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PORTRAIT OF A MOUNT STUDENT

IVI OTIVATED TO LEARN AND GROW AS A PERSON

O PEN TO NEW EXPERIENCES AND OPPORTUNITIES

U NDERSTANDS THE IMPORTANCE OF LEARNING AND THEIR OWNERSHIP OF THEIR LEARNING

N EVER UNDERESTIMATES THEIR IMPORTANCE AND ROLE IN OUR COMMUNITY AND THE WORLD

T REATS ALL MEMBERS OF OUR COMMUNITY WITH LOVE, KINDNESS, RESPECT, AND EQUITY

Dear Mount Saint Mary Academy Families,

Thank you for entrusting your children to our loving care and compassion. Mount Saint Mary Academy is
the oldest private Catholic School in New Hampshire that furthers the mission of Jesus. We are dedicated to
our preschool through 6th grade students and look forward to our family partnerships to ensure each child
receives the educational, spiritual, social, emotional, and physical support they need to become
well-educated leaders who value compassion and reverence for our community and the environment.

We are committed to promoting academic excellence and spiritual development in the context of Mercy,
Peace, and Justice. Our staff is dedicated to ensuring a safe, peaceful, and orderly environment where every
student is surrounded by positive adults, motivating, encouraging and supporting their potential every day.

HISTORY

In 1858, the Sisters of Mercy came to Manchester, New Hampshire. The Sisters ministered to both the poor
and the middle class. There was an outreach to the immigrants who worked in the Amoskeag Mills, and to
their children, who were in need of education. At the same time the Sisters worked with people of means,
both to assist them and to procure funds for their ministries with the poor. In 1858, Mount Saint Mary
Academy was established at 435 Union Street, Manchester, NH. In February of 2002 Mount Saint Mary
Academy moved to its present location at 2291 Elm Street.

VISION STATEMENT

In our ever-changing world, we strive to provide a unique balance of intellectual, spiritual, and emotional
education as a base for life-long learning for the students and their families.



MISSION STATEMENT

Mount Saint Mary Academy, the oldest private Catholic school in New Hampshire, educates in the tradition
of the Sisters of Mercy to further the mission of Jesus. Mount Saint Mary Academy is committed to academic
excellence and the Gospel values of peace and justice. Our school instills in its student’s leadership skills and
promotes the values of compassion and reverence for the community and environment.

ADMISSION INFORMATION

Mount Saint Mary Academy admits students of any race, color, national or ethnic origin and are given the
rights, privileges, programs, and activities generally accorded or made available to students of the school. It
does not discriminate on the basis of race, color, religion, national or ethnic origin in the administration of
its educational policies or admissions policies. As openings become available, the following priorities will
be considered in accepting students:

1. Siblings of present students
2. Children of alumni
3. Families with multiple children registering

The age requirement is based on the age of the child on September 30" of the current school year.
This age requirement is strictly adhered to.

> Pre-school 3 years old must be three by September 30" and toilet trained
> Pre-Kindergarten 4 years old must be four by September 30th

> Kindergarten 5 years old must be 5 by September 30th

> First Grade 6 years old must be 6 by September 30th

Material required at the time of registration include:

Student registration completed online
e $300.00 non-refundable deposit at registration
A signed FACTS agreement for a tuition payment plan or payment in full
must be completed by July 1st — $100.00 discount for payment in full
Copy of the child's birth certificate
Updated health records: latest physical exams and up-to-date vaccinations
Student registration completed online
Student academic records and testing from previous school if applicable
Copies of IEP and/or 504 plans

Students and parents may be interviewed and/or assessed (academic) to determine if placement at Mount
Saint Mary Academy is in the best interest of the student and the school.
All requirements must be completed before students may start school.



