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WELCOME NATIVITY CATHOLIC ELEMENTARY SCHOOL! 
 
August 2016 
 
Dear Parents, 
  
To help you become acquainted and familiar with the policies and procedures of our school, as well as our 
goals, philosophy, and programs, we have designed this 2016-2017 Student/Parent Handbook for your use. 
This handbook will help facilitate communication between the students, families, and staff of Nativity School. 
It is our hope that it serves as a convenient reference throughout the school year. Please read and review all 
sections with your child. Also, please return the Student/Parent Agreement and Contract, which you will 
receive at the time of this handbook distribution, with signatures of all parents and students. We look forward 
to working with you in pursuing our common goal of a quality Catholic education within a caring Christian 
environment!  
 
In the peace of Christ,  
 
Mrs. Foster 
Principal  
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MISSION STATEMENT 
 

To educate and prepare the whole child within a nurturing environment based on Catholic values and beliefs 
in order that the child may become a responsible and active member of the Church and society. 
 

PHILOSOPHY 
 

Nativity School is a faith community in the Catholic tradition.  We strive to build community in our school, 
parish, families, , and neighborhood.  We exist as an extension of the family and offer our students a quality 
education within a positive atmosphere of cooperation, concern, and caring.  Christian values are taught 
through instruction, example, worship, service and adherence to the Schoolwide Student Learning 
Expectations:  Spirit, Mind, Body. 
 
We are committed to the growth of the whole child recognizing and appreciating each individual’s self-worth, 
valuing his or her dignity as a child of God, and respecting the cultural diversity of each member.  We strive 
to accomplish this by promoting a stimulating educational environment, a love for learning, and a desire to 
seek peace and justice in our world. 
 
We value the family and recognize that parents are the primary educators of their children.  We rely on their 
involvement and support of school policies and programs. 
 
Nativity School stresses the gospel message as a way of life and a basis for responsible decision-making.  We 
endeavor to send forth students equipped with the personal confidence, academic skills, and religious 
commitment necessary for making a viable contribution in today’s Church and society. 
 
VISION STATEMENT 
Nativity School has established a clear statement of philosophy and mission which defines the school 
program and Schoolwide Student Learning Expectations (SLEs).  This statement of philosophy reflects a 
commitment to Catholic identity as well as to the whole person – fostering spiritual, moral, intellectual, 
social, physical, and emotional growth.  In 2003, a committee consisting of clergy, administration, faculty, 
staff, and parents worked together to develop the philosophy, mission, and SLEs. In 2009, Nativity completed 
the WCEA/WASC accreditation process for school improvement and again reviewed our SLEs, mission, and 
philosophy.  Our philosophy, mission, and SLEs are aligned with the Archdiocesan vision.  Each year, the 
philosophy and mission are reviewed by these same stakeholders and are revised as necessary, recognizing 
the dignity of all members of the school community, both old and new, in the process. 
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STATEMENT OF GOALS 
 
SPIRITUAL GOALS AND OBJECTIVES 
The spiritual goal of Nativity School is to strive to help students realize that they are created by a loving God, 
and that they are members of the Christian faith community.  In the spirit of true Christian fellowship and the 
living out of gospel values, we foster an attitude of Christian care, concern, and responsibility for the larger 
world community and each other. 
 
We strive to: 

a. encourage students to respond to Jesus through personal prayer, planning and participating in liturgical 
celebrations, and frequently celebrate the Sacraments of Holy Eucharist and Reconciliation; 

b. present a program of religious education that reinforces knowledge of God and emphasizes the gospel 
message and its application to our contemporary world; 

c. foster in each student respect for self and others by encouraging an appreciation of the contributions 
that all cultures make to society; and 

d. provide opportunities for service that foster compassion and recognition of their Christian 
responsibility for the needs of others. 

 
INTELLECTUAL GOALS AND OBJECTIVES 
The intellectual goals of Nativity School are to challenge the students to develop their God-given talents 
while encouraging them to work towards their full potential in our ever-changing world. 
 
We strive to: 

a. employ a curriculum that addresses students’ needs and abilities and that enables them to work toward 
their full potential; 

b. encourage an enthusiasm for learning by developing an intellectual curiosity and the ability to use a 
variety of resources; 

c. enrich the curriculum by incorporating community resources; 
d. use test scores to evaluate pupil progress and identify strengths and weaknesses; 
e. develop an awareness of our rapidly changing world, making necessary adaptations in the curriculum; 
f. encourage the development of:  critical thinking, cooperative learning, creative problem solving, 

decision making, time management, and goal setting; 
g. support parents’ active role in their children’s intellectual development. 

 
PSYCHOLOGICAL GOALS AND OBJECTIVES 
We provide a positive, nurturing environment in which each student may realize his or her own unique 
potential through an acceptance of self and a respect for others. 
 
We strive to: 

a. develop in each student an understanding of self through recognition and acceptance of his or her own 
strengths and weaknesses and an ability to cope realistically with them; 

b. build self esteem and promote positive behavior in students through teachers’ reinforcement; 
c. encourage each child to become an independent decision maker and take responsibility for his/her 

choices through a consistent discipline program which rewards the cooperative student and provides 
disciplinary consequences for unacceptable behavior; 
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d. inform parents about formal school disciplinary actions, as described in the Nativity Student-Parent 
e. provide on-site counseling to address students’ psychological needs. 

 
PHYSICAL GOALS AND OBJECTIVES 
The physical goals of Nativity School are to develop and encourage in the students an awareness and 
knowledge of and respect and appreciation for their bodies.  We encourage our students to recognize that a 
healthy attitude toward their bodies, as well as physical fitness, are essential to their mental and emotional 
well-being and growth. 
 
We strive to: 

a. deepen the students’ understanding of the physical and psychological changes that take place within 
themselves in order to develop a positive sense of self and respect for others; 

b. stress the values of cooperation and sportsmanship in organized and spontaneous play; 
c. provide a physical education program to help students increase physical fitness by means of 

appropriate exercise; 
d. encourage participation in after-school sports programs; 
e. foster respect for the human body by providing the students with a basic knowledge of, and 

responsibility for the effects of alcohol, tobacco, harmful drugs, and infectious diseases; 
f. encourage good nutrition and hygiene habits; 
g. increase the students’ knowledge and observance of the basic rules of safety for themselves and 

others. 
 
SOCIAL GOALS AND OBJECTIVES 
In an effort to develop productive and responsible members of society, we encourage students to respect, and 
appreciate the cultural diversity that exists in our school community as well as in our world.  We assist 
students in acquiring the skills, virtues, and social attitudes necessary to interact in a positive, Christian 
manner with others in an effort to develop productive and reasonable members of society. 
 
We strive to: 

a. motivate students to exemplify in their daily lives qualities of acceptance, respect and courtesy; 
b. help students recognize and develop their individual talents as well as those of their fellow students, 

encouraging them to share these talents with others; 
c. teach students to accept responsibilities for self discipline in academics and social behavior; 
d. develop attitudes of respect and understanding of human diversity; 
e. provide an environment for the child to discuss in confidence any personal, social, or school-related 

problem with either an adult staff member, a qualified outside-resource person, or the on-site 
counselor; 

f. model a Christian attitude and develop a social awareness toward peace and justice by providing 
opportunities in which students can assist those in need; 

g. teach students effective communication and conflict-resolution skills; 
h. encourage each child to show respect for school property, equipment, and the environment; 
i. promote open communication among teachers, students and parents; 
j. meet the family needs of the school community by providing on-site Extended Care before and after 

school. 
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Non-discriminatory Policy:  Mindful of its mission to be witness to the love of Christ for all, Nativity 
School does not unlawfully discriminate on the basis of race, color, and national and/or ethnic origin, age, sex 
or disability in hiring procedures, administration of educational policies and procedures and supervision of 
faculty and staff.  Although the School employs persons who are not Catholic, it requires all employees to 
conduct themselves in a manner that is compatible with the teaching and mission of the Catholic Church. 
 
CHRISTIAN CODE OF CONDUCT 
The students’ interest in receiving a quality, morally based education can be served if students, parents, and 
school officials work together.  Normally, differences between these individuals can be resolved.  In some 
rare instances, however, the school may find it necessary, in its discretion, to require parents/guardians to 
withdraw their child. 
 
It is required that all Nativity students, parents, faculty, and staff behave in a manner, both on and off campus, 
that is consistent with the Christian principles of the school as determined by the school in its discretion.  
These principles include, but are not limited to, any policies, principles or procedures set forth in any 
handbook of the school. 
 
It shall be an express condition of enrollment that all students, parents, and family members shall also 
conform themselves to standards of conduct that are consistent with the Christian principles of the school, as 
determined by the school in its discretion.  These principles include, but are not limited to any policies, 
principles or procedures set forth in any handbook of the school. 
 
These Christian principles further include, but are not limited to, the following: 
 
1. Students and parents are expected to work courteously and cooperatively with the school faculty and staff 

to assist the student in meeting the academic, moral, and behavioral expectations of the school. 
2. Students and parents may respectfully express their concerns about the school operation and its personnel, 

faculty, and staff.  However, they may not do so in a manner that is discourteous, scandalous, rumor 
driven, disruptive, threatening, hostile, or divisive. 

3. These expectations for students and parents include, but are not limited to, all school-sponsored programs 
and events (e.g., extended care, athletics, field trips, etc.). 

 
The school reserves the right to determine, in its discretion, which actions fall short of meeting the Christian 
principles of the school.  Failure to follow these principles will normally result in a verbal or written warning 
to the student, parent or family member and normally will first result in disciplinary action(s) short of a 
requirement to withdraw from the school. 
 
The school reserves the right to determine, in its discretion, when conduct is of such a severe nature as to 
warrant immediate action without a warning and/or without an intermediate step short of expulsion. 
 
SCHOOL PRAYER 
Let it be known to all who enter here that Christ is the reason for this school, the unseen, but ever-present 
teacher in its classes, the model of its faculty, the inspiration of its students. 
 
NON-PROFIT STATUS 
Nativity School is a non-profit educational organization. Donors of gifts or endowments are entitled to the 
special tax benefits provided under the Internal Revenue Code. Tuition is not tax deductible. 
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PARENT SCHOOL COVENANT 
 
Nativity School is a dynamic community that lives the Gospel message and our Catholic identity in 
everything we do. We are student centered, work to do God’s will, maintain academic excellence, and support 
students as they grow spiritually, emotionally, physically, and academically. 
 
To maintain this identity, the parents and school agree to the following guidelines: 
 
1. If an issue or concern involves classroom procedures, homework, and classwork, classroom or playground 
behavior or involves another student, parents are asked to contact the teacher first.  Please refer to the 
individual teachers’ syllabus or website for the best means of communication.  Sensitive or confidential issues 
are not to be brought up in front of students or while a teacher is on duty during the regular school day. 
 
2. If the concern is more serious, the parent or guardian should inform the administration. Due to school 
responsibilities, the administration may not be immediately available; therefore, patience in setting 
appointments or in expecting a return phone call is requested. Since concern for your child is uppermost in all 
our minds, we will make every effort to address your concerns in a timely manner. 
 
3. All staff members of our school promise prompt attention to problems, privacy in discussing matters, 
professional courtesy, and respect when problems are presented, and a sincere effort to resolve problems in a 
Christian manner. We promise to approach problems and misunderstandings in a manner that expresses 
genuine concern for the welfare for your child spiritually, academically, emotionally, and physically, and also 
the welfare of his or her fellow students. 
 
4. With this in mind, parents and guardians are expected to show the same concern and respect for the faculty 
and staff of Nativity, as well as the other children and families of our community: We will not tolerate 
intimidation or verbal abuse of any member of the community–in person or in writing. 
 
5. Failure to fulfill any of the above acts on the part of a staff member will lead to appropriate disciplinary 
actions. Likewise, misconduct on the part of a parent, guardian, or family member may lead to a warning or 
one of the following actions: 
 

• Limiting or refusing permission to enter or use the school grounds or facilities; 
• Asking that someone other than the person exhibiting poor behavior represent the child’s interest on 

school matters; 
• A student is disallowed from re-registration, and, in extreme cases, initiating procedures to ask the 

family to withdraw the child from the school. 
 
If any policies or procedures described in this handbook are different than Archdiocesan policies, procedures 
and guidelines, the policy of the Archdiocese of San Francisco supercedes. 
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GENERAL INFORMATION 



 

 
 

Nativity Catholic School is a co-educational elementary school serving students in  
Pre-Kindergarten through Grade Eight.  Nativity is accredited through the Western 
Catholic Education Association (WCEA) and the Western Association of Schools and 
Colleges (WASC).  Nativity is part of the Southern Peninsula Cluster of the Archdiocese 
of San Francisco.  Nativity is proud to be a No Bully school. 
 

ADDRESS, PHONE AND OFFICE HOURS 
 
Main School: 1250 Laurel Street 
Menlo Park, CA 94025 
Office Phone: 650-325-7304 
Fax: 650-325-3841 
Extended Care Phone: 650-321-7198 – Please use this number during 
Extended Care hours only (opens at 7:00AM and closes 5:45PM).  
Website: www.nativityschool.com 
Email Address: info@nativityschool.com 
 
Office hours: The school office is open from 7:30AM - 3:30PM Monday through Friday, excluding 
minimum days and school holidays.  Homework for absent students may be picked up at the office between 
3:00 and 3:30PM. 
 
Parents are asked not to go to individual classrooms at any time during the school day without prior approval 
from the office. Appointments with teachers must be made in advance.  All phone, note, and email messages 
should be returned in a 48 -hour period, excluding weekends and non-school days. 
 
