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Saint Ephrem School
5340 Hulmeville Road
Bensalem, PA 19020
(215) 639-9488
Fax:(215) 639-0206

STUDENT-PARENT HANDBOOK
This handbook has been compiled to develop an awareness of
the expectations the school has of our students and parents.
Please familiarize yourself with its contents so that, together,
we can develop the potential of our students and form future
Catholic leaders.
SES may change any of its policies and procedures and apply
them as circumstances dictate. If you have a question about a
particular policy or procedure, please contact the Principal.

STUDENTS AND PARENTS MUST ACCEPT AND ABIDE BY
SAINT EPHREM SCHOOL POLICIES AND PROCEDURES
IN ORDER FOR THE STUDENT TO ATTEND SAINT
EPHREM SCHOOL.

The Commission on Elementary Schools reaccredited Saint Ephrem
School in 2014. Regional Accreditation is a landmark event in the history
of any institution. Saint Ephrem School is a full and official member in
the Middle States Association of Colleges and Schools.
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SCHOOL INFORMATION

Pastor:

Father Michael Speziale

Principal:

Sister Shaun Thomas IHM

School Secretary:

Mrs. Karen Rose

Advancement Director:

Mrs. Lisa Riccio

Important Phone Numbers:
School Office:

215-639-9488

Rectory

215-245-1698

CARES

215-639-3195

PREP

215-639-4895

Catapult

215-638-5854

Nurse’s Office

215-447-0021

Lisa Riccio

215-639-9488

Bensalem Bus Garage

215-750-2800, Ext. 4400
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SAINT EPHREM CATHOLIC ELEMENTARY SCHOOL

Mission Statement
Rooted in the Gospel message of Jesus, SES equips students for spiritual
and moral development, empowers their desire for academic excellence, and
energizes their spirit of leadership to the community around and beyond them.

BELIEF STATEMENTS
We give witness to Gospel values through the hearing of the Scriptures,
through prayer and worship, and through acts of loving service within our
school and throughout the surrounding community.
We experience the saving power of Christ in our lives through a faith-filled
environment rich in the celebration of the sacraments.
We believe that Jesus Christ is the ever present Teacher in every classroom, the
Model for our faculty, and the Inspiration for our students.
We recognize that each student brings a unique perspective and a variety of
talents to the classroom where active participation in student-centered learning
is nurtured and enhanced.
We are a community of learners always open to change and looking for ways to
promote continuous growth at all levels among the staff, the student body, and
their families.

We support our parents and guardians in their role as the first educators
of their children through shared responsibility, resources, and open
dialogue.
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PARTNERSHIP BETWEEN THE HOME AND THE SCHOOL
The administration and faculty of Saint Ephrem School recognize and respect
the uniqueness of each child and family who choose this school. The key to a
successful educational experience for all stakeholders is grounded in
and built on a healthy partnership between the home and the school.
Recognizing that our parents/guardians “are the natural
and irreplaceable agents in the education of their children”
(The Religious Dimension of Education in a Catholic School, Vatican
Document), each member of the school staff extends respect to and deserves
respect from the families who make up our faith community.
Therefore, it must be noted that in the rare case when this partnership
is irretrievably broken and after careful review by both the pastor and
principal, the school reserves the right to require the parent/guardian to
withdraw his or her child.
Some examples which warrant such extreme action include:
a. Any demand for a different teacher; demanding termination of
a teacher; any attempt to organize parents to demand a
teacher be removed.
b. With the support of the pastor, the principal’s decision about a
child’s academic placement is the standing policy of the
school. If a parent continues to contest the original decision
in an aggressive manner or threatens the principal, the
partnership will be considered broken.
c. The refusal to produce test results or to accept the school’s
decisions concerning whether or not the school can meet the
needs of a child with special learning differences.
d. Definite refusal to follow a policy of the school which
the parent agreed to follow through the signing of the
Handbook Agreement Form in September of the new
school year.
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Daily Schedule:

Pre-K

7:35 AM to 2:15 PM

Please Note: Pre-K drivers are asked to pull into the
[FRONT] Church parking lot, park the car, and escort the
Pre-K children to the front door of the Marian Center.
(A Pre-K CARES Program - before and after- school care - is
available upon request. )
Pre-K Dismissal 2:15 sharp! Car drivers are to
park in the back lot of the school, in the area closest to
the Pre-K rooms. Each child will be dismissed to each
driver upon recognition by the Pre-K teachers.
Further dismissal policies for Pre-K students are
discussed in person at the initial meeting before the
school year begins. It is the responsibility of each family to
instruct any authorized driver other than the normal
arrival/dismissal driver as to the authorized procedures.

Grades K-8

7:35 AM to 2:45 PM

Please note for Students in Grades K to 8:
The back door of school will open at 7:35 am for students
coming by car, except for Pre-K children [and their SIBLINGS who
will enter school through the Marian Center].
 Important Notice for AM car riders/drivers:
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 The back door will CLOSE at 7:55 am.
 Our day officially starts at 8:00 with MORNING PRAYER
at 8:02 am.
 Teacher supervision begins in each homeroom at 7:35 am
daily.
 Car students proceed directly to the respective homerooms.
 A student must be in their respective homeroom (not
just arriving at the school entrance) by 8:00 or they will be
counted as LATE. Our day officially begins with Morning
Prayers.
*Please note: Car and walker lines will dismiss @ 2:45 from the
back parking lot of school.
Buses leave the property @2:50 pm or when all
buses are present.
Administration
The responsibility for the administration of all parish organizations
rests with the pastor. The principal of the school, in cooperation
with the pastor, is the chief administrator of all functions that have
anything to do with the school. The principal initiates programs,
directs and supports the faculty, and is an integral part of all
decisions that affect the children of SES.

Admissions
Our school admits students of any race, color, creed, national or
ethnic origin to all of the rights, privileges, programs and activities
generally accorded or made available to its students. Saint Ephrem
School does not discriminate on the basis of race, color, national or
ethnic origin in the administration of its educational policies, its
admission policy, or in any school-administered program.
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Our school endeavors to accommodate students with special needs
as the school’s resources and capabilities reasonably permit. Saint
Ephrem School reserves the right to decline admission or to
impose reasonable conditions of attendance where
circumstances warrant such action.
 To enter Saint Ephrem’s Pre-K program, a child must be
either three (3) or four (4) by August 31st.
 A child who is five years old by August 31 is eligible for
Kindergarten.
 A child must be six by August 31st to enter first grade.
The following forms are required for registration:
 Baptismal certificate (unless baptized at Saint Ephrem or
non-Catholic)
 Birth certificate
 Transfer slip from any previous school the student may
have attended.
 Medical records – Immunization is required as a
condition of attendance at any public or parochial school.
The required immunizations are:


Hepatitis B – 3 doses



Diphtheria and Tetanus – 4 doses, one dose
administered after the fourth birthday.



Poliomyelitis – 3 doses



Measles, Mumps, Rubella – 2 doses
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Varicella (Chicken Pox) – 2 doses or written
verification of occurrence of Chicken Pox
7th grade students only: Meningococcal
Conjugate (MCV) & Tdap (tetanus,
diphtheria,acellular pertussis) – 1 dose

 If bussing is requested, a proof of residency is
required at the time of registration.

Registration and Enrollment
Current Families registered in our school are required to register
annually. Registration information for the following year is
forwarded to each family through the school communication
channels in February prior to the next school year. Tuition fees and
non-refundable registration fees are published in February. All
financial obligations must be current before a student may begin
the next school year .
The Enrollment process (for students NEW to SES) is ongoing
throughout the school year. The process begins by communicating
with our Advancement Director, Mrs. Riccio. Upon review of a
diocesan report card or standardized test results from public school
and necessary paperwork, the family will be contacted as to whether
or not the available space and appropriate academic setting is
available for the child(ren).
Withdrawal Policy
Our policy is based on the reality that the parish has hired
teachers and ordered books for the duration of the school year.
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Registered students who withdraw between the first day of school
and January 1 are responsible for ½ of the agreed upon tuition.
Students who withdraw after January 1 are responsible for the
entire agreed upon tuition.
No student records will be released until all tuition has been paid in
full.
Catholic Education
The primary purpose of a Catholic School is to impart the
teachings of our faith. Religion is not just another subject taught
in our school; the Catholic religion is a way of life.
It is essential, therefore, that this way of life be supported and
supplemented in the home. It is our expectation that parents and
guardians take the primary lead in developing their child’s
relationship with God by witnessing to the values taught in
school and by fostering a personal prayer life within the
family.
Participation in Sunday Liturgy as well as the frequent
reception of the Sacraments of Penance and Holy Eucharist are
fundamental to the growth of a Catholic child’s faith life.

