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Introduction

Foreword

Welcome to Villa Academy. This hdhook is written to help you become familiar with the Villa
Academy school community, to promote effective communication, and to promote the school
mission and community values. The policies, practices, and expectations described in this handbook
grow outof VillaOs mission, philosophy and values. They are intended to be practical and fair, and
to provide a safe and comfortable school environment. Villa Academy reserves the right to amend
these policies as deemed appropriate by the administration. Faandiexpected to be familiar

with the information in this handbook. Please sign and return to the Main Office the
acknowledgement page so we know you have received and read the handbook.

The Parentb School Partnership at Villa Academy

Villa Academy beliees that its students are optimally served when parents and staff work together
to create and sustain effective partnerships to help ensure a positive and productive experience for
all members of the school community.

Our expectations of Villa Academy peguts:

1. Parents recognize that effective partnerships are characterized by clearly defined
responsibilities, a shared commitment to collaboration, and open lines of communication,
mutual respect, and a common vision of the goals to be reached.

2. In selecting Wla Academy, parents seek an optimal match for the needs of the student, their
own expectations, and the philosophy and programs of the school.

3. Parents are familiar with and support the schoolOs policies and procedures.

4. Parents provide a home environm#ret supports the development of positive learning

attitudes and habits.

Parents involve themselves in the life of the school.

Parents seek and value the schoolOs perspective on the student.

When concerns arise, parents seek information directly froncho®ls consulting with

those best able to address the concerns.

8. Parents share with the school any religious, cultural, medical or personal information that
the school may need to serve the student best.

No o

Villa Academy parents can expect this of our sclamal its staff:

1. The school recognizes that effective partnerships are characterized by clearly defined
responsibilities, a shared commitment to collaboration, open lines of communication, mutual
respect, and a common vision of the goals to be reached.

2. The <hool clearly and fully presents its philosophy, program, and practices to parents
during the admission process and encourages dialogue that clarifies parental expectations
and aspirations for the student.

3. The school seeks and values the parentsO perspecthe student

4. Teachers and administrators are accessible to parents and model candid and open dialogue.

5. The school keeps parents well informed through systematic reports, conferences,
publications, and informal conversations.

6. The school defines clearhyow it involves parents when considering major decisions that
affect the school community.

7. The school offers and supports a variety of parent education opportunities.

Villa AcademyFamily Handbook 2004.0 6



8. The school suggests effective ways for parents to support the educational process.
9. The <hool actively seeks the knowledge it needs to work effectively with a diverse parent
body.

From A Guidebook to the NAIS Principles of Good PractiBevised and approved by the
NAIS Board 2004

Mission, Philosophy & History

Our Mission

Villa Academy isthe premier Catholic, independent school in the Northwest. In our unique learning
environment, we are dedicated to excellence in the education of the whole child to develop
character and prepare culturally competent individuals.

Our Philosophy

We approachthe education of each child from the tradition of our founder, Mother Frances Xavier
Cabrini. The very heart of her mission was to be the bearer of ChristOs love to the world. Our board
of trustees, staff, faculty and students look to her rich legaapgpiration and guidance in all we

do. To manifest her mission in our learning community:

We are committed to excellence in the education of the whole child

Our goal is to help each child realize his or her full academic, social, and spiritual fhotentia
Simply put, we strive to educate both the hearts and the minds of our students. In so doing,
we offer an intellectually challenging environment, encourage giving of oneself through
community service, and provide a supportive environment in which tdogeaad explore
oneOs relationship with God, with others, and with the world.

We recognize the unigueness of each child.

We strive to accommodate and celebrate our studentsO differences. It is these very
differences that contribute to the richness of learning environment. By accepting and
celebrating each other within our community, we model the acceptance of others beyond our
community, much as Mother Cabrini did.

We are committed to educating our students for a diverse society.

Our world is rich indiversity: racial, ethnic, religious, socioeconomic, mental and physical
ability. Mother Cabrini demonstrated love and compassion toward a diverse population
including the poor, immigrants, and orphaned children. Our community service projects
focus on fotering an understanding and love for the diversity of the human family.

Our History

Villa AcademyOs history dates back more than 100 years to 1903 when the Mount Carmel School at
Sacred Heart Orphanage opened on Beacon Hill in Seattle. The school lzertaggwere moved

to the current Lake Washington site in 1913, when Frances Xavier Cabrini acquired the property
from local landowner C. T. Conover.

The story of the acquisition of this property is part of the lore that Villa Academy students delight in
sharing. The story goes that Mother Cabrini wanted more land for her school and orphanage, so set
out on horseback from Beacon Hill in search of the perfect location. Upon seeing the current Lake
Washington property, she knew this was to be the site afdineol. When negotiations stalled with

Mr. Conover, Mother Cabrini set about to make the transaction happen by working with ConoverOs
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wife, who quickly came to share Mother CabriniOs vision for the school. The land deal happened
smoothly, and Mother Calmiisecured her property.

In 1950, the Missionary Sisters of the Sacred Heart closed the orphanage because of societal
changes but continued operation of the school. About this time, the schoolOs name was changed t
Sacred Heart Villa Academy. In 1977,vgonance of the school was passed from the Missionary
Sisters of the Sacred Heart to an independentpseffetuating Board of Trustees. At this time, the
school became known as Villa Academy.

After a successful 2062006 Capital Campaign, the Villa Acaty Board of Trustees was able to

secure the necessary bonding to purchase the school buildings and some of the surrounding acreage
in December of 2007. Negotiations with the Missionary Sisters of the Sacred Heart, which began in
2001, were finally brougfto fruition.

Governance

Villa Academy is established as a nonprofit corporation in the State of Washington under the
direction of its independent Board of Trustees. The Pacific Northwest Association of Independent
Schools and the Northwest AssociatiorCaflleges and Schools accredit the school.

The Villa Board of Trustees is comprised of community and business leaders and parents of current
and former students. The Board is the governing body of the school. Working closely with the Head
of School and adinistrators, it is responsible for establishing a clear mission for the school, setting
policies and plans consistent with the mission, and assuring compliance with laws and regulations.

Meetings of the Board of Trustees are open to parents. Howeyeneawishing to present an
agenda item must arrange to do so through the Board Chair. Those wishing to attend as observers
are asked to notify the Board Chair to confirm meeting location and times and to ensure adequate
arrangements.

Basic School Operabns

Main Office Hours

School Year: Monday-Friday, 8:00anb4:00pm

Summer: MondayThursday, 9:00ar®2:00pm
(July 1DAugust 20, 2010)

School Hours

P3- MWF 8:30am- 11:30am
P4- M-F  8:30am- 11:30am*
P5- M-F  8:30am- 1:30pm

Grades K3: 8:30am- 3:00pm**
Grades 8B: 8:30am- 3:15pm**

Note: Special schedules and hours are noted on the school calendar.

*Optional P4 Enrichment opportunities extend the school day to 1:30pm.
**Grades K-8 are dismissed at 2:15pm every Wednesday, to allowddegsional planning.
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School Security

Before the 8:20am bell, the theater hallway door off the patio will be the only open door for access
to the building. Parents and students are asked to sign in using the signup sheets posted by the EDI
Rm. 133, whenhey enter the building. Students should have a prearranged reason for being in the
building and state their destination when signing in.

At 8:20am the doors on the east and west sides of the main building will be unlocked for students to
enter. Studententering the building between 8:20am and 8:40am should go directly to their
classrooms. Students should sign in at the Main Office only if they enter the building at 8:40am or
later. All adults entering the building after 8:20am should sign in at the ©féce.

After 8:45am the doors on the north, west, and south sides of the Main Building and the Convent
will be locked. You may enter any door on the east side of the building, facing the parking lot and
the playgrounds. All visitors, parents and fpaments, are required to sign in at the Main Office.

Attendance

Punctual, daily attendance is expected of all students. Late arrivals and early dismissals are weighed
equally on your studentOs attendance record. In both instances, valuable instructdsahissed.
Consequently, late arrivals and early departures are strongly discouraged.

Absences

Parents are asked to report absences by 8:30am. Pleasd the Main Office (villa
office@thevilla.org) to report a studentOs absence between 8:80am, or leave a voicemail
message before 8:00am on the school attendance line728d#®219, ext. 333. Parents should
expect a phone call from the Main Office if students are absent and the office has not been notified.
Students who are absent a significanimber of days during the school year due either to iliness or
extended vacations, may be required to pass equivalentapiieoved course(s) over the summer

in order to earn credit for the course(s) missed. This requirement will be determined atthe sol
discretion of the faculty and administration of the school.

Tardies/Late Arrivals
Please call or-enail the Main Office by 8:30am if your child is going to be arriving late. The safety
and well being of each of our students is important to us. Pafeoisd expect a phone call from
the Main Office if students are tardy and the office has not been notified. The following guidelines
apply for tardiness:
1) If a student is late and arrives between 8:30 and 8:40am, he/she reports to the 8:30am class
where heghe will be marked tardy.
2) If the student arrives after 8:40am, he/she reports to the Main Office to receive a Otardy
slip.O
A student missing more than three hours of school will be marked absent for the day.

Early Dismissal

Students needing to leavehsol early must bring a written excusenail is preferable but please

copy the teacher and the Main Office) from their parent or guardian requesting an early dismissal.
The homeroom or first period teacher will collect the early dismissal Befere leving school,

the student must report to the Main Office and sign out. Students must be picked up in the Main
Office. If students return to school that same day, they musirsi@gnthe Main Office. A student
missing more than three hours of school b marked absent for the day.
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Family Trips

Villa Academy recognizes the importance of travel and other learning opportunities parents may
wish to provide for their children. Howeveve expect families to confine trips and vacations to the
school holidg schedulelt may seem convenient to extend a school holiday by a day or two, but if
several families make the same decision at the same time, the effect on the planned academic
program can be detriment#fl.a parent chooses to make an exception allowingacation outside

the school holiday schedule, a Leave of Absence form must be completed, signed by the parent

and the Middle or Lower School Director, and submitted to the Main Office at least two

weeks prior to the absenceForms are available in the MaOffice and on the Villa web site.
Parents are reminded that in all cases extended absences should be avoided. The respective scho
director, at the teacherOs discretion, will negotiate homework and othenpnakek and deadlines

for such work. Do noexpect teachers to devote outside tutoring time to students who fall behind
due to extended vacations. Students who miss any portion of a standardized test due to family
vacation will, upon the studentOs return to school, make up the missed tests lagfereschool.

High School Visits

Eighth grade students are allowed three excused absences for high school visits. A High School
Visit Request form must be completed, signed by the parent, the student, and the Middle School
Director. Please submit cqieted forms to the Main Officat least five days priato your visit.

We recommend students use the conference days in the fall for visiting schools. Please do not
schedule high school visits during periods scheduled for standardized or WASL testmg.dfe
available in the Main Office and on the Villa web site.

Pick-up Notification
Pleasenotify the Main Office, in writing or by -eail, if someone not listed on your Emergency
Information Form will pick up your child from school.

Out-of-Town Notification

When parents are planning to be out of town, and their child/children will attend school during their
absence, parents are expected to notify the Main Office in writing and provide contact information
for the period of time theyOll be away. #tadent needs medical attention or requires other types of
personal support, it is important for the Main Office to know who to call in the parentsO absence.

Homework When Absent

When Middle School (Grades& students are absent, it is their resporigitiib call a classmate or
check online for missed assignments. Parents of students in Lower School (Grédesdy call
or e-mail a teacher before 8:30amand pick up assignments in the Main Offafeer 3:00pm.

Uniform Policy

Students are expected be in uniform daily. VillaOs uniform guidelines provide for a Dress
Uniform and a Daily Uniform. Parents and students must be familiar with both and follow the
guidelines established below. All uniform and personal items should be personally labeled.

The £hool uniform is optional for preschool students.

Dress Uniform is worn for special school days and events such as class picture day, prayer services
and liturgies, and other important days. These days are usually noted in the school calendar. The
Dress Uhiform is described below:
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Girls:

¥Blue plaid jumper* or skort* (Grades-K); blue plaid skirt* or skort* (Grades®8&)
¥ White polestyle shirt

¥ Navy blue crewneck Villa sweatshirt

¥ Navy or White socks or tights

¥ Closed toe and closed lhwel shoes

* Blue plaid items are available through the Dennis Uniform Store located in Tukwila.

Requirement: Skirt length, as determined by the administration, must be modest and
appropriate for an educational and liturgical environment. Short skirts willkenaitdwed.

Boys:

¥ Long, navy blue pants

¥ White polestyle shirt

¥ Navy blue crewneck Villa sweatshirt

¥ White or navy socks with closed toe and heel shoes

Daily Uniform optionsallow mixing and matching of the following items and colors.

¥ Blue plaidumper or skort (Grades-K); skirt or skort (Grades-8)

¥ Khaki skort, slacks or shottisgill only (no corduroy)

¥ Navy blue slacks or shortsorduroy or twill

¥ White or navy polstyle shirt or turtleneck

¥ Navy blue Villa sweatshirt (gray is a aotption for Middle School only)

¥ Navy blue Villa OhoodieO sweatshirt (gray is a color option for Middle School only)

¥ Navy blue or gray Villa fleece vest

¥ Navy blue Dennis Uniform cardigan or pullover sweater

¥ White, navy blue, or gray socks or tigfwsth feet)

¥ Closed toe and closed ldwel shoes

¥ Hair accessories and jewelry must be simple and appropriate.

¥ Scouting uniforms may be worn on the day of the scout meeting.

