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Department of Schools, TCCED (Texas Catholic Conference Education Department), and St. 
Gertrude School.  The council meets at least four times a year; parents and parishioners are 
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ATTENTION:  While every effort is made to ensure the accuracy of the information contained in this 
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July 9, 2015 
 
Dear Parents and Guardians, 
 
 May the peace and love of Our Lord Jesus Christ be with you!  Welcome to St. Gertrude 
Catholic School.  I speak for the entire faculty and staff when I say that we are very excited that 
you have chosen to join our school family.  Since 1952, St. Gertrude School has successfully 
educated thousands of children.  We are proud of the fact that many of our former students 
finish in the top 20 percent  of their high school graduating class and continue on to earn 
college degrees. 
 
 Our school has an extended family atmosphere where we encourage parental 
involvement and emphasize student responsibility.  Besides focusing on life skills, we follow the 
comprehensive curriculum developed by the Catholic School Office of the Diocese of Corpus 
Christi. 
 
 This handbook has important information you will need throughout the year.  Please 
read it thoroughly so you will be aware of the various policies, procedures, and rules that apply 
to all aspects of our school.  Pay special attention to the student dress code and policy on 
tardiness. 
 
 The faculty and staff are professional, dedicated and enthusiastic about working with 
your children.  All parents need to get involved through the PTO activities that support the 
school.  If we all work together, St. Gertrude Catholic School will be better than ever! 
 
 If you have any questions, please feel free to call the office.  We are here to serve you 
and your children. 
 
Sincerely yours in Christ, 
 

Griselda Gonzalez-White 

 
 

 

Saint Gertrude School 

400 East Caesar 

Kingsville, Texas 78363 
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ACCREDITATION:   
St. Gertrude Catholic School is part of the Diocese of Corpus Christi School System.  The school is 
accredited by the Texas Catholic Conference Education Department (TCCED) under the auspices of the 
Texas Education Association and approved by the Texas Education Agency (TEA).  The school is also a 
member of the National Catholic Education Association (NCEA). 
 
ADMISSION:   
St. Gertrude School exists primarily for the Catholic students of any sex, race, color, nationality, and 
ethnic origin; and secondarily for the students of other denominations of any sex, race, color, 
nationality, and ethnic origin who choose to come to the school.  Siblings of enrolled school children and 
parishioners of St. Gertrude Church will be given first priority.  Prospective students must meet certain 
requirements dictated by local policy and as stated in the Diocesan Handbook.  Students are accepted to 
St. Gertrude School assuming that they meet the normal demands of our program. If these demands 
cannot be met, the school may ask the student to withdraw.  St. Gertrude School may refuse enrollment 
to students with outstanding tuition or if financial obligations to another school have not been cleared. 
 
Students suspended and/or expelled from a school (public or private) may be admitted to St. Gertrude 
School under certain conditions (Diocesan Policy Handbook; School Office). 
 
Due to the lack of appropriate funds, resources, and materials, our school is not legally required to 
provide substantial modifications for students with special needs. 
 
Parents must understand that their children’s enrollment in Catholic schools is a privilege, not a right.  
Parents and students must adhere to the standards and expectations of St. Gertrude School as stated 
in this handbook and sign an acknowledgment statement.  Failure to sign this statement may result in 
their child(ren)’s enrollment in the school to be terminated.  Failure to comply with these policies and 
regulations is grounds for removal from the school.  New students are enrolled on a 6-week trial basis. 
 
As the primary educators of their children, parents/guardians must model Christian witness by attitude 
and example when engaged in any and all school transactions.  If a parent/guardian demonstrates 
inappropriate conduct and/or behavior that becomes a threat or disruption to faculty, staff, 
administration, students, and/or another parent, their child(ren)’s enrollment in school is subject to 
immediate termination. 
 
Registration for a new school year is held in the spring of the year.  Final acceptance is held in July to 
confirm the registration.  Registration fees are nonrefundable. 
 
Paragraph about potty training etc 
Paragraph about potty training etc 
 
ALUMNI ASSOCIATION:   
Any person who attended St. Gertrude School for one full semester is eligible to join the Alumni 
Association.  There are no membership dues; however donations are encouraged.  These tax-deductible 
gifts help us provide tuition assistance or may be earmarked for our Endowment Fund. Membership 
forms are available in the school office and the church. 
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APPOINTMENTS:   
All doctor’s or dentist’s appointments should be made in the afternoon.  Students may be dismissed 
early.  Parents must sign the student out at the school office before leaving campus.  A note from the 
doctor must be sent to school in order for the absence to be counted as excused. 
 
ATTENDANCE & TARDINESS:   
There are 180 calendar days that the student is expected to attend school.  Parents should set a high 
value on learning, therefore, emphasizing daily attendance and punctuality.   
 

 The Texas Education Agency has adopted a 90 Percent Rule. This Rule states that students must 
attend class for 90 percent of the time it is offered in a given school year in order for students to 
receive credit for the class. Likewise, students must attend school for 90 percent of the time it is 
in session in a given school year. Catholic schools in the Diocese of Corpus Christi, for 
accreditation purposes, follow the 90 Percent Rule. Situations in which students do not meet the 
90 Percent Rule in regards to attendance of class and school will be reviewed by the school 
administration. A determination will be made as to whether the student will be retained or 
allowed to re-enroll in the school. 

 

 Students should arrive to school each day on time and ready to learn. A student is absent for 
one whole day when he/she has not been in school for at least two hours in the morning and 
two hours in the afternoon. Families show support for the instructional day when they schedule 
medical or dental appointments outside of school hours. 
 

 A student is TARDY if he/she is not with his/her classmates in the classroom or in line for flag 
salute when the morning bell rings at 7:55 a.m. 
 

 More than 5 tardies in a nine-week period will be assessed a fine of $10 per tardy. Tardies 
must be paid within 24 hours of the excessive tardy/tardies. 
 

 Absences must be explained by a doctor’s excuse in order to be excused. 
 

 CALL the school office to report illness of a child. 
 

 DO NOT send a sick child to school; this is an excused absence (MUST BE FEVER-FREE FOR 24 
HOURS BEFORE RETURNING). 
 

 When a student is absent for reasons other than illness, doctor appointment or family 
emergency, the school may consider the absence as unexcused. 
 

 The student WILL NOT be allowed to make up work for unexcused absences. 
 

