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GENERAL INFORMATION
History of St. Peter Prince
In 1926, Father Baque opened St. Peter Prince School with a staff of three Sisters of Charity of the Incarnate Word. In
1948, the present primary school building was constructed. In 1955, the two-story Annex building was added. As of 1995,
St. Peter Prince School became a part of the Brainpower Connection with the University of the Incarnate Word. The
Brainpower Connection is collaboration between the University and St. Peter Prince to share resources and personnel
wherever possible and to promote education from its foundation in elementary school to the summit at the University.
In 1997, construction on the Community Center was completed. The Community Center provides St. Peter
Prince School with a gymnasium, Science lab, and Art studio. In the fall of 2008, the Early Childhood Center was opened
at 103 and 105 Marcia Place. St. Peter Prince School has been awarded the Blue Ribbon School of Excellence twice, in
the 1985-1986 school year and again in the 2005-2006 school year. During the 2016 school year, the students and staff
celebrated the 90th Birthday of St. Peter Prince School with a variety of activities for students, staff, parents, and alumni.
In 2017, we added a new Science lab at our Primary building on the 3rd floor.
St. Peter Prince Mission Statement
We, the members of St. Peter Prince Parish, are committed to witnessing and sharing the love of Christ. St. Peter Prince
School offers our children an EXCELLENT EDUCATION WITHIN A COMMUNITY OF FAITH; a community in which the
parish's faith, values, and attitudes are reinforced and lived within an educational setting that encourages growth and
self-esteem. Our children, formed in Christian values, give witness to the Gospel in the Church and in society.
St. Peter Prince School is an expression of the parish's belief that each child is a unique gift of God and a special promise
for the future. Each deserves respect, affirmation, and support in the development of his/her talents and individuality.
The school helps each child reach full potential with awareness of being a child of God. We recognize the parents are the
primary educators of their children. The school supports and reinforces the parents' desire to give their child a holistic
education based on sound academics and Christian values. (Reviewed 6/12)
St. Peter Prince Philosophy Statements
• We believe in a holistic approach to education. Therefore, the spiritual, emotional, intellectual and physical
needs of our children are addressed through excellent programming.
• We believe that the parish is responsible for the Catholic formation of its young people. Therefore, the school
sees itself as one avenue the parish uses to pass on its faith and traditions to its children.
• We believe in the goodness and uniqueness of each person. Therefore, each teacher, staff member, parent and
child is treated with care and respect.
• We believe that truth is rooted in values and principles found in Christ's teachings. Therefore, Christ's teachings
are related in all course content.
• We believe that knowledge and values are taught within the context of the community. Therefore, the school
continues to foster a community of faith consistent with and in union with the faith community of the parish.
• We believe that Catholic formation is critical. Therefore, classes in Catholic teachings are included in the
curriculum.
• We believe that parents have the primary responsibility as educators of their children. Therefore, the school is
supportive of the parents' role.
• We believe that a wholesome self-esteem is critical to the educational success of each child. Therefore, the
school creates and maintains an atmosphere conducive to enhancing a positive self-image.
• We believe that children have the responsibility to participate in the faith life of the community. Therefore,
opportunities to become involved in the liturgical, social and political life of the community are provided.
• We believe that Catholic education is a critical part of the Church's ministry. Therefore, we make every effort to
support and encourage the development of Catholic education in the Archdiocese and beyond.
• We believe that the school plays a vital role in the parish. Therefore, every effort is made to ensure the school’s
continued growth and development. (Reviewed 6/12)
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Accreditation
The Accreditation Commission of the Texas Catholic Conference Education Department recognizes St. Peter Prince School
as an Accredited School. The Texas Catholic Conference Accreditation Commission is the official accrediting agency for
Catholic Schools of Texas. The Texas Education Agency recognizes it as such. The school earned commendations in all
domains during the last accreditation visit in the fall of 2008. St. Peter Prince School is scheduled for its next Accreditation
visit in the spring of 2018.
Policy Statements
The policies and guidelines established by the Archdiocese of San Antonio are followed.
• Every aspect of St. Peter Prince School is subject to regular evaluation, and new program areas are established
only after thorough study and evaluation of the availability of resources to fund the endeavor and the parish's
need for the program.
• Teachers, staff and students at St. Peter Prince School project Christian attitudes at school and in the community.
• Catholic children who attend St. Peter Prince School, and their parents/guardians, are asked to attend Sunday
mass and, in general, participate in parish life.
• Prior to student admission and/or student attendance, an annual policy (handbook) agreement is signed by
parents/guardians (and students grades 3-8) and is on file.
• Specific procedures and policies are outlined in the St. Peter Prince Parent/Student Handbook found on the
school web site at www.stpeterprince.org.
• Throughout the year as situations arise, the Principal may amend this handbook as necessary.
• St. Peter Prince School admits students of any race or national origin to programs and activities with all rights
and privileges. Equal opportunity and access is provided to students without regard to race, national origin or
gender.

SCHOOL ORGANIZATION
Pastor
The Pastor is the leader of the St. Peter Prince of Apostles Parish and School. The Archbishop, the Archdiocesan
Department of Catholic Schools and the Texas Catholic Conference Education Department (TCCED) have entrusted
authority to him. The Pastor is responsible for fostering, nurturing, guiding and coordinating all of the ministries of the
parish. He delegates the administration of the school to the Principal, who administers the school in accordance with
Archdiocesan policies and guidelines. The Pastor and Principal cooperate and offer mutual support in matters of
educational policy and practice. As leader of the decision-making process in the Parish, the Pastor’s authority includes
the approval of all recommendations made by the Principal and/or School Council. The Pastor, Fr. Martin Leopold;
Business Manager, Mrs. Becky Finley and the School Finance Chair; play a primary role in the development and
implementation of the school’s budget. Selection of the Principal includes the recommendation of a search committee
appointed by the Pastor. The Principal is hired by the Pastor, in consultation with the Superintendent of Schools in the
Archdiocese, and as per a ministry agreement from the Department of Catholic Schools.
School Council
The School Council’s authority is derived from the Pastor and the committee’s purpose is to render advice and
assistance to the Principal and Pastor. The School Council’s mission is to provide consultation to the Principal and
Pastor in areas of school business: policy development, marketing, public relations, fundraising, strategic planning,
and finance. The School Council consists of the Pastor, the Principal, three appointed and nine elected
parents/parishioners, the PTC President and a UIW Representative. School Council meetings are generally held on the
fourth Wednesday of each month. The agenda and approved minutes are posted on the school’s web site for parent
and parish view. These meetings are open to parents and parishioners. Anyone wishing to address the Council may do
so by contacting the Council Secretary, seven (7) days prior to the scheduled council meeting requesting their item be
placed on the agenda.
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Principal
The Principal is the Chief Operational Officer of the school and has responsibility for coordinating the day-to-day
operation of the school. The Principal is responsible for setting policy, monitoring the strategic plan, approving
procedures, reviewing programs, evaluating faculty, overseeing the athletic program, supervision of
maintenance/custodial services and physical plant repairs/improvements, governance of student discipline, supervising
staff and staff development, and determining all matters of admission, expulsion, release of student records, and
graduation. The Principal formulates and oversees the school’s budget and handles all areas of personnel, including hiring
and dismissal.
Assistant Principal
The Assistant Principal assists the Principal in the day-to-day operations of the School. This administrator’s main
responsibilities include, but are not limited to: overseeing the curricula of grades PK3-8th grade. The Assistant Principal
organizes meetings with staff to ensure that TCCED requirements are followed; reviews lesson plans, and ensures that
needed resources are obtained. When the Principal is unavailable, the Assistant Principal serves as the administrator in
charge. The Assistant Principal maintains an office in room 107 in the Annex Building.
Annex Office Manager/Human Resources
The Annex Office Manager coordinates information within the school, between parents and administration and between
parish and school. The annex office manager also manages teacher personnel records and payroll, records professional
growth and attendance for each teacher and coordinates substitutes for teacher absences and field trips. She orders
textbooks and supplies, and checks students and visitors in and out at the Annex. The Annex Office Manager maintains
an office in room 100 at the Annex Building.
Primary Office Manager/Registrar
The Primary Office Manager answers the telephone and coordinates the voicemail system. She checks in/out students
and visitors in the Primary Building and handles registration for all new students/families. The Primary Office Manager
coordinates information, reserves facilities, and disseminates mail and messages. She also gives school tours by
appointment. The Primary Office Manager/Registrar maintains an office in room 100 of the Primary Building.
Account Manager
The Account Manager works with the Principal and Finance Chairman from the School Council. The Account Manager
maintains the tuition accounts and handles other financial responsibilities, including money collected for fundraisers or
activities for individual classes including field trips, groups, clubs, etc. The Account Manager maintains an office in room
106 at the Annex Building.
Health and Safety Coordinator
The Health and Safety Coordinator maintains all health and immunization records for the school, coordinates and
facilitates all required health screenings and handles student ailments, medications and EpiPens and all communications
with families related to accidents and/or ailments. As Safety Coordinator she monitors the criminal background checks
for parents and volunteers. The Health Coordinator has a clinic at the Primary Building. All medical conditions reported
to the Health Coordinator are reported to staff and After School Care workers only on a need to know basis. The Health
Coordinator is also responsible for conducting monthly fire drills.
Teachers
Teachers at St. Peter Prince are degreed, professional individuals. The classroom teacher is the heart of the school and is
primarily responsible for ensuring that students at St. Peter Prince School have a well-organized environment conducive
to learning. Teachers maintain classrooms in a professional manner and maintain communications with parents to ensure
student success; confidentiality will be honored for students and families. Teachers make every effort to inspire and
sustain the behaviors and attitudes included in the Christian Code of Conduct by modeling these expectations in their
relationships with parents, students, and staff. Teachers ensure that students are familiar with expected behaviors and
attitudes, recognize positive behavior and attitude, and facilitate an environment conducive to learning by:
• Creating enthusiasm for the subject matter
• Teaching creative and inspiring classes incorporating STREAM
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•
•
•
•
•
•
•

Ensuring students master necessary subject area skills
Fostering each student's self-image and self-confidence and treating each student with respect
Providing positive individual attention to students
Reinforcing Christian values, and stressing the difference between right and wrong
Being a living example of integrity
Involving parents appropriately in their child's education by maintaining ongoing communication with parents
and maintaining orderly and respectful classrooms
Encouraging responsibility and initiative among students

Paraprofessionals/Aides
When student enrollment permits, paraprofessionals, also referred to as Teacher's Aides, are assigned specific areas of
responsibility. These aides remain with the assigned grade(s) and perform assigned duties from the classroom teacher.
Students
• Conduct himself or herself in a manner that contributes to a positive school environment.
• Model Christian values at all times
• Contribute to the learning environment by trying their best at all times
• Avoid any activity that may be considered discriminatory, intimidating, or harassing/bullying.
University of the Incarnate Word (UIW) Teaching Assistants
As part of the Brainpower Connection, work-study students from UIW are hired to assist in classrooms and engage in a
wide variety of duties including tutoring and leading small group instruction.
Parent Teacher Club (PTC)
The purpose of the St. Peter Prince PTC is to foster a close union between parents and teachers, and to coordinate
activities for the welfare of the school. Parents/guardians of students attending St. Peter Prince School and all teachers
are considered active members of this club. A $40 fee per family is paid at registration. These fees are used to provide
the school with educational materials and other support to enhance the quality of education and the school’s culture.
PTC general meetings are held twice a year. Please see the PTC tab on the school’s web site at www.stpeterprince.org
for approved meeting minutes and additional information on the organization.
Room Parents
Room Parent Volunteers work in conjunction with the PTC to help oversee activities within the school. Room parents
assist with planning class parties or special events throughout the year. Room Parents assist the homeroom teacher by
helping to arrange volunteers for school activities.
Parent Volunteers
St. Peter Prince School parent volunteers are a very special resource. Parents help in classrooms, help with programs,
and assist with co-curricular activities. Parents are asked to sign up for volunteer services needed by the school and parish
(see Service Work Policy). Parent volunteers MUST have a current Criminal Background Clearance, SAFE Environment
Training, Sexual Misconduct Policy Certificate, and Bloodborne Pathogen Training on file with Mrs. Harris and always
sign-in to secure a Visitor’s Pass.
Volunteers may not take younger siblings along on field trips or other school sponsored activities. Due to liability and
supervision concerns, siblings are never allowed to accompany a parent who is volunteering service to the school. As
with visitors, all volunteers are expected to be dressed appropriately. For volunteers, no shorts are allowed, unless you
are working in the garden, landscaping, working Field Day, or helping at P.E. classes. Volunteers are expected to have the
same standard dress code as teachers and staff.
Volunteering does not include walking your child to class or trying to get a chance to speak with the teacher prior to class
starting. Teachers are all on duty supervising students at 7:45 a.m. and are not able to meet with you.

4

We would like to maintain open communication with all parents and families, so please call in advance to request a
parent meeting. Parents are discouraged from interrupting classes or walking the building to observe their child, clean
lockers, find lost supplies, etc. because of the possible disruptions caused. If you would like to visit your child’s classroom,
please schedule an appropriate time with your child’s teacher.
Parents
Parents make every effort to support and model the behaviors and attitudes included in the Christian Code of Conduct;
cooperation with the school is a condition of enrollment. Parents regularly check the student planner and RenWeb1,
review with their student the expected behaviors and attitudes, and supports the teachers in the following ways:
• Reviewing homework and assignments on a regular basis
• Providing adequate opportunities for completion of assignments
• Ensuring acquisition of materials and information for projects
• Meeting with the teacher when questions arise about assignments, grades or other items
• Reinforcing Christian values, and stressing the difference between right and wrong
• Being a living example of integrity
• Expecting responsibility and initiative of their student
• Honoring the professional opinion and/or decisions of the staff and school
• Agreeing to follow the school rules, policies, and codes at all times
Communication Tools
There are several tools used to help foster strong communication between the school and the family and students. Many
of these tools are mentioned throughout this handbook reinforcing the depth and breadth of their importance.
• School Website - The school website is www.stpeterprince.org and is regularly maintained to have an updated
calendar, news and information on the school and many of the forms and regularly referred to handbooks. The
site contains teacher emails, a link to RenWeb1 and more.
• RenWeb1 – RenWeb1 is a ParentWeb software program the school uses to help communicate lesson plans,
homework, grades, family directory information, and invoicing. This password protected site is free to all
parents. There is a RenWeb1 app for Android and iOS systems that is a paid app but allows you to access all the
features of the software over your mobile device.
• Tiger Tales - Tiger Tales is the monthly school newsletter with specific information that affects the school that
week. This is also a place for honoring teachers and students. The newsletter is emailed to families each month
and is posted on the school’s web site. If you have information to submit for consideration in Tiger Tales, please
email Becky Pawelek at becky.pawelek@stpeterprince.org.
• Facebook - St. Peter Prince has an active Facebook page that is accessible from the school website. Here users
can find frequent news and information updates on the school and activities and photos from school events.