The normal practice for the reception of the Sacraments
is as follows:
● First Penance is received in second grade
● First Eucharist is received in third grade.
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● Confirmation is received in seventh grade

It is the policy of Saint Ephrem School that a student must
have received at least two years of religious instruction before
the reception of a Sacrament regardless of age/grade.
All students, regardless of their religious background,
participate fully in both daily Religion classes as well as all
liturgical services held throughout the school year.

CURRICULUM
The goal of the educational program at Saint Ephrem School is
to meet the needs of each individual learner. Classroom teachers
incorporate technology throughout the curriculum, differentiate
instruction, use small and whole group instruction, and guide
independent working groups within the rooms.
A modified or adapted curriculum will be developed for any
student whose needs warrant such an action. Upon reception of the
necessary evaluative information, a meeting is set-up among the
school psychologist, school counselor, principal, teacher, and
parents/guardian.
A plan, making necessary adaptations in the curriculum and
provisions for grading, is then reviewed with the parent(s), teacher,
and school psychologist , resulting in an individual learning plan for
the student.
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HOMEWORK
Homework refers to an assignment given by a teacher that will
positively reinforce a concept presented in class and includes both
written and study assignments. Assignments are issued in order to
ensure independent mastery of subject matter taught in class and to
provide enrichment. Homework is a vital part of the learning process.
Students must assume responsibility for their home work just as they
will assume job responsibility in the future.
Parental guidance and participation in home study,
especially in the primary grades, is essential for the development of
good and lasting study habits.
Parental care, interest, and
supervision are of prime importance for all grades.
The objective of homework is the extension of learning
beyond the class time. It is meant to be an indicator of how well a
student has grasped the material presented that day.
Therefore, the recommended time allotments for written and
studied assignments suggested by the Archdiocesan Office of
Catholic Education are:
Grades
Grades
Grades
Grades

1
3
5
7

and
and
and
and

2
4
6
8

-

30 minutes
60 minutes
90 minutes
120 minutes

Policy No.: CIA 615
We DEPEND on the family notifying the teacher when a
child spends inordinate time on home assignments. WE stand
behind the diocesan time frames printed above.
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N.B. Teachers post homework and all related work daily
in Google Classroom.
In all grades, parents are asked to check written
work for completeness and neatness.
Any extreme home
concern or problem which affects homework completion should be
brought to the teacher’s attention through an email or note
from a parent/guardian.
REPORT CARDS
In order to enable students and parents to assess progress
during the school year, report cards are issued three times a year—
December, March, and June. Parent conferences take place at
the end of the first trimester in early December; parent/teacher
conferences can also be scheduled at any time during the year
at the request of either party.
A report grade is never simply the average of major tests. Marks
are determined by test marks, varying forms of assessment, class
work, class participation, and projects. Parents are asked and
expected to keep abreast of grades by signing tests,
examining copybooks and workbooks, etc.
Most importantly, parents/guardians are expected to
systematically check the online grade book and interact with
the teacher by email, note, or conference if/when the need
arises.
In addition to parental monitoring of test grades via the
online grade book, Progress Reports will be issued halfway through
the first and second trimesters.
Parents wishing to discuss their child or some aspect of his/her
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education or discipline area are asked to first address their
interest to the homeroom teacher.
The parent may then opt to schedule a conference with the
principal to further discuss the matter; the principal is not/should
not be the first line of communication.
Conferences with teachers are done by appointment.
Conference requests will be arranged by emailing the teacher,
sending a note or calling the school office to request a meeting with
the teacher.

Honors Criteria in Grades 5-8
The criteria for First Honors are: 92 or above in
every subject and 3 or above In Personal & Social
Growth and Effort and Study Skills.
Please note that the Effort grade is determined
by the AVERAGE of the grading from the specialty
and classroom teachers.
The criteria for Second Honors are: 85 or above in
every subject and 3 or above in Personal & Social
Growth and Effort and Study Skills.
The Effort grade is determined as described above.
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Recognition of Personal Achievements
●
Copybook Awards in grades 1-2, Good Writers Awards
in grades 3-8, Christian Peacemaker Awards in K-8, are
distributed at our School Masses, beginning in November.
●
At year’s end, awards are bestowed for highest general
average and perfect attendance in addition to the usual monthly
awards.
●
Other awards for contests, scholarships, extra-curricular
achievements etc. are recognized after Mass in the months in which
they occur.
●
Teachers also have various ways of recognizing student
achievement in the classroom throughout the course of the year.
Promotion/Retention
Education is a cumulative process that builds on learning
already achieved. To provide the strongest possible foundation for
future learning, Saint Ephrem School reserves the right to
recommend the retention of any student who has not met
the specific requirements of his/her grade, or who has
demonstrated, through both objective evaluation and
teacher judgment, not to be working to his/her potential.
Promotion is at the discretion of the Principal. A student
is promoted when he/she adequately demonstrates mastery of
the material required in the given grade.
Graduation and Closing Exercises
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Eighth grade students who have completed the prescribed
course of study and have maintained a suitable discipline record are
eligible for graduation. Procedures for graduation are determined by
the administration and the eighth grade teachers.
Participation in closing exercises is a privilege, not a right.
The school has the right to deny any student from participating in
the closing exercises of Pre-K, Kindergarten and Eighth grade
if all financial obligations have not been met, or if a student’s
conduct, academic, or disciplinary record indicate that the
privilege should not be extended.
Academic Failures
Attendance at a summer school or a tutoring program is at
the discretion of the principal and classroom teacher if a student has
one or more failures on the final report card and wishes to
return to Saint Ephrem School for the next year.

Personal Growth and Development
“Effective discipline has as its end the development of students
who respect themselves, other persons, and those in authority.”
(Policies and Procedures –
Archdiocese of Philadelphia, S319).
To maintain a Christ-like atmosphere in Saint Ephrem
School, we expect that students, faculty, staff, parents and
guardians will “treat others as you, yourself wish to be
treated”. The goal of our code of conduct is to guide our students
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to respect themselves and others as they grow in self-discipline
and responsibility.
Weekly charts are sent home every Friday in grades one
through eight. The purpose of the chart is to provide a
picture of a student’s progress in the areas of academic and
behavioral expectations. The chart must be signed weekly by a
parent/guardian to keep open communication between the home
and the school.
Our expectations for student success include but are not
limited to:







Putting forth one's best efforts
A habit of daily study
Completing written homework
Handing work in on time
Returning test papers signed by a parent/guardian when
required by each teacher
Making up absence work within a reasonable amount of time

Accountability
A student’s personal development and character
formation are priorities of our teachers.
 Please note: Before the issuance of a check, the
teacher has given:
 verbal warnings
 corrections,
 other interventions to assist the student in selfcorrecting their own behavior.
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If or when a check is finally given to a student in
grades 5-8, it is because the above interventions have
not achieved the desired outcomes.
They are and will be given for inappropriate action
and/or behavior.
Disciplinary Procedures
An accumulation of THREE checks in a month will result in
disciplinary action; such a decision will be based on the
circumstances after consultation with the principal.
Written notification will be sent home and/or indicated in
Option C for parent notification, explaining the action to be taken.
A mandated meeting with the student, family members,
teacher, and principal will be held if or when a situation warrants
serious action.
PLEASE NOTE:
Through the use of OPTION C , our online management system,
it is imperative and requested that parents check the
performance of a child, at the least, on a weekly basis.
Each teacher is able to post any issue(s) that arise during
the school day online. It is the responsibility of the family to
stay current and in good communication with the teacher(s).
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We will do our best from school and we know that you
will do the same from your home! Together, we can and will
achieve good to great outcomes!
In Conclusion:


It is our expectation and requirement that students always
aspire to exhibit behaviors which represent a “disciple” of
Jesus Christ, in words and actions!



Therefore, this code applies to each member of the student body
when in school, on school property, in school uniform on
or off the campus, and at school/parish-sponsored
events.



In addition, the discipline code extends to the use of social
media and any behavior contrary to what is clearly spelled out
in the Diocesan “Acceptable User Policy” which is included in
the handbook.



Students will be disciplined for conduct, whether inside or
outside the school, that is detrimental to the reputation of the
school and, or the parish and comes to the attention of the
principal and staff.
o Adherence to the stated behavior code earns the
student the right to participate in school activities.

Policies for Suspension and Dismissal follow the guidelines
(S 319.2) of the Archdiocese of Philadelphia.
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In-School suspension is used at the discretion of the principal
when the student’s actions warrant immediate removal from the
classroom but not necessarily from the school.
Parents/guardians will be notified, either by email or a
call.
Formal suspension is a serious disciplinary action taken by
school authorities against a student whose actions constitute a
major disciplinary infraction and are contrary to the good
order of the entire school community.
 Formal suspension is a suspension that warrants the
student’s removal from the school community for a
period of time.
 Suspension is a major step toward possible dismissal.
 Suspension is resorted to only when all other means of
discipline have proven ineffective or if the situation
warrants immediate action.
 The student must be accompanied by a parent for readmission to the school at the end of the specified
suspension.
 Documentation of such will be kept on file during the
current school year.