FREQUENT ABSENCES AND TARDINESS IMPEDE THE LEARNING PROCESS. 
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COMPUTERS AND TELECOMMUNICATIONS ACCEPTABLE USE POLICY:   
Computing, data storage, and information retrieval systems are designed to serve the students, faculty, 
staff, and volunteers of the school community.  Network and Internet access are provided to further the 
legitimate educational goals of this institution.  Members of the school community are encouraged to 
use the computers, software packages, and electronic mail (Email) for educational or school related 
activities and to facilitate the efficient exchange of useful information.  However, the equipment, 
software, and network capabilities provided through the school computer services are and remain the 
property of the school.  All users are expected to conduct their on-line activities in an ethical and legal 
fashion.  The use of these resources is a privilege, not a right.  Misuse of these resources will result in 
the suspension or loss of privileges, as well as disciplinary, legal, and/or monetary consequences. 
 
Examples of inappropriate or unacceptable use of these resources include, but are not limited to, those 
uses that violate the law, the rules of network etiquette, or that hamper the integrity of security of any 
network connected to the Internet.  Some unacceptable practices include: 
 

 Transmission of any material in violation of any U.S. or state law, including but not 
limited to: copyrighted material, threatening, harassing, pornographic, or obscene 
material, or material protected by trade secret.  As with all forms of communication, 
Email or other networks, resources may not be used in a manner that is disruptive to 
the work or education environment. 
 

 The use for personal financial or commercial gain, product advertisement, political 
lobbying, or the sending of unsolicited junk mail or chain letters is prohibited. 
 

 Vandalism is prohibited.  This includes, but is not limited to, any attempt to harm or 
destroy the data of another user, the network/Internet, or any networks or sites 
connected to the network/Internet.  Attempts to breach security codes and/or 
passwords will also be considered a form of vandalism. 
 

 The creation, propagation, and/or use of computer viruses is prohibited. 
 

 Deleting, examining, copying, or modifying files and/or data belonging to others is 
prohibited. 

 

 Willful destruction of computer hardware or software, or attempts to exceed or modify 
the parameters of the system are prohibited. 

 
Access to the school’s Email and similar electronic communication systems is a privilege and certain 
responsibilities accompany that privilege.  School users are expected to demonstrate the same level of 
ethical and professional manner as is required in face-to-face or written communications.  Anonymous 
or forged messages will be treated as a violation of the policy. 

 

 Unauthorized attempts to access another person’s Email or similar electronic 
communications or to use another’s name, Email, or computer address or workstation 
to send Email or similar electronic communications is prohibited and may subject the 
individual to disciplinary action. 
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 All users must understand that the school cannot guarantee the privacy or 
confidentiality of electronic documents and any messages that are confidential as a 
matter of law should not be communicated through Email. 
 

 The school reserves the right to access Email to retrieve school information and records, 
to engage in routine computer maintenance and housekeeping, to carry out internal 
investigations, or disclose messages, data, or files to law enforcement authorities. 
 

 Any information contained on a school computer’s hard drive or computer disks which 
were purchased by the school are considered the property of the school. 

 
This agreement applies to all stand alone units as well as units connected to the network or the Internet.  
Any attempt to violate the provisions of this agreement will result in revocation of the user’s privileges, 
regardless of the success or failure of the attempt.  In addition, school disciplinary action, and/or 
appropriate legal action may be taken.  The decision of the administration of the school regarding 
appropriate use of the technology or telecommunication resources is final.  Monetary remuneration will 
be sought for damage necessitating repair or replacement or equipment. 
 
COUNSELING:   
Student counseling and related counseling services are provided by professional counselors on a limited 
basis at most schools.  
 
CRISIS MANAGEMENT:   
The school has a current crisis management plan.  A copy of the plan is available in the principal’s office. 
 
CURRICULUM:   
St. Gertrude School follows the curriculum of the Diocese of Corpus Christi as approved by TCCED.  It 
includes religion, language arts (phonics, spelling, English, oral reading, writing, handwriting), math, 
social studies, science, computers, physical education, Spanish, art, and music. 
 
DISCIPLINE:  
 Discipline is an important aspect of Catholic Schools.  While it does not appear as a subject, it underlies 
the whole educational structure.  It requires consistent training that develops self-control, character, 
and orderly conduct through self-discipline and responsibility.  The administration, faculty, and staff are 
committed to this goal. 
 

 Teacher and students will set the rules for the classroom. 
 

 Student conduct grades are at the discretion of the teacher. 
 

 Time-out rules may be used in primary grades. 
 

 Teacher will implement the rules by use of certain consequences. 
 

 Corporal punishment is forbidden. 
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GENERAL RULES FOR STUDENT BEHAVIOR: 
 

 Students will accept responsibility for their actions. 
 

 Students will treat classmates and teachers with respect. 
 

 All students are expected to be courteous in speech and well-mannered. 
 

 Parents must help develop self-control in the student. 
 

 Students are NOT permitted to leave school without checking out in the office. 
 

 No running in the buildings or on the sidewalks. 
 

 Chewing gum on campus is not allowed. 
 

 No loitering on school grounds after school hours. 
 
Discipline procedures: 

 
1. Parents contacted by telephone or a written note. 

 
2. If the behavior continues, a conference between parent and teacher will be arranged.  

Notation of this meeting will be placed in the student’s file. 
 

3. If despite the above-mentioned warnings, further serious and/or repeated evidences of 
unacceptable behavior (violence or harassment) are seen, the student may be 
suspended or immediately expelled.  The suspension could be for one to three days, 
depending on the gravity of the offense.  In order for the student to be readmitted, 
there must be a conference including the principal, parents, teacher/s and student.  If, 
after readmission, there is no improvement, the case will be taken to the School 
Advisory Council. 
 

4. If the decision is made by the School Advisory Council for expulsion, guidelines in the 
Diocesan Policy Handbook will be followed. Expulsion is serious matter and should be 
used only as a last resort.  Normally, it will follow a single grave offense or a series of 
continuous violations of school rules or regulations.  Each case will be handled 
individually.  Suspension or immediate expulsion may occur.   

 
UNACCEPTABLE STUDENT BEHAVIOR: 

 

 Student harassment of other students. 

 Refusal to follow directions of principal, faculty and staff. 

 Disrespect of those in authority on the school grounds. 

 Uncontrollable behavior. 
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 Talking back and/or using abusive language, gestures, or actions. 

 Possession of inappropriate reading materials. 

 Possession of illicit substance or dangerous drugs or weapons. 

 
STUDENT-ON-STUDENT HARASSMENT:   
In accordance with Catholic Church teachings regarding the dignity of each individual, and in promotion 
of the values of modesty and chastity, the Diocese of Corpus Christi expressly prohibits sexual 
harassment between students.  Sexual harassment is defined as unwelcome sexual advances, requests 
for sexual favors, and other unwelcome verbal or physical conduct of a sexual nature.  Catholic schools 
will act to prevent and curtail incidents of student-on-student harassment by: 
 

 Classroom education in dignity, respect, modesty, and esteem communications, healthy 
relationships, and related topics in K5-6th grades. 

