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Disclaimer

The policies outlined in this handbook represent a
framework. This handbook is not exhaustive and should
not be considered comprehensive of all Incarnate Word
Academy Elementary Level policies. Statements in this
handbook are subject to amendment at Incarnate Word
Academy’s discretion. Incarnate Word Academy will
notify parents/guardians of significant changes when
practical. Incarnate Word Academy reserves the right to
make immediate changes to this handbook at its

discretion.
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Our Vision

To Become an Image of Christ Within Our Community. To extend the legacy of
the Sisters of the Incarnate Word and Blessed Sacrament, as leaders, partners,
and advocates for our students and the adults who serve them; and to provide a
community where all may grow in Christian wholeness and bear witness to the
presence and love of Christ among us.

Our Mission

To Reflect Jesus the Teacher. We form students in a loving and challenging
Catholic environment where the individual gifts of every student are recognized,
celebrated, and developed as a reflection of Christ.

Our Core Values

Faith: Belief in Jesus Christ, the Incarnate Word, and His message of love for the
world

Dignity: Respect for the worth of every person and for life in all its forms, with
special concern for the poor

Compassion: Love, concern, and understanding in service of life-long learning
Integrity: Honesty, justice, and consistency in all relationships

Dedication: The pursuit of high standards of performance among teachers,
students, and the school community

Gratitude: Acceptance, nurturing, and celebration of individual gifts and talents
Service: Recognition of God'’s blessings and commitment to sharing them with
others in school, family, Church, and community
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“Integrating Faith Development with High Academic Standards” Catholic Education & Community Since 1871
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See your school level calendar for exam dates and plan accordingly as exam dates cannot be rescheduled.

LEGEND CAMPUS SCHEDULE NOVEMBER
Faculty/Staff DCEC Kindergarten Graduation

NanedarliSanie Homecoming . ....Fifth Grade Graduation
End of Quarter Eighth Grade Graduation

Last Day of School
Teacher Workday Teacher In-Service /Work Day (atholic Schools Week Senior Graduation
First Day of School WORD 101 Open House
Intersessions / Holidays (Current and Prospective Families)

Beginning of Quarter JuLy

GRADING PERIODS

. . . . First Quarter.............. Aug. 10- Oct. 9 (44 days)

Unity Day-Unite Against Bullying Second Quarter.........0ct. 12 - Dec. 11 (42 days)

Local In-Service (Wear Orange) Angel Outreach Jan. 7 - March 5 (41 days)
Red Ribbon Week Paradise Island  Fourth Quarter......March 15 - May 28 (53 days)

Diocesan In-Service Day

Early Dismissal / Faculty Meetings
Special Mass Virtual Mass will be held weekly at each level.

- ((o '
iy Dt Calendar subject to change with updated guidelines / restrictions @ O @

Teacher Workday / Make-Up Day from local, state and national agencies. WWW. iwa cc.org
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INCARNATE WORD ACADEMY ELEMENTARY LEVEL STAFF CONTACT INFORMATION
450 Chamberlain Street * Corpus Christi, TX 78404
Telephone: (361) 883-0857 * FAX: (361) 881-9519

Website: www.iwacc.org

ADMINISTRATION & OFFICE CONTACTS / TELEPHONE EXTENSIONS / EMAIL ADDRESSES

President ... Ms. Sammie Grunwald/ 175 / grunwalds@iwacc.org
Principal .cooccvveeeeeiiee e Ms. Pamela Carrillo / 115 / carrillop@iwacc.org
COUNSEION weevviieieeiiee ettt Mrs. Hilda Cantu/ 115 / cantuh@iwacc.org
Administrative Assistant .......ccceeeevviiiiiiiiiiieniinnnens Mrs. Dottie Garcia / 115 / garciado@iwacc.org
Administrative Assistant .......cccccceeeeiiiiieeeeeeeennn, Mrs. Shirley Matula / 148 / matulas@iwacc.org
CampPus NUISE.....oceeveeeereeeeieeeeetee e et e et Mrs. Lisa Matl, R.N. /178 / matll@iwacc.org
Elementary Athletic Coordinator..........cccveeeennne Miss Jaclyn Lopez / 115 / lopezj@iwacc.org
Athletic DIrector .....ccccoeccvieeeeecieee e, Mr. Reynaldo “Gator” Garcia / 116 / garciar@iwacc.org
Central Office Receptionist .......ccccceevvvveeeeecnnnnnnn. Miss Victoria Villarreal / 117 / villarrealv@iwacc.org
Finance Office ....cceevvee i, Mrs. Debbie Diegel / 174 / diegeld@iwacc.org
Communications/Enrollment Director ............... Mr. Doug Nichols/ 165 / nicholsd@iwacc.o
Technology Director ......ccccvveeeieciveeee e Mr. Marco Vazquez /107 /vazquezm@iwacc.org
Technology Specialist.........ccovvevcreenieeireeneeenenn, Mr. Patrick Stark /106 /starkp@iwacc.org

CONTACTING FACULTY

By Telephone. During school hours, telephone calls will typically be answered by the receptionist/school
administrative secretary who will leave a message for the faculty member to whom you wish to speak to.

Parents and students should not attempt to telephone or text message faculty members at their homes or on
their cell phones unless invited to do so.

By Email. Students and parents may contact teachers by email through ParentsWeb, which may be accessed
through the school website at www.iwacc.org.

Turnaround time. Ordinarily, it is reasonable to assume that a teacher or staff member will return your call or
email within 48 hours. There are occasions where the return correspondence may take longer if the teacher or
staff member must seek consultation before responding.



OVERVIEW

This Student and Parent Handbook is published for the information of Incarnate Word Academy students and their
parents and guardians. Parental support of our school’s policies is essential, as is parental cooperation with the
total school program.

Parents must see themselves as active partners with the faculty in guaranteeing that their children observe and
adhere to school rules and regulations. In this way, we all contribute to a safe and wholesome learning
environment for the entire student body.

When violations of school policies occur, it is likewise important that parents remain in active partnership with
school authorities. For student discipline and compliance with guidelines to be effective, students must know with
certainty that their parents and faculty stand together in holding them accountable and in implementing
consequences.

By contrast, it is unfortunate for all parties when a parent defends or excuses a child’s transgressions or attempts
to shield a child from the consequences of a mistake. Not only is this harmful to the child in that it interferes with
the healthy learning process necessary for his/her overall development, but it also disrupts the effective operation
of the school.

Parental feedback in a manner consistent with a Christian educational community, including disagreement, is
always welcome. However, when parents are unable to support the school either in general policy or in a specific
decision, the school’s administration reserves the right to ask the parents to withdraw their child from school for
the good of all.

The school administration may amend any part of the Student and Parent Handbook. Parents will be notified in
writing of any changes.



Who We Are

ADMINISTRATION

The President of Incarnate Word Academy is the chief administrator of the schools on the campus, with responsibility for
financial and academic development and coordination of the levels of instruction. (Ext. 175).

The Principal of the Elementary Level is responsible for the overall programs of the school. Within the areas of
responsibilities are curriculum, scheduling, personnel, student and staff welfare and morale, and facilities. The principal
will provide leadership to ensure high standards of both instruction and extracurricular/co-curricular services. (Ext. 115).

The Assistant Principal assists the Principal in providing leadership to the faculty, students, parents, and community in
fulfilling the mission of Incarnate Word Academy. The Assistant Principal directs the evaluation, development, and
implementation of the curriculum in all departments and works closely with the school administration in coordinated
vertical alignment of curriculum. (Ext. 115).

The Athletic Coordinator of the Elementary Level is responsible for scheduling, organizing teams, conducting all athletic
events, and NCAA Clearinghouse procedures. The director of athletics ensures compliance with all policies of the Texas
Association of Private and Parochial Schools and local requirements.

The Counselor is responsible for guidance services to the students. The counselor provides a proactive developmental
guidance program to encourage all students to maximize personal growth and development. Assistance with personal
decisions, academic, ITBS and COGAT testing, and career investigations are examples of areas of assistance (Ext.152)



OUR SPECIALTY

IWA is unique in its focus, composition, and orientation. IWA aims at educating the whole person: concentrating on the
intellectual, spiritual, emotional, moral and physical development of the child. The school provides elementary, middle
and secondary educational opportunities on one campus. Students at IWA cultivate a life-long love for learning and
service, experience Christian community, and grow in commitment to Gospel values.

The curriculum is centered on personal and vocational goals with the purpose of mastering skills and embracing Christian
values.

The Montessori Program provides an individual curriculum that uses an array of stimulating learning materials and
greatly encourages independent thinking and progress in all areas of the classroom. The traditional program of the
elementary not only stresses the basics but also provides enrichment opportunities in literature, math and music. The
Middle Level curriculum encompasses a variety of learning experiences that are planned, guided and directed by a team
of teachers for each grade level. Integrating the middle child's growth into the learning process, the approach addresses
interaction, decision-making, and personal responsibility. The High School Level offers a comprehensive curriculum
program, which includes a college preparatory program, diverse areas of basic study and a wide variety of electives. The
honors program and the advanced placement courses challenge gifted students and prepare them for university studies.
Each curriculum level includes religious studies and an opportunity for guidance and worship.

A student's learning begins in wonder, becomes an adventure, and demands active participation and performance.
Students learn to explore and to think for themselves. They learn to set goals and master basics. They learn to find,
organize and apply information, to inquire, and to solve problems. They learn to critique what they hear and read, to
support opinion with evidence, and to search for and respect truth.

Through the successes and failures of growing up, students at IWA learn to value the difficult times as well as the
wonderful times of their lives. Healthy self-esteem encourages them to participate in activities of their interest and
teaches them that winning is not everything.

Accredited by the Texas Catholic Conference Education Department and the Southern Association of Colleges and
Schools, IWA's specialty is working together as a team to integrate faith development with high academic standards. At
IWA, students learn that discovering their principles and struggling to live by them is the greatest knowledge of all.



PHILOSOPHY OF EDUCATION
Orientation

Inspired by the charism of the Sisters of the Incarnate Word and Blessed Sacrament, Incarnate Word Academy seeks to
evangelize by proclaiming the Good News revealed in the mystery of the Incarnation. As participants in the Church's
mission of Catholic education, our ministry serves students from a wide range of ethnic, economic, social and religious
backgrounds. Our service is directed toward bringing about a Christian wholeness in each person and a Christian unity
among all.

Implementation

In pursuit of this goal, Incarnate Word Academy holds God as the highest value and affirms the sacredness and dignity of
each human person. Acknowledging parents as the primary educators within the domestic church (the family), we work
in collaboration with them to foster in their children the fullness of life to which they have been called. Because we
recognize the spiritual, intellectual, emotional, social, physical and creative gifts of each member of our community, we
strive to nurture growth in students, parents and faculty/staff. In this way we can best provide a holistic education to
challenge, assist and guide students in their personal development.

Application

In response to the call of Vatican Council Il, Incarnate Word Academy seeks to create a faith community in which the
following are provided for its members:

e The message of Christ as presented in Catholic doctrine and expressed in sound moral principles.
e The opportunity to worship in liturgical celebration and to deepen personal prayer.

e The experience of community through mutual support and conflict management.

e The introduction into a life of service to facilitate discernment of vocation.

These concerns are directly addressed in the study of the Catholic religion and incorporated into the curriculum of all
disciplines; they help focus student services and the school calendar.

IWA seeks to integrate Catholic faith and Christian values in the pursuit of quality education. Aware of the many aspects
of human growth and development, all members of the staff assist students in developing a life stance that includes the
following:

e The quest for a deepening personal relationship with God.

e The maintenance of natural inquiry generating optimum cognitive learning.

e The appropriate expressions of emotional responses toward self and others.

e The participation in social relationships based on respect and trust, and expressed in honest communication and
personal accountability.

e The acquisition of healthy physical practices.



Achievement of Christian Formation

While completing a course of studies is never an indication that a person is finished growing, IWA does seek to facilitate
the development of an individual who is able to express commitment to God and his/her faith community through
witness and service; who enjoys the skills to make informed and responsible decisions; who is ready to participate in and
contribute to the good of the civic community; who-above all-witnesses to and lives as a member of the Reign of God.

Accreditation

Incarnate Word Academy is accredited by the Southern Association of Colleges and Schools (SACS) and by the Texas
Catholic Conference Education Department (TCCED). It is a member of the National Catholic Education Association
(NCEA) as well as in the American Montessori Society.

Nondiscrimination Policy

Incarnate Word Academy admits students of any sex, race, color, nationality, ethnic origin and religion to all the rights,
privileges, programs, and activities generally accorded or made available to students at the school. The school does not
discriminate on the basis of sex, race, gender, color, nationality, ethnic origin, or religion in admission policies, the
administration of its educational policies, financial aid assistance, and other school-administered programs. Vital
consideration for student admission centers on willingness of students and parents to accept, support, and contribute to
achieving the school’s mission.

ADMISSIONS
Application to Incarnate Word Academy includes:

e Completed online application submitted through the www.iwacc.org website.

e Required registration materials submitted to the office, including evidence of capability and/or achievement
in academics (e.g., immunization record, birth certificate, report cards and objective test results).

e Adequate recommendations from previous school/teachers.

e Interview with new student and parents by the principal.

e Students must reside with parent(s) or legal guardian while enrolled at IWA.

Preschool Applicants

After determining the needs of the child, and assuming the suitability of the program to meet those needs and desires,
Incarnate Word Academy Elementary Level will offer enroliment to preschool students ages three through five in the
Montessori program or the Traditional program. As with all admissions decisions, it will be the final determination of the
program administrators to place the child in the program that best meets the needs of the child and if classroom size
limits permit.
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Additional Requirements for Home School Students:

Report Cards generated by the Home School Teacher
Letters of Recommendation

Standardized Test Scores

A writing sample, language test and a math test.

Students with Special Needs

Incarnate Word Academy welcomes students with diverse talents, abilities, and aptitudes. Every effort will be made to
provide our students with a high-quality, college-preparatory education, including students with special educational
needs. Accommodations for students with special educational needs can often be made with proper behavioral and/or
academic documentation from a licensed diagnostician, counselor, or psychologist. At Incarnate Word Academy
accommodation plans may be made to assist the student in the classroom. Incarnate Word Academy does not have the
personnel or facilities to provide for assistance that is beyond the scope of the regular classroom environment.

Graduation Outcomes

Graduates of Incarnate Word Academy will be able to:

Understand and apply Roman Catholic teaching to the analysis of personal and social issues and share the Church’s
teaching with others, understand incarnational spirituality, the charism of the Sisters of the Incarnate Word and
Blessed Sacrament, and participate in the sacramental life of the Church.

Speak and write English clearly and fluently for formal and informal communication.

Listen to and read English critically, intelligently evaluating the validity of spoken and written arguments; applying
modern research methods, and evaluating various source materials.

Communicate in a second language through the written and spoken word.

Use critical thinking, mathematical problem-solving, and scientific methods to draw and apply conclusions.

Apply a comprehensive understanding of our world — its geography, cultures, histories, and the natural and social
processes that govern it — to the analysis of current events.

Conduct and report research across disciplines.

Use with skill the techniques of one (performing or visual) artistic medium.

Utilize calculators, computers, and the internet as tools for research, word processing, data management, multi-
media presentations, and reference.

They are prepared to:

Participate in the worship and mission of the Church — particularly in service to the least favored — in an active and
informed manner.

Employ the principles and skills of fitness and exercise, wellness, safety, teamwork, and good sportsmanship.
Lead productive lives marked by respect, generosity and compassion, effective planning and decision-making, fruitful
collaboration with others, and functional processes for solving personal, interpersonal and situational problems.
Succeed at the next level of education, culminating in success in university studies.



Academic Integrity

In accepting the privilege of a college preparatory education, students bear the responsibility to use this opportunity
with care, submitting themselves to the rigors of intellectual discipline. This responsibility also involves certain ethical
demands regarding academic integrity.

At the heart of this ethic is the value of intellectual life: ideas are important, and the exchange of ideas is the central and
cherished activity of the academic enterprise. One assumes responsibility for one’s own ideas and is entitled to credit for
the hard work by which original thought is produced. While learning is its own reward, academic recognition (in the form
of grades and honors) is awarded in proportion to the quality of one’s work.

The following are examples of behaviors contradictory to this ethic, are forms of intellectual theft, and will not be
condoned, tolerated or overlooked at Incarnate Word Academy:

e Copying homework or other assignments for/from another student, including study guides.

e Allowing another student to copy homework or assignments.

e Having, using, or attempting to use unauthorized aids (books, notes, “cheat sheets,” calculators and other electronic
aids or persons) on tests, quizzes, homework, papers, or projects.

e  Writing formulas, notes, codes, or answers on desk, paper, hands, or clothing to be used or actually used on the
assighnment or test.

e Copying answers from other students during a test, with or without the students’ knowledge.

e Giving unauthorized assistance to other students during a test.

e Plagiarizing: representing in writing the thoughts or ideas of another as if they were one’s own, without giving credit
to the original author; the wholesale copying of an author’s work into one’s own without citation; Evidence of
plagiarism may be determined through Turnitin.com (20%+ excluding quotations and works cited) or by other
provable means.

e Unauthorized possession of a copy of a test, answers to a test, or other teacher materials

e Distribution of unauthorized copies of tests, answers to a test, or other teacher materials

e Attempting to deceive by changing a test paper that was previously graded.

e Forgery in connection with academic endeavors or school procedures.

e Using a cell phone during a testing session.

