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Our Lady of Fatima Catholic School 
3202 Franklin Street 
Monroe, LA  71201 
Phone:  318-387-1851 
Fax:  318-387-7593 
Fatimaschool.org 
 

 
 
 
 
 

Dear Parents and Students, 
 
Welcome to Our Lady of Fatima School.  In choosing Our Lady of Fatima Catholic School, you have 
demonstrated a commitment to the values and philosophy of a Catholic education. 
 
The faculty and staff of your school look forward to working with you to promote academic excellence 
and spiritual service, Christ-like attitudes, and leadership. 
 
Together let us pray that God, who has begun this good work in us, may carry it through to 
completion. 
 
 
 
 
Donna Eichhorn 
Principal 



 

3 
 

TABLE OF CONTENTS 
 

SPIRITUAL – RELIGIOUS GOAL .................................................................................................................................................5 
Objectives ............................................................................................................................................................................5 

SOCIO – INTELLECTUAL GOAL .................................................................................................................................................5 
Objectives ............................................................................................................................................................................5 

SOCIO – PHYSICAL GOAL .........................................................................................................................................................5 
Objectives ............................................................................................................................................................................5 

THE SCHOOL AND ADMINISTRATION......................................................................................................................................6 
Mission Statement ..............................................................................................................................................................6 
Philosophy ...........................................................................................................................................................................6 
School Organization and Administration ............................................................................................................................6 

Diocesan Superintendent ...............................................................................................................................................6 
The Pastor .......................................................................................................................................................................6 
The Principal ...................................................................................................................................................................6 
The Teacher ....................................................................................................................................................................6 

ADMISSION INFORMATION ....................................................................................................................................................6 
Admission Policy .................................................................................................................................................................6 
Admission ............................................................................................................................................................................7 

Pre-K 3 and 4 Admission Requirements ..........................................................................................................................7 
Records Required ................................................................................................................................................................7 
Tuition Policy .......................................................................................................................................................................7 
Tuition and Fees ..................................................................................................................................................................7 
Book Bill ...............................................................................................................................................................................8 
Change of Address/Telephone Number .............................................................................................................................8 
Transfer of Students ............................................................................................................................................................8 

ACADEMICS .............................................................................................................................................................................8 
Grading system ...................................................................................................................................................................8 
Parent/Teacher Conferences ..............................................................................................................................................9 
Homework ...........................................................................................................................................................................9 
Honor Roll ...........................................................................................................................................................................9 
Library Rules and Regulations .............................................................................................................................................9 
Library Fines ........................................................................................................................................................................9 
Accelerated Reader .............................................................................................................................................................9 
Star Reading ..................................................................................................................................................................... 10 
Computer and Technology ............................................................................................................................................... 10 
Computer Rules and Code of Ethics ................................................................................................................................. 10 

GENERAL INFORMATION ..................................................................................................................................................... 10 
Attendance ....................................................................................................................................................................... 10 
Drop Off / Pick Up Procedures ......................................................................................................................................... 11 
Mass ................................................................................................................................................................................. 11 
Medication ....................................................................................................................................................................... 12 

SAFETY .................................................................................................................................................................................. 12 
Emergency Closing ........................................................................................................................................................... 12 
Fire/Tornado Drills ........................................................................................................................................................... 12 
Insurance .......................................................................................................................................................................... 12 
Health Policy .................................................................................................................................................................... 12 

DISCIPLINE ............................................................................................................................................................................ 13 
Detention Hall / Suspension ............................................................................................................................................ 13 
Expulsion .......................................................................................................................................................................... 13 
Corporal Punishment Policy ............................................................................................................................................. 13 



 

4 
 

PARENTS’ ROLE IN EDUCATON ............................................................................................................................................ 14 
Parents as Partners .......................................................................................................................................................... 14 
Appointments .................................................................................................................................................................. 14 
Bingo ................................................................................................................................................................................ 14 
P.T.O. ................................................................................................................................................................................ 14 
School Board .................................................................................................................................................................... 14 
Birthdays .......................................................................................................................................................................... 14 
Communication ................................................................................................................................................................ 14 
Extended Day ................................................................................................................................................................... 15 
Visitors.............................................................................................................................................................................. 15 
School Parties ................................................................................................................................................................... 15 
Money Sent To School ..................................................................................................................................................... 15 
Complaint Procedures ...................................................................................................................................................... 15 

DRESS CODE ......................................................................................................................................................................... 15 
Uniform Specifications ..................................................................................................................................................... 15 
Jewelry, Accessories, Make-up ........................................................................................................................................ 16 
Hair Styles......................................................................................................................................................................... 17 
Lost and Found ................................................................................................................................................................. 17 

CAFETERIA / CHILD NUTRITION PROGRAM ......................................................................................................................... 17 
ATHLETICS ............................................................................................................................................................................ 18 
NONPUBLIC SCHOOLS EARLY CHILDHOOD DEVELOPMENT PROGRAM (NSECD) ................................................................ 18 



 

5 
 

SPIRITUAL – RELIGIOUS GOAL 

To help the child see himself/herself as a child of God who has a personal relationship with Jesus Christ, and to enable 
him/her to appreciate and accept others as brothers and sisters in building and fostering a Faith Community. 

Objectives 

1. To foster a firm foundation of spiritual values and Church teachings through a sequentially taught Religion textbook 
series. 

2. To provide liturgical opportunities in which the students experience Christ, celebrate Him, and praise Him through the 
Sacraments and His Word. 

3. To provide opportunities for the students to be mission-minded. 
4. To provide opportunities for the students to pray both formally and informally. 
5. To provide experiences that are encouraged in the document SHARING THE LIGHT OF THE FAITH, page 96, and 

No. 9.  More specifically to move students to live justly, mercifully and peacefully as individuals, to act as the leaven 
of the Gospel in family, school, work, social, and civic life, and to work for appropriate change. 

6. To provide opportunities for group work and to develop concepts and generalizations for understanding human 
relationships. 

7. To provide opportunities for the students to serve in the community. 
8. To provide opportunities for the students to be responsible for themselves, as well as for one another. 