¥ CYO jersey tops may be worn to schedtlays only, during the specific spOs seasgaven
when the team is playing in a mickek playoff game) unless the Friday is a Dress Uniform day.

Deviations from the uniform policgre unacceptable. This includes but is not limited to:

¥ Khaki corduroy pants or shorts.

¥ Cargo organ style pants or shorts.

¥ Short skirts and shorts. Skirt and skemgth, as determined by the administration, must be
modest and appropriate for an educational environment.

¥ Jackets, vests (other than Villa Academy fleece vests)illarsweashirts, Villa CYO
athletic team sweatshirts.

¥ Hats, scarves etc. worn during class time.

¥ Long sleeves that extend below short sleevegigle shirts.

¥ Colored or lettered shirts under polo style shirts.

¥ Capri style tights. Students must wearksoim their shoes.

¥ Sandals, opeoe or operheel footwear, clogs, or unsafe footwear as determined by the
administration.
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Gym Wear

¥ Shoes worn for PE should havemark soles with laces/velcro for support.

¥ Middle School (Grades&® students r@ allowed to change for PE. Basic requirements: shorts
and shirtsbNo offensive or inappropriate logos allowed, e.g. alcohol, tobacco, etc. related. Shorts
and shirts must be modest and appropriate for an educational environment.

¥ Lower School (Gradé&5) girls may wear shorts under uniform skirts or jumpers on PE days.

Uniform Violations
A student (GradesEB) who neglects to be in proper uniform will lose his/her monthly free dress
privilege. The Uniform Exchange room is not available on Dresotmitlays.

Free Dress

¥ Appropriate personal choice of clothing: tank tops, midriff tops, short shorts and short skirts are
not permitted.

¥ Shoes should be safe and sensible for the stairs and hallways. Sandals, heels, -Hlogs,ditip
mules are notonsidered safe for the stairs and are not allowed.

Lost & Found

Lost articles are taken to the Lost and Found cabinet located in the first floor breezeway. Students
may claim their lost articles by checking the Lost and Found cabinet. Small itemsssuatches

and jewelry are kept in the Main Office. To ensure items can be returned, we recommend that all
uniform items, sweatshirts, jackets, boots and lunch boxes be clearly labeled with the childOs name.
Parent volunteers maintain the Lost & Found cabas a service to families. Periodically, all hon
uniform items will be bundled and given to charity organizations. Families will be notified of these
dates in the BMonday Memo.

Uniform Exchange

A Uniform Exchange, located on the main floor of the Comv&oom A213, is operated by the
Parent Association as a service to Villa families. Parents may donate or borrow uniform items at
any time. When donating clothing, please launder, fold items neatly, and place bags inside the
Uniform Exchange room or in ¢hMain Office. The Main Office has a key to the room for parents

to borrow. Families are encouraged to make liberal use of the Uniform Exchange, both by
borrowing and donating clothing. YouOll find items of all sizes neatly arranged for your
convenience.The Uniform Exchange room is not available on Dress Uniform days.

Transportation & Traffic

The safety of the children is of utmost importance. All parents are expected to honor Othe rules of
the roadO as outlined in this handbook. Minimizing traffic fjimout the neighborhood and onto

the campus is the primary means of maximizing pedestrian safety. Therefore, families are
encouraged to:

I Carpool whenever possible.

I Please follow the correct protocols for student drop off and pick up at all times.

I Drive dowly and adhere to the 5 mph speed limit.

I Park in authorized areas only. Please do NOT park on the grass.

I Turn left at the north campus éXinot straight onto Nicklas Place.

I Not enter through the south end gate. No vehicle access Viat5th the solt of campus is
allowed.
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Pick up/Drop off
P3 & P4: Parents use the driveway and parking lot on the south end of the Convent, which may be
accessed from #9venue NE at the intersection of NE™Street.

P5: Parents should use the Yellow Line to dtiveugh, park and walk their child into the building.

Kindergarternb Grade 3: Parents should use the Drop Off and Pick Up Zone on the east side of the
Main Building for morning drop off and afternoon pick up. Dismissal is at 3:00pm daily, except on
Wedresdays when dismissal is 2:15pm.

Grades 43: Parents should use the D+Off and PickUp Zone on the east side of the Main
Building for morning dropoff and afternoon pickip. Students are dismissed at 3:15pm, except on
Wednesdays when dismissal is 2:15@m Wednesdays onlydue to early dismissal at 2:15pm,
students in Grades& can be picked up at St. Bridget Church.

If you are driving your children to school, we offer two options for drop off and pick up. The safety
of our families is our main conagerbut we want to expedite the drop off/ pick up procedure to
avoid long lines trailing into our neighborhood streets. A eotmted map is available on the Villa
website at http:thevilla.org/community/transportationplan.html.

The Blue Line Express is fdamilies who can stop and drop, or stop and load their children and
their belongings, without assistance, in a minimal amount of time. When using the Blue Line, pull
your vehicle as far forward as possible to expedite the process. There are markefbspactsl-

sized cars. This allows six carloads to load/unload simultaneously. To keep the flow of traffic
moving we ask that you reach the drop off area before allowing your child to exit your vehicle.
Please do not allow your children to disembark teef@mu arrive and come to a stop in theax
load/unload area. Please do not pass the car in front of you in thisTémealue Line option is for
vehicles carrying children with school materials in hand, who are able to open the car doors and
unloadwithout assistance.

If your child requires assistance exiting your car, or requires trunk access to school materials or
projects, please use our Yellow Line and drive to the lower parking lot to park and unload your
child. Then please walk your child the patio area. Similarly, at pick up time, if your child cannot
load into your car in an expedient and independent manner, please drive the Yellow Line to the
lower parking area to park, and then walk to the patio area to meet your child.

Early Arrival/ Late Pick-up
Before school, doors open at 8:20am. Any students on campus prior to 8:05am must make
arrangements with EDP or their homeroom teacher to enter the building.

Students arriving early for any reason, who have made prior arrangements tondstssign in at

the designated befoteours sign in sheet located near the EDP Room. When parents have school
business or an appointment before 8:20am, they are expected to sign in as well. Students of parent:
with beforeschool meetings are expected tochecked into EDP if before 8:05am. If after 8:05am,
students must remain outside until the 8:20am bell signals students may enter the building. Parents
are asked to comply with this policy as it is in place to protect the children. At no time may children
be on campus unsupervised.

Villa AcademyFamily Handbook 2004.0 13



After school, there will be supervision at the school pick up area until 3:30pm. Any child not picked
up directly after school will be escorted to the Main Office. The office staff will phone you and
await your arrival. We camt accommodate unexpected children in our after school program. You
may incur a late fee if your child waits in the Main Office for more than 10 minutes. If you
anticipate you will need after school caolease notify the EDP staff before Noon of the day y

wish your child to attend If you have a last minute emergency or unexpected delay, please contact
another family member or friend to pick up your child.

Riding Bikes

Students riding bicycles to school must exercise extreme caution and are remwesd helmets.
Crosswalks are to be used when crossing streets, students should dismount bikes once they enter th
campus gates, and bicycles are to be parked and locked in the bike rack located under the front
stairway. The school cannot accept respulityi for damage or theft of equipment.

Skateboards & Scooters

Students are not to bring skateboards or scooters to school. Skateboarding, scooting, and wheelinc
on the school grounds is not safe and raises safety and liability issues for the stutidréssahool
respectively.

Canine Companions on Campus*

Although many of us love dogs of all breeds and sizes, a good number of our students are
uncomfortable around them and/or have dog related health issues. Often families bring the family
pet with hem to school. Our primary concern is the safety of our community. We need to avoid any
conceivable opportunity for a dog to be startled into biting a child or adult. We strongly discourage
people from bringing their dogs on campus. If you bring your dogampus, we ask that you
respect the following expectations:

¥ Please keep your dog leashed at all times when on the Villa Academy campus;
¥ Please do not leave your dog unattended by an adult;

¥ Please do not bring your dog into the building;

¥ Please pick upour dogOs droppings while on campus.

These requests are made in the interest of the common good for all members of the community.
* Dogs and other pets may be brought to school for Show and Tell with prior approval of the
childOs teacher.

Lunch

Villa offers a lunch program that follows the dietary recommendations established according to
national health guidelines and the schoolOs Wellness Policy. Students in GEsziéske a ful

meal option only. Students in Grade® 8 may select a lunch fromither the salad bar or two main
entrees. The staff monitors student choices to ensure that a healthy and nutritious meal is selected
The lunch program is computerized with a PIN assigned for each student. All lunch accounts must
be pre-paid to the Man Office with a separate check marked OLunch.O Lunch menus are linked to
the EMonday Memo and may be found on the Villa website, or in the Main Office.
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Cell Phone Use on Campus
We ask that members of our parent community use their cell phone judicidhesh they are on the
campus and in the school buildings, as well as when there is a need to communicate with a student.

Students may not have a cell phone on their persddin a pocket, computer bag etcbfrom
8:05amb3:30pm (later if enrolled in after-school hours programs such as EDP, CYO).

Students may not use their cell phones at any time inside the school buildings. In the event a student
needs to contact a parent during school hours because of an emergency situation, school personnel
will allow the student to use a school telephone.

Cell Phone Use by Campus Drivers N
Anyone operating a motorized vehicle on Villa AcademyOs campus must follow the Washington
State law banning harteld cell phone use while driving.

Cell Phone Use by Students

The sclool encourages parents to exercise reason in equipping their children with cell phones. In
generalwe discourage students from bringing expensive electronic equipment to. sstuntants
should restrict their use of cell phortesbefore and after supesed hours and outside of the school
buildings for the express purpose of communicating with family memi@=t phones should be
turned off and kept inside a studentOs backpack during supervised school houfsa student is

found carrying or using a dgbhone at any time during school hours or at any time in the school
buildings, the cell phone will be confiscated and disciplinary action for Level A Behavior will be
initiated. Please see page 39 of the Handbook.

Cell Phone Use by Parents when ContactinStudents

Villa Academy is committed to the educational process, which is rooted in teaching and learning.
We do not want the student learning process disrupted during the day by phone calls or text
messages. We ask that parents and family members be afrend comply with the schoolOs

policy on cell phones.

Messages for Students

Delivering last minute messages to students at the end of the school day is very disruptive to the
classroom. In the rare event that you need to get a message to your ditmchgnthe school day,

please call the Main Office before NOON. Every attempt will be made to deliver messages to
students and teachefBo _cut down on classroom interruptions, please try to keep messages to a
minimum. Please remind students of appointsietrtansportation arrangements, etc. before they
leave home in the morning

Student Use of School Telephones

Please make plans for picking up your child, or for special after school arrangements, prior to
coming to school. Students may not make telepluatis during class periods, unless there is an
emergency situation. Students must ask permission from a teacher or staff member to use the
telephoneStudents are not to use the telephone in the Parent Lounge.

Middle School Back Pack Policy
During the schol day, Middle School students will store their backpacks in their lockers.
Backpacks will not be carried from class to class.
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Health & Emergency Information

Villa Academy Wellness Policy

Villa Academy embraces the Cabrinian tradition of educating théevatndld in all dimensions of

growth. This tradition views human life as sacred; every person is precious. Villa Academy seeks to
enhance the life and dignity of the human person through its policies and practices. The health and
wellness of our communitys well as the protection of the earth, has fundamental moral and ethical
dimensions that cannot be ignored.

The Board of Trustees recognizes that there is a link between nutrition education, the food service
in our school, physical activity, and enviroantal education, and that wellness is affected by all of
these. The Wellness Committee was formed in the spring of 2007 to draft this policy and discuss
implementing items pertinent to this policy. The Villa Academy Board of Trustees adopted this
policy as Resolution 2008, in February 2008. Details can be found at:
http://thevilla.org/community/documents/VillaWellnessPolicyFinal.pdf

Nutrition Education
Villa Academy recognizes the important connection between a healthy diet and a studentOs
ability to learn effectively and achieve high standards in school.

Physical Education

Villa AcademyQOs Physical Education program encourages lifelong fitness by introducing a
plentitude of physical activity and teaching s#icipline, sportsmanship, and a love of
movement in a fun and supportive environment.

Social & Emotional Wellness

Villa Academy encourages contributing to our human environment to the common welfare of

our community. We emphasize interdependence with others and being comfortable with and
liking oneself as a person. Social wellness includes the pursuit of harmony in oneOs relationships
with others. Emotional wellness involves an awareness and acceptance of personal feelings,
while being sensitive and responsive to the emotional states of others.

Health & Safety Education
Villa Academy educates and encourages hesithancing behaviors.

Environmental Stewardship

Villa Academy honors the rich history of our campus by respecting and caring for the facility
and grounds, and giving students oppoities in and out of school to learn environmental
stewardship.

Health

Student Health Information and Immunization records are confidential and kept on file for each
student. The immunization schedule must be adhered to for a student to rencamoin #\n
Emergency Information Form is sent to each family annually. It is required that this form is
completed, signed and returned prior to the first day of school. Parents should make certain their
home, work, emergency telephone numbers am@i€address are up to date. Parents are asked

to notify the Main Office if there are any changes in a studentOs medical or emergency
information throughout the school year, for example, new allergies, hospitalizations, or
contagious diseases.
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Immunizations

To protect children and staff, and to meet current state health requirements, we only accept
children fully immunized for their age. We keep the Certificate of Immunization Status (CIS) on
file while the student is attending Villa Academy. The CIS forml W& returned to the
parent/guardian or sent directly to the childOs next school when the child leaves our program.
Children may attend school without an immunization when the parent signs a Certificate of
Exemption (COE) stating they have personal, religior philosophical reasons for not obtaining

the immunization(s) OR their health care provider signs that the child is medically exempted.

