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Dear Parent(s) or Guardian(s): 
 
This handbook is your guide for understanding the policies, regulations, and procedures of Good Shepherd 
Catholic School. Please review this handbook and discuss its contents with your child.  
 
We, at Good Shepherd Catholic School, consider it a privilege to work with parents in the education of children 
because we believe parents are the primary educators of their children. Therefore, it is your right and duty to 
become the primary role models for the development of your child's life -- physically, mentally, spiritually, 
emotionally, and psychologically. Your choice of Good Shepherd Catholic School involves a commitment and 
exhibits a concern for helping your child to recognize God as the greatest good in his/her life. 

Good example is the strongest teacher. Your personal relationship with God, with your family and with the 
Church community will affect the way your child relates to God and others. Ideals taught in school are not well 
rooted in the child unless they are nurtured by the example of good Catholic/Christian morality and by an 
honest personal relationship with God in your family life.  

During these formative years (Pre-K-8), your child needs constant support from both parents and faculty in 
order to develop his/her moral, intellectual, social, cultural, and physical endowment. Neither parents nor 
teachers can afford to doubt the sincerity of the efforts of their educational partnership in the quest of 
challenging, yet nourishing, the student to reach his/her potential. It is vital that both parents and 
teachers remember that allowing oneself to be caught between the student and the other partner will 
never have positive results. To divide authority between school and home or within the home will only 
teach disrespect of all authority.  If there is an incident at school, you as parents must make investigation of 
the complete story your first step. Evidence of mutual respect between parents and teachers will model good 
mature behavior and relationships. 

Students are naturally eager to grow and learn. However, sometimes in the process of maturation new 
interests may cause them to lose focus.  As this natural process occurs, the student needs both understanding 
and discipline. At times, your child may perceive discipline as restrictive. However, it is boundaries and limits 
that provide a young person with both guidance and security. 

It is essential that a child take responsibility for grades he/she has earned and be accountable for homework, 
assignments, tests, service projects, and all other activities. This responsibility also extends to times of 
absence. 

Together, let us begin this year with a commitment to partnership as we support one another in helping your 
child become the best person he/she is capable of becoming 
 
We are most happy to share in the God-given responsibility of educating your children. May God bless you 
always. 
 
 
 
In Christôs Love, 

 
  
Jayme Hartmann       Sandra B. Cooney 
Principal                     Assistant Principal 
     

 
 
 
 



 
HISTORY OF GOOD SHEPHERD CATHOLIC SCHOOL 

 
Situated on the site of the original Mission church which was founded in 1956, Good 
Shepherd began with four classrooms and was staffed by the Sisters of St. Joseph until 
1963, when the Sisters of Notre Dame arrived. During this time the school population 
grew to 300 students. In 2011 there were nearly 550 students attending PreK4-8th 
grade. Nationally recognized six times for excellence in education, Good Shepherd 
Catholic School has celebrated 50 years in 2008. With a new leader at its helm in 2010-
2011, Good Shepherd is moving academically and instructionally toward multiple goals 
that incorporate the current trends and strategies of education. Technology will continue 
to infuse its importance in our lives, which we will grasp and use effectively to continue 
our progress and make our mark in education and on the lives of our students.  

 
 

STATEMENT OF PHILOSOPHY 
 
As a Christian community, Good Shepherd Catholic School always strives to nurture an environment 
characterized by Christ-like attitudes of love and concern. Our school places a high priority on the 
formation of Catholic leaders capable of mirroring the Christian ethic and operating effectively in a 
free society. Good Shepherd Catholic School strives to design and present a curriculum that is 
relevant and provides students with the skills necessary to meet challenges and to make decisions 
reflective of Gospel values. Parish, home, and the school are partners in the 
educational process.  Recognizing the role of parents as primary educators, 
Good Shepherd Catholic School encourages parental participation in all 
areas. While asserting the absolute necessity of maintaining high academic 
standards, faculty and staff recognize that responsiveness to differences in 
talents, abilities, and interests is an essential element in any design for learning. 

Urged on by Godôs love, the community proclaims the Good News as revealed 
in the Person of Jesus. By passing on the faith from generation to generation, by living it in 

community, and by celebrating it in prayer and liturgy, Good Shepherd strives to teach as Jesus 
taught. By guiding young people toward a realization of their roles as Christians, committed to 

service, peace and justice in a world where such values are sometimes threatened, this community 
affirms the value of living as Jesus lived. 

 
DIOCESE OF ORLANDO MISSION STATEMENT  
 

Catholic schools in the Diocese of Orlando proclaim the Gospel message 
within an academic environment of excellence that challenges students to 
be creative and critical thinkers who integrate faith, moral leadership, and 
compassionate service in order to create a more just and humane world. 