Archdiocese of San Francisco Department of Catholic Schools 
Diocesan Office: One Peter Yorke Way  
San Francisco, CA 94109 
Phone: 415-614-5664  
Superintendent: Maureen Huntington 
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Nativity School is a Pre K-8 coeducational school that serves approximately 300 students and with a full-time 
faculty and staff.  Nativity’s program is grounded in its mission and school philosophy: “to educate and 
prepare the whole child within a nurturing environment based on Catholic values and beliefs in order that the 
child may become a responsible and active member of the Church and society.” Nativity School is located in 
Menlo Park, California.  In 1956, the Sisters of the Presentation of the Blessed Virgin Mary founded the 
school near the beautiful, historic Church of the Nativity.   
 
The school population grew rapidly, reaching a maximum capacity of about 320 students in the mid-1960’s.  
Throughout the 1960’s and early 1970’s the average classroom size was approximately forty students —
almost all of them parish children.  In the 1980’s and 1990’s the enrollment declined slightly, with classes 
averaging thirty students.  Because of an aging parish community and a declining population of school-age 
children, Nativity has served a broader geographic area since the mid-1970’s.  
 
Nativity students reflect the diverse cultures and ethnicity of the region.  We are an Archdiocesan school that 
remains committed to offering a high quality Catholic education to families who seek it. 
 
Sisters of the Presentation of the Blessed Virgin Mary: History in California   
With the California Gold Rush (1849) came the settlers, with the settlers came the immigrants, and with the 
immigrants came the Sisters of the Presentation. In 1854, the Sisters of the Presentation arrived in San 
Francisco, California to minister to the children of miners, immigrants, and the poor. 
 
Four Sisters from Midleton, County Cork, and one Sister from Kilkenny, Ireland in San Francisco, established 
the first United States foundation in 1854. Within a year, three of the five Sisters returned to Ireland and the 
remaining two Sisters established the Presentation Convent on Powell Street where they conducted a school 
for girls. From 1857 to 1869, the sisters also had a school for black and Indian students. In 1869 Sacred Heart 
Presentation Convent was established at Taylor and Ellis Streets, in San Francisco. This foundation was 
followed in 1878 by St. Joseph Convent, Berkeley and in 1882 St. Joseph Convent, Sonoma. The four houses 
were amalgamated in 1888. 
 
The 1906 Earthquake and Fire destroyed the two convents in San Francisco. The Sisters lived in various 
residences until Presentation Convent located at 281 Masonic Avenue was completed in 1912. They moved 
from this location to 2340 Turk Boulevard in 1970 when the new Motherhouse was completed. Through the 
years, the sisters stayed in education and later focused on pastoral ministry and social work. 
 
The Presentation Sister’s primary mission is to the poor, which is manifested through a variety of ministries 
as fulfilled by their foundress Nano Nagle. Presentation women are committed to serving the poor in the 
ministries of education, parish ministry, community organizing, pastoral care in hospitals, nursing, literacy 
programs, foreign missions, immigration work, spiritual direction, retreat work, Safe House for women 
wanting to escape prostitution, and housing management for the elderly. 
 
Presentation Sisters currently serve in the Archdioceses of San Francisco and Los Angeles; and the Dioceses 
of Oakland, Orange, San Jose, Santa Rosa, and Guatemala. 
Currently, there are 133 Sisters who live in small group residences, apartments, parish convents, and our 
Motherhouse, which provides special care for our elderly and infirm sisters. 
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Who Is Nano Nagle? 
Nano (full name Honora) Nagle was born in Ballygriffin, County Cork, 
Ireland in 1718. This was the period in Irish history when the English had 
imposed the oppressive Penal Laws, which severely limited the Irish 
people. The Irish were denied access economically, politically, socially, 
and educationally to the rights and means that would have raised them 
from the imposed poverty and oppression. It was a crime of treason 
(punishable by death) to educate the Irish and it was forbidden to practice 
the Roman Catholic faith.  Because of her family's position and wealth, 

Nano was sent to be educated in the Irish community then living in Paris. 
 
According to Sister Rose Forest, PBVM, one biographer of Nano, her 
"stay in the midst of Irish Parisian society was brief, but during this time 

an incident took place which has become a classic episode in the 
Presentation story. One morning the charming, wealthy, and beautiful Miss 

Nagle...was returning from an all-night ball. As her carriage rattled over the cobblestones of a silent street, she 
saw a small group of poor working people waiting in front of a church...for the door to open for early Mass. 
The contrast between their useful lives and her own empty one devoted to pleasure made a lasting impression 
on the girl of twenty-two". 
 
Returning to Ireland, other events lead Nano to consider a way that she could help the poor she saw everyday 
in Cork and on the family estate. Distressed by the ignorance of the Irish in both faith and academics, she 
opened her first school in 1754 with an enrollment of thirty-five girls in a two-room cabin. This began her 
great work of education and as some historians have noted, her important work in saving the Irish culture. 
 
Without regard for her own safety, she selflessly educated the children during the day and visited and nursed 
the sick by night. As a result, she became known in Cork as the Lady with the Lantern, the symbol of the 
Sisters of the Presentation worldwide. Today the people of Ireland, especially in Cork, who attribute their 
freedom to her, revere her. 
 
Eventually, realizing the need for a group to continue her work after her death, Nano founded the Sisters of 
the Presentation on December 24, 1775.  Nano died from tuberculosis, Monday, April 26, 1784. According to 
Sister Rose’s account, "On her deathbed Mother Nagle gave to her daughters the following injunction: 'Love 
one another as you have hitherto done.' As her legacy she bequeathed to them the treasure which she prized 
above all the wealth of the earth - the love of the poor of Jesus Christ. She bade her Sisters 'Spend yourself for 
the poor.'" 
 
In the years since Nano's death, the Sisters of the Presentation have carried her spirit around the world in a 
variety of ministries.  For more information regarding Nano Nagle and the early Sisters of the Presentation, 
visit the Archives. 
 
Following in the spirit of Nano Nagle and the Sisters of the Presentation, BVM you will find the following 
Schoolwide Student Learning Expectations and Acts of Courtesy which are practical applications of the 
Presentation Charism for daily life. 
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Nativity	  Schoolwide	  	  

Student	  Learning	  Expectations	  	  
	  
	  

SPIRIT-‐	  An	  active,	  faith-‐filled	  Christian	  citizen	  who:	  
• Understands	  and	  practices	  the	  beliefs	  of	  the	  Roman	  Catholic	  faith	  through	  prayer,	  scripture,	  and	  

liturgy	  

• Offers	  stewardship	  to	  the	  community	  through	  compassion,	  service,	  and	  respect	  

• Makes	  moral	  and	  ethical	  choices	  

	  

	  

MIND-‐	  A	  life-‐long	  learner	  who:	  
• Is	  committed	  to	  academic	  growth	  as	  independent,	  critical	  thinkers	  

• Integrates	  current	  technology	  

• Helps	  to	  preserve	  the	  environment	  

• Is	  an	  effective	  communicator	  seeking	  to	  resolve	  conflict	  in	  positive	  ways	  

• Seeks	  to	  be	  globally	  aware	  and	  acceptant	  of	  diversity	  

	  

	  

BODY-‐	  A	  self-‐directed,	  well-‐balanced	  individual	  who:	  
• Strives	  to	  live	  a	  balanced	  and	  healthy	  lifestyle:	  spiritually,	  intellectually,	  physically,	  emotionally,	  and	  

socially	  	  

• Practices	  good	  sportsmanship,	  taking	  responsibility	  for	  one’s	  actions	  

• Is	  aware	  of	  own	  unique	  talents	  and	  gifts,	  expanding	  creatively	  through	  the	  arts	  
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ACTS OF COURTESY  
 
1. I will remember to say please and thank you, including the person’s name, as an act of courtesy.  
 
2. I will respond to “Good Morning/Afternoon, Hello, How are you?” with a polite reply, including the 
person’s name, as an act of courtesy.  
 
3. I will acknowledge those who speak to me by looking them directly in the eye, as an act of courtesy.  
 
4. I will hold the door open for adults and schoolmates, as an act of courtesy.  
 
5. I will wait my turn and not interrupt when two people are speaking to one another, as an act of courtesy.  
 
6. I will stay seated and listen when my teacher or another student is talking, as an act of courtesy.  
 
7. I will raise my hand and wait to be called upon, as an act of courtesy.  
 
8. I will walk quietly in the hallways, as an act of courtesy.  
 
9. I will be tidy with my school supplies, personal belongings, and personal trash, as an act of courtesy.  
 
10. I will use all school books, computers, athletic equipment, etc. with care, as an act of courtesy.  
 
NO BULLY POLICY 
 
As a Catholic community, Nativity School strives to unite our school, families, parish, and neighborhood, 

promoting a way of life that stresses the Gospel message and responsible decision-making. We exist as an 

extension of the family and offer our students a quality education within a positive atmosphere of caring, 

cooperation, and acceptance.  We value the dignity of each individual as a child of God. 

     Here are some examples that we strive for.  Students treat one another with respect and reach out to give 

support and encouragement.  All students are included in playtime activities.  Teachers and parents prepare 

students to resolve conflicts and/or bullying appropriately. 

 
ACADEMIC PERFORMANCE 
Students who are not performing academically will be placed on Academic Probation.  This necessitates a 
conference with principal, parent, student, and teacher, at which time a specific contract will be formulated 
and signed by all parties.  If the stipulations are not met, the student will be asked to leave Nativity School at 
the end of the semester.  Students not maintaining a C-average in the major subject areas (This does not 
include art, computers, handwriting, music, P.E. or Spanish.) may not be promoted to the next grade.  If they 
are eighth graders, they may not participate in the graduation exercises, receive an elementary school 
diploma, or be part of the graduation events and activities. 
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Any student receiving 2 D’s or an F in any major academic subject on the report card will be automatically 
placed on academic probation.  This will necessitate a conference with the teacher and parents at which time 
an academic performance contract must be initiated.  Deficiency Notices are issued at the mid-point of each 
quarter.  Deficiency Notices will jeopardize sports participation.  Any student receiving a 3 or 4 in conduct on 
the report card will need to have a conference with the teacher and parents. For students in Gr. 6-8 the Parent 
Portal will be used for progress monitoring instead of a Deficiency Notice. 
 
ACADEMIC PROMOTION 
In order to be promoted to the next grade, students must earn a minimum 70% final average in each of the 
seven core subjects. This final average is determined by taking the four quarter grades in each subject and 
dividing by four. If a student does not meet this requirement, and to prevent grade retention, he/she will be 
required to attend an academic summer school program in order to pass to the next grade. It is mandatory that 
official documentation from the summer school program, providing detailed coursework and stating 
successful completion, be given to the principal prior to the beginning of the school year. After utilizing this 
summer school option once, and a student fails a subject in subsequent years, grade retention may be 
necessary. In order to not overwhelm any student, they must also be emotionally ready and mature enough to 
move on to the next grade.  
 
ACCREDITATION / ACCOUNTABILITY 
Nativity consistently receives the highest level of accreditation through WCEA/WASC.  Nativity is a member 
of the National Catholic Educational Association and is part of the Archdiocese of San Francisco. 
 
Western Catholic Education Association (WCEA)���What is the WCEA? 
WCEA is a private educational accrediting agency established under the auspices of the Bishops of the 
Catholic (Arch) Dioceses of California. 
 
WCEA Mission Statement ���The Mission of WCEA is to maintain and improve the quality of elementary and 
secondary Catholic schools as educational environments that assist students in their faith formation and 
academic needs. 
 
What is the purpose of WCEA? ���The major purpose of this agency is to coordinate the accreditation process 
by assisting schools in their self-evaluative programs, to establish general standards for excellence, to grant 
WCEA Accreditation, and to cooperate formally with the Western Association of School and Colleges 
(WASC) and other accrediting organizations as determined by the WCEA Board of Directors. 
 
ADMISSIONS POLICY  The Catholic Schools in the Archdiocese of San Francisco, mindful of their 
The Catholic Schools in the Archdiocese of San Francisco, mindful of their mission to be witnesses to the 
love of Christ for all, admit students of any race, color, and national and/or ethnic origin to all the rights, 
privileges, programs and activities generally accorded to or made available to students at Nativity School.  
The Catholic Schools in the Archdiocese of San Francisco do not unlawfully discriminate on the basis of race, 
color, and national and/or ethnic origin, age, sex or disability in the administration of educational policies, 
admissions, policies, scholarship and loan programs, and athletic and other school-administered programs. 
  
ADDRESSES AND PHONE NUMBERS 
School personnel do not give addresses or phone numbers of families out to anyone without that family's 
permission. Families are asked to contribute their names and phone numbers for a school directory. All 
families have the option of not participating. The Family Directory is for school related purposes only, 
and MAY NOT be used for personal business advantage or purpose.  
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AFTER SCHOOL CHOIR 
Nativity School Student Choir meets weekly, on one afternoon to prepare for Sunday Family Masses as well 
as School Masses.  The School Choir is open to students in Grades 3-8.  Students who participate in Choir are 
expected to attend practices as well as Sunday Family Masses.  The same grade and conduct requirements are 
required for Choir as for the sports program. 
 
AFTER SCHOOL SPORTS 
After school sports is an optional extra-curricular activity for those students who fulfill their academic 
responsibilities and display appropriate conduct. 
 
It is very important that students participating in our athletic program realize their obligation to the rest of the 
team.  Each child must be present at all scheduled practices and games unless excused by the Coach/Coaches. 
Courtesy demands that a student notify the coach prior to practice time if the student is unable to attend on a 
particular afternoon.  As per PPSL rules, if a student withdraws from a team before completing the season, he 
or she may not play the same sport the following year.  If a student withdraws from 1 or more Nativity sports 
before completing the season, the Nativity administration reserves the right to determine, with the sports 
coaches, if that student may sign-up for any further Nativity sports teams. 
 
Reason for probation from a team: 

§ A Deficiency Notice/Report Card of a C- or lower in any major subject area or a 3 or 4 in 
conduct disallows a student to participate in any team practice/scheduled games.  

§ Probation is reviewed on a weekly or bi-weekly basis. 
 