 

 Orientation of all teaching staff to recognition and reporting of student-on-student 
sexual harassment. 

 

 Effective consequences for offenders. 
 

Sexual harassment is a serious offense, which in all cases warrants immediate disciplinary action.  
Students determined by the administrator of a school to be in violation of this policy are subject to 
immediate disciplinary actions, which may include suspension or expulsion, at the discretion of the 
administrator. 
 
COMMUNICATION MEDIA: 
Radios, CD players, iPods, video games, cellular phones, and other such instruments are prohibited at 
school unless they are for a specific class assignment.  Reading material not related to class assignments 
may not be brought to school.  IF a child must bring a phone to school due to after school plans, the 
phone needs to be kept in the school office until dismissed. 
 
DONATIONS:   
Donations to the school are welcomed.  They may be made in any amount for a specific item (library, 
books, playground equipment, games, computers, etc.) We encourage any type of donation or memorial 
that a family, relative, former students, or friend may wish to contribute.  Donations to the St. Gertrude 
School Endowment Fund may be made at any time.  Acknowledgments of all gifts are sent to the donor 
as well as the honoree.  Donations may also be made to the Jean Claire Turcotte Scholarship Fund, 
established upon her retirement in May 2003. 
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DRESS CODE 
 
UNIFORMS:  
 
The St. Gertrude School uniform is intended to:  
 

 Provide a visual identity for St. Gertrude students and build pride.  
 

 Serve as a uniformity of dress to reduce comparison.  
 

 Help create an organized learning environment free of distractions. 
 

GENERAL RULES:  
 

 HAIR should be kept well-groomed.   
 

 Boys’ haircuts may not be longer than the top of the shirt collar, covering the ear lobes, or 
hanging in or over their eyes.  
 

 Shirt tails are to be worn tucked in.  
 

 Scout/4H uniforms may be worn on day of said meeting.  
 

 Cap may be worn outside during P.E./Recess only.  
 

 Uniforms checked daily. (Should be clean and in good repair!) Students not in uniform will NOT 
be allowed to participate in extra activities. Parents will be called to bring students the 
appropriate uniform.  

 
GIRLS DRESS CODE 
 

 Khaki pleated walking shorts (2” above knee) or pants with a plain brown belt. 
 

 K3-3rd grade girls may wear culottes or skorts.  NO jumpers. 
 

 4th-6th grade girls wear the longer five-pleat skirt.  NO jumpers. 
 

 Navy pique knit polo shirt with school monogram. 
 

 Stud earrings or other small earrings may be worn by girls only. 
 

 Hair accessories must match the uniform (hairbands, clips, bows) 

 Nail polish is NOT permitted; student will be sent to the office to remove it. 

  On days when school children attend Mass, 4th-6th grade girls MUST wear the longer five-pleat 

skirt to Mass.  



10 
 

BOYS DRESS CODE: 

 Khaki pleated pants or walking shorts with a plain brown belt.  

 Navy pique knit polo shirt with school monogram.  

 4th-6th grade boys must wear long pants to Mass.  

 

SHOES/SOCKS: 

 All WHITE tennis shoes with white shoelaces (or Velcro for younger children). NO lights.  

 White ANKLE socks ONLY (No-show socks, lace and logos ARE NOT PERMITTED). 

 

COLD WEATHER: 
 

 Students may wear “St. Gertrude School” navy blue sweatshirt, “SGCS” hoodie or 
monogrammed St. Gertrude jackets over their uniforms while in class and at Mass. Students 
may wear any size/color jacket while outside the classroom or church.  Large or heavy jackets 
will be removed while in the classroom or church. 

 

 Students may wear a solid undershirt and/or leggings with their uniform in the following colors 
only: white, navy blue, black, brown/tan, or gray.   
 

 
WEDNESDAY: 
 

 T-shirt day: St. Gertrude t-shirts or those from special events (Angel Run, Jump Rope for Heart, 
Catholic School Week, etc.) may be worn with UNIFORM pants, shorts, skorts or skirts. 

 
MASS DAYS: 
 

 4th-6th grade girls must wear the longer five-pleat skirt to Mass. 
 

 4th-6th grade boys must wear long pants to Mass. 
 

FREE DRESS: 
 

 Students may be given “free dress” and “not-so-free dress” as announced by the office (NO 
sleeveless shirts, short shorts, inappropriate sayings on clothing.  NO sandals or boots 
permitted). 
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EXTENDED CARE:  
(All students, 3:30 p.m. – 5:30 p.m.) 
To ensure students are safe, all students are automatically enrolled in the Extended Care Program 
upon registering in school.  Extended Care begins at 3:30 p.m. This program is for St. Gertrude School 
students only. The program offers safety to the student for parents who are unable to pick up students 
at the end of the school day. Any student not picked up from school 15 (fifteen) minutes after the 3:15 
p.m. dismissal bell will report to Extended Care. This is done for the safety of students; no one is left 
unsupervised. Students in Extended Care must follow school rules. Students in grades 1st through 6th will 
attend Extended Care in the Parish Hall. K3 through K5 report to the K4 classroom. The principal 
reserves the right to dismiss students from the program if they are disruptive or fail to follow 
school/Extended Care rules. 
 
Extended Care Schedule 
 

 3:30-3:45 p.m.  Snack (send a snack or buy one for 50 cents in the office) 
 

 3:45 -4:15 p.m. Games/Art/Outside Play 
 

 4:15-4:30 p.m. Clean-up 
 

 4:30-5:15 p.m. Homework/Silent Reading 
 

 5:15-5:30 p.m. Pack up to leave 
 
Extended Care Rules 
 

 No fighting. 
 

 No running inside. 
 

 No indoor sports. 
 

 All snacks should be eaten at the table. 
 

 All children shall clean up after themselves. 
 

 Students will have assigned seating for homework time. 
 

 If students do not have homework, then they are to read silently. 
 

 Students must follow the instructions of the Extended Care teachers. 
 
Students not picked up by 5:30 p.m. will incur a charge of $2.00/minute which will be due within 24 
hrs. of late pick-up. If an emergency arises, please call the school office (592-6522) or the parish office 
(592-7351) to inform us of the situation. Be sure to keep contact information current so teachers can 
reach parents if needed. If you call the school office after 4 p.m. and are greeted by voicemail, dial 
*820 or to be transferred to the Parish Hall.  
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Extended Care Fees: 
Fees are based on the 15-minute interval in which you pick up your child/children. For families whose 
children stay at extended care consistently, we offer a flat rate. This simplifies the bookkeeping process 
for the school office, and helps parents by allowing them to budget a uniform amount from month-to-
month. Children must be picked up consistently at the agreed-upon time daily to qualify for a flat rate. If 
you pick your child up later than the agreed-upon time more than three times in one month, your flat 
fee payment will be increased accordingly in subsequent months. 
 