Parents must monitor the use of student cell phones and their contents. The Principal will have the right to inspect
student cell phones without prior notice. Any questionable content may result in disciplinary action.

All of these activities are considered serious violations of academic integrity. They are grounds for both academic and
disciplinary penalties. Any student suspected of cheating will be referred to Principal.

By accepting enrollment at Incarnate Word Academy, each student promises as a matter of personal honor to act at all
times in accordance with these standards of academic integrity. Each year the student renews this promise in writing.

PARENTS WEB

ParentsWeb is a private and secure parents’ portal that allows parents to access academic information specific to their
children such as grades, attendance, homework, and conduct. Communication with teachers and other school staff
online is also available. Access to RenWeb’s ParentsWeb is available once the enrollment process is complete. Go to the
IWA website, www.iwacc.org, and click the Quick Links drop down the arrow, in the list click ParentsWeb, then click
Create New ParentsWeb Account. Then, enter your email address and click Create Account. An email will be sent to you
with a link that will allow you to enter a passcode. This link is only valid for 15 minutes. A web browser will display your
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Name and RenWeb ID. Type a User Name, Password, and Confirm the password. Click Save Password. A message displays
at the top of the browser, "User Name/Password successfully updated."

renweb/ChangePassword.cfmDistrictCod &TlmeSt

2 Blog {8 Last FM & GTM Login
R ) o Mtps//www.re...BTDAS17EA1047 x

UserName/Password successfully updated. «

Change/Create Password

Name Person ID User Name Password Confirm
Addison Grant 62 MommaGrant  esessese Save Password

You can now log into ParentsWeb using your new User Name and Password.

We look forward to your participation. Together we can continue to improve our children’s academic development as
well as communication between our school and your home.

For assistance, please contact the school’s RenWeb director at starkp@iwacc.org.

GRADES

Student grades are posted regularly to Parents Web, which can be accessed through the school’s website. All new
students and parents receive instructions for using Parents Web. Returning students keep the same access code each
year. Students and parents are encouraged to check Parents Web regularly to keep up with students’ progress in their
courses.

Traditional Elementary

Grades are reported every nine weeks using a numerical system for Grades 1 through 5. Pre-K and K5 students receive
skill based assessments. Students may receive both numerical and letter grades.

A=90-100 B=80-89 C=70-79 F=69 and below

S=Satisfactory (80-100); N=Needs Improvement (70-79) or U=Unsatisfactory (0-69) are used in some subjects.
Montessori Program

Preschool Ages 3 -5

Parent-Teacher Conferences are conducted on the first and third nine week periods. Report cards are issued on the
second and fourth nine week periods. As part of their assessment, each child will have a portfolio of their work.

Montessori Grades Junior and Senior Grades 1 -5

Report cards are issued every nine weeks. Students, with the help of their teachers, keep portfolios of their work as part
of their assessment. The follow codes are used for all Levels:

I=Introduce P=Practicing M=Mastery EN=Effort Needed IN=Intervention Needed
G=Good S=Satisfactory N=Needs Improvement U=Unsatisfactory
1=Needs Adult Support/Supervision 2=Needs occasional reminder 3=Independent, self-directed


mailto:starkp@iwacc.org

PROGRESS REPORTS

In the middle of a grading period, progress reports will be posted in Parents Web. While these are not necessarily failure
reports, they often cite deficiencies in a student’s work or subject mastery. Because it is possible that a student may
perform satisfactorily up to the middle of the quarter in a subject, but may do poorly in the second half of the same
guarter, a progress report grade does not guarantee a passing grade in a course for the quarter.

1%t Quarter Progress Reports 37 Quarter Progress Reports

Viewable on ParentsWeb on - N/A Viewable on ParentsWeb on February 4, 2021

2" Quarter Progress Reports 4% Quarter Progress Reports

Viewable on ParentsWeb on November 12, 2020 Viewable on ParentsWeb on April 22, 2021
REPORT CARDS

At the end of every nine week grading period, report cards will be viewable on Parents Web. Report cards are a summary
of a students’ work performance within each subject area of a grading period. A grade, whether a test grade or a report
card grade, may be contested by a student, parent, or legal guardian only within five days from scheduled distribution of
report cards.

1%t Quarter Report Cards 37 Quarter Report Cards

Viewable on ParentsWeb on October 15, 2020 Viewable on ParentsWeb on March 18, 2021
2" Quarter Report Cards 4t Quarter Report Cards

Viewable on ParentsWeb on January 14, 2021 Viewable on ParentsWeb on June 3, 2021

FINAL GRADES

For full-year courses, final grades are the average of the four semester grades.

INCOMPLETES

A student may be assigned an incomplete grade at the end of a marking period. Normally this is done when the student
has been unavoidably out of school due to illness or unable to complete school work due to some unusual circumstance.
School policy requires that students make up incompletes within the first two weeks of the next marking period. If the
student does not make up the incomplete within the time allowed, the missing work will be assigned a grade of zero, and
the course grade will be averaged accordingly. Any exception to this rule must be approved by the Principal

ACADEMIC PROBATION

New students will be accepted on a probationary basis for the first two quarters. The Principal may also place any
student on academic probation. Parents or guardians would be notified of the student’s probationary status and
conditions attached to it. If the student fails to meet the conditions of the probation during the specified time, the
student will be required to withdraw from school. A student who gives evidence of consistently poor performance during
the school year — as reflected, for example, in progress reports or quarterly grades — and whose performance gives
little indication of probable improvement, may, in the student’s best interest, be asked to withdraw from Incarnate Word
Academy.
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ELEMENTARY LEVEL CURRICULUM
Traditional

The traditional classroom is comprised of children in the following grades: K4, K5, 1st, 2nd, 3rd, 4th, and 5th. Children in
the Early Childhood classes of K4 and K5 are led by a classroom teacher who used a center-based approach to
instruction. They are exposed to concepts in Catholic Doctrine, Language Arts, Math and Science.

Students in grades 1 to 5 are instructed primarily by a classroom teacher in the core subjects of Catholic Doctrine,
Reading, Phonics, Spelling, Handwriting, Composition, Math, Science, Health, and Social Studies. Children are also given
instruction in Music, Art, Spanish, S.T.E.M, Guidance, and Physical Education.

The curriculum in the traditional program is based on the goals and objectives established by the Office of Catholic
Schools in the Diocese of Corpus Christi. Gospel Values and Catholic Social Teachings of the Church are embedded
throughout the subject areas.

Differentiated Instruction is used to meet the needs of the students. Student progress is communicated quarterly or as
needed to parents through Parent-Teacher conferences. As goals and objectives are met, students are promoted to the
next grade level.

Montessori

The Primary classroom is prepared with a three-year span of curriculum for three, four, and five year olds and focuses on
the following areas of learning: Language, Mathematics, Practical Life, Sensorial Exercises, Cultural Studies, and Religion.
The four main goals of the Primary curriculum are the development of concentration, coordination, order, and
independence, laying the foundation for the child’s academic, social, and emotional development. The fact that the
classroom is prepared with a three-year span of curriculum allows each student to progress at his or her own pace. The
Montessori materials provide clarity to abstract concepts and draw the child to exploration and discovery.

The Montessori Elementary program responds to the needs of the child towards exploration and order. The Five Great
Lessons at the heart of the Montessori elementary curriculum provide the framework from which the student comes to
understand the interrelatedness of all living things. The Five Great Lessons are: the Beginning of the Universe, the
Timeline of Life, the Appearance of Man, the History of Mathematics, and the History of Writing. Students engage in
follow-up work in the areas of earth sciences, functional geography, chemistry, zoology, classification, botany, ancient
civilizations, and interrelatedness. Work on group projects, use of community resources, and an expansion in field study
become important new elements in the curriculum.

Three-year cycles are considered an essential element of Montessori education. Allowing children to stay in the same
Montessori environment with the same group of children and teachers through the full three-year cycle establishes a
strong, stable community and consistency for the learning process. The cycles are: MP (3 years through Kindergarten),
MEJ (1st through 3rd grades), and MES (4th and 5th grades; IWA then transitions to 6th grade at the Middle Level).
Ideally, our students follow this model.

Transferring Between Philosophies/Methods

Sometimes changes need to be made to best meet the academic needs of each student. Transitioning between the
Montessori and traditional methods occurs in between academic school years. If a change is to be considered during the
school year, it may be done only through careful review of all teachers involved and with the permission of the Principal.
A request may only be considered once between methods. A transition will not be considered if the requested class is
already full.
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STANDARDIZED TESTING / STUDENT SERVICES

Students in grades 1 thought 5 will take the lowa Assessments.
Students in grades 1 and 4 will take the Cognitive Abilities Test.
Individual counseling and/or group counseling services will be made available to students by trained professional

possessing a minimum of a Master's Degree in Counseling or a related field. Counseling services are confidential.

Students may be referred to the School Counselor by educational personnel or parents. Students may voluntarily seek
counseling services. Parents will be informed of group counseling topics through classroom communications. Parents
will not necessarily be notified if the child(ren) receives individual counseling services. Parental permission is not
required for students to see the School Counselor.

TECHNOLOGY ACCEPTABLE USE POLICY

This policy works for the benefit of all Incarnate Word Academy students and parents by encouraging responsible use of
valuable technology resources, while providing students access to the network. This network includes Internet, wireless,
online databases, computer services, computer equipment, and related equipment for educational purposes. The
purpose of this network is to enhance and prepare students for academic excellence by providing electronic access to a
wide range of information and services that will support their learning and career preparation. The network and
technology resources are to be used in a responsible, ethical, and legal manner in accordance with the school's mission
and educational goals.

Technology resources are defined as any electronic tool, device, program, or system that is utilized to meet an
educational goal and enable students to be more efficient in a technological world. Personally owned technology
resources including, but not limited to, cell phones, tablets, mobile devices, storage devices, or personal online accounts
are inclusive in this policy when on school property, accessed and/or connected through the school infrastructure. All
technology resources, including those not specifically listed in this policy, and whether the property of Incarnate Word
Academy or a personal device in the possession of a student on school property, are subject to search by administration
at any time.

Students are not allowed to be in the work area of any computer workstation without specific approval and without the
supervision of a member of the Incarnate Word Academy faculty, staff, or administration.

Hardware and peripherals are not to be relocated, tampered with, misused, or removed from the Incarnate Word
Academy campus. Students and his/her parent(s) accept the financial responsibility and will reimburse Incarnate Word
Academy for damage to equipment and material, which result from intentional abuse, gross negligence, misbehavior, or
failure to follow instructions.

While on campus, any use of technology resources or a student’s possession of technology resources must be pre-
approved by a member of the Incarnate Word Academy faculty, staff, or administration and are only allowed to be used
for educational purposes. It is the responsibility of the students to ensure that any personal storage device brought
from outside the school is virus free and does not contain any unauthorized or inappropriate files that are not an
educational resource or do not support an academic purpose. This includes, but is not limited to, cloud storage accessed
through the Incarnate Word Academy network.

Students are assigned an individual login account to the network and other educational resources, and are held
responsible for his/her actions and activity within each account. Students should take all reasonable precautions to
prevent others from being able to access his/her account. Students may not use an account owned by another user for
any reason.

Students may not access or use a ParentsWeb account owned by another user, regardless of the user's consent,
including ParentsWeb accounts owned by students' parents, guardians, other family members, classmates, teachers,
administrators, or any individual associated with Incarnate Word Academy in any way, past or present. Students may
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share their ParentsWeb accounts with anyone. A member of the Incarnate Word Academy faculty, staff, or
administration must be notified immediately if a student has identified a possible security problem.

Students are not to access, copy, modify, or delete programs or files that belong to others or the school without prior
authorization by administration. Students may not attempt to gain unauthorized access, look for security problems, or go
beyond their authorized access to any part of the IWA network -- even if only for the purpose of “browsing.” Intentional
compromise to the integrity of the network by virus or other means are in violation of this policy, and the consequences
for such actions include but are not limited to expulsion. Access to the Internet is available and students accept
responsibility for appropriate use of this resource.

Students are not to access personal e-mail accounts, personal student web pages, game sites, or any Internet
applications that include instant messaging and/or chat rooms. Each student is expected to use such access within the
approved educational purposes for which he/she is granted. The school shall maintain an Internet filter to control access
to unacceptable sites. It must be understood that it is impossible for the school to eliminate access to all controversial
materials, despite strict monitoring. Incarnate Word Academy shall not be held liable for user misuse of the Internet.

A student's online or digital behavior, both in and outside of school, can directly affect the learning environment that
Incarnate Word Academy strives to provide. The student code of conduct and the restrictions against inappropriate
language apply to public messages, private messages, and material posted on web pages (including personal social
networking sites). Students will not knowingly or recklessly post false or defamatory information about Incarnate Word
Academy, Sisters of the Incarnate Word and Blessed Sacrament, or any other organization. Students may not knowingly
or recklessly post false or defamatory information about any person, including, but not limited to, a student, parent,
faculty, staff, or administrator of Incarnate Word Academy. A student will not use the Internet or network to access or
send material, which is racist, defamatory, obscene (pornographic), advocates violence, or discrimination against other
people (hate literature).

Incarnate Word Academy reserves the right to monitor and track all computer usage. This includes, but is not limited to,
personal devices brought to the school using Incarnate Word Academy's wireless Internet. Students shall not have any
expectation of privacy in connection with his/her use of the network facilities and access to the Internet.

Incarnate Word Academy shall not be responsible for unauthorized financial obligations incurred by students resulting
from the use of the school's network.

Violations of this policy may result in loss of access as well as other disciplinary or legal action. Students' violation of this
policy shall be subject to consequences including but not limited to expulsion.
This policy is subject to change, and may be revised at the discretion of the Incarnate Word Academy administration.

Personal Electronic Devices

Cell phones and other electronic devices are not permitted in class without the stated permission of the principal and
teacher. Students may use the office phone during school hours. The use of any camera, including cellular camera
phones, to take unauthorized pictures is likewise prohibited. Exceptions will only be made in the case of class projects
requiring a camera that have received prior administrative approval.

BYOD - Bring Your Own Device

The elementary teachers grades 1st - 5th will allow students to bring and use at designated times the student's own
laptop or tablet. The use of these devices is solely for educational purposes and closely monitored by the classroom
teacher.
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ATTENDANCE
* Please see reopening plan for 2020-2021 for policies related to Covid 19 symptoms and absences.

Texas State Law grants only the following as legitimate reasons for school absence: sickness, death in the family, health
treatment, quarantine, religious observance, and required court appearance. In addition to fulfilling the statutory
requirements of Texas Law, regular attendance is essential to guaranteeing a continuous, uninterrupted program of
instruction as a basis for academic success. Therefore, Incarnate Word Academy cannot condone or approve absence from
school for vacations or other nonessential reasons. All absences are reviewed by an administrator.

The Texas Education Agency has adopted a 90 Percent Rule. This Rule states that students must attend school for 90
percent of the in session in a given school year in order for students to receive credit for the year.

Catholic schools in the Diocese of Corpus Christi, for accreditation purposes, follow the 90 Percent Rule.

Situations in which students do not meet the 90 Percent Rule in regards to attendance of class and school will be reviewed
by the school administration. A determination will be made as to whether the student will be retained or allowed to re-
enroll in the school.

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

State law requires school attendance; therefore, we keep complete and accurate attendance records and make sure that
students present.

Not counted towards the total number of absences are:

e Doctor’s visit (written official note required)

e Participation in a school-sponsored activity

e Prolonged illnesses (written medical documentation required)
e Court Date

e Funeral

Reporting an Absence

When a student is absent for any reason, parents shall telephone the Elementary Level Office (ext. 115) by 9:00 am on
the first day of an absence. The parent should leave his/her child’s name, date, and the reason for the absence and
follow up by sending a written note upon the student’s return.

Excessive Absences

The parents of students who have accumulated six (6) absences will be notified, by letter, that the student has been
excessively absent. The parents of students with nine (9) absences will be notified, by letter that the student has been
excessively absent and will be required to attend a conference with the principal. A student who has excessive
absences may be placed on probation or asked to withdraw from Incarnate Word Academy. A student who is placed on
probation due to excessive absences may be asked to present a physician’s note for each absence in excess of ten.

Returning to School Following an Absence
* Please see reopening plan for 2020-2021 for policies related to Covid 19 symptoms and absences.

Upon return, any student who has been absent shall provide to the elementary office a signed and dated note by their
14



parents. Parents should include in their note: the date of the absence, the reason for the absence, and the parent’s
signature. A note generated by a doctor’s office will be sufficient in medical and dental absences. A documented
medical absence does not count toward the number of days missed from school.

Leaving Campus during the School Day
* Please see reopening plan for 2020-2021 for policies related to Covid 19 symptoms and absences.

If a student knows in advance that he/she needs to leave during the school day, he/she shall present a note to the office
before school begins. Parents should include in their note: date, reason for student leaving, and the parent’s signature.
If it is necessary for a student to leave school during the day because of illness or approved appointments, the
parent/guardian must come to the Elementary Level Office to meet the student and sign the student out. Please make
every attempt to limit individual early dismissal to no more than three per quarter. While sometimes unavoidable,

individual dismissals are nevertheless disruptive to the learning environment.