Following diocesan guidelines, major disciplinary
infractions that will incur such serious consequences
include, but are not limited to:
a.
b.
c.

Violation of the Criminal Code of Pennsylvania (an offense
involving police)
Gross defiance – failure to follow any reasonable request
or directive
Unauthorized leaving of school grounds or school
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sponsored events
d.
Truancy
e.
Verbal, physical, sexual harassment, confirmed bullying
f.
Destruction of school property or vandalism
g.
Alcohol, Smoking, Vaping
h.
Drugs
I.
Intentional physical fighting on school premises or in
school uniform
j.
Physical/verbal threats against the faculty, staff,
volunteers, students, or administration
k.
Immoral or indecent behavior
l.
Non-compliance with a probationary contract set up by
the school
m.
Violation of the Acceptable User Policy of the Archdiocese
n.
Misuse of communication devices in school, at home, or
off premises that target any student, teacher, or staff member
o.
Possession of materials or a display of actions deemed
immoral by the Archdiocese and Administration
p.
Disrespectful behavior of any kind toward or about any
staff, student, volunteer or parent
q.
Insubordination
r.
Bomb scares or triggering other false alarms
s.
Cheating; presenting someone else's work as their own
t.
Plagiarism
u.
Use or possession of drugs or alcohol
v.
Intimidation, harassment, threats of any kind
w.
Stealing
Search Policy
The school administration reserves the right to search anything
brought onto school property by its students.
At any time, the administration has the right and authority to
impose consequences in keeping with the mission and philosophy of
the school in order to protect and preserve the well-being and
safety of the school community.
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Anti-Bullying / Harassment Policy
Saint Ephrem School follows the Archdiocesan Policy
prohibiting bullying and harassment, including sexual harassment.
It is the intent of the school to provide an educational
environment free from all forms of improper threats, intimidation,
hostility and offensive and inappropriate behavior.
Such improper conduct may take the form of unwanted verbal
or physical conduct, verbal or written derogatory or discriminatory
statements, and behavior not otherwise conducive to the
educational and religious mission of the school.
 Any student or parent/guardian who is determined to have
violated this policy will be subject to appropriate
disciplinary action.
 In determining what disciplinary action to impose,
the severity of the offense, whether the student knew or
should have known that the conduct is not permitted and
whether prior warnings have been given will be taken into
account.
 Suspension and even expulsion are possibilities
depending upon the incident.
In addition, in the case of threats of violence or harassment, in
any form, including oral, written or electronic, by a student against
any member of the school community, the student, if suspended
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but not dismissed, may be required to have psychological or
psychiatric clearance before returning to school.
The usual procedures to be followed are:
 Any student who feels he or she is being bullied,
harassed or discriminated against or who is aware of
bullying, harassment or discrimination, should report
it immediately to the principal, the counselor, or a
teacher.
 If the report is verified, the student will meet with
the Principal and the School Counselor and a written
summary of events will be made. Notification via
email will be sent to the family of the student.
 Upon a second report, the parents of the student
must meet with the principal and the student will be
put on immediate probation
o The student’s conduct grade will drop by one
if not more points.
 Upon a third report, the student may be dismissed
from school if circumstances warrant such action.
 In all cases, the student’s privileges like CYO, Youth
Group, extra-curricular activities, etc. [ when or if
available this year] may be denied depending on the
nature of the report.
In conclusion:
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The SES CODE OF CONDUCT applies to wherever a student
of SES is present –during or after school hours - when his or
her behavior is contrary to Catholic teachings and therefore
violates the mission of Saint Ephrem School.
Conduct by students or parent/guardians, or anyone
acting on their behalf, incompatible with the educational and
religious mission of the school, regardless of the day or time, may
also be grounds for disciplinary action, including, but not limited to
the immediate dismissal of the student, as well as reporting the
incident to the appropriate legal authorities where appropriate.

Proper Care of School / Vandalism
The physical appearance and cleanliness of our school is a source
of great pride. Every child is responsible to maintain this cleanliness
at all times.
 This responsibility extends to the individual student
carrels, school books, desks, interior of classrooms,
halls, lavatories and schoolyard.
 Any intentional *damage will necessitate
compensation by the student and/or parent.
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DRESS CODE ** FOR 2021-2022

THE SAINT EPHREM SCHOOL UNIFORM IS WORN BY
EVERY STUDENT IN GRADES PRE-K to 8 AND SHOULD BE WORN
WITH A SENSE OF DIGNITY.

Recognizing the relationship between personal dress,
personal attitude, and the living out of our faith, we encourage
our students to dress so as to demonstrate pride in
themselves, in their school, and in their God.
Please note that the summer uniform, which is
optional in all grades, may be worn from Wednesday,
September 1 until Friday, October 22.
As of Monday April 25, the summer uniform may
be worn again.
SPECIAL REQUEST/PERMISSION:
**Please note that students are welcome to wear the long gym
pants under their uniform on any inclement weather day as
warranted by a family decision.
*****The gym uniform is acceptable dress code on
any day when the temperatures – or real feel temps - are
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expected to be 85 degrees or above. First and foremost,
this is a family decision and does not need the permission
of the principal.

WINTER UNIFORM
Pre-K and Kindergarten
• Saint Ephrem t- shirt, blue sweat pants, sneakers with
Velcro, and white ankle length socks.
Boys Grades 1 - 8
● Navy blue DRESS trousers
● Yellow shirt and navy blue tie or long-sleeved yellow
turtleneck polo shirt with SES LOGO; either shirt is to be
tucked in the pants at all times
• Navy blue sweater or sweater vest with the SES LOGO is
part of the uniform in grades 7 and 8.
Optional in Grades K to 6:
 Sweaters, vests with SES LOGO in colder weather
● Black belt to be worn at all times
● Navy blue socks
● Regulation, black shoes can be purchased at Flynn and
O'Hara. Regardless, we request a non-marking rubber
26

sole AND NOT A SNEAKER-SHOE. Otherwise, the student
will be out of uniform until the correct shoe is worn.

*Girls Grades 1 - 6
● Uniform jumper with SES LOGO (no shorter than two
inches above the knee throughout the year) with emblem;
otherwise, student is non-compliant with dress code
● Yellow blouse or yellow turtleneck worn under jumper
● Regulation navy blue shoes can be purchased at Flynn and
O'Hara. Regardless, we request a non-marking rubber
sole AND NOT A SNEAKER-SHOE. Otherwise, the student
will be out of uniform until the correct shoe is worn.
● Navy blue knee socks or tights

Optional in Grades K to 6:
 navy sweater or vest with SES LOGO in colder weather

*Girls Grades 7 and 8
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● Uniform skirt needs to be no shorter than two inches
above the knee throughout the year.
● Yellow button down Oxford cloth blouse, yellow
turtleneck or yellow polo shirt (w/ SES LOGO) worn with
sweater or vest ( w/ SES LOGO). Blouse or shirt must be
tucked in skirt at all times.
● Navy blue knee socks or tights
● Regulation navy blue shoes purchased at Flynn and
O'Hara…same as printed above.
*Please note:
Navy blue tights must then be worn during the
remaining winter months if the uniform is more than two
inches above the knee.
We depend on YOUR cooperation so that uniform
appearance bespeaks the pride we have in our students
and the school they represent. We need to work
together!

SUMMER UNIFORM
Pre-K and Kindergarten
• Saint Ephrem (SES logo) navy blue shorts and Saint
Ephrem (SES LOGO) T-shirt, sneakers with Velcro, and
white ankle length socks
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Boys

Grades 1 - 8

● Navy blue slacks or walking shorts with black belt
● Yellow Polo shirt with SES logo AND banded bottom;
otherwise shirt must be tucked in pants
● Navy blue socks if worn with school shoes(low sports
socks showing above shoe may be worn with shorts)
 White socks -above the ankle is a MUST - if sneakers
are worn
● Regulation, black shoe with non-marking soles purchased
at Flynn and O’Hara; our second supplier has now closed
its store. Therefore, we request a non-marking rubber
sole AND NOT A SNEAKER-SHOE…wherever you can find
such!

PLEASE NOTE:

Sneakers may be worn with the summer
uniform.
Girls

Grades 1 - 8

● Regular uniform or navy blue walking shorts with black
belt
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● Yellow Polo shirt; with SES logo AND banded bottom;
otherwise shirt must be tucked in pants
● Navy blue socks (low sports socks showing above shoe
may be worn with shorts)
 White socks -above the ankle is a MUST - if sneakers
are worn
● Regulation, navy blue shoes with non-marking soles
purchased at Flynn and O'Hara; our second supplier has
now closed its store. Therefore, we request a nonmarking rubber sole AND NOT A SNEAKERSHOE…wherever you can find such!
PLEASE NOTE:

Sneakers may be worn with the summer
uniform.