Reason for suspension from a team: 

§ Two D’s or one F on any quarter report card in major subject areas.  (Student’s progress will 
be evaluated again at Deficiency Notice time.) 

§ Two or more pink slips in any quarter, or a conduct of effort/work habits mark below a 2-. 
§ Lack of cooperation, poor sportsmanship, unacceptable behavior, or repeated absences from 

practices and games. 
 

ALTAR SERVERS 
Student in Grades 5-8 receive training as altar servers.  Students making this commitment should realize the 
privilege and be faithful in carrying out their responsibilities. 
 
APPLICATION PROCESS  To complete the application process, the applicant must complete or submit 
To complete the application process, the applicant must complete or submit the following: 
   the following: 
Admission Requirements  A student entering Kindergarten must be at least 4 years and 9 months old as 
A student entering Pre-Kindergarten must be at least 4 years old as of Sept. 1st (one year program) or 3 years 
old by Sept. 1st  if space is available (two year program).  Preference is given to siblings, member of Nativity 
Parish, Catholics, and then other denominations.  A student interview with the teacher and a parent interview 
with administration is required before a student is admitted into the school. 
 
A student entering Kindergarten must be 5 years old as of Sept. 1st.  Preference is given to siblings, member 
of Nativity Parish, Catholics, and then other denominations.  A passing score in the Kindergarten Readiness 
Test is required before acceptance.  A parent interview with the principal is required before a student is 
admitted into the school. 
 
For admissions to Grades 1-7, presentation of a satisfactory record in the school last attended must be 
submitted to the principal.  
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Pre-Kindergarten Application Requirements 
Complete application form 
Complete all forms required by the CA Social Services Child Care Licensing 
Non-refundable application fee 
Copy of birth certificate 
Copy of baptismal certificate 
Parishioner certification form 
Parent interview with the principal 
Pre-Kindergarten children must be signed in and out by parent and/or person listed on the student's 
Identification and Emergency Information form LIC 700  of September 1.  Preference is given to siblings, members of Nativity Parish, Catholics, and then other denominations.  A passing score in the Kindergarten Readiness Test is required before acceptance.  
   For admissions to grades 1-7, presentation of a satisfactory record in the school last attended must be submitted to the principal. 
Kindergarten Application Requirements 
Completed application form 
Non-refundable application fee 
Copy of birth certificate 
Copy of baptismal certificate 
Copy of immunization record 
Completed health exam form 
Teacher evaluation form 
Parishioner certification form 
Nativity Kindergarten Readiness Screening with a passing score 
Parent interview with the principal   For Kindergarten: 
 
Grades 1-7 Application Requirements  For Grades One through Seven: 
Completed application form 
Non-refundable application fee 
Copy of birth certificate 
Copy of baptismal certificate and First Holy Communion when applicable 
Copy of immunization record 
Completed health exam form 
Copy of latest report card 
Copy of latest standardized testing results from current school 
Teacher recommendation form 
Parishioner certification form 
Nativity entrance test with a passing score 
Parent interview with principal 
       We do not usually accept 8th Graders into our school. 
Application Fees  Application/Testing Fee:  There is a non-refundable fee required to 
Application/Testing Fee:  There is a non-refundable fee required to cover the expense of testing new students 
and processing applications.    cover the expense of testing new students and processing applications. 
 
Annual Registration Fee   Annual Registration Fee:  This non-refundable fee is charged to cover the 
Annual Registration Fee:  This non-refundable fee is charged to cover the cost of books, supplies, insurance, 
annual testing, etc.  It is due by May 1st when you re-register your child or at the time of acceptance as a new 
student.  cost of books, supplies, insurance, annual testing, etc.  It is due by 
    May 1st when you re-register your child or at the time of acceptance as a new student. 
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Tuition Plan   Tuition:  All tuition for the current year must be paid before re-registration  
Tuition:  All tuition for the current year must be paid before re-registration is accepted. 

§ Payment in full by September 1 
§ Two payments per year (1/2 Dept. 1, ½ Jan. 1) 
§ Ten equal monthly tuition installments begin on August 1 and continue through May.  PAYMENTS 

ARE DUE THE FIRST OF EACH MONTH.  A fee is charged if the bank returns a check unpaid 
for any reason.    is accepted. 

    a. Payment in full by September 1    b. Two payments per year (1/2 Sept. 1, 1/2 Jan. 1)    c. Ten equal monthly tuition 
Tuition - Delinquent Accounts 
Family accounts with open balances after the 10th of the month are considered delinquent.  A 5% fee is 
charged if tuition is delinquent and no arrangements have been made.  Families  Family accounts with open balances after the 10th of the month are considered    delinquent.  A 5% fee is charged if tuition is delinquent and no arrangements have been made.  Families 
with delinquent accounts will be contacted by the Tuition Committee.  No family with delinquent account 
from a previous year will be admitted to the upcoming school year without arrangements being made with the 
Tuition Committee.    It is the policy of Nativity School that no student may participate in graduation activities unless all amounts due are paid in full by mid May. 
 
Financial Aid  Nativity School - Assistance is available to families with financial needs.  The amount is limited.  Financial Aid is not available to families during their first year at Nativity School.  Applications may 
Nativity School – Assistance is available to families with financial needs.  The amount is limited.  Financial 
Aid is not available to families during their first year at Nativity School (Pre-Kindergarten does not apply to 
that first year;  i.e.  Financial Aid would be available in First Grade after one year of attendance.)Applications 
may be obtained from the school office.  Please check Wednesday Principal’s Newsletter for information 
about financial aid dates.  Applications should be returned no later than May 1.  Notification will be sent to all 
applicants by July 15.    Archdiocesan Elementary Scholarship Program - The Archdiocese of San Francisco grants limited scholarships to individual families who live in the San Francisco Archdiocese who 
Consideration is given to those families who have financial need.  Forms are made available in January.  
 
Archdiocesan Elementary Scholarship Program – The Archdiocese of San Francisco grants limited 
scholarships to individual families who live in the San Francisco Archdiocese who have financial need.  
These forms are available in January. 
 
Scrip / Service Hours  All school families are required to purchase a set amount of Scrip each year and do 40 hours of volunteer service in order to qualify for the lower participating tuition rate. The school purchases gift All 
School families are required to purchase a set amount of Scrip each year and do 40 hours of volunteer service 
in order to qualify for the lower participating tuition rate. The school purchases gift cards from local 
merchants at a discount and sells the certificates at face value.  Scrip purchases are tracked by a parent 
volunteer committee from July 1 to June 30th (eScrip is tracked April 1-March 31st of the following year.)  
Parents must keep track of and record volunteer service hours at home.  The service hour program begins on 
the opening day of the Carnival in June and end on the last day of school of the following year.  Completed 
service hours are to be logged on line. 
 
Other Fees 

1. Lost/Damage Fees – All lost or damaged books will be replaced by the student/parents. 
2. Graduation Fee – There is a fee to cover 8th Grade graduation expenses. 
3. 8th Grade Luncheon – It is the responsibility of the 7th grade parents to provide the 8th Grade 

Graduation Luncheon. 
4. Athletic Fee – There are fees charged for the After School Sports Program. 
5. Field Trips – Some field trips require an extra fee. 

 
Outdoor Ed (Grade 6), Yosemite Science Institute (Grade 8) – These educationally enriching field trips 
require an additional fee.  
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APPOINTMENTS AND CONFERENCES 
The principal and staff are very happy to meet with parents, but we ask that you make an appointment for 
those conferences so we can give you the time and attention that you deserve. Call the school office to 
schedule or send an email directly to the teacher. In order to be fair to all parties, parents should not 
discuss school matters with teachers “spur of the moment,” such as, when teachers are in the faculty 
room, in the hallway or schoolyard (with or without students,) or in the classroom.   Parents should 
respect the teacher’s prep times in the morning and in between classes. 
 
ATTENDANCE – ABSENTEE POLICY 
The school is required to verify the reason for all absences.  When a student is going to be absent for ANY 
REASON, a parent or guardian must telephone the school before 9:00 AM on the first morning of the absence.  
TELEPHONE:  650-325-7304.  When the student returns to school, a note from the parent or guardian stating 
the dates and reason for absence must be given to the teacher.  E-mail or text message does not verify absence. 
 
The school will contact the parent/guardian after 9:00 AM if the office has not been notified of absence. 
 
Illness Policy 
1.  If a student becomes ill or injured during the school day, parents will be contacted. 
2.  In the event the school cannot reach parents, the emergency numbers will be utilized. 
3.  Parents are expected to pick up their child within one hour of contact. 
4.  A child must remain fever-free for a minimum of 24 hours prior to returning to school. 
 
Lice Policy 
To prevent the spread of head lice infestations, school employees shall report all suspected cases of head lice to 
the school office as soon as possible.  A designee shall examine the student and any Nativity siblings of 
affected students or members of the same household.  If nits or lice are found, the student shall be excluded 
from attendance and parents/guardians informed about recommended treatment procedures and other sources of 
information. 
 
The school office shall send home the notification required by law regarding the possible exposure to lice.  Staff 
shall maintain the privacy of students identified as having head lice excluded from attendance. 
 
Excluded students may return to school when (1) they bring a note from the parent/guardian verifying 
treatment, and (2) reexamination by the school office shows that all nits and lice have been removed.  If 1-2 nits 
are found, the parents shall be called to pick up their child. 
 
Medical Absence 
If it is necessary to make medical/dental appointments for a student during the school day, a written note from 
the parent or guardian must be sent to the teacher.  Students will be legally credited for attendance when time is 
spent on medical/dental appointments with written verification provided by a doctor. 
 
When leaving school early, students are to be signed out at the office by the parent or guardian.  Similarly, 
students returning before the end of school day are required to be signed in at the office by the parent or 
guardian. 
 
Personal Absence 
Parents taking students from school for personal reasons must notify the classroom teacher in writing prior to 
the absence.  If a student will be absent more than two days, a Personal Absence Form must be turned in to the 
office.  The school is under no obligation to provide tutoring, make-up work, or special testing schedules for 
such absence.  Classroom teachers are not obligated to prepare work for a student leaving on vacation. 
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Absence from school for vacation purposes is not condoned by Nativity School.  Students miss valuable 
teaching time, which no amount of independent study can replace.  This may affect the student’s grades.  The 
decision to take the child out of school is the responsibility of parents.  
 
Shadowing Absence   Eighth grade shadowing is an absence.  The student needs to inform all teachers   ahead of date by using shadow absence form and is expected to make up all   
Eighth grade shadowing is an absence.  The student needs to inform all teachers ahead of date by using 
shadow absence form and is expected to make up all schoolwork and be responsible for missed tests.   
   
Tardy 
Students arriving to school after the second bell at 8:00AM are tardy.  Tardy students must report to the office 
upon late arrival to pick up a “tardy slip” to be taken to the classroom teacher.  Parents of the student with 
excessive tardies will be contacted by the administration. 
 
Four (4) tardy slips per quarter result in before school detention.  It is our school policy that detention is served 
if a student is tardy 4 times in one quarter.  Also for each tardy after the 4th, they must serve one 40-minute 
detention.  So, on the 5th tardy, they serve one 40-minute detention, sixth tardy, one 40-minute detention, and 
so forth.  Detention is held from 7:15-7:55 AM every Thursday.  Check the schedule to find the location. 
 
BEFORE AND AFTER SCHOOL RULES 
In the mornings any student on the school grounds between 7:00 and 7:45 MUST go to Extended Care.  From 
7:45-8:00, any student on the school grounds must be in his/her class line area.  One of our Aides will 
supervise these children  (NO ONE MAY PLAY!) 
 
After school, 15 minutes after the end of the school day, that is on regular school days 3:15, Mondays 2:45, 
and minimum days 12:45, all students MUST be off the school grounds.  The choices are:  Extended Care, 
Menlo Park Library, or to car pool.  The teachers and staff will be the supervisors in the afternoons to assure 
that all students are off the school grounds daily 15 minutes after school dismissal. 
 
BICYCLE SAFETY 
Riding on bicycles, skateboard, skates, and roller blades on the school-yard is prohibited at all times.  The 
safety of all children makes this rule imperative.  Students who violate this rule will have their property 
impounded.  When riding bicycles to and from school, students must obey all traffic regulations and wear 
protective head-gear.  Bicycles are to be placed and locked in the bike rack.  Unlocked bikes are subject to 
being impounded.  If safety rules are not followed, Nativity reserves the right to revoke the rider’s bike 
privileges.  Parents must contact the principal to collect impounded bikes. 
 
BIRTHDAYS 
Birthday Gifts: Parents may not send birthday gifts to their children at school. This includes sending balloons 
and flowers or providing clowns for in-class parties. Birthday Party Invitations: Students may not disperse 
birthday party invitations during school unless they are inviting the entire class or all of one gender. It is the 
parents’ responsibility to invite children to their child’s party outside of school. Birthday Treats: If parents 
wish to send treats for the class to celebrate their child’s birthday, they need to notify the teacher in advance. 
Individual, simple treats, such as donuts, cupcakes or cookies work best. Do not send in sodas or a cake that 
the teacher has to cut and serve.   Do not send candles for birthdays. 
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BULLY BEHAVIOR 
The Nativity School community is a No Bully school that is committed to creating and supporting an 
environment where a sense of peace is present and all people are treated with respect. When a student 
negatively affects the school atmosphere, we will take necessary and appropriate measures to correct the 
situation. Our aim in creating this policy is to promote an atmosphere where bullying is eliminated. It is 
important that all children and parents feel safe and confident in disclosing incidents of bullying. Early 
intervention is crucial if behaviors are to be changed. The staff is committed to working with the bullied and 
those that bully since we recognize that both parties need interventions and help to change his/her behaviors.  
 