When Late to Class/School

A student is tardy anytime he/she is not in the properly assigned room by the time the starting bell has stopped ringing.
Tardies, with few exceptions, are unexcused. At 7:55 a.m., the gates and doors to the school will be locked. At that
point, the parent must accompany the child to the Elementary Level Office to receive a tardy slip. A student may not
come to the school office without his or her parent to receive a tardy slip. If a parent is not present, the office will call to
ask the parent to return and properly obtain a tardy slip before the child is permitted to go into his or her classroom.
Reasons for excused tardiness include:

e lliness when documented by the parents/guardians or a physician (chronic, repetitive offenses must have
documentation by the physician)

e Professional and/or court appearance

e Periodic medical or dental appointments

e (Car trouble- two per year only

e Bad weather

e Required religious observances

e Death of family member or close friend

e Performance at a community service

e Birth of a sibling.

Tardiness is extremely disruptive to the classroom environment and detrimental to both the present and future

academic success of the individual student. On the third unexcused tardy, the classroom teacher will refer the parent for

a conference with the principal. Six tardies, excused or unexcused will count as 1 absence. Sadly, through no fault of the

child, a referral for multiple unexcused tardies may result in either disciplinary action or dismissal from school.

Make-up Work

Incarnate Word Academy has the following late and make-up work policies:

e Students taking school-sponsored or pre-approved trips shall make arrangements with teachers for assignments and

due dates.
e Make-up work is permissible only if an absence is excused. A zero will be recorded for an unexcused absence.

¢ The number of days allowed for completion of make-up work shall not exceed the number of days absent.
e Students shall complete make-up work within a week after returning to school from an extended illness.
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* Make-up tests may be given on the day of a student’s return to school if a test was announced prior to the absence.
Any make-up test will be administered at the teacher’s discretion.

e Students should check ParentsWeb, call or contact classmates for information about missed assignments. Primary
responsibility for work missed during an absence rests with the student.

Students are expected to complete and turn in all assigned work by the due date set by the teacher. Late work is not
accepted. Make-up tests may be given on the day of a student’s return to school if a test was announced prior to the
absence. Any make-up test will be administered at the teacher’s discretion.

ARRIVAL AND PICKUP OF STUDENTS AT SCHOOL

Students should not arrive on campus before 7:35 A.M. unless directed to report earlier by a teacher or coach. Once
students arrive on campus they are not permitted to leave campus until dismissal and are expected to report to their
homeroom when the 7:55 bell rings. School begins at 7:55 a.m. For reasons of safety and campus security, the
Chamberlain Street parking lot entrance will be blocked before school begins in the morning and at dismissal. All visitors
should use the Chamberlain Street Elementary Level Office Entrance which is automated for monitored entry after
school begins. At dismissal, students must be picked up unless involved in an after-school activity. Students in an after-
school activity must be picked up at the activity’s conclusion. Students who remain on campus beyond these must be
supervised by their parent/guardian and do so at their own risk.

SCHOOL HOURS
The doors and gates will open at 7:35 a.m. and close at 7:55 a.m.

Montessori 3 year olds:
7:55 a.m. to 12:00 p.m. for Half day students — 7:55 a.m. to 3:00 p.m. for Full day students

Montessori 4 & 5 year olds and Traditional Pre-K & K-5 students:
7:55 a.m. to 3:00 p.m.

Montessori and Traditional students in 1%, 2", and 3™ grade:
7:55a.m. to 3:15 p.m.

Montessori and Traditional students in 4" and 5% grade:
7:55a.m. to 3:30 p.m.

DROP OFF AND PICK UP PROCEDURES

All STUDENTS will be dropped off and picked up in the Dougherty Center parking lot.
(See traffic flow map p. 39)

The following drop off and pick up instructions apply. Please share this information with ALL adults who are on your
child’s pick-up list:

e Morning drop-off begins at 7:35 and ends at 7:55. The gates and doors are locked at 7:55.

e All students will be dropped-off and picked-up in the drive-through lane. Parents are asked to stop at the cones
designating a drop-off point. Please pull forward to the first available cone closest to the exit area. Faculty members
will be present to assist small children by opening car doors and helping with seatbelts. Parents who wish to park
and walk their child(ren) to the gate in or out are welcome to do so.
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e Ifachildis to be picked-up by someone other than a parents or a legal guardian, please send a written consent to
the teacher at the time of arrival.

e If you pick-up multiple children who have different dismissal times, please be prepared to drive around and re-enter
the line. Otherwise, please feel free to park and wait for your children.

e During pick up, parents are required to wait outside the gate until the child has been released to you by the teacher.

Please DO NOT drop-off or pick-up your child by the gate by the library, the corner of Alameda and Chamberlain, or by
the front office door unless you are parked in a parking space. .
These locations are not designed to be drop-off or pick-up areas and are not safe for loading and unloading children.

Children not registered in the After School Program are to be picked up promptly after school. There is NO SCHOOL
SUPERVISION on the school grounds after dismissal.

PARENTAL SUPERVISION ON PLAYGROUND AFTER SCHOOL
* Please see reopening plan for 2020-2021 for policies related to no visitors on campus until further notice.

Parents Assume Supervision of Their Children at Dismissal

e A parent or guardian MUST be present and actively supervising if their child plays on the playground after school.

e Rocks are to remain on the ground. They may NOT be placed on the playground equipment.

e Proper care of equipment is important at all times.

e Students are not to play on the playground on rainy days.

e The playground is not open before school hours and closes at 4:00 p.m. each day except during the volleyball and
basketball season.

e Pets are not allowed on the campus for health and safety reasons.

e All playground rules that apply during the school day apply after school as well.

AFTER SCHOOL PROGRAM

The YMCA provides after school care for any student for a monthly fee. Parents may register their child(ren)
in the After School Program during Angel Check-In. YMCA after school care is provided from dismissal until 6:00 p.m. in
the Alameda Complex on the school grounds.

ACCESS TO STUDENTS ON CAMPUS
* Please see reopening plan for 2020-2021 for policies related to no visitors on campus until further notice.

To insure the safety of all students, only individuals listed in the school record as an emergency contact, or those with
statutory authority, will be granted access to the student. Individuals may be asked to show a form of ID before being
allowed to interact with any student on campus.

Check in at the Elementary Level Office. When you arrive on campus, please report directly to the Elementary Level
office for authorization. Access to the Elementary Level building is available through the front entrance (Chamberlain
Street Parking Lot doors) through camera monitored free access.

I.D. Check: If you are asking to see your son or daughter, please do not be offended if you are asked to show
identification. This is a safety measure intended to protect your children.

Please Note: For the safety and security of our students, anyone seen on campus during school hours without a visitor
badge will be reminded to obtain one or asked to leave campus.
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BREASTFEEDING POLICY

We recognize that breastfeeding has many benefits for new mothers and their children. A mother may nurse her child
anywhere on the elementary level campus. If the mother would like a private area to nurse her child she may request the
use of the conference room or a private office. A mother has the right to breastfeed or provide breast milk for their child
while in our care.

GUARDIANSHIP OF CHILDREN

If there is a ruling on custodial rights of a parent, please inform the school office. The school office will inform the
teacher(s) of the custodial rights. Court ordered documentation must be provided.

NON-CUSTODIAL PARENTS

It is the responsibility of the custodial parent to provide the school, at the time of enroliment, any court order concerning
an enrolling student. In the absence of a court order to the contrary, Incarnate Word Academy, in compliance with the
provisions of the Buckley Amendment, will make available to non-custodial parents all school records associated with the
student. Where necessary, school personnel shall be required to contact the school’s legal counsel before making a
determination about the child.

VISITING CAMPUS DURING SCHOOL HOURS
* Please see reopening plan for 2020-2021 for policy pertaining to no visitors on campus until further notice.

Parents and other visitors are welcome at Incarnate Word Academy. On arrival, during school hours, parents and visitors
must check-in at the office and obtain a visitor’s pass. Parents or guardians who need to visit campus during school
hours are asked to follow these guidelines:

Please make an appointment at least one day in advance for planned student visits and classroom observations during
school hours. If you are coming to see the Principal or other faculty member, please call to make an appointment in
advance. For appointments with the principal, call extension 115 and the administrative assistant will take your
information. For a faculty members voicemail boxes, please refer to Voicemail Extension list at the front of the
handbook. Unauthorized visitors before and after school hours are not acceptable. Doors to the classrooms are locked
daily at 7:55 a.m.

CAFETERIA/LUNCH PROCEDURES
* Please see reopening plan for 2020-2021 for policy pertaining to no visitors on campus until further notice.

Students may bring their lunch to school or purchase food from the cafeteria. Cafeteria meals are available for all
students. Parents must prepay and order meals through the Top Choice Catering Website.

If bringing lunch from home, please pack a cold lunch or pack items already heated in a thermos. Microwave ovens are
not available in the Dougherty Center.

All students will eat lunch in their classrooms under the supervision of a staff member. Due to the visitor policy, parents
are not allowed to drop off lunch during the school day. If a student should forget their lunch, a lunch will be provided
for them.
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Students with medical concerns must have lunch delivered to school by a parent or bring a sack lunch to school.
(Reminder: parents are allowed to bring lunch only for their own child, due to the Foods of Minimal Nutrition law and
should check in at the front office before meeting their child in the Dougherty Center. Incarnate Word Academy is not
responsible for meeting daily nutritional needs.

WEATHER AND SCHOOL CLOSING

Severe weather, power outages, or other conditions may require Incarnate Word Academy to cancel classes, start late,
or close early. In most circumstances the decision to cancel classes or delay start time will be made on the day of the
weather event, as it is usually impossible to make the determination the previous night.

With regard to severe weather, IWA follows the Corpus Christi Independent School District’s (CCISD) plans for school
closings, but not necessarily for school delays. Parents will be notified through the Parent Alert text notification system
of any school closures, delays, or other emergency information and these notifications take precedence over CCISD
plans.

Parents should update the school office with any changes in cell phone numbers or email addresses to ensure that they
receive the communication and verify that you have selected to receive text alerts within your online enrollment.

Incarnate Word Academy will be using the school’s Facebook page and Twitter account as additional communication
channels. Parents may also listen to local radio/TV broadcasts for information about the school’s closing and reopening.

EMERGENCY LOCKDOWN PROCEDURE

Incarnate Word Academy has a primary responsibility to ensure the safety of students, faculty, and staff on property. In
an emergency situation, the school may be placed under “Lockdown.” The “Lockdown Procedure” is initiated should a
high risk incident involving a hazardous chemical spill; severe weather warning; weapons; student/stranger intrusion;
etc. occur on school property or there are circumstances in the vicinity of the school that could endanger the lives and/or
the safety of students and/or staff.

Should a lockdown occur, parents are asked to remain calm as school and local authorities manage the situation. Parents
are asked to adhere to the following:

e Do not contact the school office.
e Do not attempt to pick up your child as no one is permitted to leave and no one, including parents, is allowed on
campus.

Although such measures may seem extreme, they have proven effective in ensuring student safety. Parents will be
notified through our Parent Alert text notification system with any additional instructions or if it appears the lockdown
will last for an extended period of time, or go beyond dismissal time. Students will not be allowed to leave until
recommended by the appropriate authorities.
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DRESS CODE AND GROOMING REGULATIONS

Incarnate Word Academy maintains a code of dress and grooming consistent with its character as a private, Catholic,
college-preparatory school. This code contributes to a seriousness of purpose, a constructive learning atmosphere, and
the development of sound personal habits and a positive self-image. To teach the total child, teachers and administrators
will instruct students with regards to proper and acceptable dressing and grooming habits. This is to include stressing
neatness, cleanliness, acceptability, and appropriateness. Students should be dressed in such a manner that instruction is
enhanced and not hindered. Neatness, cleanliness, and appropriateness are to be the guiding factors. The entire staff will
enforce the dress code. Violations of any of the policies listed herein will result in disciplinary action and/or being sent
home. Students are expected to be in proper attire when they arrive on the campus. Parents are expected to support
this policy by ensuring that their children wear only the approved school attire.

LOGOS

Brand logos will not be permitted. The Incarnate Word Academy logo will be mandatory on all polo shirts.

* EWORD
ACALEMY

Approved Logo
Solid White Colored Stitching Only

Approved Vendors
Academic Outfitters 1334 Airline Road. Corpus Christi, TX

mcsdgrest@academicoutfitters.com (361) 806-9208
Lands End www.landsend.com (800) 963-4816
Stitch It 4333 S. Alameda. Corpus Christi, TX 78412 (361) 992-2006
Mira’s Sports 6006 Ayers St. Corpus Christi, TX 78415 (361) 852-4541

All students, are required to attend class in proper uniform. Uniforms are to be purchased from Academic Outfitters
and/or Lands’ End. Upon occasion, parents may happen on clothing of the same style, color, etc. at another retail store
that is more feasible/affordable for them. Any school apparel of regulation style and color should be presented to the
administration for review prior to applying the school logo. If school apparel is acceptable, it can be embroidered locally.
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Girl’s Daily-wear Uniform:

All girls will wear the regulation short or long sleeve red polo shirt with the IWA logo - shirts must be tucked in;

IWA blue and red plaid skirt, shorts, or long pants — skirts and shorts should extend to at least the top of the knee; all
girls should have at least one skirt for weekly mass and formal, school-wide events;

solid white socks that measure at least 2” above the ankle bone (including bobby socks edged with solid red or navy
or IWA plaid) or knee socks.

solid white, solid black, or a combination of white and black athletic shoes with white or black shoelaces (Montessori
Primary and Traditional PreK and K MUST wear shoes with Velcro until they can tie their shoes) - NO OTHER COLORS
INCLUDING GRAY (not even the on logo) are permitted; wheels, lights, sounds, or any other add-ons are not allowed;
only solid white, short-sleeved or sleeveless undershirts or undergarments are acceptable;

red, navy, or white shorts must be worn under skirts;

if the weather extends below 60 degrees, navy, white, or red (NO BLACK) full-length leggings or tights may be worn;
sweatpants and knee-high leggings are unacceptable;

navy or red IWA sweatshirts and/or solid navy, red, or white sweaters or sweatshirts; grey IWA sweatshirts, when
designated by the athletic coaches, may also be worn;

hair must be the student’s natural hair color; highlights are not permitted;

hair accessories in combinations of red, navy, and white;

religious medals and single post earrings only - one single post earring may be worn per ear; and,

no make-up or colored nail polish may be worn; clear nail polish and lip balms are acceptable; nails should be kept
short and neatly trimmed.

*Solid red, white or blue sweaters or jackets may be worn inside the classroom. When the weather dips below 40
degrees, coats, hats, scarves, and/or gloves, any color, are acceptable for use outside.

Boy’s Daily-wear Uniform:

All boys will wear regulation short or long sleeve navy blue polo shirt with logo - shirts must be tucked in;

khaki regulation pants or walking shorts (Montessori Primary and Traditional Pre-K and K students may wear shorts
with an elastic waistband with no belt); all boys should have at least one pair of long pants for Mass and formal,
school-wide events;

black or brown belt;

solid white socks that measure at least 2” above the ankle bone;

solid white, solid black, or a combination of white and black athletic shoes with white or black shoelaces (Montessori
Primary and Traditional PreK and K must wear shoes with Velcro until they can tie their shoes) — NO OTHER COLORS
INCLUDING GRAY (not even on the logo) are permitted; wheels, lights, sounds, or any other add-ons are not allowed;
only solid white, short-sleeved or sleeveless undershirts are acceptable;

compression shirts and leggings are not acceptable;

navy or red IWA sweatshirts and/or solid navy, red, or white sweaters or sweatshirts; grey IWA sweatshirts, when
designated by the athletic coaches, may also be worn;

religious medals may be worn;

hair must be the student’s natural color; highlights are not permitted; and,

hair should be well-groomed, trimmed above the shirt collar and eyebrows, and no longer than two inches.

*Solid red, white or blue sweaters or jackets may be worn inside the classroom. *When the weather dips below 40
degrees, coats, hats, scarves, and/or gloves, any color, are acceptable for use outdoors.
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All Fridays are Spirit Dress Days (Noon dismissal days that are not Fridays are Regular Uniform Days)

e All students may wear red spirit shirts or school-sponsored event shirts (like Fall Fun Night)-shirts must be tucked in;

e regular, plain-fit (not skinny), non-faded, non-ripped, non-decorated BLUE jeans; Montessori Primary and Traditional
Pre-K and K5 students may wear blue jean shorts or skirts; and,
e regular uniform tennis shoes and socks.

Additional Considerations:

Protocol for dress code non-compliance:

1. First Occurrence: a note will be sent home.
2. Second Occurrence: sent to office to call parent to bring the proper attire to school.
3. Third Occurrence: student will not be allowed to enter the classroom

On occasion, a student may have to change uniforms due to spills or accidents. If the student does not have an extra
uniform at school they will be issued a uniform from the school uniform closet. Most students are capable of changing
themselves, if not a faculty or staff member will assist.

Parents are asked to ensure that clothing is kept clean and presentable, replacing faded and tattered clothing when
needed.

