in providing technology resources is to promote educational excellence by facilitating resource 

sharing, innovation and communication with support and supervision of parents/guardians, teachers and 

support staff.  The use of these resources is a privilege, not a right. 

Access to computers provides the potential availability of material that may not be considered of 

educational value in the context of the school setting.  Appropriate behavior, as it relates to the use of 

computers, is no different from the behavior expectations in all other aspects of the learning and 

instructional program.  All users are expected to use the computers and computer networks in a 

responsible and ethical manner.   

Use of technology resources that are prohibited include, but are not limited to: 

 Violating student rights to privacy/confidentiality, or unauthorized disclosure, use, and 

dissemination of personal identification information; 

 Attempting any unauthorized access, including hacking of any computer system; 

 Downloading unacceptable materials; 

 Re-posting personal communication without the authorõs prior consent; 

 Violating copyright law; 

 Using school technology resources for financial gain, credit card fraud, electronic forgery, other 

illegal activity and political purposed; 

 Downloading, installing or storing software on a school computer without the approval  of 

appropriate school personnel; 

 Changing  or attempting to alter any configuration, program or password on any computer or 

system; 

 Using a school computer without knowledge or approval of school personnel responsible for the 

computer; 

 Using inappropriate language, pictures and gestures in any form on the Internet; 

 Using the Internet for entertainment or limited self-discovery function; 

 Using the Internet for unauthorized purchases. 
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The school is primarily responsible for: 

 Preventing user access or transmission over its computers and computer network of inappropriate 

material via Internet, electronic mail, or other forms of direct electronic communications. 

 Preventing unauthorized online disclosure, use, or dissemination or personal identification 

information of minors; and including but not limited to the intranet, Internet access, fax, email, stand 

alone computer and telephone. 

 Preventing unauthorized online access and other unlawful activity. 

 Complying with the provisions of the Childrenõs Internet Protection Act [Pub.L.No. 106-554 and 47 

USC 254 (h)]. 

 Applying blocking to visual depictions of material deemed obscene or to child pornography or to 

any material deemed harmful to minors as determined by the school administration; 

 Teaching proper techniques and standards for Internet participation; 

 Guiding student access to appropriate areas of the Internet; 

 Informing students that misuse of the Internet is school could result in loss or privileges and/or 

further disciplinary action; 

 Monitoring privacy, software policy, copyright laws, email etiquette, approved/Internet use of the 

schoolõs Internet policy; 

 Disabling subject administrative supervision, protection measures in the case of bona fide adult 

research or for other lawful purposes. 

The school is not  responsible for: 

 Unauthorized costs or charges that are incurred by students over the Internet; 

 Any damages that student may incur, including loss of data; 

 The accuracy or quality of any information obtained through any school Internet connection; 

Student-owned computers, when used in school, must follow the same procedures as school owned 

equipment.  Student-owned computers and other electronic devices cannot be used on school premises 

without the expressed consent of the principal. 

TECHNOLOGY USE OUTSIDE OF SCHOOL  

Parents/Guardians are primarily responsible for the studentõs appropriate and ethical use of technology 

outside of school.  However, the inappropriate use of technology outside of school may subject the student 

to disciplinary action.  Inappropriate use of technology may include, but is not limited to harassment of 

others, use of the school name, remarks directed to or about teachers and staff, offensive communications 

including videos/photographs and threats. 

Unauthorized costs incurred for online purchases charged to the school are the responsibility of the 

student and her/his family. 

Parents/guardians and students must sign and acknowledge the Parent/Guardian Consent Form 

Acceptable Use of School Technology by Student (Appendix B) form. The Parent/Guardian must 

authorize the student to have access to the school technology resources at the beginning of each school 

year.  
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EXTRA-CURRICULAR STUDENT ACTIVITIES 

Students who participate in the extra-curricular activities at SMOW must be in good academic and 

disciplinary standing.   

 

Afterschool Enrichment  

Programming will be offered after school for the enrichment of students in our school.  Families will 

receive more information about this through the school.  There are fall and spring sessions. 

Athletic Teams  

More detailed information on athletic teams is available from the ATHLETIC PROGRAM section of this 

Handbook.  As seasons for various sports begin, children will be informed through school.  Students can 

also volunteer to help with Event Management during scheduled games. 

Band Program  

Band instruction will be given one day a week during school hours.  The band program is available to all 

students in grades 4 through 8.   