Medications

If a student needs to take medication during school hours, or while under the supervision of
school dficials outside of normal hours, such as overnight field trips, the following procedures
will apply:

I An Authorization for Administration of Oral Medication at School form must be
completed and signed by the paranta licensed health professional présiag within
his/her prescriptive authority, for administration of all medication, including all-thwer
counter medicationg’here must exist a valid health reason that makes administration of
such medication advisable during the hours when school segsion or the hours in
which the student is under the supervision of school officials.

I Students requiring an epi pen or inhaler at school must supply the school with TWO
sets of medication.One set is kept in the Health Room and one set is kept in the
homeroom emergency red backpack, which is taken on field trips and evacuations.

I Prescription drugs authorized for less than 15 days also require the signature of both the
physician and the parent/guardian on the Authorization for Administration of Oral
Medication at School. A pharmacy label does not satisfy the requirement for a licensed
health professionalOs signature.

I Students who require medication for more than fifteen consecutive days must have on file
written, current and unexpirednstructions from a licensed health professional
prescribing within the scope of his or her prescriptive authority regarding the
administration of the prescribed medication.

I The Authorization for Administration of Oral Medication at School form must be
completed and signed tite start of each school year, even if there is no change from the
previous year in the medication or instructions. All documentation must be complete
NO exceptions will be made. These forms are available on the Villa web site and may be
obtained in tkb Main Office.

I PRN or Oas needed® medication authorizations will not be accepted for students while
enrolled in EDP, nor for any Preschool students, except in the case of inhalers and/or Epi
pens.

I All medicine (this includes prescription medication as|wsd ovefthe-counter
medications taken for colds, etc.) must be in the original pharmaceutical containers, and
kept in the Health Room in a locked cabinet. All medication submitted to the school must
be upto-date. Expired medication cannot be administeeschool.

I The Main Office staff must administer all medications, ethercounter, and/or
prescriptions. See next item for the only exceptions.

I A student will be allowed to administer his or her owhaler or Epi pen when the
regular requirements areenAND the written statement on the medication form is
completed by the childOs health care provider, indicating the child is capable of self
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medication without assistancEhe student will need to report any satfministration to

the Health Room staff fadocumentation.

Parents are advised to inform the dispensing pharmacy if the child needs medication at
home and at school. The pharmacy can divide the medication into two containers. If you
need medication to go home at the end of the day, the parshtreport to the Health
Room for the medication. Prescription medication will not be sent home with a child.

Any student who takes medication at home and would be compromised by mi&&ing 1
days of medication, should have a thdag supply of these medsipplied to the school,

in the event of a natural disaster or emergency situation. An Authorization for
Administration of Oral Medication at School form must be completed, signed by the
parent and physician, and returned to the Health Room, for ouredigdahs to be
complete. Please place medication and authorization forms in a plastic storage bag that
seals, labeled with your childOs name and ODisaster Meds.O

Life Threatening Food Allergy Plan
The schoolWwide plan includes:

The parent has primary mansibility to seek medical advice and provide current, clear
and timely information to the school regarding the studentOs medical condition. All
medical supplies and necessary medicatioast be supplied to the schodbefore the

first day of school atterdance.

Parents provide three current photos of the stut@atcomplete sets of all emergency
medications with written authorizatipand arEmergency Health Care Pldirecting

staff on emergency responsghe physician and parent must sign these papgeopies

of the plan are to be kept in the Health Room, Cafeteria, Homeroom and EDP if
applicable. These must be updated annually.

By enrolling their child in Villa Academy, parents consent to the sharing of this medical
information with trained staff anealth Room volunteers.

Staff training with simulated drill will take place on an annual basis.

Prior to the school year or as soon as discovered, the parents of the child are asked

to prepare a letter to the parents of his or her classmates with a list tbods that are
restricted, due to the allergy

The teacher will give class education on the first day of school or within the first week, to
explain allergies and the snack and lunch plan.

Students advised to carry an Epi Pen for a food allergy must sdtt the allergy table

unless the school has written authorization from the childOs physician that the

student is safe to sit at general cafeteria tables where no monitoring of foods is
undertaken.

Snack and party restrictions apply to avoid ciomstamingion. Parents are encouraged

to speak with the teacher about upcoming class parties such as Halloween and Valentines,
to ensure the plan for treats is clear. Notification of upcoming bake sales can be found in
the EMonday Memo. Parents are asked toptyplternate snacks for their child which

are known to be safe, should the teacher have any questions regarding birthday snacks
etc. brought from home by other classmaasents of a child with a severe food

allergy are always welcome to attend speciakccasion class parties or bake sales if

they have a concern about the variety and appropriateness of food and candy

Desks will be washed thoroughly and the students will wash their hands after food is
eaten, to avoid cross contamination in the classraiten a snack is served.
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I Teachers will take the emergency backpack on all field trips. This will contain the Epi
pen, any other emergency medications, and the Emergency Health Care Plan.
Communication between parent and teacher in planning field trgsséntial. Parents of
a student with history of anaphylaxis are encouraged to accompany their child on a field
trip.

I Medic Alert bracelets are encouraged but optional.

lliness/Injuries During the Day

When a child becomes ill or injured, parents are coathonmediately. If parents cannot be
reached, the procedures indicated on the Emergency Health Form will be followed. For students
with complex medical needs, the Emergency Health Care Plan will be followed. Any student
having an allergic reaction whik school which requires the administration of an Epi pen, will
need a medical evaluation and cannot return to school that same day.

If the injuryl/iliness is life threatening, staff will call 911. A staff person will stay with the
injured/ill child, including during transport to the hospital if necessary, until a parent, guardian or
emergency contact arrives. 911 transports all trauma cases to Harborview Medical Center unless
otherwise directed by the 911 operators.

The school carries accident insuraroe all students. If an injury requiring a doctorOs care
occurs during school hours, a letter and insurance form will be sent home. It is imperative that
all injuries be reported.

Excluding Ill Children

Students who have been away from school dudnesg are generally ready to return to school
when a feeling of welbeing has returned and the symptoms have cleared. Children should be
feverfree (a temperature of 99 or lower, without the use of fever reducing medications), and
experience no episodesdiarrhea and vomiting for a full 24 hours, before returning to school. If
your child has had an upper respiratory infection, nasal discharge should be clear, before
returning to school. It is important that students return to school when they aréoable
participate in all activities. This policy will be strictly enforced.

Student Use of School Elevator

Students may not use the elevator without an adult escort. Any student needing to use the
elevator, due to injury, must make arrangement with hiséashers and the Main Office to gain
access to the elevator. Elevator keys will not be issued to students.

Communicable Diseases

Villa Academy adheres to the communicable disease policy and regulations established by the
Superintendent of Public Instruatip the Archdiocese of Seattle, and the Public Health
Department. School attendance of a student who has a communicable disease will be governed
by these regulations. HIV/AIDS regulations established by state law and OSHA/WISHA
requirements governing occujmnal exposure to bloedorne pathogens will also be followed.
Parents are asked to notify the school of a diagnosis of a communicable disease and/or head lice.
School families will be notified as needed, vienail, regarding exposure.

Student Use of Acohol & Drugs

Villa Academy provides education in the curriculum and through special programs, about the
dangers and illegality of the use of drugs, and wader use of alcohol. Alcoholic beverages,
marijuana, and other drugs are not tolerated on carapud schoekponsored activities off
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campus. Failure to observe this regulation is serious and will result in disciplinary action.
Suspension or expulsion is the probable result of a substance use/abuse infraction. The Head of
School, Lower or Middle &ool Director, and parents, on a céagecase basis, will resolve
infractions. Please see the OBehavior & DisciplineO section of the Handbook.

Tobacco Use

Through curriculum and school programs, students are educated about the dangers of smoking.
Smoking is not permitted on campus at any time. A student who smokes or uses tobacco, faces
disciplinary action. Please see page 40 of the Handbook.

Snow Alert/School Closure

Villa Academy will close in the event of inclement weather or in some emergdneyisis.
Please do not call the school for closure information. A closure decision will be made by 6:00am.
When possible, a closure message will be posted on our website, you will reqgasié e
notification and our phone message will reflect the clogtoe the most current information on
school schedule changes, families should check any major TV or radio station. If Villa Academy
is NOT announced, it means school is open and operating on the normal schedule.

Radio Stations: KING 1090, KJR 950, KIRQ0 and KOMO 1000

TV Stations: KOMO 4, KING 5, AND KIRO 7

Website:http://www.KING5.com Click on OClosures and Delays.O Click on OPrivate.O
Click on OVilla Academy.O No report after 6:00am means school is operatimpomal
schedule.

Please exercise your best judgment. Conditions vary from area to Beeaot leave home if the
conditions in your area are treacherousPlease notify the school byneail or by calling the
Attendance Line 206290219 x333, if youchild will not be attending or will be arriving late.

All after school and evening events asncelledon days of a School Closure.

Late Opening Policies When weather conditions dictate, Villa Academy will schedule a late
opening to the school day.ate openings will be scheduled f®:00am All early morning
programs will be closed when a late opening is scheduled (EDP, Band, Liturgical Choir, etc.).
Preschool will adhere to the late opening scheBdl@:00am starting time and normal dismissal
time. Parents are instructedt to drop off students earlier than 9:45amon days with late
openings, due to shortage of staff and no supervision.

All after school and evening events aencelledon days of a Late Opening.

Crisis and Disaster Procedurs

Villa Academy has emergency protocols established for the following events: fire, earthquake,
lock-down, modified lock down (lodlin) and sheltein-place. Training and drills are conducted
regularly. Should any of the preceding events occur duringstheol day, the emergency
protocols will be used to protect the students and staff. Parents should use the schoolOs telephone
message and website to obtain information in an emergency situation. Depending on the nature
of the emergency, it may or may na prudent for parents to come to the school. We ask that

you follow the directions communicated on the telephone message and website and exercise
prudence in traveling to the school and coming onto the campus. The safety of the students is our
first priority.
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Summary

Villa Academy has emergency protocols established by the Emergency Preparedness Committee
for the following events: fire, earthquake, led&wn, modified lockdown and sheltein place.

Should any of the preceding events occur during the sdayo these emergency protocols will

be used to protect the students and staff.

1. Procedures for medical, dental, poison, earthquake, fire or other emergency situations are
posted in each classroom. The school administration is responsible for oriantitig/étaff,
classroom volunteers, and substitute teachers to these plans.

2. Evacuation plans and routes are posted in each classroom.

3. Afire, earthquake, lockdown or modified lockdown drill is conducted and documented each
month. All other disaster and daquake preparation training occurs annually and is
documented.

4. The Facilities Office identifies and mitigates hazards.

5. Food, water, medication and supplies for 72 hours of survival are available for each child and
staff. The school checks its emergenitg BRnd emergency medication expiration dates
annually.

6. Medications or supplies for individuals with special needs othifeatening health
conditions are kept esite, updated and replenished annually, and are kept in an emergency
red backpack if evactian is required.
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EMERGENCY RESPONSE INCIDENT COMMAND STRUCTURE

Incident
Commander

v

Operations

Student Supervision
Student Accountability
Student Activities

Employee Accountability

Student Comfort
Shelter
Food
Sanitation

First-Aid
Student/Parent Reunion

Employee Comfort

v

Logistics

Building Safety & Utilities Control

Traffic Control/Grounds Security

Communications

Emergency Container Supplies

Search and Rescue

v

Planning
EmergencyPlan Development

Action Plan Development

Incident Planning (Real Time)
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Finance/Administration
Supplies Procurement

Documentation
Drill/Training Activities
Incident Documentation

Volunteer Coordination
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General Emergency Evacuation Plan

If an emergency evacuation is necessary for any reason (such as fire, earthquakg, gas lea
etc.), all building occupants are expected to adhere to the following evacuation plan. The
Incident Commander will lead the response to the specific emergency as prescribed and
direct students in the appropriate safety procedures and evacuation.process

At the Sound of the Evacuation Alarm(or other communication to evacuate if the alarm

system is damaged, such as in an earthquake), everyone must exit the building/s by the

nearest exit according to the emergency exit plan posted by the door of each room.

¥ Main Building occupants should proceed to the asphalt basketball court/parking lot
Assembly AreaP3 & P4 faculty/students assemble in the grassy area at the south end of
the Convent, where they are to remain unless directed to join the larger group.

¥ Eveyone is expected to move in a quiet and orderly manner while exiting the building. If
exiting from the 2nd or 3rd flookeep to the OUTSIDE wall on the stairwell. If exiting
from the 4th or 5th floor®keep to the INSIDE rail on the stairwells.

As They Exit, Faculty/Staff Must:

I Determine the extent of the injuries to students, if any, and capabilities for evacuation.

I Take classroom emergency backpacks (including student emergency medication).

I Know emergency procedures and their role in each emergency

I Close & Tag the door: Green side displayed if the classroom/office is clear (nobody left
inside) or Red tag if someone injured is left inside.

Upon Arriving in the Assembly Area, in a preassigned spot, homeroom teachers take roll.

If a homeroom teaches not with his/her class, classroom teachers will reunite at once with

the class in the Assembly Area.

I Homeroom teachers hold up proper caBteen D all students have been evacuated,
accounted for, and are OK Bed D students missing and help may beated.

I Homeroom teachers should supervise and reassure students, check for shock symptoms
and other injuries, and request first aid if necessary.