ADMISSIONS
The Catholic schools in the Archdiocese of San Antonio admit all students to the rights, privileges, programs, and
activities made available to the student body. They shall not discriminate based on race, color, age, national, or ethnic
origin in the administration of its admission, financial, athletic, or scholarship programs.
St. Peter Prince School follows the age guidelines for school entrance set by the Archdiocese. Students must meet the
following age requirements for admission:
•
•
•
•

A student is 3 years of age on or before September 1 and “fully potty trained and no pacifiers” to enter the K3
program.
A student is age 4 on or before September 1st and “fully potty trained and no pacifiers” to enter the K4 program.
A student is age 5 on or before September 1st to enter Kindergarten.
A student is age 6 on or before September 1st to enter first grade.
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Parents of a prospective student with Accommodations or Modifications will need to meet with the principal prior to
registration.
The Principal reserves the right to contact any former schools the child may have attended. The Principal has the right
to accept or refuse admittance of any individual as a student at this school for any reason. This decision is based on the
State and Archdiocesan policies for admittance and on all information received from the applicant at the time the
application for admittance is made. All new students are accepted on a probationary basis. Placement of a student is
the decision of the Principal based on testing, observation, and other assessments. This decision is made if it is deemed
in the best interest of the student and the placement is agreeable to both parents and the Principal.
Records Required
For a child to be considered for acceptance into St. Peter Prince School, the following records must be submitted:
• Copy of Original Birth Certificate is required prior to the student’s first day of class
• Copy of Complete health and immunization records is required prior to the student’s first day of class;
immunizations must be kept current
• Copy of Baptismal/Communion Certificate if applicable
• Student's most recent report card (grades 1-8)
• Standardized test scores (grades 1-8)
Transfer Students
Students transferring from one Catholic school to another within the Archdiocese may occur only after consultation
between the principals. Admission of students transferring from public and other state approved non-public schools is
the decision of the principal based on testing, observation, and other assessments. This decision is made if it is deemed
in the best interest of the student and the placement is agreeable to both parents and the principal. Students who
transfer from non-accredited schools or home schooling are admitted after entrance tests and possible temporary
placement. When our school can provide services for special needs students, it is our intention to do so. When St. Peter
Prince School is not capable of offering a program to meet the needs of the student, it will refer the family to other
schools. Our school strives to provide accommodations and/or modifications within the scope of our resources and will
collaborate with parent(s), the public school and appropriate agencies or others when providing services.
Enrollment is not complete until all required documents are received, reviewed, and approved by school
administration.
8th Grade Transfer
Students entering 8th grade may transfer into St. Peter’s School providing they pass the entrance exam or have current
testing documentation and have no history of behavioral or academic problems at their previous school.
Information Days and School Tours
St. Peter Prince of Apostles School hosts an Open House for prospective families on the Sunday that begins Catholic
Schools Week. During this time, parents and students may tour the school, pick up registration information, and ask
questions. Parents interested in learning more about St. Peter Prince School may call any time during the year and
request information be mailed to them or to schedule a tour. Complete details on the school including the registration
process can be found on the school’s web site at www.stpeterprince.org.
Re-enrollment
Re-enrollment welcomes students and families in good standing to re-enroll their children for the following year. Reenrolment is contingent on behavior that is consistent with Christian ideals, on standards of successful academic
performance, and on the cooperation of families to meet their financial obligations in a timely manner. Re-enrollment
is on a year by year basis.
St. Peter reserves the right to deny the re-enrollment to a particular child or family if circumstances indicate that this
would not be in the best interest of the child, the family, or St. Peter community.
St. Peter Prince considers the following priorities when setting timelines for accepting admission applications:
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1.
2.
3.

Students currently enrolled in St. Peter School and their siblings
Any Catholic Church Parishioners
Non-Parishioners

International Students and Exchange Visitors
Schools must obtain a Certificate of Eligibility for Non-immigrant Students in order to enroll non-immigrant students
through the Departments of Catholic Schools (DCS).
The Archdiocese of San Antonio Department of Catholic Schools (DCS) is an approved agent to certify eligibility of nonimmigrant students through the Student and Exchange Visitor Program (SEVIS).
Each school should designate a SEVIS contact who shall work with the student, parent/guardian, and Archdiocese to
complete, process communicate, update, and verify all international students.
Schools are to implement the procedures below to facilitate the I-20 process for international students.
Before an I-20 form can be completed, the student must be formally accepted by the school and in compliance with all
of the school’s admission requirements.
The school forwards a copy of the student’s acceptance letter and I-20 Request Data Form (Form 3006A) to DCS at the
time of acceptance. The student’s acceptance letter should identify the parent/guardian in the United States who shall
be acting on behalf of the student in the SEVIS process. A copy of the legal guardian’s authority to act on behalf of the
student/parent is also required. The parent/guardian and SEVIS school representative shall work with DCS to complete
the computerized I-20 form via the SEVIS system.
The I-20 form is completed and printed out for appropriate signatures. The parent/guardian send the form to the
parent/student in the home country. The parent/student presents the I-20 form to the U. S. embassy in the home
country. The parent/student presents the I-20 form to the U. S. embassy in the home country to receive a visa for entry
to the United States.
When the student arrives in the United States and begins classes, DCS shall contact the school to verify the student’s
attendance and shall update the student’s initial status to active status.
The student’s attendance must be updated each semester, and DCS shall contact the school to verify the student’s
attendance.
Orientation
During the week prior to the beginning of the school year the offices are open for submission of registration forms and
other paperwork. Forms are available on the school web site: www.stpeterprince.org. Back-To-School Night is always
scheduled the Thursday prior to the first day of school for new and returning students and parents in all grades. Students
and parents have an opportunity drop off their school supplies and meet their teachers in the classrooms. Middle school
students are given the opportunity to make their elective choices. In addition, CYO, Scouts, Faith Formation, Parish
ministries, PTC, Weekday Children’s Program, and other informational booths are also available for parents to register
their children in these various activities.
Student Records
A cumulative (permanent) record is maintained on each child from his/her entrance to exit from St. Peter Prince School.
The record complies with the Texas Education Agency and the requirements for the Archdiocese of San Antonio. St.
Peter Prince School recognizes the parent and student's rights to privacy; thus, school records and family addresses are
accessible only to school officials and teachers at St. Peter Prince School who have a legitimate need. Records are
released to other individuals only with the written consent of a parent or guardian. If a child leaves St. Peter Prince
School, records are mailed directly to the child's new school. Parents are not permitted to “hand-carry” original records
to a new school. Any parent wishing an explanation or interpretation of the student's cumulative record can make a
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written request to the Principal; students 14 years or older can make a written request for an explanation or
interpretation of his/her cumulative record.
Withdrawal
Parents may withdraw students from St. Peter Prince School at any time during the year. When a student must be
transferred from St. Peter Prince School during the school year, parents are required to make an appointment for an Exit
Interview with the Principal at least five days prior to withdrawing. This allows the school time to ensure that all finances,
tuition, and cafeteria charges are cleared, and all library and textbooks are returned. When all charges are paid in full,
service hours completed, the parent exit interview conducted/concluded and all academic requirements met, St. Peter
Prince School is permitted to forward cumulative records to the student's new school. Written notification from the
parent must be received by the 15th of the previous month in order to cancel a bank draft. The right to deny admission
or request withdrawal of any student/family that does not meet the academic, behavioral, and/or financial obligations
as outlined within this handbook resides with the school administration.
Supply Lists
Each summer, a list of supplies to be purchased for the upcoming school year is posted on the school’s web site. As an
option, school supply bundles will be available for purchase online through PTC with delivery during Back-To-School
Night. Details on the supply bundles can be found at www.stpeterprince.org. Summer reading and other activities are
sent via email to assist students in preparing for the next school year.

SCHOOL SUPPLIES AND UNIFORMS
Textbooks
Textbooks are purchased by the school and rented to students. Each student is responsible for the set of books provided
for his/her use. All textbooks are neatly covered during the first week of school and must remain covered for the
remainder of the school year. Students may not write in textbooks or deface them in any way (including using contact
paper on the covers). Students will pay for books that are damaged or lost.
Backpacks
The school has limited classroom and locker space; students are asked to bring only one book-bag/back-pack (no larger
than 17”x11”x6”) to school; roller-bags or purses are not permitted. Students involved in sports may bring an extra sports
bag. Sports bags are taken to the gym before the school day begins for storage until practice. Book bags are not used to
bring items to school that are not allowed or which can be a distraction or a potential safety problem, e.g. toys, electronic
games, etc. Students may carry backpacks during the school day.
Lockers
A locker is assigned to each student grades 5-8 at the beginning of the school year. Students keep lockers clean and
orderly; they do not abuse them in any way. Materials may not be attached, glued, or painted on the locker, inside or
outside without teacher approval. The inside door of the locker remains free of posters, pictures, and the like. St. Peter
Prince School is not responsible for valuables left in lockers. When circumstances require a student to bring something
of value, the student may leave it in the Office for safekeeping or give it to the homeroom/advisory teacher. Lockers are
always closed properly and are not kicked or slammed shut to ensure they are able to close securely. Damaged lockers
are repaired as quickly as possible, at the expense of the assigned student. Students may not share lockers nor enter
any locker not assigned to them for any reason. Please note, the school Principal and/or Assistant Principal or designee
may search a student’s locker and its belongings at any time. If a student receives permission from their homeroom
teacher to place a lock on their homeroom or gym locker, the current combination or key must be submitted to the
teacher or coach.
Uniforms (revised 6/2013)
All students (K3-8) at St. Peter Prince School wear the school’s approved uniform beginning the first day of school through
the last day of school. Uniforms can be purchased at Dennis Uniform Company, 431 Isom Road or at
www.dennisuniform.com and used uniforms are available in the School Store next to the kitchen in the school’s cafeteria.
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Because uniforms look alike, all articles of clothing should be marked with the student's name; as ink markings eventually
wash out, it is best to mark frequently. Only St. Peter Prince School windbreakers, sweatshirts, or letterman jackets
may be worn while at school. Students may wear an all-white long sleeve shirt or turtleneck under their uniform shirt
or uniform blouse in cooler weather; no printed, logoed, or colored shirts may be worn under the uniform shirt or blouse.
Students may borrow and return the same day a missing tie or belt from the office in lieu of a discipline infraction. A $1
fee will be charged if not returned.
Dress Code Violations:
1st Offense: Written warning and/or telephone call to parent.
2nd Offense: Written notice of violation will be sent home. If parent can be reached, the parent may opt to bring the
appropriate uniform and/or clothing by 8:20 A.M. (For junior high students, the second uniform violation will result in a
discipline referral.)
3rd and subsequent offenses: Written notice of violation will be sent home and the parent/student pays the required
$10.00 fee. Parents may be required to pick their child up from school so that the student can change into the
appropriate uniform for school.
Pre-K3/Pre-K4 Uniforms
 BOYS: K3 and K4 students wear khaki twill walking shorts or pants with elastic waist and spirit shirts on Monday
through Thursday. Mass Days – Green polo knit shirt with St. Peter emblem with khaki twill pants.
 GIRLS: K3 and K4 students wear khaki twill walking shorts or pants with elastic waist, skorts or jumper with
spirit shirts on Monday through Thursday. Skorts/Jumpers should not be shorter than 3” above the knee when
standing.
Mass Days – Green polo knit shirt with St. Peter emblem with Sequoia plaid jumper or skort.
Shorts need to be worn under jumper.
Green v-neck pullover or cardigan sweater with school monogram
Boys Uniforms
Khaki pants or khaki shorts purchased from Dennis Uniforms. Khaki pants are required on Mass days.
 White long sleeve or short sleeve button down shirt with St. Peter emblem for Mass days
 Sequoia tie (grades K5-8 only) for Mass days.
 Green polo knit shirts with St. Peter emblem for regular school days



Plain black belt (mandatory in grades 5th-8th and optional in primary)
Green v-neck pullover or cardigan sweater with school monogram for Pre-K3-7th; 8th grade students may wear
gray sweater with school monogram



Black jersey shorts and t-shirt for PE (Grades 5-8 only) purchased from school store (5th grade-green shirt, 6th
grade is white shirt, 7th grade is white, and 8th gray shirts).

Girls Uniforms
 Sequoia plaid skort, skirt (4th-8th), jumper (K5-3rd), or khaki twill walking shorts/pants are options on non-liturgy
days for K5-8th. Skirts/Skorts/Jumpers should not be shorter than 3” above the knee when standing.
 Shorts need to be worn under skirt.
Either the Sequoia plaid skirt (4th-8th) or jumper (K5-3rd) is required on liturgy days.
 White poplin middy over-blouse with St. Peter emblem on back and Sequoia plaid tie (Grades K5-8)
 Green v-neck pullover or cardigan sweater with school monogram for Pre-K3-8th; 8th grade students may wear
gray sweater with school monogram
 Black jersey shorts and t-shirt for PE (Grades 5th-8th only) purchased from school store (5th grade-green shirt,
6th grade is white shirt, 7th grade is white, and 8th gray shirts).
 Undergarments cannot be visible.
Required Footwear
The following shoes are acceptable footwear for students at St. Peter Prince School:
• Boys wear solid black socks, no lower than crew size, with no markings of any kind
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•
•

•

•
•

Girls wear solid white socks or solid green or solid white knee socks, no lower than crew size.
Boys K3-4th: solid all black all leather (not canvas) laced or velcro sports shoes such as "Victory", "Andy",
"Winner", or "Ultra Walker Propet" from School Shoe Unlimited located at 2019 Vance Jackson Road or
www.schoolshoesunlimited.com or exact replicas. K3, K4 & K5 are required to wear Velcro shoes only.
Girls K3-4th: solid all white all leather (not canvas) laced or velcro sports shoes such as "Victory", Andy", “Ultra
Walker” or “Fun Walker Propet" from School Shoe Unlimited or exact replicas. No markings of any color
(including no gray or silver on) are permitted;
5th-8th grade boys and girls must wear a black leather penny loafer such as the Bass loafer and bring tennis
shoes for PE. Tennis shoes for middle school PE must be laced up athletic leather tennis shoes.
School shoes must be cleaned regularly, polished as needed, and never worn with holes or tears.