Battle of the Books  

Battle of the Books is open to students in grades 3 through 8.   Students work in teams to read a selection of 

books and then compete based on their knowledge of the books.  At the end of the year, a team is chosen 

to represent SMOW in a competition that includes schools from across the area. 

 

Hand  bell Choir  

Hand bell Choir will perform at special Masses during the school year. 
 

Student Council  

Student Council is comprised of student representatives whose goal is to improve our school through 

activities that promote student involvement, spirit, and excellence. 

Non -School Activities  

There are other opportunities for students to be involved in activities at St. Mary of the Woods that are not 

school related activities.  At various grade levels, students may participate in: 

 Altar Servers 

 Childrenõs Choir 

 Opportunities for Christian Service 

 Boy and Girl Scouts 
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ATHLETIC POLICY OF ST MARY OF THE WOODS SCHOOL 

Revised and adopted May 1, 2004 

 

Forward  

This handbook is a guide for those who govern, manage, finance and participate in the athletic program, 

especially interscholastic, sponsored by St. Mary of the Woods School.  It is a reflection of the ongoing 

growth of the athletic programs at St. Mary of the Woods and the challenges and opportunities that come 

with that growth.  The directives given here are offered to promote an active integration of Gospel values 

into the entire athletic program.   Participation in sports at any level requires adherence to rules.  The 

guidelines and procedures in this handbook are rules for the uniform governance, management and 

maintenance of a comprehensive physical education program.  It is hoped that the presentation and 

adherence to these guidelines will not only improve and strengthen the athletic programs at St. Mary of 

the Woods, but will help those programs to be healthy, harmonious and holistic experiences for all those 

involved. 

This handbook incorporates the directives and policies set forth in the 1997 Archdiocese Handbook.  The 

Handbook incorporates established St. Mary of the Woods policies. 

Mission Statement and Philosophy  

The fundamental philosophy of the St. Mary of the Woods School athletic program is an extension of our 

Christian faith.  Through its athletic program, St. Mary of the Woods strives to create a positive and 

enjoyable learning environment where each student athlete can develop his/her abilities and encourages 

the teaching of positive values such as sportsmanship, respect for coaches, teammates and opponents, and 

the mastery of skills through teaching, practice and hard work. 

 

Goals  

The goals of the St. Mary of the Woods athletic program are: 

 Teaching sportsmanship, in relation to faith, growth and development 

 Giving students the experience of being on a team 

 Developing school and team spirit 

 Helping students develop strong, healthy and disciplined bodies and minds 

 Helping students maintain good health through physical fitness 

 Providing an enjoyable recreational activity which can be sustained into adulthood 

 Encouraging values of self-discipline, self-confidence, fair play and cooperation 

 Teaching the proper attitude toward winning, losing and competing with dignity and respect 

 Responsibility 

 

School sponsored athletic programs are an extension of the educational curriculum and subject to the 

authority of the pastor by virtue of his office.  The Athletic Board, the pastor and principal have primary 

authority over the athletic program at St. Mary of the Woods School.  With regard to the St. Mary of the 
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Woods athletic program, the responsibilities of the pastor and principal are supervisory and shall be 

exercised by the St. Mary of the Woods Athletic Board with the goals of: 

 Establishing and implementing the Mission/Philosophy of the program 

 Determining eligibility requirements of the student athletes and ensuring that these are enforced 

 Verifying that all legal and safety aspects of the program are in compliance; i.e., verification of 

athletesõ insurance coverage, parental permission in writing for student participation, yearly 

physical or other verification of student fitness, student emergency information, the coaches 7703 

forms, applications, references, letters of intent and other information; and 

 Ensuring that all adults in the program, especially the coaching staff, are Christian models, are 

qualified to instruct and work with student athletes and are supportive of the mission/philosophy of 

the athletic program. 

Good Christian sportsmanship is the underlying goal of the various levels of the athletic program at St. 

Mary of the Woods. 

Organization and Management  

The Athletic Commission was formed by the Pastor.  The Athletic Board shall consist of an athletic director, 

president, vice-president, secretary, treasurer and special projects officer.  These positions are 

appointed. 

The Athletic Board will consist of five officers appointed by the Athletic Commission.  The five officers shall 

be the president, vice-president, secretary, treasurer and special projects officer.  In general, the officers 

shall deal with oversight, reporting, coaching assignments, fundraising and volunteer coordination.  An 

officer of the board cannot be an active coach. 