I Students will not be released until Accountability has been completed. Students must be
released through theaRentStudent Reunion process, not directly from teacher to parent.

As Necessaryin an actual emergency, faculty/staff will follow the Emergency Response
Incident Command chain to access the emergency container and implemeniSRatent
Reunion, Buildng Safety and Utilities Control, Search and Rescue, First Aid, Student
Comfort, Student Activities, and/or Security.

Hospital used for life-threatening emergencies*:
Harborview Medical Center
325 9" AVE
206-731-3000
* 911 is called in the event of a saus accident, trauma or allergic reaction. 911
responders automatically transport patients to Harborview Medical Center Trauma
Center.

Note: If the emergency is more widespread and encompasses a large area and the emergency
is due to a noronfined envionmental threat (such as toxic fumes from a spill), the students

will be taken to a shelter that the cityOs emergency response system designates -ior- Shelter
Place at Villa.
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Fire Evacuation Plan
Evacuate, Assemble, Accountability
At the sound of the euation alarm, all building occupants must evacuate, assemble, and be
accounted for per the evacuation plan.

Assess Damage

The Safety Officer and the Fire Department will make a formal assessment of building safety
to make a preliminary decision asvwtether students may-enter buildings. If not, the IC

will activate Parent/Student Reunion.

Earthquake Action Plan
Drop, Cover, Hold
In the event of an earthquake, building occupants are expected to OdropO or crouch down
with knees to chest and hearbtected by arms, take OcoverO from falling objects under
desks, and Ohold onO in that position until all shaking stops, and wait for directions regarding
possible evacuation of the building.

Evacuate, Assemble, Accountability

After shaking has stoppethere will be a school wide announcement to make personal
checks of students, staff, and faculty for injuries and wait for evacuation signal. If necessary,
the IC will order the alarm for evacuation, assembly, and accountability per evacuation plan.

Assess Damage

The Safety Officer and team will make a formal assessment of building safety to make a
preliminary decision as to whether students magnter buildings. If not, the IC will activate
Parent/Student Reunion. Later, if necessary, the Safetye©Offitl arrange for consult with

an Architectural Engineer for professional assessment.

Lockdown Action Plan

A lockdown is a procedure meant to get students, faculty, and staff to a safe and secure area in
response to a situation that would threaten thbysical safety. An event requiring a school

wide lockdown might include an intruder on campus, an extreme weather condition, and/or a
volatile event in the immediate community.

If a situation is discovered that would indicate an Emergency Lockdoena (ieport is received
in the Main Office) then:

Establish Command Center

The Incident Commander (IC) will report immediately to the Command Post (i.e. Main
Office) and activate those portions of the Incident Command System he/she feels
appropriate.

ThelC or his/her designee(s) will immediately lock the outside doors and conduct a sweep of
the building instructing all persons not in a secure area to immediately proceed to such.
Following the sweep the IC will determine if additional components of twoeddnt
Command System need be activated.

Announcement
If it is determined that the safety and health of students and staff are in immediate jeopardy,
an announcement will be made to alert the staff of potential danger.
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Assemble

When the lockdown smmal is given,all students, staff, and faculty in hallways of any
building or outside on the grounds will immediately proceed to the nearest classroom, office
or secured area & lock the doors. Faculty/staff must check any and all students in close
proximity to their room, bring them inside, and direct them to stay put. If a room is adjacent
to other unsupervised spaces, such as restrooms, flex rooms, or workrooms, faculty/staff
must gather any students there and take them to their room.

Secure

Lockdownclassroom/office:

Close and lock door/s;

Take phone off OSend all Calls;O

Turn radio on, to channelB1 (turn volume up);

Turn on computer, openmail and click on OSend & Receive;O

Pull blinds/cover windows (use poait butcher paper to cover a windawa door);
Position students out of sight of exposed windows.

K K K K K K

Accountability

The faculty/staff and student accountability team will begin the faculty/staff and student
accountability process. Accountability will be completed bynael. Faculty/staff nb
responding will be contacted by phone; if a response is still not received a broadcast will be
sent out by amalil first, then radio.

Maintain Calm and Quiet While Waiting

Keep children quiet and calm;

Stay away from exterior windows;

Do not leave theolcked room;

DO NOT OPEN THE DOOR FORNYONE OR RESPOND TGANYONE OUTSIDE;
Wait for the aliclear announcement: OLOCKDOWN HAS ENDED.O

K K K K K

Notes

¥ During a lockdown, evacuation due to fire alarm activation will be at the determination of
police and fire rescupersonnel on scene; or the subjects locked down if the Ovisible or
knownO threat of fire and or smoke outweighs the danger of not remaining in place.

¥ Parents/guardians will not be able to enter the building or pick up their children until the
lockdown hasnded.

¥ When the lockdown is over teachers, students, and parents will be informed of all the
details about what happened.

Final Note

Your childOs well being, both physical and emotional, will always be our top priority. We are
confident that we are prept to respond to any kind of emergency. In addition to the three large
areas of preparation and training we have discussed in this guide, we also have written procedure
for faculty/staff to respond to the following circumstances:
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Shelterin-Place Powe Outage Internal Hazardous Materials Accident

Missing Child Storms & Snow Suspicious Mail or Package
Kidnapping Gas Leak Bomb Threat
Child Abuse Field Trip Incident Assault on Child or Staff

Severe Allergic Reaction

Academic Policies & Curriculum

Curriculum

Villa AcademyOs 48 academic program offers Religion, Mathematics, English/Language Arts,
Science, Social Studies, Technology, Art, Music, Drama (MS), International Language, and
Physical Education. Classes in French or Spanish are afferstudents in the Middle School,

while Lower School students study French. Middle School students participate in a laptop
computer program, which integrates core content areas and technology. Teachers emphasize a
personalized approach to learning anceavironment where each child is known and supported.
Classroom learning is enhanced through lab sessions, field trips, and outdoor educational
projects.

Academic Expectations

Villa Academy provides an academically challenging program that educateshote ahild in

the tradition of Mother Frances Cabrini. The school educates to a range of ability levels, from
average to highly capable students. Academic success requires diligent work, good study habits
and the ability to stay current with assigned kvon all classes. Attendance, personal
productivity, study habits, and organizational skills are required of all students to achieve and
maintain satisfactory academic standing.

Homework

Homework is intended to supplement and reinforce classroom lgandwill be assigned at all

grade levels. Homework is not intended to be Obusy work,O nor is it intended to be
material/content that the student has never been taught. Rather, homework offers students the
opportunity for independent practice of newly aiced skills, as well as the opportunity to apply

skills to appropriate learning activities. Parents can assist in making homework an effective
learning experience by giving encouragement, showing interest, and acknowledging that the
responsibility for corpleting work ultimately rests with the student. Reworking your childOs
assignments is not beneficial because teachers discover what they need to reinforce when a child
has genuine difficulty with a homework assignment. If the nature or load of your childOs
homework is a concern, please contact the childOs teacher/teachers as soon as possible.

The length of time devoted to homework will depend on the amount of-upakerk, special
projects, and the individual approach, motivation, and productivity of saaotent. The
following is a general guideline:

Grades K2 30-45 minutes
Grades &b 45-90 minutes
Grades &* 60-120 minutes*

Lower School (Grades &) parents may call or-mail theteacherbefore 8:30 am and pick up
assignments in the Mafbffice after 3:00 pm when a student is absent due to iliness
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Middle School (Grades-8) students are responsible for calling a classmate or checkiltgeon
for missed assignments.

* Please refer to the Middle School Homework Policy, distributed atodgenning of each
school year, for detailed homework expectations.

Field Trips

Field trips complement the classroom curriculum. Teachers communicate the details concerning
date, time, proper attire and lunch provisions in advance of the field Dipzers must have
completed an annual volunteer training and background check, and provide proof of insurance by
completing a Field Trip Driver Information fornwhich is available to all families on our
website OFormsO page. Forms can also be obtainedr atojunteer training or in the Main
Office. All children under 13 years of age must ride in the back seat of the car. Children from
birth to age 8 must ride in the correct, agpropriate car seat or booster seat. Children &®e 4
must ride in a boosteseat unless they are taller than 4 feet 9 inches tall. Children age 8 years or
at least 4 feet, 9 inches tall, who use a seat belt, must wear it correctly (not under the arm or
behind the back).

Signed permission forms are required for students tocpgeate. Villa Academy will use
separate permission forms for each field trip to ensure sttvdm@me communications and
student safety.

Leadership Retreat

Each year the students in the eighth grade class participate in a Leadership Retreat during the
first trimester to help them begin to formally integrate the qualities and skills required to be
leaders. The retreat is also focused on building community and the bonding of the students
during their final year at Villa Academy.

Student Trips

During a stuéntOs middle school years, the school offers several opportunities to travel as a
means of learning. Examples of some of the trips include science field experiences to Eastern
Washington and Mount St. Helens, a Washington D.C. trip every other yeantanthtional
Language Department travel to other countries.

Progress Reports & Report Cards

The school year is divided into three-d2ek trimesters. Grades and written comments in the
form of a report card are distributed to each student at the endloftr@aester. Consult the

school calendar for report card dates. Parents are required to sign and return the report card
envelope for each trimester except the final trimester in June.

All student work (forms, assignments) required to successfully coenibie trimester, is due on
or before the last day of the trimester unless arranged in advance with the teacher.

Progress Reports are provided for students in Gradesakd their parents at the rpaint of

the second and third trimesters to communicat®rmation about a student's academic
performance. Middle School (Grades8pstudents and parents will have ongoing access to their
assignments and grades via PowerSchool, to monitor academic progress. During the first
trimester students () and theiparents are apprised of the child's academic performance at the
fall conference.

Villa Academy Family Handbook 2009 27



Middle School Grading Scale

A =96100 C =7883
A- =9495 C- =7677
B+ =9293 D+ =7475
B =8891 D =7273
B- =8687 D- =7071
C+ =8485 F = 069

Teacher Conferences

A formal conference is held annually in nrfall. The conferences for students in Preschol

Grade 2 are for parents and teachers only. This allows any issues to be addressed early in the
year, and fosters the pardgetacher relationshithat is necessary for productive communication
throughout the year. Students in Grade€stake an active role in their conference. It provides

an opportunity for discussion of the studentOs progress, achievements, and areas for
improvement. As the schogkar unfolds, students, teachers and parents will work together to
determine if further conferences are beneficial. Parents and/or students may request a conference
with a teacher at any time during the school year. Teachers also welenails and phonealls

when you have a concern.

Standardized Testing

Villa Academy uses multiple and varied sources of information to assess student achievement
and the strength of the schoolOs academic programs. Testing students at strategic points in the
school year, ad at specific grade levels, yields data that informs our approach to curriculum
development and effective instruction. Students in Grades Two, Three and Five through Eight
participate in Educational Records Bureau, Comprehensive Testing Program 4 (@Tdady

autumn. The CTP 4 is a standardized, nogferenced test used by many independent schools
regionally and nationally. It provides comparative information about a studentOs achievement in
critical verbal and mathematical areas. The teachers use information to develop
individualized learning plans for students based on their areas of strength and/or weaknesses.
Parents will be mailed student test scores upon receipt of the materials from the Educational
Records Bureau, generally available ia trew calendar year.

Students in Grades Four, Five, Seven and Eight also participate in the Washington State
Assessment of Student Learning (WASL) each spring. Unlike the CTP 4, the WASL is a
performance based test and provides information about a shsdabtlity to perform against a
predetermined standard. The WASL tests a childOs listening, reading, writing, and mathematical
abilities. The teachers use this information to develop individualized learning plans for students
based on their areas of strémgnd/or weaknesses. WASL scores will be distributed to parents
upon receipt of the materials from Riverside Publishing Company, generally available in the fall.

Students who miss any portion of a standardized test due to a family vacation will, upon the
studentOs return to school, make up the missed tests before or after school.

Class Meetings

As a school dedicated to the education and development of the whole child, each classroom
schoolwide holds a weekly class meeting. Through these meetings,udi@nsst learn problem
solving, negotiation, and communication skills. The students are encouraged to contribute
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agenda items to address areas of concern or situations that need resolution. Class meetings are
held at least once a week and more frequestiyezded.

Learning Support

Villa Academy is dedicated to the goal that each student will be at grade level as determined by
our CTP 4 and WASL scores. To reach this goal, Villa Academy provides Learning Support
teachers for students in Grades8Kwho needadditional academic support and skills
development. The Learning Support teachers team with the classroom teachers to develop a plan
for the individual student, which may include small group work or individual work with the
Learning Support teacher.

Educational Testing Data Intake Policy

Villa Academy is a collaborative community. Our expectation is for teachers, students, and
parents to work together to create the best possible learning environment for each individual
child. In regards to outside testinge strongly encourage families to share any results and
recommendations with the classroom teacher and the Section Director. This will allow the school
to better meet the needs of each individual child.

I Testing data shared with the school will be kaptfidential.

I Data will be maintained by the Section Director and shared
as necessary with the appropriate faculty working directly
with the child.

I Testing data submitted to the school will not be a part of the
childOs permanent file, and therefaill not be passed with
this permanent record to other schools. (Data will be
destroyed two years after a child leaves the school.)

Tutoring

If necessary, the Learning Support teacher in collaboration with the classroom teachers and the
Lower and Mddle School Directors, may recommend additional academic support through use
of outside tutors. In the event that a student requires ldagersupport, the Learning Support
teacher will provide specific information on individualized skills developmerthé outside

tutor. Over and above these two approaches, the Lower or Middle School Directors will help a
family should afterschool or evening tutoring by a private tutor be required.