HEALTH / HEALTH SERVICES

The school health office will maintain updated health records on each student. All allergies, medical needs,
etc. must be brought to the office so that appropriate care and attention can be provided for your child. This
information will only be shared with staff members that have direct interaction with the student. For
prescription medications a doctor’s sign-off is required. For health purposes, concerning medical and allergy
considerations, teachers and/or staff members are not allowed to apply sunscreen or bug spray on students.
Parents are to be aware of weather conditions and planned activities to be sure that their child is protected
either by applying it themselves or preparing their child to apply the protection as needed.

FINANCIAL OBLIGATIONS AND TUITION

Annual -non-refundable, non-applicable family registration fee of $300 is due at time of registration.
$200.00 non-refundable education materials fee for Preschool and Pre-K students is due July 1st (7/1)
e 5$300.00 non-refundable educational materials, textbooks, supplies and technology fee for K-6 grade
students is due July 1st (7/1)
® 5200.00 non-refundable Cash Calendar fundraiser is due July 1st (7/1)

TUITION RATE*
PRE-SCHOOL — THREE-YEAR OLD PROGRAM $9475.00
PRE-K — FOUR-YEAR OLD PROGRAM $7725.00
GRADES K-6 $7900.00

*Discount in tuition for families with multiple students.
*The second student’s tuition will be reduced by $500.00, subsequent children will be reduced by $300.00

Tuition payments are paid via the FACTS program unless Paid-in-Full for the year:
Option #1: Paid-in-full for the year, by July 1%. This option has a $100 discount

Option #2: Establish a payment plan through the FACTS program. This can be monthly or quarterly. Other
alternatives are considered upon request. Email finance@mtstmary.org to inquire

FUNDRAISING

As a private non-profit school, our primary source of income is tuition. To help support essential
operations and larger institutional needs, we conduct two key fundraisers each year. One in the fall
and one in the spring. Family participation is highly encouraged to help us reach these goals, but is
optional. Your involvement makes a tangible difference for our students!

We also offer fun raffles and prizes at our family events, throughout the year.


mailto:finance@mtstmary.org

FACTS

For families using the FACTS program there is an administrative fee paid directly to FACTS. This fee will be
withdrawn with the July 1st fee payment. On July 1 FACTS will process the appropriate educational fees,
including calendar, ice cream, deposits, etc. and tuition payments will follow starting July 5 or July 20 per your
selection.

FINANCIAL AID
For more information on available scholarships for K and up, please go to Children’s Scholarship Fund NH:
https://nh.scholarshipfund.org/apply/

WITHDRAWAL AND FINANCIAL OBLIGATION
Our Mount Saint Mary Academy withdrawal policy protects families and the academy:

Parents must notify the school in writing if a student is being withdrawn.

e If astudent is withdrawn before the first full day of school, the family is responsible for one month
of the full tuition amount and any non-refundable fees.

e |[f astudentis withdrawn between the first day of school and December 31, the family is responsible
for 1/2 of the full tuition amount and any non-refundable fees.

e |[f a student is withdrawn on or after January, the family is responsible for the full tuition amount
and fees.

e Exceptions will be made for documented, work-related moves and out of state moves

* PARENTS MUST SIGN IN AGREEMENT WITH THE FINANCIAL OBLIGATION BEFORE ENROLLMENT

SCHOOL OPERATIONS
Office Hours: The school office is open on all school days from 7:30 AM to 4:00 PM.

Parking:

e Parking is limited on school property; however, parking is available on the streets surrounding the
school.

e Parking in the school parking lots must be within the designated lines. Handicap parking spaces are
restricted for those who have the proper permits.

e Please do not block neighborhood driveways. Drop off areas need to be free of parked cars at all times.
When lining up for drop-off or pick-up prior to the start time, please start the line alongside the house
so vehicles parked in the lot are not blocked. Pull forward at the start time of 7:30 AM or 2:30 PM.

VISITORS / VOLUNTEERS

After the beginning of class time, all visitors and volunteers must sign in at the school office and wear a
visitor / volunteer badge. Visiting and volunteering must be pre-arranged with the classroom teacher and
principal, the teacher will then notify the school office.
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ATTENDANCE POLICY

Mount Saint Mary Academy complies with the attendance requirements of the State of New Hampshire.
Students learn best with consistency and structure. Being in school every day provides that consistency.
There are three sanctioned breaks, including Christmas, Winter and Spring breaks.