 

Daily Extended Care Rates  

pick up between 1 child 2 children 3 children 

3:30-3:45 p.m. $0.50  each day $0.75  each day $1.00  each day 

3:45-4:00 p.m. $1.00  each day $1.50  each day $2.00  each day 

4:01-4:15 p.m. $1.50  each day $2.25  each day $3.00  each day 

4:16-4:30 p.m. $2.00  each day $3.00  each day $4.00  each day 

4:31-4:45 p.m. $2.50  each day $3.75  each day $5.00  each day 

4:46-5:00 p.m. $3.00  each day $4.50  each day $6.00  each day 

5:01-5:15 p.m. $3.50  each day $5.25  each day $7.00  each day 

5:16-5:30 p.m. $4.00  each day $6.00  each day $8.00  each day 

 
 

Monthly Flat Rates For Extended Care (approx. 10% discount) 

 
1 child 2 children 3 children 

every day until 4 p.m. $15.00   per month  $23.00   per month  $31.00   per month  

every day until 4:30 p.m. $30.00   per month  $46.00   per month  $62.00   per month  

every day until 5 p.m. $45.00   per month  $69.00   per month  $93.00   per month  

every day until 5:30 p.m. $60.00   per month  $92.00   per month  $124.00   per month  

 
MORNING CARE:  
(All students, 7:10 a.m. – 7:40 a.m.)   
In order to ensure students’ safety, the students must report to the Parish Hall if they arrive between 
7:10 a.m. and 7:40 a.m.  Faculty and staff will meet for morning prayers at 7:35 a.m., and the teachers 
will proceed to the hall at 7:40 a.m. to bring the children to their classrooms.     
                                                                                                                                 
NO STUDENTS MAY BE DROPPED OFF AT THE SCHOOL PRIOR TO 7:10 A.M. 
 
EXTRA- AND CO-CURRICULAR ACTIVITIES:   
St. Gertrude School recognizes that each child’s school experience is enhanced by the enrichment of 
activities beyond the curriculum.  Other activities offered are: Altar Servers, Choir, Sacristy Assistants (5th 
and 6th grade), Church Angels (3rd grade), Science Fair, Girl Scouts, Cub Scouts, 4H, Accelerated Reading, 
and participation in community projects. Other activities will be offered as parent volunteers become 
available.  
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FIELD TRIPS:   
School sponsored field trips shall be of educational value.  The trip will be complimentary to the 
instruction taking place in the classroom.  It is a privilege for the student to make the trip.  The teacher 
and principal may determine if a student’s behavior will prevent him/her from participating. Adequate 
supervision will be provided; primary grades: one adult to every 6 students.  NO STUDENT will be 
permitted to go unless the school permission form is signed by the parent or guardian.  A FAX signature 
will be accepted.  NO TELEPHONE permissions will be accepted. 
 
GRADING/REPORTING:   
Grading, evaluation, testing, and reporting are all part of the educational process.  The following is the 
grading system used at St. Gertrude School: 
 

 90-100  A 
 

 80-89  B 
 

 70-79  C 
 

 Below 70 Failing  
   

 S  Satisfactory (80-100) 
 

 N  Improvement Needed (70-79) 
 

 U  Unsatisfactory (0-69) 
 
Academic awards are given at the end of the year to all students maintaining an overall average of 94 or 
above in each subject. 
 
Progress reports will be sent at the middle of the report card period.  Report cards are sent home the 
week following the end of the report period.  These reports may be withheld, according to school policy, 
for failure to meet financial obligations.  There will be a $5.00 charge for lost report cards. 
 
Conferences between teachers and parents will be arranged to discuss standardized test scores (ITBS) 
and as needed throughout the year. 
 
GRIEVANCE PROCEDURE:   
A “grievance” is a complaint based on any alleged violation or inequitable application of policy or a 
dispute over the meaning or interpretation of the terms of a contract at the local or diocesan level.  The 
primary purpose of this procedure is to secure, at the lowest possible administrative level, equitable 
solutions to problems which may arise from time to time.  This grievance procedure is intended to 
resolve grievances in a cooperative, Christian atmosphere.  Nothing herein contained shall be construed 
as limiting the right of any person having a grievance to discuss the matter informally with an 
appropriate member of the administration.  No person shall be discriminated against because of filing or 
participating in the grievance process. 
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Before allowing differences to become formalized into grievances, every effort should be made to 
resolve local level disputes by way of free and open discussions between the complainant and the 
immediate authority.  If not settled to the complainant’s satisfaction, the complainant shall present the 
grievance in accordance with the formal grievance procedure outlined in the Department of Schools 
Handbook.  This process requires that the grievance be presented in writing to the principal of the 
school within five working days following the event on which the grievance is based.  If a timely 
response to a grievance is not obtained from the principal, the grievant may proceed to the level of the 
School Advisory Council.  Appeals are made to the pastor only if the school does not have a local 
Advisory Council.  A complete copy of the grievance process is available in the school office  (policy # 
2800). 
 
GUARDIANSHIP OF CHILDREN:  
It is critical for parents to provide the school with a copy of any and all current court orders or other 
legal documents pertaining to their child at the time of enrollment or within 30 days of a change in 
custody order.  Absent such orders, school administrators will assume that each parent of a student has 
equal rights to that student. 
 
HANDBOOK:  
This handbook may be amended during the school year as deemed necessary by the administration. 
 
HEALTH:   
This handbook contains general information for parents and guardians about School Health Services 
in Catholic Schools in the Diocese of Corpus Christi.  If more detailed information or access to specific 
health policy is desired, please contact your school principal.  The "School Health Manual" and "School 
Policy Handbook" are available for reference on request at each campus. 
 
COMMITMENT TO HEALTH 
 

 The mission of Catholic Schools in the Diocese of Corpus Christi includes a commitment to the 
physical, mental, emotional and spiritual health of students. Parents, administrators, health 
coordinators, health screeners, and teachers share the responsibility.   
 

 Parents or guardians have the ultimate responsibility for the health of a student. Illnesses and 
injuries which occur during school hours and which require specialized attention will be referred 
directly to the parent or guardian. 
 

 The principal plans, develops, implements and evaluates the health program in a school and is 
responsible for the health and safety of the students and staff.  The principal is accountable for 
compliance with local, state and federal health regulations. 
 

 School health coordinators and screeners are persons appointed by the principal to assist in 
implementing health programs in the school.  They are trained and certified as appropriate. 
 