 
 

GOOD SHEPHERD CATHOLIC SCHOOL MISSION STATEMENT 
 

With Christ as the unseen, but ever present teacher, Good Shepherd Catholic 
School is committed to provide academic excellence, Catholic values, and a faith-filled 

community to its students.  
 

Good Shepherd Catholic School is accredited through the Florida Catholic Conference. 



POLICIES AND PROCEDURES 
 

The Good Shepherd Catholic School Board and Administration reserve the right to make changes to this Parent 
and Student Handbook at anytime. Parents are invited to suggest meaningful changes in written form. The 
necessary changes will be incorporated annually prior to the start of the academic year. If changes need to be 
made during the school year, notification of the change will be by email and changes will be highlighted in red on 
the school web site. 
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ADMISSION POLICIES AND PROCEDURES 

 
ADMISSION OF STUDENTS 

 

Good Shepherd Catholic School (GSCS) admits students of any race, color, national and ethnic origin 
to all the rights, privileges, programs, and activities generally accorded or made available to students 
at the school. We do not discriminate on the basis of race, color, or ethnic origin in administration of 
educational policies, admissions policies, or athletic and other school-administered programs. 
 

 Priority For Admission  

All families wishing to enroll students in GSCS are assigned an initial priority based 
upon prescribed criteria. The priority is finalized after verification of the parish records, if 
applicable. Good Shepherd Preschool students receive top priority in each category. 
 
Priorities are listed below in decreasing order of acceptance: 

 
            1.   All families with children enrolled in GSCS and in good standing with GSCS. 

 2.   All families of Good Shepherd Parish who are regular in Church attendance   
       and envelope use as defined by the pastor. 
 3.   All families of neighboring Catholic parishes who have been approved by  
       their pastors as supporting members of their parishes. 
 4.   All others by date of application. 

 

 Basic Requirements For Admission 
 

K-4 admission- To be considered, a child must be four years of age on or before 
September 1st of the academic year in which admission is sought. 
 
Kindergarten Admission- To be considered, a child must be five years of age on or 
before September 1st of the academic year in which admission is sought. 

 

New Student Admission- New students are conditionally accepted until the office has 
received and approved transcripts and records from the previously attended school(s), 
and the student has satisfactorily completed an academic screening.  Acceptance is 
finalized when the studentôs initial report card from GSCS indicates satisfactory 
achievement and behavior. Failure to meet acceptable standards will be considered just 
cause for disenrollment. 

 
 
 

WITHDRAWAL POLICY 
 

In case of a planned withdrawal, parents should give written notice to the school office. Current 
payment of all fees is required. Failure to depart in good standing will prevent re-admission or 
recommendation to another school. 

 

 



PARENTS AS PARTNERS IN EDUCATION 
 

As partners in the educational process at Good Shepherd Catholic School, we ask parents to set 
rules, times and limits so that your child: 
Á gets to bed early on school nights; 
Á arrives at school on time and is picked up at the end of the day on time; 
Á is dressed according to the school dress code; 
Á completes assignments on time; 
Á has lunch money or nutritional sack lunch every day. 

. 
We also ask parents to: 
Á actively participate in school activities such as Parent-Teacher conferences; 
Á expect student pays for any damage to school books or property due to carelessness or 

neglect; 
Á notify the school in writing when the student has been absent or tardy; 
Á notify the school office of changes of address or important phone numbers; 
Á meet all financial obligations to the school; 
Á inform the school of special situations regarding the student's well-being, safety, and health 
Á complete and promptly return requested information to school; 
Á read school communication, newsletters, etcé to demonstrate your interest and commitment 
to your childôs total education; 

Á support the religious and educational goals of the school; 
Á support and cooperate with the discipline policy of the school; 
Á treat teachers with respect and courtesy when discussing student problems. 

  
 

GOOD SHEPHERD SCHOOL BOARD 
 

The Good Shepherd School Board is a policy making body advisory to the school administration and 
parish pastor. The GSCS School Board is a standing body, governed by its own constitution and by-
laws, ultimately accountable to the School Administration and Pastor. The GS school policies adhere 
to the general guidelines formulated by the Diocese of Orlando Office for Schools. The boardôs 
function and responsibilities include: 

 Develop and define policies that govern the operation of the educational programs at GS 

 Promote and monitor the implementation of the school policies 

 Be responsible for all educational activities of the school 

 Establish and recommend policies for the operation of the schoolôs educational programs 

 Assist in the development of long range plans for the schoolôs educational programs 

 Create, evaluate and approve the school budget  
New policies will be communicated to the school families throughout the school year. 