Communicating with Teachers

The teachers are your partners in yobildOs overall education. When you have questions,
input, or concerns that relate specifically to an area of direct teacher responsibility, such as
workload, homework, grading, and the childOs overall classroom experience, please contact the
teacher diretly and immediately. You can expect our faculty to return your calmaiéwithin

a 24hour time frame. In an effort to respond effectively to the situation, the teacher needs ample
time and a clear understanding of your childOs needs.

Communicating with Administrators

The Directors of Lower and Middle School also work with you in your childOs overall education.
When you have questions, input, or concerns related to the academic or student life programs,
school policies, or Lower/Middle school igss, please contact the appropriate director. You can
expect our staff to return your call omail within a 24hour time frame. If for any reason you
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feel your concerns have not been adequately addressed having worked with the classroom
teachers or Lowenr Middle School Directors, please contact the Head of School.

Academic Concerns

Step 1:Please contact the appropriate teacher as soon as possible. Teachers are asked to responc
to parent contacts within 24 hours of receiving a callorad message.

Step 2: If you have further questions or concerns, please contact the Director of Lower or
Middle School.

Step 3: After a parent has spoken directly with the classroom teacher and the Director of the
Lower or Middle School, and his/her concerns have penlresolved, a parent may contact the
Head of School. Please do not let issues go unresolved.

Curriculum or Program Concerns

If you have concerns about the content of a curriculum area please use the following steps:

Step 1:Please start by contacting theector of the Lower or Middle School. Depending on the
nature of your question, the director may also encourage you to contact a teacher.

Step 2: After a parent has spoken directly with the Director of the Lower or Middle School, and
concerns have ndieen resolved, a parent may contact the Head of School. Please do not let
issues go unresolved.

Academic Progress Communications

¥ Lower School Progress Reports show the studentOs standing in his/her classes.
Middle School progress can be checkediar, via PowerSchool.

¥ Report Cards reflect the final letter or grade designation the student has received.

¥ Telephone calls or-mail messages from the teachers will keep parents apprised of academic
situations that impact a studentOs good standingdiorabperformance in a class.

Academic Probation

Villa Academy seeks to challenge and engage learners. Academic success requires diligent work
and study habits, as well as an ability to staytaigate with assigned work in all classes.
Attendance, peomal work/study habits, and organization skills are required of all students to
achieve and maintain satisfactory academic standing.

In the event a student is not maintaining satisfactory academic standards (one or more grades of
OFO or two or more gradef ODO), the student will be placed on academic probation. A student
has one trimester to-establish satisfactory academic standing. The student, parents, teachers,
and Lower or Middle School Director will meet to develop a plan of action to supeastudent

in her or his attempt to regain solid academic stanBisgecifically no grades of OFO or more

than one grade of OD.O After one trimester of Academic Probation with support systems in place
and no improvement in the studentOs academic viherlgdministration will continue to work

with the student and his/her parents to determine the appropriate course of action. A student
must regain satisfactory academic standing prior to the completion of the academic year for
continued enrollment at VillAcademy the following year.

Academic Dishonesty

Students come to Villa to learn and grow as whole persons. Doing oneOs best entails hard work

and respect for the rights of others to learn. Honesty in oneOs work is essential.

Examples of academic dishatyg include, but are not limited to, the following:

¥ Providing or receiving information on a test or quiz. This includes discussing the test
guestions during the test or discussing the test with students who have yet to take the test.
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¥ Providing or copging information on assignments that were meant to be completed
independently.

Failing to deliver Progress Reports or Report Cards to oneOs parents.

Forging parent/guardian signatures on school documents.

Plagiarizing or lifting material from the ternet without proper citation of the material.
Teachers will review proper use of the Internet as a reference source.

KK K

In the event of academic dishonesty, a student and his/her parents can expect the following:

First Occurrence

¥ No credit (0) for testioassignments which were to be completed independently;

¥ Parents contacted and loss of student privileges as assigned by the Lower or Middle School
Director.

Second Occurrence

¥ No credit (0) for test or assignments which were to be completed indepgndentl

¥ In- or outof-school suspension the following school day;

¥ StudentOs grade for the trimester will be dropped one letter grade;

¥ Parents contacted and conference required fadneittance;

Third Occurrence

¥ No credit (0) for test or assignments alniwere to be completed independently;

¥ Outof-school suspension the following two (2) school days;

¥ A failing grade for the trimester in which the incident occurred;

¥ Parents contacted to discussadimittance or dismissal from Villa Academy;

NOTE: Eah occurrence, regardless of the class in which it occurs, is considered cumulative for
the year, i.e. one occurrence in each of three different classes equals three occurrences.

Technology Policies & Practices

Technology

Villa Academy provides computerceess to students in the classrooms, Computer Lab, and
Library. The school believes the use of computers and the Internet are important tools for
learning within the context of the curriculum. Students will, at times, have access to the Internet
and a widevariety of educational resources.

Villa Academy will closely monitor student use of the Internet. The school will take special
precautions to restrict access to inappropriate materials through the use of an Internet filter. We
believe that teachers @students should focus only on the valuable and appropriate educational
information that is accessible on the Internet.

Middle School students and their parents commit to a Responsible Use Policy (RUP) that
promotes wise use of technology. This RUP istrithuted to and signed by thé' &rade
families at the time that laptop computers are distributed. In addition, the school directors and
faculty review with the students the Responsible Use Policy at the start of school and refer to the
policy throughoti the academic year as needed. Villa Academy takes its Responsible Use
Policy seriously and reserves the right to suspend or expel a student in the event of a significant
misuse of technology. A copy of the RUP can be found on the Villa website ontactiog the
Technology Office.
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Laptop Program

The Middle School students in Grade8 farticipate in the schoolOs laptop program. In an ever
changing world of information, the students will need to be skilled in using technology as a tool
for commumcating and manipulating information. Faculty in all subject areas integrate
technology into the curriculum as one of many tools for learning. All Middle School students
are expected to have a laptop computer. Students are required to have their \zplaple,a
functioning and operational each school day unless otherwise notified. Laptops must be
transported from class to class in a laptop bag. Backpacks with laptop storage will not be allowed
for transporting laptops inside the school building.

Laptop Repair

When a student has a problem with a laptop that he or she cannot personally solve, there are
several available options. The student can seek help from his/her teachers and classmates, or
seek the help of the technical support staff located onR434. Students are encouraged to call

ext. 218 to schedule a visit to the Tech Support Office during their lunchtime or before/after
school.

Student Life

Our strong student life program is an essential component in educating the whole child. It offers
personal growth and leadership opportunities by providing a variety of activities and
experiences. Villa students are encouraged to be active participants in sports, music, drama,
clubs, community service, retreats, as well as the schoolOs religiousnieseand celebrations.

Student Government

Each year Villa students elect a Student Council comprised of a presidenpresaent,
secretary, treasurer, commissioner of spiritual affairs, and commissioner of school spirit.
Additionally, each classroonm Grades 4 elects class representatives to the Student Council.
These elections occur in the classroom, where a representative and alternate are elected. The
Student Council participates in many activities including community service activities, new
student orientation and other special school functions.

Community Service

As a school rooted in the rich Cabrinian tradition, Villa Academy recognizes the importance of
providing opportunities for meaningful service to help open our studentsO heartsdmtb ritia
presence of God and to provide students with a foundation built on compassionate giving. Our
community service program is integrated with the religion curriculum and focused on Catholic
Social Teaching. We are mindful of the developmental realdf our students and focus on
fostering an understanding and love for the rich diversity of the human family.

For our younger students, this means service to the local Villa community throsgk on

activities and schoedponsored outreach. For ourddie school students, we require 9 hours of
community service per trimester to be earned through a combinatiors@eatctivities and

individual off-campus work. Middle school students must obtain the form to log their hours from
their religion teacherand/or from the OFormsO page of the schoolOs website. Students who
perform 15 or more hours of service in any trimester earn the OMother Cabrini Award.O Grade 8
students who have received the Mother Cabrini Award for 7 or more trimesters receive the
Mother Cabrini Medal when they graduate.

Villa Academy Family Handbook 2009 32



CYO Athletics

Villa Academy participates in the Archdiocese of Seattle CYO athletic program. Interscholastic
sports include Cros€ountry, Basketball, Volleyball, Soccer and Track and Field, for both boys
and girls. Gades K8 participate in Cros€ountry. Grades-8 participate in Soccer, and Grades

4-8 may participate in Basketball and Track and Field. Volleyball is open to students in Grades
5-8. Volunteers coach all sports. CYO registration forms are availalhe iWain Office and on

the Villa web site. A registration fee is assessed for each sport. These fees cover uniform
maintenance, gym rentals and equipment purchases.

Before & After School Care

Students (K8) who arrive before 8:05am must attend the EDRyfara. Student wishing to
attend EDP after school must be jpegistered. Any child not picked up directly after school

will be escorted to the Main Office. The office staff will phone you and await your arrival. We
cannot accommodate unexpected childreour after school program. You may incur a late fee

if your child waits in the Main Office for more than 10 minutes. If you anticipate you will need
after school carg@lease notify the EDP staff before Noon of the day you wish your child to
attend. If you have a last minute emergency or unexpected delay, please contact another family
member or friend to pick up your child.

EDP supervision ends at 6:00pm. After this time, no supervision is provided. Parents who have
not picked up their children by 6:0 will be charged a late fee as outlined in the EDP Program
Handbook.

EDP

As a service to our families, EDP is a licensed before and after school program open to Villa
Academy students in Grades&during the school year. EDP supervision hours ar® 7:0
8:20am and 3:00 6:00pm (2:15- 6:00pm on Wednesday). Full day (teacher professional
planning days) hours are 8:00am to 5:00pm. Villa Academy students in Gr&8leh& arrive

on the Villa campus prior to 8:05am must check in with EMRIe to licesing requirements,
children maynot sign themselves into EDP before school. A parent or guardian must walk the
child inside and sign in. At pickup time each day, a parent or guardian must sign out their child
from EDP.EDP is located in Room 133.

Villa Academy provides a special extended day program for students in P4 and P5. Their day
extends from 1:33:00pm (2:15pm on Wednesdays) only. Student must beegistered each
trimester. There is no drap option for preschool children. A parent or guandraust walk

inside and sign out their child each day they are entdliésiessential children are picked up on

time, as the reqgular EDP program begins when the regular school day ends, and our licensing
requirements prohibit an overlap of programs.

EDP Enrichment Program

The Extended Day Program Owraps aroundO the school day, providing supervision and student
club opportunities to help better meet the needs of the whole child and to provide services for
working families and their children. Througholeétschool year Villa provides additional after
school enrichment opportunities for your child. Classes run fe8 av&ek period and include a

wide variety of options, for example, sewing, dance, music (voice or instrument), science and
theater arts.
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Villa Band

The Villa Band program, open to students in Grades 4 to 8, includes both a beginning and an
advanced group that meet in the mornings before school. Performances include the Christmas
Program and the Spring Concert. The advanced band also @aetscip the annual Northwest
Spring Music Festival for Catholic School Bands.

Villa Voices Choir

Villa Voices Choir meets on Friday mornings before school, and is open to all students in Grades
2-5 who enjoy singing. Students in Grade8 Bhay participatevith permission of the Director.
Students will learn a variety of choral literature (from Bach to Broadway) as they are guided in
the careful, expressive use of their voices and in the development of thenesidimyg, listening

and fundamental musicskills and understanding.

Villa String Ensemble

The Villa String Ensemble meets on select mornings (usually 2 per month) in the Villa Chapel,
from 7:45D8:20am. The ensemble performs for many special school events such as Prayer
Services, Liturgies, GraiparentsO Day, Baccalaureate, and for the Open Houses. During the
Christmas season we are invited to perform at University Village for the general public. We also
perform a Christmas and Spring Concert at Villa Acadeédhydents of all ages, who already

play a string instrument, are welcome to join. We only require that the student is currently taking
private lessons on their own time.

Writing Club

Writing Club meets on Tuesdays after school and is open to students in GBadesMriting

Club, everyonevrites, even the instructor. Those who commit to the club are doing so with the
understanding that they will sometimes write quietly for up to 30 minutes at aAtirtiee

beginning of each session the students and instructor discuss a creative vedjrspatk, or
language activity. Everyone is expected to follow the prompt. After the introduction, everyone
writes. The session finishes with some sharing time.

Chess Club

VillaOs Chess Club is comprised of players of all skill levels in Gra8le§tie club meets after

school from October through April. Chess4Life provides instruction for our students. Meetings
include short presentations, demonstrations, chess exercises, and opportunities to play chess.
Members voluntarily participate in intethool chess tournaments.

Middle School Math Club

Villa's Middle School Math Club meets one afternoon a week after school. In addition to
learning problensolving techniques and preparing for competitions, the Math Club discovers
how math is applied in theeal world through field trip experiences. The Math Club participates
in various regional and state problaswmiving competitions.

School & Home Communications

Villa Academy places a high priority on communication between parents and the school.
Questionsconcerns, and constructive feedback are welcome and encouraged in the interest of
ensuring a positive and productive experience for the students. Adults are role models for the
children and communicate core values through their words and actions. Aigosidtie, and
trusting learning environment extends directly onto the campus and out into the community.
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Open, direct, forthright and walhtentioned communication is expected of each member of the
community.