We DO NOT encourage or support absences for vacations which depart from our calendar. We do
not send homework or packets of materials to support family vacations outside of our published
breaks. Students are responsible for making up all missed work upon return.

Tardy: - Students arriving late disrupt classroom instruction and the student misses important information.
Please make every effort to be on time. Students will be marked tardy if they arrive later than the beginning of
class time. Students in grades K-6, who are tardy, must report to the administrative assistant to get a tardy slip.

Absences: - Parents must call the school (623-3155 extension 102) no later than 8:00 AM to report
a student’s absence. Elementary students are responsible for getting all missed class and home
assignments from peers or from their teacher. If a test is missed, the student must arrange a time
with his/her teacher to make up that test.

ARRIVAL AND DISMISSAL TIMES

Doors open for all students at 7:30 AM and all students go directly to their assigned classrooms.
Class begins at 8:00 AM

Arrival of Preschools — Pre-Kindergarten

e Entrance between 7:30 AM and 8:00 AM

e Class begins promptly at 8:00 AM

e Half day class dismisses promptly at 12:00 PM
e Full day class dismissed at 2:30 PM

Arrival of Grades Kindergarten through Sixth
® Entrance between 7:30 AM and 8:00 AM
® (Classes begin promptly at 8:00 AM

o (Classes dismiss promptly at 2:30 PM

DISMISSAL

Preschool and Pre-K students are dismissed at the Carpenter Street exit at 12:00 PM or 2:30 PM.

Students in grades K-6 are dismissed at the lower school entrance on Elm Street at 2:30 PM. Parents should not
block the entrance or the exit to the parking lot.



Parents of students in grades K-6 may either park on Elm Street, walk into the yard to meet their child, or join
the loop of cars picking up students. Students who are not picked up within 5 minutes of class dismissal will be
sent to the office. If a family member or friend is picking up your child, please send a note to school indicating
the person’s full name and relationship to you.

For the safety and well-being of your child, that individual will be asked to present a photo I.D. Students will not
be released into the care of an individual who has not been previously approved by a parent. One note at the
beginning of the school year is sufficient.

Students who live within walking distance may walk home at dismissal time. A note at the beginning of
the school year needs to be put on file in the school office.

BUSES

Students living in Manchester are eligible to use city buses as a means of transportation to and from school
according to city bus regulations. Contact the school office for more information. Taking the bus to and/or
from school is a privilege. Students who abuse this privilege will have it taken away from them. Students are
to conduct themselves on the school bus as they would in school. Students who are not eligible for busing
are prohibited from riding the buses. Alternative transportation arrangements must be made if your student,
who takes the bus, wishes to have friends go home with him or her.

EARLY DISMISSAL

If a parent is requesting an early dismissal, a written note or a phone notification to either the teacher or the
administrative assistant is required. The parent or authorized adult will come to the office and the student will
be called from the classroom to the office to be dismissed. Early dismissals scheduled by the school will be at
11:30 AM for all grades. Please refer to the school calendar for a list of early dismissals. Preschool through
grade six. The regular dismissal procedures will be followed.

AFTER SCHOOL PROGRAM

Preschool through grade six may utilize the After School Program as needed for an additional fee. The
program operates from 2:30 PM to 5:30 PM. Parents are expected to pick students up promptly at 5:30 PM.

Students being picked up later than 5:30 PM will be assessed a late fee should it become habitual.
See Fee schedule for full and part time cost.

All students will be dismissed directly from class to the After School Program. Students taking classes at
Manchester Community Music School will be dismissed from the After School Program to their music class. A
parent picking up his/her child from the After School Program will ring the doorbell and announce who they
are. One of the adults on duty will open the door and direct you to where the child can be picked up.