 
 

GOOD SHEPHERD HOME AND SCHOOL ASSOCIATION 
 

The HSA is an organization comprised of all parents and guardians of Good Shepherd School 
students whose purpose is to optimize the Catholic Education experience via support and recognition 
of school staff. As an organization we raise funds to provide enrichment events and equipment for 
students. This organization facilitates the school directly by providing thousands of volunteer hours 
every year from parents and guardians. Annual dues are $10 per family and are included as part of 
the tuition. 



POINTS FOR PROGRESS 
 
Every family is expected to provide a minimum of 30 volunteer hours each school year. Opportunities 
to volunteer are virtually endless. The HSA helps parents and guardians find volunteer opportunities 
that fit their schedule and lifestyle. Two of the biggest events during the year, Walk-a-thon and Parish 
Festival, are ideal volunteer opportunities. Teachers and Instructional Assistants may also facilitate 
parents and guardians in finding hours. Whether it is counting lunch money during the school day or 
yard work on the weekends, the school is constantly looking for volunteers to help.   

GOOD SHEPHERD SCHOOL BOOKSTORE 

The bookstore is located in the west end of Primary Learning Center (building K) and is operated by 
the Home and School Association. The bookstore offers school uniform items, P.E. uniforms, student 
planners, journals, and stationery items.  All fifth grade math students have the opportunity to practice 
real world math skills by working in the bookstore for one week throughout the year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FINANCIAL POLICIES AND PROCEDURES 

 
FINANCIAL OBLIGATIONS 

 
TUITION SCHEDULE (PreK4-8) please refer to the Registration Application 

 
ANNUAL REGISTRATION FEE K4 ï 8 

$150.00 per child 
 

MIDDLE SCHOOL FEE 
$75.00 per child 

 

 Tuition paid IN FULL for the school year (due June 15th) is paid directly to Good Shepherd 
Catholic School Attn: Finance Department. 

 

 Any plan other than paying the tuition IN FULL must be paid with an agreement through the 
SMART Tuition Management Program. 

 

 To access the SMART Website: http://smarttuition.com  
 
 
Without fiscal stability, Good Shepherd Catholic School cannot continue to provide students with high 
quality Catholic education. Fiscal stability is only possible with the cooperation of all families involved. 
The School Finance Committee of the School Board, in an effort to ensure that needed operational 
funds derived from tuition be both timely and sufficient, utilizes a policy concerning late or overdue 
payments. Anytime a problem arises with tuition not paid through SMART, this committee is notified 
and action is taken accordingly. 

Parents sign an agreement each year to follow these guidelines. This policy is intended to serve the 
needs of the entire community. 

CHURCH SUPPORT 
 

Registered Catholic Stewards are those families who actively support their parish in an identifiable 
way through the offertory collection on a regular basis and give service to their parish. Regular church 
attendance is required to receive the tuition rate supported by the parish. Those families requesting 
the Catholic Stewardship tuition rate must obtain Pastoral Approval in order to qualify for the 
subsidized rate. Families requesting the subsidized rate must be responsible for receiving approval 
from their pastor.  

FUNDRAISING 

All families are expected to participate in school fundraising activities. The revenue from the 
fundraisers is included in the operating budget to cover expenses that the tuition does not cover, such 
as the instructional cost for student insurance, standardized and performance testing, workbooks, 
periodicals, art materials, audio-visual materials, computer software, classroom enrichment materials, 
the rental of hard-back textbooks, the purchase of library books, physical education equipment, and a 
variety of instructional supplies. Fundraising supplements these expenses and must take place during 
the year.   

 



ITEMS REQUIRED ANNUALLY 
 

Upon annual registration, parents/guardians are expected to complete the following forms: 
1.   Emergency Procedure Card 
2.   Signed Acceptable Use Agreement (Internet) 
3.   Signed Permission for Photograph and/or Video 
 

Parents are required to purchase student supplies according to the supply lists posted by August 1st 
each year. Supply list items are used by your child and in their classroom, such items include (but are 
not limited to) pencils, notebooks, crayons, markers, etcé There may be additional costs for special 
project/activities throughout the year. Good Shepherd School tries to minimize these costs. 

 
INSURANCE 

 
Every student in our school is covered by a Diocesan insurance plan for the hours he/she is under 
school supervision. Coverage is coordinated with insurance that you have and reimbursement begins 
after a deductible has been met. Twenty-four hours coverage is available at an extra charge.  
Applications for such coverage are distributed each academic year during the first week of school.  



ATTENDANCE POLICIES AND PROCEDURES 

ATTENDANCE POLICY 

For the convenience of planning medical appointments and vacations, the school calendar is 
provided prior to the start of the academic year. Please use the school calendar when planning so 
there are not conflicts with school days.     