Prior to making the selections of the Athletic Board, an announcement will be made in the parish bulletin 

and school flyer requesting volunteers to submit their credentials to the Athletic Commission.  In the event 

that vacancies occur, the Athletic Board shall notify the Athletic Commission of such vacancies and request 

that the vacancy be filled. 

The term of office for the Athletic Board shall be two years, beginning on July 1st and ending on June 30th.  

Appointments shall be staggered as much as possible as determined by the Athletic Commission.  An 

officer is eligible for reappointment. 

Guidelines an d Procedures  

The Athletic Board shall hold periodic open meetings, distribute an agenda, keep minutes and publish 

periodic  financial reports.  Regular meetings should be published in the church bulletin.  Meetings to 

discuss concerns involving coaches, coaching assignments and evaluations of parent survey may be 

closed to all except members of the Athletic Board. 

Responsibilities of the Board include: 

 To act as liaison between all parties: players, coaches, parents, school and parish staff; 

 To set criteria for screening, presenting for approval, in-service and monitoring of coaches; 

 To communicate the philosophy of the athletic program and ensure that it is clearly understood and 

followed; 

 To coordinate, schedule and supervise  other program volunteers; 
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 To approve league participation and monitor the number of games and tournaments in accordance 

with the standards hereinafter set forth; 

 To approve the slating of teams when the number of registered and eligible players is large; 

 To determine how teams are slated when there is an insufficient number of registered and eligible 

players per grade or age level; 

 To determine whether an athlete may participate in more than one sport; 

 To coordinate the number of games, practices and tournaments; as set forth by the guidelines of the 

Archdiocese of Chicago; 

 To annually prepare a budget and set participation fees; 

 To raise funds according to parish guidelines; 

 To establish a procedure for conflict resolutions; 

 To annually review and evaluate the rules, regulations and eligibility standards and submit its 

recommendations, if any, to the Athletic Commission; 

 To organize annual in-service sessions to instruct coaches in the mailers set forth in this handbook; 

and  

 To perform any other duties to fulfill the program objections. 

The officers of the board may divide the responsibilities of the board as they see fit.  The board, with 

approval of the principal and the pastor, appoints coaches.  The board shall send applications for St. Mary 

of the Woods School coaching positions to all school parents in the spring.  Notice of all coaching positions 

shall be published in the parish bulletin for the benefit of the parish at large and applications shall be 

made available upon request. 

The applications shall include questions about experience in coaching, any certifications and general 

overall credentials pertaining to coaching, and also questions on why the applicant wants to coach.  All 

coaches will be required to submit an Internet application to the Archdiocese under the òCovenant to 

Protect Childrenó program.  The school and/or the Athletic Board will provide instructions. 

From time to time as it deems necessary, the board may issue amendments to implement these policies 

with approval of principal and pastor. 

 

Sponsored Sports 

St. Mary of the Woods may sponsor participation in interscholastic competition at the 5th, 6th, 7th and 8th 

grade levels for girls and boys in the parish school in all league sponsored sports.   Whether or not teams 

are actually organized in a sport at any level will depend upon the number of participants and the 

availability of coaches. 

Eligibility  

All 5th, 6th, 7th and 8th grade students enrolled at St. Mary of the Woods School are eligible to participate in 

our interscholastic program.  The participation in grade school interscholastic league competition of those 

children who do not attend St. Mary of the Woods School is governed by league rules.  The City Suburban 

Catholic Conference requires all student athletes to be registered and attending the school for which they 

will compete. 

St. Mary of the Woods School does not discriminate on the basis of race, color sex, national or ethnic origin 

in its admission or hiring policies, educational programs, athletics or any other school administered 

program. 
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Eligibility Requirements for Athletics  

St. Mary of the Woods School requires that each student have a C average in each core curriculum class to 

be eligible for athletics.  Teachers will review and document a studentõs performance each Thursday while 

his/her sport or activity is in season and while school is in session.   

5th and 6th Grade 

Any student with a grade below a C will be given a one week probationary warning period.  If he/she has 

not brought their grade to above a C level by the following week, he/she will be ineligible for all athletic 

activities for the second week. 
 

7th and 8th Grade 

Any student with a grade below a C will be declared ineligible for all athletic activities for a minimum of 

one week. 

 

The period of ineligibility will begin on the Friday after the students grades are reported, and will 

continue until the following Thursday, or until the studentõs grades have improved to a C or above. 

If a student is declared ineligible before a vacation period, the student will remain ineligible until the first 

Thursday after school is back in session. 

A student who has been declared ineligible for 4 weeks in an academic quarter will be immediately 

withdrawn from participating in their athletic activity for the remainder of the season or the quarter, 

whichever is shorter. 