CODE OF CONDUCT

EXPECTATIONS

Responsibility begins with you, only you can control yourself.

Expect others to listen to you. Please do the same for them.

Show respect for yourself and others. Treat others as you would like to be treated.
Possessions are personal. Borrow only with permission

Ease your way quietly around the work environment.

Complete all of your work. Learning is a partnership

Time is valuable. Work with intent.

DISCIPLINE POLICY AND EXPECTATIONS

At Incarnate Word Academy Elementary Level, we view our dedication to develop Christian wholeness in our students
both academically and socially. This involves a communicative partnership among our faculty, students, and parents.
Opportunities for redirection are part of the growing process. A student’s failure to follow a classroom expectation is
noted in classroom. Throughout the day, each student will have the opportunity to redeem himself or herself and such
behavior will be acknowledged. At the end of the day, the discipline log will be updated indicating any expectation that
was not followed. The teacher totals the weekly conduct sheets at the end of the nine weeks to determine the student’s
conduct grade on the report card.

S or 3 =0-14 entries N or 2 — 15-24 entries U or 1 = 25 or more entries per nine weeks
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DISCIPLINE POLICY

Faculty and staff may only use positive methods of discipline and guidance that encourages self-esteem, self-control, and
self-direction, which includes at least the following:

1. Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;
2. Reminding a child of behavior expectations daily by using clear, positive statements;

3. Redirecting behavior using positive statements; and

4. Using brief supervised separation or time out from the group, when appropriate for the child’s age and
development, which is limited to no more than one minute per year of the child’s age.

There must be no harsh, cruel, or unusual treatment of any child. The following types of discipline and guidance are
prohibited:

[

. Corporal punishment or threats of corporal punishment;

. Punishment associated with foods, naps, or toilet training;

. Pinching, shaking, or biting a child;

. Hitting a child with a hand or instrument;

. Putting anything in or on a child’s mouth;

. Humiliating, ridiculing, rejecting, or yelling at a child;

. Subjecting a child to harsh, abusive, or profane language;

. Placing a child in a locked or dark room, bathroom, or closet with the door closed or open; and

. Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age.
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CONSEQUENCES FOR REDIRECTION

At Incarnate Word Academy Elementary Level, we view our dedication to develop Christian wholeness in our students
both academically and socially. This involves a communicative partnership among our faculty, students, and parents
Opportunities for redirection are part of the growing process. In general, each classroom teacher, and by extension
auxiliary teachers and assistants, follow the “rule of three”:

e Three verbal warnings = one written warning
e Three written warnings = one communication with parent
e Three parent notices = one office visit

Once a student warrants an office visit, more serious consequences must be considered. These may include, but are not
limited to, a parent conference, a behavior management contract, loss of school privileges, off-campus suspension, or
expulsion. Behaviors that are physically or psychologically unsafe require immediate action to be determined by the
teachers and the administration.

Unsafe Behaviors Include:

Verbal abuse

Physical abuse

Harassment of a peer

Disruption on the entire learning environment
Dangerous destruction of property

Vandalism

ok wnN P
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PROBATION

The Principal may place a student on disciplinary probation. The parent or guardian will be notified of the student’s
probationary status and the conditions attached to it. If the student fails to meet the conditions of the probation during
the specified time, the student will be required to withdraw from school.

SUSPENSION (OUT OF SCHOOL OR IN SCHOOL)

Suspension is a grave penalty imposed for serious offenses. Suspension revokes the rights and privileges normally
extended to Incarnate Word Academy students for the duration of the suspension. Suspended students are responsible
for all class work and assignments missed during the time of suspension. It is the philosophy of Incarnate Word Academy
that the academic achievement of a student who has been suspended should not be affected by disciplinary action.
Suspended students will be required to make up the instructional time missed during suspension, under the supervision
of Principal.

e Students may not participate in or attend any school athletic or social event that occurs on the day(s) he/she is
suspended. Students suspended for a second time during the same school year may be expelled.

e Astudent assigned to ISS or has been suspended is not to attend any co-curricular/extracurricular activities before
being admitted back into the regular classroom the following day.

e Astudent assigned to ISS or has been suspended is not to participate in any co-curricular/extracurricular meetings,
practices, games, or meets before being admitted back into the regular classroom the following day.

e Astudent assigned to ISS or has been suspended is not allowed on any school campus before being released back
into the regular classroom.

e Astudent assigned to ISS shall have all work completed in an appropriate manner before being admitted back into
the regular classroom.

REFERRAL TO PRINCIPAL / IN SCHOOL SUSPENSION (ISS)
Offenses that generally warrant referrals to the principal/ISS include, but are not limited to:

e Repeated violation of classroom rules/procedures.
e Repeated dress code non-compliance.

e Repeated late arrival to class.

e Chewing gum.

e Use of rude, vulgar, profane language.

e Cheating or dishonesty.

e Repeated inappropriate public display of affection.
e Use or possession of tobacco products.

SUSPENSION

A suspension is counted as an unexcused absence. Offenses that generally warrant suspensions include, but are not
limited to:

e Repeated expressions of disrespect, or inappropriate behavior / language.
e Vandalism/property damage — (will require compensation of damages).
e Blatant, defiance of authority/insubordination.
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e Behavior that jeopardizes the safety of students or staff.
e Repeated forgery, plagiarism or other dishonest actions.
e Threats, intimidation; defamation and sexual harassment.
e  Fighting.

HOME STUDY

For any reason deemed necessary by the Principal, such as the arrest of a student, the Principal reserves the right to
place the student on home study until the matter is resolved to the satisfaction of the school. Students placed on home
study for disciplinary reasons may not participate in any school activities that occur during this period.

VOLUNTARY WITHDRAWAL FROM SCHOOL

Parents may consider voluntary withdrawal from school. Voluntary withdrawal does not, in any way, secure a student’s
ability to regain admission at Incarnate Word Academy. Any pre-paid balance of tuition will be refunded to the parent or
person who has financial responsibility for the student within ten (10) days. Registration and other fees are non-
refundable.

EXPULSION
1. Expulsion may result from grievous cases of misconduct including, but not limited to, the following:
2. Abusive language, obscenity, violence, threats of violence or disrespectful behavior towards a member of the faculty,

a fellow student, or a guest of the school.

Acts of theft or vandalism against the school, school property, or the personal property of a teacher or student.

Excessive absence from school, whether or not it detracts from the student’s academic performance.

Repeated truancy.

The possession, use and/or distribution of alcohol, marijuana, other controlled substances, or drug paraphernalia on

school grounds or at (or before) school sponsored events (including those that take place off campus).

Violation of the Standards of Academic Integrity published in this handbook.

A second suspension in one year, whether or not the student has been placed on disciplinary probation.

9. The possession or use of firearms or any other lethal instrument on school grounds or at school-sponsored events
(including those that take place off campus).

10. Conduct inside or outside of school that is detrimental to the reputation of the school or demeaning to the
individual.

11. Words or actions of a seriously unethical nature.
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Reapplication Procedure

A student required to withdraw from Incarnate Word Academy may reapply at a later date subject to the following
specifications:

¢ The student shall sit out a minimum of one complete semester.
¢ The student may apply to reenter at the beginning of the fall or spring semester.
¢ The principal will interview the applicant and make the final decision.

Parents shall present documented completion of any conditions specified at time of withdrawal/expulsion.
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GENERAL POLICIES
HARASSMENT

Incarnate Word Academy is committed to maintaining an academic atmosphere that is free from violence, personal
abuse or any form of harassment and/or intimidation, where faculty, staff, and students can work and study together
comfortably. Incarnate Word Academy forbids any form of harassment, violence or intimidation occurring in the school,
outside the school, or at school-sponsored events. Such conduct is immoral and illegal and will not be tolerated. It is
forbidden to harass a student or employee through conduct or communication described in this policy.

Harassment consists of unwelcome conduct, whether verbal, physical, and/or visual, that is based on a person’s gender,
race, ancestry, national origin, age, physical disability, mental condition, marital status, veteran status, or citizenship
status. Harassment can originate from a person of either sex against a person of the same or opposite sex, and from
students or employees. Threats of violence and other abusive expressions, physical harassment, corporal punishment,
use of inappropriate sexual words, actions or innuendos, and/or comments directed at a person’s gender are all
inappropriate. Incarnate Word Academy will not tolerate harassing conduct that affects tangible job benefits, that
interferes unreasonably with an individual’s work performance, or that creates an intimidating, offensive, or hostile
environment, and violations will be treated as a significant disciplinary matter.

Sexual harassment deserves special attention and is prohibited by Title VII of the Civil Rights Act of 1964 and Title IX of
the Educational Amendments of 1972. Unwelcome sexual advances, requests for sexual favors, sexually motivated
physical conduct, or other verbal or physical conduct or communication of a sexual nature constitute sexual harassment
when any of these conditions exist:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment
or education,

2. Submission to or rejection of such conduct by an individual is used as the basis of employment decisions or awarding
of a grade,

3. Any conduct of a sexual nature is committed between an employee and a student,

4. Such conduct has the purpose or effect of unreasonably interfering with the individual’s work or educational
performance or creating an intimidating, hostile or offensive work environment.

Some examples of such behavior include (but are not limited to):
Written contact — Sexually suggestive or obscene letters, notes, invitations, drawings or computer messages;

Verbal contact — Sexually suggestive or obscene comments, threats, jokes (including jokes about racial and gender
specific traits), foul or obscene language or gestures, any sexual propositions, sexual innuendo, comments about
another’s body, or sexual characteristics which may be construed as embarrassing to another.

Physical contact — Any intentional patting, squeezing, touching, pinching, brushing up against another’s body, assault,
blocking movement, or coercing sexual intercourse.

Visual contact — Suggestive looks, staring at another’s body, gesturing, displaying sexually explicit or suggestive or
obscene objects, pictures, magazines, printed or visual material.

Sexual blackmail — Sexual behavior to control another person’s actions.

Incarnate Word Academy will quickly investigate all complaints, including formal or informal, verbal or written, of sexual
harassment and will discipline any student or employee who is found guilty of sexual harassment. To the fullest extent
practicable, complaints, investigations, and terms of their resolution will be kept confidential unless evidence indicates
that a criminal investigation is warranted. In this case, information will be forwarded to the proper authorities. Any
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person who reports in good faith any behavior that he/she perceives as sexual harassment will be protected from
retaliation of any type.

Reporting procedures — Any person, who believes that he/she has been the victim of sexual harassment or sexual
violence by a member of the Incarnate Word Academy community, or any person with knowledge or belief of such
conduct, should report alleged acts, either orally or in writing immediately to the Principal.

If the Principal is the individual who is believed to be harassing the employee/student, the employee/student should
notify the President of Incarnate Word Academy who will conduct the investigation. If the President is the individual who
is believed to be involved in harassing the employee/student, the Members of the Incarnate Word Academy School
Board will appoint an individual to conduct an investigation.

The school shall promptly conduct an investigation to be completed as soon as practical. During this process,
investigators will gather and document all relevant specific information, such as dates, times, places, witnesses (if any),
and nature of misconduct, by:

e Interviewing the student(s) involved;

e Interviewing the suspected employee (if applicable);

e Interviewing any witness(es);

e Preparing or obtaining signed statements from the parties involved;

e Collecting and maintaining any relevant physical evidence, such as photographs, letters, email correspondence, diary
or journal entries, or presents;

e Referring the victimized student(s) for medical treatment or counseling when necessary; and

e Coordinating investigation with law enforcement officials when necessary.

During the investigation, the investigators will make every attempt to keep the names of the parties involved and the
nature of the investigation confidential.

The investigators shall draft a report describing the steps of the investigation and summarizing the information gathered.
This report shall be filed with the Principal / President within fifteen (15) days of the investigation’s completion. The
results of the investigation of each report filed under this policy will be reported to the student(s) involved and/or
parents, and the school employee in question, if applicable, by the Principal / President.

If, after the investigation is complete, the Principal / President with the School Attorney’s assistance and advice
determine that the suspected sexual misconduct constitutes child abuse, he/she shall report that conduct to the
appropriate law enforcement officials, as required by state law. If the Principal / President have already notified the
appropriate officials about child abuse, he/she shall report any additional information the investigation uncovers.

Incarnate Word Academy considers acts of sexual harassment to be contrary to the Church’s teaching on the dignity of
the human person. Consequently, the school will investigate all complaints promptly and aggressively. Where acts of
sexual harassment are found, appropriate disciplinary action will be taken which may include warnings, parent
conferences, suspension, or expulsion.

False charges — Each person has the right to his/her good reputation. Anyone who purposefully does anything to damage
the good reputation of another has committed a serious moral wrong. False and malicious complaints of sexual
harassment (as opposed to complaints which, even if erroneous, are made in good faith, will result in appropriate
discipline, up to and including expulsion.

Hazing and other acts of initiation of students during athletic or extra-curricular events are not condoned by IWA, and
are strictly forbidden. Before school activities and events, students will be advised of the school’s policies in an attempt
to ensure the safety of all participants as well as maintain the personal dignity of each student and the reputation of the
school. Students found to be guilty of such activities are subject to serious disciplinary consequences.
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ANTI-INTIMIDATION AND ANTI-BULLYING

Incarnate Word Academy is committed to maintaining an atmosphere that is free from violence, intimidation, and social
pressure, where faculty, staff, parents, and students can together comfortably form community, express their best
selves, and be affirmed in the dignity of each person as a child of a loving God. Incarnate Word Academy does not
condone any form of bullying, violence, or intimidation occurring between member of the school community during the
school day, outside the school, or at school-sponsored events. Such conduct over a period of time is demeaning,
undermining, and damaging to the social and emotional well-being of each member of the school community, interfering
with a student’s education. Likewise, the school does not condone bullying or intimidating, overly or subtly (in person or
via electronic or other means) any student, parent, or employee.

Incarnate Word Academy endeavors to partner with students, parents, staff, and the school community in:

Providing ways for students and bystanders to discuss their concerns, confidentially.

Teaching victims of bullies to challenge bullying through a variety of techniques (beyond “ignoring”).

Providing bullies with socially appropriate ways to seek attention, power, or whatever motivates their behavior.
Celebrating and communicating school and student success in forming a tolerant, compassionate school community
where dignity is reverenced and celebrated.
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Incarnate Word Academy considers acts of intimidation or bullying to be contrary to the Church’s teaching on the dignity
of the human person. Consequently, the school will investigate all complaints promptly. Where acts of intimidation and
bullying are found to be a pattern of behavior, appropriate disciplinary action will be taken up to and including warnings,
parent conferences, referral for counseling, probation, suspension, or expulsion

DISRESPECT

Disrespectful behavior towards a member of the faculty or staff, another student, or a guest of the school is destructive
of the community of love and acceptance Incarnate Word Academy endeavors to build. Disrespect includes, but is not
limited to, the use of abusive or vulgar language, comments or action of an inappropriate nature. Students who act
disrespectfully are subject to serious disciplinary consequences.

STUDENTS WHO ARE DETERMINED TO BE AT RISK

Incarnate Word Academy recognizes that, unfortunately, depression and self-destruction are problems of increasing
severity among children and adolescents. A student who suffers the psychological difficulties of depression may not
benefit fully from the educational program of the schools without proper attention, and a student who has attempted
self-destruction may pose a danger to both himself/herself and to other students.

The school directs all school personnel to be alert to the student who exhibits signs of unusual depression or threatens
suicide, some other form of harm to himself/herself, or another person on campus. Any such signs or the report of such
signs from another student or staff member should be taken with the utmost seriousness.

The Principal, in consultation with a guidance counselor or member of the campus ministry staff, acting with great
pastoral sensitivity, will address concerns brought to the school’s attention.

The following are the steps that may be followed as needed:

e Determine the validity and severity of any report made about or from any student deemed to be at risk.
e Interview the student to further understand the situation
e Inform the appropriate parent, guardian, or agency of the concern
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e Require that the student undergo a professional psychological assessment and that the parents commit to sign a
waiver allowing the mental health professional to discuss the results with school officials.
e The school will require a written clearance from the mental health professional.

Outcomes:

If it is determined that the student is of no harm to himself/herself, the student should return to full attendance and
participation at school;

Should participation be limited by any diagnosis, the Principal will determine whether a plan can be put in place to
address the student’s needs;

In the event that the student is not cleared to return to school, the student may be placed on home study during the
time of treatment or rehabilitation;

If the student, parent, or guardian is not able to comply with the school’s requirements, the student would be asked to
withdraw from school.

ALCOHOL, DRUGS, AND TOBACCO
Policy Goals

In the service of the safety of all Incarnate Word Academy students, the goals of our policies regarding drugs, alcohol,
and tobacco are (1) to maintain a campus free of drugs, alcohol, and tobacco, and (2) to support our students in choosing
not to use these substances.

Definition of “Drugs”

The term “drugs” as used in these policies includes but is not limited to controlled substances and controlled substance
analogues (as defined by Section 481 et. seq., of the Texas Health and Safety Code) and any abusable glue or aerosol
paint (as defined by Section 485.001, et. seq., of the Texas Health and Safety Code).