GYM UNIFORM
Boys and Girls
● Gym uniforms are worn to school on the appointed day.
No substitutions are to be made for the required uniform
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as described below. That includes any other shirt,
including those with the Saint Ephrem name on them.
● Tie sneakers must be worn (Velcro sneakers for Pre-K and
K are fine); it is highly recommended that the color of the
shoe be as basic as possible.
o Predominantly WHITE, BLACK, OR GRAY
sneakers are greatly appreciated!
o Thank you for doing your best to avoid the use
of very expensive or very colorful sneakers.
 Sneakers must be laced completely and tied at the
top; if velcro shoes are worn by younger students,
velcro must be secure.
 White ankle socks are worn with sneakers; if
possible, socks should be visible to the ankle
 No flashing lights, skateboard, wheelies, or other
styles are permissible in any grade.
● Saint Ephrem T-shirt w/SES LOGO (worn with both
summer and winter uniform)
● Saint Ephrem navy micro-mesh blue shorts w/SES LOGO
● Saint Ephrem sweat suits are worn during the winter
months w/SES LOGO
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● For the safety and security of the student, jewelry
(including religious medals) is NOT to be worn on gym
class days.
○Post earrings -girls only- are the only exception to
the rule. All other jewelry must be removed before a
student takes part in class.

Additional Dress Code Policy Points:
Hair
• Standard haircuts are expected and requested of both
boys and girls.
• Hair is expected to be kept clean, neat, and properly
groomed.
• Extreme haircuts or hairstyles do not meet school
standards for either boys or girls. If/when a student is
non-compliant, disciplinary action may result, depending
on circumstances.
• Any altering of natural hair color is strongly discouraged
for boys or girls; extreme alteration of hair color is not
permissible and will result in disciplinary measures.
• Boys’ hair is to be trimmed above the collar and not
covering the ears.
 Boys and girls hair is to be trimmed above the
eyebrows.
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• Hair bands must be plain and simple. Simple hair
accessories that match the uniform are acceptable.
Jewelry
• Boys may not wear earrings.
• Girls with pierced ears may wear small and schoolappropriate earrings. Only ONE earring per ear in the
lobe is acceptable; large dangling earrings are not
permitted.
• Bracelets, both ankle and wrist, pins and buttons are NOT
part of the school uniform; a student may be asked to
remove them during the school day. These include all
rope, yarn, and beaded neck, wrist, and ankle bands.
• A religious medal or crucifix/cross is encouraged and
permissible.
• Make-up, especially mascara, is not acceptable! A student
will be given 24 hours to correct this type of situation before
being subject to disciplinary measures.
• Nail polish, French nails, artificial nails, or any nail
decorations are strongly discouraged. After a stated
amount of time, disciplinary action will result if the nails are
not returned to a natural color.

Please note:
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Depending on circumstance, a student's calendar may be
checked for overt and repeated non-compliance with any
part of the SES dress code.
It is our combined expectation that Saint Ephrem
students, will be “handsome and beautiful” ambassadors
of this school and our Church and its values!

SPIRIT FRIDAY/ and, or Dress out of Uniform DAYS
Once a month (Spirit Fridays )and throughout the year,
there are occasions when the children may “Dress Out of Uniform”
for the day.
On Spirit Fridays, every student is welcome to wear a tshirt with any SE logo on it…to enhance SPIRIT! Gym pants
or uniform pants are to worn with the shirt by any student who
wishes to participate. NO other pants are acceptable.
Remember, the gym uniform shirt or sweatshirt has the SES
logo!!! No family needs to buy any extra shirt to be worn on Spirit
Days!
The following table illustrates Acceptable and Unacceptable
Dress Down Day clothing. These directives are meant to give a
clear picture of how to enjoy –and preserve- a “dress-out-ofuniform” day! If or when a student does not follow these
requests, that student may lose the privilege of “dressing
down”.
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Acceptable
Sneakers
Boots
School/closed toe
shoes
Denim jeans, slacks,
Yoga pants

Capri’s, shorts (no
shorter than
4”above knee!);
gym shorts
T-shirts, dressy
blouses, SES shirts

Not Acceptable
Slippers, moccasins, flip flops,
slide sandals
Heels over 1"

Tight fitting leggings,
jeggings; Ripped, torn,
holes in
jeans/slacks/pants/
shorts;
flannel pants
Athletic-style shorts; very
short “shorts”
Spaghetti straps or sleeveless
"muscle/tank top" shirts;
Sleeves with shoulder cutouts; off the shoulder shirts;
midriff blouses; open-back
shirts
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Attendance
Regular school attendance impacts positively on the child’s academic
development.
 A student who has been absent from school, even for a day, is required to
present a written note to the homeroom teacher. If a note is not
received within a forty-eight hour period, the student’s absence will
be marked “unexcused”.
 A doctor’s certificate is required for absence of an extended nature (3
days or more) and is shared with our school nurse. If no note is on
record, the absence is also considered “unexcused”.
 In the case of illness, a school official will contact the parents or adult
whose name has been submitted to the office as an emergency phone
number.
 In order to arrange for assignments of children who are absent due to
illness, please call the school office no later than 11:30 am so that the
teacher has time to honor such a request. There is no guarantee that
work will be provided if the request comes into the office after the lunch
period.
 This work may be picked up on the shelf outside of the Church any time
after the school day is ended.
o It is the responsibility of the family to be sure to pick up
assignments and books which may be needed for homework
completion.
LATENESS
PLEASE NOTE THE CHANGE IN OUR DAILY SCHEDULE AS WE BEGIN
A NEW YEAR!
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Daily Schedule
 The back door will CLOSE at 7:55 am
 A student must be in their respective homeroom (not just
arriving at the school entrance) by 8:00 or they will be
counted as LATE.
 Our day officially begins at 8:02 am with Morning
Prayers. First Period starts at 8:05 am.
 On inclement weather days or when the car line is unusually long,
this time will be extended for five minutes.
 Consistent and unexcused lateness (no parent involvement
via a note to school or call) will necessitate a meeting between
the principal and the parent/guardian.
 PLEASE NOTE:
 The Principal reviews a student’s lateness/absence record
on a trimester basis.
o Sister communicates directly with any child’s family
when the need arises.
o Working together, it is the goal of our school to form
healthy life-long habits of punctuality.

Vacation Policy
Vacations taken during the school year are strongly discouraged
. All make-up work is the responsibility of the student/family.

There

will be no virtual learning offered.
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 If an extraordinary reason exists for such an extended absence, a
parent or guardian must:
 Notify the Main Office with the dates and place of the trip.
 If a family vacation occurs at the end of the school year, all
assignments and tests must be completed before the final report
card will be issued.

STANDARDIZED TEST DATES:
Students in grades 3 to 7 will be taking standardized testing from
Friday, March 4 through Friday, March 11, 2022.
If a student misses more than one full day of testing, there is no
guarantee that the student will be able to complete the missed sections. We will
do our best to catch up any student when possible.
We ask that you make no DOCTOR APPOINTMENTS, ETC. in the

MORNING session between March 4 and March 11, 2022.
Early Dismissal during the School Day
THE PARENT OR THE PERSON SENT TO PICK UP THE STUDENT MUST
SIGN THE STUDENT OUT IN THE FRONT OFFICE. IF THE
PARENT/GUARDIAN WILL NOT BE THE PERSON PICKING UP THE STUDENT,
PLEASE INCLUDE IN YOUR WRITTEN NOTE, THE NAME OF THE PERSON WHO
WILL BE PICKING UP THE STUDENT.
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Unexpected Early Dismissals
Bensalem Township informs us of any change to the time of dismissal
due to inclement weather conditions. We do not receive much notice; therefore,
it is necessary that the students have a place to go in case of an emergency
dismissal.
A text, an email, and a phone message will be sent to every family
through OPTION C.
The Township School Cable Channel will announce early dismissal
information. The time listed for the Bensalem Middle Schools is usually the
time Saint Ephrem will dismiss.
**CARES services are also provided for those families who
already planned for a student to remain or if an emergency request
is made because of the unplanned nature of such a day.

Inclement Weather Closings
A text, an email, and a phone message will be sent to every
family through OPTION C.
Depending on how much advance notice we receive, KYW may also be
employed for school cancellations or late openings. On KYW 1060 AM, we
follow the number for Bensalem School District which is #758, Bucks
County. In addition to announcing the number on the radio, KYW will list it
on their web site at www.kyw1060.com and the school name on the
television station.
Bensalem School District is also listed on cable channel 99.
More explicit directions will be sent home before the winter season begins.
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************* What is imperative is that every family and every child
develops and knows an emergency plan in case of unexpected closure.