A student who has been declared academically ineligible may not attend practices, games, or 

meeting of their team. 

 

Disciplinary  Eligibility  

Any student receiving a detention will receive an automatic suspension from their next athletic game, 

meet, or match.  Students subject to such a suspension are allowed to attend practices and meetings that 

occur before the game, meet, or match that is to be missed. 

Any student that receives a suspension from attending school is ineligible for any activities of their athletic 

team until their suspension is over. 

A student and/or parent who believe that extenuating circumstances resulted in their ineligibility may 

appeal to the principal. 

 

See Parent/Student Athlete pledge at end of handbook. 

 

Playing Time  

St. Mary of the Woods has a òno-cutó participatory philosophy.  Its athletic program is instructional through 

8th grade.  òWinningó at all costs, or to the exclusion of participation of eligible players is not tolerated.  

Accordingly, the following guidelines are established for òplayers in good standing.ó 



39 

 

 In 5th and 6th grade, playing time must be equal in each game or match, including playoffs and 

tournaments in all sports. 

 In 7th grade, with 10 (ten) or less players in basketball, playing time will be 6 (six) minutes 

minimum per game.  Playing time during playoffs will be awarded at the discretion of the coach.  

Tournament competition will consist of 1 (one) tournament following season guidelines and 1 (one) 

tournament with playing time be awarded at coaches discretion.  If team has greater than 10 (ten) 

players, the following applies: 11-12 players: 

 Minimum of 5 minutes;  13-15 players 

 Minimum of 4 minutes;  16 players 

 Minimum of 3.5 minutes; (The above represents 25% of the available playing time per game.) 

 In 8th grade, with 10 (ten) or less players in basketball, playing time will be 7 (seven) minutes per 

game averaged over the course of the season.  This does not include tournaments and playoffs.  If 

the team has more than 10 players, the following applies: 11-12 players: minimum of 6 minutes;  13-

14players: minimum of 5 minutes;  15-16 players: minimum of 4 minutes.  (The above represents an 

average of 25% of the available playing time over the course of the season.) 

 Coaches and parents should at all times keep in mind the safety of players and those at all times 

keep in mind the safety of players and those of other teams in positioning players.  Coaches should 

keep in mind that these playing time rules are minimum requirements.  In keeping with the 

tradition of the SMOW spirit, every team member should play as much as possible. 

 

Junior Varsity Soccer: 

A player in good standing shall play a minimum of 20 minutes a game.  The playing time can be 

divided up between the halfõs. 

 

Varsity Soccer: 

A player in good standing shall play a minimum of 18 minutes per game over the course of the 

season.  Example:  180 minutes in 10 games. 

 

6th Grade Volleyball: 

Every player in good standing is entitled to play the time it takes for a total of 25 points to be played 

and scored within the first 2 games.  Equal playing time per match is the rule. 

 

7th Grade Volleyball: 

Every player in good standing is entitled to play the time it takes for a combined score of 12 points 

within the first 2 games. 

 

8th Grade Volleyball: 

Every player in good standing is entitled to play the time it takes for 12 points to be played and 

scored in a match over the course of the season.  For example, a season of 10 matches should 

provide 120 points of playing time. 

 

Junior Varsity Baseball/Softball: 

Players in good standing are entitled to play a minimum of 2 innings in the field and have 1 at bat 

per game over the course of the season.  For example, in a 10 game season, each player should 

play 20 innings in the field and get (10) ten at bats. 
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Playing time in 5th and 6th grade for all sports is to be equal playing time including tournaments and 

playoffs. 

 

Playing time in 7th grade and Junior Varsity is the same as described and includes tournaments and 

playoffs. 

 

Playing time policy in 8th grade and Varsity does not include tournaments and playoffs. 

 

As a courtesy, coaches must inform players if they will not be playing them at SMOW financed 

tournaments should this situation arise.  Ideally ALL team members should play a small part of each 

game to reinforce and model SMOWõs overall athletic policy.  

 

Player in Good Standing  

A òplayer in good standingó will have all athletic fees paid up to date before he/she will be allowed 

to participate in league play.  If there are extenuating circumstances hindering the payment of 

these fees, they should be brought to the attention of the Principal and Pastor for further review.  All 

efforts will be made to include all eligible students in the school athletic program.  Missing practice 

without cause or excessive absences can result in reduced playing time and even exclusion from 

the team.  Playing time may also be reduced as a disciplinary action; e.g., when a player is 

neglecting school work, loses self-control or engages in other conduct unbecoming a Christian 

student athlete.  Players must wear their official SMOW uniform for games, including shirt and 

shorts, or they will not be eligible to compete. 