Use, Possession, and Distribution of Alcohol and Drugs

The use, possession and/or distribution of alcohol, marijuana or other drugs or drug paraphernalia on school grounds,
buses, or at school sponsored activities (including school sponsored events which take place off-campus) is forbidden.
Infractions against this regulation are considered grievous in themselves and a danger to other students. Students
violating this regulation are subject to immediate expulsion. In compliance with Texas State Law, all students found to be
in possession of drugs or alcohol may be remanded to the police department.

Use of Alcohol and Drugs Prior to Attending School and School Events

The use of alcohol, marijuana or other drugs prior to attending school or any other school-sponsored event (including
school-sponsored events that take place off-campus) is also forbidden. Students violating this regulation will be
immediately suspended pending more serious disciplinary action, up to and including expulsion.

Use, Possession and Distribution of Tobacco

Smoking and the use, possession or distribution of tobacco products are prohibited in all areas of the school building, on
the school grounds, buses, or at school sponsored activities (including school-sponsored events which take place off-
campus). Students violating this regulation will be immediately suspended pending more serious disciplinary action, up
to and including expulsion.
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Suspension for Substance-Related Incidents

The American Psychiatric Association specifies that when the use of alcohol or other substances interferes with a
student’s fulfillment of school obligations, a Substance Abuse Disorder may be indicated. Substance related suspensions
in particular are cited as an example. For this reason, when a student is suspended from school as a result of an incident
involving the use of alcohol and/or other substances, Incarnate Word Academy requires that:

e The student must undergo, at his/her own expense, a complete substance abuse assessment performed by a
properly credentialed mental-health provider assigned by the Principal.

e The student and his/her parents must sign an authorization allowing the service provider to release to the Principal
of Incarnate Word Academy the results of the substance abuse assessment.

e The student must show evidence of compliance with these requirements (e.g. show that an appointment has been
made) within one week of the suspension.

e The student will be suspended from any extra-curricular activity (ex: sports, clubs, etc.)

Compliance with these requirements is a condition of reinstatement to Incarnate Word Academy following the
suspension. Failure to comply may lead to expulsion.

After reviewing the results of the substance abuse assessment, the Principal may require the student to undertake
further professional treatment, at his/her own expense, as a condition of continued enrollment at Incarnate Word
Academy.

Deterrence

As a deterrent to the sale, distribution, possession, and use of alcohol, drugs, drug paraphernalia, and tobacco by
Incarnate Word Academy students, the following measures can and will be employed by the school:

e Unannounced inspections of students, lockers, automobiles, schoolbags and school facilities with and without the
use of trained drug-detection dogs.

e Drug testing of any student selected by the Principal (with or without probable cause) at the student’s expense,
including on-site testing.

By enrolling at Incarnate Word Academy, parents and students agree to submit to these deterrence measures.
Positive drug test results will be reported to parents and will not, in and of themselves, result in disciplinary measures.
Asking for Help

Any student who voluntarily seeks the assistance of any school official with regard to a substance abuse problem will be
referred for professional assistance and will not be subject to disciplinary measures, provided that no violation of school
policies has occurred or subsequently occurs. Students will be placed in a drug counseling program to include urine
surveillance until discharged by the program director and by agreement with school administration.

Role of Parents

The appropriate role of parents is to require their children to both comply with school policies and cooperate fully with
deterrence measures. Parents also bear responsibility for ensuring that their children are protected from un-chaperoned
parties or any social setting where drug, alcohol, and tobacco use is likely. It is unrealistic to expect that Incarnate Word
Academy can regulate the behavior of students at parties and other gatherings that are held off-campus and that are not
sponsored or supervised by the school.

A student at IWA is expected to maintain standards of behavior at all times. This includes during and after school hours.
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Notice

Upon admission to Incarnate Word Academy and as a condition of matriculation, students and parents will consent to
the school’s policies regarding drugs, alcohol, and tobacco.

WEAPONS AND DANGEROUS MATERIALS

Fire arms, air guns, paintball guns, other lethal instruments, objects resembling a weapon or other objects or materials
deemed by the administration to be dangerous or hazardous are banned on school grounds, buses, or at school
sponsored activities, including school sponsored events which take place off-campus. Infractions against this regulation
are considered grievous in themselves and a danger to other students. Such infractions are subject to notification of the
police, grave disciplinary consequences including expulsion

CRIMINAL BEHAVIOR

Any student having pending litigation of felony or misdemeanor charges may be withdrawn at the discretion of the
administration.

DETECTION DOGS

Detection dogs will be used throughout the year to deter prohibited substances and weapons being brought to the
campus. All areas of the campus, including student’s vehicles and bags, are subject to inspection by dogs trained to
detect drugs, alcohol, and weapons.

PUBLIC DISPLAYS OF AFFECTION

Public demonstrations of affection are not appropriate to the school setting such as, but not limited to, kissing, clinging,
sitting on another person’s lap, inappropriate embraces, inappropriate touching and other displays of romantic affection
are not appropriate to the academic setting. A second reminder in this regard may result in a parent conference and
possible disciplinary action. Repeated non-compliance will result in referral to the principal.

MEDICAL CONCERNS
IMMUNIZATION REQUIREMENTS

Immunization requirements shall be current and submitted to the office at time of registration. Students not in
compliance after notification will be issued an exclusion letter and student will not be allowed to return to school until
proof of immunization has been provided to the school nurse. Further explanation and information are available through
the school nurse — Extension 178.

Every student enrolled in a Catholic School in the State of Texas shall be immunized against vaccine preventable diseases
caused by infectious agents in accordance with the immunization schedule adopted by the Texas Department of State
Health Services. A student who fails to present the required evidence shall not be accepted for enrollment. The only
exception to the foregoing requirement is a medical exemption signed by a licensed physician (M.D. or D.0.) authorized
to practice in the State of Texas, including the physicians license number. The statement must state that, in the
physician's opinion, the vaccine required is medically contraindicated or poses a significant risk to the health and well-
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being of the child or student or any member of the child's or students household and define that risk. Each vaccine the
physician believes is contraindicated must be listed. The exemption statement is valid for only one year from the date
signed by the physician and must be resigned and submitted each year. Only statements written on the Physician's
letterhead will be accepted.

Please note that immunizations are not in conflict with the Catholic faith. Conscientious objections or waivers, which
may be permissible for attendance in public schools, do not qualify as an exemption in Catholic Schools in Texas. (Atty.
Gen. Op. GA-0420). This policy was adopted by Texas Catholic Conference of Bishops Education Department, December
2008 and voted on April 3, 2017 to keep as written with no changes by the Bishops of Texas. Current immunization
requirements can be found at: www.dshs.state.tx.us/immunize/default.shtm OR http://www.immunizetexas.com

MEDICATIONS AT SCHOOL

A signed parental and physician consent form must be provided before medication will be administered to a student
(prescription or non-prescription) at school by the school nurse or office staff. Written consent forms from both a
parent/guardian and the student’s physician are required for dispensing any medication to a student (both prescription
and non-prescription). Consent forms are valid only for the school year and must be signed and resubmitted each year.

e The parent is required to bring medicine to the school office.
DO NOT SEND MEDICATION TO SCHOOL WITH THE CHILD.
MEDICATION MUST BE GIVEN DIRECTLY FROM THE PARENT TO SCHOOL STAFF.

e Administration of medicine is recorded on a medication log.
e Medicine may be administered by non-medical personnel.

e Only medicine prescribed by a licensed physician, dentist, nurse practitioner, or physician’s assistant will be
administered by authorized school personnel. Parents are welcome to administer medication to their child after
first checking in with the front office.

e Only medication which is necessary for the child to remain in school will be given during school hours with
medication being administered at home whenever possible.

e With the use of cough drops, they must be in the original container, and labeled with the child's name, and written
directions from the parent. Parent request for administration of cough drops must be consistent with directions for
use on the package.

e Medicine that is in an unlabeled container, in a plastic bag, or in an outdated labeled container will not be
accepted or administered by school staff.

e Stock (sample) medicine will not be accepted in the office.

e Non-prescription (over the counter) medicine must be in its original container, with visible directions, and labeled
with the student’s name. (Administration of such medicine must be consistent with the container’s usage direction.)

e Itisthe parent’s responsibility to pick up unused medicine by the end of the last day of school. Medication NOT
picked up by the end of the day on the last day of school will be disposed of appropriately by staff.

e Medicine that has expired and unused medicine not picked up by the parent will be disposed of properly. Medicine
is not kept in the office from year to year.

e Substitution of medicine from one student’s supply to another is never permitted, even if it is the same medicine or
between siblings.

e Both requests and medications shall be kept in the school office. Medicine is stored in a locked receptacle.
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A student is not permitted to have any prescription or over the counter medication on his/her person or in his/her
possession for self-dispensing.

Only oral and inhaled medications with properly signed and submitted paperwork will be administered by school
staff. With the exception of epinephrine auto-injectors, no injection medications will be administered by school staff.
If a student requires an injection medication, parents are welcome to administer at school after checking in with
front office.

An Asthma Action Plan signed by both a physician and a parent must be turned in to the school nurse for any student
who requires the administration (either daily or as needed) of an inhaler at school; this plan must be updated, signed
and submitted each school year.

For students with life-threatening allergies, it is the responsibility of the anaphylactic or potentially anaphylactic
child’s parents to inform the school principal of their child’s allergy. Each child should wear a Medic-Alert bracelet
that states his or her allergy/allergies. Also, a written individual treatment protocol needs to be established and
signed by the child’s physician and provided to the school nurse. The school cannot assume responsibility for
treatment in the absence of such a protocol.

Anaphylactic or potentially anaphylactic children who have been issued a prescription for an Epinephrine Auto-
Injector shall deliver at least two (2) to the school nurse for use in case of an emergency.

Children who are no longer allergic or no longer require an epinephrine auto-injector must present a letter of
explanation from their allergist/physician (MD or DO) stating such.

IN THE CASE OF DIABETES AND EPILEPTIC medications, parents must meet with the school nurse and principal prior
to the start of the school year or (in the case of a new diagnosis) before the student returns to school after diagnosis.
A plan of action to be used in the event of seizure in school must be formulated by the parent, staff and physician of
a student suffering from diabetes or epilepsy. The plan should include conditions for parent notification and/or
emergency medical assistance.

STUDENTS WITH LIFE THREATENING ALLERGIES

In an effort to support all staff and to provide the safest environment for all Catholic School students it is imperative the
following action be taken with life threatening allergies:

1. Parents must receive approval from the classroom teacher and principal before supplying food or craft materials to
the student’s classroom.
2. Given that anaphylaxis can be triggered at by even minute amounts of allergen, anaphylactic children must be
encouraged to follow certain guidelines:
= Eat only food which they have brought from home unless it is packaged and clearly labeled and approved by
their parents.
=  Wash hands before eating.
= Do not share food, utensils or containers.
= Place food on a napkin or wax paper rather than in direct contact with a desk or table.
ALLERGIES

Parents with children who have allergies are to provide complete medical information for their child’s care to the school
nurse and classroom teachers. Parents of all children in these classrooms will be informed about the allergy-free
classroom requirements.
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USE OF INSECT REPELLENTS:

Students DO NOT need to carry or bring insect repellent to school. The risk of misuse or exposure to students allergic to
the product far outweighs any potential benefit. Parents should consider reapplying a mosquito repellent if students are
participating in after-school activities and will be outside in the evening hours. CDC recommends to “keep repellents out
of reach of children and not allow young children to apply insect repellent to themselves.” National Pesticide Information
Center (NPIC): 1-800-858-7378 or npic.orst.edu. School employees and coaches are not to purchase or apply or provide
insect repellent for students.

USE OF SUNSCREEN:

Sunscreens are regulated by the FDA and are to be treated at school like any other medications, with the appropriate
medication permission form on file in the school office.

BITING

Children who are bitten are examined by the nurse. If a bite breaks the skin, the parent or emergency contact will be
notified by the school nurse. If the bite does not break the skin, the parent will be notified by the classroom teacher.
Repetitive incidents of biting will require a parent-teacher conference. A child who bites repeatedly may not be mature
enough for school.

COMMUNICABLE DISEASES
* Please see reopening plan for 2020-2021 for policies related to Covid 19 symptoms and absences.

A sick child is required to stay at home during the first days of illness when symptoms are most severe and infection is
most contagious. Children can return to school when symptoms have improved and no fever has been detected for 24
hours without the use of fever reducing medication. If a child has an illness requiring a doctor’s visit, a written
physician’s release is required to return to school. Please bring the note to the school office before the student is
admitted to class. Report cases of communicable diseases to the school office as soon as possible.

MEDICAL EMERGENCY

In the event of a medical emergency faculty and staff will call 911. The parents or guardians will be notified immediately.

OTHER INFORMATION
PARENTS AND/OR GUARDIANS

Parents are to be recognized as the first educators of their children. To them belongs the responsibility of the child’s
entire education; therefore, they will be kept well informed concerning academic progress

PARENT-TEACHER CONFERENCES

Parent-Teacher conferences are held twice during the year. During this time each parent is expected to meet with the

child’s teacher to discuss his/her progress. Most of the important factors in the growth and development of a child are
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vital and often so complex that they can be shared fruitfully between teacher and parents only through kind and honest
discussion.

Parents are encouraged and most welcome to call on teachers whenever they feel extra conferences are necessary. This
can be done by telephone, by email, or by using the Weekly Signature Sheet to set an appointment. It is important to
make previous arrangements for an appointment.

HOMEWORK

Homework is valuable in complementing the work done in school. Parents are expected to provide a suitable
atmosphere for the completion of homework. Supervision and guidance of a child’s homework offer an excellent
opportunity for the parent to become involved in the child’s education.

GRIEVANCE PROCEDURE

The following steps or levels for submitting and resolving a grievance are to be followed:

Level One ............ Presentation to appropriate faculty/staff member/department head
Level Two ............ Presentation to the Principal
Level Three.......... Presentation to IWA President

LIBRARY
*Until further notice library books must be placed on hold using our Destiny System. Books will be delivered to the
students' classrooms.

The school has a central library which is well equipped and has a wide variety of books, magazines, media, and electronic
resources. The library is open from 7:40 a.m. to 4:00 p.m. for students’ book exchange.

eBRARY

IWA Electronic Library provides access to thousands of academic databases, offering proper material for research,
scholarly citation, audio clips, historical video archives, and more. It is available anytime, anywhere, with an internet
connection. Student passwords can be found on RenWeb. eBrary is the main research source that the students should
be using.

ACCELERATED READING PROGRAM

Accelerated Reading is available for all students, grades 1 to 5, and takes place within the students’ class time. The
librarian, teacher, and/or teacher aide assist the students during their scheduled class times. Students in grades 1
through 5 are required to achieve designated points each nine weeks.

CARE OF THE SCHOOL

Each student is expected to cooperate in the general maintenance of all the facilities on the entire Incarnate Word
campus. Desks and other furniture should not be defaced in any way. Gum chewing is not allowed at any time.

35



USE OF FACILITY

Use of the Dougherty Center at any time outside that of scheduled activities must be approved by the principal of the
school requesting use and the Central Office with the Director of Campus Operations. A facilities usage fee is charged for
all IWA facilities that includes maintenance, security, and upkeep. In addition to the fee, appropriate insurance
requirements must be met.

EXTRA-CURRICULAR ACTIVITIES
*As per the 2020-2021 reopening plan after school extra-curricular activities will be postponed until further notice.

SPORTS

Students in grades 4 and 5 are allowed to participate in the after school athletic program at the discretion of the
coaches and the principal. These students must purchase school insurance or show proof of private coverage. It is
understood that even though protective equipment is worn by the athlete, whenever needed, the possibility of an
accident still remains. Neither Texas Association of Private and Parochial Schools nor the school, Incarnate Word
Academy, assumes any responsibility in case an accident occurs.

Extra-curricular sports include:
SPORTS

Baseball

Basketball

Softball

Track

Softball

Volleyball

CLUBS

Students in grades 1 through 5 have a variety of clubs and activities available. The club meetings and activities are
scheduled after school, usually once or twice a month. A schedule for the various club activities and meetings will be
available during the first month of the 2019-2020 school year.

Extra-curricular clubs include:

CLUBS GRADES
Art Club 4th-5th
Chess Club 1st-5th
Choir 2nd-5th
Garden Club 1st-5th
Girls in STEM 4th-5th
Spanish Club 1st-3rd
Girlsin STEM 4th-5th
Lego/Robotics Club 1st-3rd
Robotics Il 4th-5th
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FIELD TRIPS

Incarnate Word Academy sponsors field trips in order to provide opportunities for students to pursue special interests,
to enhance classroom experiences, and to develop special talents. Since these trips are sponsored by the school, it is the
school’s responsibility to see that the educational purpose of the trip is accomplished.

Students who are invited to participate in school-sponsored field trips will be given a PARENT PERMISSION FORM FOR
FIELD TRIP PARTICIPATION. No student will be allowed to participate on a trip unless the form has been properly signed
by the parent or guardian and returned to the designated school official. Permissions by telephone or other verbal
permissions cannot be accepted. Field trips are a privilege offered to qualified students in good standing. Each student
who participates in these trips is expected to subscribe to the approved guidelines and procedures for the trip.

1. Written permission slips shall be signed by the parent or legal guardian and returned to the designated school official
before the planned trip.