Community Gatherings

Throughout the year therare many opportunities for parents, teachers and administrators to
engage in discussion and dialogue. These typically include coffee hours with the Academic
Administration, Curriculum Nights, and new family orientations. The Villa Parent Association
mees monthly, and all Villa parent are welcome to attend these meetings. The Parent
Association offers a series of parent education seminars throughout the school year as well.
These opportunities to join together as a community are publicized inMen&ay Memo and

the school calendar.

Publications

Numerous school publications provide timely information about school events, issues and
academics. These include the weekiilBnday Memo, the School Calendar published yearly in
September, the Family Handbopkblished each September, and the Annual Report published
by the Development Office each fall. The Family Directory front pages provide helpful general
information such as: Quick Information, Who Know What, and Villa Trustee and Parent
Association Committe information. An ugo-date 2page version of the school calendar, the
weekly Monday Memaos, and the Family Handbook may also be accessed via the Villa web site.

When a school group wants to send information to the families via-teriday Memo, the

Main Office Staff should be consulted. In an effort to communicate succinctly, information
should be brief and timely. The due date for information is 4:00pm Wednesday of each week for
the subsequent Monday. Articles intended for publication can-imailed to the address
published in the OWho Knows WhatO section of the School Directory.

Special Communications

As needed, letters or groupnmils are sent home to all families, or to specific grade levels,
providing information on schoalide or graddevel issues. These communications typically
come from the Head of School, Administrative Assistant or Section Directors. All ghoail e
communications protect the recipient@saél address and are transmitted in plain text with no
attachments.

Inter -Family Communications

The Family Directory section of the School Directory provides the telephone numier| e
address, and mailing address of each family in the school. Parents are encouraged to use this
information to communicate with each other. Howeves \thla Academy School Directory is a
confidential document. Its use is restricted to the Villa Academy School community for
purposes of furthering the mission and work of the school. Please help us maintain the
confidentiality of the document by not dibuting it, or any of the information contained therein,

in any form, to anyone outside the Villa Academy community. The Family Directory is not to be
used to solicit members of this community.

Established school communication systems, such as-WMenBay Memo, bulk mailings, group
email lists, and Kid MailO are reserved for official school sponsored events and
communication, and may not be used by individuals for notification ofsnbaol sponsored
events and activities. The Parent Lounge bulletiartd is available for parent use, to
communicate community events, opportunities and classes.
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Dual Households

Villa Academy believes that in the case of divorce or separation, it is in the childOs best
educational interest to maintain communication witkhlparents via regular mailing of school
information; further, it recognizes the legal right both parents have to such information. Our
general practice is to mail information to individuals named as parents ondheolienent or
enrollment agreement.

Parent Involvement
Parents play a vital role at Villa Academy and are officially organized as the Villa Academy
Parent Association.

Villa Parent Association

All parents of Villa Academy students are members of the Villa Parent Association (VPA). The
Paent Association actively supports the faculty and staff of Villa Academy, as well as the
schoolOs educational mission. The VPA holds regular monthly meetings throughout the academic
year that are open to all parents. The Parent Association recruitsleaes pundreds of
volunteers for a wide variety of support activities. Through the Villa Parent Association, parents
are welcomed and invited to be active participants in the school. Please try to attend as many
VPA activities and meetings as your schedutrmits. This is an excellent and important way of
making connections.

Parent Association Fund Raising

The Villa Parent Association sponsors various key fundraising events to benefit Villa. These
include: a giftwrap sale in September, sale of schpbbtos, wreath & garlands sales in
November, and yeaound sales of Villa sweatshirts and Villa spirit merchandise. Monies raised
through these projects fund Faculty/Staff Grants, staff and faculty appreciation events, and parent
education programs.

Classroom Fee Assessment

Each fall you are assessed a classroom fee for each child enrolled. The classroom fee for the
20092010 school year will be $40 per child in Grade8 Knd $35 per child in the Preschool.
This fee will appear on your tuition statemeiihe monies collected support our major annual
fundraiser, the Gala Auction, and benefit your childOs classroom.

The Classroom Fee supports:

I Classroom Auction Project materials
I The End of Year Classroom Party

I End of Year Teacher Gift

Faculty/ Staff Grant Program

Each year, in support of our faculty and staff, the Villa Academy Parent Association raises
money to award grants. The program is designed to provide grants so that faculty and staff can
implement programs to enrich our studentsO learning emperin the areas of academics and
student life. Creativity, innovation, and collaboration are encouraged.

Parent Education Programs
The Parent Association sponsors a yeamnd program of speakers and seminars on timely
parenting topics. These sessiom® offered at various times of the day to accommodate
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everyoneOs schedules. Dates and times are noted HvibredBy Memo. A Lending Library of
parenting resources is available to all parents in the Villa Parent Lounge located in Room 225. A
Parent Eduation link from the Villa website offers hundreds of parenting resources.

Volunteers Opportunities
All volunteers at Villa Academy must complete a Volunteer Training session annually, and a
background check every three years.

Creative, haradvorking paents are part of every aspect of life at Villa Academy. Opportunities
abound to help further the education of the children. You can help in the classroom by being a
room parent, or on the field by helping with CYO sports. You can help backstage at déinelater
music productions or in the cafeteria serving lunch. Each spring or summer a volunteer
recruitment request is made to each family for involvement in the upcoming year. If you have
enrolled your child midway through the year, please contact the scibmi€lepment Office to
discuss your availability for sharing your time and talent.

For nonclassroom volunteer opportunities, simply fill out the volunteer recruitment request for
involvement in the upcoming year. If you are specifically interested pirtgein the classroom,
contact the classroom teacher.

Use of School Space

Parent volunteers may use the Parlor and other rooms in the school for meetings and other
activities according to the Villa Academy Building and Room Use Policy. Available rooms
include:

Cafeteria and Kitchen Servery

Chapel

Convent Meeting Room

Parent Lounge

Parlor

Rainbow Theater (when not in use as a classroom)

K K K K K K

If you wish to reserve a room:meail the Room Use Coordinatorobmuse@theuvi.org.
Indicate the name of your event, date, time, location and duration of your request. You will
receive an enail confirmation.

Financial Development

As an independent school, Villa Academy relies on revenue from tuition, as well as successful
fundraising efforts to cover the cost of a Villa Academy education. One of the most important
ways to support your childOs education and strengthen the schoolOs programs is to be an active
participant in Villa AcademyOs ongoing Development efforts.

Tuition cowers approximately 80 percent of the full cost of educating the students. The balance
is covered through the yearly success of the schoolOs Auction and Annual Fund. Your
involvement in and support of these two fundraising endeavors is critical to miagtain
balanced budget.

Villa AcademyQOs Development Office encourages and accepts gifts of all types, including: cash,
credit card, stock gifts, #ind gifts, corporate matching gifts, memorial gifts, bequests, grants,
and gifts of time and talent. brder for your gift to be properly recognized, acknowledged, and
receipted, please be sure to send/deliver all gifts directly to the Development Office.
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Annual Fund

Funds contributed to the Annual Fund provide essential dollars for student progranhe and t
schoolOs operating budget. Families are encouraged to contribute as your financial resources
permit. Parent gifts generally range in size from $50 to $10,000 with an average contribution of
approximately $1,200. The Annual Fund campaign will begitiné fall and continue until the
$300,000 goal is reached. Villa Academy grandparents, alumni, trustees, administrators, faculty
and staff, and friends are also asked to participate.

Auction

Like the Annual Fund, funds raised at the Auction direstlpport student programs and the
schoolOs operating budget. Because the auction raises essential funds for the school, all families
are expected to participate by procuring/donating auction items, helping create class projects,
volunteering on the auctioccommittee, and attending the gala event. The auction is a fun, lively,

and important evening that can only be successful when the entire community is supportive.

Mother Cabrini Fund

Each year ten percent of the net funds raised from the Annual Furkluanadn are contributed

to the Mother Cabrini Fund. This fund was established to generate income to provide continued
financial assistance for eligible Villa Academy students. The school is fully committed to
making a Villa Academy education possiblddamilies regardless of ability to pay.

Behavior & Discipline

Villa Academy's expectations for the members of our school community, students and adults
alike, are based on Christian teachings. Respect and sensitivity for each other are at the heart of
our interactions. This is the basis for a positive and caring environment that allows students to
achieve challenging academic goals while developing a sense of personal responsibility, self
discipline and strength of character.

Personal Behavior

A code ofbehavior will be established in each classroom and in the school in general. The
teachers will instruct the students on the behavioral code and reinforce Villa Academy
expectations. The faculty and administration will notify parents in the event of fistks
behavior on the part of their son or daughter. Students who neglect to uphold the standards of
behavior of a Villa student will work with their teachers, parents, and administrators to make the
necessary changes in their behavior.

Student Discipline Policy

It is the policy of the Villa Academy Board of Trustees that discipline plays an integral part in
the overall learning environment of the school. Ideally, positive and productive behavior is
achieved when students and staff establish realisgpeatations, which are communicated
frequently and reinforced through the school year. Each teacher has the responsibility of
developing appropriate behavior expectations for his/her class, communicating these
expectations, in addition to general schogbextations, and providing sufficient support and
feedback to their students regarding fulfillment of these expectations.

Students are responsible for cooperating with their teachers and other staff members in the
fulfillment of the classroom and schoolp®ctations. In every instance of disciplinary action, the
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Head of School and parents will be notified if the problem cannot be resolved by -$asidrar
conferences.

Discipline Procedures

When a student has failed to fulfill the behavior expectationdefined by school personnel,
he/she will be subject to the disciplinary steps outlined below. Repeated infractions, or failure to
observe the discipline imposed at Levels A or B, will raise the disciplinary consequence to the
next level.

Level OAO Beivior
¥ Disobeying classroom rules of behavior, including rude and disrespectful behavior to
other students and/or faculty
Arguing and verbal abuse
Violating the schoolOs Responsible Use of Technology Policy.
Unexcused tardiness
Littering property, includig throwing food and garbage
Out of uniform without permission
Failure to be in a specific area at a designated time
Bringing toys and other inappropriate items to school
Eating food, candy or gum during school hours outside designated areas.
Poor academieffort.
Being careless with school property
Use of cell phones by students anywhere during supervised hours or in school buildings
at any time.
Use of personal electronic equipment (iPods, cameras, etc.) in the building. We
discourage students from bringirexpensive electronic equipment to school. These
items, if brought to school, must be turned off and stay in the studentOs backpack/locker
for the duration of the school day.

KK KK KK KK KKK

#

Disciplinary Action for Level OAO Behavior

A conference will occur with the teler to determine appropriate consequences for the
undesirable behavior. Such consequences will include notification of parents. Other
disciplinary action may include, but is not limited to the following:

¥ Denial of certain privileges, e.g., recess, figids, etc

¥ Detention after school

¥ Writing assignment about future choices of behavior

¥ Performing various jobs on campus, e.g., cleaning, sweeping, picking up, etc

¥ Repair, replacement, or reparation of damaged property or area

Level OBO Behavior
¥ Continuais and/or repeated behavior as described in Type OAO Behavior (pattern of
inappropriate behavior)
¥ Disruptive or inappropriate behavior at school or scispainsored activity, including use
of obscene gestures, words or conduct; writing obscenities; agsi®s of objectionable
literature
Repeated tardiness or truancy
Repeated defiance or disrespect
Conduct injurious to schoolOs reputation
Carrying any concealed item that could be considered dangerous, i.e., knife

K K K K
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¥ Physical fighting
¥ Minor theft

Disciplinary Action for Level OBO Behavior

A conference will occur with the Lower or Middle School Director, and notification of the
parents of the undesirable behavior and the appropriate consequences will take place. Such
consequences may include, but are nottéichio, the following:

¥ Detention after school

¥ Denial of school privileges

¥ Repair, replacement or reparation of damaged or stolen items

¥ Probation for a specific period of time

¥ Suspension from school

Level OCO Behavior

Vandalism or destruction of propetschool, personal, or in the neighborhood
lllegal use of, or being under the influence of, drugs/alcohol/tobacco

lllegal possession of drugs, related paraphernalia, or tobacco

lllegal behavior of any kind

Sale of drugs or alcohol

A serious violation fortte schoolOs Responsible Use of Technology Policy
Stealing/theft of school or personal property

Serious personal violence, which may be manifested by actual violence, threat of
violence or harassment of another individual.

¥ Second suspension

KK K K K K K K

Disciplinary Action for Level OCO Behavior

Student consequences may include:

¥ Disciplinary probation for a designated period of time

¥ Suspension from school

¥ Expulsion from school

¥ Contact with the Seattle Police Department as warranted

In cases of suspension and expuls@hstudents have a right of appeal in accordance with
school policy.

Probation is defined as a specified period of time that a student, while attending school, is

under more critical supervision while certain behavioral needs are being improved and/or
evaluated. During this period a student may not hold a Student Council office. In some

cases, the student may be excluded from activities due to the loss of certain privileges. This
will be determined on a caf®y-case basis by the Head of School.

The Head of School may place a student who displays continuous disruptive or disrespectful
behavior, or who is in danger of expulsion for a serious infraction of school rules, on
disciplinary probation.

Suspensionis defined as a period of time from one to fdeys when a student shall remain

at home or on an +achool suspension. He/she may make up the work missed and will not be
academically penalized. Suspension will only occur after consultation has taken place among
student, teacher, (and homeroom/MS aatyigeacher, if different), Lower or Middle School
Director, Head of School, and parent, when a behavior plan has been decided upon and
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agreed by all, but has not been followed by the student. This will be based on continuous
antisocial acts and/or accuwtation of infractions. In certain circumstances, immediate
suspension or expulsion may take place at the discretion of the Head of School.