**********A very special request from our Office Staff: PLEASE do
NOT call the school when snow begins! PLEASE wait to receive the alert
through OPTION C. It is virtually impossible for us to speak with people
individually.
Thank you for your cooperation; we need it and appreciate it!

Emergency Contact Forms – MORE Important this year than any other!
The school requires the parents/guardians of each student to complete
an emergency contact form provided by the school.
 It is vitally important that the information on this form is accurate
and updated so that the school can contact the parents/guardians in
the event of an emergency.

o ***************Any changes in emergency information,
especially telephone numbers, must always be reported to
school immediately, throughout the course of the year.
o It is imperative that we have your latest emergency
numbers, etc. so that you will receive any alerts through
Option C.
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CARES

[ CHILDREN ARE RECEIVING EXTENDED SERVICES] PROGRAM

Before and after school care for students attending St. Ephrem School is
available. The goal is to provide a safe and happy environment for students of
working parents and at the same time, instill Christian values through
meaningful interaction with other children.
Before School CARES begins as early as 6:30 AM; after school
CARES runs until 6:00 PM.
***CARES is NOT available on days with delayed Openings.***
Communication between the Home and School
Effective communication is the single, most important factor that assures a
positive relationship between the home and school. Several modes of
communication exist at our school to help keep parents informed of policies,
activities, upcoming events, and student progress.
Regular forms of communication include but are not limited to: this
handbook, the school website, yearly calendar, monthly calendar of events,
newsletters, frequent online communications from the principal, parent-teacher
conferences, weekly behavior calendars or charts, and report cards.

EXTRACURRICULAR ACTIVITIES
Extracurricular activities are sponsored for the enrichment and enjoyment
of our students. Most activities take place after school or on weekends.
Other activities will be added when or if available to our students.
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The following activities are available:
21st Century Offerings for 7th/8th Grade
CYO Sports
*Drama Club
***In process…

Altar Serving
Irish Dance

IN-SCHOOL ACTIVITIES
After school activities, conducted by school personnel, are permissible
upon request:
Academic Tutoring
Private Voice and Music Lessons
st
21 Learning Grant Activities [Grades 7-8]
VOLUNTEER

LIBRARY

SERVICES

Our Library operates every Thursday and Friday for students in Pre-K
through Grade 6 because of very talented and extremely generous volunteers.
Mrs. Vicki Cacchio is our head librarian.
Parent volunteers are needed and much appreciated! All clearances
will be kept on file.
LUNCH Periods for each Cohort
We will conduct TWO lunch periods for the students:
12:00-12:40

Grades 5-8

12:45-1:25

Grades K-4

PLEASE do not allow students to bring ANYTHING in a glass
container; soda of any kind is not permissible.
Hot lunch will be available for anyone interested in purchasing as many
days as desired.
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Birthday Celebrations
Following our SES Policy and in line with CDC guidelines, food of any kind
and drink are not permissible on a student’s birthday. We encourage a
family celebration at home and we acknowledge the student’s special day by a
school-wide announcement and small gift.
Party invitations may NEVER be sent into school for distribution
unless every member of the class is to receive one.
If any family wishes to donate a book in honor of their child’s birthday, we
are happy to receive either the book or a donation for such.

Tuition
Our school provides quality Catholic education through the efforts of our
entire staff and parish community, and through the many sacrifices made by
you, our families!
Tuition is determined in February for the following school year. The school
may impose additional fees for other items, such as registration, field trips,
and art/activities fees. This information is communicated to the
parents/guardians through weekly communication channels or through the
classroom.
In justice to all parents and the parish community, parents are expected
to keep tuition payments up to date. The letter of agreement is included in
your SMART account.
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No one wants to see a child lose school time because of delinquent
tuition payments.
The Pastor and Administration reserve the right to withhold reports cards,
application forms, student recommendations, to dismiss students, and/or
withhold school records if tuition payments are not paid in a timely manner.
Parents/guardians experiencing financial difficulties and/or falling
behind in payments are asked to contact either Sister Shaun or our Tuition
Manager, Mrs. Lisa Riccio. Your information is kept in confidence so PLEASE
reach out to us in such circumstances!
PLEASE do not call THE RECTORY. All matters concerning tuition are
taken care of at the school, in consultation with our pastor and business
manager.

Legal Custody
Please note: If paperwork is not on file at school, school personnel
cannot be responsible. Please submit any paperwork you may have as
a safety for all involved! This is treated as CONFIDENTIAL information
but is imperative for us to have this information.
Parents are asked to inform school personnel when legal custody of
the child (ren) resides with one parent.
It is important for the school to have a copy of the custody decree.
This will help school personnel to make effective decisions when the need
arises.
Custodial parents are likewise asked to supply the school with
44

copies of restraining orders if the need arises.
Those individuals who have legal custody of the student may attend
school meetings, participate in educational decisions and review educational
records regarding that student. Persons who do not have legal custody
(including those with visitation rights but not legal custody) have no
such educational rights and may not participate in these matters.
The school may require parents/guardians to sign an agreement regarding
the administration of parental participation issues and payment of tuition. A
copy of this agreement will be kept on file in the school office.
Unless a court or custody agreement specifies otherwise, each
parent/guardian with legal custody is entitled to access all school records of
the child. Absent a subpoena or court order, school records of the child (ren)
may be disclosed only upon written consent of the parent/guardian with legal
custody.
The school is required to provide only one set of school grades,
notices, and other related educational materials. The school is not
required to hold separate meetings for parents. It is the responsibility
of the parent/guardian to communicate such information to each
other.
A child will not be released to a parent/guardian who does not
have physical custody, without the written consent of the custodial
parent/guardian.
To determine the custodial parent/guardian, all separated or divorced
parents of children enrolled in the parish school must provide the
school with a copy of the court order or custodial agreement
adjudicating that determination of custody. This agreement is placed in a
confidential file.
Thank you for your complete cooperation in these matters. We
want to guarantee the safety of your child while he or she is on school
property.
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Government Services
The Bucks County Intermediate Unit and Catapult provide services
including counseling, psychological testing, speech remediation, and
remediation in the areas of reading and mathematics. Availability of such
may be affected or altered because of CDC guidelines.
Act 195 provides limited funding for the purchase of textbooks, and Act 90
provides funding for various instructional materials.
Act 372 allows busing of non-public school children by the school district
in which the child resides.

PLEASE NOTE:
 Children not usually bused cannot ride the buses.
 Students cannot change their bus without the permission of the
resident school district, nor may they ride a school bus from any
district other than their resident district.
 A parent note requesting a child to go home on a friend’s bus WILL
NOT and CAN NOT be honored as mandated by the Bensalem
School District’s Transportation Department.

This is the policy of the School District and not a
decision we can make.
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HEALTH SERVICES
The Bensalem School District provides health services to Saint
Ephrem School. Emergency care will be offered to students for an accident or
illness occurring during school hours. Prolonged illnesses or injuries, which
occur outside of school, are parents’ responsibility. School nurses are
prohibited by law to diagnose injuries or illnesses.
A health screening is held each year with your child. During the
conference, the child is weighed and measured, and his/her vision and hearing
are tested. Pennsylvania State law requires that students have a physical
examination prior to entry to school, and again in grade six by their private
physician or school arranged doctor. A dental examination is required prior to
entry to school, and in grades three and seven, either by the family or school
arranged dentist. The parent is notified in writing of any deviations found in
the screening or examination process.
In order to administer effectively our health-related programs, your assistance
is vital in the following areas:
 Emergency cards, forms, questionnaires, etc. need to be
completed and returned promptly.
 Changes in a telephone number, address, emergency contact,
employment, etc. should be reported to the school nurse and the
school office.
 Information on new immunizations, surgery, accidents,
communicable diseases, or special medical conditions should be
reported in writing to the school nurse.
 Please keep students out of school-for at least one day- if they
experience a temperature above 100 degrees, or any vomiting
or diarrhea within the twenty-four hour period before school
starts.
Administration of Medication
School personnel will administer prescription and non-prescription medications
during the school day according to the following regulations:
 Medication must be in the original container and delivered at the
beginning of the school day to the school nurse or principal.
 Parent must complete a Medication Form or send a note including the
following: student’s name, name of medication, dosage, time and date
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of administration, reason for administration, possible side effects,
other medications student is taking, name of prescribing physician,
and physician’s phone number.
 Non-prescription drugs require a note from a physician including the
information above.
 A parent may come to school to administer medications, but must
report to the school nurse or principal before dispensing medication
to student.

PLEASE Consult the Addendum at the back of the Handbook
for Year Two of Covid-19.
Transportation
Bus transportation is provided by Bensalem, Bristol, and
Neshaminy school districts. Other districts will provide busing if SES is
within their ten-mile radius.
All rules and regulations pertaining to public school students shall
apply to SES students. Misbehavior or violation of regulations will not be
tolerated. Repeated offenses may result in suspension of bus privileges.
Children not usually bused cannot ride the buses.
Students cannot change their bus without the permission of the
resident school district, nor may they ride a school bus from any district
other than their resident district.