 Teachers are responsible for observing students and referring suspicious symptoms to the 
principal.  School counselors are available in many schools for intervention and education. 
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 The Diocesan Health Services Administrator is a registered nurse responsible for training and 
consultation regarding school health. 

 
Diocesan Schools comply with federal OSHA bloodborne pathogens standards.  A copy of the Diocesan 
Bloodborne Pathogens Exposure Control Plan is available for review in the office of the principal. 

HEALTH SERVICES 
 

 Emergencies:  Each school is required to have at least two full time staff persons currently 
certified in CPR and two full time staff persons currently certified in Standard First Aid.  
Emergency response reference materials are readily available in the school for all personnel. 
 

 Illness:  A staff member assesses the student's condition including temperature, appearance, 
demeanor and complaint and acts accordingly based on the student's condition and health 
guidelines.  In some instances of suspected communicable conditions (listed in the School Health 
Manual) students must be excluded from school in accordance with state law. 
 

 Vision and Hearing Screening: Grades K-4, K-5, 1, 3, 5, and 7 are screened annually by Texas 
Department of Health certified screeners and are referred as necessary for further professional 
evaluation. 
 

 Spinal Screening: Grades 4, 6, and 9 are screened annually by Texas Department of Health 
certified screeners and are referred as necessary for further professional evaluation. 
 

 Acanthosis Nigricans: Grades 1, 3, 5, 7 and 9 are screened by trained screeners and referred as 
appropriate. 
 

 Medication Administration:  Whenever possible, medication should be administered at home 
before or after school hours.  For cases where in-school administration of medicine is necessary 
a strict diocesan policy is in effect (Diocese of Corpus Christi Catholic School Policy Manual) and 
requires that a specific form be completed and signed for each medication to be administered.  
The principal or his/her designee may administer the medication according to diocesan policy.   
The medication must be kept in a locked cabinet (or refrigerator) in the school and students are 
not permitted to have medication on their person at school.     
 

 Chronic Disease or Disability: Nursing assessment, consultation and intervention are provided 
by the Diocesan Health Services Administrator as appropriate upon referral by the principal. 

ENVIRONMENTAL HEALTH:   

Schools and grounds are monitored regularly for compliance with health and safety regulations 
including classroom environment, playground safety, air quality, equipment status and toxic agents.  
Diocesan schools comply with the Asbestos Hazard Emergency Response Act through regular inspections 
and by following an approved maintenance plan. 

 
 



16 
 

HEALTH RECORDS 
 

 Emergency Card - Must be completed and signed annually by parent or guardian. Contains 
emergency information and a release to obtain emergency medical care if necessary. 
 

 Cumulative Health Record - Contains immunization history, pertinent health information and 
results of all school screenings.  It is retained at the school year to year and is forwarded when 
the student changes schools. 
 

 Medication Log - A flow chart recording each dose of each medication administered to the 
student by school personnel. Request for administration of medication signed by parent must be 
on record in order for medication to be administered by school personnel. 
 

 Illness and Injury Log - A daily record of health related incidents and illnesses occurring at 
school.  Includes complaint, assessment information, treatment, if any, and disposition. 
 

 Head Injury Sheet - Notification to a parent or guardian when child has sustained any head injury 
at school. 
 

 Accident Report - A record, retained in the school, of the circumstances attending any incident 
occurring in the school for which professional medical care is required. 

 State Reports of School Screening and Immunization Activities - Reporting documents completed 
and sent to Texas Department of Health annually. 
 

 Diabetic Care Plan – To be completed by team of school personnel and parents for children 
diagnosed with diabetes. 
 

 Asthma Emergency Card – Completed for students diagnosed with asthma and kept with 
emergency card. 
 

 Allergy Emergency Card – Completed for students diagnosed with life threatening allergies and 
kept with emergency card. 
 

 Accommodation Plan – Completed on students requiring medical or academic modification. 
 

Immunization Provisions 
Exemption:   As per Diocesan policy, every student enrolled in Catholic schools in the Diocese of Corpus 
Christi shall be immunized against vaccine preventable diseases caused by infectious agents in 
accordance with the immunization schedule adopted by the Texas Department of State Health Services.   
A student who fails to present the required evidence shall not be accepted for enrollment. The only 
exemption to the foregoing requirement is a medical exemption signed by a licensed physician (M.D. or 
D.O.) authorized to practice in the State of Texas.  Students whose parents/guardians choose not to 
adhere to this policy will not be allowed to enroll or continue to be enrolled in a Catholic School in the 
Diocese of Corpus Christi. 
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Texas Department of Health Immunization Requirements 
3 year old students 
4 doses DTP/DTaP/DT 
3 doses OPV/IPV (Polio) 
1 dose measles 
1 dose mumps 
1 dose rubella 
1 dose varicella 
1 dosePneumococcal Conjugate 
(PCV7/Prevnar)  
2 doses Hepatitis A  
3 doses Hepatitis B  
1 dose HiB at age 15 mos or a primary series and a 
booster. 
 

4 year old students 
4 doses DTP/DTaP/DT 
3 doses OPV/IPV (Polio) 
1 dose measles 
1 dose mumps 
1 dose rubella 
1 dose varicella 
1 dosePneumococcal Conjugate (PCV7/Prevnar) 
2 doses Hepatitis A  
3 doses Hepatitis B  
1 dose HiB at age 15 mos or a primary series and a 
booster. 
 