Any required fees shall be paid to the sponsor/teacher in advance.
Vehicles used on school-sponsored trips are to be driven by authorized adults.

School dress code is generally required on school trips unless otherwise specified.

v ok wN

Students are expected to travel and participate with the group in all scheduled activities. Any special arrangements
for leaving the group shall be made in writing prior to the departure and be approved by the sponsor/teacher.

All school rules and policies remain in effect at all times.
On overnight trips consideration for others and rules of accommodating facilities are to be observed and enforced.

There will be no boys allowed in girls’ rooms and no girls allowed in boys’ rooms at any time.

v K N o

Students are to report to the sponsor/teacher before leaving the assigned room area.

10. On out-of-town trips, vehicles are expected to travel together. Any group that wishes to travel separately shall make
special arrangements prior to the departure. Written permission from the parent or legal guardian of each student
involved is required.

11. Students taking trips shall observe school policies concerning work missed.

12. Students having academic, attendance, or conduct difficulties will need special permission from the principal to go
on trips during school hours.

Adults who are willing to put forth extra effort in sponsoring field trips deserve and have the right to expect appreciation
and cooperation from each student. Through their good behavior, each student is expected to contribute to the overall
success and enjoyment of the trip. Any contrary conduct will jeopardize the students going on additional trips.

OFF-CAMPUS CONDUCT

The administration of Incarnate Word Academy reserves the right to discipline its students for off-campus behavior that
is not in line with behavior expectations of its students during the course of the school day. This off campus behavior
includes, but is not limited to cyber-bullying. Students involved in inappropriate or illegal behavior off campus face
detention, suspension and/or expulsion
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STUDENT COUNCIL

Students from grades 3 through 5 will have the opportunity to run for an elected position in Student Council. One class
representative will be elected from each class in grades 3 to 5. Elections for President, Vice-President, Secretary,
Treasurer and a Class Representative will take place during the first nine weeks period.

PHYSICAL EDUCATION PROGRAM

All students are required to participate in the Physical Education program. Students may not be excused from
participation in P.E. without written notification from the parent, legal guardian and/or physician.

LOST AND FOUND

Students who find lost items must immediately turn them in to the Front Office during the school. Because lost articles
are the property of someone, finding and keeping a lost article constitutes a form of theft and will be dealt with
accordingly. Lost articles, which are not claimed, are donated at the end of the year to the Mother Teresa Shelter

OUTSIDE SCHOOL PARTY INVITATIONS

Invitations to out of school parties may be distributed ONLY if there is an invitation for every child in the class; or, all boys
for an all-boy party, or all girls for an all-girl party.

STUDENT PHONE CALLS

If a student needs to contact their parent during the school day, they must in between class time in the school office.
Students who use their cell phones during the school day to contact parents or any other person are in violation of
Incarnate Word Academy’s cell phone policy. (See Personal Electronic Devices p.12) Our goal is student safety in all
communications made from school
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FACULTY AND STAFF

2020 - 2021
PrinCipal .o Ms. Pamela Carrillo
(0o YU T 0 TY=1 o] (TR Mrs. Hilda Cantu
Kindergarten 4 and 5 .........coovvveiiiiiiiiieeeeeeeeee e, Mrs. Laura McCracken
Aide KA and K5 ..oooeeeieeeiieiieeeeeeee et Ms. Annabelle Elizondo
FIrst Grade..... i it Mrs. Sandra Ledesma
Aide 1stand 3rd.....cccviiiiiiiiieece e Mrs. Jayce Diaz
SECONA Grade....uuueeeeeeeeeiririiiieiirereeieerererererererererererera———————— Mrs. Sarah Smith
1Yo [T Mrs. Rita Baldwin
Third Grade ..ccocvveeeeciiiee e Mrs. Crystal Benavides
FOUrth Grade ...cooeveeniiiiieeee e Mrs. Lisa Perez
FIfth Grade....oooueeeeeeiiieieieeeeee ettt e e e e Mr. Robert Boostrom
Aide 4thand5th.......ccceeveiiiii e, Mrs. Norma Colunga
M Mrs. Nicole Arnold
F YT [T Mrs. Elva Garcia
1Y TR Mrs. Trudi Torralva
Y [ [T USSR Ms. Kelly Muniz
1Y TR Sr. Elizabeth Close
YT [T Mrs. Belinda Saldana
V= SRR Mrs. Yvette Rangel
YT [T Mrs. Lizania Garcia
1Y R Mrs. Patricia Rivera
Y [ [T USSR Mrs. Rita Conroy
Y 1 R Ms. Patty Lichtenberger
F S 1 =1 ) K== [ o =] Mrs. Rebecca James
Additional Faculty Members:
(000 18] 3 11=1 o] (N Mrs. Hilda Cantu
Computer/S.T.EIM. i Mrs. Katelyn Boyce
P e Miss Jaclyn Lopez
N T o USRS Mrs. Mary Ellen Galvan
Distance Learning Coach........ccccceeiieciieeee i Mrs. Patti Flood
NUFSE .ottt e et e e e e e e e e e e e e e e seeeeeeeeaas Mrs. Lisa Matl
NUrse's AsSiStant ......ccccuviviieeeeeee e Miss Ashely Moore
Administrative AsSiStant ........cceeviiiiiiiiiiiiieiee e Mrs. Dottie Garcia
Administrative Assistant .......cccevveeiiiiiiieei e Mrs. Shirley Matula
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Elementary Level

P.T.O. 2020-2021

PrESIdeNT. i Mariana Thomas

Vice President. ... e Mari Masur

Y =Tol 1= - o VOO PPPPPPPRPTRN Julia Powers

TrRASUIEL evvtiiiieee et eeieeiiieee e e e e eeeettriree e e e eeeraesssaassseeeaeansssrnansssees Katie Boyce

Homeroom Parent Coordinator ........cccceevveeeeiciieee e Marisa Masur

Parli@amentarian .......coeoecuieee e Catherine Hilliard

Fall FUN NIt ..eiiiiiiiii e Mariana Thomas and Kinsey Rubio
BOOK Falil.ceieiiieiieitiee ettt neee e

End of YEAr PICNIC .uvviiiiiiieeecieee et LeeAnn Little and Kinsey Rubio
=TT oYoTo] SRR Brit May

National Catholic School Week ........ccccuvveeeeiiiiieiiieeeiecc e Brit May

BOOSEEr ClUD .o

Teacher Appreciation WeeK ...,

Staff Appreciation Coordinator .........cccceeeeeeeccciiiieeeee e, Randi Wiley



Elementary Level Campus Map

MES MER MEN
(1st, 2nd, (1st, 2nd,

4th & 5th

ME Lichtenberger l E 3'“} E 3”}

Mrs. James Mrs. Rivera Mrs. Rangel

IWA Pavilion

Computer Catherine & Bob Hilliard
Lab Montessori Building

Mrs. Boyce

E

M3 M2 M1

Primary Primary Primary L I
Mrs. Galvan Mrs. Arnold Mrs. Torralva Sr. Elizabeth Mrs. Barnett I
! I
[l . 0 :
0 - H :
i James R. Dougherty, .
Jr. Center :
o E| ELd |
’ # : Garden of 1 Mrs. McCracken
iIIIIr-ll" :-];'?-k-: K4/K5
R PLAYGROUMWD
| Mr. & Mrs. John G. Kenedy, Jr.
I Elementary Building

Mrs. Ledesma  Mrs. Smith  Mrs. Benavides Mrs. Perez  Mr. Boostrom Multi-
Iﬂ Purpose _ Teachers

Resource 2nd 4th  Sth
Grade Grade Grade Grade  Grade "




1S VAIWv1vY

ALL MONTESSORI AND TRADITIONAL STUDENTS

DROP OFF AND PICK UP MAP

Montessori

Elementary

Level

Drop Off and Pick up
at this gate only

Pavilion

Traditional ‘ : (ordoned
|
Elementary t
\
Level ‘ ‘\

Stop here
for drop off

J Exit [ (WS Enteron k_
‘/ Right Turn Austin
Only Street

CHAMBERLAIN STREET

ALL TRAFFIC WILL ENTER ON AUSTIN STREET AND EXIT ON CHAMBERLAIN

If you pick-up multiple children who have different dismissal times, please be prepared to drive

around and re-enter the line. Otherwise, please feel free to park and wait for your children.
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Students’ Pledge of Honor

I am an important part of the
Incarnate Word Academy
Elementary Level School bodly.

I know that what I say and do
are important to myself and others.

I will respect myself and others
and do my part to help learning take place.
I will try to live as Jesus did,

for the good of all.
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FINANCES

Enrollment / Registration Fee

The parents or guardians of new and returning students are responsible for paying the enrollment fee. New and transfer
students admitted during the school year or enrolling for the next school year must also pay the enrollment fee.

The Incarnate Word Academy Elementary Level tuition and fees disclosed below do not cover the total per pupil
operational expenses. The remaining tuition gap must be acquired through non-tuition revenue from other philanthropic
sources. For more information on advancing the mission of Incarnate Word Academy, visit our Annual Fund webpage.

In addition, Incarnate Word Academy does not require students to participate in a school fundraiser, although there may
be a need to assist or participate with fundraising efforts as a means of supplementing a school sponsored organization
or event.

FOR CURRENT FEE AND TUITION INFORMATION PLEASE VISIT OUR WEBSITE: http://www.iwacc.org/tuition

Enroliment Fee 2020-2021

There is a non-refundable $585.00 enrollment fee for 2020-2021 due at the time of enrollment for each student.

Enrollment Fee Increases (Returning students only)

For Incarnate Word Academy to operate at its greatest potential, one of the most important details is projecting our
enrollment for the upcoming year. Understanding where we stand in relation to our goals is critical to planning for
retention of our valued teachers and staff, facility improvements, and technology investments. Without a clear
understanding of our enrollment, we cannot make decisions that will profoundly affect the quality of education we will
be able to provide in the coming year. Please submit your re-enrollment as soon as possible to avoid increased fees.

A sliding late fee will apply to returning students who are not re-enrolled by the re-enroliment deadline. For 2019-2020
the re-enrollment deadline was March 4™,

Activity Fee-2020-2021

For each elementary level student there is a $75 per year Activity Fee to be paid by a student’s parent or guardian. The
activity fee includes a fraction of the cost associated with some school activities such as field trips, a yearbook, and a
spirit shirt.

Athletic Fee-2020-2021

For each elementary student participating in athletics at the elementary level there is a $100.00 athletic fee. Sports
offered are baseball, basketball, volleyball, track, softball and swimming.

Tuition 2020-2021

Tuition may be paid annually, semi-annually, or monthly (over ten months) starting in July and ending in April or
starting in August and ending in May. Annual tuition is due by August 10, 2020, the first day of school. If a tuition
payment plan has not been setup with the Business Office please contact the Business Office regarding arrangements
for payment(s) for the 2020-2021 school year.
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CAMPUS-WIDE COMMUNICATIONS

Communication and cooperation between home and school is vital to the learning environment. Incarnate Word
Academy relies heavily on the Internet to disseminate information.

o Public Website

The Incarnate Word Academy website (www.iwacc.org) is a powerful tool where parents and guardians are able to find
news updates and athletic scores, calendar events, reference information, and donate online. Parents are also
encouraged to visit our website media gallery (www.iwacc.org/gallery) to view, share, and download photos and videos
of events and activities on campus.

o Website Alerts

The website allows all members of the school community to sign up for email and/or *SMS text message alerts for
events on any of our calendars — designated with the alerts icon . Parents can subscribe to items like athletic alerts and
campus news updates. In doing so, parents will be notified when a new item is posted or an item is updated. Visit our
FAQ on Alerts (www.iwacc.org/alerts) for instructions on how to sign-up.

*SMS Text Message Alerts may carry fees depending on your phone plan.

o ParentsWeb

Within the public website, students, parents and guardians have access to a password-secured section called
ParentsWeb. This is a parent-student portal and is home to:

e School and classroom announcements
e Important documents and forms

e The Parent Directory

e Grades

e Attendance

= Calendar events

o Parent Alert

Incarnate Word Academy will use the Parent Alert Notification System for any incident ranging from in-school
emergencies to school closings or weather-related emergencies. Notifications can be sent via text messages to cell
phones and PDAs or voice calls to work, home, and cell phone numbers. If you receive a text message, it will come from
the following number “34166” and begins with PARENT_ALERT: [Followed by the message.] Please save the number
“34166” in your contact list for future reference. All messages will be sent to a parent cell phone number unless
otherwise indicated during the open enroliment period.

o Social Media Pages
Parents may also keep in touch with the school’s daily activities through our official social media pages:

e Like Us on Facebook: facebook.com/IWACC

e Follow Us on Twitter: twitter.com/IWACCNews

e Watch Us on YouTube: youtube.com/IWACCAngel. We encourage all parents and guardians to bookmark
the Incarnate Word Academy Website and ParentsWeb Portal for easy access.
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OVERVIEW AND PURPOSE

PUBLIC HEALTH CONSIDERATIONS

The virus that causes COVID-19 can infect people of all ages. Research from the Centers for
Disease Control (CDC), among others, has found that while children do get infected by COVID-19
and some severe outcomes have been reported in children, relatively few children with COVID-19
are hospitalized or have severe symptoms. That being said, a child with a mild or even
asymptomatic case of COVID-19 can spread the infection to others. The same is true for adults.
Even if an infected person is only mildly ill, the people they spread it to may become seriously ill or
even die, especially if that person is 65 or older with preexisting health conditions that place them
at higher risk.

COVID-19 is a new disease and there is limited information regarding risk factors for severe
illness. Based on currently available information and clinical expertise, older adults and people of
any age who have serious underlying medical conditions might be at higher risk for severe illness
from COVID-19.

Such risk factors and conditions also include asthma, chronic lung disease, diabetes,
serious heart conditions, chronic kidney disease being treated with dialysis, severe
obesity, people over the age of 65, people in nursing homes or long term care facilities,
and people with compromised immune systems or liver disease.

Because of the hidden nature of this threat, everyone should rigorously follow the practices specified
in these protocols, all of which facilitate a safe and measured reopening of Texas. The virus that
causes COVID-19 is still circulating in our communities. We should continue to observe practices
that protect everyone, including those who are most vulnerable.

Please note, public health guidance issued by the federal, state or local government and followed
and adopted by Incarnate Word Academy (IWA), cannot anticipate every situation that may arise
when it comes to taking preventative measures. Individuals should stay informed and take actions
based on common sense and wise judgment that will protect health and support economic
revitalization.

PURPOSE

The purpose of this document is to provide processes for IWA staff to follow once students and staff
return to campus for in person instruction. The purpose of every procedure or measure in this
addendum is to help mitigate the spread of Covid-19.



INCARNATE WORD ACADEMY PROCESSES AND PROCEDURES

KEEPING CLASSROOM AND BUILDING SAFE FOR OCCUPANTS: CLEANING PROTOCOLS

The following protocols must be followed in order to prevent the spread of the virus. These are in
accordance with CDC guidelines.

O

Frequently clean and disinfect any regularly touched surfaces in common areas. See chart 1.1
for details.

Disinfect any items that come into contact with students and/or staff.
Hand sanitizer stations will be available for students at every building entrance.

Soap and water are available in every elementary classroom and throughout the rest of the
school buildings on campus for students and staff.

Disinfecting wipes, or similar disinfectant readily available to students and staff.

Signage from CDC will be posted for different areas of campus to remind everyone of best
hygiene practices.

Signage stating maximum capacity for each common area will be posted at entrances.

Custodians will maintain steady supply of spray bottles with disinfectant solution at each level to
trade out when the classroom bottle is empty.

Chart 1.1

Location/Area | Instructions

High School Clean and sanitize entrance doors, door frames and knobs/handles,
Building countertops, water dispenser telephones and any other surface that comes
Custodian into contact with people twice per day.

Clean and sanitize lunch tables and chairs before and after each use.

Clean and sanitize each classroom at the end of each day.

Middle Level Clean and sanitize entrance doors, door frames and knobs/handles,
Building countertops, equipment, misc. materials, telephones and any other surface
Custodian that comes into contact with people twice per day.

Clean and sanitize lunch tables and chairs before and after each use.

Clean and sanitize each classroom at the end of each day.




ML and HSL Middle and High School Level students will clean and sanitize their desks
Students before and after each use.
Elementary Clean and sanitize doors, door frames and knobs/handless, touchplates,
and countertops, Ipads, Desktops, Robotic Equipment, Textbooks, telephones
Montessori and any other surface that comes into contact with people twice per day.
Classrooms —— .
(Library, Avoid using equipment that needs to be shared.
(L::bn; §)uter Clean and sanitize hard surfaces before/after each use.
Clean and sanitize each classroom at the end of each day.
Montessori Teachers will limit shelves to be used at one time to control the materials that
Materials need to be disinfected.
When developmentally appropriate children will be guided to clean materials.
Materials will be disinfected after every use.
Children will wash hands before and after completing a work.
Business Clean and sanitize entrance doors, door frames and knobs/handles, desks
Office, Comm | shields, telephones, conference tables, and any other surface that comes into
Dept, contact with people twice per day.
Technology,
Advancement, Wipe down keyboards and workspace frequently.
SChO.OI Leyel For electronics such as tablets, touch screens, keyboards, and remote
Admin Offices, )
controls:
and all other

office spaces

« Remove visible contamination if present.