Administration follows the brochures provided by Dennis Uniform when making decisions on uniform compliance
(added November, 2012 by School Council as clarification item). That information can be found at
www.dennisuniform.com
Uniform Fit/Tidiness
Uniforms must always be clean, tidy, in good repair, and fit the student:
• One 8 mm. 18” chain with a religious medal may be worn inside the shirt
• One watch and one pair of stud earrings (for girls) is permitted (no other jewelry is allowed)
• Chokers, collar necklaces, rings, bracelets, etc. are not worn with uniform, nor during free dress or Jean Spirit
Days.
• Girls may wear hair accessories that are solid Red, solid Green, Green & White, solid Black, solid White or Sequoia
Plaid. They may also wear barrettes or hair clips that match their hair color.
The St. Peter Prince School uniform must be worn properly:
• Boys wear belts with shirts tucked in so that the belt is visible
• Pants are worn at or above the hips and are properly buttoned and belted
• Girls wear the school tie (no tie extensions please), and only SPS pins (e.g. NEHS/NJHS, Tiger Spirit, etc.) are
permitted on the tie. Skirts/skorts/shorts are not shorter than three inches above the top of the knee
• Exposed undershirts are not acceptable
Grooming
High standards of grooming are very important, not only at St. Peter Prince, but at all outside school functions as well.
• Hair is kept neat, clean, and away from the face:
 Hair is not dyed in unnatural hair colors or cut in faddish or distracting fashion
 For boys: ponytails, spiked and/or shaggy hair is not permitted
 Boys’ hair may not exceed two inches in length including the front or sides and may not touch the top
of the collar or cover more than half of the ear
 Boys’ hair nor sideburns may not extend lower than half of the ear
 Hair for boys may not touch the eyebrows and for girls may not cover the eyebrows
• Boys experiencing the growth of facial hair must shave.
• Tattoos and writing, temporary or permanent, may not be worn; body piercing is not allowed
• Students do not wear facial make-up, acrylic nails, or nail polish during school hours.
• The Principal is the final arbiter of neatness, length, and what is considered faddish or distracting.
Cold Weather Accessories
Mittens, gloves, scarves, and knitted/cloth hats are permitted outside of the school building only. Black, White, or Green
tights may be worn as long as socks are worn over tights.
Students may wear an all-white long sleeve shirt or turtleneck under their uniform shirt or uniform blouse in cooler
weather (below 60 degrees); no printed, logoed, or colored shirts may be worn under the uniform shirt or blouse.
Other jackets may be worn before or after school and to lunch/recess but are returned to the classroom or lockers during
the school day.
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Students are expected to be in complete and tidy uniform and shoes beginning the first day of school through and
including the last day of school.
Free Dress
Throughout the year, there are also days designated as Free Dress. Individual Free Dress Passes include the name of the
student and date of issue and/or expiration date. Clothing worn for Free Dress is in good taste and does not distract from
the learning process. Dresses or Skirts should not be shorter than 3” above the knee when standing. Poor taste is defined
as very baggy pants, t-shirts with logos or inappropriate advertisements (alcohol, sex, tobacco, drugs etc.), bandanas,
midriff, halter, strapless, exposed back, sheer or tank top shirts, and jeans with holes or tears. Bermuda shorts and capri
pants are acceptable, however, cut-offs, spandex or Lycra yoga type pants, form fitting bicycle shorts, wind shorts, and
shorts with holes or tears are not acceptable. All other requirements related to jewelry, nail polish, make-up, and shoes
(any closed toed shoes; no heels) are aligned with our uniform policy. The homeroom teacher or the administration calls
parents of students who are dressed inappropriately and asks that new clothing be brought to school or that the student
be taken home to receive an unexcused absence. The student will remain in a supervised designated area until the
infraction is corrected.
Jean Spirit
Beginning each September and running through May, students are permitted to wear a spirit shirt on Mondays. Students
who wish to wear regular denim blue jeans with their spirit shirt are assessed a $1 contribution for a designated school
item or project.
• School spirit shirt (ex: PTC spirit shirt, SPS sport t-shirts, SPS clubs, SPS scout, etc) PTC spirit shirts can be
purchased from the School Store.
• Blue jeans – Blue jeans are defined as regular denim blue jeans free of holes or tears. If there are designs on
the jeans they may be limited to the back pockets only. No shorts of any kind, cropped-style pants or flood
pants are permitted. Colored jeans, leggings/jeggings are not permitted. K3-4th grades – Wear regular school
shoes 5th-8th grades – Wear regular gym shoes
Spurs Dress Days
On designated days, when Spurs are scheduled to play, students are allowed to wear a Spurs t-shirts, jersey (with t-shirt
under), long-sleeved athletic shirt, or sweater. Please refer to the same rules as Jean Spirit Days.
Lost and Found
Items that are found are brought to one of the school offices. When a child's name is on the item, it is returned to the
child. If a lost article is not in the school office, please check the child's classroom(s), playground, and/or the cafeteria.

FACILITIES
General Description
St. Peter Prince School has three facilities. Administration offices for the Principal and the Primary Office Manager are
located at 112 Marcia Place in what is known as the Primary Building. The Primary Building houses K4 through 4th grade
including art studio and science lab. Across the street from the Primary at 103 Marcia Place is the Early Childhood Center,
which contains the Weekday Children’s Program. Our K3 is housed at 105 Marcia Place. The Annex Building is located
at 141 Grove Place - one block north of the Primary Building at the corner of Arcadia and Cleveland Court. The Annex
Building houses grades 5th-8th. The Annex Building is connected to the Community Center, which contains the gym, art
studio, conference room, science lab, and offices for the Assistant Principal, Office Manager, Account Manager, and
Physical Education teacher.
Reservation/Use of Facilities
Various groups for school and parish related activities reserve rooms in the Primary, Annex, and Early Childhood Center.
Reservations for school related activities are handled through the Primary Office Manager. Reservations for ancillary
activities such as Scouts are handled through the Parish Office at (210) 822-3367. Due to liability issues, all campuses and
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all parish property posts “No Pets/No Skateboarding at Any Time” signs to be followed by staff, students, parents,
parishioners, visitors, and neighbors.
Arrival and Dismissal of School:
Drop Off: You are welcome to walk your child into the cafeteria if dropping off between 7:00am-7:40 a.m., where we
provide free before-school care.
Also for safety reasons, students may not be outside classrooms prior to 7:40 a.m. as staff members are in meetings.
103 Marcia – Weekday Children’s Program
• Drop off 7:00a.m. in front of 103 Marcia Place
105 Marcia (PK3):
• Drop off 7:00 a.m.-7:40 a.m. at Cafeteria (below the church on Cleveland Court side) **no charge
• Drop off 7:40 a.m.-8:00 a.m. in front of 105 Marcia Place;
• After 8:00 a.m. drop off at Primary Office, 112 Marcia Place for a tardy slip. Our staff will escort the student to
his/her classroom.
Primary (grades PK4 - 4th)
•
•
•

Drop off 7:00 a.m.-7:40 a.m. at Cafeteria (below the church on Cleveland Court side) **no charge
Drop off 7:40 a.m. -8:00 a.m. at the Barilla parking lot site
Drop off after 8:00 a.m. at Primary Office, 112 Marcia Place, for a tardy slip.

Annex (grades 5th – 8th)
•
•
•

Drop off 7:00 a.m. -7:40 a.m. at the Cafeteria (below the church on Cleveland Court side); students will be
escorted to the Annex beginning at 7:40 a.m. **no charge
Drop off 7:40 a.m. -8:00 a.m. at Community Center parking lot, corner of Arcadia & Cleveland Court; into the
front glass doors and through the gym to homeroom—NO DROP OFF IS ALLOWED ON GROVE STREET.
After 8:00 a.m., drop off through Community Center and pick up a tardy slip in office area before proceeding to
homeroom.

Pick-up
103 Marcia – Weekday Children’s Program
Students are picked up by 3:30p.m. at 103 Marcia Place
Students not picked up by 3:45p.m. are put in After School Care and charged as a Drop In.
105 Marcia (K3):
• Students are picked up at 3:10p.m. at 105 Marcia Place
• Students not picked up by 3:20 p.m. are escorted to After School Care and charged as a Drop In.
Primary (grades K4 - 4th)
•
•
•
•

K4-4th Students are dismissed at 3:10 p.m. at the playground.
Students not picked up by 3:20 p.m. are escorted to After School Care and charged as a Drop In.
To ensure student safety, parents are asked to meet in the designated area and not to take students from the
line as the class is moving to the pick-up area.
Students wanting to go home with another student need a letter of permission from their parent.

Annex (grades 5th – 8th)
•

All students are dismissed at 3:30 p.m. Students exit only through the gym and out through the glass doors.
Cars should exit the school parking lot and proceed one-way down Cleveland Court.
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•
•
•
•
•

Parents may not park in the drive-through lanes in the parking lot.
No pickup is allowed on Grove Street.
Students not picked up by 3:40 p.m. are escorted to After School Care and charged as a Drop In.
Only students who have written permission from parent/guardian on file may walk home/ride bike or to bus
stop or other designated site, but are expected to leave school promptly without loitering at the Annex Building.
Students wanting to go home with another student need a letter of permission from their parent.

Minimum Days
These days are scheduled to accommodate teacher in-service requirements. All students are dismissed at 12:00 p.m. on
these days. Students not picked up by 12:15 p.m. will be escorted to After School Care and charged as a Drop In. These
dates are noted on the monthly calendar, published in the Tiger Tales, on our web site, and on the yearly calendar. After
School Care is not offered on the Wednesday before Christmas Break and the last day of school.
Student Telephone Use/ Cell Phones
The office telephone is a business phone and is used by students only in the case of an emergency. Permission from the
office staff is needed to use a school phone. The school phone is not used to make personal arrangements, such as
requesting permission to go to another child’s home after school. Students are not to use the phone to call parents to
bring items they forgot at home, unless cleared by the office. Pick-ups after sports practice sessions are arranged in
advance as practice generally ends at the same time each day.
Cell phone use is not permitted by students during the school day, including before school and after school care, and
students are to keep their phones powered off. In rare cases, a teacher may grant permission for a student to use their
personal cell phone for academic purposes. In these instances, the student is only granted permission to use their phone
for the specific task assigned and is not allowed to use the camera function, text function, or to play games, etc. At school
events, including sports events, dances, scouts, etc., cell phones remain in the off position or the adult in charge of the
event may insist that all phones be turned in prior to entering the event. Students must gain permission to contact
their parents by the supervisor/coach/staff and do so in their presence. Cell phones are never used in restrooms and
should never be turned on during school or school sponsored events.
A cell phone confiscated the first time is returned to the student at the end of the day with a documented warning. After
a second confiscation the phone is returned to the parent and a mandatory detention for the student will be issued.
After a third offense, the phone is returned to the parent, a mandatory detention for the student will be issued, along
with a $25 fine. A fourth offense results in the same outcome as the third, however the fine is increased to $50. Any
additional offenses after the fourth will incur a $50 fine, however the matter then also becomes one of disrespect of the
school, policy, and authority. At that point consequences then escalate beyond detention, and may involve any
reasonable disciplinary procedure at the school’s disposal, as determined by the Principal and/or Assistant Principal, to
meet the nature of the offense(s).

SCHEDULES and ACTIVITIES
Daily Schedules
St. Peter Prince School year includes 180 instructional days. Students are scheduled for a specified amount of time in
each subject area, following Texas Catholic Conference of Bishops Education Department (TCCBED) guidelines. Changes
are occasionally made with approval of the Principal or Assistant Principal.
In-Service Days
The Archdiocese of San Antonio requires all Catholic schools to conduct at least 70 clock hours of professional
development. In-service days are noted on the monthly calendar. Most of these days are early release days or are held
prior to the beginning of the school year.
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Inclement Weather
During inclement weather, local radio stations and television stations announce school closings when warranted. The
Archdiocesan Department of Catholic Schools makes the decision to close Catholic schools when the weather is bad
throughout the Archdiocesan area. St. Peter Prince School also closes school if Alamo Heights School District closes. We
also follow Alamo Heights with any “Late Starts” due to weather. Missed days are generally made up in accordance with
the Archdiocesan School policy. Listen for OFFICIAL ANNOUNCEMENTS MADE ON TV and RADIO STATIONS. Closures
will also be posted on the school web site and Facebook page.