 

Split Squads  

When the number of participants for a given team is 20 or more, that team shall be split.  If a team 

has more than 16 participants, but less than 20, the team may be split.  If a team is split, the division 

of talent shall be equal. 

 

Coaches: Selection, Rules and Responsibilities   

The coach has the greatest responsibility as well as the greatest opportunity to guide and influence 

the student athletes.  Coaches assume the role of teacher, mentor and minister to the young people 

in their charge.   A coachõs attitude and behavior are critical to modeling good Christian, Catholic 

sportsmanship both in word and in deed, including attendance at Mass.  The careful selection of 

coaches is vital if the athletic program is to reflect the Mission/Philosophy of the sports program. 

 

Persons who are in any way in contact on an ongoing basis with our student athletes, must adhere to 

the same rules, responsibilities, requirements and screening procedures applicable to coaches.  

The term òcoachó includes all persons who have any ongoing interaction with a team, including 

persons assisting at practices or at games and all persons present in the bench area during games, 

such as score-keepers. 

 

Criteria for the selection of coaches include: 

 The ability to model Catholic Christian values; 

 The ability to articulate and model the philosophy and goals of the program; 

 The ability to supervise and instruct youth in his or her care responsibly; 
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 An understanding of the basics of the sport to be coached; 

 The ability to develop the potential, confidence and skills of each athlete; and 

 The ability to separate winning from the more important goals and values of the program. 

After a careful screening and selection process, coaches will be appointed by the officers of the board 

with approval of the pastor and principal.  Head coaches should be 21 years of age, and be 

knowledgeable in the sport they are coaching, and be able to conduct practices and coach in a 

responsible manner.  Head coaches and assistant coaches must submit an application for coaching, 

(Archdiocese Form 7703). 

Coaches should attend a formal clinic or in-service in their sport.  Coaches should receive training in first 

aid, CPR and on blood-borne pathogens; they should be familiar with the Illinois Abused and Neglected 

Child Reporting Act and should clearly understand their legal responsibilities. 

Coaches must be familiar with, adhere to and support the Athletic Mission Statement and Philosophy and 

all other St. Mary of the Woods policies and guidelines, as well as league policies and guidelines.  

Coaches should attend an informational meeting with the Athletic Board prior to assuming coaching 

responsibilities.  

Coaches shall schedule a mandatory meeting with parents and student athletes prior to the start of the 

season.  The purpose of this meeting is to outline expectations of parents and student athletes, and to 

establish a line of communication. 

Coaches must be knowledgeable of the rules of the sport and techniques for teaching the fundamentals of 

the sport.  They should use tactics and strategies that are appropriate for the age and skill levels of their 

athletes. 

Coaches must model Christian sportsmanship knowing that St. Mary of the Woods is judged more by the 

coachõs sportsmanship than his/her record.  The coach should teach and guide the team members with a 

sense of fair play and model winning and losing in a respectful, courteous and gracious Christian manner. 

Coaches must show respect for game officials and opponents.  A coach must refrain from public protest 

that may lead to similar behavior from students, parents and other spectators. 

Coaches are responsible for the safety and welfare of the team.  They are responsible for the equipment 

issued to them and for the proper use of the facilities where practices and games are held.  Coaches must 

know the proper procedures for entering and securing St. Mary of the Woods gym.  Coaches must take the 

necessary precautions to protect all clothing and valuables of the students. 

Coaches must carry with them at all time  pertinent information on every athlete in their care in case of 

emergency.  The emergency card should list obvious problems such as asthma, heart problems and 

diabetes.  The card should specify allergies, including bee stings, foods, poison ivy, etc.  A first aid kit 

must be at all games and practices.  Coaches never administer medication.   

Coaches should attend all practices and games.  They are responsible to insure that there is proper adult 

(a person 21 years of age or older), supervision in their absence.  They are responsible for student 

conduct and behavior at practices and at games. 
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Coaches should teach the rules of the sport and develop each playerõs skills within the framework of team 

concept.    They must help each player develop self-confidence, discipline and sportsmanship and make 

participation a learning experience for all. 

Coaches should be fair and unprejudiced in their relationships with students, athletes and their parents.  

They should be objective when they evaluate talent. 