Grades K through 12 Vaccines (upon entry) Kindergarten 7th Grade 8th-12th Grade 

Diphtheria, Tetanus and Pertussis1 
(DTaP/DTP/DT/Td/Tdap 

5 doses  
or 4 doses2 

3 doses3 
1 Tdap/Td 
booster4 

3 doses3 

1 Tdap/Td booster 
within last 10 years5 

Polio,6 4 doses or  
3 doses 

4 doses or  
3 doses 

4 doses or  
3 doses 

Measles, Mumps, and Rubella (MMR) 1, 7,11 2 doses 2 doses7 2 doses7 

Hepatitis B1,8,11 3 doses 3 doses 3 doses 

Varicella1,9,11,12 2 doses 2 doses 1 dose9 

Meningococcal1  1 dose  

Hepatitis A1,10,11 2 doses   

                                                           
Footnotes 
1 Receipt of the dose up to (and including) 4 days before the birthday will satisfy the school entry immunization requirement. 
2 Five doses of a diphtheria-tetanus-pertussis containing vaccine, one of  which must have been received on or after the 4th 
birthday; however, 4 doses meet the requirement if the 4th dose was given on or after the 4th birthday. 
3 Three doses, including one dose on or after the 4th birthday. 
4 Students will be required to have a booster dose of Tdap only if it has been five years since their last dose of tetanus-
containing vaccine. Td is acceptable in lieu of Tdap if a contraindication to pertussis exists. 
5 Students will be required to have a booster dose of Tdap if it has been ten years since their previous dose of tetanus-
containing vaccine. Td is acceptable in lieu of Tdap if a contraindication to pertussis exists. 
6 Four doses of polio vaccine one of which must have been received on or after the 4th birthday; however, 3 doses meet the 
requirement if the 3rd dose was given on or after the 4th birthday. 
7 Two doses of MMR vaccine with the 1st dose on or after the 1st birthday. For the 2009-10 school year, 7th-12th grade 
students are required to have 2 doses of a measles-containing vaccine, and 1 dose each of mumps and rubella vaccine. Refer to 
the phase-in schedule to determine when the 2-dose MMR requirement  goes into effect for 7th-12th grade. 
8 Two doses of adult hepatitis B vaccine (Recombivax) are acceptable for individuals 11-15 years of age. Dosage and type of 
vaccine must be clearly documented. (Two 10 mcg/1.0 ml of Recombivax) 
9 Two doses received on or after the 1st birthday. Refer to phase-in schedule to determine when the 2-dose Varicella 
requirement goes into effect for 8th-12th grade. 
10 Two doses with the 1st dose received on or after the 1st birthday.  
11 Serologic confirmation of immunity to measles, mumps, rubella, hepatitis B, hepatitis A, or varicella or serologic evidence of 
infection is acceptable in lieu of vaccine. 
12 Previous illness may be documented with a written statement from a physician, school nurse, or the child’s parent or 
guardian containing wording such as: “This is to verify that (name of student) had a varicella disease (chickenpox) on or about 
(date) and does not need varicella vaccine.” 
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Provisional Enrollment:   
All immunizations should be completed by the beginning date of school. The law requires that students 
be fully vaccinated against the specified diseases. A student may be enrolled provisionally if the student 
has an immunization record that indicates the student has received at least one dose of each specified 
age-appropriate vaccine required by this rule. To remain enrolled, the student must complete the 
required subsequent doses in each vaccine series on schedule and as rapidly as is medically feasible and 
provide acceptable evidence of vaccination to the school. A school nurse or school administrator shall 
review the immunization status of a provisionally enrolled student every 30 days to ensure continued 
compliance in completing the required doses of vaccination. If, at the end of the 30-day period, a 
student has not received a subsequent dose of vaccine, the student is not in compliance and the school 
shall exclude the student from school attendance until the required dose is administered.  
 
Documentation:   
Since many types of personal immunization records are in use, any document will be acceptable 
provided a physician or public health personnel has validated it. The month, day, and year that the 
vaccination was received must be recorded on all school immunization records created or updated after 
September 1, 1991. 
 
HOMEWORK:   
Students should have a space and supplies at home to facilitate studying and completing homework.  
Homework assignments are given to extend and reinforce the child’s knowledge.  Most assignments are 
a continuance of daily work to follow directions, learn responsibility, and retain instructional 
information.  Students in the primary grades should read or be read to for at least fifteen (15) minutes 
daily.  Intermediate students should read twenty to thirty (20-30) minutes daily.  Average homework 
should be thirty minutes for primary grades; one hour for intermediate students. 
 
Penalties for students not bringing homework assignments on due day: 

 

 5th & 6th grades -- call to parents, assignments due following day minus 11 points; second day – 
zero. 
 

 4th grade – call to parents, assignment due following day minus 11 points; second day – 70;                    
third day – zero. 
 

 3rd grade – call to parents; assignment due following day minus 10 points; second day – minus 
11 points; third day – 70. 
 

 2nd  grade – call to parents, assignment MUST be brought the following day or parents will be 
called again. 
 

The principal has the right to modify/change these penalties as needed.  After 3:30 p.m. students must 
have permission from the office to enter classrooms to pick up books or assignments, unless the teacher 
is in the room. 
 
LIBRARY:  
Students will visit the library as a class at their scheduled time each week, but may return and check out 
books as needed. Accelerated Reading is encouraged. When books are lost or damaged, there will be a 
$10 paperback and $20 hardback replacement fee. 
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LOADING AND UNLOADING STUDENTS:  
 

 DO NOT PARK ALONG THE RED CURB FIRE ZONE 
This lane will only be used as a drive through drop off/pickup area.  This is the only lane where 
students should get dropped off or picked up.  No one from this lane should have to go into the 
second lane.  This lane should have a steady moving flow and no one should leave their vehicle 
unattended in this lane. Please make sure to drive all the way up on this lane so that other 
vehicles can move into the parking lot easily.        

 

 DO NOT BLOCK PROPERLY PARKED VEHICLES 
The second lane is only used for people who are parking in the parking spaces provided or 
backing out of these spaces.  There should be no drop offs or pickups in the second lane.   
 

 DO NOT USE PARKING LOT BY K3 CLASSROOM 
This parking area is closed to all traffic.  This area is for employee parking and no through traffic 
will be permitted.  This area is sometimes used as a driveway, however this is incredibly 
dangerous as many parents and students use the sidewalk to get to their classrooms.   
 

 Please park in a marked parking space or across the street.  AN UNATTENDED VEHICLE WOULD 
BLOCK EMERGENCY VEHICLES IN A CRISIS. 

 
All students will be picked up in front of the school where they may be seen by the duty teacher.  
Students must have written permission to ride bicycles, walk home, or leave with another person.  This 
is for your child’s safety. 
 
LUNCH:  
Please pay for lunches daily or in advance. Parents will receive an invoice at the end of each month for 
lunches owed.  
 
MASCOT:   
The school’s mascot is the walking angel with tennis shoes.  The symbol is meant to show that we must 
all strive as children of God to do our best and become what God wants us to be.  
 
OFFICE:   
The school secretary is in the office from 8 a.m. until 4 p.m.  Fridays are Mass days, so there will be NO 
ONE in the office during MASS.  The school also attends mass on days of obligation where the office will 
be closed during mass.   
 

 PAYMENTS for tuition, lunches, book orders, etc. should be addressed to the school or Smart 
Tuition unless otherwise instructed.  Tuition paid after the selected monthly due date will result 
in a LATE FEE of $35.  The tuition contract and fundraising/parent service hours agreement 
should be completed by May 1. 
 

 COPIES of student records are provided to requesting schools at no charge.  Parent requests for 
records must be in writing. The fee for these copies is $1.00 per page. 
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 COMMUNICATIONS are sent home via email and monthly menus.  These memos contain dates 
and pertinent information and should be read carefully.  The school calendar is located at the 
front of this booklet.  The calendar is subject to change during the year.  Please check your email 
and the school Facebook page or school web page for updates.  If you do not have computer 
access, please notify the office and a hard copy of all communications will be provided.  In 
addition, the SchoolReach telephone broadcast system will be utilized to communicate 
emergency information and general announcements/reminders. 
 