SOCIO – INTELLECTUAL GOAL 

To provide activities and curricula which will stimulate a wide variety of interests, to encourage observation, inquiry, and 
reasoning in the various arts and sciences. 
 

To offer the student opportunities to recognize his/her potential as well to accept his/her limitations, and to provide the 
knowledge and skills necessary to live a Christian life. 

Objectives 

1. To provide opportunities for the students to master the facts and concepts of Reading, Math, English, Spelling, Social 
Studies, and Science. 

2. To continuously study textbooks and methods for the improvement of the curriculum. 
3. To recognize the individual differences in interests, abilities, and needs of the students; and to provide for these 

individual differences. 
4. To provide opportunities for achievement grouping in Math and Reading, and for large group instruction in the other 

subjects with individual help when needed. 
5. To recognize the importance of developing the creative abilities of the children through plays, musical programs, and 

opportunities for displaying individual talents. 
6. To provide a structured environment for the students which allows them security of acquiring self-discipline in 

independent activities following instruction? 
7. To provide time for the students to increase their skills of study and research; to provide opportunities for the students 

to develop communication skills; and to provide opportunities for the students to practice and understand the 
American ideals of democracy. 

8. To develop concepts and generalizations related to the family, community, country and the world in order to prepare 
the students for their roles in each. 

SOCIO – PHYSICAL GOAL 

To provide opportunities for developing coordination, good sportsmanship, and physical exercise. 

Objectives 

1. To provide opportunities for organized and spontaneous play. 
2. To provide opportunities for acquiring basic motor skills. 
3. To provide opportunities for students to increase their knowledge of health, safety, and nutrition. 
4. To provide opportunities for students to develop a positive self-concept. 
5. To provide opportunities for students to learn the fundamentals of common team games. 
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THE SCHOOL AND ADMINISTRATION 

Mission Statement  
Our Lady of Fatima School, serving grades Pre-K through sixth, is an educational ministry of Our Lady of Fatima Parish.  
This Catholic school exists to serve primarily parishioners of Our Lady of Fatima, other Catholic parishes, and non-
Catholics who participate in the educational program. 
 
This school was founded in 1952, and was originally administered by the Franciscan Sisters of Our Lady of Perpetual 
Help.  It is, today, staffed by quality personnel and exists to meet the spiritual and intellectual needs of the individual child 
in a comprehensive curriculum that fosters self-discipline, motivation, and responsibility. 
 
The administration, faculty, and staff are committed to providing the foundation for a superior, life-long education to a 
diverse student population in a safe, caring, Christian environment.  

Philosophy 
Our Lady of Fatima School endorses the call of the Catholic Bishops of the United States to express its educational 
ministry through the three objectives of personal spirituality, social justice, and a strong academic program in accord with 
Christian values.  This commitment extends to building Christian community and to fostering Christian service to the 
whole human family.  
 
The objective of personal spirituality urges both administration and faculty to be witnesses of Christ, His words, and His 
work.  Social justice impels us to foster respect for the human dignity and uniqueness of each individual.  A strong 
academic program is evidenced by excellence in teaching and by continued professional growth of our staff. 
 
These three objectives reflect the intense commitment of all engaged in the work of Our Lady of Fatima School. 

School Organization and Administration 

Diocesan Superintendent 

The Diocesan Superintendent of Schools is appointed by the Bishop and is directly responsible to him for the successful 
administration and supervision of the schools.  He/she represents the Ordinary in educational matters by interpreting and 
affecting his educational policies.  He/she interprets policies of the State Department of Education for the Catholic School 
system and represents the Catholic School System before the State educational agencies. 

The Pastor 

The Pastor is the head of the parochial school. 

The Principal 

The Principal, appointed by the Bishop, is the administrator of the school and is responsible to the Pastor, to the 
Diocesan Superintendent, to State Officials, and to the community for all things pertaining to the school.  Authority to 
execute the duties of his/her office is commensurate with the responsibilities of his/her position.  Administration and 
supervision are the foremost duties of the Principal. 

The Teacher 

The teacher in Catholic schools, both religious and lay, is directly responsible to the Principal.  He/she is to observe 
conscientiously all regulations of the Diocesan School Office and the requirements of the Principal regarding policies 
within our school.  The teacher refers all business affairs regarding the school to the Principal who in turn will consult with 
the Pastor, if necessary.  The Principal may handle some disciplinary situations.  The Catholic School Teacher strives to 
exemplify in his/her own conduct the traits of the perfect Christian. 

ADMISSION INFORMATION 

Admission Policy  
ñThe Diocese of Shreveport School System reaffirms its non-discriminatory policy on the basis of race, sex, color, national 
and ethnic origin in the administration of its educational policies, admission policies, or athletic and other school 
administered programs, and employment policies in accordance with Title VI of the Civil Rights Act of 1964, Title IX of the 
1972 Educational Amendments and sections 4.03 (a) and 4.03 (c) Procedure 75-50.  
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All students, faculty members, and staff, without exception, are admitted to all the rights, privileges, and activities 
generally accorded or made available at the schools which do not discriminate on the basis of race, sex, color, national, 
and ethnic origin in the administration of its employment policies, admissions policies, scholarship, loan programs, 
athletic, and other school-administered programs.ò  
 
Our Lady of Fatima Catholic School is mandated by state law to report suspected child abuse and neglect to the local 
child protective services agency or police department.   

Admission 
Students must meet the required birthday for the grade enrolled by September 30. It is necessary to present a health 
record, social security card, and birth certificate at the time of registration.  In accordance with Louisiana State Law and 
the Monroe City School System, children who have reached their sixth birthday by September 30

th
 will be considered for 

enrollment in first grade. 

Pre-K 3 and 4 Admission Requirements 
¶ For admission procedures to the NSECD Pre-K4 program please contact the school office. 

¶ PreK 3 and 4 students must be potty-trained before entering the preschool program. 

¶ PreK 3 and 4 students will follow the attendance policy set forth by the State Department of Education for 
elementary schools.  