Coaches are to ensure that students wear the official St. Mary of the Woods uniform of royal blue and 

white.  These uniforms may only be worn to St. Mary of the Woods School sponsored games and 

tournaments.  

Coaches must discipline inappropriate student behavior or disrespect.   However, a coach may never 

resort to physical or verbal abuse or profanity.  Coaches should know the difference between punitive 

touching (physical discipline) and corrective touching (correcting a studentõs hold on a ball or bat);  one  

is prohibited while the other is not.  Coaches must take care that touching a student will never be 

interpreted in a sexual manner.  Coaches must use common sense and maturity in resolving problems and 

conflicts. 

Coaches should keep objective, factual, written records of problems concerning attitude and/or behavior.   

These records are important when discipline matters might lead to the suspension and/or expulsion of a 

student from the program. 

Coaches must communicate the schedule of practices, games or any cancellations or alterations to the 

students and their parents in a timely manner.  Coaches cannot assume that players will get the message 

home.  

Coaches must know the Emergency Plan developed for the gymnasium and should rehearse it with the 

team. 

Coaches must keep a written record of accidents and injuries and parents should be notified.  While it may 

be impossible to document every injury and its source, an honest effort to document and notify parents in a 

timely manner is important for the safety and security of the student athletes.  Accidents and injuries 

should also be communicated to the officers of the athletic board. 

Coaches are not allowed: 

 To deny playing tie to students who are cooperative in effort and attendance; 

 To submit rosters that are not signed by the principal; 

 To play students who are not on their regular school roster or to roster students on two school 

teams in the same sport; and  

 To join an additional league or tournament or exceed the amount of allowable games as outlined. 

The athletic board shall develop and publish policies and procedures to regularly monitor and evaluate 

the coaches in the performance of their duties. If a coach fails to perform his/her duties according to the 

spirit and policies of St Mary of the Woods, the coach will be removed by the officers of the athletic board 

following implementation of procedures established herein.  Coaches who have been negligent or 

deficient in carrying out their responsibilities will not be retained.  Coaches who have been removed from 

their position may not be involved in any other aspects of the program. 
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If during the course of a season a complaint is made to the athletic board about an active coach, the 

officers of the board shall conduct an informal investigation to determine if there is any validity to the 

complaint.  If the officers determine that the complaint is valid, a more formal process shall be initiated.  If 

necessary, the decision of the officers may include disciplinary action relating to any person or persons 

involved.   Any decision of the athletic board regarding the dismissal or discipline of a coach or the 

discipline of a player may be appealed to the pastor and principal. 

Student Athletes:  Expectations and Responsibilities  

The expectations and responsibilities of the student athletes should be clearly stated and published before 

the student makes the decision to participate in the athletic program.  These expectations are part of this 

handbook. 

The criteria for eligibility are: 

 Submit all documentation within the established timeline;  

 Meet academic requirements; 

 Present proof of insurance coverage; 

 Present complete permission forms 

 Present a letter attesting to the athleteõs physical fitness; 

 Meet age and weight requirements of league/conference regulations; and  

 Pay all required fees. 

Participating in an athletic program and playing sports is a privilege, not a right.   Athletes will be held to 

personal, academic and disciplinary standards. 

Students who choose to participate in the athletic program at St. Mary of the Woods represent the school 

and the parish at all times.  They must act in a manner that reflects favorably upon the school and on 

themselves.  This expectation is not limited to the sports field or court, but should be evident at school, in 

the community, at other schools, as well as, before, during and after the games.  Regulations regarding the 

proper wearing of the uniform or other specified attire are physical manifestations of this reflection. 

St. Mary of the Woods will not provide uniforms for its teams.  The coaches, in consultation with the officers 

of the athletic board, will establish the basic uniform and coordinate purchase .  Each student will be 

responsible to pay the required fee for his/her uniform. 

The student athlete must show respect for coaches and cooperate with them fully.  This respect must also 

be given to other members of the team, opponents, and officials of the sport.  The student athlete must also 

respect the spectators and fans. 

Student athletes are expected to show good sportsmanship and play by the rules.  They should be 

supportive of the members of their team. 

Losing self-control, using inappropriate gestures or tone of voice, or foul or abusive language, arguing a 

refereeõs call or a coachõs decision or other signs of disrespect are reasons for disciplinary action.  

Consequences of such behavior could be reduced playing time, or even suspension or expulsion from the 

team.   