Expulsion is defined as a request for the student to leave the school and find educational
accommodation elsewher&his will generally occur only after all efforts have been made to
resolve the problem, but may occur at the discretion of the Head of School at any time when,
in the opinion of school authorities, the student will not benefit by continuing in the school
and/or the studentOs continued presence will be detrimental to the good of the whole.
Repeated offenses after a period of suspension will warrant this decision.

Procedure for Suspension or Expulsion

1) Parents will be notified and a conference arrangéldeag¢arliest date possible.

2) Agreed upon terms will be specified for resolution of the problem.

3) The Head of School shall record all parts of the agreement in writing.

4) Suspension will depend on meeting or not meeting the terms of agreement within a
reasonale time limit, depending on the infraction.

5) In cases of expulsion, an appeal may be made to an Appeals Committee as described
below.

Right of Appeal

A parent may have the right of appeal for an expulsion. The parent of the student must
submit a formal lger to the Head of School requesting a hearing within seven days of the
expulsion. Within seven days of receipt of the request, a hearing date will be established for
the purpose of reviewing the disciplinary action.

An Appeals Committee will be seledtdy the Head of School to review the disciplinary
action and convey its findings to the Head of School. The Appeals Committee will consist of
three teachers who are not directly involved with the studentOs school life and a
representative from the Parekgsociation.

The results of the Appeals Committee will be forwarded to the Head of School within seven
days of the hearing for final resolution and will be advisory. The final decisions regarding
the expulsion of a student resides with the Head of $choo

Bullying/Harassment

Bullying is a form of harassment and will not be allowed at Villa Academy. The school defines
bullying as verbal or nonverbal communication that diminishes another personOs feelings,
reputation, or standing in the community, aslves physical behavior that invades another
personOs personal space and when escalated may result in physical abuse or injury. Social
ostracism and/or psychological intimidation of a person or group by other individuals or groups
are other forms of bullyop

Bullying includes, but is not limited to the following actions:
Rudeness and/or nastiness

Insults and/or namealling

Putdowns and/or threats

Verbal, written, and/or physical attacks

Hazing

Destruction of anotherOs property

KK K KK K
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Embarrassing others or spring rumors

Forcing others to hand over possessions, money, food, etc.
Humiliating others

Gossiping, laughing at, and/or intimidating others
Making fun of others

Ignoring, excluding, and/or shunning others
Picking on others

Taunting others

Ganging up onthers

Turning others against an individual or a group
Online bullying or harassment

KK K KKK KKK KK

The consequences of continual bullying will bemanimum of a shorterm suspension.
Escalated bullying or an egoing pattern of disrespectful behavior will result inoagterm
suspension or expulsion from the school.

Sexual Harassment: Defined

Generally, sexual harassment occurs when the objectionable verbal and/or physical conduct is
sexual in nature or gender based. It consists of unwelcome sexual advances, f@gsests|

favors, sexually motivated physical conduct or other verbal or physical conduct or
communication of a sexual nature when:

a. Submission to the undesirable conduct or communication is made a term or condition, either
explicitly or implicitly, of obtaining or continuing an education; or

b. Submission to or rejection of that conduct or communication by an individual is used as a
factor in decisions affecting that individualOs education; or

c. That conduct or communication has the purpose arteffesubstantially or unreasonably
interfering with an individualOs education, or creating an intimidating, hostile, or offensive
academic environment; or

d. Such conduct or communication occurred because of the sex of the victim even though it is
not clearly sexual in nature or an explicit sexual advance.

Reporting/Investigating Harassment

Any member of the school community may bring complaints or concerns about inappropriate
conduct or harassing behavior to any responsible party. Responsible pactigte ioneOs
supervisor, the Lower or Middle School Director, or the Head of School. In the event that the
Head of School is the alleged harasser, the complaint can be brought to the Chair of the Board of
Trustees. In addition to the abenmeentioned indiwiuals, students may bring complaints or
concerns about inappropriate conduct or harassing behavior to a teacher with whom they feel
comfortable. Upon receipt of a complaint of inappropriate conduct or harassment, the above
mentioned individuals will prompt notify the Head of School (or Chair of the Board of
Trustees, as appropriate). The Head of School (or Chair of the Board of Trustees, as appropriate),
upon receipt of a written report or complaint alleging harassment, will immediately begin an
investigdion or authorize that an investigation be initiated. The investigation may be conducted
by the Head of School or by a thiparty designated by the school to conduct such an
investigation. If the Head of School is the subject of the complaint, the Ghtlie ®doard of
Trustees assumes investigative responsibilities.
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The written complaint states the grounds and factual basis upon which the person believes an
investigation should be conducted. Submission of a good faith complaint or report of
inapproprige conduct or harassment will not affect the complainant or reporterOs future
employment, grades, academic standing, or work assignments. However, any individual found to
have made a false complaint or report of a violation of this policy, or to havergigwiven

false information during an investigation of such a complaint or report, may be subject to
disciplinary action.

Steps taken during the investigation will be clearly documented and upon the conclusion of the
investigation, the appropriate authies will be notified if the complaint is determined to be
valid.

Villa Academy is committed to vigorously enforcing this policy. When a violation of this policy
is discovered, the school will take prompt and appropriate action, which may include atamedi
discharge, or expulsion, and/or referral to an appropriate government agency.

Confidentiality

All reports of harassment will be handled as confidentially as possible by Villa Academy. When
investigating allegations of harassment, the school will ¢pmih such discovery or disclosure
obligations as may be prescribed by law.

Admission & Financial Aid

Admission

Families who are new to Villa Academy may receive information about applying to the school
by contacting the Admission Office. Villa seekseimroll students who are motivated learners,

well matched to the overall program, and have the likelihood of success with the schoolOs
academic program. Parents are expected to support VillaOs philosophy, values, religious
education, student behavior cotigtion responsibilities and fungiising expectations.

Sibling Enroliment!!

Siblings are encouraged to apply for admission. Brothers and sisters who are motivated learners,
well matched to the overall program, and have the likelihood of success witithibelOs
academic program, will be extended special consideration in the application process assuming
their application is submitted on time. Late applications will not be afforded sibling preférence.

Returning Studentd

Re-Enroliment Agreements are mallén late winter/early spring and are due in the Admission
Office with a deposit two weeks later. If it has been determined that Villa can no longer meet the
needs of a student and his/her family, or if a family has not met its contractual obligations, the
school reserves the right to withhold aRerollment Agreement for the following yefar.

Financial Assistancé!

Applications for needbased financial aid are available in the Admission Office. Families are
encouraged by the Administration and Board to ipgdte in the Financial Aid program.
Completed applications and supporting documentation are due in February.

Withdrawal

Written notification must be submitted to the Admission Office in order to withdraw a student
from Villa Academy. Any outstandingiition and fees will be governed by the terms stated in
the Enrollment Agreement. The studentOs family is responsible for returning all books and
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materials that are the property of the school and for meeting contractual obligations. Records
will not be forwarded or released if there are outstanding obligations.

Recordd

Villa Academy keeps appropriate and required education records. These records are available to
parents and others as provided by the Family Education Rights and Privacy Act, 34 CFR 99,
revised July 2007. These files are kept safely in the Main Office and may be viewed there only.

Directory Information
The Head of School may authorize the release of directory information to groups who have an
affiliation with Catholic or PNAIS schools, ¢o Archdiocese agencies.

A list of what constitutes directory information follows:
1. Names, phone numbers, addresses of students;
2. Names, phone numbers, addresses of parents;
3. Pictures of students;
4. Athletic statistics;
5. Physical descriptions;

Parents are given an opportunity annually to request in writing that their childOs name and/or
photo not be used in internal or external publications. Itis a parentOs right to request in writing
that no directory information be shared within or outsidedchool community.

Non-Discrimination Policy

Villa Academy does not discriminate in admission, access, treatment or employment on the basis
of race, color, religion, sex, creed, age, national origin, marital status, disability, or any other
federally potected status.
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Welcome to EDP! We are excited to have you with us.

Philosophy and Goals

At EDP, we believe that children desire a life full of happiness, challenges, love, affection,
positive adult and child relationships, and programs that promote exploration and self -
awareness.

Our before and after school program is an on  -site DCCEL (Division of Child Care and Early
Learning of the Department of Social and Health Se  rvices) licensed program serving
children ages 4 -12. The mission of our program is to provide a safe and stimulating place

for VillaOs students to learn and explore outside of the classroom.

This handbook is meant to provide an overview of our program pol icies and procedures. If
you have any questions, please contact the EDP Director, Shea Salyer, between the hours
of 10:00am and 6:00pm, Monday through Friday at 206 -524-7009.

Program Hours and Schedule

EDP is open from 7:00am - 8:20am, and 3:00pm D6:00pm (2:15pm - 6:00pm on
Wednesdays) on all regularly scheduled school days. In addition to these regular days, EDP
will extend its hours for teacher in  -service/professional planning days (8:00am B5:00pm)
to provide a full day of care. We will be closed onth e following days:

Labor Day

VeteransO Day

Thanksgiving, the day before, and the day after
Christmas Break (including half day afternoon)
Martin Luther King Jr. Day

Presidents® Day

Easter Vacation (including half day afternoon)
Memorial Day

Before School Schedule (7:00 - 8:20am)

As children arrive, they join us in quiet activities such as coloring, reading, playing games,
or socializing with their peers until the first bell rings. A snack is available.

After School Schedule

3:00 - 3:15pm: Childre n arrive from their classrooms. A staff member greets them
at the door and signs them in upon arrival. Children wash their hands and are
offered a healthy snack in the cafeteria.

3:15pm: Children are dismissed to play outdoors.
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3:45pm: Children have th e option to play inside. At this time they are encouraged
to do homework.

4:30pm: Children can choose to participate in activities facilitated by staff.
Typical activities include: craft projects, science experiments, outdoor group
games, and dramatic pl ay.

5:30pm: A second snack is available. Children are given the signal to clean up and
place any finished projects in their locker. When the room is clean, children are
dismissed to free play until a parent arrives to sign them out.

Full Day Schedule (T eacher In - Service/Professional Planning Days)

8:00* -9:00am Check-in and free time

9:00-9:30am Assembly

9:30-11:00am Program Area 1 and Snack

11:00-12:15pm Program Area 2

12:15-1:30pm Lunch and Recess

1:30-3:00pm Program Area 3

3:00-4:15pm Program Are a 4 and Snack

4:15-5:00pm* Free time
*Note: Full Day care at EDP begins at 8:00am and ends at 5:00pm. Students are
asked to bring their own sack lunch (disposable, not requiring refrigeration or heating ).

Special programs, field trips or other large group activities may alter the daily schedule.

What to Wear and Bring

During the school year, EDP encourages parents to send with their children only materials
required for school. Please mark your childOs belongings. Be sure your child is dressed for
the weat her so he/she can enjoy outdoor activities all year round. EDP is not responsible
for personal belongings.

Registration and Fees

Before a child may attend EDP, all registration materials must be completed, signed, and
returned to the Director.

School year fees are assessed and billed monthly on your school tuition statement. Fees
are based on your childOs prearranged schedule, whether or not the child attends each of
the days. Additional fees may reflect late pick  -up charges or special program fees. A
sibling discount of 10% is automatically deducted from your bill (additional siblings 20%).

Before school fee:
$6.75 per day
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After school fees: Per Week

5 days /week $68.50
4 days/week $59.50
3 days/ week $48.50
2 days/ week $31.05
1 day / week $18.10

PM Drop - in fee:
$19.65 per afternoon

After School Drop - in Policy

If your child will participate on a drop  -in basis you must complete the registration form.
You must also notify EDP via e -mail by noon on the date of the visit _, in order for your child
to participate. If your student is in Kindergarten please copy his/her teacher on this e -
mail.

Late Pick Up

If you will be late in picking up your child, please phone EDP at 206  -524-7009. At 6:01pm
and every minute thereafter, you will be assessed a late p __ick up fee of $3.00/minute __ until
such time as your child is picked up. The late fee will be added to your monthly tuition bill.

If this occurs, you will be given written documentation via e -mail.

P4 & P5 Extended Day

We are pleased to offer an extended da y program for students in P4 & P5 who are pre -
registered. Registration will take place at the beginning of each trimester. The afternoon
will include outdoor play, group activities and individual playtime. The daily schedule is
1:30pm-3:00pm (2:15pm on We dnesdays).

Fees Per Week
5 days/week $49.15
4 days/week $39.35
3 days/week $29.50
2 days/week $19.65
1 day/week $9.85

Preschool families, it is essential that you arrive on time to pick up your child. Our

licensing restrictions preclude  the P4 & P5 Extended Day from overlapping with our
regular extended day.  You will be assessed late pickup fee of $3.00/minute for every
minute after 3:01 (2:16 on Wednesdays) until such time as the child is picked up. The late
fee will be added to your mon thly tuition bill. If this occurs, you will be given written
documentation.
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Sign In
Parents/quardians are required to sign in children each morning before school . Children

cannot legally sign in themselves; licensing requires the full signature of an aut __horized
adult.

During the school year, a staff member will sign in children when school is dismissed.

School attendance records are checked and staff will contact parents if children do not

arrive on their regularly scheduled day. It is the parentsO respo  nsibility to contact EDP if
their child will be absent for any reason. E  -mail is the best form of contact at
edp@thevilla.org . Voicemail is also available to leave messages 24 hours a day at 206 -524 -
7009.

Sign Out

All children must be signed out by a parent or authorized adult with a full signature.