Once a student has reported to school, he/she must be present at all assigned classes. No student is 
excused from class without obtaining permission from a duly authorized person. No student may 
leave the school grounds at any time during the school day without permission from the School 
Administration. Failure to comply with this policy will result in disciplinary action. Only for exceptional 
reasons may students be picked up at the school office and signed out by a parent or pre-registered 
authorized person. 

ABSENTEE PROCEDURE 
 

If a student is absent, a parent must report the absence by calling the school office by 9:00 a.m. 
 
Calls to report an absence may be made before and after business hours using the automated phone 
system at 407-277-4200, press 1 for English or 2 for Spanish, then press 2 for the school, and then 1 
for the Student Attendance Line. On the student attendance line, leave the student's name and 
reason for absence. 
 
Note: When students are absent from school, they are ineligible to participate in extra-curricular 
activities or official school functions on that day. Activities include clubs, plays, meetings, athletic 
practices, contests, or any official Good Shepherd Catholic School (GSCS) event. Students must be 
present in all classes for the day to be permitted to participate in the above-mentioned activities.  
 
Excessive absence, (40) days or the equivalent of 40 days including tardiness, can be cause student 
retention in their current grade for another year. 
 
Students who are away from school for an appointment for 3½ hours or more are marked absent for 
½ day. Three (3) early withdrawals are considered ½ day absence. 
 
Upon returning to school, a student must submit a written excuse signed by a parent explaining the 
reason for the absence.  
  

 Excused Absences 
Excused absences are defined as those due to personal illness, serious illness or death in 
the family, weather or road conditions making travel dangerous, or cause deemed 
acceptable by the school administration. 

 

 Medical/Dental Appointments 
Absences for medical or dental appointments are excused for the time of the appointment 
only. A note verifying the appointment or being signed out by a parent/guardian is 
required. Parents are encouraged to arrange routine appointments at times other than 
during regular school hours. When appointments occur during school hours, parents must 
pick-up and re-admit their children through the school office and using the sign-out 
book. No one is permitted to withdraw a student directly from the classroom. 

 



LATENESS POLICY 
 

School begins at 8:00 a.m. Students arriving in their homerooms after 8:00 a.m. are considered late.  
Tardiness of one student disrupts the learning environment of the entire classroom. Repeated 
lateness is unacceptable. Parents must make every effort to be punctual each day. Please do not put 
your child in the position of being penalized for a situation of which he/she has no control. Middle 
school students who are tardy three times to homeroom or to a specific class will earn a detention. 
The accumulation of three tardies is equal to a ½ day absence and is recorded as such.   
 
According to Florida School Law Statute 1003.26, if a student has had at least five unexcused 
absences, or lateness within a calendar month or 10 unexcused absences within a 90-calendar-day 
period, the studentôs primary teacher shall report to the school principal that the student is exhibiting a 
pattern of nonattendance.  The principal shall refer the case to the schoolôs child study team to 
determine if early patterns of truancy are developing.  If the child study team finds that a pattern of 
nonattendance is developing, whether the absences are excused or not, a meeting with the parent 
must be scheduled to identify potential remedies.  If the parent still refuses to participate or 
cooperate, the principal may ask the parent to withdraw their child/children from the school. 
 

 
MAKE UP WORK PROCEDURE 

 
Parents and/or guardians requesting homework for absent students are to use the Edline Website, 
www.edline.net, to receive assignments. Teachers do not have time to prepare such assignments 
during their regular class hours. Make-up assignments are provided for students with an 
extended excused absence once the student returns to school.  
 
It is the school policy that all assignments and tests be made-up within one week of the absence. No 
work is accepted past the one-week deadline. Work not completed within this time frame is recorded 
as a zero. Special arrangements will be made to accommodate students following an extended 
absence. It is the studentôs responsibility to obtain and complete missed work. In anticipation of a 
vacation, teachers are NOT required to prepare assignments; however, parents may contact 
their childôs teacher to ask him/her for consideration. 

 

 

 

 

 

 

 

 



ARRIVAL/DISMISSAL AND INCLEMENT WEATHER 
PROCEDURES 

 CALENDAR 

A monthly calendar including important school activities is provided to each family via the Parent 
Information Link on the schoolôs website. Hard copies may be requested in the front office. Please 
use this as a reference before calling the office for information.  The monthly calendar will be updated 
weekly. 

SCHOOL HOURS 

School hours are: Monday, Tuesday, Thursday, & Friday, 8:00 a.m. to 3:00 p.m. 
Wednesday 8:00 a.m. to 2:00 p.m. 

 
 

ARRIVAL PROCEDURE 
 
Students may begin arriving at 7:30 a.m. Arrivals between 6:30 to 7:30 a.m. must use the Extended Care 
Program. 
 