¶ PreK 3 and 4 students must arrive at 7:55 am and will not be allowed to leave early without a doctorôs excuse.  

¶ PreK 3 and 4 students will attend weekly Mass. 

¶ PreK 3 and 4 students are required to wear the official Our Lady of Fatima School uniform.  

¶ It is strongly recommended that PreK 3 and 4 students wear slip-on or Velcro shoes to school. 

¶ PreK 3 and 4 students do not need ñsipee cupsò, pacifiers, blankets or toys at school. 

¶ PreK 3 and 4 students do not need to wear belts to school unless their pants have belt loops. 

¶ PreK 3 and 4 students need regular back packs. Please donôt purchase rolling backpacks or those with difficult 
clasps.  

 
Elementary school students will be accepted into Our Lady of Fatima School on condition that classroom space is 
available, the student has both a good conduct and a good attendance record at the previous school, and is capable of 
success in the schoolôs academic program.  Students who have been retained twice shall be admitted only with the 
approval of the Principal.  All transferring students admitted to Our Lady of Fatima are admitted at their current grade 
level on a probationary basis for the first nine weeks of attendance.  During this probationary period the Principal and the 
teacher will evaluate performance.  They will make the determination if the student should remain at the current grade 
level, obtain tutorial help outside the school, or go back to the previous grade.  These actions will be done with parental 
consultation but parental consent to move a student back is not required.  This policy is intended to benefit both the 
incoming student and current students. 

Records Required  
In compliance with the Louisiana State requirement, students must have a copy of their immunization records, birth 
certificate, and social security card to be kept in their cumulative folder. Catholics must furnish a copy of their baptismal 
record before reception of First Communion/Confirmation and to receive the Catholic tuition rate.  

Tuition Policy  
Families with tuition payments over two months past due will be contacted by the administration to arrange a mutually 
agreeable payment plan. Parents who fail to meet their financial obligations will have their child (children) sent home until 
further notice.  
 

The best way to avoid these unpleasant alternatives is to keep your child's account current. All accounts must be satisfied 
before the last day of school or your child will not receive his/her report card or standardized test scores and their 
enrollment for the next school year will be forfeited. 

Tuition and Fees  
A $150.00 non-refundable per child registration fee is due and payable at the time of enrollment or registration. ALL 
tuition payments are made to SMART tuition agency and are due on the specified due dates, July thru June (excluding 
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February to allow for the next yearôs registration fees to be paid). The inaction of paying on time will result in a late 
charge.  A fee of $55.00 is charged on payments received after the due date. In addition, a fee of $25.00 is charged for 
NSF checks, and a fee of $20.00 is charged for failed auto-debits.   
 

Tuition and prorated fees are paid on an eleven (11) month basis payable by check, money order, or online bank draft. 
NO CASH.  ABSOLUTELY NO TUITION PAYMENTS WILL BE ACCEPTED IN THE SCHOOL OFFICE. You must send 
them to SMART Tuition Management Services.  Tuition is paid July through June, with payments due on the specified 
date each month. A late fee of $25.00 is assessed after the due date.  An enrollment form for SMART Tuition 
Management Services can be picked up in the school office.  Online access to your SMART account is available at 
www.smarttuition.com.  Questions concerning your SMART account can be answered by phone by the SMART 
Company at 1-866-387-2270. 

 
Tuition Rates July Aug Sept Oct Nov Dec Jan Feb Mar April May June Total 

Catholic $327 $327 $327 $327 $327 $327 $327 
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Catholic with  
& two 

$590 $590 $590 $590 $590 $590 $590 $590 $590 $590 $590 $6490 

Catholic with   
& three 

$837 $837 $837 $837 $837 $837 $837 $837 $837 $837 $837 $9210 

 

Tuition Rates July Aug Sept Oct Nov Dec Jan Feb Mar April May June Total 

Non Catholic $355 $355 $355 $355 $355 $355 $355 
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Non Catholic 
with two 

$650 $650 $650 $650 $650 $650 $650 $650 $650 $650 $650 $7150 

Non Catholic 
with three 

$945 $945 $945 $945 $945 $945 $945 $945 $945 $945 $945 $10,395 

Book Bill 
Book bills in the amount of $250.00 are due by August 1

st
.  Parents enrolling after July must pay for the books when 

registering. 

Change of Address/Telephone Number 
All parents must advise the office of current telephone numbers and addresses where they can be reached in case of a 
childôs illness or emergency.  Any change of address or telephone number (home or work) should be reported to the 
school office. 

Transfer of Students 
Before parents withdraw their child from our school during the school year, they must notify the Principal so that accounts 
can be settled ahead of time.  Records will not be released until all school textbooks, library books, or other borrowed 
materials are returned and all financial accounts are settled. 

ACADEMICS 

Grading system 
Every nine weeks the pupils in grades Pre-K through 6

th
 will be given a report card, which will show the studentôs 

progress.  The following is the grading scale utilized in Our Lady of Fatima for grades one through six: 
 

A 95-100  Outstanding 
B 88-94  Above Average 
C 78-87  Average 
D 70-77   Below Average 
F 69 and below Failing 

 
Satisfactory, Unsatisfactory, or Needs Improvement may be used for secondary classes (e.g., Art, Computer, Spanish or 
PE). 

http://www.smarttuition.com/
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Parent/Teacher Conferences 
To effect closer cooperation between the home and the school, parent-teacher conferences will be held at the end of the 
first and the third nine week periods.  In addition, conferences may also be held at the request of the parent or teacher 
provided an appointment is made.  Conferences with the teacher are not permitted while class is in session or during the 
lunch or recess period.  Mid-quarter progress reports are issued to all students. 
 
Parents are to be notified during the third quarter if the possibility exists that their child will be retained.  A student failing 
two or more major subjects will be retained.  The teacher and the Principal will make the final decision.  A grade of F in 
one major subject or in a minor subject would mean a conditioned promotion and a requirement of summer school. 
 
Parents will be given an opportunity to evaluate their childôs work by studying the papers sent home each week. 