 APPOINTMENTS with teachers should be made during their conference periods.  Teachers will 
return calls as promptly as possible.  Please contact teachers at school, not at their homes, to 
set a time for individual conferences. 

 
PARENT/GUARDIAN CONFERENCES: 
Parent/Guardian conferences with a teacher and/or school administrator pertaining to a child enrolled 
in the school will be held with the legal custodial parent/guardian only. 
 
PARTIES:   
Parties will be celebrated for Christmas and other occasions at the principal’s discretion.  PTO room 
parents will plan these parties with approval of the administration.  A field day/fun day will also be 
planned for the end of the year.  Children may pass out personal party invitations in class IF everyone is 
being invited. 
 
PHYSICAL EDUCATION PROGRAM:   
The physical education classes at St. Gertrude School promote physical fitness and encourage habits 
which build and maintain good health.  Students are encouraged to learn the conduct of good 
sportsmanship.  ALL students shall participate in P.E. classes.  In instances of illness or injury, a written 
note from a doctor must be sent; the student will attend P.E. class but not participate according to the 
illness or injury. When the Temperature Heat Index (THI) reaches 95 degrees F, outdoor activity is 
limited to 10-15 minutes with proper hydration. All children need to bring a water bottle to school 
every day. When the temperature and/or the wind chill is below 32 degrees F, the children should be 
properly dressed for outdoor activity. 
 
PRINCIPAL:   
The principal is available by appointment to any parent.  Parents, faculty, and staff must work together 
for the success of each student.  Respect for authority and responsibility for actions will be emphasized.  
Any parent who questions an action by a teacher, should speak to the teacher to settle the issue.  If an 
agreement cannot be met, a meeting with the principal is the next step.  If no satisfaction is gained, the 
parent may go to the pastor, then the School Advisory Board. 
 
RECORDS:   
The 1975 Buckley Amendment gives parents and students the right of access to official records and the 
right to request that statements in those records be changed or deleted.  Parents wishing to view a 
student’s record should make the request in writing with twenty-four hour notice.  The school will abide 
by the Buckley Amendment concerning custodial parents.  In absence of a court order, the school, upon 
written request to that effect, will provide the noncustodial parent access to the academic records and 
other school related information.  If a court order exists, it is the responsibility of the custodial parent to 
provide the school with a certified copy of said order.  A charge will be levied to the noncustodial parent 
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for these copies. Students’ records are sent to requesting school at no charge. Parents requesting copies 
will be assessed $5.00. 
 
RELIGION:   
Catholic Doctrine and a Christian Guidance program are integrated into all disciplines of the school 
curriculum.  Teachers are either certified Catechists or are in the process of certification.  All students 
are required to participate in religion classes regardless of religious affiliation.  The students attend Mass 
each week and participate in school prayer service on the other days.  The students learn that 
participation in prayer and worship are important to our Catholic Faith.  Parents are encouraged to join 
our worship.  Faculty and staff meet in prayer before school on days when not attending Mass. 
 
RETENTION AND PROMOTION:   
Upon delegation of the superintendent, the principal shall be responsible for and shall have the 
authority to place a student in a program commensurate with the student’s performance in accordance 
with existing curriculum statutes and policies. A school may not grant social promotions.  A student is 
promoted if, considering his/her abilities, he/she has satisfactorily completed the work of the current 
grade. 
 
Elementary Grades: To be promoted from one grade level to the next, a student shall attain for the year 
an average of seventy (70) or above in all subject areas. 
 
Catholic Doctrine: The teaching requirement and importance of Catholic Doctrine as an integral part of 
the curriculum in the Catholic schools in the Diocese of Corpus Christi are recognized.  Any student 
failing Catholic Doctrine in Grades One through Eight must make up the failure prior to the beginning of 
the subsequent school year, following a growth plan approved by the school’s Principal. 
 
Retention: A student may not be retained more than twice in Grades Kindergarten through Eight and 
may not be permitted to remain in the same grade for more than two (2) years.   
If a student receives a grade below seventy (70) in any subject area, the student fails the subject.  If a 
student fails two (2) or more major subject areas, he/she shall be retained in that particular grade level.  
Parents must be informed of the likelihood of their child’s academic failure and possible retention by the 
beginning of the second semester of that particular school year. 
 
The major subject areas are: 
 

 Grades 1-3 Catholic Doctrine, Reading, English, and Mathematics; 
 

 Grades 4-6 Catholic Doctrine, Reading, English, Mathematics, Science and Social Studies. 
 
If all avenues have been explored and the school cannot meet the needs of the student or if the parents 
have not acted on the school’s recommendations regarding diagnostic evaluation of the student, the 
Principal has the right to request withdrawal of the student (if currently enrolled) or refuse his/her 
admittance to the school. 
 
SCHOOL SUPPLIES:  
Parents receive a list of required supplies at registration. When necessary, teachers will request that 
parents replenish supplies or provide additional supplies. 
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TELEPHONE:   
Students are not allowed to use the school telephone without serious cause.  The school phone is not 
for personal use.  Emergency messages will be given to students. 
 
TUITION & FEES:   
St. Gertrude Catholic School is partnering with Smart Tuition for the processing and collection of our 
families’ tuition and extended care flat fees. This tuition management system enables the school to 
better serve families while also improving the school’s cash flow systems.  With Smart Tuition, 
parents/guardians select a payment type that works best for them. Invoices can be sent monthly 
allowing them the option to mail in a check or money order. Reoccurring payments can be set up with 
the Automatic Debit Option. Parents/guardians can access their Smart Tuition accounts online. They can 
edit their profiles, including username, password, contact information, and payment method 
information. They can review and print monthly billing details and payment history. After setting up 
monthly schedule payments, parents/guardians can receive payment and follow up reminders. If they 
setup to pay automatically, Smart Tuition will e-mail them a reminder of their upcoming payment 7-10 
days before their due date. If a payment is missed, Smart Tuition will kindly remind parents/guardians 
by email and phone. Parents/guardians can speak to a customer service representative 24/7, 365 days a 
year to have their questions answered or to make a payment.  Payments must be paid via Smart Tuition 
on the agreed-upon day of the month (unless other dates have been arranged with the office).  
Payments not paid by their due date will be charged a LATE FEE of $35.00.  When payments are two 
months late, unless other circumstances prevail, the School Advisory Council will be notified.  
Nonpayment may result in the student’s records and report cards being withheld (see admission).   
There will be a $25.00 fee for checks written on Non-Sufficient Funds.  Delinquent accounts will be 
referred to a collection agency.  The school accepts credit cards: Visa, Mastercard, Discover, and 
American Express. In consideration of educational services provided to the students of St. Gertrude 
School, parents, in honest and prayerful deliberation, agree to fulfill their part by financially supporting 
the school.  Tuition payment plans will be contracted between the administration and parent.  Appeals 
to the administration may be made if problems arise meriting special considerations.  Furthermore, 
understanding that these fees do not entirely cover the cost of student education, the parent must 
support the fund raising efforts of the school.  Each student in grades K3 through 6th grade is assessed a 
$40 library/technology fee. Each student in grades K5-6th grade is assessed a $30 testing fee. There is 
some tuition financial assistance available.  This aid must be applied for in March during preregistration 
for the following school year.  Tuition also covers textbook usage,* instructional material, resource aids, 
Diocesan fees, testing material, insurance, and PTO membership. 
 