Anyone walking their student on campus must have their name badge visible. If the badge is not visible the 
person will be directed to the main office to obtain a visitorôs badge. Badges are not provided at the morning 
drop off gates. Children being dropped off at the gates at morning drop off will be escorted to their classrooms 
since parents without badges are not permitted to enter.  
 

 



 
DISMISSAL PROCEDURE 

 
Dismissal begins at 3:05 p.m. on Monday, Tuesday, Thursday and Friday.   
Dismissal begins at 2:05 p.m. on Wednesday. 
 
Students not picked up by 3:15pm are sent to the Extended Care Program. 
 

Early pick-up is only for emergencies or medical reasons. Students picked up prior to dismissal must 
be signed out in the office by a parent or pre-registered authorized person. The office will not sign 
out students after 2:30 p.m. on a typical day or 1:30 p.m. on Wednesday.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

STORMY WEATHER DISMISSAL 
 

The following dismissal guidelines are enacted any day when the weather during dismissal is severe: 
Parent Pick-up in the Family Center and Carline dismissal continue as usual. If at any time during 
carline dismissal lightening is spotted, students and staff stop the carline until it is deemed safe. If a 
student must leave during this time parentsô must walk in and get the student. Students not picked up 
by 3:30pm are sent to the Extended Care Program. 
 
 

WEATHER EMERGENCY 
 
When all Orange County Schools are closed due to inclement weather, Good Shepherd Catholic 
School will be closed. If in doubt about school closings, listen for announcements on radio stations 
WDBO Radio AM-580 or MAGIC 107.7 FM. Typically local television stations provide advisories and 
official announcements. The school website will also post school closings.    

  

  



SAFETY AND HEALTH POLICIES AND PROCEDURES 

The Diocese of Orlando and the Office of Schools have taken steps to ensure the safety of our children. The 
measures in place to protect our children and are continually reviewed and oftentimes ask for your support in 
implementing measures and procedures designed to make our schools a safe haven for our children.  
 
To this end, please share the following information with your children to help us ensure that wrongful conduct 
does not occur in our schools. The intent is not to alarm you, but rather to help everyone understand the 
appropriate conduct we expect in our school. While we hope to never to have these problems in our school, we 
want it clearly understood that the Diocese of Orlando does not condone or authorize its employees, 
volunteers, coaches, or students to engage in any of the following activities:  

 

 Threatening or causing personal harm or injury 

 Threatening or causing damage to school or Diocesan property 

 Providing medical advice 

 Conducting physical examinations of or providing shots to students (other than school-sponsored or 
sanctioned exams for scoliosis, vision, hearing, athletic fitness, diabetic treatments, or other medical 
treatments, all of which require written permission from a parent or guardian) 

 Administering drugs, including any over the counter medication, in the absence of express written 
permission from a parent or guardian per Diocesan policy 

 Providing massages or other physical therapy 

 Taking blood samples or performing any other medical procedure 

 Examining the genitalia of any student, for any reason 

 Touching an individual inappropriately 

 Smoking, or encouraging smoking, on school property 

 Asking a student to undress or observing a student while he or she is changing clothes at school or a 
sporting event, other than necessary supervision in a locker or approved changing area 

 Denigrating or abusing any child, volunteer, or employee 
 

We ask parents to help identify these and any other inappropriate activities that may take place in our school. 
Report such incidents immediately to the Principal or the Office of Schools. Our experience and that of experts, 
particularly in the area of school violence, is that tell-tale signs (e.g., severe mood changes, emotional 
outbursts or irrational conduct, fascination with guns or incidents of violence, indirect and direct threats) usually 
exist before the actual violent act occurs. Early intervention, therefore, is the key to avoiding a tragic situation. 
We cannot possibly identify all the improper conduct that might occur, but we ask that parents use common 
sense and report anything that you believe is inappropriate. Cooperation in enforcing these guidelines is 
essential in keeping our students safe. Working together, we can continue to provide our children a caring, 
loving environment, and the best Catholic education.  
 
For questions or concerns about this information, call the school office.  
 

 

CHILD ABUSE LAWS 
 
Good Shepherd Catholic School abides by the Child Abuse laws of the State of Florida.  This law 
mandates that all cases of suspected abuse and/or neglect be reported to The Department of 
Children and Families. 

           
 

FINGERPRINTING 
 
All volunteers, parents, student volunteers, community members, relatives, etcé, are required by 
Diocesan policy to complete an application, which includes finger printing and a criminal background 
check. There are no exceptions to this rule. There is a processing fee for this service. Once the 
volunteer process is complete, a person may volunteer at the school. Volunteers must sign in at the 



office and wear I.D. badges at all times. The school office will notify each person 6 months before his 
or her fingerprints certification expires. 
 