FINANCIAL and SERVICE OBLIGATIONS
Tuition and Other Fees
Tuition rates are reviewed by the School Council and set each December for the following school year. Tuition agreements
are based on 10 or 12-month payment plans and must include a parent’s Social Security number and current address
and phone number. All registration and other fees are due prior to school start dates and are published on the tuition
and fee schedule posted on the school’s website. The 8 th grade graduation fee is payable in January. It is the policy of
St. Peter Prince of Apostles School to manage tuition accounts in a fair and timely manner in order to ensure the financial
well-being of the school.
All tuition and all fees are non-refundable. This is clearly stated on parent enrollment contracts. Signing the enrollment
contract indicates acceptance and obligates the parent to tuition payments for the academic school year. Refund
requests based upon financial hardships are to be directed to the Principal. Tuition, either collected in monthly
installments or pre-paid for the year, is non-refundable. Any decisions regarding refund requests are at the discretion
of the Principal.
•
•
•

•

•
•

•
•
•

Tuition payment is due on the 1st or 15th of each month beginning in July or August (depending on payment
plan) and running through May or June.
Tuition payments require an automatic draft/credit card authorization form.
A non-sufficient funds (NSF) fine of $35 is charged when required. After three (3) NSF charges for any financial
transaction with the school within a fiscal year (July 1-June 30) a family will be required to make all payments
with a money order or cashier’s check.
VISA, MasterCard, Discover, or American Express is accepted for tuition payments. Credit cards are presented
in person to the School Bookkeeper, in the Annex Building, and are not subject to refunds. To stop a bank draft
or credit card transaction, the Bookkeeper requires 5 business days before the draft is set to occur.
Access to RenWeb, report cards, and records is removed when financial obligations are not met.
Student(s) are withdrawn from St. Peter Prince School on the first day of the second month when tuition is not
paid or if a written payment agreement has not been made; re-enrollment charges will apply in addition to late
charges.
Diplomas, grades, transcripts, and report cards are released only after all fines, fees, charges, student and parent
service hours, and other obligations are recorded.
When a family experiences unusual or unforeseen circumstances, it is appropriate to call the Accounts
Manager before the third of the month; generally tuition assistance or special arrangements can be made.
Both the Archdiocese of San Antonio and St. Peter Prince School do have limited funds for tuition assistance to
families in need or to families who experience a crisis situation. Hope for the Future tuition assistance can be
applied for through the Archdiocese of San Antonio at www.sacatholicschools.org

The following criteria are necessary to qualify and maintain Parish (discounted) Tuition Rates:
• Registration and active participation as a member of St. Peter Prince of Apostles Parish for at least three or more
months.
• Stewardship participation is at least $50 monthly, payable to St. Peter Prince Church. Check, church envelopes
(marked with account number), bank draft or credit cards are accepted. Families can also give stewardship
through the St. Peter Church website using the online giving tab.
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•

When a discount for Parish Tuition Rates is selected, no other discounts apply (e.g. Brainpower discount) If
regular contributions cease, Parish Tuition payment will revert back to St. Peter Prince School regular tuition
rate. (Membership in the Parish is not affected.)

After School Care (ASC)
St. Peter Prince School offers an after school program in the annex building on school days from the time of dismissal of
school until 6:00 p.m (on a normal school day). The School Administration is in charge of ASC and oversees the operation
of the facility, collection of payments, and coordinates the program in accordance with the rules and regulations set
forth. Students are provided with a healthy snack (or parent may provide snack of their choice) and are supervised for
activities and homework/study time. The ASC staff enforces the same standards of conduct required of students during
the normal school day. Students are removed from ASC program on a temporary or permanent basis for misconduct,
failure to follow rules, or disruptive behavior.
ASC Registration - All students must be registered for ASC to cover the potential need for care in an emergency.
Registration forms are available in August or retrieved from the school web site at www.stpeterprince.org.
Policies, rules, payments and other information are available with registration forms. Monthly payment is
expected on the 1st or 15th day of each month. When payment is not received for the month, a $35 late fine is
automatically assessed. Children may not participate in ASC until payment is made. All payments require an
automatic draft or credit card authorization form. When a student is not picked up by 6:00 p.m., a charge of
$1.00 per minute period is assessed. There is a $15.00 charge per day, per child for students who are considered
Drop-ins. Chronic disregard for financial or other ASC policies requires a conference with the Administration.
Changes - If a family who has designated their student as a Drop-in then adjusts to a Monthly designation, the
amount paid for the Drop-in rate will be credited towards the Monthly rate. When a family changes from
Monthly designation to A Drop-in designation, or the student does not attend ASC for the entire month, the
unused balance is carried forward to the next month. Only one change is permitted each month. Occasionally,
students are dismissed at 12:00 p.m. Students (K3-8th) who remain on the campus following dismissal are sent
to ASC. On early release days, students not enrolled in ASC are charged $35 and may remain until 6 p.m.
Cafeteria
All lunches, whether purchased or brought from home are to conform to the national nutritional standards set for school
aged children. The cafeteria offers hot, nutritious meals from a catering company negotiated by the school named “Anne
Marie’s.” Prices for these meals are very reasonable; menus for the upcoming month are emailed to families and preordered and pre-paid. Checks should be made out to “St. Peter Prince of Apostles School” for school lunches.
If your child forgets his/her lunch, parents may bring it to the school cafeteria at the designated table – Do not take it
to the school offices as the lunch may not arrive at the right time. Please get a visitor pass from the office.
Be sure to have your child’s name on their lunch.
If you are needing a lunch for your student, please let the homeroom teacher know. The lunch fee will be billed to
your account. You will not pay at the office.
If a lunch is not brought to school, the student will receive a hot lunch. Parent will be charged for the lunch.
Due to lunch time schedules, we will no longer have microwaves available for students to warm up food.
Soft drinks are prohibited.
Parents are not allowed to use their Cell phones to take pictures in the Cafeteria (or anywhere else on campus), and
are generally discouraged from using them at all while volunteering.
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Students are expected to limit their volume to Partner Voice, as monitors must be able to hear students in distress (e.g.
choking or having an allergic reaction to a food item). Cafeteria rules are posted and are enforced by grade level; please
support staff and monitors in their efforts to ensure that students finish their meal and are safe while doing so.
Change of Mailing or Email Addresses
It is imperative the school be informed of any change of mailing address, phone number(s) and emails. It is up to each
family to ensure the information on file, including emergency back-up contacts should a parent not be available in the
time of crisis or emergency. The information posted on RenWeb1 is the current information the school has on file. This
can be accessed by logging into RenWeb1 and selecting the Family Information tab. If you need to update your
information, please contact Mrs. Becky Pawelek at becky.pawelek@stpeterprince.org or by calling the school at 210824-3171.
Custody of Children
St. Peter Prince School abides by the provisions of the Buckley Amendment regarding the rights of the non-custodial
parents. All court orders are to be on file in the student’s permanent record. In the absence of a court order to the
contrary, the school provides a non-custodial parent with access to the academic records and to other school related
information regarding the child. A non-custodial parent must give a 24-hour notice of a request. It is the responsibility of
the custodial parent to provide the school with an official copy of the court order when a court order specifies no
information is to be given to the non-custodial parent or the non-custodial parent may not pick up the child or see the
child. All divorced parents are encouraged to provide the school with a copy of the custody section of the divorce
decree. Unless otherwise noted, only individuals listed on the child’s registration forms are allowed to remove the child
from the campus.
Family Service Hours
St. Peter Prince School administers our Family Service Hours program. This program allows parents of our school children
to stay active in their child(ren)’s school life and encourages participation in activities associated with our St. Peter Prince
School and Church, such as CYO, Scouting, fundraising activities like the Halloween Carnival. Parents are needed to serve
as homeroom parents, volunteers to help with classroom or teacher needs, or even serve as a cafeteria monitor. Parent
involvement helps keep school tuition and fees low and it makes for happier and better-disciplined students. This
program also helps keep parents aware of their child’s academic life and school happenings, and lends to camaraderie
between parents and the staff.
The Family Service Hours program is an extension of the Tiger Spirit program. Tiger Spirit is a school-based program
designed to encourage the development and recognition of moral excellence within our student body. One of the
most effective ways of achieving this is through role-modeling. As parents participate in school events, they support
the goals of TIGER Spirit: Tolerance, Integrity, Generosity, Empathy, and Responsibility. Family Service Hour
Commitment and the Tiger Spirit Program reinforce our philosophy of a school community where all are welcome
and share in our goals of academic excellence, religious respect, and a reverence for life.
Hours Required
Each St. Peter Prince family is required to provide a minimum of 20 service hours within a school year. The hours
can be served by a parent, grandparent, or a family member who is 18 years of age or older, with current Criminal
Background Clearance, SAFE Environment Training, Sexual Misconduct Policy Certificate, and Bloodborne
Pathogen Training on file with Mrs. Harris. (The Service Hours cannot be earned by St. Peter Prince students as the
program is specifically designed to encourage a family’s participation in a child’s school activities. St. Peter Prince
students in grades 4-8 are responsible for their own service hour program – see page 17). A family’s service hours
should be submitted within the nine week term accrued, and all hours should be completed by the last day of school.
Hours worked and not submitted within the nine week term accrued will be null and void. Families can easily
submit their hours by filling out the online form on the school’s website. Parent must include the event coordinator
for verification. Event Coordinator will turn in a list of parent volunteers to the Account Mgr.
A family can track the Service Hours logged for their family by logging into their RenWeb1 account, selecting the
Family Information Tab. Then, click on the Family Home tab and click on the appropriate family member. A contact
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tab and Service Hours tab appears with the detailed list of tasks performed to earn Service Hours and the appropriate
number of hours. The number of hours are logged by person. A family should check under each parent to determine
their cumulative service hour total.

Non-Completion Penalty
There are plenty of Service Hour opportunities both during school, after school and on the weekends. However,
families who do not complete their Service Hours during a school year are charged a penalty of $500. When Service
Hours are not completed and/or the charges are not paid by the first week in June, the family loses its reserved space
for the following school year and is not issued report cards or diplomas. In cases of extreme hardship, in which a
family feels it cannot fulfill the required service hours, the reason for deferment is submitted to the Administration
in writing. No grievance or requests for deferment is heard without written submission. All grievances or deferments
are decided on a case-by-case basis. All deferments are reviewed mid-April to determine continuation or
cancellation for the next school year. Hours must be completed by the end of April. Non completed hours will be
billed via at a rate of $25 per hour.
How to Earn Service Hours
The following commitments are included in the minimum required hours for each family:
•All committee, sub-committee, and planning meetings (one hour) *approved committees only (see list below)
•Volunteer for work in a Halloween Carnival, St. Peter Church/School Gala or Dayosa booth, set-up and cleanup (one hour per actual hour worked)
*Please note that attending a class party or contributing food for a party does not count as service hours.
Committees Approved for Service Hours Participation
• Dinner/Dance Auction (Gala)
• CYO
• Grant Writing Committee, Hospitality Committee, Lunch-services Committee
• Religious Education – volunteer teacher for preparation for the Sacraments
• St. Peter Prince School Committees for Special Projects, School Council, PTC
• School Athletics
• Scouting Activities – Cub Scouts, Girl Scouts, Boy Scouts
Service Hours for Board Member Participation
Service on the following committees requires a great deal of participation and involvement on behalf of parents.
Those serving are required to attend school events and participate in the decisions made to enhance the St. Peter
Prince school environment. Service hours for active participation on these boards are as follows:
St. Peter Prince School Council
• Officers in good standing (per President’s decision) - 20 hours
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•
•

Board member on committees – 20 hours
Non-active members (per President’s decision) – 10 hours

•
•

Board member in good standing (per President’s decision) – 20 hours
Homeroom Parent (per President and Homeroom Coordinator decision) – 20 hours

PTC

CYO
•

Board member in good standing (per President’s decision) – 20 hours
Coach – 20 hours Asst. Coach – 15 hours.
• Team Mom – 5 hours
St. Peter Prince Church Service
• ACTS – 20 hours
• Knights of Columbus executive board – 20 hours
• Scout Master / Troup Leader – 20 hours
Fundraisers
Tuition is unable to cover the total cost of the quality education offered at St. Peter Prince School. The parish and school
sponsor fundraisers to raise money for specific projects. St. Peter Prince Parish and St. Peter Prince School partner in
fundraisers to limit the number of fundraisers held. The PTC also coordinates a limited number of school fundraisers. St.
Peter families are asked to support the fundraising efforts of the school so we can ensure quality programs and services
for students. PTC dues are not prorated and are payable in July. Families are asked to purchase/sell at least $100.00 in
Catholic Life raffle tickets AND $100.00 in Halloween raffle tickets each school year. PTC hosts the annual Halloween
Carnival in the fall. The funds from the Catholic Life raffle go to support the operating expenses of the school. The main
fundraiser in the spring is a Gala which includes a dinner and the funds raised from this event also support the main
operating account for the school to help keep tuition expenses low for families. Other fundraising activities such as Family
Nights at EZ’s are scheduled as announced in Tiger Tales; a percentage of the sales is collected and donated for school
programs and projects.

SPIRITUAL & ACADEMIC PROGRAMS
Religious Studies
Catholic education is a gift that the Catholic community and parents give to children during their formative years. At St.
Peter Prince School, we teach virtues and values, respect for the environment, and reverence for all of God's creation.
We seek truth and stand witness to truth. We strive to be good citizens of this country and to be bold and passionate
disciples of God's kingdom. We offer excellence rooted in Jesus Christ. The Religious Studies program serves a
multifaceted mission: to teach the message of Jesus, to nurture a personal relationship with God, to provide an
understanding of our Catholic faith and its traditions, and to build community. Through instruction in Catholic doctrine
and scripture, regular participation in the Catholic liturgical experiences, and most importantly with family support, this
mission is carried out. The specific objectives of our religious studies are:
• Message: Through the light of instruction in the basic doctrine of our Catholic faith, the study of sacred scripture,
the sacramental life and the moral life, we deepen our awareness and knowledge of who God is.
• Community: Through interaction in a loving, worshiping community, we are led to a greater awareness of how
God acts in our lives and we are helped to deepen and strengthen our relationship with God and one another.
• Service: Through involvement in acts of loving service to one another and the community, we strive to imitate
the actions of Jesus, the early Christian community, the saints and the contemporary Christian leaders.