If someone other than the childOs parent/guardian is to pick up the child from EDP, and

they are not listed on the pick up authorization form, please notify us in adva nce in writing.
We will not be able to release a child to anyone who is not authorized for pick up. EDP will
escort students in Grades K -5 to their activities and ensure they return.

If your child must leave EDP to attend an activity other than a class or ganized by the EDP
Director (e.g. CYO Sports, Talent Show auditions, etc.), you must notify in advance, via e -
mail, including the dates, times of departure and return, location, and event/activity. Once

your child is released to attend the activity per you r written permission, EDP is not
responsible for your child until he/she returns from the activity.

Snacks

Afternoon snacks are provided daily. A typical snack will include a beverage and two of the
following four components: a dairy product, meat or meat  alternative, a grain product,
and/or a fruit or vegetable. Snack menus will be provided at least one week in advance and
will be posted on the parent bulletin board in the hall.

Children with food allergies will be provided with a separate space to eat as necessary.
Students with severe allergies will have their Emergency Health Care Plan posted in the
EDP room.

Behavior and Discipline

As outlined in the OBehavior & DisciplineO section of the Villa Family Handbook, we have a
school-wide behavior and d iscipline policy. EDP staff use positive techniques of guidance:
clear and consistent communication of expectations, redirection, positive reinforcement

and encouragement, logical consequences for behavior, and anticipation or elimination of
potential prob lems. Techniques of competition and criticism are avoided, and we do not use
corporal punishment of any form. From time to time, a child may be asked to confer with
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the Director regarding a continuing issue. Additionally, parents may be asked to
conference with the Director to work toward resolution. Parents will be notified
immediately if a child is in danger of hurting him/herself or others.

Homework

EDP provides the opportunity, a quiet space, and encouragement, for students to complete
their homework. It is up to the parents to communicate their expectations about
homework being completed at EDP to their students, and it is ultimately up to the students
to be responsible for upholding their family expectations.

Health and Safety

lllnesses: To ensure a healthy environment for all children and staff, we ask that sick
children be kept home. Please refer to the OHealth & Emergency InformationO section of
the Villa Family Handbook for complete instructions. In addition, children with a

contagious condition s uch as draining rashes, eye discharge or pink eye, lice or nits, or any
other communicable disease should be kept at home until the condition has resolved.

If a child becomes ill during the day, the parent will be notified. Any illness will be

recorded in the EDP room. Communicable diseases will be reported to the local health
department, and we will notify all parents, by e -mail and bulletin board, so they can take
appropriate action to protect their children.

Minor Injury during the day: If a child bec omes injured during the day, EDP follows the
policies outlined in the Olliness/Injuries During the DayO section of the Villa Family
Handbook. When an injury requires basic first aid, an Accident Form will go home with your
child. The form outlines what typ e of first aid was given.

Major Emergencies: EDP staff will call 911 and attend to the injured person until EMS
arrives. Please refer to the Olliness/Injuries During the DayO section of the Villa Family
Handbook for complete procedural details. All trau  ma cases in the Seattle area are
transported to Harborview Medical Center.

Staff training requirements: All staff members are required to be First Aid and CPR
certified, to have Blood Borne Pathogen training, and they must have a negative OmantouxO
TB skin test.

Medications: As outlined in the OMedicationsO section of the Villa Family Handbook, a child
who requires prescription medication while attending EDP must have an OAuthorization for
Administration of MedicationO form on file. Blank forms are avail able in the Main Office,
EDP, or online at www.thevilla.org. PRN or Oas neededO medication authorizations will not be
accepted for EDP students except in the case of inhalers and Epi  -pens. Medication must
be within its expiration period and clearly labeled  with the child®s name, name and strength
of medication, and directions. All medications will be stored in a locked drawer in their
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original containers, will be administered by trained staff, and each administration will be
documented.

State reporting re  quirements : The faculty and staff of Villa Academy are required by
Washington state law to report:

1. An occurrence of food poisoning or a communicable disease.
2. A serious injury requiring medical attention or death of a child in care.
3. An instance of suspected physical, sexual, or emotional abuse or neglect.

Religious Activities

Villa Academy is a Catholic independent school dedicated to excellence in the education of

the whole child, guided by the Cabrinian tradition of educating hearts and minds. Religious

instruction is central to our philosophy. By enrolling in Villa, families are agreeing that

their child will participate in religious instruction and school -wide religious activities. We
are committed to educate our students for a diverse societ y. Therefore, individual faith
differences and traditions are respected.

Parent Communication

In addition to regular notices inthe E  -Monday Memo, EDP staff communicates with

parents via e -mails, phone calls, and in person. Parents are encouraged to comm unicate with

the EDP staff via e -mail, telephone, or in person.

Program Staff

The EDP staff consists of talented individuals who have a sincere desire to work with
children in a setting that provides many opportunities for individual growth and maturity.

Our staff is chosen based on a commitment to educating children, ability to be a positive
role model for youth, emotional maturity, and experience and rapport working with children
and families. All members of our staff have completed at least one year of college level
coursework and are at least 18 years old. They go through an extensive application process
including a background check and fingerprinting. Our staff receives quarterly training in
areas such as child development, activity planning, group ma nagement, and behavior
guidance.

If you have any further questions regarding these policies and procedures, feel free to e
mail edp@thevilla.org to schedule an appointment.
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Welcome to the Villa Academy Preschool! We are excited to have you
with us, as your child embarks on an exciting learning experience.

Our Teachers

P3 bJaclyn Raymaker and Nancy Pitkethly
P4 - Jennifer Holloway and Chris tine Throckmorton
P5 - Sara Olson and Rose OONEeill

Attendance

If your child is unable to attend preschool on a given day due to a sudden illness or other
absence, please inform the school by e -mail (villa - office@thevilla.org) or by calling the
Attendan ce Line 206 -729-0219, x333, and preschool classroom. If you know ahead of
time that you are leaving town, please complete a Leave of Absence form for a planned
absence of any length. Thank you.

Daily Schedules
P4 Class Daily Schedule

Monday Tuesday Wednesday Thursday Friday
8:30am ngcome
Morning Circle
9:00 PE. Act.|V|ty I._|brary . P.E. Act.|V|ty
Time Bi-weekly Bi-weekly Time
9:45 . Snack ,
Quiet Book Reading
10:15 Outdoor Time
Story Ti -
10:45 ory fime Share 2" Step Share Religion
Literacy
Closing Circle
11:15 . .
Review and Reflections
11:30 Dismissal

*Times are approximate.

*Every day, math, music, literacy, religion, movement and art activities are included.

*Guest Readers will read every other Thursday from approximately 8:40 D9:00

*Guest Proje ct Person opportunity one Tuesday a month from approximately 8:45 D9:20
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P4 Enrichment Daily Schedule

Monday Tuesday | Wednesday | Thursday Friday
11:25 Outdoor Time
12:00 Lunch
12:20 Quiet Time & Look at books
ExplorerOs Music Movers and
12:30 Art Book Club
Club Makers Shakers
Closing Circle
1:15 . .
Review and Reflections
1:30 Dismissal
P5 Class Daily Schedule
Monday Tuesday Wednesday Thursday Friday
8:30am Arrival and Choice Time Activities
8:40 Math. Share Second Share Re!lglon or
Step Libr ary
9:00 Outdoor Time/Big Kid Playground
9:30 PE Music Music Music C""?SS
Meetings
10:00 Snack
10:30 Plan-Do-Review BCenter Time
11:30 Outdoor Time
12:15 Lunch
1:00 Dramatic Play/LetOs Find Out/Science
1:20 Review and Reflections
1:30 Dismissal

*Times are approximate.
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Hand washing
Upon arrival each day, children wash their hands before entering the classroom . Children
wash hands after recess, after visits to the bathroom and before eating.

Snacks and Lunches

A snack will be provided mid -morning for all students. A typical snack will include a
beverage and two of the following four components: a dairy product, meat or meat
alternative, a grain product and/or a fruit or vegetable. Snack menus will be provided at
least one week in advance and will be posted on the bulletin board in the hall. When it is
your turn to provide snack, you will be provided with a shopping list. All items should be in
their original packaging, unopened. Fruits and vegetables should be left uncut. We will do
all food pr eparation at school.

P4 Enrichment and P5 students will bring their own lunch each day. Each childOs lunch
should include a beverage and each of the following: a dairy product, meat or meat
alternative, a grain product, and a fruit or vegetable. Parents a re asked to avoid items that
might provoke choking, all peanut and peanut containing products, and foods high in sugar
content. Lunches will be stored in the refrigerator to ensure food safety. Children with

food allergies will be provided with a separate  space to eat as necessary. Students with
severe allergies have their Emergency Health Care Plan posted in their classroom.

Field Trip Policy
The Preschool will take occasional walking field trips. We do not take any driving field
trips.

Parent Visits
We encourage parents to visit the preschool often. You are invited to drop in for a brief
visit or you may schedule a longer observation. Please inform your teachers.

Sign In/Sign Out

Parents/quardians are required to sign in children each morning and sign out children at
the end of each school day, in the red notebook . If someone other than the childOs
parent/guardian is to pick up the child from preschool, he/she must be listed on the pick

up autharization form, and you must notify us in advance in w  riting. Without prior
notification, we will not be able to release a child to anyone other than the

parent/guardian.

State Reporting Requirement
The faculty and staff of Villa Academy are required by Washington State law to report an
instance of suspecte d physical, sexual, or emotional abuse, in accordance with RCW 26.44.

Behavior and Discipline
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As outlined in the OBehavior & DisciplineO section of the Villa Family Handbook, we have a
school-wide behavior and discipline policy. For our preschool student s, teachers follow the
philosophy outlined in Positive Discipline for Preschoolers by Jane Nelson. Teachers try to
instill respect and sensitivity for each member of the class, and this is at the heart of all
interactions. We do not use corporal punishment of any form. We use reminders and
redirection as behavior management tools. From time to time, a child may be asked to

confer with a teacher regarding a continuing issue. Additionally, parents may be asked to
conference with the teacher, or child and teac  her, to work toward resolution.

Religious Activities

Villa Academy is a Catholic independent school dedicated to excellence in the education of
the whole child, guided by the Cabrinian tradition of educating hearts and minds. Religious
instruction is ce ntral to our philosophy. By enrolling in Villa, families are agreeing that

their child will participate in religious instruction and school -wide religious activities. We
are committed to educate our students for a diverse society. Therefore, individual fai th
differences and traditions are respected

Staff Health & Safety Training Requirements
All Preschool staff members are required to be First Aid and CPR certified, to have Blood
Borne Pathogen training, and they must have a negative OmantouxO TB skin te st.

llinesses

Please refer to the OHealth & Emergency InformationO section of the Villa Family
Handbook. In addition, children with a contagious condition, such as draining rashes, eye
discharge or pink eye, lice or nits, or any other communicable disea se, should be kept at
home until the condition has resolved.

If a child becomes ill during the day, the parent will be notified. Seriously ill children will

be cared for in the Health Room. Any iliness will be recorded in the classroom and in the
Health R oom. Communicable diseases will be reported to the local health department, and
we will notify all parents by e -mail, so they can take appropriate action to protect their
children.

Minor Injury During the Day

If a child becomes injured during the day,t  he preschool follows the policies outlined in the
OHealth & Emergency InformationO section of the Villa Family Handbook. When an injury
requires basic first aid, a Preschool Accident Form will go home with your child. The form
outlines what type of firsta id was given.

Although infrequent, occasionally one young child may bite another. When this occurs,
parents of both students involved will be notified. We take biting incidents very seriously.
First aid will be administered to the bitten child. If the s kin is not broken the wound site
will be washed with antibacterial soap and water and a cold pack may be applied. In a case

Villa Academy Family Handbook 2009 56



where the skin is broken the site will be washed with soap, flushed with water and the
parent of that child will be notified immedi ately.

Major Emergencies

Please refer to the OHealth & Emergency InformationO section of the Villa Family
Handbook. When 911 is called, all trauma cases in the Seattle area are transported to
Harborview Medical Center.

Clothing
Preschool is a fun, me ssy and casual place. Many of our projects involve the WHOLE child

and sometimes that means that clothes may become soiled! Each child needs a complete
change of clothing in his or her locker. Remember to restock as needed.

Please send your child to sc hool with the appropriate clothing. We go outside in all types of
weather, so send your child with raincoats, jackets with hoods, and warm clothing, on cold,
rainy days. Likewise, please remember to apply sunscreen in the morning on days likely to
be sunny. Sturdy supportive shoes suitable for running and jumping everyday are a must.
Please label all outdoor clothing.

Although the preschool does not require students to wear a school uniform, we do adhere
to the footwear policy outlined in the school dress code section in the Villa Family
Handbook. No sandals, open toe or open heel footwear, clogs, flip -flops or unsafe
footwear, as determined by the administration, may be worn.

Parent Communication

In addition to the E -Monday Memo information, teachers ¢ ommunicate with parents via
weekly newsletters, e -mails, phone calls, and in person. Child progress is documented and
discussed during fall and spring conferences, portfolio sharing, and mid - and end-of -year
written assessment. Parents are encouraged to co mmunicate with teachers via e -mail,
telephone, or in person.

Classroom Parent Helpers

Parents play a vital role at Villa Academy. We love the help! Please see your Villa Family
Handbook for an outline of additional information and opportunities. The safe ty and well
being of your children is our primary concern. Please join us by taking an active role in this
special learning time. We love your participation in and enthusiasm for creating a fun and
memorable experience.
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