After School Clubs - Depending on availability and resources, we may offer after-school clubs. These
programs might require an additional fee and a signed waiver. We will share specific club details as they
become available.

UNSCHEDULED CLOSINGS

In the event of severe weather conditions Mount Saint Mary Academy will follow the Manchester
School Districts decision on school closure, delayed openings or early dismissals through:

e WMUR

e School ALERT notification by 6:00 AM

e Facebook Page

In the case of a two-hour delayed opening, the school door will open at 9:30AM for all students. Class will begin
at 10:00AM

CAFETERIA / LUNCHTIME / SNACKS

Mount Saint Mary Academy has an allergy protocol in place to protect students with ingestion and contact
allergies. All staff are made aware of existing allergies schoolwide and the student’s classroom is considered a
safe zone (allergen free depending on the allergen).

We have an allergen free table designated in the cafeteria for students in need. They may have friend/s
join them after the lunch has been checked for allergens...

Students are responsible for washing their hands prior to snack, lunch, cleaning their lunch table after eating,
and disposing of any trash into the appropriate containers. The school has a five-day lunch program that is

offered to all students. Healthy snacks should be carefully selected and sent in from home daily.

RECESS

All students will be given 1 recess during the school day. Students are not allowed to leave the play area for
any reason unless authorized by an adult and accompanied by another student. Any rough contact, bullying or
inappropriate behavior will not be tolerated. In the event of inclement weather, students will have recess
indoors. All playground expectations are clearly posted for students to read and also articulated by staff.

CONDUCT

Mount Saint Mary Academy has high standards of morals and mercy virtues for our students. Virtues that we
expect and practice daily include: mercy, charity, obedience, humility, self-control, responsibility, honesty,
courtesy, patience, respectfulness, kindness, forgiveness, gratefulness and perseverance. All students will be
held to the following expectations in an age-appropriate manner and older students will be good role models
to younger students. All students will:



o Make eye contact, smile, and greet teachers, visitors, parents, and fellow students.
Will give their undivided attention to others when speaking or listening; they should look them in
the eyes and avoid interrupting them.

n u n

e Will exercise courtesy in speech at all times. The use of “please,” “thank you,” “you’re welcome,”
and “excuse me” are expected. Foul language, improper tone of voice, rudeness, sarcasm, gossip
and slander will not be tolerated.

e Will exercise proper posture and appropriate body language (e.g., no hands in pockets, slouching, or
tipping chairs). Proper posture is especially important during prayers and the Pledge of Allegiance.

e Will avoid pushing, physical contact, and unnecessary roughness.

o Will show respect for people’s belongings, school property and the building and

grounds at all times.

RIGHTS AND RESPONSIBILITIES OF STUDENTS

Students have the right to a safe environment

Students have the responsibility to follow safety rules

Students have the right to voice your opinion

Students have the responsibility to respect the opinions of others
Students have the right to use school books, materials, and equipment
Students have the responsibility to treat others fairly

Students have the right to an excellent education

Students have the responsibility to do your best

KEEPERS OF THE CORE VALUES

The Student Core Keepers are composed of selected upper grade student representatives. The
representatives hold regular meetings to discuss ways to help our school and greater community. These
student representatives also help with school functions. Core Keepers are chosen by the faculty and
administration.

SCHOOL SAFETY / HARASSMENT / BULLYING

Mount Saint Mary Academy strives to provide a safe environment for all individuals. Verbal or written threats
made against the physical or emotional well-being of any individual are taken very seriously. Students making
such threats (seriously, in jest, or online) face suspension, and/or expulsion. Harassment of any type is not
tolerated. The principal investigates all complaints of harassment. Students involved in harassing behavior face
suspension and/or expulsion. Engagement in online blogs may result in disciplinary actions if the content of the
student’s blog includes defamatory comments regarding any student, the school, the faculty, or staff.