Car Arrival and Dismissal

ATTENTION TO ALL:

This year, because of increased

morning car traffic, PRE-K families ONLY!!!!! will be turning
into the MAIN parking lot – in the FRONT of the Marian Center and
Church again this year.
Pre-K students will be met by their teachers at the front
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doors of the Center and siblings of those children are welcome
to walk through the Center and then enter school through the
vestibule of the Church.
All drivers of students in Kindergarten to Grade 8 are asked to
follow our normal traffic flow and go around the BACK of the
Marian Center and proceed to the last door of the school
building for entry.
PLEASE NOTE: Lines exist on the back parking lot for the safety of all
students and drivers.

CAR ARRIVAL
PLEASE follow these directives:
1. Drivers ( K to 8 ) MUST pull all the way up to where Sister
Shaun is standing. She is at the designated STOP sign .
2. It is absolutely ESSENTIAL this year that:
a. Drivers do NOT get out of the car unless absolutely
necessary and then, he or she must be FAST in offering
assistance to their student.
b. Please pull as far forward as possible and try never to stop
closer to the dumpster if you are next in line…or first!

REMEMBER: Our combined goal is to keep our children safe,
to be thoughtful of all cars behind you, and to not block traffic on
Hulmeville Road.

3. All students in grades K to 8 being driven to school in the morning
must be dropped off in the back schoolyard. Please do not pull
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in the front of Church to drop off a student unless you are
running late on any day.
4. The schoolyard door
a. The back door

opens at 7:35 am daily.

closes at 7:55 am on a usual day.

b. Late students [ after the 8:00 bell] are to enter through the
front doors of our Church/school.
5. Students arriving by car in K to 8 will proceed directly to their
respective classrooms.
Teachers are in the individual homerooms as of 7:35 am
daily.

CAR DISMISSAL
1. At the 2:45 dismissal time all car riders will be dismissed into the
back schoolyard from the last door on the school building.

*****PLEASE NOTE: ONLY cars picking
up PRE-K students are to be in line out
back.
If you are picking up a student in K
to 8, you are asked to NEVER be in line
before 2:25 pm, AT THE EARLIEST.
Pre-K cars need to be able to enter and leave the
property before regular dismissal.
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*****Please be courteous and honor this
directive…PLEASE!*****
a. It is a wonderful idea and you are strongly encouraged to be
standing beside the car so that the students can spot their
drivers more easily.
b. HOWEVER we ask that parents prepare to leave the property
ASAP; therefore we ask you to be ready to leave as quickly
as possible. The car line does not start moving until
every person – little or big!- is inside their vehicle.
c. Students may never be picked up in the front schoolyard
because of bus traffic. Therefore, no car is to be parked in
the front lot to pick up a student at dismissal.
Bus Dismissal
1. As soon as all buses are on the property, bus dismissal begins.
Students board buses between 2:50-2:55 pm or when the buses
are here.

FIRE AND EMERGENCY DRILLS
The safety of your child is one of our greatest concerns. Fire or emergency
drills are held throughout the year to teach pupils to respond calmly in the
event of an emergency. Drill directions are posted in each classroom.

LOST AND FOUND
All items of clothing should be marked with the student’s name.
Unclaimed uniform articles will be donated to the Uniform Exchange.
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Technology at SES

RESPONSIBLE USE POLICY FOR
TECHNOLOGY
Preamble
Catholic Schools of the Archdiocese of Philadelphia
Revised August 2021
The heart of our curriculum is timeless ~ love, truth, beauty, mercy. We teach about
creation as well as the Creator. We educate on being in solidarity with those who
suffer and how to cultivate a prayerful life.
In his message for the 48th World Communications Day, Pope Francis said that
technology is a “gift from God.” The Pope challenged the Church to use this tool to
promote the faith, asking how communication can “be at the service of an authentic
culture of encounter?” Because of these things we are committed to participating in
society. And to be committed to such participation requires using technology in
appropriate ways.
We are interested in technology because of our faith.
We expect our students to utilize technology to think more critically, to communicate
effectively, to express their creativity, and to conduct research. Our teachers have
access to updated technology in their classrooms to engage our students and
challenge them to learn in ways not previously imaginable. We empower students
with the technical skills necessary to participate in a culture that is increasingly
dependent upon technology, while also challenging them to be digital ambassadors
spreading the Good News.
But it is our faith that guides how we use technology.
We teach our students about the ethics of technology and train them to be savvy about
things like Internet privacy and safety. We teach the unfortunate reality of technology
addiction. We remind students and parents that technology is aggressively marketed
52

and to be careful about getting caught up in the hype.
We also acknowledge that we sometimes need to “unplug” from technology as it can
cause us to become isolated from one another. We encourage family meals without
screen time and the importance of communicating face to face.
We greatly value technology in our schools. And what makes technology most
powerful, is when it serves to make our students better people!

RESPONSIBLE USE POLICY FOR
TECHNOLOGY
Catholic Schools of the Archdiocese of Philadelphia
PURPOSE
Technology is a valuable and real-world educational tool. All Archdiocese of
Philadelphia schools willeducate all students about appropriate online
behavior, including: interacting with other individuals on social networking
websites and in chat rooms, cyber bullying awareness and response to
ensure an appropriate use of technology, including video conferencing
platforms.
The policy outlined below applies to all technology use including but not limited to
Internet use. The Responsible Use Policy for Technology (RUP) applies to all
students, faculty, administrators, staff, volunteers or community members
allowed access to school technology resources. In some cases, outside or personal
uses of technology may be applicable under this policy.
SCOPE OF USE
We recognize that the digital world allows anytime, anywhere access. Uses mentioned
in this policy apply to inside school use and may in certain instances apply to
personal technology use and/or uses outside of school. Where personal and/or noneducational use of technology creates substantial disruption in school, including but
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not limited to harming or interfering with the rights of other students or teachers to
participate fully in school or extracurricular activities, these activities may be viewed
as a violation of the Responsible Use Policy and may be subject to the disciplinary
measure found herein.
N.B. The types of electronic and digital communications referenced in this RUP
include, but are not limited to, social networking sites, cell phones, mobile
computers and devices, digital cameras, video conferencing platforms, text
messaging, email, voice over IP, chat rooms, instant messaging, cloud, and webbased tools.
GOAL
The school’s goal is to prepare its members for a responsible life in a digital global
community. To this end, the school will:
•
•
•
•
•

Integrate technology with curriculum to enhance teaching and learning.
Encourage critical thinking, communication, collaboration, creativity,
and problem-solvingskills.
Facilitate evaluation and synthesis of information.
Encourage ethical practices and provide education for Internet safety,
digital citizenship and the creation of a positive digital identity.
Provide a variety of technology-based tools and related technology skills.

RESPONSIBILITIES OF USER
Our schools will make every effort to provide a safe environment for learning with
technology including Internet filtering and safeguards. The students, faculty,
administrators, staff, and school community are granted the privilege of using the
computer hardware and software peripherals, and electronic communication tools
including the Internet. With this privilege comes the responsibility for appropriate
use.
In the Archdiocese of Philadelphia, we use information and technology in safe, legal,
and responsible ways. We embrace the following conditions or facets of being a
digital citizen.
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•

•
•

•

•

Respect One’s Self: Responsible users will select online names that are
appropriate andwill consider the information and images that are posted
online.
Respect Others: Responsible users will refrain from using technologies
to bully, tease orharass other people.
Protect One’s Self and Others: Responsible users will protect themselves
and others byreporting abuse and not forwarding inappropriate
materials or communications.
Respect Intellectual Property: Responsible users will suitably cite any
and all use ofwebsites, books, images, media, or other sources relied
upon or used in work created.
Protect Intellectual Property: Responsible users will request
permission to use the software and media others produce and abide
by license agreements for all softwareand resources.