 

IDENTIFICATION BADGES 
 
Once a student is accepted into Good Shepherd Catholic School, two IDentiPass badges are printed 
per family. The cost for additional or replacement badges is $10.00 per badge.   
 
Any person receiving a badge agrees: 
The identification badge is to be used only by the assigned badge holder and must be worn at 
all times while on campus. Anyone on campus without an identification badge is sent to the 
school office for a temporary badge. All gates must be closed securely upon entrance or 
exiting the campus. All persons visiting the campus must report to the office and sign in. 
 
 

IMMUNIZATION RECORDS 
 
As mandated by the State of Florida Department of Health, all students must fulfill the immunizations 
requirements for enrollment in school. Timely notices are sent to parents to enforce compliance with 
the regulations. 
 

MEDICATION 
 
Schedules for dispensing medication should be made outside of the school day. If you must send 
medication to school, the following rules are enforced:  

 All medication must be kept in the school office with the exception of students with diabetes or 
the need for an EpiPen. This policy includes non-prescription medication as well as 
prescription medication.   

 Reclaim all medications promptly after your childôs recovery. Due to storage constraints and 
the schoolôs liability medication left unused for two weeks is discarded.   

 Only students with exceptional medical needs may have long term permission to dispense 
medication if an Authorization for Medication Form (available on the schoolôs website in the 
Parent Information Center)is on file.   

 If administration has concerns about any medication, parents will be notified prior to 
distribution. 

 An Authorization for Medication Form (available on the schoolôs website in the Parent 
Information Center) must be completed before any student can receive medication at school, 
including cough drops, sore-throat lozenges, aspirin, or acetaminophen.   

 Medication must be in the original container with the original pharmacy label showing the 
studentôs name, name of medication and directions for administration.  Preferably, request that 
the pharmacist to prepare two containers:  one to stay in school and one to keep at home. 

 A note should be sent to the teacher explaining the need for the medication and dosing 
schedule so the teacher can remind the student to go to the office at the proper time. 

 
 

ILLNESS 
 
If a student becomes ill at school, students are sent to the clinic in the school office. Parents are 
notified by phone regarding their childôs health and a decision is made whether the child should stay 
in class or go home. 

 When a student has been absent due to personal illness, he/she must be free of fever for 24 
hours without fever reducing medication before returning to school. For the safety of all 



students we ask that you do not give your child with a fever any fever reducing medicine and 
send them to school. 

 All students sent home with a fever need to report to the front office/clinic when they return to 
school where their temperature will be re-checked.  

 A student with a communicable disease will not be re-admitted to class without a statement 
from the doctor. 

 

 ACCIDENTS 
 

An accident report must be completed by the supervising staff member and is filed in the school 
office. Parents choosing to file for insurance reimbursement will, upon request, be provided with 
copies of the form. 
 

Emergency information for each child is kept on file in the school office. In the event of an accident or 
minor injury, the parents are contacted and the necessary course of action is determined. Be sure 
accurate and up-to--date information is on file in the school office.  
 

When an emergency occurs, the child is taken to the hospital by ambulance. In the event that the 
parents cannot be contacted prior to transporting a child, the school will continue efforts to contact the 
family upon arrival at the hospital. 

 
 

PLAYGROUND AND RECESS SAFETY  
 
Play activity is within the designated area only. Baseball bats and hard balls are not allowed in play 
areas. Tugging, pushing or bothering others on the climbing equipment will not be tolerated. Bullying 
and exclusion happens more frequently during time of unstructured play.  This kind of behavior is 
unacceptable and will not be tolerated. Every child must respect the property as well as feelings of 
others at all times. 
 

EMERGENCY DRILLS 
 

Monthly fire evacuation drills are required by state law. Periodic drills occur to practice and reinforce 
safety measures employed in case of a circumstance that could threaten the safety of the students 
and staff. 
 

CUSTODIAL AGREEMENTS 
 

Special instructions regarding the custody of a child must be in written form and on record in the 
school office. 
 

CONTROLLED SUBSTANCE 
 
Asbestos Inspection 

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), 40 CFR 763.93 (g), the 
Management Plan for Asbestos-Containing materials as developed by Law Engineering is available 
without restriction for your inspection at the schoolôs administrative office. 
 
Pressure-Treated-Wood Equipment 

The Diocese of Orlando has conducted a thorough investigation of all properties and has taken all 
action recommended by its consultants regarding the levels of arsenic in pressure treated wood 
equipment. The Diocese is following the guidelines of the Florida Department of Environmental 
Protection and the State of Florida Department of Health. 