DRESS CODE / SCHOOL UNIFORM

Our school uniform is worn by all students from Preschool through Grade Six. Students must wear the
standard school uniforms detailed in the matrix, unless otherwise stated by the administration for special
days. The dress code is in effect from the first day of school to the week before school ends in June. The
providers of our school uniform are Tommy Hilfiger and Land’s End. Contact information for these companies
is located on our website. The school also has a uniform swap room that can be accessed upon request.
Donations are welcomed and go to school scholarship programs.

UNIFORM CODES

Jumpers, skirts and shorts should fall 2 - 3” above, at, or below the knee.

e Shorts may be worn before October 1 and after May 1 unless otherwise determined by
administration.

e HAIR: Hair should be clean, neat and not a distraction. Students cannot come to school with an
eccentric hairstyle or hair that is dyed with extreme color. With the exception of a “Silly-Hair Day” or
otherwise fun-day approved by a teacher or administration.

e SHOES: Solid colored sneakers or dress shoes may be worn. Suggested colors are black, brown,
white or gray. Shoes should fit securely and have proper soles. No backless shoes, crocs, or
flip-flops, wheelies, light-up shoes are to be worn. Winter boots may be swapped out at school.

® ACCESSORIES & JEWELRY: Hair accessories, nail polish and jewelry should not be a distraction and kept
to a minimum. Earrings should be no larger than a quarter (size). Excessive make-up and fingernail tips
are not allowed. Hats are not to be worn inside the school.

e Non-uniform sweaters, hoodies, sweatshirts or jackets are not to be worn in the classroom.

MSMA merchandise aka “Mount-Wear” such as logo’d tees and sweatshirts are acceptable for gym
days and dress down days.

e Teachers and administration reserve the right to alter the dress code and make final judgment on
what is acceptable.
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UNIFORMS - MATRIX AT A GLANCE

Girls
Basic Uniform Dress Uniform Gym Uniform

o  White or hunter green collared o  White collared shirt or e White or hunter green

shirt (short or long sleeve) blouse (short or long sleeve) shirt (long or short

White or hunter green blouse o Khaki pants sleeve)

Khaki pants e  Khaki skirt ® Hunter green sweatpants
o Khaki shorts (before Oct 1st, e Khaki jumper or sports shorts

after May 1st) e Green plaid skirt ® Hunter green sweatshirt
o  Khaki skirt ® Green plaid jumper ® Sneakers
e Khaki jumper e Hunter green sweater or vest ® White socks
e Green plaid skirt o Black, brown, or white dress e “Mount-Wear” tees and
e Green plaid jumper shoes sweatshirts (in gray) are
® Hunter green sweatshirt, sweater e White, black, beige, or acceptable

or vest or fleece hunter green socks,
e Black, brown, white, or gray dress knee-highs, tights, or

shoes or sneakers leggings
e White, black, beige, or hunter

green socks, knee-highs, tights, or

leggings

Boys
Basic Uniform Dress Uniform Gym Uniform

o  White or hunter green collared White collared shirt (short e  White or hunter green shirt

shirt (short or long sleeve) or long sleeve) (long or short sleeve)
o  Khaki pants Khaki pants e Hunter green sweatpants or
e Khaki shorts (before Oct 1st, Hunter green sweater or shorts

after May 1st) vest e Hunter green sweatshirt
e Hunter green sweatshirt, Black, brown, or white e Sneakers

sweater or vest or fleece dress shoes e  White socks
e Black, brown, white, or gray White, black, beige, or e “Mount-Wear” tees (in gray)

dress shoes or sneakers hunter green socks and sweatshirts are
e White, black, beige, or hunter acceptable

green socks

Dress Down Days

Teachers and administration will on occasion proclaim a non-uniform day for special occasions,
themed fun days, and rewards. For these days students’ clothing must be appropriate for school.
Clothing with inappropriate logos or slogans, tank tops, torn clothing, and short shorts are not
acceptable. No backless shoes, crocs, or flip-flops are to be worn.
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CURRICULUM