Student athletes are expected to be present and on time for all practices and games.  Not attending 

practices affects the entire team and detracts from sense of team work that the coaches are striving to 
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achieve.  òExcusedó or òun-excusedó absences are to be defined by the coaches.  In the event the  student  

is unable to attend the practices/games, he/she is to notify one of the coaches beforehand. 

A student athlete who was absent from school due to illness may not attend practice or play in a game on 

the given day.   Absence from school on a Friday does not affect Saturday or Sunday playing time if the 

athlete has recovered sufficiently to participate. 

High schools may not recruit students for athletics.  Students who are solicited to enroll in a high school to 

participate in athletics may place their own eligibility to play in jeopardy. 

 

 

 

Parent/Guardian Expectations and Responsibilities  

Parents play an important role in the success of the student athlete and also in the success of the team.  The 

philosophy/mission of the athletic program should be communicated to the parents as well as all 

expectations of their  childõs participation in the program.  Attendance at a mandatory pre-season 

orientation session will be required. 

Parents are expected to support and encourage their childõs efforts by attending games, and cheering for 

the team.  Parents are reminded to act in a responsible manner and to show good Christian sportsmanship. 

Parents should make no attempt to instruct or direct play of a student athlete or of the team. They should 

not criticize the playing efforts of any athlete or of the team.  Questioning, criticizing, or berating the 

coach, the referees, or any other official is inappropriate behavior.  Parents can and may be asked to leave 

a game or tournament if they are not able to maintain a standard of acceptable behavior.  Parents can be a 

model for putting losses into perspective. 

Parents are expected to contribute their time and service in support of the team and the athletic program.  

The athletic program at St. Mary of the Woods is voluntary and, therefore, dependent upon everyoneõs 

help and support to maintain a high level of quality and success.   Parents may be asked to assist as 

scorekeepers, timekeepers, money or ticket takers, refreshment seller, crowd control monitors, coaches, 

or to set-up or clean up.  One or two parents may be asked to serve as team liaison and assist with phone 

calls, or to provide a schedule to see that all tasks are filled and rotated in an equitable manner. 

Parents will provide transportation for their children to and from games and practices.  Coaches are not 

covered with liability insurance for chauffeur service; therefore, they may not transport athletes at any 

time. 

Parents should be aware that academic eligibility requirements must be met for participating in the 

athletic program. 

Parents will communicate directly first with the coach to resolve matters of concern.  Should further 

communication be necessary, concerns should then be brought to the Athletic Board. 

 

Number of Games/Season Length  

General :  Season length shall be based upon the City Suburban Catholic Conference season as a 

guideline. 
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Basketball:  The following are the maximums for participation by grade level: 

 Grade 5: Not more than 20 games (including two tournaments) 

 Grade 6: Not more than 25 game s(including two tournaments) 

 Grade 7 & 8: Not more than 35 games (including two tournaments) 

Each tournament counts as one game and cannot exceed five games in length.  League playoffs, which 

follow the regular season, shall be counted as one game.  The number of games and/or tournaments may 

be restricted due to lack of funds. 

Practices are not to exceed three hours per week. 

There should be no more than two games per week with the exception of weeks wherein there is a 

vacation day. 

Grades 7 and 8 games should start no later than 8:30 P.M. on days when there is school the following day 

and no later than 9:00 P.M. on other days.  For grades 5 and 6, these times should be 7:30 P.M. and 8:00 

P.M. respectively.  Practices should end no later than 9:00 P.M. on school nights. 

Practice games, played before the start of the season, are limited to one game.  Scrimmage games, prior 

to or during the season, are limited to three games.  These games would be included in the maximum 

totals. 

Warm-up and cool-down time of not more than 20 minutes can be added to practice sessions.  No practices 

or games may be scheduled for early Sunday morning so that each family has the opportunity to attend 

Mass together. 

Students may not be on a roster on more than one team per sport per season. 

Finances 

The St. Mary of the Woods athletic program is self-sustaining.  Participation fees are set to allow as many 

students as possible to participate.  Provision for the children of families who cannot afford the fees is 

available by contacting the pastor. 

Annually, the officers of the athletic board must develop and submit a budget to the pastor and the Athletic 

Commission.  Regular financial statements will be made available for review.   The athletic board has final 

approval of operational expenditures. 