Homework 
Homework is a link between home and school and a help to the parents in understanding the childôs life in school.  
Homework helps the child to develop independent work habits and to acquire a sense of responsibility.  Parents may 
encourage the child by: 
 

Ý Providing the child with a quiet place to study 

Ý Setting aside a regular time each night for study 

Ý Seeing that radios, TV, comic books, phone calls, and visits of friends are banned during the homework period. 

Ý Seeing that homework is checked and properly completed. 
 
Suggested times for homework: 
 Grades 1-2 up to 30 minutes 
 Grades 3-4 30-45 minutes 
 Grades 5-6 up to 1 hour 

 
If homework is not brought to class, the student will be issued a conduct slip.  This slip must be signed by parents and 
returned the following day.  It should be accompanied by the completed homework.  Failure to return this slip will result in 
a second conduct slip. 

Honor Roll 
Honor Roll is for students in grades 1-6.  To merit a place on the ñAò Honor Roll, a student must have all Aôs in the major 
subjects.  To merit a place on the ñBò Honor Roll a student must have only Aôs and Bôs in the major subjects.  Major 
subjects include Religion, Reading, Math, Social Studies, Science, English, and Spelling.  Any students having a C or 
less in conduct will be eliminated from either Honor Roll.  Award ceremonies are held after report cards are distributed. 

Library Rules and Regulations 
¶ Scheduled time periods are reserved for each class to check out books each week.  Students should not return 

their accelerated reader book until the test is completed.  Students can renew their books if they are not finished 
by the due date. 

 

¶ Reference books may be reserved upon request but only for overnight checkout, to be returned the next morning. 

¶ A quiet atmosphere must be observed in the library at all times.  No talking is allowed during silent reading time. 

¶ All materials taken from the library must be checked out to a student, parent, or a teacher. 

Library Fines  
If a library book is lost or badly damaged the cost of the book must be paid to the school office.  Report cards will not be 
issued until all fines are paid. 

Accelerated Reader 
An Accelerated Reader Program is available through the school library.  The program allows each student to read at 
his/her level and develops critical thinking and comprehension skills.  Students select books from a reading list, take 
computerized tests and receive incentive awards for points earned. 
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Star Reading 
We also have the Star Reading Program available through the school library.  This program allows each student to take a 
diagnostic reading test, which allows the librarian to monitor reading growth.  Reports will be sent home periodically 
outlining each student IRL (instructional reading level) and ZPD (Zone of proximal development).  This program will help 
the student select books more appropriate to their reading abilities. 

Computer and Technology 
All students will have access to computers in their rooms.  The computer lab is available for all students.  No programs, 
game disk, or CDôs will be allowed from home.  Our Lady of Fatima School must own all games and programs in 
accordance with copyright laws.  No disks or CDôs may be removed from the school for use on home computers.  Any 
student that willfully damages any computer equipment will be held totally responsible for repair and/or replacement.  
Disciplinary action will be at the discretion of the administrator.  Every student and their parent must sign a code of ethics 
for computer and Internet use. 

Computer Rules and Code of Ethics 
 

As a computer user, I agree to follow the rules and code of ethics in all of my work with computers while attending Our 
Lady of Fatima. 

1. Recognize that all computer users have the same right to use the equipment; therefore I will not use the computer resources for 
non-academic purposes.  I will not waste or take supplies such as paper, printer cartridges. 

2. When I am in the computer lab I will talk softly and work in ways that will not disturb other users.  I will keep my computer work 
area clean and will not eat or drink in the computer lab.  

3. I recognize that copyright laws protect software; therefore I will not make unauthorized copies of software and I will not give, 
lend, or sell copies of software to others.  I understand I will not be allowed to bring software applications, games, or CD-whaΩǎ 
from home to be used in school equipment. 

4. I recognize that the work of all users is valuable; therefore, I will protect the privacy of theirs by not trying to learn their 
password; I will not copy, change, read, or use files from another user without prior permission from that user.  I will not attempt 
to gain unauthorized access to system programs for computer equipment; I will not use computer systems to disturb or harass 
other computer users or use inappropriate language in my communications. 

5. Each student who receives Internet access will be instructed in the proper use of the network.  The use of the Internet must be in 
support of education and research consistent with the educational objectives of the school.  Students using network or 
computing resources must comply with the appropriate rules for that network or resource. 

6.  As a user of a network, I will not use bulletin boards nor chat lines for personal use.   In addition, I will not reveal my personal 
information, home address or personal phone number or those of students, teachers, or other staff members.  Transmission of 
any material in violation of any U. S. of state regulation is prohibited.  This includes, but is not limited to: copyrighted material, 
threatening or obscene material or material protected by trade secret.  The use of school computers and networking resources 
for commercial activities is not permitted. 

7. Parents must realize that their students may encounter material on network/bulletin boards that they do not consider 
appropriate (vulgar jokes, statements of belief that some might consider immoral, etc.). The student is responsible for not 
pursuing material that could be considered offensive. 

8. The use of the computer is a privilege, not a right, and inappropriate use will result in the cancellation of these privileges.  
Vandalism or intentional modification of system settings will result in cancellation of privileges and/or school disciplinary action.  
The school reserves the right to seek financial restitution for any damage caused by a student or other user.  The system 
administrators will deem what is inappropriate use, and their decision is final.  The administration, faculty, and staff of the 
school may request the system administrator to deny, revoke, or suspend specific user privileges.  Violations of the rules and 
code of ethics described above will be dealt with seriously.  