Daily Prayer
Prayer is an essential and daily part of each day at St. Peter Prince. The day begins and ends with prayer and students
pray frequently throughout the school day.
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Liturgy
Students at St. Peter Prince attend and participate at liturgy each week, generally Friday morning. Students help plan and
participate in the Mass, following the liturgical calendar. Students also attend Mass on the High Feast Days of the Church.
Parents and family are welcome to attend these services with their child(ren). Students are encouraged to make an
offering at every school mass; offerings are deposited in a tuition assistance fund for SPS families encountering financial
crisis during a school year.
Sacramental Preparation
St. Peter Prince School partners with St. Peter Prince Parish for preparation to receive the sacraments of First Eucharist
and Reconciliation. Students are prepared for the First Eucharist and Reconciliation in second grade through the Faith
Formation Office of St. Peter Prince Parish. More specific information is given to students preparing to receive the
sacraments in August/September of each school year.
Retreats
St. Peter Prince School plans a retreat for 8th graders during the school year, generally in October. The school and the
Parish Youth Ministry Office also plans retreats or activities open to middle school students during the school year that
expand access to a deeper understanding of our faith.
Big Brothers/Big Sisters
Through homeroom/advisory teachers, upper-grade students are paired with lower-grade students in a big brother/sister
program. The purpose is to form a bond of Christian friendship and Academic support. Classes generally meet
immediately following Prayer Service or Morning Prayer on the first Friday of each month as well as other planned
activities.
Student Service Hours
Students in grades 4-8 give a minimum of 55 service hours to meet graduation requirements for St. Peter Prince School.
The Religious Studies teacher monitors and approves Service Hours. Many classes select a service project to devote their
time to beginning each August. Homeroom teachers collect service hour forms. The following are required but not
limited to:
• Grade 4: 5 Hours
• Grade 5: 5 Hours
• Grade 6: 10 Hours
• Grade 7: 15 Hours
• Grade 8: 20 Hours
Service Hours are completed, documented and logged into the stpeterprince.org website under “Student Life” tab within
the nine week term the hours are accrued; the total hours are to be completed no later than the last day of school for
the year. Students are expected to log their service hours through the online form located on the school’s web site. Half
of the service hours for students are due by December.
Human Sexuality Education
St. Peter Prince provides an education program in family living, human sexuality, AIDS Education, and sexual morality
appropriate to the age and maturity of the students according to the guidelines of the Archdiocesan Religion Curriculum
Guide.
Student Morality
St. Peter Prince School follows the Archdiocesan policies that address issues of student morality, specifically related to
pregnancy, abortion and cohabitation. These policies are found in the Archdiocesan Handbook of Policies and
Regulations, Policy #4700 at www.sacatholicschools.org.
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ACADEMICS
Along with the required core courses, St. Peter Prince offers a variety of courses that are both challenging and fun. The
amount of time spent in each class is determined by TCCED guidelines.
• The Early Childhood Program focuses on language development and socialization through developmentally
appropriate activities.
• The Primary Curriculum provides a strong emphasis on the basics, while giving students a variety of opportunities
for hands-on learning.
• The Intermediate Curriculum continues an emphasis on basic skills and increases the level of self-responsibility
and expands learning opportunities.
• Students in grades 6-8 are offered electives. Some electives meet on Monday and Wednesday and others meet
on Tuesday and Thursday. Students select a combination of Monday, Wednesday and Tuesday, Thursday
electives so they attend an elective four days per week.
• All students’ grades PK3-8th will have Spanish class during the week.
Progress Reports & Conferences
Progress information is available via RenWeb1 throughout the school year. Teachers are available to discuss student
progress by appointment at any time.
Report Cards and Grading Periods
St. Peter Prince School follows the Archdiocesan nine weeks grading period schedule. Numerical
grades are used from 1st through 8th grade.
The following grading scale is used for K3 and K4:
E – Excellent
S – Satisfactory
P – Progress
N – Needs Improvement
N/A – Not Applicable
The following grading scale is used for K5:
E - EXCEPTIONAL
V - VERY GOOD PROGRESS
G - GOOD PROGRESS
L -LIMITED PROGRESS
A – Accomodations
M - Modified
Conduct
O – Outstanding
S – Satisfactory
I – Improvement Needed
U – Unsatisfactory
Christian Growth/Work Study Skills/Comments
+ Outstanding
/ Satisfactory
_ Unsatisfactory
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Grades 1 through 8 use the following evaluation keys:
94 - 100 EXCEPTIONALLY HIGH ACHIEVEMENT
85 - 93.9 HIGH ACHIEVEMENT
75 - 84.9 AVERAGE ACHIEVEMENT
70 - 74.9 LOW ACHIEVEMENT
0 - 69.9 FAILURE
“INC” designates INCOMPLETE WORK and converts to a 0 if not completed
A – Accomodations
M - Modified
The following codes are used for Conduct and for certain subjects:
O - OUTSTANDING EFFORT
S - SATISFACTORY EFFORT
I - IMPROVEMENT NEEDED
U - UNSATISFACTORY EFFORT
Curriculum
The curriculum at St. Peter Prince is an Archdiocesan curriculum (founded on Christian values and authentic Catholic
doctrine) based on the Texas Education Agency (TEA) essential elements as part of the Texas Essential Knowledge Skills
(TEKS). Our campus curricula program is accredited by TCCED (Texas Catholic Conference Education Department). It is
our philosophy and belief that our curriculum demonstrates an excellence in academics, rather than merely the
essentials of academics, since our curriculum is based on national standards.
Email/Phone Calls
St. Peter Prince places a high priority on communication between parent and school personnel. Teachers can be reached
via email and email addresses are available at www.stpeterprince.org. Please feel free to contact administration if you
are having difficulty getting a reply from staff in a timely (within 48 hours) manner.
How to Schedule a Conference with a Teacher
• Send a written note or email to your child’s teacher requesting a conference suggesting a time and day; give a
reason for conference so the teacher can be prepared, provide a phone number where you can be reached in
case the time you gave is not convenient for the teacher.
• Call the school office to request a conference with a teacher. The message is given to the teacher. The teacher
will either set up the conference time or the secretary will return your call giving a time and day.
Progress Reports/Report Cards
Parents can access their child’s grades or check their progress at any time through Renweb1. Report cards will be
emailed to families at the conclusion of each quarter. A final hard copy of the report card will be mailed home to
families at the conclusion of the school year, provided that all financial accounts are cleared with the accounting office.
Deficiency Reports (4th – 8th grade only)
When a student earns a grade of 75 or below in class work, homework, or a quiz/test or project, an email notification is
generated through RenWeb1 and sent to the parents. Parents are asked to check their email daily, or at least a few
times a week to benefit from this important communication tool. The most current grade reports are always available
on our RenWeb1 system.
Independent Study (Homework)
Homework is an important part of a student’s education. The purpose of homework is to reinforce and extend what a
student has learned in class and to develop self-discipline, personal responsibility, and independent thinking. Teachers
assign a variety of homework assignments, (some may not be written assignments) to provide students an opportunity
to develop various skills such as reading, collecting, interviewing, researching, and to review programs such as those on
radio or TV. Homework assignments vary by grade level. Upper grades are frequently given long-term assignments to
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assist with time-management skills, research skills, and higher order thinking skills. Generally, students are assigned 1020 minutes of independent work per subject per grade level, i.e. a typical 4th grade homework load is generally 40-60
minutes, plus unfinished class work if applicable. All students are encouraged to practice their Spanish
vocabulary/listening skills/conversation skills at least 10 minutes each night including weekends. All students should
read at least 20 minutes per night.
Standardized Practice for Late Homework
•
To receive full credit for an assignment, work should be completed satisfactorily on the date it is due when the
student meets for that class.
•
When an assignment is one day late, the grade automatically begins at 90%. (Anything incorrect on the
assignments is deducted from the 90.)
•
When an assignment is submitted more than two days late, the grade recorded will not be higher than a 60.
•
If three (3) late homework assignments are accrued per subject in one grading period, a student is issued 1 day
of detention for 5th-8th grade students.
A student whose absence is excused is allowed three (3) school days to make up schoolwork missed on those days. It is
the student's responsibility to find out what assignments were missed. If a student will be absent for an extended period
(two (2) or more days), homework for the student should be picked up by contacting the homeroom/advisory teacher
before noon on the second day of absence. Students are not penalized for excused absences when assignments are
handed in on time.
Student Planner/Assignment Book
An Advisory Period (8:00-8:15 a.m.) is built into the school schedule so that students can make sure they begin their day
successfully. In grades 1-8, a planner or assignment book, purchased from the School Store, is required and used as a
systematic, organized way for students and parents to monitor daily academic progress. Students are to use a
planner/assignment book with space to record all assignments. When the student is absent he/she copies information
on the class work missed. The student also copies the assignments missed. Failure to bring a planner/assignment book
three (3) or more times in a grading period generally constitutes one day detention for 5th-8th grade students. Students
in grades 1-4 will receive an email from teacher. After the 3rd offense, a parent conference will be scheduled.
Testing Program
The Archdiocesan testing program is used at St. Peter Prince School. The Iowa Test of Basic Skills (ITBS) is administered
during the spring for grades K5-8, plus COGAT (Cognitive Ability Test) in 2nd and 6th grade. Parents and teacher(s) are
given the results of the test(s). Students in grades 5 and 8 are administered the Assessment of Catechesis/Religious
Education (ACRE) test in the spring to evaluate the Religious instruction program.
Annex Hall Passes
Students are not allowed in the Annex hallways or restrooms without a Hall Pass issued by their Homeroom teacher, the
librarian, or a classroom teacher except during passing periods.
Attendance and Absence/Illness
State law requires attendance at school. Accordingly, students are expected to attend school unless there are valid
reasons for absence. Valid reasons, such as sickness, are considered as excused. Invalid reasons, such as extra vacation,
are generally considered unexcused. Parents may petition the school when unusual circumstances require unforeseen
absences. In all cases, absences are explained in writing by the parent upon the student's return to school. In accordance
with Texas State Law, each student must be present a minimum of 90% of the days a class is offered. St. Peter Prince
has a school year of 180 days, meaning a student may not miss more than 16 days in order to receive credit for the class.
After the 16th absence, a student may be required to repeat a specific course/class/subject or grade. Students may be
required to make up time after school hours or during weekends for excessive absences. A fee of $25 will be paid by
the parent to cover supervision of make-up time. In all cases, students are liable for all work missed and are subject to
the discretionary authority of the Principal for determination of whether absences are excessive. If a student is
continually absent without a legitimate excuse, the parents are notified and a conference set up with parents, teacher,
and administration. If no improvement occurs within a reasonable amount of time, the principal initiates corrective
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measures, including removal from school. Parents are encouraged to make medical and dental appointments outside of
the normal school hours. When excessive tardies or early dismissals for medical, dental, or other reasons are accrued,
the administration takes action deemed necessary to correct the situation. When a student must be absent from school
for longer than 2 hours, he or she is counted absent for half (½) of the day. If a student becomes ill during the school
day, the school contacts the parent or guardian designated to pick up the child. The administration requires a written
note from a physician for absence due to chronic illness. To receive credit for a class or course a student must be in
attendance at least 90% of the time for each class. Arriving late or leaving early will jeopardize a student’s completion
of their grade or class.
Tardiness
Prompt arrival at school is expected of all students. Late arrival disrupts class and causes loss of instructional time. A
child is tardy if he/she is not in the classroom by the designated time for his/her building. Please note that $5 is assessed
each time a child exceeds three tardies (either tardy to school or tardy to class) in a grading period. This fine is deposited
in a Scholarship/Tuition Assistance fund. Students who are tardy more than three days or leave early are not considered
for perfect attendance awards. A student who is tardy more than 25 minutes is recorded as absent for that class or
subject (please remember that more than 16 absences can lead to failure to get credit for that class or subject).
K3 to 4th grade: Students arrive in their classroom by 8:00 am. Students arriving after 8:00 am stop by the
primary school office for a tardy slip. After the third tardy in a grading period, a $5 fine per tardy is assessed and
deposited into our Scholarship/Tuition Assistance Fund. Students may not be on campus, except in the
Cafeteria, prior to 7:40 a.m. as adult supervision is not available.
5th-8th grade: Students arrive in their classroom by 8:00 a.m. Students arriving after 8:00 a.m. stop by the annex
office for a tardy slip. After the third tardy in a grading period, a $5 fine per tardy is assessed and deposited into
our Scholarship/Tuition Assistance Fund. Students may not be on campus, except in the Cafeteria, prior to
7:40 a.m. as adult supervision is not available.
Promotion/Retention and Failure/Summer School
A student may be promoted to the next grade at the end of the school year when the academic average in each subject
is at least a 70 and attendance requirements are met.
• Obtaining a final average of lower than 70 in any subject, the student takes an extensive summer school course
for credit in order to pass.
• Obtaining a final average of below 70 in more than one of the core subjects (Religion, Reading/Literature/
Spelling/English, Social Studies, Science, Math, Spanish or PE), the student is retained at the present grade level
for the next school year.
Academic Probation
A student is placed on academic probation for consistent lack of cooperation in the academic area, frequent absenteeism,
lack of preparation for daily class, failure to do the assigned class work, failure to complete independent study work
(homework), or a visible disregard for learning. Should a student continue in these habits, parents are asked to withdraw
the child from St. Peter School. Academic probation is a very serious matter. Students on academic probation do not
participate in extracurricular activities and generally are not asked to return the following school year.
Procedures for Academic Probation
After three notices are made to parents by one or more teachers, the parent may be notified by letter or email that the
student has been placed on the first step of Academic Probation. If improvement is not shown and maintained, a
conference with the Administration, student, teacher(s), and parents is conducted. This is the second step toward
Academic Probation. If satisfactory progress is not maintained, the parent is notified that the student has been placed
on Academic Probation at a conference with the Administration and (if necessary the teacher). The terms of Academic
Probation are clearly outlined in the conference and put in writing for parents and staff. Students on Academic Probation
do not participate in extracurricular activities (sports, games, plays, dances) until all expectations set in the terms of
probation have been met.
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Conflict Resolution
Every effort shall be made to resolve situations at the lowest possible level so that the education process can continue.
Before differences become grievances, both parties shall make every effort to resolve problems through open
communication. If a parent seeks resolution of a situation relating to a student, the following steps should be taken:
 The parents should request a conference with the teacher to check their understanding and try to resolve the
problem.
 If the matter cannot be satisfactorily resolved with the teacher, the parent may then discuss the issue with the
teacher and principal.
 At the conclusion of the meeting, the Principal’s decision regarding the issue is considered final. The Principal
may recommend professional Counseling Services or Pastoral spiritual guidance to help bring a resolution to the
matter.
Statement of Non-Discrimination
No person shall be discriminated against, and no reprisals of any kind shall be taken against any person solely because of
participation in the conflict resolution process.
Academic Honor Roll
The Academic Honor Roll is determined by a student's grade in each core course only for grades 3rd – 8th. The following
are considered core courses: Religion, Science, Social Studies, Math, English/Language Arts/Reading.
• High Honors (Gold Ribbon) – An average grade of 94-100 in each core subjects with no U's where
subjects are graded with O, S, or U and no grade lower than an 85 in each Core class per 9 weeks.
• Honor Roll (Silver Ribbon) – An average grade of 85-93.9 in each core subjects with no U's where
subjects are graded with O, S, or U and no grade lower than an 85 in each Core class per 9 weeks.
National Elementary Honor Society (Grades 4-5)
Requirement for membership are scholarship (94% average in core courses and no grade lower than an 85%),
responsibility, leadership, and service. Students who meet the scholarship criteria are invited to apply for National
Elementary Honor Society (NEHS); all applications submitted by the deadline are considered by the faculty committee
and selected if they meet all the standards of the National Organization. Students are inducted into NEHS in the spring.
National Junior Honor Society (Grades 6-8):
The National Junior Honor Society (NJHS) recognizes outstanding middle level students. More than just an honor roll,
NJHS serves to honor those students who have demonstrated excellence in the areas of: scholarship, leadership, service,
and citizenship. To be eligible for membership the candidate must be a member of those classes (second semester sixth
grade, seventh grade, eighth grade designated as eligible in the chapter bylaws). Candidates must have been in
attendance at the school the equivalent of one semester. The minimum standard for scholarship is a cumulative
scholastic average of at least 94% and no grade lower than 85%. Candidates are evaluated on the basis of service,
leadership, character, and citizenship and must meet all the standards of the National Organization. The selection of each
member to the chapter is by a majority vote of the Faculty Council named by the Principal prior to each school year.
Disciplinary infractions that breach the code of conduct related to any of the above are grounds for removal from NJHS.
St. Peter Prince Annual Awards Criteria
At the end of the school year, recognition is awarded to students on the basis of achievement and effort. PreKindergarten and Kindergarten receive a promotion certificate. First through eighth grade students each receives a
certificate with commendations. Principal awards, special awards, and honor awards are also given to students who earn
them. Third through eighth graders who meet the criteria are eligible for the Presidential Academic Silver or Gold
Academic Award at the end of the year.
Presidential Awards – The President’s Award for Educational Excellence is designed to recognize students who
work to achieve their full educational potential. The criteria for selecting students to receive this award is:
• Student must earn a 90 or above grade point average for each 9 weeks of the current academic year
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•