TECHNOLOGY USE GUIDELINES
Educational Purpose/ Responsible Use: Technology is to be used to enhance
student learning. Students are able to access social networking and gaming sites only
under the guidance and supervision of the teacher for the educational outcomes
identified within the lesson and given appropriate age.
Copyright/Intellectual Property and Identity: All sources obtained for teacher and
student work should be properly cited. Users are to respect the rights and intellectual
property of others in accordance with
Federal Copyright Law. Transferring copyrighted material to or from a school without
express permission of the owner is a violation of Federal Law and could result in
copyright infringement claims.
Communications: Electronic and/or Digital communications with students should be
conducted for educationally appropriate purposes and employ only schoolsanctioned means of communication. The school-sanctioned communications
methods include:
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•
•
•
•

Teacher school web page, school-issued email and/or phone number
Teacher created, educationally focused networking sites
Student Information System and Learning Management System
Remind Communication app – or similar i.e. Class Dojo, Seesaw

Teachers, administrators or staff members in their normal responsibilities and duties
may be required to contact parents outside of the school day. A teacher, administrator
or staff member is free to contact parents or guardians using a home phone or a
personal cell phone. However, they should not distribute a home phone number or a
personal cell phone number to students. If a student contacts a teacher or
administrator using a teacher or administrator’s personal numbers, email or social
networking sites, the teacher or administrator should immediately report this to the
administrator or appropriate authorities.
Electronic and Mobile Devices, Cell phone/Wearable technology: Users must adhere
to local school policy that may further define uses of mobile devices. The
administrator of the local school will determine permissible use. If a particular mobile
device is to be used for an educational purpose, the school administration and/or
teacher will provide parameters for this use.
Smart Speakers: Primarily intended for at-home consumer use, these always-listening
devices are not directly intended for the classroom. Therefore, smart speakers (Echo,
Google Nest, etc..) are not to be used in the classroom nor connected to the network
on a permanent basis during the academic year.
Remote/Distance Learning: Remote or distance learning may be used to supplement
face-to-face instruction, or where appropriate, may be the primary modality of
instruction. To effectively engage in remote or distance learning, users are expected
to:
• Participate from an appropriate location in the home.
• To the user’s best ability, be in a well-lit and quiet area. Avoid having windows
or strong sources of light directly behind an individual when engaging in
teaching/learning on camera.
• Wear appropriate and respectful attire. (This may be more specifically defined
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•
•

•
•

•
•

by the local school administration.)
Where able, only use first name and last initial to identify yourself via video
conferencing software.
Students are not to use or preserve a photograph, image, video, includinglive streaming, or likeness of any student, or employee without express
permission of that individual and of the principal.
Prior to recording any portion of a live classroom session, instructors are to
notify the studentswho are in the same session, face-to-face or online.
Live class recordings are meant for internal school use only. Recordings are to
be saved locallyon a network drive or the school’s GSuite for Education
Google Drive. Recordings are to be deleted at the end of the academic year in
which they were recorded. Recordings are not for promotional use, rather
solely for educational purposes.
This Responsible Use Policy applies to students using personal devices for
remote instruction.
Maintaining hardware/devices provided by the local school is the
responsibility of thestudent/family. (Local school policy may define
further students’ responsibilities and expectations.)

Examples of Unacceptable Uses
Users are not to:
•
•

•

Use technology to harass, threaten, deceive, intimidate, offend,
embarrass, annoy orotherwise negatively impact any individual.
Post, publish, disseminate or display any defamatory, inaccurate, violent,
abusive, profane orsexually oriented material. Users must not use obscene,
profane, lewd, vulgar, rude or threatening language. Users must not
knowingly or recklessly post or disseminate false information about any
persons, students, staff or any other organization.
Use a photograph, image, video, including-live streaming, or likeness of
any student, administrator, employee or volunteer without express
permission of that individual and of the principal.
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•
•
•

•
•
•
•
•

•
•
•

Create any site, post any photo, image or video of another individual
except with expresspermission of that individual and the principal.
Attempt to circumvent system security, blocked sites or to bypass software
protections.
Deliberately visit a site known for unacceptable material or any material that
is not in support of educational objectives. Students must not access social
networking sites or gaming sites, except for educational purposes under
teacher supervision.
Violate license agreements, copy disks, CD-ROMs, or other protected media.
Use technology for any illegal activity. Use of the Internet for commercial
gains or profits is not allowed from an educational site.
Breach confidentiality obligations of school or school employees
Harm the goodwill and reputation of the school or system in the community
Transmit any material in violation of any local, federal and state laws. This
includes, but is not limited to: copyrighted material, licensed material and
threatening or obscene material.
Attempt to modify software and/or hardware configurations on a school
issued device without proper permission and direction.
Load personal software onto a school device or school issued device without
proper permission ordirection.
Attempt to remove covers or protective shells to make repairs to hardware.

Reporting: Users must immediately report any damage or change to the school’s
hardware/software that is noticed by the user.
Administrative Rights: The school has the right to monitor both student and
employee use of school computers and computer accessed content. Due to the
evolving nature of technology, the Archdiocese of Philadelphia, Office of
Catholic Education reserves the right to amend or supplement this policy at any
time without notice.

Personal Use of Social Media
This section of the policy refers to the personal use of social media sites such as, but
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not limited to: Facebook, Twitter, YouTube, Instagram, Tumbler, Ask.fm,
Snapchat, Vine, and TikTok.
Teachers and students may not mention members of the school community on social
media without their consent unless the subject is of public concern and the speech
falls under applicable constitutional protections.
“Friending” or “Following” of current students by teachers is forbidden on a teacher’s
personal social media site. Teachers should also not ‘friend’ former students unless and
until such student has attained the age of majority. Personal and professional posts must
use appropriately respectful speech, and refrain from harassing, defamatory, abusive,
discriminatory, threatening or other inappropriate communications. Teachers are
encouraged to have professional social media accounts and parents are encouraged to
follow those for announcements and resources. Teachers are to inform local
administrators as to any class utilizing social media, which should be for educational
purposes only.
Policy Violations
Inappropriate use in contradiction to the above rules will be addressed by the
administration of the school. Violation of these rules may result in any or all of
the following:
• Loss of use of the school network, computers and software, including
Internet access. The student will be expected to complete work on a nonnetworked, stand-alone computer system.
• Issuance of demerits/detentions, if applicable.
• Disciplinary action including, but not limited to, dismissal and/or legal action
by the school, civilauthorities, or other involved parties
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Saint Ephrem School Policies:
Violation of the above rules will be dealt with by the
administration of the school. Violation of these rules may
result in any or all of the following:
● Temporary or Permanent Loss of use of the school
network, computers and software, including Internet
access.
● Disciplinary action, depending on the severity of the
incident, will be applied by the Principal in consultation
with the Pastor and the Archdiocesean Asst.
Superintendent for Bucks County.

Saint Ephrem School students or parents are not
permitted to post any pictures of school events in nonschool publications or media without the expressed
written consent of the school principal.
Electronic Equipment
Cellular telephones, beepers, pagers, handheld
electronic games, personal CD players, iPods, mp3
players, and other items that, in the view of the school, may
be distracting or disruptive to the learning environment are
not permitted for use in the school or on school property
unless otherwise indicated by school personnel.
Since photo release forms are required before taking
pictures of students, students are prohibited from using a
camera, cell phone, or any other picture taking device to
photograph any other student.

 This will be considered a serious breach of the
Discipline Code and will have major consequences
for the student(s).
 If a phone or electronic device is off and not visible
during the school day, there are no consequences.
 HOWEVER, the school encourages each student
to place their phone in a safe and secure place
during the school day, under the direction of
the homeroom teacher.
 However, once a device is heard or seen, it may/will
be given to the principal or teacher and held until a
conversation has taken place with a
parent/guardian.

Care of School Property
Students are to carry their books to and from school in a
suitable and WATERPROOF book bag. Bags on wheels are
NOT permitted for space as well as safety issues.
All books must be covered. All covers are to be neat and
clean and free from inappropriate material. Books, copybooks,
and material are to be properly identified with a student's
name.
The student and parents/guardians must pay in full for
lost or damaged books. A charge will be made at the current
rate to replace the book.
Students are expected to take care of their personal
belongings, their books, and their clothing. They are also
asked to help care for the school buildings and adjoining

property. Any malicious damage to school property will
necessitate compensation.

TELEPHONE - SCHOOL OFFICE
The telephone in the school office is for business only. A
student may use the phone only in the case of an emergency
with the permission of the principal. Permission will not be
given to a student to call home for forgotten
lunches, supplies, or to communicate social plans. Please do
not request that a student phone home during or after school
for any reason.
If a student is detained at school for any reason
without prior notification, permission will be granted to use the
phone. Urgent messages for students will be relayed to them
from the school office. During class time, neither student nor
teacher may be called to the phone.

Emergency messages can be given to the school
secretary when necessary and they will be given to
the appropriate teacher. Please note that if the call
comes in too late for delivery, the school can not
take responsibility if undeliverable.

TRANSFER OF STUDENTS
If a student is transferring to another school, parents
are requested to communicate this to the principal to obtain the
official transfer form. The student will be given a transfer
slip on his/her last day of school. School records will be
forwarded to the student's new school upon request from
that school and full payment of tuition.

VOLUNTEERS
The assistance of parent volunteers is greatly
appreciated and encouraged.
We recognize the invaluable assistance given by our
students’ families, which helps in building a strong learning
community.
All volunteers must have their clearances on file and
up to date. A volunteer may not work in school until this
diocesan and state mandate is honored.
Please call Mrs. Rose at the Main Office and inquire
either about your status or what you need to volunteer.
Volunteers can assist in some of the following ways:
Fund Raisers
Office Aides
Hot Lunch Days
Library
Volunteers must renew three clearances every
five (5) years. These include:
a. Fingerprint Background Check unless you have
been a PA resident for ten or more years. If a
longtime resident, you must sign Disclosure
Statement which the school will provide.
b. PA State Police Criminal Background Check
c. PA Child Abuse Check

Please note: For any volunteer having REGULAR (weekly
or more frequent) contact with children, you will also need
to participate in a “Safe Environment” class as provided
by the Archdiocese.
d. You will also have to complete an online training.