GENERAL INFORMATION 

Attendance 
A pupilôs absence from school interferes greatly with his/her progress.  Elementary children missing more than 20 days 
per year will not be given credit for the yearôs work.  Exception can be made only in the event of extended personal illness 
or verified by a physician and/or other extenuating circumstances as approved by the Parish Supervisor of Child Welfare 
and Attendance.  The school day begins promptly at 7:55 a.m.  Please call the school office to report an absence before 
8:15 a.m.  A written excuse stating the reason for the absence, signed by the parent or guardian of the child, is required 
for all absences.  The student should bring the signed excuse to school when he/she returns.  A certificate is required 
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whenever the doctor/dentist is consulted.  Students returning after an illness are responsible for all work missed and must 
take all tests at a time arranged by the teacher.  Students are not permitted to leave the school grounds without 
permission from the office.  Students who arrive at school after 8:00 a.m. are considered tardy and must be checked in at 
the office BY A PARENT OR GUARDIAN.  Five unexcused tardies will result in one unexcused absence counted to the 
studentôs attendance record.  Continuous unexcused tardies will result in disciplinary action.  If a student checks out 
before 11:30 a.m. he/she will be considered absent for the day.  If a child checks in after 11:30 a.m. he/she is also 
considered absent for the day. School dismisses at 3:00 p.m.   Teachers are instructed not to dismiss children early.  If a 
child must leave school, the parents must sign their child out and back in at the office.   

Drop Off / Pick Up Procedures 
Parents are responsible for the transportation of their child to and from school.  Students may not be left before 7:30 a.m.  
Parents are urged to use caution while on the school grounds.  In the morning, students congregate in the gym where 
they are permitted to visit quietly until the bell rings at 7:55 a.m.  Students are counted tardy if they are not in their 
classroom at 8:00 a.m.  In the afternoon, parents walking into the gym are asked to park near the soccer field on the left 
of the driveway.  This leaves the 2 right lanes of the driveway open to those parents who remain in their vehicles. (See 
Diagram Below). Students will congregate in the gym.  The teacher on duty will send students to their car.  If the student 
is not picked up by 3:30, he/she will be sent to the Extended Day Program and the parent will be billed accordingly.  
 

 

 

Mass 
Mass for Prek-3 thru 6th grade will be on Wednesday at 9:00 a.m.   Parents are invited to attend.  Students are required 
to wear dress school uniforms on Mass day (skorts, jumper, or skirt for girls, long navy pants for boys).  The only 
outerwear allowed in Mass is the gray sweatshirt with school emblem or a navy blue sweater.  NO JACKETS.  To be an 
altar server at Our Lady of Fatima, you must be on the official altar server roll at your Catholic Church. 
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Medication 
Parents should obtain a medication form for students who are in need of medication during the school day.  The parent 
and attending physician are to complete the form and the parent is to provide the form and the medication in its original 
container to the office.  The medication will be kept and distributed from the office.   
 
Antibiotics and other short-term medications are to be given before and after school hours.  A parent or guardian may 
come to the school and give the student this medication.  Tylenol, aspirin, throat lozenges, ointments, etc. will not be 
administered by the teacher or the office.  Parents may choose to come to school to administer these medications.   
 
Students are not allowed to carry medicine in their book bags, pockets, or purses.  No student may give any type of 
medication to fellow students. 

SAFETY 
The security and safety of all children on the school campus is of utmost importance.  In order to maintain a safe and 
secure environment, full cooperation from parents on following policies and procedures is critical.   

 

The following policies MUST be followed in order to maintain a secure, safe campus.  THESE POLICIES WILL 
BE STRICTLY ENFORCED. 
 

¶ Parents should exercise extreme caution when driving to pick up and drop off children at all times.    

¶ ALL children must be dropped off and picked up at the gym entrance.  Entrance to the parking lot is made 
via the one-way drive, in back of the school on Concordia Street and exits on Betin Street.  The parking 
area in front of the school is reserved for the faculty. No child should be brought through the front office 
entrance unless they are tardy (after 8:00 a.m.). 

¶ The gates to the driveway will be closed from 8:05 until 2:30.  The gates are not to be opened by anyone 
other than school personnel. 

¶ STUDENTS ARE NOT ALLOWED TO BE DROPPED OFF BEFORE 7:30 as teachers do not begin duty 
until then.  Teachers will not begin supervision of students until 7:30.  If a child is found waiting outside 
the building before 7:30 without a parent, Child Protective Services will be called by the administration. 

¶ No one other than teachers and staff will be allowed to be inside hallways or classrooms for ANY reason 
without signing in at the office and obtaining a visitor badge which must be worn while on the premises.   

¶ If a child must be checked out early, parents must come to the office through the front entrance and office 
personnel will call students to check out.  Parents are not allowed to go to the classroom or playground to 
get their children.   

Emergency Closing 
It is our policy to close only when Ouachita Parish Schools and/or Monroe City Schools close for extreme weather 
conditions or some other emergency.  Please listen to your local TV and radio stations. If it is deemed necessary to 
evacuate the school we will follow the guidelines as set by the Civil Defense.  These vary according to the situation at the 
time. 

Fire/Tornado Drills 
In compliance with the state law and the Monroe Fire Superintendent, fire drills are held once a month.  All persons must 
leave the building in a quiet and orderly fashion.  Tornado drills are held periodically.  

Insurance 
Student insurance provides protection for students in case of an accident.  Folders explaining the plan and procedure will 
be distributed at the beginning of the school year.  The Diocese mandates participation in the school insurance program.  
A fee of $18.00 per student is included in your book fees. 

Health Policy 
In compliance with the Louisiana State requirements, all students must have complete health records of their 
immunizations based on requirements for their age level.  Parents please do not allow children who are suffering from 
colds, coughs, nausea, or fever to come to school. Children should be free of fever for 24-48 hours before returning to 
school. Please consider other studentsô health when deciding if your child should return to school. Assignments may be 
picked up at 3:00 p.m. in the office if your child misses school for illness. 
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DISCIPLINE 
Daily conduct/behavior reports will be sent home daily for students in Pre-K3 through Kindergarten.  Weekly conduct 
reports/grades will be sent home for students in first through sixth grades.  Conduct marks on weekly conduct reports will 
be issued to students who violate school rules or do not return their homework.  Parents must sign the report weekly and 
it must be returned the next day.  Failure to do so will result in another conduct mark.  Conduct marks will be issued for 
the following infractions: 
 

1. Disrespect and/or disobedience. 
2. Using inappropriate language or name-calling. 
3. Being out of school uniforms.  See Dress Code. 
4. Destruction of property (Restitution will also be required). 
5. Missed homework or failure to return signed paper folder on designated day. 
6. Disturbing behavior (laughing, talking, playing, etc.) during class, in the cafeteria, at recess or at school functions. 
7. Chewing gum anywhere or any time during the school day. 
8. Running in the hall. 
9. Writing or passing notes. 
10. Having headphones, tape players, CD players, beepers, IPODS, MP3 Players or cell phones at school. 
11. Writing on uniforms, body or school property. 
12. Other behavior, not specifically listed, deemed inappropriate by teachers or administration. 