« Follow the manufacturer’s instructions for all cleaning and disinfection
products.

o Consider the use of wipeable covers for electronics.

« If no manufacturer guidance is available, consider the use of alcohol-
based wipes or sprays containing at least 70% alcohol to disinfect touch
screens. Dry surfaces thoroughly to avoid pooling of liquids.

All IWA
Teachers and
Staff

IWA teachers and staff should follow the guidelines listed in this document for
policies and procedures on disinfecting for COVID-19.

High Traffic
Areas (Gym,
Kitchen,
Locker Rooms,
Restrooms)

Clean and sanitize entrances, doors, lobby, welcome area, door frames and
knobs/handles, touchplates, lobby countertops, telephones and any other
surface that comes into contact with people twice per day.

Clean and sanitize break room and cafeteria after each use (soap & water).

Clean and sanitize each common area at the end of every day.




CLEANING AND DISINFECTING SURFACES

Wear disposable gloves when cleaning and disinfecting surfaces. Gloves should be discarded after
each cleaning. Wash hands immediately after gloves are removed.

If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection.

For disinfection, use solutions provided by IWA. Diluted household bleach solutions, alcohol
solutions with at least 70% alcohol, and most common EPA-registered household disinfectants
should be effective.

Use those cleaning and disinfecting solutions provided by IWA. Follow manufacturer’s instructions
for application and proper ventilation. Check to ensure the product is not past its expiration date.
Never mix household bleach with ammonia or any other cleanser. This can cause fumes that may
be very dangerous to breathe in. Bleach solutions will be effective for disinfection up to 24 hours.
Keep all disinfectants out of the reach of children.

For soft (porous) surfaces such as carpeted floor, rugs, and drapes, remove visible contamination
if present and clean with appropriate cleaners indicated for use on these surfaces. After cleaning,
launder items as appropriate in accordance with the manufacturer’s instructions. If possible, launder
items using the warmest appropriate water setting for the items and dry items completely

CLEANING AND DISINFECTION OF SCHOOL TRANSPORT VEHICLES

Occupants of these vehicles should avoid or limit close contact (within 6 feet) with others. The use
of larger vehicles such as vans is recommended when feasible to allow greater social (physical)
distance between vehicle occupants. Additionally, drivers should practice regular hand hygiene,
avoid touching their nose, mouth, or eyes, and avoid picking up multiple passengers who would not
otherwise be riding together on the same route. CDC recommends that individuals wear cloth face
coverings in settings where other social distancing measures are difficult to maintain, especially in
areas with significant community transmission.

At a minimum, clean and disinfect commonly touched surfaces in the vehicle at the beginning and
end of each shift and between transporting passengers who are visibly sick. Ensure that cleaning
and disinfection procedures are followed consistently and correctly, including the provision of
adequate ventilation when chemicals are in use. Doors and windows should remain open when
cleaning the vehicle. When cleaning and disinfecting, individuals should wear disposable gloves
compatible with the products being used as well as any other PPE required according to the product
manufacturer’s instructions. Use of a disposable gown is also recommended, if available.

For hard non-porous surfaces within the interior of the vehicle such as hard seats, arm rests, door
handles, seat belt buckles, light and air controls, doors and windows, and grab handles, clean with
detergent or soap and water if the surfaces are visibly dirty, prior to disinfectant application.


https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html

For soft or porous surfaces such as fabric seats, remove any visible contamination, if present, and
clean with appropriate cleaners indicated for use on these surfaces. After cleaning, use products
that are EPA-approved for use against the virus that causes COVID-19 and that are suitable for
porous surfaces.

For frequently touched electronic surfaces, such as tablets or touch screens used in the vehicle,
remove visible dirt, then disinfect following the manufacturer’s instructions for all cleaning and
disinfection products. If no manufacturer guidance is available, consider the use of alcohol-based
wipes or sprays containing at least 70% alcohol to disinfect.

Gloves and any other disposable PPE used for cleaning and disinfecting the vehicle should be
removed and disposed of after cleaning; wash hands immediately after removal of gloves and PPE
with soap and water for at least 20 seconds, or use an alcohol-based hand sanitizer with at least
60% alcohol if soap and water are not available. If a disposable gown was not worn, work
uniforms/clothes worn during cleaning and disinfecting should be laundered afterwards using the
warmest appropriate water setting and dry items completely. Wash hands after handling laundry.

Gloves and any other disposable PPE used for cleaning and disinfecting the vehicle should be
removed and disposed of after cleaning; wash hands immediately after removal of gloves and PPE
with soap and water for at least 20 seconds, or use an alcohol-based hand sanitizer with at least
60% alcohol if soap and water are not available. If a disposable gown was not worn, work
uniforms/clothes worn during cleaning and disinfecting should be laundered afterwards using the
warmest appropriate water setting and dry items completely. Wash hands after handling laundry.

KEEPING STUDENTS AND STAFF HEALTHY: HEALTH PROTOCOLS

Health Protocols for all teachers, staff members, and students
All teachers and staff must complete the appropriate cleaning and disinfection, hand hygiene, and
respiratory etiquette training.

PRE-SCREENING OF TEACHERS AND STAFF

Teachers and staff should self screen for COVID-19 symptoms before coming onto campus each
day. Each campus level principal will have a system for all teachers and staff members to document
that they have completed the daily self screening. In addition, document that they took their
temperature and it is below 100° F. It is imperative that every staff member documents prescreening
for all of these symptoms daily. Teachers and staff will report to the school level principal if: (a) they
have come into close contact with an individual who is confirmed to have COVID-19; or (b) they
themselves have COVID-19 symptoms.

STUDENT/ STAFF TEMPERATURES
Each teacher and staff member will take their own temperature before coming on campus, as part
of their daily screening.


https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2

Every student will have their temperature taken at school with a touchless thermometer. If a student
has a temperature of 100°F degrees or above, the student will be taken to the designated quarantine
room until the parent is able to pick up the student from school.

For Elementary Level students, a faculty or staff member will take their temperature prior to exiting
the car in the carpool line. Please have Elementary students seated on the passenger side.

Middle level and High school student temperatures will be screened daily during their first period.
High school students who arrive after 1st period will need to check in at the front counter for a
temperature screening.

COVID-19 SYMPTOMS

In evaluating whether an individual has symptoms consistent with COVID-19, IWA will consider the
following question: Has the student/faculty/staff recently begun experiencing any of the following in
a way that is not normal for them?

e Fever (measured temperature greater than 100 degrees Fahrenheit) or feeling
feverish

New loss of taste or smell

New, uncontrolled cough

Shortness of breath or difficulty breathing

Chills or repeated shaking/shivering

Sore throat

New onset of severe headache

Significant muscle pain or body aches

Diarrhea, vomiting, or abdominal pain

CLOSE CONTACT

Close contact is defined as being directly exposed to infectious secretions (e.g., being coughed on);
or being within 6 feet for a largely uninterrupted or sustained extended contact period throughout
the course of a day for approximately 15 minutes.

SCREENING QUESTIONNAIRE INFORMATION

When asking individuals if they have symptoms for COVID-19, Incarnate Word Academy will only
require the individual to provide a “Yes” or “No” to the overall statement that they are symptomatic
for COVID-19, as opposed to asking the individual for specific symptom confirmation.

IWA will not collect information during screening on the specific health information of an individual
beyond that they are symptomatic. Once it is determined that individuals who responded “Yes” to
either of these questions have met the criteria for re-entry, school staff will destroy those individuals’
responses.



INDIVIDUALS CONFIRMED, SUSPECTED, OR EXPOSED TO COVID-19

Any individuals—including teachers, staff, students, —who themselves either: (a) are confirmed to
have COVID-19; or (b) experience the symptoms of COVID-19 (listed on page) must stay at home
throughout the infection period, and cannot return to campus until the school system screens the
individual to determine the applicable conditions for campus re-entry as described below have been
met:

7 In the case of an individual who was diagnosed with COVID-19, the individual may return to
school when all three of the following criteria are met:
« atleast one day (24 hours) has passed since recovery (resolution of fever without the
use of fever-reducing medications);
« the individual has improvement in symptoms (e.g., cough, shortness of breath); and at
least ten days have passed since symptoms first appeared.

7 In the case of an individual who has symptoms that could be COVID-19 and who is not
evaluated by a medical professional or tested for COVID-19, such individual is assumed to
have COVID-19, and the individual may not return to the campus until the individual has
completed the same three-step set of criteria listed above.

7 If the individual has symptoms that could be COVID-19 and wants to return to school before
completing the above stay at home period, the individual must either (a) obtain a medical
professional’s note clearing the individual for return based on an alternative diagnosis or (b)
receive confirmation that they are free of COVID.

Individuals—including students, teachers, staff, -who have had close contact with someone who is
lab-confirmed to have COVID-19, as narrowly defined in this document and as determined by the
appropriate public health agency, should stay at home through the 14-day incubation period, and
should not be allowed on campus.

o Individuals- including students, teachers, staff or other campus visitors- should complete pre-
screening of symptoms after the incubation period has concluded, and if the individual did
not experience COVID-19 symptoms during that period, the individual can be allowed back
on campus. If the individual experienced symptoms, they must stay at home until the
conditions outlined above have been met.

Incarnate Word Academy will use the form on page 10 to inform parents/guardians of any student
who is exhibiting symptoms of Covid-19. The steps described will be required before the student
may return to school. Notice will be sent by the school nurse.



Dear Parent or Guardian,
Your student has met criteria for our sick day policy. We ask that you please keep the school office
informed of illness-related absences and/or COVID-19 diagnosis or exposure. Contact Incarnate
Word Academy school nurse for any questions at 883-0857 ext. 178 or nurse@iwacc.org

Symptoms and conditions requiring absence from campus:

Infectious Disease Symptoms

Other Conditions:

Fever or fever-like symptoms

e Temperature above 100.0 F or with or without the
presentation of fatigue/body aches/chills/rigors.

Respiratory symptoms

e  Cough, congestion, runny nose, sore throat,
shortness of breath not appeared to be related to
allergies or asthma.

Gastrointestinal symptoms

e Diarrhea, vomiting, or severe nausea.

New unexplained loss of taste or smell

Student reported or has been notified that they have been in
close contact with a positive COVID-19 case

e  Confirmed non-COVID viral infectious
disease

e Ex: influenza or rhinovirus

e Contagious infections requiring antibiotic
treatment

e  Ex: Strep throat or pink eye

e  Undiagnosed, new, and/or untreated skin
rash or condition

e  Doctor’s note requiring an individualized
plan of care to stay home due to medical

concerns.

e A household member is symptomatic,
awaiting results, or lab-confirmed to have
COVID-19

Procedure for Return to School

Infectious Disease Symptoms

Other Conditions:

If presenting with symptoms, please test student for COVID-19
and/or provide doctor’s note for other treatment-specific
guidelines. If you choose not to test student, student must stay
home for 10 days minimum and return when symptom-free for 3
days.

If notified to self-quarantine due to a close exposure to a COVID

+ case, stay home and monitor symptoms for 14 days. Call the
Corpus Christi — Nueces County Public Health District at 361-
826-7200 for specific guidance.

If NEGATIVE for COVID-19, please remain home for 24 hours
symptom-free without the use of medication. Please reconsider
testing if symptoms worsen.

If POSITIVE for COVID-19, student must stay home for 10
days minimum and return when symptom-free for 3 days OR
provide a negative viral test result.

e [f confirmed that student has non-COVID viral
illness please provide a doctor’s note to confirm
and student may return once 72 hours symptom-
free without the use of medication.

o After the first 24 hours of various antibiotic
treatments for contagious infections (i.e. strep
throat, pink eye, etc.)

® Doctor’s note requiring an individualized plan
of care to stay home due to medical concerns as
specified.

Resources:https://www.cde.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html CDC Symptom checker
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QUARANTINE/ISOLATION ROOM

Any individuals—including teachers, staff, students, —who themselves either: (a) are confirmed to
have COVID-19; or (b) experience the symptoms of COVID-19 (listed on page) must stay at home
throughout the infection period, and cannot return to campus until the school system screens the
individual to determine the applicable conditions for campus re-entry as described below have been

met.

GUIDELINES: SPACE FOR SEPARATION OF PERSONS WITH SUSPECTED COMMUNICABLE

DISEASE

0 Staff or students who present with symptoms of Covid-19 disease while at school will be
evaluated by the school nurse in the appropriate designated isolation area. The nurse will
follow infection control guidance from the CDC/ Texas Department of Health/local public
health, and the Texas Catholic Conference of Bishops.

7 Each campus designates a space to be used as an isolation room for staff or students who
become ill with a potentially communicable disease.

« Minimum requirements of designated separate space:

o

Must be free of the need for staff or others to enter or work while the ill person
is waiting for pick up, with the ability to limit access to the space.

lIl person must wear a mask until picked up

Space must be able to be easily decontaminated

If more than one person is ill, only those with similar symptoms should be in the
space together, and attempt to maintain social distancing among those waiting
for pick up.

If no access to a dedicated bathroom facility, use of restroom must be
monitored by staff from appropriate social distance, and then immediately
sanitized by custodian and access denied to others until disinfection procedure
is complete.

« Best practice for choosing separate space. All of the above minimum requirements
with the addition of any below that you are able to accomplish:

o

The separate room is nearby to the person who would normally monitor ill
students.

The door can be closed and still maintain visual monitoring.

Outside access doors so the person can exit without further contamination of
other areas.

Room has access to a dedicated bathroom facility.

A second separate space, etc., if more than one person is ill with a potentially
communicable disease.

Parents or guardians of a symptomatic student are to be notified immediately
of their child’s status and the student should be picked up as soon as
possible.

Once the staff/student has vacated the separate space, ventilate well before
entering and cleaning.
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IDENTIFYING POSSIBLE COVID-19 CASES ON CAMPUS

'] School staff will immediately separate to the quarantine room, any student who shows
COVID-19 symptoms while at school until the student can be picked up by a parent
or guardian. School staff will clean or close off the areas used by the individual who
shows COVID-19 symptoms while at school (student, teacher, or staff) as soon as is
feasible.

(] Students who report feeling feverish will be given an immediate temperature check to
determine if they are symptomatic for COVID-19.

IWA STAFF PRACTICES TO RESPOND TO A CONFIRMED CASE IN THE SCHOOL
Required Actions if Individuals with Confirmed Cases Have Been in a School

1. If an individual who has been at school is confirmed to have COVID-19, Incarnate Word Academy
is required to contact the local health department, in accordance with applicable federal, state and
local laws and regulations, including confidentiality requirements of the Americans with Disabilities
Act (ADA) and Family Educational Rights and Privacy Act (FERPA).

2. Incarnate Word will close off areas that are heavily used by the individual with the confirmed case
(student, teacher, or staff) until the non-porous surfaces in those areas can be disinfected.

3. Consistent with school notification requirements for other communicable diseases, and
consistent with legal confidentiality requirements, schools must notify all teachers, staff, and families
of all students in a school if a confirmed COVID-19 case is identified among students, teachers or
staff who participate in any on campus activities. Notification will be sent to the parents from the
school nurse or school level administrator.

PPE/ Face Masks

Students in 1st to 12th grades will be required to bring a parent-supplied face mask or face shield
to school every day. At minimum, the use of face coverings will be required when entering the
school, moving between classes, departing school, and at other times based on physical
distancing.

For the immediate future, students in 1st to 12th grades will be required to wear face coverings
while in the classroom. Face coverings will be optional for preschool students (pre-kindergarten
and kindergarten). Mask requirements are subject to change and parents will be kept informed.

Students will be able to remove their face coverings while playing outside, participating in
sports, eating lunch and other times deemed appropriate based on social distancing. Teachers
will also incorporate frequent “mask breaks” throughout the school day. If a student has a medical
condition that prevents them from wearing a mask, they need to discuss their particular
situation with the school nurse, Lisa Matl, R.N. Children with medical conditions will be
exempted from wearing a mask.
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Face coverings do not have to adhere to any specific uniform colors, but may not exhibit
inappropriate language, messages, or images. Please put your student’s name on their covering
and practice face mask wearing with them prior to the first day of school to help them acclimate to
this important safety measure.

IWA will provide each student and employee with a lanyard (with a safety breakaway clasp) so that
face masks can be worn around the neck for convenience.

Please note: Masks with one-way valves or vents allow air to be exhaled through a hole in the
material, which can result in expelled respiratory droplets that can reach others. This type of mask
does not prevent the person wearing the mask from transmitting COVID-19 to others. Therefore,
CDC does not recommend, and IWA will not allow, using masks for source control if they have an
exhalation valve or vent.

IWA KEEPING STUDENTS AND STAFF SAFE DURING THE SCHOOL DAY: DAILY ACTIVITY
PROTOCOLS

STUDENT SOCIAL DISTANCING/HYGIENE PRACTICES

7 Student desks will be spaced approximately six feet apart in the classrooms. Where it is not

feasible there will be plexiglass partitions, such as in the Middle Level computer lab.

Floor decals will be used to remind students of social distancing.

During times of transition students will be spaced 6 feet apart from one another.

Stairways at the Middle and High School Levels will each be designated one way.