Mount Saint Mary Academy’s curriculum is a balanced approach to literacy, math, science, social
studies, community service and religion. Skills and academic learning goals are identified at each
grade level and are supported by clear instruction, multiple learning strategies, differentiated
instructional approaches and a scope and sequence of instruction that ensures goals are met.
Students are taught through, integrated practical application and hands-on activities whenever
possible. Project-Based Learning and Outreach Projects with community partners, as well as
learning through the Cultural Arts and integrating technology, enhance our curriculum, while
providing real world application and relevance. We use the Big Ideas Math program, Guided
Reading, Heggerty (phonemic awareness), UFLI (Phonics), Zaner-Bloser (Penmanship), Into Science,
Social Studies and Sadlier Religion to support our curriculum.

GRADING - For grades 3 through 6:
-A+97-100 A93-96 A-90-92

- B+ 87-89 B 83-86 B-80-82
-C+77-79 C73-76 C-70-72

- D+ 67-69 D 63-66 D-60-62
- NP 59 and below

For kindergarten through grade two, as well as special subjects, the following grading
system is used on report cards:

E = Exceeds expectations

M = Meets expectations

WT = Working towards

The younger grades also use the following grading system for conduct and effort on report cards:
4 = Qutstanding
3 = Satisfactory
2 = Needs Improvement
1 = Unsatisfactory

REPORT CARDS / PROGRESS REPORTS

For grades K through 6 report cards are given three times a year. They will be accessible via the FACTS system
Progress Reports for Preschool and Pre-Kindergarten are issued twice a year, with a report card in June.

TESTING
Assessments are used to target individual instruction, assess our instruction, and meet individual

academic needs on a regular basis. We use the IReady Diagnostics three times a year to determine
student growth and progress.



RELIGION

Mount St. Mary Academy is a private, independent, catholic school. While we proudly uphold our Catholic
identity, we warmly welcome students of all faiths and backgrounds. To foster our shared community and
values, all students are expected to respectfully participate in religious classes and activities. Our spiritual life
centers on Chapel Time, religious classes, community service and participation in all Catholic holidays. For
families seeking sacramental preparations, we are happy to provide local connections and resources. Our
chapel is available for students, families or faculty.

PROMOTION / RETENTION POLICY

Promotion to the next grade indicates a student has satisfactorily (demonstrated based on their personal
learning profile) completion of all subject areas, assessments, and recommendations. We do not support
double promotion under any circumstance. Retention is not a recommended practice but may be considered
in certain circumstances.

STUDENT RECORDS

Records of students transferring to other schools will only be sent through the US Mail. No records will be given
to parents to transport to the new school. Parents must complete a request for an academic information form,
and sign it, before we release records. All financial obligations to MSMA must be up to date before records are
released.

CONFERENCES

Two conferences will be held during the school year for students in Preschool and Pre-K, one conference in
November and another in March. One conference will be held for students in grades K through 6 in the month
of November. At these conferences the teacher will give parents a summary of their child’s performance and a
report card. Teachers contact parents, most using Sign Up Genius for parents to choose from times available.
Parents requiring additional conferences during the school year may request one at least two days in advance.
Arrangements must be made with the individual teacher. A conference with teachers during dismissal times
puts in jeopardy the safety of students and is therefore not allowed.

HOME ASSIGNMENTS
Students are required to complete and submit homework as assigned by their teachers. Homework should be

checked by a parent. If any portion of the work is too challenging for the student, a note or email can be written
by a parent or whoever has supervised the homework. The length of homework time varies per grade level.
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LIBRARY

Students are encouraged to use the library room for curricular enrichment and pleasure reading.
The following rules are to be observed:

e Borrowed books are to be returned on time and in good condition
e Books damaged or lost must be paid for by the student before any other materials may be checked out

COMMUNICATIONS

Mount Saint Mary Academy has open communication and partnerships with parents throughout the year.
Please feel free to contact the school office or your student’s teacher if you have any questions or
concerns.