Examples of bullying are:  

• physical violence and attacks  
• verbal taunts, name calling, and put downs  
• threats and intimidation  
• extortion or stealing of money/possessions  
• exclusion from a peer group  
• spreading rumors about someone  
• racial or ethnic-based verbal abuse  
• gender based put-downs  

 
California AB 86 Assembly Bill – Cyberbullying 
The new law gives schools authority to suspend or expel students for bullying fellow students over the 
Internet, in text-messaging or by other electronic means. Assembly Bill 86 adds cyberbullying to school 
disciplinary codes that previously defined bullying only in terms of direct physical or verbal harassment. 
  
Education Codes: 
Education Codes 48900.4 and 48900 (r), strictly prohibit harassment or bullying of any kind and such 
behavior is subject to the following consequences: 
·      Minimum: 1 day suspension 
·      Maximum penalty: Expulsion 
  
Education Codes 48900.4  ”Harassment, threats, or intimidation creating an intimidating or hostile 
educational environment” 
Education Code 48900 (r)  “Engaged in an act of bullying, including, but not limited to bullying committed 
by means of an electronic act, as defined in subdivisions (f) and (k) of Section 32261, directed specifically 
toward a pupil or school personnel” 
 
CALENDAR(S) 
A yearly school calendar is distributed to all faculty, staff, and families at the beginning of the school year.  The 
yearly calendar includes all holidays, vacation dates, staff development days, dismissal times, and report card 
dates.  A monthly calendar is generated by the office staff and includes any special events, field trips, holidays, 
meetings, etc.  All calendars are available online as well as in hard-copy format.  Any student or parent groups 
wishing to add any items to the monthly calendar, should contact the school office one month prior.  
 
CELL PHONES 
Cell phones must be off and stored in student backpacks while on campus, including during extended care.  
Students bring cell phones at their own risk.  Nativity is not responsible for any lost or damaged cell phones.  
Faculty/staff will confiscate cell phones being used during school and they must be picked up by parents from 



the Principal. 
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CHILD ABUSE 
Under the Mandatory Child Abuse Law, California Penal Code Section 1116.1.5, the Nativity School faculty 
and staff is subject to fine if we do not report cases of suspected child abuse.  We take this responsibility 
seriously.  Suspected cases of abuse or endangerment will be reported. 
 
The most current Child Abuse and Neglect Reporting Act, which is contained within the California Penal Code 
at sections 11164 – 11174.3, can be accessed via the internet site titled California Law at:  
http://www.leginfo.ca.gov/calaw.html.   

 
All faculty, staff, coaches, and parents are required to complete the online program Shield The Vulnerable as 
mandated by the Archdiocese of San Francisco. 
 
CLASS MASS 
Each month a different class has the responsibility of preparing a school Mass or Prayer Service.  The teacher 
and class choose the theme, practice with readers, and organize the Offertory Procession, Petitions, etc.  The 
teacher also contacts the DRE and reviews the various procedures his/her class will be doing for that Mass. 
 
CLASS PICTURES 
Each year a professional photographer takes class and individual pictures of each student.  These pictures may 
be purchased, but there is no obligation to do so.  Graduation pictures for the 8th grade are taken annually. 
 
COMMUNICABLE DISEASES 
Parents must immediately notify the school of any communicable disease/conditions such as chicken pox, 
streptococcal infections, German measles, mumps, whooping cough, hepatitis, pink eye, head lice, etc.  
Parents will be notified by means of an Exposure Notice when their child has been exposed to any of these 
diseases. 
 
Out of consideration for the school community, parents are advised to send the child/children back to school 
only when they are fully recovered.  A child must remain fever-free and, in the case of lice, nit free, for a 
minimum of 24 hours prior to returning to school. 
 
Parents are asked to keep the school informed of any serious allergies or health problems any child might 
have.  For the best protection of the child, teachers need to be alerted to such diseases as rheumatic heart, 
epilepsy, diabetes, asthma, etc. 
 
COMMUNICATION WITH PARENTS 
In an effort to “go green” the Principal’s Newsletter and important announcements and information for parents, 
will be distributed via email on a weekly basis.  In addition the Principal’s Newsletter, all attachments are 
posted online and available for download each week.  Teachers are encouraged to send corrected work and 
notes home in a manner that suits their classes. For specific student or classroom issues, parents should speak 
directly to the classroom teacher. All communication regarding school policies, persistent or severe discipline 
problems, recommendation and/or referrals for professional services, i.e., testing, counseling, etc., should be 
first cleared and discussed with the Principal. 
 
COMMUNITY OUTREACH 
Students are involved in community outreach programs such as food drives, collecting money for the Holy 
Childhood Association, visiting convalescent homes, projects for local hospitals, environmental clean-up, 
participating at soup kitchens, among others. 
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COMPUTER, TECHNOLOGY AND INTERNET USE (AT SCHOOL POLICY ) 
The following are unacceptable behaviors regarding school computer use:  

• Posting any type of message to any internet-based communication site such as YouTube, MySpace, 
Facebook, etc. from any school computer  

• Posting any messages via email, IM, etc. from any school computer without a teacher present 
• Eating or drinking near the computers  
• Damaging computer systems or computer networks in any way  
• Using the computer to harm other people’s work, folders, or files  
• Disabling any safety features on the computer  
• Revealing personal information, phone number, name, or address of one’s self or another student 
• Viewing web pages that the teacher does not allow  
• Violating copyright laws and issues, use of digital information, and/or copying data directly from the 

Internet and claiming ownership   
• Using obscene language; Harassing, insulting, or threatening others  
• Using another person’s log-in or username and/or password  
• Using interactive White Boards without teacher permission 

Students who do not comply with the usage rules, guidelines, and policies, will forfeit their usage 
privileges and be subject to any appropriate disciplinary action and/or suspension and/or expulsion.  
All students and parents must sign the Acceptable Use Policy for Technology and Internet Use given to the 
parents/students at the beginning of each school year in order to use the school’s technology.  
Computer/Technology/Internet AT HOME POLICY  
With regards to personal safety, Nativity School does not promote or approve of our students at home 
participating in such Internet sites such as YouTube, MySpace, Facebook, etc. However, if the student 
chooses to do so in the privacy of his/her own home, posting anything that is school-related is prohibited. 
Students may not post videos, pictures, or words related to our school campus, students, school uniform, 
school logo, field trips, extra-curricular activities, or any school related event on any internet-based 
communications site. Any student who chooses to do so will be subject to serious disciplinary action.  
 
CONFIDENTIALITY 
Teacher-student:  teachers must make it clear to students that they will only keep their confidences unless 
health, life, or safety is involved.  Teachers are required to read everything that student’s write.  If a teacher 
cannot read the assignment (e.g. journals) – the assignments should not be given.  Any situation that poses a 
threat to a student’s health, life, or safety must be reported to the proper authorities via the school 
administration. 
 
Teacher-parent communications:  the school at its discretion has the right to share any information, diagnosis, 
or recommendation with other teachers, the principal, and other school administrators.  Such information will 
be used only for the purposes of facilitating the education or socialization of a Nativity student.  Any 
information such as diagnosis and/or recommendations that may impact a student’s learning should be shared 
with the teacher/school. 
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CONSULTATIVE BOARD OF EDUCATION 
The Consultative Board consists of the pastor, the principal, members of the parish community, and appointed 
school parents. School policy is developed collaboratively soliciting input from faculty, staff, and members of 
the advisory board. Working with this counsel, the administration sets policy, with the approval of the Pastor. 
At Nativity, decisions are not made unilaterally. The administration routinely solicits input from faculty, staff 
and board members to facilitate the decision making process. 
 
CORPORAL PUNISHMENT 
This type of punishment is defined as any “touching that can be construed as punitive.”  All types of corporal 
punishment are forbidden at Nativity School.  If a teacher strikes a student in any way, it must be immediately 
reported to the Principal. 
 
COUNSELING SERVICES 
The services of a licensed counselor are available to students of Nativity School.  Classroom teachers may 
recommend counseling or parents may initiate counseling by submitting a Request for Counseling Services 
Form from the office.  After the first consultation, there is a nominal fee for this service.   
 
CUSTODY ISSUES 
Divorced and blended families are responsible for communicating with each other about school policies, 
events, programs, student evaluations, and conferences. Teachers schedule one parent/teacher conference per 
student at the end of the first quarter. Duplicate bills are sent to parents only if they are requested.  
 
The school is in compliance with all CA custody mandates including but not limited to:  FAMILY CODE 
SECTIONS 3400-3412 (Custody of Children) & 7500-7507 (Rights of Parents).  Teachers should be 
notified of current custody arrangements for all their students and documents should be filed with the school 
office.  Teachers understand that parents who do not have custody of their children still have rights to access 
information and to speak with school officials unless the school has on file a court-certified copy of a court 
order to the contrary. 
    The school will contact the parent/guardian after 9:00 a.m. if the office has not been notified of absence. 
CURRICULUM 
Nativity offers a (Pre-K-5) grade-level and (6-8 departmentalized) curriculum as prescribed by the CA Content 
Standards and Archdiocesan Curriculum Guidelines.  Information for improving student academic achievement 
of content standards by communicating policy and expectations and instructional guidance can be found by 
referring to the ACG or online at the CA Department of Education Website: http://www.cde.ca.gov/CI/.  
Nativity provides the necessary textbooks and materials for all subjects offered. The following courses of study 
are offered at Nativity School. 
 

• Religion: Roman Catholic 
• Language Arts: Literature/Reading, Phonics, Spelling, Vocabulary, English, Writing (Composition) 
• Mathematics: K-6, PreAlgebra (7), Algebra (8) 
• History/ Social Science 
• Science 
• Spanish 
• Art 
• Music 
• Physical Education 



• Technology 
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Please visit the DCS website for the entire list of Archdiocesan Curriculum Standards by grade.  
 
DEFICIENCY NOTICES 
When necessary, Deficiency Notices are given four times a year at mid-point of each quarter in Grades 3 and 
4 only.  The purpose of a Deficiency Notice is to serve as a warning in those areas that need attention.  These 
notices should be regarded seriously and discussed by parent and child, signed by parents and returned to 
school.  Any student with a C- or lower grade in a subject area or a 3 or lower in Conduct and/or Effort will 
receive a Deficiency Notice. 
 
DISCIPLINE 
Rules exist so that many personalities can come together to work toward personal and common goals.  A 
student at Nativity School assumes the personal responsibility for his/her conduct.  Therefore, each student is 
expected to conduct him/herself according to the principles of Christian and civic behavior.  Disregard of this 
conduct policy may result in detention, probation, suspension, or expulsion of the student at the discretion of 
the principal and teacher(s). 
 
The principal has the responsibility to make a final decision regarding disciplinary measures. 
All students are expected to follow the Nativity School’s ―Acts of Courtesy  which is a ten-step model 
(outlined at the beginning of this handbook) that promotes positive interactions between students, parents, and 
staff - outlining how to treat each other.  
 
Students may be suspended or expelled as determined by the school principal and pastor. Students who are 
suspended are required to do class assignments but will not receive credit for them. Any tests given to the 
class during the suspension will not be allowed to be made up by the suspended student. The following are 
examples of infractions that require a student be separated from the school community, but not limited to:  
 

• Continued, willful disobedience  
• Open, persistent defiance of the authority of the staff  
• Habitual profanity or vulgarity  
• Possession of alcohol, drugs, or tobacco or selling any of these substances  
• Vandalism or willful destruction of school property  
• Assault or battery or any threat of force or violence directed toward students or staff  
• Possession or assault with a deadly weapon (or facsimile)  
• Habitual bullying behavior or racist statements toward students or staff  
• Sexual harassment or inappropriate sexual behavior with other students  
• Posting any school-related video, pictures, or words and inappropriate behavior on Internet sites such 

as YouTube, MySpace, Facebook, etc. (See Computer/Technology/Cell Phone policy for exact detail)  
 
Assertive Discipline 
Nativity utilizes a disciplinary program called Assertive Discipline.  It involves the use of blue/white/pink 
slips, which can affect conduct and/or academic grades.  This is not necessarily a progressive discipline 
system.  The principal is the final recourse in all disciplinary situations and may waive any disciplinary rule 
for just cause at his or her discretion.  Severe disruption or conduct unbecoming of a Catholic school student 
may result in immediate suspension or expulsion. 
 
1.  A white slip is a documented warning for a violation of a rule.  It must be signed by parent and returned to 



person issuing white slip.   
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2.  After three white slips have been issued in one quarter, a pink slip will be issued.  Please see the Uniform 
section for not adhering to the dress code after one white slip has been issued.  A pink slip is more serious and 
for these, there are the following consequences. 

·∙ 1st Pink Slip: One detention period – administration will determine terms of Pink-Slip 
Detention on a case-by-base basis. 

·∙ 2nd Pink Slip: Two detention periods 
·∙ 3rd Pink Slip: Conference with parents-teacher-principal and student.    

 Three detention periods. 
·∙ 4th Pink Slip: Suspension from all extra-curricular programs and school   

 activities.  Four detention periods. 
 
3.  Blue slips are used to communicate problems that need to be corrected. 
 For not having: 

·∙ Homework/classwork completed (Gr. 1-5 only) 
·∙ Appropriate classroom conduct 
·∙ School books/materials 
·∙ Absentee note 
·∙ School books covered 
·∙ Signed quiz/test/report card 
·∙ Other      

 
After the fifth blue slip, a white slip will be issued.   
All slips are to be signed by a parent or guardian and returned to the teacher. 
 
DISCIPLINARY ACTION 
 
Detention 
If a student receives a detention, he/she must have the slip signed by his/her parents and return it to the 
(homeroom) teacher.   
 
A 40-minute detention is held every Thursday 7:15 to 7:55AM.  Students must arrive on time for detention.  
If a student is tardy for detention they will be sent to morning extended care, and must serve detention the 
following week. Pink Slip Detentions will be handled on an individual basis. 
 
Probation 
If there is a serious problem with a student, the following Archdiocesan policy is used: 
Probation for a clearly specified period is used for low academic performance and/or relatively serious or 
continued misconduct which does not require immediate drastic action.  In all cases both parents and pupil 
must be made fully aware of the seriousness of the action and the reason for probation. 
 