ACADEMIC POLICIES AND PROCEDURES 

 
STANDARDS 

 
Good Shepherd Catholic School is fully accredited by the Accreditation Committee of the Florida 
Catholic Conference. All teachers are fully accredited. The curriculum meets or exceeds standards 
set by the State of Florida and the Diocese of Orlando. In PreK4 through 5th grade, Instructional 
Assistants support academics in the classroom. Grades 6 through 8 are departmentalized. Regularly 
scheduled classes in art, media, music, technology, Spanish and P.E. provide diversity in the 
curriculum.  Five multi-age continuous progress classes are offered for children in Kindergarten 
through grade 5. 
 

REPORT CARDS 

Skills Checklists are distributed at the end of each semester to the students in PreK4. Kindergarten, 
grades 1, 2, & 3 including multi-age K/1, 1/2, and 2/3 receive Skills Checklists at the end of each 
quarter. Grades 4 ï 8 including the multi-age 4/5 receive letter grades. 
 
Formal reports cards for grades 4 through 8 are available for parents via Edline. Hard copy requests 
of the report card may be made in the school office. 

 
At the end of the first quarter, all families are offered an appointment for a conference. Conferences 
at the end of all other quarters are scheduled with parents if they or the teachers determine a need. 
 
 

GRADING SCALE 
 

The following grade scale is legislated for schools in the Diocese of Orlando as well as the public 

schools in the state of Florida. 

 A  (90-100%) Outstanding Achievement 
 B  (80-89%) Above Average Achievement 
 C  (70-79%) Average Achievement 
 D  (60ï69%) Below Average Achievement 
 F  (0-59%) Unsatisfactory Achievement  
 

Quarterly core subject grades for students in grades 4-8 are reflective of a studentôs performance on 

both formative and summative assessments. The quarterly grades are calculated according to the 

weighted scale as follows: 

 Homework  5% 
 Daily Class Work 25% 
 Assignments  35% 
 Assessments  35% 
      100% 

 

Specials subject areas include music, art, Physical Education, Media/Technology, and Spanish. 

Because Specials classes meet less frequently than core subject area classes (except Spanish in 

grades 7 and 8), summative grades of S (Satisfactory), N (Needs Improvement) and U 

(Unsatisfactory) are recorded at the end of each semester.   



Formative assessments include but are not limited to: class participation, quizzes, class work, and 

homework. Summative assessments include but are not limited to: tests, projects, reports, 

presentations, etcé   

General practice dictates that graded assignments must be posted on Edline within 48 hours after 

collecting the assignments. All grades for written essays, tests, or projects must be posted no later 

than one week after the assignment is due. Failure to follow this guideline, without informing the 

school administration, will necessitate a meeting with the administration. 

A student will earn an incomplete quarterly subject grade (I) if they have not demonstrated mastery of 

skills and standards by completing less than 90% of expected homework and class work, and/or have 

any missing assignments and/or assessments. The students will be given two weeks after the end of 

the quarterly grading period to make up missing work at which time the grade will be adjusted 

accordingly.  

HONOR ROLL AND ACADEMIC AWARDS 
 
Student Performance Expectations 
The Curriculum in the Diocese of Orlando is based upon the expectations of broad areas of 
knowledge and competence that Catholic school students are expected to achieve by the time they 
graduate from the 12th grade. These expectations should be considered as on-going student 
performance goals throughout all grade levels. These student performance goals are a priority as 
elementary schools and high schools develop curriculum and deliver instruction.  
 

 As information managers, students will be able to locate, interpret, evaluate, maintain, and 
apply information, concepts, and ideas found in literature, the arts, symbols, recordings, video 
and other graphic displays, and computer files in order to perform tasks and/or for enjoyment. 

 As effective communicators, students will be able to communicate in English and other 
languages using information, concepts, prose, symbols, reports, audio and video recordings, 
speeches, graphics displays, and computer-based programs. 

 As numeric problem solvers, students will be able to use numeric operations and concepts 
to describe, analyze, disaggregate, communicate, and synthesize numeric data, and to identify 
and solve problems.  

 As critical and creative thinkers, students will be able to use creative thinking skills to 
generate new ideas, make the best decisions, recognize and solve problems through 
reasoning, interpret symbolic data, and develop efficient techniques for lifelong learning.  

 As ethical and responsible workers, students, as good stewards of Godôs gifts, will be able 
to appropriately allocated time, money, and other resources. 

 As resource managers, students, as good stewards of Godôs gifts, will be able to 
appropriately allocate time, money, and other resources. 

 As systems managers, students will be able to integrate their knowledge and understanding 
of how social, organizational, informational, and technological systems work with their abilities 
to analyze trends, design and improve systems, and use and maintain appropriate technology.  

 As cooperative workers, students will be able to work harmoniously with others to 
successfully complete a project or task. 

 As effective leaders, students will be able to establish credibility through their competence 
and integrity, and communicate their feelings and ideas to justify or successfully negotiate a 
position which advances their growth and development as Catholic Christians.  