Written information will be sent to parents through a weekly home folder and/or newsletter. Faculty do
not accept phone calls, texts, or e-mail while school is in session. Phone messages and email will be
responded to in a timely manner. The school website www.mtstmaryacademy.com is also a quick way

to obtain information regarding school events. Check it regularly for news and updates.

E-mail is used for school communication and communication between the parents and teachers. Be
sure that your e-mail address is correct at all times with the school administration, finance office and
your teachers. See the faculty and staff directory on the website for contact information.

The Alert system will be used for Emergencies such as snow days but will also be used for reminders.
Reminder ALERTS will be sent out after school hours so they are not confused with Emergencies.

General notices to parents may only be sent out through and with the approval of the school
administrators.

The event calendar is an important tool to help keep parents informed of the many events going on
within the school.

If you would like to set up a meeting with your child’s teacher or with the school office, you will
need to request the meeting at least two days in advance of the time you would like to meet.

While educating your child, the prime responsibility of the teacher includes the supervision of

students. For the safety of students, conferences, lengthy conversations, e-mail, phone calls and texts
are not allowed during class time, including arrival and dismissal times.
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CUSTODY DOCUMENTS

If parents are separated or divorced, the most recent legal document, which outlines custody rights, etc.,
should be presented to the school at registration so that proper steps may be taken to ensure that the rights
of parents and children are safeguarded. If changes in custody occur, the school should be notified as soon as
possible. If a child is living with anyone other than the biological parents, proof of guardianship must be
presented at registration in order for the child to be admitted to school.

CHILD ABUSE LAW

We abide by the Child Abuse Law of the State of New Hampshire. This law mandates that all cases of suspected
abuse and/or neglect be reported to Child Protective Services.

PHOTO AND VIDEO PUBLICATIONS*

On occasions, photos of students are taken and used for informational or educational purposes regarding the
programs or curriculum at Mount Saint Mary Academy. Photos are occasionally published on the school website
as well as in newspapers, school flyers, Facebook, etc.

IMPORTANT NOTE!!! If you DO NOT wish your child’s picture to be published in any of these circumstances,
please notify the school office in writing, at the beginning of the school year. Not doing so, will be understood
as permission to use your students’ images.

UNAUTHORIZED USE OF SCHOOL NAME

No faculty member, student, or other person may utilize the school’s name, or identifying logo, for any
purpose without written permission from Mount Saint Mary Academy.

SECURITY / SAFETY

Providing a safe and secure environment for students is a top priority at Mount Saint Mary Academy. All
visitors and volunteers are required to sign in and procure a badge from the school office. These badges
must be worn visibly at all times. The Mount has a high-tech security camera system throughout the
building, to keep us aware of all movement throughout the building and to identify and screen all
persons entering the building.

EMERGENCY FIRE DRILLS

Emergency Drills are an important safety precaution and will be conducted monthly, weather permitted.
Students are expected to leave the building orderly and silently. Students will meet at their classes’
designated meeting spot and wait silently until it is deemed safe to re-enter the building. If it is deemed

unsafe to return to the building, students will be escorted to Webster Street School.
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In the unlikely event of a disaster, a public announcement will be made via:

> WMUR-9 (TV and online)
> Facts Notification system

EMERGENCY OPERATION PLAN

A crisis plan has been implemented in case of a lockdown emergency. All teachers and staff are
aware of the procedure to follow in order to keep your children safe. In the event of such an
emergency, circumstances permitting, the building will be evacuated and students will be moved to
a secure designated location at Webster Street School.

*LOCKDOWNS ARE PRACTICED SEVERAL TIMES A YEAR

ASBESTOS MANAGEMENT PLAN

Mount Saint Mary Academy makes every effort to be in compliance with the asbestos
requirements of the State of New Hampshire. Maintenance inspections are made every six months
and three-year detailed inspections are made by a reputable company.

FIELD TRIPS

Field trips will be designed to correlate with teaching units and to achieve curricular goals. All
grades do not always have the same number of field trips. Individual teachers, in consultation with
the Administration, reserve the right to restrict or deny student participation due to, but not limited
to, poor academic performance and/or poor conduct.