Once placed on probation, the teacher, parents, student, and administration will meet to discuss the progress 
of the student.  All parties will receive a contract outlining the reasons for the probation, the conditions 
expected of the student in order for them to remain at school, and the actions the school will take in order to 
support the student’s progress. 
 



Suspension 
a. Parents are notified when a student is to be suspended.  Parents must have a conference with the principal 
before the student is re-admitted. 
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b. Students may be suspended from school for one or more days.  During any suspension period, the student 
is denied the privilege of participating in any school-sponsored extra-curricular events such as athletics, field 
trips, etc.  During a suspension, school work is to be made up and turned in.  (It will be graded as a late 
assignment.  However, tests or quizzes cannot be made up because of an absence due to a suspension.  Missed 
quizzes and tests will be recorded as failures.) 
 
c. Suspension and expulsion may be used for grave actions detrimental to the morals and spiritual welfare of 
other pupils:  incorrigible or disruptive behavior which impedes the progress of the rest of the class; habitual 
or persistent violation of school regulations; use, sale distribution or narcotics, alcoholic beverages, weapons.  
Malicious damage or destruction of real or personal property at school is also grounds for suspension or 
expulsion. 
 
Expulsion 
Expulsion is an extreme remedy to student behavioral problems and will be imposed for extremely serious 
offenses or for an accumulation of violations which indicated a chronic lack of self-discipline or respect for 
other persons and/or property. 
 
Procedures for Expulsion:   

§ Parents are notified in writing after a probation or suspension. 
§ A conference is held with parents and school administration.   
§ A notice of expulsion is sent to the Superintendent of Schools, Archdiocese of San Francisco. 

 
DROP OFF TABLE 
All items dropped off for students during the school day need to be brought to the office or placed on the 
Homework/Lunch table outside of the main office and never taken directly to the classroom. Staff will see 
that the child gets it.  
 
DUPLICATING PROCEDURES 
Only faculty and staff members may use the copy machines, school printers, die-cutter, and laminator.  Any 
parents or students requiring copying services or help with printing should see a staff member for help. 
 
EARTHQUAKE / DISASTER PROCEDURES 

1. Duck, cover, and hold on. 
2. Evacuate building following prescribed route if possible 
3. Proceed to assembly area 
4. Take role and distribute emergency tags 
5. Identify any missing students and note location if known 
6. Students should be seated and supervision turned over to “Coping Committee” 
7. All others meet with Principal who will direct committee assignments 
8. Proceed to carry out committee assignments 
9. Each staff member is given a specific earthquake assignment and job description 

 
**In the event of a major disaster, SCHOOL WILL NOT BE DISMISSED. CHILDREN WILL REMAIN 
UNDER THE SUPERVISION OF SCHOOL AUTHORITIES.  Under no circumstances shall any child be 



released from the custody of school personnel unless and until such may be done with complete safety.  
Students shall be released only to persons authorized by parents and listed on the emergency card. Parents are 
asked to provide an accurate and current list of persons authorized to assume custody of their child in an 
emergency. Any adult calling for a pupil at a school site will be required to identify him/herself to an assigned 
staff member before being permitted to take a pupil off the premise.  An accounting record of those pupils so 
released shall be kept. 
 

24 
Responsibilities of Parents: 
BEFORE:   

§ Be familiar with school earthquake/disaster policy, 
§ Be familiar with policy regarding dismissal of students and reuniting students with parents in case of 

any major disaster. 
HAVE HOME PLANNING: 
a.  Who is responsible for children after school hours, especially if children are home alone? 
b.  What will happen to the children at school if they are not picked up? 
c.  What parents and children can do at home to prepare for an earthquake? 
DURING AND AFTER: 
DO NOT PANIC:  Your children will be cared for. 
Follow policy of the school regarding dismissal of students. 
DO NOT TAKE YOUR CHILD FROM SCHOOL WITHOUT SIGNING HIM/HER OUT. 
In the event that phones do not work, have someone designated to pick up your child if you are unable to do 
so, (usually this would be necessary for parents who work any distance from school.). 
 
Disaster Dismissal Policy: 
Our designated Earthquake/Disaster Emergency Area is the basketball court in the schoolyard.  In case of a 
severe earthquake, parents enter at Oak Grove and park.  No car may park in the driveway/fire lane. 
Parents, or those designated to pick up a child, are to check in at the Accountability and Reunion Station 
located in the basketball court area.  No student may leave the school grounds without being checked out at 
the Accountability and Reunion Station. 
 
EMERGENCY CARDS / EMERGENCIES 
Parents are required to keep updated emergency cards filed in the school office, Extended Care and in each 
classroom. It is important to change the information on your cards should you move, have changes in 
any phone numbers on the card, or change jobs. Students will be checked out only to people listed on the 
emergency card.  
 
EXTENDED CARE 
Extended Care is open from 7:00 a.m. to 7:45 a.m. and again at school dismissal time until 5:45 p.m.  A set 
fee will be charged.  Charges will be billed monthly.  Parents must complete a form indicating who is given 
permission to pick-up their child from extended care.  Students will not be released to anyone not on the form. 
 
Morning Arrival 
Students should be dropped off at the Oak Grove Avenue driveway horseshoe.  Upon arrival, students are to 
be signed into Extended Care.  Students will be dismissed to their class lines at 7:45AM. 
 
Afternoon Arrival 
Upon classroom dismissal, students are to report directly to sign-in at Extended Care.  Fifteen minutes after 
dismissal a bell is rung.  At that time all students remaining on the school grounds MUST report to Ext. Care. 
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Pickup 
Parents must personally sign out students daily from Nativity Extended Care.  THERE ARE NO 
EXCEPTIONS.  This is our policy and a directive from the Archdiocese put in place to safeguard your child.  
The sign-out sheet is a record of the student’s attendance.  For the safety of the students, only parents or the 
person(s) designated in writing on the Emergency Form (on file in the main office) or the Ext. Care 
Authorization Form may pick up students from Ext. Care.  If for any reason, another person is picking up a 
student, parents must notify the site Director in writing with the date of release and the person picking up the 
student clearly identified in the note.  We cannot release students to anyone not designated on the forms 
without parent’s written permission.  For the safety of all concerned, students must be accompanied by a 
parent or designated adult when leaving the Nativity Extended Care Program.  We cannot release students to 
anyone less than 18 years of age. 
 
Late Pick-Up Fees 
The Nativity Extended Care Program is open until 5:45PM Monday through Friday when school is in 
session.  Please make every effort to pick up students on time.  If parents are going to be late, please call the 
Nativity Extended Care Program (650) 321-7198 with an estimated arrival time and the reason for the delay.  
Parents/designated adults picking up students after closing (5:45PM) will be subject to the following late fees: 

5:45-6:00           $10 (per child) 
after 6:00PM     $20 for each 15 minute increment (per child) 

These fees will appear on your tuition statement.  Following four (4) late pick-ups, parents may be asked to 
make other arrangements for student’s after school care.  If the parent/designated adult is significantly late 
and has made no effort to contact the Nativity Extended Care Program, the staff will make every effort to 
contact those listed on the student’s Emergency Form.  If no one can be located, the local Police Department 
will be contacted.  If parents are continuously late in picking up their children, Nativity reserves the right to 
ask that other arrangements be made. 
 
I.D. Check 
Please be prepared to show a photo I.D. when picking up students so we may verify your identification, or the 
identity of the person you have designated. 
 
Release to Other Than Parent 
To release a student to someone other than the student’s parent, one of the following conditions must be met: 

1. The person picking up the student must be authorized to do so on the Emergency Form or the 
Extended Care Authorization Form. 

2. A written authorization (signed and dated note) is received from the parent prior to the release of the 
student.  Verification of the identity of anyone that is not known to the Extended Care staff may be 
required (ie. CA driver’s license.) 

 
FIELD TRIPS 
Purpose Statement:  Teachers plan field trips that are of educational value and directly related to the 
curriculum. 
Permission Slips:  Permission slips for field trips indicating day, time, and mode of transportation will be sent 



home prior to the field trip.  Failure to return a signed permission slip will result in the student having to 
remain at school and be excluded from the field trip. 
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Drivers:  Anyone who drives for school field trips must have the following on file in the school office two 
days before the scheduled field trip: 

§ A copy of their current insurance policy showing the minimum liability as required by San Francisco 
Archdiocese, and 

§ A copy of their valid California Driver’s License 
 
If school personnel determines that the driver is impaired in any way, we have the right to deny using him/her 
as a driver.  The minimum driving age is 21.  Copies of needed forms are provided at back of this handbook. 
 
Parents attending a field trip must have a signed Archdiocesan Volunteer form, as well as their current Shield 
the Vulnerable certificate of completion in the office. Access to this training can be found at 
http://www.shieldthevulnerable.org.   Parents who agree to supervise must understand that chaperoning a field 
trip is an important responsibility, and must be committed to assist the teacher in supervising the children.  
 
Field Trip Rules  
1. Drivers must be 21 years of age or older.  
2. For every five (5) students, one adult supervisor is required. Exceptions may be made for upper grades at 
the principal’s discretion.  
3. Teachers will cancel trips if supervisors or drivers cannot be found.  
4. All field trips are to be approved by the principal.  
5. Teachers will provide maps, directions, & any other pertinent information prior to going on the field trip.  
6. Only Nativity students may participate in school field trips. In order to assure proper supervision for our 
students, no siblings are allowed.  
7. All children being transported in private cars must be seat belted and should not be placed in any seat with 
an automatic airbag.  
8. Child Passenger Restraint System; as per the Archdiocesan guidelines, children less than 6 years old or 
weighs less than 60 pounds must be in a restraint seat. The individual who installs the seats must be 
knowledgeable in the proper procedures of the installation of the unit.  
 
FINES 
Students are required to pay for overdue library, damaged or lost textbooks, or any damaged school property. 
 
FINGERPRINTS 
It is mandatory that all volunteers who work with our students must have Archdiocesan fingerprint clearance 
on file in the school office. This includes all coaches or volunteers, regardless of any current fingerprint 
clearance through other agencies. Contact the office for information on completing this mandatory process. 
Fingerprint clearance is done at the parents’ expense.  
 
FIRE DRILLS 
Fire drills are conducted on a regular basis.  The drills are sounded with the alarm.  Teachers are to see that 
windows and doors are closed and exit the building with the emergency backpack. 
 
Classes exit as quickly and safely as possible and assemble in their assigned location.  Each teacher should then 



take roll.  The second grade teacher should close the back door on the primary wing and the seventh grade 
teacher should close the back door on the Junior High Wing.  The restrooms will be cleared of students, by the 
first and eighth grade teachers, on their respective wings.  The third and sixth grade teachers are responsible for 
closing the front doors of their wings.  Classes will return to the building when the bell sounds. 
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FIRST AID 
Basic first aid will be administered for minor injuries.  The school is authorized to administer first aid to a 
student if the administration deems it necessary and appropriate to preserve the life, limb, or well-being of the 
child.  No medication will be administered without: 

1. Written parent permission is kept on file in the school office authorizing the staff to assist  a student in 
taking such medication. 

2. A signed form from a doctor detailing method, amount, and time schedule. 
3. Medication must be provided in their original pharmacy containers, with the child’s name and doctor’s 

instructions on the label. 
 
These statements must be on file in the school office. 
In attending to anyone with nosebleeds, cuts, or other bleeding injuries, rubber gloves MUST be worn.  The 
following supplies may be found in the classroom:  bucket, rubber gloves, and Clorox.  These are to be used 
by the adults when cleaning the area after bleeding, vomiting, etc., occurs. 
 
FOOD ALLERGIES 
Nativity School recognizes that students may have allergies with varying degrees of severity. The school’s 
primary goal is to provide a safe environment for all children. The policy outlined below has been designed to 
reduce the risk to students by implementing procedures that will prevent symptoms from occurring. 
 
Student Responsibility 
1. Eat only food/snacks brought from home. 
2. Avoid food items with unknown ingredients or unknown allergens. 
3. Notify school staff immediately if symptoms of a reaction occur. 
4. Be pro-active in the care and management of their food allergy and reaction based on their 
    developmental level. 
 
Parent Responsibility 
1. Notify the school of the child’s allergies and work with the school staff to develop a plan that 
accommodates the child’s needs throughout the school day. 
2. Provide school staff with updated and complete written medical documentation, instructions and 
medication, both periodically and upon request. 
3. Provide complete and updated emergency contact information. 
4. Provide any necessary and properly labeled medication and replace medication after use or upon 
expiration–to both classroom and health office as necessary. 
5. Educate their son or daughter in the self-management of his or her food allergy, including: safe and 
unsafe foods, strategies for avoiding unsafe food, identifying allergic symptoms, how to communicate 
a need for help, and how to politely refuse unsafe food when they are offered. 
 
School Responsibility 
1. Be Informed of and follow all applicable federal laws. 
2. Identify and train school personnel on how to properly administer medications. 
3. Create an allergen free environment as appropriate (ie. designating a nut free table or desk). 



4. Collaborate with parents and create a Section 504 plan when necessary.  
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FUNDRAISING 
All fundraising projects must be approved by the Principal. Any advertising fliers must be approved by the 
Principal. All monies donated by parents need to be collected only through the school office and bookkeeper. 
Students and/or parents are asked not to solicit or sell products and conduct fundraising for organizations 
other than Nativity School during school hours. We wish to support our own fundraising activity and selling 
items for Little League, Soccer teams, or Scout organizations conflict with our own programs.  
 