The President’s Award for Educational Improvement recognizes students who show outstanding
educational growth, improvement, commitment or intellectual development in their academic
subjects. It is meant to encourage and reward students who work hard and give their best effort in
school.
• Student must earn a 85 or above on IOWA Assessments
• Displaying “integrity” and “exceptional judgement” resulting in Zero Behavior Referrals this school year
• 95% percent attendance (no more than 10 days absent this school year)
Principal Awards – The Principal’s Award is given to students who submit work on time, are involved in extracurricular activities, are helpful to others, observe school rules, are courteous and respectful to everyone, are
friendly and enthusiastic, neat in dress, show respect for property and others, use proper language, show
leadership, show school spirit and are involved in service away from school.
• Student must earn a 90 or above grade point average for each 9 weeks of the current academic year
• Perfect attendance for the current academic year
Graduation Requirements
Eighth grade graduation requirements are set in the tradition of high quality Catholic education in forming personal
Christian values, and for maintaining the academic excellence noted at St. Peter Prince. To participate in the public
graduation ceremonies at St. Peter Prince and to receive a diploma, a student must have at least a 70% in each subject.
An 8th grade student who fails one core course may take a rigorous summer school course to graduate, participates in
graduation, but does not receive a diploma until the course work is completed and the student earns a grade of at least
75% in the summer school class. A student who receives an average below 70% in more than one subject does not
participate in the graduation ceremony and does not receive a diploma. The valedictorian and salutatorian are named
based on their academic status within the 8th grade year; the highest GPA and second highest GPA based on 8 th grade
coursework at the end of the last grading period. If there are 2 students that tie for valedictorian, they will be covaledictorians for graduation. The second highest student will be named salutatorian. The average is calculated by
averaging the nine week grading periods of 8th grade.
A diploma is withheld from a student for the following reasons:
• Incomplete assignments pending
• Textbooks, library books, or other loaned materials not returned
• Tuition and other incurred expenses not paid. (i.e. lost or damaged textbooks, library books, damaged
school property, etc.)
• Student or family Service Hours incomplete
• The student's behavior throughout the school year was problematic. (Policy adopted by School Council,
June 1982, revised 1987, reviewed 2012)
Graduation Ceremony
Students in the 8th grade who have met all of the requirements for graduation take part in the graduation ceremony held
in May. The school and eighth grade class parents are responsible for the ordering of invitations, reservation of facilities
and reception details. The 7th grade class parents are in charge of setting up, decorating, and cleanup of the ceremony.
All 8th grade awards and scholarships are presented at graduation.

SCHOLARSHIPS
The PTC Scholarship
Each year the PTC awards deserving 8th grade students with scholarships based not only on their academic success but
their initiative and drive when it comes to fostering a strong school and community culture. Criteria for the PTC
scholarship award include:
• The academic average of at least a “90” for seventh & eighth grades
• The student exemplifies good behavior
• The student demonstrates school spirit by participating in school projects, activities such as choir liturgies, class
projects, sports etc.
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The student demonstrates involvement in parish and community projects
The student presents two letters of recommendation from teachers
The student presents one letter of recommendation from an adult who is neither a teacher nor the student's
parents
The student writes an essay on "Why I Want To Continue My Education in a Catholic High School"
The completed application form and all documents are submitted to the Principal by the posted deadline. The
selection committee consists of the Principal, a teacher and officers or delegates of the PTC. No person on the
selection team may have a child applying for the award.

Brainpower Scholarship
Every student who graduates from St. Peter Prince School and is admitted to a Brainpower High School (St. Anthony’s
Catholic High School or Incarnate Word High School) receives a $1,500 scholarship for each year of attendance at either
High School for up to four years.

EXTRACURRICULAR ACTIVITIES
Availability of the extracurricular activities listed below may be affected, year to year, by the number of student
participants, staffing and available resources.
Athletic Program
St. Peter Prince offers a variety of sports opportunities. Students may participate in volleyball, football, basketball, soccer,
track, cross-country, softball, golf, and cheer. The Athletic Director oversees the fiscal management and scheduling of
the Athletic Programs. Athletic booster clubs, made up of parent volunteers, assist in fundraising, uniform distribution,
and other related and necessary activities to help supplement a successfully run program. The St. Peter Prince Athletic
Handbook has been established for further policies and guidelines. This guideline can be referenced on the school’s web
site.
Athletic Expectations
Students are encouraged to participate in extracurricular programs after school. These activities are under the direction
of the Athletic Director and coaches. St. Peter Prince is a member of the Archdiocesan Catholic Schools Athletic League
(AIAL). The sports usually include an A and a B team. Students who are interested in school sports should request a copy
of St. Peter Prince Athletic Handbook. The book can also be found on the school’s web site. To be eligible to participate,
students may not be failing a subject, model Tiger Spirit values at all times, and remain current on athletic financial
obligations. Students must have an overall average of 70 or better in all subjects and no grade less than 70 to
participate. The Athletic Director will re-check student eligibility during the middle of each sport season to determine
whether students are allowed to continue to participate in athletics.
Spirit Team
Students entering grades first through eighth may participate in Cheer. Cheerleaders remain eligible to serve in this
capacity by maintaining an overall average of 70 or better and no grade lower than a 70 in each subject, following the
code of conduct, displaying TIGER Spirit at all times, attending required cheer events/practices and keeping current on
financial obligations.
Choir
Choir is an elective class for students in 6-8th grade. The School Choir sings at all liturgies and performs at various functions
such as the Light the Way ceremony at the University of the Incarnate Word.
Plays and Symphony
Throughout the course of the year, St. Peter Prince drama program and the UIW Drama Department and/or Catholic High
Schools may present plays or musicals. Students in announced grades may try-out for the plays. Tryouts and practice
schedules are set up and announced by the faculty.
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Art
Art exploration is incorporated into the primary school curriculum on a weekly basis. Students in pre-k3 through 5th
grade attend art twice a week and students in 6th through 8th grade may choose art as an elective.
Music
Music is incorporated into the primary school curriculum on a weekly basis. Students in pre-k3 through 5th grade attend
music every other week and students in 6th through 8th grade may choose music as an elective.
Theatre Arts/Drama
All students in PK3-5th grade will attend Drama class and learn the essentials of public speaking and voice projection.
Music will be incorporated into Drama class. Middle school students can select Drama as an elective.
The Theatre Arts Drama program at St. Peter Prince School includes every aspect of producing a play and students who
are in 4th through 8th grade can participate. Two productions are presented for the school and parish each year: a drama
in the fall and a musical in the spring. Auditions for cast are open to students in grades 4 through 8 and held after school.
Rehearsals are generally arranged before school, after school and weekends, and technical and stage work times may
also be required.

OTHER SCHOOL RELATED ACTIVITIES
Yearbook
A Yearbook is published each school year. A student committee works on the book during the school year during their
middle school elective class. Yearbooks are ordered through the yearbook company’s web site and distributed in
August/September of the next school year.
School Sponsored Dances (Grades 6, 7 & 8)
Several times a year classes host dances. These opportunities provide students a chance to utilize their social skills in a
safe, chaperoned environment. Only students who attend St. Peter Prince are permitted to attend, unless otherwise
noted. Students abide by the student code of conduct to remain at a dance. If a student refuses to abide by the rules
set forth for school dances they are asked to call home to be picked up. The Principal may deny the student permission
to attend future dances.
Class Parties/Birthday Wishes
Class parties are held at Christmas, Valentine’s Day, and at the end of the school year. Other class parties are held only
with the permission of the administration. Invitations to a student's birthday party may be given out at school only when
EVERY STUDENT IN THE CLASS RECEIVES AN INVITATION or IF EVERY BOY RECEIVES AN INVITATION or IF EVERY GIRL
RECEIVES AN INVITATION. If only a few students are to receive an invitation, they may not be handed out at school. This
includes before school, during school hours, after school, sports practice, etc. When the whole class is not invited to a
party, hurt feelings, cliques, and emotional upsets occur and can interfere with learning.
The school is not a proper setting for a formal birthday party due to disruption of the academic day. Parents should
refrain from sending gifts, balloon-grams, flowers, limos, etcetera. On a student’s birthday, or one day during the week
of the student’s birthday, parents may send cupcakes or cookies to be enjoyed by their class at a time of the teacher’s
choosing. No drinks or cakes please. Parents or guests, other than the students in a given class, may not attend.
Summer birthdays can be recognized in May.
CYO Sports
The CYO sports are under the jurisdiction of St. Peter Prince Parish. Parents have been organized to direct CYO sports for
Pre-Kinder through 4th grade. Students in grades 5, 6, 7, or 8 who do not play on the St. Peter Prince School teams may
participate in CYO sports programs through other parishes. The CYO is governed by a local executive board.
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Scouting
All levels of scouting troops are given permission to wear the Scout uniform to school on their meeting days. Scouts are
expected to live up to the code of ethics and honor as described in the scout handbook especially while wearing the scout
uniform. If you are interested in enrolling your student in Scouts, please use the school’s web site for contact information.