Review and Amendments  

This handbook has been approved by the pastor, principal and the Athletic Commission after review of the 

Archdiocese Handbook and the existing St. Mary of the Woodõs Athletic Rules and Regulations.  This 

handbook shall be reviewed annually by the Athletic Commission.  Changes or amendments may be 

proposed to and must be approved by the pastor, principal and the Athletic Commission.  
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SMOW STUDENT HANDBOOK SIGNATURE FORM 

 

 

 

 
Dear Parents/Guardians and Students: 

 

We trust this edition of the St. Mary of the Woods School Handbook was helpful to you.  Please read and 

think through the practices and policies stated in the Handbook.  It is essential for each member of our 

educational community to understand and support the policies and practices of our school.   The 

administration reserves the right to modify any and all regulations at any time.  Please sign this statement 

to acknowledge your understanding and support of school expectations.  You are required to return this 
form to your homeroom teacher by Friday, September 2. 

 

 
Printed Name of Student _________________________________________ Grade ______ 

 

Printed Name of Student _________________________________________ Grade ______ 

 

Printed Name of Student _________________________________________ Grade ______ 

 

Printed Name of Student _________________________________________ Grade ______ 

 

 

Printed Name of Parent/Guardian ______________________________________________ 

 

Signature of Parent/Guardian__________________________________________________ 

 

 

Date _________________ 
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Parent/Guardian Consent Form 

Acceptable Use of School Technology by Student 

 

I/we have read the school technology guidelines, and have discussed them with my child(ren).  In consideration of 

the privilege of my child(ren) using the schoolõs electronic communications system* and in consideration of having 

access to the public networks, I/we hereby release the school, its operators, and any institutions with which they are 

affiliated from any and all claims and damages of any nature arising from my childõs use of, or inability to the system, 

including, without limitation, the types of damage identified in the Acceptable Use Procedures (AUP). 

I/we understand that access to the school technology resources is not a private activity and that the school will 

monitor student activity on any of the school resources including but not limited to the computer system, e-mail 

system, and other electronic devices and programs.* 

I/we have read the schoolõs technology procedures and regulations and agree to abide by these provisions.  

Violation of these provisions may result in suspension or revocation of system access.  I/we also understand that any 

actions taken through the school network that are in violation of the school disciplinary code will be handled in 

accordance with the code.  Appropriate legal authorities may be contacted if here is any suspicion of illegal activity. 

 

Parent/Guardian:  (Please initial in space provided below) 

 

__________ I/we do give permission for my child to participate in the schoolõs electronic communications system  

  including the Internet and certify that the information contained on this form is correct. 

 

__________ I/we do not give permission for my child to participate I the schoolõs electronic communications    

  system  including the Internet and certify that the information contained on this form is correct. 

 

Student:  (Please initial in space provided below) 

 

__________ I have discussed, with my parent/guardian, how I may appropriately use the schoolõs technology  

  tools. 

 

Name of Student         Grade 

___________________________________________ ______  _____________________________________ 

_________________________________________________  _____________________________________ 

_________________________________________________  _____________________________________ 

 

________________________________________________  _____________________________________ 

 

Print Name of Parent/Guardian    Signature of Parent/Guardian 

 

_________________________________________________  _____________________________________ 

 

Print Name of Parent/Guardian    Signature of Parent/Guardian 

 

_________________________________________________  _____________________________________ 

 

Date:  ___________________________________________ 
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*Including but not limited to Internet access, fax, e-mail, stand-alone computer, and telephone.   

The parent/guardian is responsible for any damage caused through the studentõs inappropriate use of the schoolõs 

Internet system. 

PHOTO/ACADEMIC WORK PERMISSION FORM 
  

 

On occasion, St. Mary of the Woods School uses photos and/or academic work of students in school/parish 

publications to share information about the school.  School publications include, but are not limited to:  the 

website, school yearbook, student academic work, advertisements, annual reports, posters, newsletters, 

parish bulletins and other public relations material. 

 

In addition, local news organizations may hear of our activities or events, and our school may invite or 

allow them to photograph or record our events. 

 

Please check and sign below: 

 

 _________  My childõs photo or academic work may be published I any 

    format including group or individual photos. 

 

 _________  My childõs photo or academic work may not be published in any 

    format including group or individual photos. 

 

Printed Name of Student _________________________________________ Grade ______ 

Printed Name of Student _________________________________________ Grade ______ 

Printed Name of Student _________________________________________ Grade ______ 

Printed Name of Student _________________________________________ Grade ______ 

 

 

Printed Name of Parent/Guardian _______________________________________________ 

______________________________________________________Date _________________ 

                            Parent/Guardian Signature 

 

If you do not return this form by August 26th, it will be assumed that you give permission for your 

childõs photo or academic work to be included in any form of communication. 

 

 