Students at the elementary will wash their hands several times throughout the day. There

are also hand sanitizer dispensers at each classroom entrance.

7 Students at the Middle Level and High school will “foam in and foam out” as they enter and
exit class.

STAFF SOCIAL DISTANCING/HYGIENE PRACTICES

All employees must maintain at least 6 feet separation from other individuals. If such distancing is
not feasible, other measures such as face covering, hand hygiene, cough etiquette, cleanliness,
and sanitation should be rigorously practiced.

O 0o -d

(1 Staff offices are to be occupied only by the staff member assigned to that space. Doors may
be closed during working hours.

11 Maximum number of allowed occupant signs will state the number of individuals allowed in
different work spaces around campus. Staff members will adhere to the number stated, as a
rule and not as a suggestion.

[l Face-to-face meetings will be limited and only occur on an as needed basis. Virtual meetings
are preferred and encouraged.

'l Follow normal preventive actions while at work and home, including cleaning hands and
avoiding touching eyes, nose, or mouth with unwashed hands.

71 Additional key times to clean hands include:

o After blowing one’s nose, coughing, or sneezing.
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After using the restroom.

Before eating or preparing food.

After contact with animals or pets.

Before and after providing routine care for another person who needs assistance such
as a child.

VISITORS

Only staff and students are allowed in facilities or on the grounds. Campus visitors, including
parents, will not be allowed on campus for the foreseeable future. Only IWA employees, students,
and essential services (i.e. lunch crew, repair workers) will be allowed onto the IWA campus.

STUDENT ARRIVALS
Student Arrivals will proceed using the following protocols:

Tl Elementary/Montessori

Drop-off Time: Beginning at 7:35 a.m. (please no earlier)
Elementary Drop-off Area: Dougherty Center (D.C.) Parking Lot
Staff and Faculty will be assigned to conduct temperature screenings of all
students between 7:35 a.m. and 8:00 a.m. Students arriving after 8:00 a.m.
must report to the office door with parent for temperature reading and will
be escorted to class. All other entrances must remain locked.

1 Middle School (6th- 8th grades)

Drop- off Time: 7:35 a.m.(please, no earlier)
Middle Level Drop-off Area: Circle drive only (no Austin St. drop-off)
Students arriving after 8:00 a.m. must report to the office door with parent.
All other entrances must remain locked. Students will have temperature
checked in their first period class.

1 High School (9th-12th grades)

Drop-off Time: 7:35 a.m. (please, no earlier)
HSL Drop-off Area: Angel Avenue Only (no circle drop off)

Families with ML and HSL students may continue to use the circle drive for both.
STUDENT ARRIVALS

(] Curbside pick-up only
e All elementary dismissals in the D.C. parking lot enter at Austin Street entrance.
Parents must place their name card the front windshield

o A teacher/staff member will walk students to their car.

o Staggered Dismissal:
= 3:00 p.m. PK3-
= 3:00 p.m. PK4/K5, MP1, MP2, MP3
= 3:15 p.m. 1st-3rd, MEJ 1 and MEJ 2
= 3:30 p.m. 4th and 5th grade, MES

o Middle Level: Dismissal Time: 3:43 p.m.
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6th and 8th grade dismissed on Austin St.

7th grade dismissed from circle driveway off Alameda St.

A teacher/staff member will be in the parking lot between
= 3:42 p.m.- 4:05 p.m. and walk students to their car.

o High School: Dismissal Time:3:42 p.m. Angel Avenue

COHORT MODEL

Elementary students will stay with their classroom cohort throughout the day which means that
auxiliary instruction such as the Catechesis of the Good Shepherd, STEAM, and Spanish will occur
in the classroom with the teachers traveling instead of the students. EL students will eat lunch in
their classroom and will enjoy outdoor recess and PE with their classroom cohort.

While Middle and High School Level students will change classrooms for instruction, they will remain
with a defined cohort during lunch to minimize the potential spread of germs and to facilitate contact
tracing should it become necessary. The cohort model and schoolwide social distancing practices
will allow our students to miss far less in-person class time if/when we have a positive case in our
community, as everyone who was not directly exposed will be able to return to campus.

STUDENT CAPACITY
The maximum number of students in each classroom has been decreased to allow for social
distancing.

MASSES

All students will participate in weekly virtual through a live streamed Mass. Special campus wide
Masses will still be scheduled once per quarter and may occur off-campus with parents able to
attend as the Mass is live streamed back to students on campus in their classrooms. Students will
wear their Mass uniform on Mass days. High school will follow the Mass day schedule.

LUNCH

Students can either bring a lunch from home, or purchase the daily boxed lunch option provided by
Top Choice Catering. Parents will not be able to drop lunch off at the school and will not be able to
join students for lunch. Seniors will not be allowed to leave campus for lunch as they have in the
past. All students are required to bring a water bottle labeled with the student’s name (note Middle
and High School Level bottles must be clear). There will be places at each level to refill water.

Elementary students will remain in their classrooms for lunch. Middle Level students will eat in two
shifts in the D.C. High School Level students will eat in two shifts in Angel Avenue. Student Center,
the Mother Patricia Gunning Gymnasium, patio, and other defined areas. Middle and High School
Level students will eat in assigned cohorts and seats. Microwaves will not be available, and
breakfast service will be suspended until further notice.
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STUDENT PHYSICAL EDUCATION/WELLNESS/ATHLETIC CLASSES (DURING THE SCHOOL
DAY)

Elementary and Secondary students will have the opportunity to participate in P.E./Wellness classes
everyday. The P.E. coaches have planned activities that allow the students to be active and yet
maintain social distancing. The students will not be required to wear a mask while at P.E.

STUDENT BEHAVIOR/EXPECTATIONS

School administrators should anticipate students, who may not willingly comply with the safety
protocols put in place for the protection of everyone. Staff can plan for this by taking preventative
measures. Such as the administrators and classroom teachers having age-appropriate discussions
with students about the importance of each protocol and to answer student questions.

There may be students who may engage in disrespectful actions such as coughing as a joke.
Student misbehavior such as this should immediately be referred to an administrator’s attention, so
that they may take appropriate disciplinary action with the student. Consequences for such behavior
may result in suspension from school.

EXTRACURRICULAR ATHLETICS/COMPETITIVE SPORTS

High School athletic practices have been approved to resume on August 19th. Middle School
athletic practices have been approved to resume on September 2nd. Coaches and campus-level
athletic coordinators will share sport-specific Return to Play documents and practice/game
schedules with athletes and parents when more details are available.

All athletes and coaches must wear a mask to enter the facility and should bring their own personal
water bottles to practices and games.

Players and coaches will be screened for symptoms of COVID-19 (including a temperature check)
upon facility entry. In the event that an athlete/coach has symptoms of COVID-19 or has been
exposed or potentially exposed to someone who has tested positive for the virus, the affected
individuals must follow IWA’s safety plan guidelines located on pages 9-11 of this document. In
addition, athletes who test positive for COVID-19 must submit a physician’s note clearing them to
return to play before they return to any physical activity.

LEARNING FROM HOME

Distance Learning (DL) will be available all year for students who have to quarantine at home and
for students whose families prefer it even when school is in session on campus. Despite safety
measures, some families may not feel comfortable sending their children back to the IWA campus
when school opens in August and they will have the option to choose distance learning. To facilitate
concurrent teaching (on-campus and through distance learning) teachers will be able to record
lessons at school and post them for any DL students with whom they are working. Students who
choose distance learning can only change between DL and on-campus learning once per quarter.
Quarantined students participating in DL, can change to on-campus learning as soon as they are
medically cleared to return to campus.

In the event of an unforeseen campus closure, due to the pandemic distance learning will be
activated for all students. Please refer to this link for more details about the Incarnate Word Plan for
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Distance Learning. It is important to note that the tuition rate is the same for both methods of
instruction (on-campus or distance learning).
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2920 S. Alameda*Corpus Christi, TX 78404*361.883.0857
PARENT ACKNOWLEDGEMENT - RELEASE OF STUDENT INFORMATION

Incarnate Word Academy regularly features the positive activities, honors, and accomplishments of our
students. This includes highlighting students in school-sponsored publications, social media, local
newspapers, and broadcast media. These media outlets include the use of a student’s likeness, image,
name, grade, and/or video, which may appear on the school website as well as in other publications.
There may be occasions when students are interviewed, photographed, and/or identified by name,
classroom, or activity. Incarnate Word Academy only releases such information for the purpose of
acknowledging our students throughout the year. Examples of possible media outlets include the following:

e School-Sponsored Media: school newsletter, magazine, yearbook, academic programs, athletic programs,
school website, or other promotional school material.

e School-Sponsored Social Media: Facebook, Instagram, Twitter, and YouTube such as the Incarnate Word
Academy or Diocese of Corpus Christi Facebook fan pages.

e Unrelated School-Sponsored Media: Caller-Times, South Texas Catholic, TV Stations — Klll, KRIS, KZTV,
KORO, KEDT, and other media outlets.

Incarnate Word Academy takes pride in the accomplishments of our students. However, we understand
that some parents may request that their child not be identified. To fulfill this request, you must submit a
letter in writing stating that you do not consent to the release of your child’s information and include any
other concerns you may have regarding publicity. Please take the following steps and Incarnate Word
Academy will make every attempt not to release the student’s information to any of the above forms of media.

1. Write a letter stating that you do not consent to the release of your child’s information and include any other
concerns you may have regarding publicity.

2. The letter must include the student's name, grade, school level, and a photo for proper identification along
with a parent signature and parent contact information. (one letter per child)

3. Submit the letter in addition to the required enroliment documents requested to your child's school office and
Incarnate Word Academy will make every attempt not to release the student’s information to any of the above
forms of media.

Please Note: Your child's image or Ilikeness may appear in occasional candid photos
(typically a group photo) without name identification. Use of these candid photos of your child is
permissible. This photo release form does not apply to photographs taken during extracurricular
activities. Incarnate Word Academy does not retain authority over the publication of photos taken while a student
attends or participates in an extracurricular activity.

If a letter is not submitted with the required enrollment documents, you are giving Incarnate Word Academy
consent to release your student’s information.
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PARENT ACKNOWLEDGEMENT — STUDENT ACCEPTABLE USE POLICY

The Incarnate Word Academy (IWA) Student Acceptable Use Policy must be read by parents and the student
listed in this enroliment before submitting an electronic signature, which can be found below.

This policy works for the benefit of all Incarnate Word Academy students and parents by encouraging responsible
use of valuable technology resources, while providing students access to the network. This network includes
Internet, wireless, online databases, computer services, computer equipment, and related equipment for
educational purposes. The purpose of this network is to enhance and prepare students for academic excellence
by providing electronic access to a wide range of information and services that will support their learning and
career preparation. The network and technology resources are to be used in a responsible, ethical, and legal
manner in accordance with the school's mission and educational goals.

Technology resources are defined as any electronic tool, device, program, or system that is utilized to meet an
educational goal and enable students to be more efficient in a technological world. Personally owned technology
resources including, but not limited to, cell phones, storage devices, or personal online accounts are inclusive in
this policy when on school property, accessed and/or connected through the school infrastructure. All technology
resources, including those not specifically listed in this policy, and whether the property of Incarnate Word
Academy or a personal device in the possession of a student on school property, are subject to search by
administration at any time.

Students are not allowed to be in the work area of any computer workstation without specific approval and without
the supervision of a member of the Incarnate Word Academy faculty, staff, or administration.

Hardware and peripherals are not to be relocated or removed from the Incarnate Word Academy campus.
Students and his/her parent(s) accept the financial responsibility and will reimburse Incarnate Word Academy for
damage to equipment and material, which result from intentional abuse, gross negligence, misbehavior, or failure
to follow instructions.

While on campus, any use of technology resources or a student’s possession of technology resources must be
pre-approved by a member of the Incarnate Word Academy faculty, staff, or administration and are only allowed
to be used for educational purposes. It is the responsibility of the students to ensure that any personal storage
device brought from outside the school is virus free and does not contain any unauthorized or inappropriate files
that are not an educational resource or do not support an academic purpose.

Students are assigned an individual login account to the network and other educational resources, and are held
responsible for his/her actions and activity within each account. Students should take all reasonable precautions
to prevent others from being able to access his/her account. Students may not use an account owned by another
user for any reason. A member of the Incarnate Word Academy faculty, staff, or administration must be notified
immediately if a student has identified a possible security problem.

Students are not to access, copy, modify, or delete programs or files that belong to others or the school without
prior authorization by administration. Students may not attempt to gain unauthorized access, look for security
problems, or go beyond their authorized access to any part of the IWA network -- even if only for the purpose of
“browsing.” Intentional compromise to the integrity of the network by virus or other means are in violation of this
policy, and the consequences for such actions include but are not limited to expulsion. Access to the Internet is
available and students accept responsibility for appropriate use of this resource.
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Students are not to access personal e-mail accounts, personal student web pages, game sites, or any Internet
applications that include instant messaging and/or chat rooms. Each student is expected to use such access
within the approved educational purposes for which he/she is granted. The school shall maintain an Internet filter
to control access to unacceptable sites. It must be understood that it is impossible for the school to eliminate
access to all controversial materials, despite strict monitoring. Incarnate Word Academy shall not be held liable for
user misuse of the Internet.

A student's online or digital behavior, both in and outside of school, can directly affect the learning environment that
Incarnate Word Academy strives to provide. The student code of conduct and the restrictions against inappropriate
language apply to public messages, private messages, and material posted on web pages (including personal social
networking sites). Students will not knowingly or recklessly post false or defamatory information about Incarnate Word
Academy, Sisters of the Incarnate Word and Blessed Sacrament, or any other organization. Students may not
knowingly or recklessly post false or defamatory information about any person, including, but not limited to, a student,
parent, faculty, staff, or administrator of Incarnate Word Academy. A student will not use the Internet or network to
access or send material, which is racist, defamatory, obscene (pornographic), advocates violence, or discrimination
against other people (hate literature).

Incarnate Word Academy reserves the right to monitor and track all computer usage. Students shall not have any
expectation of privacy in connection with his/her use of the network facilities and access to the Internet.

Incarnate Word Academy shall not be responsible for unauthorized financial obligations incurred by students resulting
from the use of the school's network.

Violations of this policy may result in loss of access as well as other disciplinary or legal action. Students' violation of
this policy shall be subject to consequences including but not limited to expulsion.

This policy is subject to change or be revised at the discretion of the Incarnate Word Academy administration.

I, the Enrollment-Responsible Parent, through this electronic signature agree to the stated terms of responsibility
stated in the Acceptable Use Policy and understand that Incarnate Word Academy reserves the right to monitor and
log all activity for security purposes. | agree that any form of personal technology resources are subject to search by
administration at any time. | acknowledge and accept financial responsibility for damage to property, equipment, or
other materials that result from intentional abuse, gross negligence, misbehavior, or failure to follow instructions. |
understand that the violation of the rules can result in termination of access and consequences that include, but are
not limited to, expulsion.

Parent’'s /Guardian’s Signature: Date:

I, the Enrollee, through this electronic signature agree to the stated terms of responsibility stated in the Acceptable
Use Policy and understand that Incarnate Word Academy reserves the right to monitor and log all activity for security
purposes. | agree that any form of personal technology resources are subject to search by administration at any time.
| acknowledge and accept financial responsibility for damage to property, equipment, or other materials that result
from intentional abuse, gross negligence, misbehavior, or failure to follow instructions. | understand that the violation
of the rules can result in termination of access and consequences that include, but are not limited to, expulsion.

Student’s Signature: Date:
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STUDENT HANDBOOK ACKNOWLEDGMENT FORM

Student’s Last Name

First Name Middle Name Grade

Please read each item thoroughly and initial on the corresponding line. Students and parent(s) are required to
initial each line and provide a signature and date at the bottom before submission.

Parent
Initial

Student
Initial

I/We acknowledge receipt of the Incarnate Word Academy Student Handbook /
Agenda.

I/lWe acknowledge that | have read and understood the Release of Student
Information. Unless otherwise stated in writing and attached to this
acknowledgment form upon submission, I/We consent to the Release of Student
Information and grant Incarnate Word Academy permission to use my child’s
likeness, image, name, grade, or video as specified above.

I/We acknowledge that it is our responsibility to become familiar with the contents
of the Student Handbook, including the policies, rules, and procedures.

I/We agree to the stated terms of responsibility of the Wireless Network Policy and
Acceptable Use Policy. I/We understand that Incarnate Word Academy reserves
the right to monitor and log all activity for security purposes.

I/We agree that Incarnate Word Academy is not responsible for misplaced, lost,
damaged, or stolen personal technology resources.

I/We agree that any form of personal technology resources are subject to search
by administration at any time. Violation of the rules can result in termination of
access and consequences that include but are not limited to expulsion.

I/'We acknowledge and accept financial responsibility for damage to Incarnate
Word Academy property, equipment, or other materials that result from intentional
abuse, gross negligence, misbehavior, or failure to follow instructions.

I/We acknowledge that it is our responsibility to support the school’s policies and
philosophies.

By signing the Acknowledgement Form of the student handbook, (I/we) agree to
the above-stated/aforementioned terms of responsibility.

Parent’s Signature Date
Parent’s Signature Date
Student’s Signature Date
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