Detention Hall / Suspension 
If a student receives a ñDò or ñFò on the conduct report he/she will be required to attend Detention Hall on Wednesday of 
that week from 3:00 to 4:00.  Parents must pick up the child by 4:00 or he/she will be placed in Extended Day and the 
parent will be charged accordingly. Only written proof of an extreme emergency will be an excuse from attending 
Detention Hall that week.  For more serious offenses, an automatic Detention slip will be issued. Suspension from athletic 
and other school activities is at the discretion of the administration.  A student who has to serve Detention Hall three or 
more times in a nine-week period will be suspended in-school for one day.  A conference will be held with the principal, 
parents, and student before he or she can return to class.  Other infractions that will result in automatic suspension are: 
 

1. Fighting on campus or any school sponsored event. 
2. Leaving campus without permission. 
3. Being truant from school. 
4. Cheating (also a grade of zero/F on work). 
5. Any serious misconduct ï judgment to be made by administration and/or faculty. 
6. Possessing/consuming alcoholic beverages, tobacco, drugs, medication, vitamins, etc. on school grounds. 
7. Possession of a weapon. 
 
Students missing classes as a result of any suspension shall be given failing grades for work missed with no make-up 
work allowed. 

Expulsion  
Decisions concerning expulsion from Our Lady of Fatima School are the responsibility of the administration.  If a student 
receives three suspensions in an academic year, he/she will not be allowed to return to Our Lady of Fatima the 
succeeding year or may be expelled for any conduct or actions that are in serious conflict with the Philosophy of the 
school. 
 

A student who continuously interferes with an academic atmosphere that is conductive to learning may be expelled during 
the school year at the discretion of the administrator. 
 

A student may also be asked to leave the school if the parent (s) refuses to follow school policies as set forth in this book. 

Corporal Punishment Policy 

No form of demeaning language or corporal punishment, including but not limited too paddling, striking, or hitting shall be 
used with any child. 
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PARENTS’ ROLE IN EDUCATON 

Parents as Partners  
As partners in the educational process at Our Lady of Fatima Catholic School, we ask parents:  

Ý To set rules, times and limits so that your child will:  

Ý Get to bed early on school nights 

Ý Arrive at school on time and be picked up on time at the end of the day;  

Ý Dress according to the school dress code  

Ý Complete class assignments on time  

Ý To actively participate in school activities such as PTO, Parent- Teacher Conferences, and Fund-raising.  

Ý To notify the school with a written note when the student has been absent or tardy.  

Ý To notify the school office of any changes of address or important phone numbers.  

Ý To meet all financial obligations to the school.  

Ý To inform the school of any special situations regarding the student's well being, safety, and health.  

Ý To complete and return to school any requested information promptly.  

Ý To support the religious and educational goals of the school. 

Ý To support and cooperate with the discipline policy of the school.  

Ý To treat teachers with respect and courtesy while discussing student problems. 

Appointments 
Please make appointments to see the principal and teachers through the school office.  Appointments are made by 
sending a note or by calling the office.  You are urged to visit the studentôs teacher (by appointment) whenever any 
serious problem arises.  At the discretion of the teacher, appointments will be made at a mutually convenient time.  
 

PLEASE DO NOT CALL THE PRINCIPAL OR TEACHERS AT THEIR HOMES UNLESS REQUESTED TO DO SO.  
YOU MAY REQUEST THAT THE TEACHER CALL YOU AT HOME. 

Bingo 
Bingo on Sunday evenings at 5:30 can earn you income for each evening you work.  This is a 12 month project.  If 
interested, please contact the office for further information. 

P.T.O. 
Meetings of the Parentsô Club are held several times each year.  Attendance at these meetings is strongly encouraged.  
The PTO does many things for the school ï open house, parties, classroom items, and our largest commitment ï teacher 
appreciation week.  They need your help.  P.T.O. dues are $10.00 and are payable at the first PTO meeting/Open House. 

School Board 
The School Board holds regular meetings during the second week of each month.  Meetings of the School Board are 
open to parents of children attending our school.  The right to address the School Board will be limited to those whose 
petition has been approved 72 hours in advance of the meeting.  These petitions must be sent to the President of the 
School Board and placed on the School Board agenda.  Contact the school office for more information. 

Birthdays 
Please do not bring or send cupcakes, flowers, balloons, gifts, etc. to the school office for your childôs birthday.  Birthdays 
will be recognized in the classroom by the teacher.  Please do not send invitations to be distributed in school unless the 
entire class is invited. This includes parties in which only one sex is invited.  Please consider the feelings of others when 
arranging and discussing parties. Encourage your child not to discuss smaller parties around others who may not have 
been included. 

Communication 
Communication between the Fatima School office and parents of Fatima students is an absolute necessity.  Please 
check your childôs book bag daily for important announcements, etc. 
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Extended Day 
The after school Extended Day Program is designed for students in grades PreK3 ï 6

th
.  Students will be supervised from 

3:00 ï 6:00 p.m.  When school is dismissed at noon, extended day continues until 6:00 p.m.  This time will include study 
period and educational/cultural activities.  See the office for rates. 
 
Any child not picked up by 3:30 will be placed with the extended day supervisor.  For your childôs safety, anyone 
participating in extra-curricular activities will be sent to extended day until their coach/sponsor arrives.  Your child will be 
sent to extended day at the end of an extra-curricular activity, practice, meeting, detention hall, etc., if you are not here to 
pick them up.  Parents will be billed accordingly. 
 

Extended Day fees must be paid weekly on Fridays.  If fees are not paid by Friday of the following week, the child will not 
be allowed to return to Extended Day until fees are paid. 
 