HEALTH and SAFETY
Illness/Injury
When the school determines that your child is ill, we expect you or a representative to arrive within 30 minutes to one
hour maximum. It is paramount that you give us current telephone numbers as well as emergency contact names and
telephone numbers. If the parents cannot be reached, then the emergency contacts will be called to pick up your child.
Any child with a temperature of 100 or above or vomiting is sent home. A student should be fever free without the aid
of medication for 24 hours before returning to school following an illness. Students are to be kept home when they have
a cold, sore throat, temperature, eye infection, skin eruptions, swollen glands, nausea, vomiting, or diarrhea. Any child
exhibiting such symptoms is sent home. Parents are required to notify the office if a student is ill. Please notify the
school if your child has a communicable disease. When a child returns to school after having a communicable disease,
he/she must present himself/herself to the office with a written note from a doctor saying he/she can be readmitted to
class.
Lice
Any child sent home with lice may not return until all signs of lice are gone. The Archdiocese of San Antonio follows the
nit-free policy of many local, county health departments. The Health Coordinator must check the student before
he/she is allowed to return to class. A student sent home with lice may not return to school until all signs of lice are
gone, approximately 48 hours.
Medication
Only medication necessary for a student to remain in school is given during school hours. Medication is brought to the
office by the parent. If the medication is liquid, it should be accompanied with a calibrated medication dispenser that
has legible numbers on it. Only medication prescribed by a licensed physician or dentist and labeled by a registered
pharmacist is administered during school hours. Only the Health Coordinator or her designee dispenses medication.
Over-the-counter medication (including but not limited to acetaminophen, ointments, cold tablets, and cough drops) is
only given during school hours if accompanied by the Archdiocese of San Antonio Medication Permission Request Form
signed by the parent/guardian and a specific prescription of a physician indicating the medical reason for use. This form
can be found on the school’s web site. Student medication must be in its original container clearly labeled with the
following information:
• Student Name
• Physician/Dentist name
• Date
• Name of medication
• Dosage
• Directions for Administration
• Duration of Administration
Medication that has expired is not administered. Unused medication is returned directly to the parent. By physician’s
written direction, self-administered inhaler medications and Epinephrine Pens (EpiPen) may travel with the student via
teachers.
Health Files
St. Peter Prince School maintains a health file on each child that contains a record of immunization, vision and hearing
screenings, pertinent medical information, and the child’s doctor's name. Health records are treated as confidential; they
are available to the Administration, nursing staff, and professional staff. The student's original health record is given to
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the receiving school when the student transfers to another school. Each child entering St. Peter School must have
received the basic series of immunizations as required by state law and Archdiocesan policy. Students with incomplete
immunization records are not admitted to class until their record is current. It is the parent’s responsibility to keep
their child’s immunization record current.
Screening Tests
Visual and auditory screening tests are given to all children each year. These tests are required by the State of Texas.
Screening for scoliosis is done in 6th grade annually. This is a required screening by the State of Texas. A parent may
choose to have screening done by a physician. Documentation of such screening must be presented to the school by the
end of September of current school year.
Supplemental Student Insurance
Each student is insured with the school’s supplemental student accident insurance. The Archdiocesan Department of
Catholic Schools requires participation; and the charge is included in the Registration fee. When a child is injured, the
school completes its section of the insurance claim form. The parent and the physician's office complete their sections
of the claim form. Either the parent or the physician's office files the claim. The school is not responsible for filing claims,
but is very willing to answer questions and help with questions or concerns that may arise. This insurance only
supplements a family’s health insurance policy.
Asbestos
This is the annual notice of the presence of asbestos containing materials in our school. The location and condition of
these materials are found in the approved Management Plan, located in the Principal's offices. These are conducted by
Astex Environmental Services. Back in 1993, asbestos was found in the school building. The results of these inspections
and surveillance are recorded in the Management Plan. Due to the findings in the report, ceilings were removed and
replaced at the Annex building in 1994. At the primary building pipe casings were changed in the bathrooms, primary
library and boiler room. Remaining asbestos is checked annually.
Leaving Campus
Students will not leave the campus at any time without being escorted by a school employee, parent, or guardian.
Students are not released to an adult other than their parent or guardian unless the person is listed on the child's
emergency card. Students who take public transportation or walk home or to a guardian’s work place must leave campus
at the end of the school day; written permission must be on file with administration.
Travel between Buildings
Students will not travel between the Primary and Annex buildings without adult supervision unless written permission is
provided by the parent and is on file in both offices and with the ASC Director.
Visitors on Campus
Parents/Visitors are welcome at St. Peter Prince School and must obtain a visitor’s pass from the school office to be worn
while on campus (between the hours of 7:00a.m. – 6:00p.m.) and returned before leaving. Parents/Visitors may enter
the Primary School by way of the administrative offices on Marcia Street when picking up children for appointments,
bringing latecomers to school, or visiting for any reason, but are asked to park in the parking lot off Barilla or across the
street on Cleveland. Parents/Visitors may enter the Annex through the Community Center Parking lot and report directly
to the office to obtain the visitor’s pass. Visitors in the classroom and on field trips must be on the approved volunteer
list provided by the Archdiocese of San Antonio indicating an approved Criminal Background Check. Administrative
permission is required for any visitors in classrooms. Parents are asked to take forgotten lunches directly to the cafeteria..
If your child forgets his/her lunch, parents may bring it to the school cafeteria at the designated table – Do not take it
to the school offices as the lunch may not arrive at the right time. Parent needs to pick up a visitor pass from the
office.
Please have student’s name and grade on lunch.
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Student visitors are not encouraged. When there is a visitor at school, students are distracted and learning suffers. The
Administration gives permission in cases when a student is visiting from another school or from another part of the world
and can provide a learning experience for a class.
Model Release
St. Peter Prince School promotes the school during outreach activities, Catholic Schools Week, open houses, and at
Archdiocesan activities. Pictures taken at school activities and in the classrooms are frequently used on the web site,
Facebook page and submitted to Today’s Catholic or other media outlets for publication or broadcast. These pictures
become the property of the school and parents release St. Peter Prince from any liabilities involved due to distortion or
alteration that might occur during reproduction.
Confidentiality
Each school year a Student Directory is published through Renweb1. Parents must contact the office if they choose not
to have their phone numbers and address listed. Please do not call the school to request any phone numbers or
addresses for any SPS family or employee.
Counseling and Guidance
Saint Peter Prince of the Apostles Catholic School is staffed by a School Counselor who meets TCCED requirements for
the position. Our school counselor provides classroom guidance lessons with students, individual counseling, counseling
with groups of students, and faculty/parent consultation in order to respond to and address the social, emotional,
physical, spiritual, and educational needs of all students. The counselor is available to speak to students at the request
of the student, parent, teacher, or administrator during the school day. All conversations with the school counselor are
confidential unless they involve someone's health or safety. If further counseling services are needed, the parent may
request these, or the administration or counselor may provide outside referral resources.
Field Trips
Field trips within our city and to nearby points of interest are scheduled by classroom teachers throughout the school
year. These trips are designed to supplement the classroom curriculum and to introduce students to the resources of the
community. Going on a field trip is a privilege, not a right. Students may be denied the opportunity to attend a schoolsponsored trip based on a history of misconduct or one single event. Parent participation in field trips is left to the
discretion of each teacher. Parents receive a notice at least five school days before each field trip. This notice includes
the objective of the field trip and how it enhances student learning. The parent signs the form and returns it to the
teacher no later than the day before the scheduled field trip. Without the parent signature, the child remains at school
supervised by another classroom teacher. No student cell phones will be allowed on field trips. All parents who attend
field trips must have a current Criminal Background Clearance, Safe Environment Training, Sexual Misconduct Policy
Certificate, and Bloodborne Pathogen Training check on file. All students will be released from school after the
parent/guardian has signed out the student at the school office. Students will not be released from off campus
events/field trip.
Crisis Management Plan
Fire/Disaster Drills are held once a month. At the beginning of the school year drills may be held more frequently,
especially at the primary building, until the building can be cleared in the least amount of time. Escape plans are posted
inside the door of each classroom. Students and staff also know and practice other building safety procedures such as
tornado warnings, lock down drills, and intruder alerts.
In the event of a crisis, a school plan is executed. This plan is available in each classroom. If such an event occurs, parents
are notified and details of the situation and any actions needed are released.
Suspected Abuse
CHILD ABUSE
Link: Texas Department of Family and Protective Services (DFPS)
http://www.tdprs.state.tx.us ; http://www.txabusehotline.org
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The Catholic schools in the Archdiocese of San Antonio will pursue all reasonable measures to assist maltreated children
and their families. The Archdiocesan Department of Catholic Schools will:
1. Require that all Catholic schools comply with the requirements of Texas Statutes Family Code Chapter 261—
Investigation of Report of Child Abuse or Neglect.
2. Cooperate with official child protective agencies in identification and reporting of suspected child abuse and neglect.
3. Cooperate with official child protective agencies if officials seek to interview a child at school.
4. Provide child abuse awareness in-service education, including legal requirements, for school personnel.
5. Encourage inclusion of appropriate child abuse awareness education in classrooms at all grade levels.
REPORTING ABUSE OR NEGLECT
A person having cause to believe that a child's physical or mental health or welfare has been adversely affected by abuse
or neglect by any person shall immediately make a report as provided by Texas Family Code 261.101. The report must
be made no later than 48 hours after the hour that the person first suspects that the child has been or may be abused or
neglected. The person who first suspects that the child has been or may be abused or neglected cannot delegate to or
rely on another person to make the report.
The report shall contain: name and address of the child, the name and address of the person responsible for the care,
custody, or welfare of the child, and any other pertinent information concerning the alleged or suspected abuse or
neglect.
Reports shall be made to any local or state law enforcement agency, and in addition shall be made to the Texas
Department of Family and Protective Services (DFPS) at the San Antonio phone number 53-ABUSE or by their toll-free
number 1-800-252- 5400. More information on reporting can be found on the DFPS website: (www.tdprs.state.tx.us).
On-line reporting can be done at www.txabusehotline.org.
If the allegation of abuse is being made against a school employee, the Superintendent must also be notified immediately.
REPORTING SEXUAL ABUSE
Any allegation of sexual abuse that involves abuse by a priest, deacon, or other church or school personnel must be
reported to the Superintendent of Catholic Schools as well as the Office of Victim Assistance and Safe Environment
(OVASE).

TECHNOLOGY
With the advances of technology and the corresponding explosion of access to information available, the opportunity
exists to provide your child with online services at our school. In providing this opportunity for your child to take
advantage of the wide range of services and information, we cannot totally block access to the Internet and its
subsequent range of materials. Each parent and child needs to be aware of the fact that not all information on the
Internet may be accurate or true and is uncensored. The school’s policies, rules and regulations that govern every day
behavior and their subsequent consequences also govern behavior on the use of online services. In order for each child
to be able to log onto services through the school, parent and child need to read and sign the Acceptable Use Agreement
included at the end of this handbook. The agreement covers both rules of usage and etiquette.
St. Peter Prince School provides technology resources to its students and staff for educational and administrative
purposes. The goal in providing these resources is to promote educational excellence in St. Peter Prince School by
facilitating resource sharing, innovation and communication with the support and supervision of parents, teachers, and
support staff. The use of these technology resources is a privilege, not a right.
With access to computers and people all over the world comes the potential availability of material that may not be
considered to be of educational value in context of the school setting. St. Peter Prince of Apostles School firmly believes
that the value of information, interaction, and research capabilities available outweighs the possibility that users may
obtain material that is not consistent with the educational goals of the school.
Improper use of the St. Peter Prince technology resources is prohibited. Uses of the St. Peter Prince technology resources
prohibited include, but are not limited to the following:
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Users may not use the St. Peter Prince private network to access material that is profane or obscene
(pornography of any kind), that advocates illegal acts, or that advocates violence or discrimination towards other
people (hate literature).
Users may not post personal information on the Internet about themselves or other people. Personal contact
information includes address, telephone, school address, work address, pictures or video bites, clips, etc. Users
may not post information about other students or the school for any reason. (This rule includes home users
who use St. Peter Prince name in any form).
Users may not attempt to gain unauthorized access to any other computer system. This includes attempting to
log in through another person's account or access another person's files. These actions are improper, even if
only for the purposes of browsing, snooping, or electronic discovery.
Users may not deliberately disrupt or harm hardware or systems, interfere with computer performance,
interfere with another’s ability to use equipment and systems, or destroy data. Users may not use the St. Peter
Prince private network to engage in illegal acts.
Users may not post information that could endanger an individual, cause personal damage or a danger of service
disruption.
Users may not knowingly or recklessly post false or defamatory information about a person or organization.
Users may not intentionally seek information on, obtain copies of, or modify files, other data, or passwords
belonging to other users.
Users may not indirectly or directly make connections that allow unauthorized access to St. Peter Prince
network.
Users may not use obscene, profane, lewd, vulgar, rude, inflammatory, hateful, threatening, or disrespectful
language.
Users may not engage in personal attacks, including prejudicial or discriminatory attacks.
Users may not harass another person. Harassment is persistently acting in a manner that distresses or annoys
another person.
Users may not forward or post chain letters or engage in spamming. Spamming is sending an annoying or
unnecessary message to a large number of people.
Users may not plagiarize works that they find on the internet or other resources.
Users may not use computer resources and Internet for private business activities or unreasonable personal use.
Users may not download, install or store software on a school computer without the approval of appropriate
school personnel.
Users must demonstrate a high standard of care to protect the personal information of others (including home
addresses, telephone numbers, or identification information) that is used for school purposes.

Obligations for use of technology
• Users are responsible for the use of their individual access account and should take all reasonable precautions
to prevent others from being able to use their account. Under no conditions should a user provide his/her
password to another person.
• Attempts to log on to St. Peter Prince private network or any other network as a system administrator are
prohibited.
• Any user identified as a security risk or having a history of violating this or any other St. Peter Prince policies may
be denied access to St. Peter Prince private network.
• Users should immediately notify a teacher or system administrator of any possible security problem.
• Students will promptly disclose to their teacher or other appropriate school employee any message or
information received that is inappropriate.
• Use of all school technology resources is subject to review, access, and monitoring, even if a private password
or other private access code is used. Any use of school resources such as telephones, Internet, e-mail, or other
resources is not private and students/staff and employees should have no expectation of privacy when using
such resources for personal use.
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As required by law and in recognition of the need to establish a safe and appropriate computing environment,
St. Peter Prince will use filtering technology to prohibit access, to the degree possible, to objectionable or
unsuitable content that might otherwise be accessible via the Internet.
• The Principal has the responsibility to establish a system to ensure adequate supervision of students using the
Technology Resources and to maintain executed user agreements for students. All staff is responsible for
interpreting and enforcing this policy.
• The Principal has the responsibility to interpret and enforce this policy for employees including maintaining
executed user agreements.
• St. Peter Prince of Apostles School will cooperate with local, state, or federal officials in any investigation
concerning or relating to any illegal activities conducted through St. Peter Prince of Apostles School’s private
network.
School personnel provide guidance to the student in internet use and monitor the program to the best of their ability as
a regular instructional activity. Controlling all materials on a global network is impossible, and a user may discover
inappropriate information or perform inappropriate actions in spite of adult supervision. Therefore, we encourage
parents to have a frank discussion with their children about Catholic Christian values and how those beliefs should guide
student activities while using the Internet.
School personnel will:
• Teach proper techniques and standards for internet participation
• Guide student access to appropriate areas of internet
• Assure that students understand that misuses of the internet could result in loss of access privileges or other
privileges
• Permit personal technology for classroom use when the lesson warrants such use
Students are liable for their own technology devices and the school does not assume any responsibility for loss or
damage of personal property. If the teacher gives permission for personal technological devices to be used at school,
students must log on to the school’s internet wifi so that filtering software can be employed.
The student and parent/guardian must sign a Student User Agreement before the student is given access to the school’s
internet resources. A copy of the agreement is included as part of the handbook agreement. School personnel or the
parent/guardian may withdraw student internet access at any time. The parent/guardian is responsible for any damage
caused by the student’s inappropriate use of the School’s or their own personal technology resources.

CHRISTIAN CODE OF CONDUCT
Christian behavior and respect shall be observed during any verbal and nonverbal communication at all levels within
the school community. The following actions will be termed in violation of Christian charity and may result in dismissal
from the school:







Public criticism of school personnel, policies, or procedures or ANY behavior which does not promote the
school in a positive manner (this includes social media sites)
Threats of any nature (implied or actual) toward personnel or families
Verbal/nonverbal acts of aggression including yelling, screaming, pushing, etc.
Public discussion/generation of rumors about students, family matters, staff, faculty, or procedures or ANY
behavior which does not promote the school in a positive manner
Consistent and persistent disagreement with the administration or teacher policies. Rules are established to
maintain order, provide a faith-based religious education, and teach strong academics
Blatant disregard to follow and support the requirements and expectations of all handbook policies

We acknowledge that we are not the school for all families, and we will exercise the right to ask families to leave when
the standards for Christian conduct are not followed.
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St. Peter Prince of Apostles Catholic School reserves the right to enact withdrawal of any student and/or students who
they, themselves, or their parents, create situations considered to be detrimental to the welfare and/or learning
process of the other students within the school.
Student Discipline
St. Peter uses a formative, appropriate choice discipline program that encourages self-discipline. The intent of this
program is to form responsible individuals with values rooted in Christian precepts. The program is corrective in nature
rather than being merely punitive. It is modeled after the sacramental life of the Church, in particular the Sacrament of
Reconciliation. In this sacrament, a faith-filled person acknowledges and takes responsibility for the wrongful actions
he or she has chosen, atones, and makes a sincere effort to do better. Similarly, in the formative discipline program, a
student is challenged to acknowledge and take responsibility for the wrong behavior, learn from this mistake, and make
amends by consistently trying to avoid this behavior in the future.
The four guiding principles for discipline are based on respect for God, respect for self, respect for others, and respect
for property.