 As culturally sensitive learners, students will be able to recognize that all human beings are 
children of one God and Father.  They should appreciate their own culture and the cultures of 



others, understand the concerns and perspectives of members of other ethnic groups, reject 
the stereotyping of themselves and others, and seek out and utilize the views of persons from 
diverse ethnic, social and educational backgrounds. 
  

Honor Roll 
Honor Roll certificates are presented quarterly to students in grades 4 through 8 who maintain a 
grade point average of 85% in: Religion, Social Studies, Science, Math, Literature and Language 
Arts and with a satisfactory in all minor subject areas. Eighth graders must also receive an 85% 
in Spanish to earn Honor Roll. Conduct grades of N or U prevent a child from being listed on the 
Honor Roll.  
 
End of the Year Academic Awards 
The Academic Awards Ceremony is scheduled for the last week of school. Eighth grade awards are 

distributed at graduation. Academic Awards include: 

 Academic Honors - to be eligible students must receive academic honor roll status all three 
quarters (refer to Honor Roll). 

 

 Commitment to Excellence - one student from each homeroom is honored for excellent 
academic effort, conduct, and responsibility throughout the year. 

 

 Knights of Columbus Award   
  

 Principalôs Award - awarded to one student per grade level with the highest academic 

average in major subject levels, an S in all minor subjects, an S in conduct, and demonstrates 

strong Christian values.  

 Presidential Award for Educational Excellence - to be eligible, students must earn a grade 
point average of 90 on a 100 point scale (A on the letter scale). The student must also score in 
the 90th percentile or above on the standardized tests in Mathematics (core total) or Reading.  
Eligibility is established in grade 5. Students must maintain eligibility in grades 5 through 8. If 
these high standards are continued through the first semester in Grade 8, the student will be 
awarded official recognition at graduation. 

 

 

HOMEWORK ASSIGNMENTS 
 

Although the amount of homework varies according to grade levels, daily assignments, etc.., a 

reasonable guideline is to be followed. Teachers should consider the ability of the individual student 

and the assignments of other teachers when requiring homework. 

Homework Minute Guidelines: 

 Grades 1-2 20 minutes   
 Grades 3-4 40 minutes 
 Grades 5-6 60 minutes 
 Grades 7-8 90 minutes  
Edline Guidelines: 

 Post ALL homework, including class work that needs to be completed for homework on Edline 
by 5:00pm each school day. 



 Long term assignments must appear on all days of the week until the due date.  For example: a 
writing assignment assigned on Monday but not due until Friday, must appear as homework on 
Mon., Tues, Weds, and Thurs. When long term assignments are given, additional homework 
may be given, however the combination of the two must not exceed the homework minute 
guideline. 

 Include descriptions to assignments briefly explaining the expectations for the assignments. 

 Monitor assignments, tests, quizzes, etc. according to the outlook calendar so as not to overtax 
studentôs workload while adhering to the homework guidelines.   

 Provide class time for students to record assignments in planners.  
 

Homework Bill of Rights: 

PreK4 

1.  Homework activities allow parents to become more involved in what the child is learning at 
school. 

2.  Homework activities are fun and make the child feel successful. 
  

PLC  - including ALL Kindergarten through 3rd grade classes (including the MAC classes)  

1.  Children have the right to homework that is relevant to concepts and standards taught in the 
classroom and that reinforces skills and builds study habits. 

2. A childôs right to playtime, down time, and adequate sleep shall not be infringed upon by 
homework.    

3. Children have the right to expect that parents will participate and monitor homework as 
necessary, and communicate with the teacher where there are problems or areas of concern. 

4. Children have the right to benefit from homework that includes practice and repetition as well as 
authentic tasks.  

5. Children shall be required to read and be read to throughout the week.  
6. Families shall be entitled to weekend and holidays free from homework.  

 

ILC ï including ALL classes grades 4 and 5 (including MAC classes) 

1. Students have the right to receive homework that reviews previously taught materials 
2. Students have the right to homework that can be completed without excessive help. 
3. Students have the right to make up any incomplete homework assignments during non-

instructional time since homework is formative assessment rather than summative 
assessment. 

4. Students have the right to receive credit for homework completed neatly and in a timely manner.  
5. Parents are entitled to open communication with the teacher about any homework concerns.  

 

Middle School ï including ALL classes grades 6 through 8 

1. Students will not be assigned weekend or holiday homework unless there is an on-going, long-
term project or unfinished work.  

2. Students have the right to make up any incomplete homework assignments during non-
instructional time since homework is formative assessment rather than summative 
assessment.  

3. Students will not be required to work more than 40 hours per week including class time and 
homework assignments.  