Parents of students not picked up by 6:00 will be billed $1.00 per child per minute. 

Visitors 
Visits to our school by parents, other adult residents of this community, or interested educators are welcomed and 
encouraged.  In order to protect the educational programs from undue disturbance and to insure the safety of the 
children, Our Lady of Fatima requires that all visitors and guests register in our school office immediately upon arrival on 
campus.  Visitor and volunteer badges must be worn while in the school.  They must be returned to the office when 
signing out. 
 

Only on officially declared ñopen houseò days may parents visit the classroom without first consulting the office. 

School Parties 
Designated holiday parties may be held in the individual classrooms during the school year.  Room parents prepare for 
these class parties. 

Money Sent To School 
All money sent to school should be enclosed in an envelope with the childôs name, amount, and reason for the money 
written on the envelope.  Children are discouraged from bringing large sums of money for personal use. 

Complaint Procedures 
Interpersonal problems should first be discussed with the person directly involved in the matter of concern. If the matter 
cannot be settled at this level, the complaint proceeds to the next higher level of authority: teacher, principal, pastor, and 
superintendent. 

DRESS CODE 

Uniform Specifications  
Any violation of the dress code will result in parents being called to bring proper attire immediately. All items of clothing 
should be clearly marked with the childôs name.  No designer labels or insignias may show on any item of 
clothing.  No article of clothing (including jackets and T-shirts) should display a picture of skull/crossbones, ads for liquor 
or cigarettes or any musical group name whose language is suggestive.  The rule will hold for ñfree dressò days also. If T-
shirts are worn under the uniform shirt, the T-shirt must be white with no writing on it. 
 
On Mass days, girls in PreK3 ï 4

th
 must wear the plaid jumper or plaid skorts with white blouse or white or yellow 

maize knit shirt. Girls in 5
th

 ï 6
th

 must wear plaid skirt with white blouse or white or yellow maize knit shirt. Boys 
must wear blue pants with belt and white oxford shirt or white or yellow maize knit shirt. The oxfords and knit 
shirts may have short or long sleeves. Students who wear the wrong uniform on Mass days will call parents for a 
change of clothes. 

 
All white and yellow maize knit shirts and white oxford shirts must have the OLF emblem on them. This can be 
done at KMS Uniform Shop.  Uniform shirts that will only be worn under the girlsô jumper do not need the 
emblem. 
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Girls: Pre-K3 ï 4
th

 
1. Plaid jumpers with white round-collar blouse or white or maize yellow knit shirt.  Gym-type shorts should be worn 
under girlsô jumpers. 

2. Plaid or navy walking shorts with white or yellow maize knit shirt with emblem or white oxford shirt with emblem. 
3. Navy slacks with white or yellow maize knit shirt with emblem or white oxford shirt with emblem. 
4. Plaid skort with white or yellow maize knit shirt with emblem or white oxford shirt with emblem. 
5. Shirts may be short or long sleeved.  All shirts must be tucked in. 
 
Boys:  Pre-K3 ï 4 
1. Navy shorts with white or yellow maize knit shirt with emblem or white oxford shirt with emblem. 
2. Navy slacks with white or yellow maize knit shirt with emblem or white oxford shirt with emblem. 
3. Shirt may be short or long sleeved.  All shirts must be tucked in. 
 
Girls: 5

th
 -6th 

1. Plaid skirt (pattern available at KMS), no higher than 2 inches above the knee, with white or yellow maize knit shirt 
with emblem or white oxford shirt with emblem. Gym-type shorts should be worn under the skirts. 

2. Plaid skort (pattern available at KMS) with white or yellow maize knit shirt with emblem or white oxford shirt with 
emblem. 

3. Navy or plaid walking shorts or navy slacks with white or yellow maize knit shirt with emblem or white oxford shirt with 
emblem. 

4.
 Shirts may be short or long sleeved.  All shirts must be tucked in.

 

 

Boys:  5
th

 ï 6
th 

1. Navy shorts with white or maize knit shirt with emblem or white oxford shirt with emblem. 
2. Navy slacks with white or maize knit shirt with emblem or white oxford shirt with emblem. 
3. Shirts may be short or long sleeved.  All shirts must be tucked in. 
 
Sweatshirts and Sweaters    
Gray sweatshirts with emblem or navy button down sweaters are the only outerwear allowed in the classroom.  Please 
label all sweatshirts and sweaters with your childôs name on the inside. 
 
Socks 
Solid white or solid navy blue, no insignias, must be worn with all shoes.  The socks are to be visible above the ankle.  
Crew socks, knee socks or tights may be worn.  All girls may wear navy or white tights.  NO LEGGINGS. 
 
Shoes 
Tennis shoes must be mainly white, blue, black, brown, or grey.  No sandals or open toe or open heel shoes may be worn 
at any time.  Boots higher than 2 inches above the ankle, platform shoes, and heels above 2 inches, clogs, cleats, 
cowboy boots, or extreme shoe fashions are not acceptable. 
 
Spirit Shirt Day  
Fridays are spirit shirt days.  This means: school spirit shirt, tucked in and belted, uniform shorts, slacks or jeans 
appropriate for a Catholic school.  Other types of shorts are not acceptable at any time. 
 
Free Dress Days 
ñFree Dress Dayò means that any clothing appropriate for Catholic students, dress or casual, may be worn.  No 
shorts (other than uniform shorts), tank tops, midriff shirts, or bare shoulders will be allowed.  Capri pants for girls 
are acceptable.  No sandals, open toe, open heel shoes, or extreme shoe fashions are not acceptable and may not be 
worn at any time. 
 
Scouts 
Boy Scouts and Girl Scouts are allowed to wear their full uniform on meeting days. 