GRADING 
Archdiocesan Grading Codes: 
A 96 – 100  1 – Exceeds expectations 
A- 93 – 95  2 – Meets expectations 
B+ 91 – 92  3 – Improvement Needed 
B 87 – 90  4 – Unsatisfactory 
B- 84 – 86 
C+ 81 – 83  ACADEMIC MARKING CODE GRADES K, 1, 2 
C 74 – 80  E = Exceeds Standard 
C- 70 – 73  M = Meets Standard 
D+ 67 – 69  W = Working Towards Standard 
D 63 – 66   N = Not at Grade Level Standard 
D- 60 – 62   
F 59 -  --  P/NP = Participates/ Not Participates 
 
GRADUATION 
Students’ final grades must be a minimum of 65% in each of the seven core subjects to graduate from 
Nativity School. Students with less than a 65% in any subject may participate in graduation activities with the 
approval of the junior high teachers and the principal. They may receive a certificate of attendance rather than 
a diploma and will be required to attend a summer school program in order to receive a diploma.  
 
Graduation Ceremonies  
Parents are asked to pay a graduation fee to cover the graduation expenses. Upon approval, students 
participate in a Retreat Day, Baccalaureate Mass, Graduation Ceremony, and Reception. Seventh Grade 
parents are asked to help plan, chaperone, and clean up after all graduation programs. Parents are expected to 
follow the school rules and guidelines regarding graduation celebrations as established by the school staff.  
 
GRIEVANCE PROCEDURES 
Should a parent have a grievance with a staff member that cannot be resolved, the next step is to notify the 
principal. If the grievance involves an extended care worker please notify the Extended Care Director. A 
meeting will be called to discuss the issue and hopefully the parties will come to agreement regarding a 
solution. If, however, no solution can be found, parents are required to follow the grievance procedures 
outlined by the Archdiocese of San Francisco, Department of Catholic Schools.  
 
HARRASSMENT 
In 1992 the Archbishop of San Francisco promulgated a comprehensive set of policies and procedures 



covering all forms of unlawful harassment, with particular emphasis on sexual misconduct in the workplace 
and in ministerial relationships, as well as highlighting the unique respect and responsibility which is owed by 
adults to children.  In 1996, a supplement to that policy was added specifically focusing on student-to-student 
harassment.  The policy serves as a tangible witness to the Catholic commitment to live, love, and respect as 
Jesus did.  
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The Archdiocese of San Francisco affirms the Christian dignity of every student.  It is the policy of the 
Archdiocese to provide an educational environment in which all students are treated with respect.  
Harassment is unacceptable conduct that is severe, pervasive, and deliberate.  Harassment related to school 
activity or attendance occurs when an individual is subjected to treatment in a school environment which is 
hostile, offensive or intimidating because of the individual’s race, creed, color, ancestry, national origin, 
medical condition, physical disability or gender.  Harassment of any student by any other student is prohibited 
and will not be tolerated. 
 
Students who feel as if they are subject to harassment may directly inform the person who is engaging in such 
conduct to stop.  However, if the offending conduct does not stop, or if the student is not comfortable 
addressing the person, the student and/or his parents may contact a responsible adult as follows.  Complaints 
of harassment need to be reported by the affected student or his/her parents to the child’s classroom teacher or 
the school’s principal.  A complaint of harassment shall not, in and of itself, create the presumption of 
wrongdoing.  However, substantiated acts of harassment will result in disciplinary action up to, and including 
expulsion.  Students found to falsely or frivolously complain of harassment will also be subject to disciplinary 
action up to, and including expulsion.  Depending on the nature and extent of the complaint, if reasonable 
suspicion of misconduct is determined, the alleged harasser may be sent home pending conclusion of the 
investigation by the school. 
 
A complete copy of the comprehensive Policy Against Harassment, including the detailed policies on child 
abuse and student to student harassment, is available in the principal’s office. 
 
HEALTH CARE/MEDICAL EMERGENCIES 
Nativity School recognizes the importance of taking appropriate action whenever an emergency threatens the 
safety, health or welfare of a student at school or during school- sponsored activities. The school asks 
parents/guardians to provide emergency information in order to facilitate immediate contact with 
parents/guardians if an accident or illness occurs. 
 
Although the school makes every reasonable effort to prevent student accidents and injuries, accidents occur. 
The administration shall develop procedures to ensure that first aid and/or medical attention is provided as 
quickly as possible and that parents/guardians are notified of accidents.  Universal precautions shall be 
observed whenever it is possible that students, employees or others may have contact with blood or body 
fluids as a result of the accident.  School staff shall appropriately report and document student accidents. 
 
HEALTH SERVICES- STUDENTS 
Health records are stored in the office.  Teachers should review these files in order to be aware of any 
physical issues that may impact the daily lives of their students.  This review should be done before the 
beginning of school or at least by the first month of school.  Parents should review and update health records 
as needed or annually. 
 
Hearing tests are given every other year. 
 
Visual testing is done each year.  Grades K, 1, 3, 5, 7, all new students, and referrals are tested each year. 
 



Psycho-educational evaluations for special education are available through the Menlo Park City School 
District.  The Learning/ Resource Specialist can help families through this process.  (See Resource Specialist 
Program for more detailed information.) 
 
A Family-Child Counselor is on-site once a week.  Parents pay a minimum fee in advance. 
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HOMEWORK 
Homework, planned to meet the needs of students, has an essential place in the educational program.  
Homework is assigned for the purpose of fostering responsibility and habits of independent study, to reinforce 
concepts, and to help students build skills. Homework is assigned for K through 8th grade, Monday through 
Thursday. Please refer to the individual teacher’s homework policy for more information.  
Long term assignments are given far enough in advance so that students should not have to spend an 
excessive amount of time “all at once” in order to complete them by their due date. Teachers try to 
coordinate their long-term projects and assignments so that students are not overburdened doing several 
projects at the same time.  
 
If unfinished classwork is assigned as homework due to lack of effort or concentration on the student’s part, 
this time will be in addition to the homework time allotment guidelines below.  
 
Homework is assigned: 

a. to reinforce concepts and skills that have been presented in class, 
b. to foster the student’s creativity and discipline through enrichment projects or research, 
c. to train the student to work independently and to accept responsibility for completing a task. 

 
The amount of time students spend doing homework will vary.  The following table provides guidelines for the 
average amount of time the typical elementary student should spend daily. 
 
Grade Time Grade Time 
K 15 minutes  
1-2 20-30 minutes 5-6 60-90 minutes 
3-4 30-60 minutes 7-8 1 – 2 hours 
 
Besides make-up work & long-term projects, homework is sometimes scheduled over weekends or vacations. 
 
HONORS 
Students are eligible for Nativity Honor Rolls at the end of each report card period.  This includes: 
 
Scholastic Honors 
To qualify for the Gold Honor Roll, the student will need 18 points and above in academics.  Required 7 
subjects for points:  Religion, Mathematics, Reading, English, Spelling, Science, History. 
 
To qualify for the Silver Honor Roll, the student will need from 14 to 17 points in academics.  Required 7 
subjects for points:  Religion, Mathematics, Reading, English, Spelling, Science, and History. 
 
The values of the grading system will be as follows: 
Grades 5-8 A = 3 
 B = 2 
 B- = 1 
 
For both Honor Rolls, no D’s or F’s are allowed in any subject.  Conduct and Effort must be either a 1 or 2. 
 



Citizenship Honors 
Christian Citizenship – 1 in Effort/Work Habits and 1 in Conduct (Conduct on the playground will be 
included.) 
 
At the end of each quarter certificates for Gold, Silver, and Citizenship Honors will be sent home in the 
Wednesday envelope accompanying the report card. 
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HOT LUNCH 
A hot lunch provided by ChoiceLunch and is served five days a week (except on early dismissal days—12:30 
p.m.).  Hot lunches are selected and paid in advance online.  You can register at 
http://www.choicelunch.com.  Please see the website for more detailed information. 
 
 
HOW TO HANDLE PROBLEMS 
If there is a problem, the parents should bring it to the attention of the appropriate person:  teacher, principal, 
etc.  In the case of a parent’s complaint against a teacher, first settle the matter with that teacher.  Failure to 
resolve the difficulty should be brought to the attention of the principal. 
 
ILLNESS OF STUDENTS 
We understand that it is difficult for a parent to leave or miss work; therefore it is recommended that 
alternative arrangements be made for occasions when children must remain at home or be picked up due to 
illness. If your child has any of the following conditions or symptoms, we will contact you to pick up your 
child from school immediately in order to prevent contagion of other children and staff and to provide 
comfort to your child.  
•  Fever  
•  Vomiting and/or Diarrhea  
•  Uncontrolled productive cough  
•  Any rash suspicious of contagious childhood disease  
•  Any rash, lesion or wound with bleeding or oozing of clear fluid or pus  
•  Conjunctivitis, also called ―pink eye, with white or yellow discharge  
•  Constant uncontrolled nasal discharge of yellow/green mucous  
•  Scabies, head lice or other infestation  
•  Any illness or condition requiring one-on-one care  
•  Any condition preventing the child from participating comfortably in usual program activities  
•  Any contagious illness which is reportable to the Department of Public Health  
•  After a child is excluded for any of the above reasons, in order to return to:  
•  The child must be free from fever, vomiting, diarrhea (without symptoms) for a full 24 hours.  
•  A child prescribed an antibiotic for a current bacterial infection must take the prescription for a full 24 

hours before returning. Children taking any medication (including inhalers) during school hours must 
keep the medication in the school office in the original packaging (with directions) and must have a 
medication permission form on file with the school office. 

• All medication left in the office after the last day of school will be discarded.  
• A child must be free to participate comfortably in all usual program activities, including outdoor time.  
• A child must be free of open, oozing skin conditions, unless:  a health care provider signs a note stating 

that the condition is not contagious and the involved areas can be covered by a bandage without seepage 
or drainage through the bandage.  

• A child excluded because of scabies or other infestation may return 24 hours after treatment is begun with 



a note from a doctor.  
• A child excluded because of head lice may return 24 hours after treatment is begun. The child must be 

checked by a Nativity designee before re-admittance to class. The child must be nit free.  
• A child excluded because of a reportable illness needs a doctor’s note stating that the child is no longer 

contagious prior to re-admittance to class.  
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IMMUNIZATION 
State Law requires that all students be properly immunized.  The immunization requirements are Polio, DPT, 
Measles, Mumps and Rubella, Hepatitis B. and Varicella.  Any student who does not meet the requirements 
will be refused admission.  For exemption from the above, a written doctor’s statement is required. 
 
INSURANCE AND INJURIES Information is sent home in September explaining the insurance coverage for INJURIES    students attending schools in the Archdiocese.  Injuries on which insurance 
Information is sent home in September explaining the insurance coverage for students attending schools in the 
Archdiocese.  Injuries on which insurance claims are to be filed must be brought to the attention of the 
classroom teacher or school secretary on the day they occur.  The school cannot be held accountable for 
student injuries that were not brought to the attention of the main office or classroom teacher.    claims are to be filed must be brought to the attention of the classroom teacher 
 
The school time plan does not cover medical expenses for which an insured is entitled to reimbursement by 
other valid insurance or health agreements. All registered students are covered throughout the academic day, 
extended day care, field trips, and after school programs.  
 
LIBRARY PROGRAM 
The school library is available for use K-4.  Teachers are responsible to see that the students observe all rules of 
the library, especially quietness.  Students are to exercise quiet when walking to and from the library. 
 
LITURGICAL CELEBRATIONS 
 
Liturgical Celebrations take place throughout the school year.  The pastor or assistant pastor is available to 
participate in the liturgical services and prayer services.  Religious activities may include: 

1. Monthly Eucharist and Para-liturgical services 
2. Sacrament of Reconciliation during Advent and Lent 
3. Sacraments of Reconciliation and Eucharist first celebrated in Grade 2 
4. Sacrament of Confirmation by Grade 8 
5. Daily prayers are recited in each classroom 

In addition: 
 
 Altar Servers 
 Mission Collections  
 Retreats for Grades 2 and 8 
 Stations of the Cross 
 Advent and Lenten Prayer Services 
            All School Rosary 
 
LOST AND FOUND 
There are two Lost and Found/Uniform Exchange areas at Nativity School. One is located next to the copy 
room, near the school office and the other is in Extended Care.  It is the parent’s responsibility to check for 
lost items. All items should be labeled in permanent ink with your child’s name so that if something is 
lost, it is easy to determine whose it is. Before taking anything without your child’s name on it, please check 



with the office. Lunch boxes that are left in the picnic area are brought to the Lost and Found. Smaller lost 
items, such as jewelry or glasses, are kept in the school office. Items from Lost and Found will be cleared out 
every week.  
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MEDICATION 
No medication, including aspirin, Tylenol, or inhalers will be distributed to students without meeting the 
following criteria.  Before a designated employee assists in the administration of any prescribed medication to 
any student during school hours, Nativity School shall have: (Education Code 49423) 

 
1. A written statement from the student's physician detailing the method, amount, and time schedules  
         by which the medication is to be taken. 
2. A written statement from the student's parent/guardian requesting the office staff to assist the   
         student in taking the medication as prescribed by the physician. 
Parents/guardians shall be asked to provide a properly labeled pharmacy bottle containing the name and 
telephone number of the pharmacy, the student's identification, name of the physician, and dosage of the 
medication to be given. 
 

The designated employee shall: 
1. Be responsible for the medication at school and administer it in accordance with the physician's 
indicated instructions 
2. Maintain a list of students needing medication during school hours, including the type of 
medication, times, and dosage 
3. Maintain a log recording the student's name and the time and date when medications were given 
4. Keep all medication in a secure location 

 
Nativity School personnel may administer, at the administration’s discretion, over-the counter/non- 
prescription medications for a limited period of time. Medications must be delivered to the school in the 
original containers marked with the student's full name.  An Over the Counter/Non-Prescription Request 
Form must be approved by the administration and on file in the school office.   
 
Anaphylactic Injections 
Nativity School recognizes that some students have allergies of such severity that they may require an 
emergency anaphylactic injection during the course of the school day. Parents/guardians who are aware of 
this foreseeable need may ask the school to provide such injections in accordance with administrative 
regulations.  School staff who may be required to administer anaphylactic injections shall receive training 
from qualified medical personnel or parent/guardian designee. 
 