*All hardbacks MUST be covered; this is the responsibility of the student.  If the textbooks are damaged 
or lost, the student will have to pay the total cost of replacement.  Upon withdrawal, parents will return 
all books, teaching aids, other materials, or school property which has been loaned or rented from the 
school.  No refunds will be paid.  
 
FUND-RAISING/PARENT SERVICE HOURS:   
Tuition alone does not cover the cost of educating a child.  Unless the family has contracted to pay the 
fundraising/parent service hours fee at the beginning of the school year, they are obligated to 
participate in the fund-raising activities and earn minimum number of parent service hours. These 
consist of the school’s fall fundraiser, PTO fundraisers, 5K Walk/Run, Golf Tournament, BBQ tickets, 
raffle tickets and the Spring Parish Festival.  All parents MUST participate in the Parish/School Festival in 
the spring, including the purchase of BBQ dinner tickets and sale of raffle tickets.  Proceeds from this 
event are a significant part of the school budget. 
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2015-2016 Tuition Rates Contributing Catholic Non-Contributing/ Non-Catholic 

1 student in K3/K4 $4,181 $5,180 

2 students in K3/K4 $7,290 $8,290 

1 student in K3/K4 + 1 student in K5-6th $6,870 $7,870 

2 students in K3/K4  + 1 student in K5-6th $8,480 $9,480 

3 students in K3/K4 $9,240 $10,240 

1 student in K3/K4 + 2 students in K5-6th $8,050 $9,050 

1 student in K5-6th $3,800 $4,800 

2 students in K5-6th $6,270 $7,270 

3 students in K5-6th $8,000 $9,000 

4 students in K5-6th $9,170 $10,170 

 
 

 
PARENT SERVICE HOURS:  Two criteria must be met: 
 

 The Diocese has made it mandatory that all volunteers must attend a 1-hour training 
session on “Creating and Maintaining a Safe Environment for Children and Youth” (good 
for 3 years).  Session dates will be announced.  A recertification is required every three 
(3) years. 
 

 Fill out Volunteer Application for a criminal history check.  The cost is $5.00. 
 
When volunteering for school and/or classroom projects, the volunteer must work as instructed by the 
school official.  School or classroom rules are to be followed.  The school dress code must be followed.  
The volunteer should report any infraction immediately; however, discipline is implemented by a staff 
member.  
 
All parents and visitors MUST SIGN IN at the office before visiting a classroom, the lunch room, or the 
library.  Parents are invited to participate in all school/classroom activities; however, permission should 
be granted by the teacher and/or administration.  Classroom doors are locked for safety reasons; doors 
all open immediately from the inside when turning the knob. 
 
 
 

 I child 2 children 3 or more children 

Option 1 
$400 fundraising                      
23 parent service hours 

$500 fundraising                      
23 parent service hours 

$600 fundraising                                     
23 parent service hours 

Option 2 
$600 fundraising                         
3 parent service hours 

$700 fundraising                         
3 parent service hours 

$800 fundraising                                        
3 parent service hours 

Option 3 
$500 fundraising                       
30 parent service hours 

$600 fundraising                      
30 parent service hours 

$700 fundraising                                      
30 parent service hours 
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USE OF SCHOOL GROUNDS/FACILITIES 

 The school is part of St. Gertrude Parish, and as such, is private property.  Trespassing is not 
allowed.  With permission, students may participate in after-school activities such as practice, 
meetings, or tutoring.  It is the responsibility of parents to provide transportation for the child. 

 Any person or organization wishing to use the grounds and/or building must obtain the 
permission of the principal before such use will be authorized.  This use may be subject to a 
usage fee.  The person/group will be held responsible for set-up, clean-up, and any damages 
that occur.  A fee will be assessed to the person/group that does not leave the grounds or 
facilities clean and in good condition. The Diocese requires an insurance binder to use any 
facilities. 

 Rental of the Parish Hall requires a $50 deposit three weeks in advance to hold the date of the 
event.  The deposit will be returned after inspection of the Hall, minus any charges for cleaning 
or damages.  The insurance form and $85 payment is due three weeks before the event.  Check 
must be made payable to Diocese of Corpus Christi. Parish Hall rental is $50/hour and is due 
when keys are picked up. 

Hall Usage Guidelines 
1. Pick up key from school office the Friday prior to the event (9 a.m. – 4 p.m.) 
2. NO alcoholic refreshments may be served. 
3. Do not attach streamers, etc. to the walls. 
4. Leave hall floor clean (Sweep If necessary). 
5. Leave kitchen clean (Bring your own towels & utensils). 
6. Leave restrooms tidy. 
7. Turn off all lights and air conditioners. 
8. Bag all garbage and place in garbage containers in the church parking lot. 
9. Lock doors. 
10. Return key to school office on the following Monday (9 a.m. – 4 p.m.)

WEATHER:   
For information concerning school closures, please consult local TV and radio stations.  School closure 
will be based upon directives from the diocesan superintendent’s office or the Bishop’s office.  We are 
also in contact with KISD administration.  Parents will be notified of make-up days as they are 
rescheduled.  KLUX (89.5) is the diocesan radio station. 
 
WRITTEN NOTES:  
Written notes are expected for the following circumstances: 

 Absence/Tardiness 

 Change of address, telephone number, or emergency information 

 Request for release from school for appointments 

 Failure to comply with school uniform 

 Doctor’s note when a child has been absent for more than three days 

 Doctor’s note when a child must not participate in PE classes for more than two classes 
 

YOUTH PROTECTION:   
In compliance with Texas law (Chapter 261, T.F.C.) and diocesan policy, Catholic school personnel are 
mandated reporters of suspected or disclosed child abuse and neglect, and attend required in-service 
education on the prevention, recognition and reporting of child abuse and neglect.  All students receive 
personal safety education, including abuse prevention, annually. 