Jewelry, Accessories, Make-up 
Bracelets or costume jewelry may not be worn.  Christian religious crosses or medals may be worn.  Judgment of 
acceptability of jewelry is to be made by faculty and/or administration if necessary.  Girls may wear one pair of earrings in 
the lower ear lobe only.  For the childôs safety, earrings that dangle past the earlobe will not be allowed.  Jewelry in 
cartilage piercing is not allowed.  Boys may not wear earrings.  The school will not be responsible for lost or damaged 
jewelry. 
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No make-up is allowed for grades Pre-K3 through 5
th
.  Only clear (colorless) nail polish is acceptable.  Light make-up and 

clear polish only are allowed in grade 6. 
 

No sunglasses, hats or caps will be worn inside the building.  Absolutely no tattoos or pierced rings on any part of 
the body accept the bottom lobe of girlsô ears. 
 

Absolutely no book bags on rollers. 

Hair Styles 
Girls:  The hairstyle should be neat at all times and not worn in an extreme fashion.  The hair should be out of the 
eyes and it should not be dyed to change the natural color. 
Boys:  The hairstyle should be neat and in a non-extreme style and should never touch the collar.  The hair should 
not be dyed to change the natural color.  There shall not be any designs shaved into the scalp. 

Lost and Found 
ALL books, school bags, and clothing should be marked with the childôs name. 
 
Lost and found articles will be placed on the bench near the office.  Items placed in the Lost and Found remain there for 
30 days.  After 30 days, items are donated to charity. 
 
Students may NOT bring radios, cameras, magazines, tape recorders, tape players, CD players, or any type of electronic 
game to school.  These items may be brought with the permission of the teacher if used for schoolwork.  OLF will not be 
responsible for personal items brought to school.    

CAFETERIA / CHILD NUTRITION PROGRAM 
The Diocese of Shreveport participates in the Child Nutrition Program.  The Child Nutrition Program serves students 
quality meals in a Christian environment.  We do this by ensuring our meals are healthy, correctly prepared, and 
attractively served in pleasant surroundings.  Lunch fees must be paid by a separate check or money order, made 
payable to Child Nutrition Program, and not included with any other school payment. Prices are as follows:  (Per Day) 
 

Monthly Meal Payment Schedule 
2009-2010 

Month Days Due Date Lunch Fees Breakfast Fees 

August  13 August 13th $35.75 $17.55 

September 21 September 1st $57.75 $28.35 

October 20 October 1st $55.00 $27.00 

November 16 November 1st $44.00 $21.60 

December 13/14 December 1st $35.75 $18.90 

January 19 January 1st $52.25 $25.65 

February 18 February 1st $49.50 $24.30 

March 17 March 1st $46.75 $22.95 

April 20/21 April 1st $55.00 $28.35 

May 19 May 1st $52.25 $25.65 

Weekly 5 Monday of every week $13.75 $6.75 
 

If you qualify for the Reduced price, multiply the number of days by $0.40 for lunch and $0.30 for Breakfast.  Students 
will only be allowed to charge 2 days of meals to their account. 

 
Daily Cost for Meals 

 

 Lunch Breakfast 
Elementary PK3 ï 6th $2.75 $1.35 

Reduced Price $0.40 $0.30 

School Employees $2.75 $1.80 

Adult Visitor $3.95 $2.10 

Child Visitor $2.75 $1.80 
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The above Lunch/Breakfast Schedule Payment does not include any Extra Sales that your child might purchase. 
Students who wish to purchase extra lunch/breakfast items must have additional monies in their Extra Sales account or 
pay cash daily.  Extra Sale items cannot be charged. 

 

Extra Sales 
Main Dish $1.10 

Vegetable/Fruit $.60 

French Fries $.85 

Rolls/Cookies $.35 

Desserts $.55 

Ice Cream $.65 

Mini Ice Cream $.55 

Milk/Juice $.60 

Bottled Water $.85 

 
Make checks payable to CNP (Child Nutrition Program).  Please include your childôs cafeteria number on the bottom 
of the check and indicate the amount for Lunch/Breakfast account and Extra Sales account. 

 
Free and reduced applications will be available to all families.  Applications will be available the first day of school.  You 
may ask for an application from the cafeteria manager or the school office personnel.  All applications are handled 
confidentially and used only for eligibility determination and verification of the data.  Parents may apply for Free and 
reduced benefits any time during the school year. 
 
We do allow parents to pack a nutritional lunch for their children.  However, students should not bring fast foods, glass 
containers, or soft drinks, as mandated by the Federal School Lunch Program.    While in the cafeteria, students are 
expected to use the same manners required in the classroom.  No microwave or refrigerator is available.   
 
Parents are invited to join their child(ren) for lunch.  Monthly menus will be sent home to each family the last week of the 
month.  Menus are also posted in the lunchroom, classrooms, and website (www.fatimaschool.org).  Menus are subject to 
change without notice.  For further information please call the Diocese of Shreveport Child Nutrition Program office @ 1-
800-256-1542 or 318-219-7297.  Local cafeteria number is 323-4646. 

ATHLETICS 
Students participating in all athletic programs, including cheerleading, must maintain a C average in all subjects with no 
Fôs, and/or be working up to their maximum academic capacity in order to participate in the program.  Temporary or 
permanent suspension from athletics for academic reasons will be at the discretion of the administration.  The 
administration will have full authority to suspend players permanently or temporarily for disciplinary reasons. 

NONPUBLIC SCHOOLS EARLY CHILDHOOD DEVELOPMENT PROGRAM 
(NSECD) 
Our Lady of Fatima Catholic School offers NSECD thru the Governorôs Office of Community Programs, and is available 
for qualifying children. NSECD is a state funded program which provides the tuition for children who qualify and are 
eligible for Pre-k 4.   All students and parents are expected to demonstrate a commitment to the values and philosophy as 
it applies to a Catholic education.  The program provides prekindergarten children with enrichment activities for both 
before and after school to meet the required 10 hours of daily high quality early childhood services.  This is a research-
based program measured through assessment portfolios.  Parents are encouraged to view their child(ren)ôs portfolio on a 
regular basis. 

 
 
Right to Amend 
Our Lady of Fatima reserves the right to amend this handbook.  The principal has the authority to handle each situation as it arises 
even though not specifically covered in the handbook. Notice of amendments will be sent home in a monthly newsletter. 

 
 