MISSIONS 
Throughout the school year, students are encouraged to give to those less fortunate.  During Advent and Lent, 
students are given special boxes/envelopes for the collection.  At the end of Advent and Lent, the donations are 
collected by the teacher, monies counted, and sent to the office in a labeled envelope.  
 
NON-DISCRIMINATION POLICY 
Mindful of its mission to be witness to the love of Christ for all, Nativity admits students of every race, color, 
and national and/or ethnic origin to all the rights, privileges, programs, and activities generally accorded to or 
made available to students at this school.  Nativity School does not unlawfully discriminate on the basis of 



race, color, and national and/or ethnic origin, age, sex or disability in administration of educational policies, 
admissions policies, scholarship and loan programs, and athletic and other school-administered programs. 
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PARENT PARTICIPATION 
Parents are required to volunteer a minimum of 40 hours per family, per year.  Please refer to the Parent 
Participation Form which describes the numerous ways to become involved in our school.   All parents and 
guardians of students who attend Nativity School are automatically members of the Parent Teacher Group. 
Parents are highly encouraged to become involved in the PTG and active on the Consultative Board of 
Education. The bylaws and policies of both the CBE and PTG are available on the school website. 
 
PARENTS EDUCATION NETWORK (PEN) 
Nativity is a PEN member school.  PEN is a coalition of parents collaborating with educators and the 
community to help bring academic success to students with Learning Differences.  The PEN Speaker Series is 
free to all faculty members and at deep discounts for parents.  Contact the PEN liason or our Learning 
Specialist for more information.   
 
 
PARENT-TEACHER CONFERENCES 
Official Parent-Teacher Conferences are scheduled at the end of the first quarter for all students in grades K-
8.  These minimum days are scheduled so that parents have the opportunity to meet with the teacher about 
their child’s progress.  Please check the school’s calendar for the dates. 
 
Parents are notified of the date and time of their appointment.  Additional conferences may be requested if 
desired by either the parent or the teacher at any time. 
 
PARENT TEACHER GROUP 
The PTG is a coalition of the parents, teachers, and administration of the school, who collaborate to plan special 
school events, coordinate the room parent program, and work in conjunction with the Consultative Board.  PTG 
officers are elected, but the group is open to all Nativity parents. 
 
PETS ON CAMPUS 
Pets are not allowed on the Nativity campus.  The administration can give permission for pets to visit campus 
for a special occasion (example: class presentation, St. Francis of Assisi blessing). During pick-up, all pets must 
remain at home or in their owners’ respective cars. 
 
PAVILION 
Students are to enter the pavilion only when accompanied by an adult during classes, school assemblies, or 
times when groups are present for special events or meetings.  Rules posted in the pavilion are to be followed at 
all times and qualities of an appreciative audience are expected from all.   
 
PHOTOGRAPHY AND VIDEOTAPE 
Nativity School has the right to photograph or videotape all faculty, staff, parents, guardians, families, and 
students and to use such photos or video to promote, advertise and publicize Nativity School and its programs 
to the Nativity School community and the public in general. 
 



In order to ensure every person’s right to privacy, Nativity School asks you to have a signed statement on file 
with the school if you do not agree to the use of photographs or videotape by the school.  (This does not apply 
to yearbook photographs or photographs printed or published on the school website.) 
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PROMOTION RETENTION POLICY 
Students who successfully complete the yearly course of study are promoted to the next grade.  Students who 
successfully complete the PreK-8 elementary school curriculum graduate to the 9th grade.  Anyone who does 
not successfully complete the course of study can be retained.  A conference will be held between parent(s), 
child, teacher(s), and principal. 
 
RAINY DAY 
Rainy Day schedules are as follows:  (Teachers should remind students of appropriate rainy day activities.) 

• Before School – Beginning at 7:45 AM, students may enter building and go to classrooms. 
• Recess – Teachers need to consult the yard duty schedule.  Each team will monitor the halls and 

students in the classrooms 
• Lunch – Students are to remain in the classroom to eat their lunch.  Yard duty personnel will monitor 

the halls and classrooms. 
 
REPORT CARDS 
Report cards are issued four times a year in Grade K-8.  If a student is absent 15 days or more a quarter, the 
report card grade will be withheld.  Any students receiving special interventions will also be issued a  
quarterly Supplementary Report for Interventions outlining the specific interventions given per subject. 
 
RESOURCE SPECIALIST PROGRAM  
Nativity Catholic School offers a Resource Specialist Program for children in Grades 1-8 with identified 
learning differences.  This is only available to students for whom an appropriate program can be designed and 
implemented following its prescribed enrollment procedures.  Each child is to be admitted for admission to and 
continued enrollment based upon his/her emotional, academic, and physical needs and the resources available 
to the school in meeting those needs.  The final decision regarding admission of an RSP student belongs to the 
local school administration. 
 
To be admitted to the Resource Specialist Program: 
 
1. Classroom teacher must begin with RTI protocol and give the student  
    documented accommodations in the general classroom. 
2.  L/RS works with the classroom teacher and Pre-SST forms. 
3.  L/RS may observe the student and give additional educational testing. 
4.  RSP will be offered to the student and the parents must sign the parent  
     permission letter.   
5.  Submit any of the following documentation: confidential educator  
     recommendation forms, any psychoeducational evaluations or  
     assessments, IEPs if available, student work samples, report cards,  
     ITBS or STARR testing scores. 
 



The following is a profile of the Nativity student who would benefit most from the RSP Program: 
 
* A student with average cognitive skills 
* Struggling students who need the extra attention of a smaller group 
* A student whose difficulties are primarily a specific language disability 
 
 
 
 

36 
 
* ADHD and LD students who follow a specific intervention plan 
  (RSP students must turn all work in on time and must complete all  
   assignments given by the general education teacher.) 
* Students with Mild to Moderate learning differences (Nativity is not  
   equipped or staffed to address students with severe learning differences.) 
 
The following students would not be appropriately served in RSP: 
 
* Students who have been diagnosed with Oppositional Defiant Disorder 
* Students diagnosed with any form of Autism, including Asperger’s  
  Syndrome, and Pervasive Developmental Disorder 
* Students diagnosed with Conduct Behavior Disorder 
* Students diagnosed with Disruptive Behavior Disorder 
 
 
 
In order to mainstream: 
 
* The student must be working at grade level with minimum interventions. 
* The student must be able to focus in a large classroom setting. 
* The student must complete their assignments in a timely manner. 
 
Psycho-educational evaluations are available at a parent’s written request through the Menlo Park City School 
District.  Any referral of students for the above service must be discussed with the resource specialist and 
administration before contacting parents.  The resource specialist may assist parents with this process. 
 
According to the Individuals with Disabilities Education Act (IDEA 2004); parentally placed private school 
children with disabilities are entitled to a proportional amount of Federal funds for special education; “timely 
and meaningful” consultation between the school district and private school; and a “thorough and complete” 
Child Find process to ensure “equitable participation” and an accurate count of parentally placed private 
school children in the district.  The process is outlined below: 
 
Child Find 
The Special Education Local Planning Area (SELPA) and individual LEAs will actively and systematically 
seek out all individuals with disabilities including children with disabilities attending private schools. 
 
Student Study Team (SST) 
The SST is a regular education function.  It is a process of reviewing individual student issues pertaining to 
educational performance and planning instructional interventions to be implemented in the regular classroom. 
 
Response to Instruction and Intervention (RtI2) 



RtI2 is a multi-step process of providing high quality, research-based instruction and interventions at varying 
levels of intensity for students who struggle with learning and/or behavior.  The interventions are are matched 
to the student need, and progress is closely monitored at each level of intervention to make decisions about 
further instruction or interventions or both.  The three-tiered RTI process will be implemented to assist 
children who are struggling in the general education classroom.  The Resource Specialist shall oversee the 
program, monitor the documentation and train the faculty in the RTI process which will include the following 
procedures: 
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Tier I high quality instruction and behavioral supports provided in the general ed. Class 
Tier II small group instruction provided by highly trained teachers 
Tier III    more individualized intervention or referral for specialized services. 
 
Referral Process 
Referrals for assessment to determine eligibility for special education and related services may come from 
teachers, parents, and appropriate professional persons such as doctors, therapists, and counselors. 
 
A child shall be referred for special education and related services only after the resources of the regular 
education program have been considered and, where appropriate, utilized. (EC 56303) 
 
ROOM PARENTS 
Room parents shall be selected each year and will work with the classroom teacher to coordinate various events 
such as: holiday parties, field trips, art projects, guest speakers, and other items requested by the teacher.  Room 
parent events are organized by the PTG Executive Board. 
 
 
SAFE ENVIRONMENT PROGRAMS 
The Archdiocese of San Francisco through the Office of Child & Youth Protection mandates that every Nativity 
Student participate in the following safety programs, outlined by grade level: 
 
Child Safety: “Talking About Touching” 
This curriculum is designed for children Pre-Kindergarten through Grade 3. Teachers and parents learn to 
provide children with skill practice and common safety rules. Children are given classroom instruction and 
taught who and how to ask for help when feeling unsafe or uncomfortable. 
 
Kid and Teen Safety: “Safety Smarts for Kids” Grade 4; “Block the Bully” Grade 5; “Stay Safe, Stay Cool” 
Grade 6, and “Bully, Teasing, and Harassment: Not Cool” for Grades 7 and 8. 
These online courses are designed for Grades 4 through 8. Kids will learn how to identify different types of 
harm and how to get help, grow in understanding themselves and others, set personal boundaries and how to 
practice safe internet use. 
 
SAFTEY PROTOCOL 
The safety of the students and school staff is of paramount importance. All actions taken shall bear in mind the 
safety and well-being of both students and staff members. 
 
Student Safety before and after school:  
Students should arrive at school between 7:00AM and 8:00AM. Students must go directly to Extended Care 
when they arrive anytime before 7:45AM. Students may not be left on the playground or school building 
unattended.  No child should wait on the sidewalk outside of the playground in the morning, or on the 
sidewalks around the school after 3:15PM. Students not picked up by 3:15PM will be sent to Extended Care. 



 
Students must use the clearly marked crosswalks when crossing the street and obey the safety patrol’s 
directions. We ask parents to do the same.  Drivers taking students to or from school must avoid stopping in 
crosswalks or across corners, even if for just a minute. Because of heavy traffic in the morning and afternoon, 
drivers should not make a U-turn in front of the school on Laurel Street, nor should parents use the faculty 
parking lot for pick-up or drop-offs. 
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SCHOOL SCHEDULE    School Hours (Grade K-8) 
School Hours (Grade PreK-8) 
7:45-8:00 AM  – Supervisor on Yard Duty 
8:00-12:35 PM – School in Session 
9:50-10:10 AM– Recess  
12:35-1:10 PM – Lunch  
1:10-3:00 PM   – School in Session 
 
Parents are asked never to interrupt class during the school day.  An appointment should be made with the 
classroom teacher if a parent or guardian wishes to discuss any scholastic or behavioral situations.  It is 
advisable to send a note or an email to request an appointment.  All delivered lunches or other items for 
students must be left by the school office on the Lunch/Homework table.  Parents do not go to the 
classrooms to drop off. 
 
STAFF PRIVACY 
Staff private phone numbers are never given out. If parents need to contact a staff person, they should call the 
office or send the staff member an email. Our staff rule is to return all phone calls during weekdays within 48 
hours. If your call isn't answered within that length of time, please alert someone in the office.  
 
STUDENT COUNCIL 
One of the primary objectives of Catholic Education is the development of Christian leadership. The Nativity 
School Student Council encourages the responsibilities of citizenship and government training in students.  
 
The purpose of Student Council is: 

1. To encourage leadership 
2. To promote school spirit 
3. To foster service to the school and community 
4. To be a forum for student body 

 
The elected offices of the Student Council:  President, Vice President, Treasurer, Ecology, Publicity, Spiritual 
Affairs, Girls’/ Boys’ Athletics, Spirit, and Secretary. 
STUDENT RULES 
Students are expected to: 

1. Show Christian behavior and respect to all others at school. 
2. Behave in a manner in the classroom which is conducive to learning. 
3. Show respect for school property and possessions of others. 
4. Obey school Safety Patrol. 
5. Be responsible for all textbooks and iPads issued to them.  All books are to be protected with book 

covers and carried to and from school in a backpack. 
6. Be on time for school each day. 



7. Obey uniform regulations. 
8. Behave properly in the school hallways and restrooms. 

 
Internet Safety Rules 
The students of Nativity School have supervised access to the Internet. All Internet use is directed by Nativity 
School’s curricular goals and driven by what is being learned in the classroom. When research or curricular  
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projects can benefit from using the Internet, it has been a valuable tool that has been used appropriately by our 
students. Each child attending Nativity School must sign the Nativity School Policy and Parent/User Contract 
(see appendices) pertaining to the acceptable use of Internet electronic information resources in order to 
participate in Internet class activities.  Parents/Guardians are also required to sign each contract. This 
document has been adapted from the official Acceptable Use Policy that was sent to each school by the 
Department of Catholic Schools for the Archdiocese of San Francisco. 
 
Please read the Nativity School Policy and Parent/User Contract with your child/children and discuss the 
importance of proper Internet usage. As we stress here at school, remind your children never to give out 
personal information such as home address or telephone numbers over the Internet. Tell your children there 
are sites that are inappropriate for children. If they should come across an inappropriate site they should notify 
you or the teacher, depending on where the children are while using the Internet.  Safety issues and the proper 
way to use the Internet are discussed and taught at Nativity School, but it is important that you, the guardian, 
let your children know the importance of its proper use. 

 
Lunch Rules 
Students must: 

1. Eat in designated lunch area and remain seated while eating. 
2. Walk from classroom to lunch line and to eating area. 
3. Be responsible for keeping the eating area and school grounds clean. 
4. Refrain from shoving and cutting in line. 
5. Avoid littering—place all trash in garbage cans or proper recycling container. 
6. Not throw or waste any food. 
7. Not bring glass containers. 