A written official permission slip, signed by a parent, is required before a child will be permitted to
attend. Verbal permission cannot be accepted. Students who do not attend a field trip, for any
reason, must stay home and will be recorded as absent for that day.

An adequate number of chaperones will accompany each class. Protocols for field trips will include
timely notification to the health office. Health recommendations will be made collaboratively with
faculty, parents, and administration to ensure the safety of any student with life threatening
allergies. Medication, including an EpiPen and a copy of the student’s emergency health care plan,
must accompany the student. A cell phone or other communication device must be available on the
trip for emergency calls. The adult carrying the EpiPen will be identified and introduced to the
student as well as the other chaperones.

Buses will be used for field trips. No personal cars will be used to transport students. Parents who
are chaperoning are responsible for the safety of the students and as such need to give full

attention to this duty. This necessitates that siblings may not participate in the field trip.
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All students leave for the field trip from school and return to school for dismissal. Dress uniforms
are worn on all field trips unless it is an outside activity, in which case an appropriate school
uniform top must be worn for identification purposes.

ASSEMBLIES, SCHOOL SHOWS & EVENTS

Mount Saint Mary Academy has many activities during the school year. Parents are invited and
encouraged to attend and support these events. Invitations to these events can be found on the web
page, in classroom newsletters, emails, and Facebook.

TEXTBOOKS

Textbooks are very expensive. It is the responsibility of the student to maintain these books in good
condition. Any books lost or not returned at the end of the year will be the financial responsibility of
the student and his/her parents.

COMPUTERS

At Mount Saint Mary Academy we have mobile Chromebook carts for grades K through Six use. All
students have access to interactive Apple TV, and/or a Touch View interactive white board. Internet
safety is taught and student access is monitored.

WEBSITE

Parents and students have an obligation to stay informed of school news, assignments and events on
the school website www.mtstmaryacademy.com. Every effort is used to keep this site updated.

TELEPHONES AND ELECTRONIC EQUIPMENT

Students are permitted to use school telephones, with staff supervision, for emergency purposes
only. Cell phones may not be used at school. If your child owns one, please keep it at home. If
needed for after school safety, they may be left in their backpack during the school day. Do not
bring electronic music players or electronic gaming devices to school. If any type of electronic
equipment, including cell phones, is used by a student during the school day, it will be brought to
the school office.

LOCKERS

Each student is assigned a locker or cubby in which to store clothing, textbooks, lunches, and
musical instruments. In order to maintain a quiet atmosphere for class and safety for all, students
are allowed to go to their lockers only at specified times. The school reserves the right to inspect
lockers at any time.
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BIRTHDAYS AND INVITATIONS

Birthdays are recognized by the teacher and students in each classroom. A simple (preferably
healthy) birthday treat may be brought in with the teacher’s permission and a check for allergies.
Classroom teachers will determine when and how celebrations will take place in their respective
rooms. All events are at the teacher's discretion. Private party invitations and personal
correspondence are to be distributed outside of the school building.

*All students get a dress down day on their birthday! Weekend birthdays may be celebrated on the
following Monday. All summer birthdays are celebrated in June.

LOST AND FOUND

Any items found should be reported to a teacher or to the office. Lost and found items will be placed in a
“Lost & Found” designated area in the cafeteria. This area may change on occasion due to event needs.

RIGHT TO AMEND

Administration reserves the right to amend this handbook. Notices of amendments will be sent to
parents via Constant Contact.

NOTICE OF ACCEPTANCE

Annually each family must complete a form indicating that they have read and accept the policies and
procedures contained in this handbook. The handbook acceptance form may be found in the admission
section on the Mount Saint Mary Academy website under registration. This form should be printed, signed,
and returned to the office with the rest of the registration

WE WELCOME YOU TO “THE MOUNT”

= MOUNT ST MARY
ACADEMY

Qi

\|
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