Respect for God: Students are encouraged to practice the Catholic-Christian faith through:
1. Active participation in liturgies
2. Sharing of oneself through community activities
3. Reverence to God through their actions, including exhibiting reverence in church and prayer
Respect for Self: Each individual is a child of God. Each student’s behavior reflects this self-respect through:
1. Propriety in dress
2. Use of proper body language, including posture and facial expressions
3. Fulfillment of all student responsibilities
Respect for Others: Each student, parent, teacher, staff member, and visitor is treated as a child of God. Each
student’s behavior reflects this respect for others through:
1. Cooperation with students, parents, teachers, staff members, and visitors
2. Treatment of others with kindness in word and actions, a no “bullying” expectation
3. Modulation of one’s voice
4. Promptness
5. Preservation of the privacy of others
6. Preservation of other’s personal spaces, a “hands-off requirement”
Respect for Property: Students are expected to use facilities and material properly through:
1. Use of school property and equipment in the manner for which they were intended
2. Preservation of all areas of the church and school campus by keeping them clean, neat, and tidy
(including, but not limited to purses, lockers, backpacks, lunches, supplies, books, zipper-bags, etc)

Responsibility for Behavior
St. Peter Prince has the highest expectations of appropriate behavior for its students and believes our students should
be held to a higher standard of behavior. To facilitate an orderly and productive atmosphere, it is necessary to provide
guidelines and present responsibilities for all those involved in achieving a positive learning environment. It is through
the combined efforts of the educational trinity: student, parent, and teacher, so that a student can become truly
successful. An important key for developing responsibility in children is by allowing them to experience logical and
natural consequences. Teachers communicate with parents by note, discipline form, email, or telephone call when the
student's behavior does not meet these high standards. The parents' cooperation is encouraged, expected, and essential
for effective resolution of the child's discipline issue.
While it is the student's responsibility to care for his/her assigned locker, all student lockers are the property of the school
and we reserve the right to inspect them at any time. (Locks are not allowed on lockers, so students are encouraged to
take valuables – example, electronics – with them to class at all times.) Students will abide by the school's rules regarding
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usage and care of the lockers. Students are advised that lockers can be searched, with reasonable suspicion, and without
prior notice at any time. Any item found within a student's locker is the responsibility of the student.
Positive Reinforcement
While recognizing that students first learn appropriate behavior at home, it is understood that parents, teachers, and
students are all responsible for creating and maintaining an environment that encourages growth and learning.
Each teacher will display a discipline plan that includes positive recognition for appropriate behavior. Positive
reinforcement plays a key role in maintaining discipline each day and can take many forms, from verbal praise to more
tangible rewards.
School-wide Discipline Plan
Specific breaches of discipline in the classroom are under the authority of the supervising teacher. However, all teachers
have jurisdiction over all students, in any part of the campus or church, regardless of age or grade. Parents will be notified
when their child has seriously misbehaved within the classroom or during extracurricular/elective activities. Disciplinary
notices are issued to students who do not follow class or school rules.
Rules that may be posted in each classroom are:
1. Respect yourself and others, while taking responsibility for your actions.
2. Be prepared by bringing all required supplies and homework to class.
3. Be on time.
4. Choose your attitude.
5. Be a consistent learner.
6. Be respectful of everything and everyone
7. Use your gifts and talents to be your best.
According to the St. Peter Prince discipline plan, the following steps will be taken to improve student behavior:
1. Warning for infraction
2. Sign discipline referral form, taking responsibility for discipline choice
3. Lunch Isolation
4. Possible before school or after school detention (to be determined by the Principal or Assistant Principal)
4. Teacher contacts home or schedules parent conference
5. Visit to the Principal's office (counts as a "referral")
6. In-school suspension (with parents paying for the substitute; earned “U” on report card)
8. Out-of-school suspension (may not be able to make up the work; counts as an absence; earned “U” on report card)
9. Conference to consider student withdrawal from campus (with 2 out-of-school suspensions or major offenses of the
disciplinary code)
Discipline Referrals, Conduct Grades, and Other Consequences
 0-2 referrals
E on report card
 3-4 referrals
S on report card
 5-6 referrals
N on report card
 7 or more referrals
U on report card
Additional referrals may result in the student’s withdrawal from campus. Serious consideration will also be given to
student removal from the class field trip if discipline infractions are common.
These discipline forms or referrals notify both the student and his/her parent of a need for improved behavior. These
notices must be signed by the parent and student, then returned to the teacher. Students will sit in lunch isolation if the
referral is not returned with a parent signature (or parent contact). Continued non-return of the referral form will result
in a phone call home and, possibly, another referral.
In-school or out-of-school suspensions result in an automatic “U” for a discipline grade for the pertinent 9-week marking
period. Suspensions will result in removal from the end of year Field Day. The family will incur the cost for the substitute
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if the student is placed in in-school suspension. Further disciplinary infractions could result in a longer out-of-school
suspension or withdrawal from the campus.
After the 4th and subsequent referrals, before or after school detention will be served. Detention will be at 3:30 p.m. –
4:00p.m. Student will not be allowed to complete homework or to merely sit without working. The principal will arrange
for an Annex teacher to supervise the student to do an on campus service project for the school.
A visit to the principal will result after the teacher has provided the student an opportunity to correct his/her behavior,
and the parent has been contacted for assistance to correct the behavior. If a student does not respond to repeated
efforts by the teacher and/or parent to encourage his/her appropriate behavior, he/she will be sent to the principal's
office. Additionally, when a major offense occurs (fighting or repeatedly bullying, for example), a student will
immediately be sent to the office without the above-listed steps being followed.
Suspension
Suspension is a serious punishment that shall be used when a student is in serious violation of the Discipline Code (7
referrals) or commits a major offense. Should it be necessary to suspend, notification will be given to the student and
parents. The suspension may be either in-school or out-of-school suspension. This is at the discretion of the principal and
it will result in a “U” in conduct for that 9-week period.
In-school suspension means that the student will not be allowed to attend classes with fellow students and is required
to complete all regular class work in another more secluded setting. The student will not receive credit for their work
and a zero will be entered into the gradebook. A substitute teacher will be hired at the parent's expense.
Out-of-school suspension requires that the student remain away from the school under the parent's supervision. In some
cases, schoolwork will be assigned and completion required. It might be that the absences will cause the student not to
receive any make-up work (teacher discretion). Any behavior resulting in two out-of-school suspensions may be cause
for withdrawal from St. Peter Prince.
Major offenses include, but are not limited to:
1. Destruction of property, vandalism of any kind
2. Smoking or use of tobacco, alcohol or other harmful substances, or possession of such items
3. Theft/cheating
4. Fighting
5. Harassment (including sexual harassment), bullying, cyber-bullying, hazing
6. Intimidation or defiance, including bullying or cursing/verbal assault of adult personnel or students
7. Leaving school grounds without authorization
8. Repeated acts of incorrigible behavior (resulting in repeated discipline referrals)
9. Possession of weapons and/or other potentially dangerous items
10. Other acts of behavior unbefitting a St. Peter student
Expulsion
Expulsion is an extremely serious matter and, generally, every other possible solution will have been explored with the
student and his/her parents prior to taking this action. A student's continued enrollment at the school will be subject to
his/her meeting the scholastic and behavioral standards set by the school's administration. If any student fails to meet
these standards, and if the principal believes that continued enrollment of the student is not in the best interest of the
student or the school, the principal shall so advise the pastor. A written notification of the expulsion, stating the
circumstances and dates of the matter shall be sent to the Diocesan Superintendent of Schools. Parents may appeal the
expulsion through the appropriate grievance process.
Immediate expulsion can take place when a student:
- Participates in disruptive activities by a group, including but not limited to gangs and consistent bullying or harassment
- Possesses, uses or delivers narcotics, dangerous drugs, harmful substances, or alcohol on the school campus or schoolsponsored activities
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- Smokes or uses any tobacco product on school property or at school-related activity
- Possesses, uses or conceals a weapon or any item construed to be a weapon on school property or at a school-related
activity (a weapon is any instrument which might produce bodily harm or death)
- Threatens bodily injury or harm to a student/school personnel
- Assaults a student or any school personnel that results in physical injury
- Leaves the school ground without authorization, disrupting the learning environment
- Vandalizes school property or the property of others
- Commits persistent acts of incorrigible behavior
Guns and Weapons
We are a weapons-free, gun-free campus. Guns and other weapons on campus can be a hazard to the welfare of human
beings and a safe learning environment. They will not be permitted nor tolerated on our campus. Possession of such
items results in immediate notification of the appropriate authorities. This disciplinary program supersedes all previous
plans. By no means is it all- inclusive. Administration and staff will exercise professional judgment and discretion so as to
address each situation fairly and consistently.
Bullying/Cyberbullying
Bullying, cyber-bullying, hazing, and harassment of any kind, including sexual harassment, will not be tolerated at St.
Peter Prince. Any incidents of this nature that are reported will be investigated fully. Consequences will fit the nature
of the offense and may be severe, including suspension and/or expulsion or withdrawal from the campus. Any
suspicion of bullying or harassing behavior should be reported to the Principal, Assistant, Principal, Counselor, Teacher
or any school or parish staff member the reporting individual feels comfortable approaching. When possible and safe
to do so, the reporting party is encouraged to save any evidence or documentation of the bullying or harassing
behavior, to be shared with administration. Bullying and/or harassment can be reported anonymously by sending an
email to anonymous@stpeterprince.org.
Cheating
Cheating is a serious compromise of a student’s integrity and will not be tolerated. If cheating is discovered, the work
will be confiscated and a zero grade recorded. Cheating is the giving or receiving of information or help on a test or prior
to a test, possession of any unauthorized material during a test, or having someone else falsely complete or submit an
assignment. Plagiarism, the use of another’s ideas or products as one’s own, is a type of cheating. The teacher will notify
parents. A second infraction may also result in other disciplinary action. Cheating can be reported anonymously by
sending an email to anonymous@stpeterprince.org.
Search and seizure
With reasonable suspicion, the school principal and/or the assistant principal or a designee may search student’s desks,
lockers and belongings including, but not limited to, handbags, briefcases, backpacks and other items in a student’s
possession at any time.
Investigating Claims of Harassment:
The following procedures are followed for filing and investigation of any harassment claim:
1. The person chooses to tell the individual causing the harassment that the conduct is offensive and must stop. If
the objectionable behavior does not cease immediately, the person must report the harassment to the Principal
or Assistant Principal.
2. If the complaint is against the Principal or the Assistant Principal, the person reports the incident to the Pastor
or the Superintendent of Catholic Schools.
3. As soon as the verbal report has been given, the school reports the incident to the parent and Superintendent
of Catholic Schools.
4. The person alleging harassment is asked to complete a formal, written complaint. The claim is investigated
thoroughly, involving only the necessary parties. Confidentiality is maintained as much as possible.
5. The investigation includes a meeting with the person alleged to have harassed, sharing with that person the
nature of the allegations and the name of the person bringing the allegation.
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6.

7.

When the facts of the case have been gathered, the Principal, in consultation with the Pastor and Superintendent
of Catholic Schools, decide what, if any, disciplinary action is warranted. The disciplinary action relates to the
nature, context, and seriousness of the harassment and includes disciplinary actions up to and including
expulsion.
If the complaint is against a non-employee such as a parent, parishioner, volunteer or vendor, the school takes
steps, within its limited power, to investigate and eliminate the problem.

School Council
All members of the School Council are volunteers and attend frequent Council trainings. These volunteers compose a
leadership committee that is advisory, not regulatory. The School Council holds monthly meetings, most of which are
open to the public. The School Council consists of the pastor, principal, faculty representative, parishioner positions and
parent positions; all positions have two or three year terms. The Council should reflect the cultural diversity of the school
served as much as possible. Membership of the Council should be at least 5 members and no more than 11. Officers
should include a President, Vice-President, and Secretary. Any member of the Council is eligible to hold office.
According to the School Council Bylaws, persons in the following categories may not be considered as candidates for the
Council:
 Employees of the parish and school;
 Spouses, children, or siblings of employees of parish and school;
 More than one member of an immediate family at a time; and
 Board members or professional educators of another school system.
Addressing the School Council
Persons may wish to address the St. Peter School Council at regularly held Council meetings. Persons may address the
Council on an issue or policy of the school. (Grievances are handled through the Archdiocesan Grievance Procedure. The
School Council does not handle parent or staff grievances.) Persons who desire to address the School Council should
contact the president of the school council or the principal in writing at least 10 days prior to the next meeting. The
council president and the principal shall decide if the issue is appropriate for consideration and at which meeting of the
Council the issue will be presented. Persons who attend a meeting of the School Council without first having been placed
on the agenda will not be allowed to address the School Council. Those on the agenda can make a presentation to the
Council. During and following the presentation, questions of clarification can be asked by the Council. The Council will
give no response during the council meeting. In executive session, council members discuss the presentation and assist
in formulating the response that the council president will send in writing to the person making the presentation.
Copyright
All employees, volunteers, students and staff abide by the federal copyright laws; copy of print or non-print materials is
aligned with copyright law, fair use guidelines, specific licenses or contractual agreements and other types of
permission. Any willful disregard of copyright laws is a violation of Archdiocesan policy and the individual is subject to
penalty.
Handbook and Policies
Communities are successful to the degree to which the members are knowledgeable and are in accordance with the
rules, regulations, and policies that govern them. Parents assist and support the teachers and administration in the
implementation and enforcement of the Christian code of conduct, school policies, and regulations. It is expected that
families abide by the policies, procedures, and regulations set forth in this handbook. The school and/or the principal
retain the right to amend this handbook at any time. Parents and students are required to sign the Handbook
Acknowledgement Form. If you have any questions about the contents of this handbook, please contact the school at
210-824-3171.
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