 
No Bully Policy 
Nativity School has developed a No Bully policy. This policy has been created to support our core Catholic 
values of respect and empathy, and to support our student learning.  This policy applies to all students, 
parents, faculty, and adults on our campus, whether employed by the school, working as contractors, or 
volunteers. Please refer to the appendices for the complete version of the Nativity School No Bully Policy. 
 
Playground and Perimeter 
1. Gum is not permitted on the school grounds. 
2. Bikes must be walked on the school grounds and locked at the bike rack.  Roller blades and skateboards are 

not permitted for use on campus. 
3. Cell phones, pagers, laser pointers, music devices, and other varied electronic devices are not to be used by 

students during the school day and/or on school campus.  If parents feel it is necessary for a student to have 
any of these items for after school hours, then the item is to be turned off during the school day and left in 
the backpack.  Any electronic device found to be visible or in use during school hours and/or on campus 



will be confiscated.  The item(s) will be returned only to a parent. 
4. No student may enter the school building before or after school, or during recess or lunch, without 

permission. 
5. Bells must be answered promptly and properly.  No running to line. 
6. There is to be no hitting of balls against buildings. 
7. Students may not congregate, eat, or play on porches or in restrooms. 
8. Off-limit areas include:  Kindergarten, Pavilion, front of school. 
9. Every student must be off the school grounds 15 minutes after dismissal or signed in at Extended Care. 
10. There is to be no playing on the schoolyard before and after school. 
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A WHITE SLIP WILL BE ISSUED FOR ANY VIOLATIONS OF THE ABOVE RULES. 
 
PINK SLIPS WILL BE ISSUED FOR MORE SERIOUS BEHAVIOR PROBLEMS LISTED BELOW: 
 

§ Disrespectful behavior/attitude toward adults and fellow students, including disrespectful, foul, 
and/or obscene language 

§ Fighting or throwing of objects, etc. 
§ Disrespect of school property and possessions of others 
§ Not representing the school off-campus in a respectful, Christian manner 
§ Not remaining on school grounds during school hours 
§ Cheating in any form, including homework 
§ Forging parent/guardian signatures 

 
Leaving Premises 
Students are never to be sent on errands off of school grounds.  Students may leave school grounds or be 
released from school only at the written request of the parent or guardian and verified by the school office. 
 
PRE-KINDERGARTEN AND KINDERGARTEN RULES 
In addition to the school rules, the following classroom behavior is expected: 

1. Always keep hands to self. 
2. Be responsible for own supplies, homework and required materials, Book Bags, etc. 
3. Be responsible for maintaining work area, play yard and keeping eating areas clean. 
4. Raise hand to speak during discussion and work time. 
5. Practice appropriate table and classroom manners. 
6. Address adults formally – Mr., Mrs., Sister, Father. 
7. Walk when entering or exiting classrooms. 
8. Maintain good personal hygiene: washing hands, throwing own trash away, etc. 
9. Stay in the classroom or play area unless accompanied by an adult. 
10. Request permission to use restroom. 
11. Remain seated during structured lessons or designated work areas. 

Consequences – Failure to comply with expected behavior could result in the following: 
1. Name in book for first offense in any one school day and counts as a warning. 
2. Checks placed beside name in book 
3.  for additional offenses.  After the 3rd infraction, a behavior note will be sent home explaining the 

problem to be signed and returned by the parents. 
4. Loss of free-play or recess time or timeout for 10 minutes for the third offense in any one school day.   
5. Referral to principal for intervention/additional discipline for continued non-compliance. 

Serious offenses – Offenses considered serious are as follows: 



1. Disrespectful behavior/attitude towards adults and fellow students. 
2. Fighting or punching. 
3. Throwing objects. 
4. Disrespect of school property. 
5. Disrespect of other’s possessions. 
6. Non-Christian behavior. 
7. Leaving school grounds during school hours without adult supervision. 
8. Disrespectful language. 
9. Spitting, biting, and scratching. 
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Consequences for Serious Offenses 

1. A note or slip (blue, white, or pink) to be signed and returned by parents will be sent home to inform 
parents of situation.  Teacher may request a conference at his/her discretion. 

2. Principal may intervene at teacher’s request. 
Consequences for fighting, biting, or foul language: 

1. Immediate suspension from class and sent to Principal’s office. 
2. Parents will be notified by the administrator to pick up the student. 
3. A conference with parents is prerequisite for child to be readmitted to school. 

 
TOYS AND VALUABLES 
Students may not bring toys to school unless requested by an instructor for a specific purpose; any items 
brought for such situation may not be used anytime other than the time specified. Students may not bring 
valuable items such as personal electronics: iPods, Nintendo DS, etc. to school.  All items brought to school 
without permission will be confiscated by the staff and will be kept in the principal’s office until parents make 
arrangements for pick-up.  Nativity is not responsible for lost or damaged valuables brought to school. No 
student should have large amounts of money (in excess of $10) with him or her. 
 
TESTING PROGRAM 
All new students are given the Ability Test and entrance exam in Grades K-8.  A passing score is required 
before acceptance.  Current Nativity students in Grades K-6 are given the OLSAT8 standardized test as a 
benchmark assessment at the end of each school year. 
 
Standardized tests are administered on a regularly scheduled basis: 
     Grades 2-8 IOWA Test of Basic Skills (ITBS) - September 
     Grades 3, 5, and 7, Cognitive Abilities Test (CogAt) - September 
     Grades K-3 Dynamic Indicators of Basic Early Literacy Skills (DIBELS) - Fall, Winter, Spring 
     Grades K-6 Otis Lennon School Ability Test (OLSAT8) -May 
     Grade 7 IOWA Algebra Aptitude Test (IAAT) and U.C. Berkely Algebra Readiness - May 
     Grades 5 and 8 Assessment of Catechesis Religious Education (ACRE) - Fall 
 
Results from the ITBS are discussed with parents at the Parent Teacher Conference in November.  Any student 
needing special testing for possible learning disabilities should be referred to the Resource Specialist. 
 
TRAFFIC RULES 
Automobiles/Parking/Drop-off/Pick-Up 
 
All students should be delivered and picked up ONLY at the Oak Grove entrance.  Drive beyond the 
crosswalk, as far forward as possible on the Oak Grove driveway, so that others can park.  Do not double 



park.  In order not to obstruct the flow of cars, move to the designated parking areas.  Drivers are to obey 
Safety Patrol. 
Students are not to be dropped off or picked up in the Faculty Parking Lot.  Faculty Parking Lot is NOT for 
parent parking.  NO jaywalking is allowed on Laurel Street per the Menlo Park Police Department.  All 
crossing needs to be done at a traffic signal. 
 
TRANSFERS 
If a child is transferring to another school during the school year, inform the teacher and the principal a week 
ahead of time so that the report card and other pertinent information can be ready.  All records are forwarded 
to the new school upon written request of the new school. 
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UNIFORM 
Each teacher is responsible to enforce the dress code regulations.  The uniform must be purchased from Dennis 
Uniform Company.  Uniforms are washable so there should be no child out of uniform.  If an emergency arises, 
parents should send a note to the teacher.  All uniform items must be labeled with the child’s name.  Uniforms 
are to be worn daily and must be clean and neat.  White slips will be given for uniform infractions. 
 
Girls’ Regulation Uniform Requirements 
Grades K-5:  Plaid jumper   Grades 6-7-8:  Plaid skirt (not more than 3 in. above the top of the knee) 
White knit polo shirt with collar, long or short sleeve, or long-sleeved white turtleneck 
Navy blue Nativity School sweatshirt (purchase at school office) (mandatory) 
Navy blue Nativity School fleece jacket (optional) 
Navy blue twill slacks (no sagging pants). 
Navy blue skort for Grades K-5. 
Navy blue twill walking shorts from Dennis Uniform Company.  Walking shorts should be not more than 4 
inches above the knee.  Shorts may be worn all year. 
All girls must wear navy blue shorts (Dennis Uniform shorts or navy biker shorts) under skirts or jumpers at all 
times, and skirt must cover shorts. 
 
Boys’ Regulation Uniform Requirements 
All Grades:  Navy blue twill pants from Dennis Uniform (no sagging pants) 
White knit polo shirt with collar, long or short sleeve, or long-sleeve white turtleneck 
Navy blue Nativity School sweatshirt (purchase at school office) is mandatory 
Navy blue Nativity School fleece jacket (optional) 
Navy blue twill walking shorts from Dennis Uniform.  Shorts may be worn all year. 
 
All Students – Girls and Boys:  
A plain white undershirt may be worn under the uniform shirt. 
All shirts must be tucked in or no longer than the bottom of pant’s pocket or skirt’s side zipper. 
All shoes MUST be either solid white or solid black. 
Sturdy tie or Velcro, oxford, or athletic shoes only  
No high top or above the ankle tennis shoes 
No slip-on shoes, boots, heels, or sandals 
No large logos, stripes, humps, buttons, bows, lights, pumps, pictures, characters, or plastic pieces, etc. on 
shoes or socks 
Shoelaces in white or black only 
Only plain white socks, must be crew style, mid-calf or knee high, no sport or ankle cut 



Girl’s tights in navy blue, black, or white only 
 
Make Up and Jewelry 
No make up, nail polish or artificial nails may be worn with the uniform.   
Excessive jewelry and dangling or hoop earrings are not permitted (posts only).   
Girls may wear 1 set of earrings.  Boys may not wear earrings.  
Colored scarves and bandanas are not allowed.  
Hair ornaments should be conservative and are limited to one headband, simple hair-ties and/or barrettes. 
 
Hair 
Students’ hair should be clean, combed and styled in a moderate manner.  Students’ hair should be out of their 
eyes.  Boys’ hair is not to extend below the top of the shirt collar.  Boys should be “clean cut” with no excessive 
facial hair (moustaches or beards of any kind).  Hair should be its natural color (not bleached, dyed, or 
highlighted). No hair extensions.  Extreme or faddish hairstyles are not permitted. 
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Consequences 
Students violating Uniform Dress Code will be issued a White Slip and a call home may be made to alert the 
parents.  If the infraction is not taken care of by the date specified on the White Slip, then the student will 
have/her privilege of the last Friday of the month Non-Uniform dress day taken away. 
 
Non-Uniform Dress Policy 
Non-uniform dress is allowed from time to time for special activities. Free Dress clothing should be 
comfortable and in good taste. Clothing should be modest in nature and not offensive to others. T-shirts or 
sweaters that have printed material on them should be in keeping with a Christian learning environment.  
 
Non-Uniform dress should be conducive to maintaining an atmosphere of learning.  Some examples of dress 
that are inappropriate include:  bare midriffs, bike shorts, skimpy tank tops, low cut shirts, short shorts, 
inappropriate short skirts, and low-rise jeans, or jeans with tears in them.  Shorts must be walking length only. 
In the interest of safety, children are not allowed to wear flip-flops or shoes without backs. 
 
Students in violation of the Non-Uniform Dress Policy will call home for appropriate attire and receive a White 
Slip.  Non-Uniform Passes may not be used on days the students attend Mass. For Mass, girls must wear 
jumpers or skirts and Nativity sweatshirts or fleece must be worn by all students. 
 
 
Uniform Exchange  
We encourage parents to recycle their children’s uniforms. After your child has outgrown them, bring clean 
uniforms to the office. The Uniform Exchange is located next to the copy room.  Parents seeking used 
uniforms may take whatever they need.  
 
WRITTEN WORK FORMAT 
The standard format for student work at Nativity is as follows: 
 
 Grades PreK, K, 1, 2:name begins on top line, starting from left to right 
 Grades 3, 4:  heading begins on top line on the right side of the paper 
 Grades 5, 6, 7, 8: heading on upper right corner 
 
VOLUNTEERS AND VISITORS 
If a parent or family member is interested in visiting or volunteering at the school, that person MUST sign in 
at the office and wear an official office visitors’ badge. All volunteers who work with children must have (1) 
fingerprint clearance on file in the school office. Contact the school office for the specific form and details. 



All volunteers must also complete the Archdiocesan Safe Environment for Children online training program 
called (2) Shield the Vulnerable: “Recognize, Report and Prevent Child Abuse” and bring a copy of their 
completion certificate to the school office.  This is an individualized, interactive online training course that 
educates Archdiocesan employees and volunteers who have on-going, unsupervised contact with minors on 
how to recognize signs of abuse and neglect and to be able to protect children. This is found on the 
Law Room website at http://www.shieldthevulnerable.org Volunteers must also have a (3) School Volunteer 
Agreement Form filed in the office.  Volunteers must track their own service hours and inform the office. 
Any classes scheduling a guest speaker should notify the Principal and the office of plans and schedule.  The 
guest speaker should check in with the office.  The secretary will notify the appropriate teacher of the 
visitor’s/guest’s arrival. 
 
All other visitors to Nativity School should report to the office, sign in,0 and obtain a visitor’s pass to be worn 
at all times. Volunteers/visitors are asked to turn off cell phones when in the school building, and not to talk, 
text, etc., when in the classroom, school building, or schoolyard.  Classes are not to be disturbed without 
permission.   
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APPENDICES 

• Archbishop Letter 062910 
• Child Safety Form 
• Deficiency Notice 
• Discipline Slips 

o Blue Slip  
o White Slip  
o Pink Slip 

• Field Trip Permission Form 
• Internet and Electronic Acceptable Use Policy 
• iPad Guidelines & Printing Policy 
• No Bully Policy   
• Parent's Request for Administration of  

o Medicine by School Personnel 
o Personal Absence  

• Physician's Statement Regarding 
o Administration of Medicine by School Personnel 
o OTC Medication Release Form 

• Safe Environment Form 
• Tardy/Detention Form Letter  
 
To Print & Sign (return to main office)  
• Handbook Acknowledgement: Parent / Student Signature Form 