WE LOVE OUR VOLUNTEERS SO…please inquire!

Parent Committees
Home and School Organization
The Home and School plays an important role in bringing
parents and families together. By attending meetings
throughout the year, parents keep informed about upcoming
events and ways to support the school.
In addition to the “social capital”, the school’s budget is
supported by the raising of funds through the various activities
and events of the organization.
Youth Group Committee
This committee works to foster continuing connections
among our young men and women in grades six through eight
and to encourage a lived faith outside of the school day. They
conduct seasonal activities, youth dances, and fun activities for
middle school students.
CYO
Our parish offers many opportunities for our students of
all ages and interests. Further information will be posted on
the school website when authorized by the Archdiocese of
Philadelphia.

Special Addendums for Year Two of Covid
Monitoring Health – It is extremely vital and the responsibility for every
family/parent and guardian to daily monitor the health of every child before
he/she leaves the house for school.
 Every day, parents/guardians are expected to screen their child/children
for symptoms before they come to school. This should be done, at the
least, one hour before arriving at school.
 It is most important that a child not be given Tylenol and sent to school
during this period of the pandemic. Medicated symptoms will help no
one.
Here is a checklist for your use on a daily basis:
 temperature 100.4 or higher
 cough
 muscle or body aches
 headaches
 loss of taste or smell
 shortness of breath/fast breathing
 shaking and chills
***The Delta Variant may present with cold-like symptoms.***
The staff, in consultation with the Nursing Department, will be monitoring the
health of the students when and where needed or required. The school will
follow the guidelines of the Bucks County Department of Health.
PLEASE NOTE:
It is vitally essential that contact information and phone numbers on
the Emergency Cards be kept up to date. Any changes made after the return
of the cards in September MUST be shared with the Main Office
Staff…immediately upon any change.
Finally, and to repeat, the first line of defense is YOUR HOME; we are
totally dependent on every family to monitor the health of every child before
he/she leaves their home on a daily basis. With this in place, each family is
doing their best to protect EVERY FAMILY who are members of SES!
The GOAL of Saint Ephrem School, the Archdiocese of Philadelphia, and

of the Department of Health in Bucks County is to have and keep students in
school this year!
We were blessed to complete last school year safely because of the
joint cooperation of our parents, all the efforts of our staff, and in particular,
because of the guidance we received from and through the Bucks County
Health Department. Therefore, our confidence level is high that we can have
a healthy and happy school year by working in tandem with each other and
following the science throughout the entire year.
The rule of thumb for this school year, like ALL years, is that “healthy
kids come to school; sick kids stay home.” That is exactly what our parents
did last year and that is exactly why our confidence level is high that we can
have a healthy and safe year ahead!
Our plan for the 2021-2022 school year is a fluid document that will
take into consideration emerging guidance and utilizing current data
surrounding the impact of the virus at the local level to inform subsequent
decisions.
Here is our Health and Safety Plan and the protocols we will follow at
SES:
 The Covid-19 pandemic continues to be a fluid situation.

To begin the
school year, the Office of Catholic Education has mandated masks
OR face shields for students, faculty, staff, and visitors for all schools in
the Archdiocese of Philadelphia.

 Please take special note of the following protocols which will be put
into place at Saint Ephrem School:


At the discretion of the administration, mask breaks may
be permitted for a limited time while students are
working independently, seated at their desks, and
maintaining the required social distance.



When not sitting at their desks and working
independently, students are required to wear their
masks in their classrooms.



Masks are mandatory when traveling in the hallway, on
the bus, and moving around in classrooms, per CDC
and BHD guidelines.



Masks are not required during PE class, morning

recess, and during the lunch period (inside and
outside).



The masking requirement will continue to be reviewed in
consideration of the safety and protection of students,
faculty, and staff.

PLEASE NOTE that it is the right of any individual
student/family to wear a mask or face shield for the entire day.
The above protocols are OPTIONAL.
 Throughout the year, every child is welcome to wear a mask at any/all
time regardless of current conditions.
 We will offer in-person instruction to our students throughout the year.
When or if a student is absent, the work missed will be uploaded, posted
on Google Classroom.
 The following text books are accessible online this year: English, Math,
Reader (in grades K-6). Religion should be available in the very near
future.
 We will not provide virtual instruction.
 We will continue thorough cleaning of common areas on a daily basis.
 Water fountains will continue to be disconnected so students are
encouraged to bring water bottles from home. We hope to have water
filling stations in place sometime during this school year.
 General hand hygiene will be practiced throughout the day.
 Classroom configurations will promote learning and distancing of at least
three feet or more where feasible will be incorporated.
 Gym classes will continue to be held outside, weather permitting.
Unless requested by the family, students will not be required to wear
masks during classes – inside and outside. This applies to lunchtime
recess, as well.
 All playground equipment will be sanitized daily.
 We expect and depend on daily health monitoring of children by the
family. In addition, we will continue to record temperatures upon a

child’s arrival at school.
 Quarantine Procedures
 A child or staff member exhibiting symptoms of Covid-19 must
quarantine for a minimum of five days and then be tested for
everyone’s safety.
 If the test comes back NEGATIVE, the person may return
after seven (7) days. Verification of the test date and
results must be provided to the school in order to return.
 If no test is administered, the person may not return until
Day 11, with no fever for the previous 24 hours.
 If the test comes back POSITIVE, the person may return
after ten days from the onset of symptoms and fever free
for 24 hours without medication. Verification of the test
date AND results must be provided to the school in order
to return.
 The child should remain at home if symptoms are severe or if
mask-wearing is not possible.
*****Throughout the year, the safest and wisest course of action is to
wear a face mask, and one that fits snugly around the nose and mouth,
when a child is not feeling well on any given day. It will never hurt to
err on the side of caution.*****
 The bottom line for a family should be that either a child stays home
if not feeling well enough for school. Of course, a temperature
above 100 demands a child’s absence until fever free, without any
medications, for at least 24 hours.
Ongoing and regular communication/consultation will continue with
the Bucks County Health Department throughout the year.

Saint Ephrem Catholic Elementary School
School Year 2021-2022
MEMORANDUM OF UNDERSTANDING
Every Catholic school student has a right to be treated as a child of God, with
the love and respect that implies, regardless of family circumstances. In like
manner, the believing community has the right to and education guided by
Catholic teaching and identity, unimpeded by pressures contrary to Church
teaching.
As parent/guardian of a student in a Catholic school, I understand, affirm, and
support the following:
1. The primary purpose of a Catholic school education is two-fold: to strengthen the
Catholic community in its faith, and to form students in the teachings of Jesus
Christ and the Catholic Church.
2. Catholic schools are distinctive religious education institutions guided by the
teachings of the Catholic Church. They are not simply private schools offering a
positive moral code. Rather, they exist to advance the faith mission of the
Catholic parish who sponsors the school.
3. While Catholic education places a high value on academic excellence and
extracurricular achievement, its fundamental priority is fidelity to Catholic
teaching and identity.
4. Attending a Catholic school is a privilege, not a right. The school and its
administration have the responsibility to ensure that Catholic teaching and moral
integrity permeate every facet of the school’s life and activity and that the school
is able to function as a community of faith.
5. In all questions that involve Catholic teaching, morals, and Church law, the final
determination rests with the Archbishop.

 As a parent/guardian desiring to enroll my child in a
Catholic school, I accept this memorandum of
understanding.
 I pledge support for the Catholic identity and mission
of this school and by enrolling my child I commit
myself to uphold all principles and policies that
govern this Catholic School.

Student Release, Waiver of Liability, and Indemnity
Archdiocese of Philadelphia
Saint Ephrem School, Bensalem
Attendance at Saint Ephrem School and participation in activities that are sponsored and/or supervised
by, or taking place SES may present certain risks of injury or illness (including from Covid-19 or
other communicable diseases) that could result in sickness or loss of school time. In extreme cases,
there may be more dire consequences, depending on the health of each family member.
Parents/guardians enrolling their child or children in SES acknowledge such risks and voluntarily
assume those risks or other unknown risks, and accept that the School, the Archbishop of
Philadelphia, and the Archdiocese of Philadelphia have no obligation to provide any insurance or
other financial assistance for the costs of any injury, illness, loss of or damage to property resulting,
directly or indirectly, from the School Activities, and expressly waive any claim for such
compensation.
Acknowledgments. Parents/guardians agree that they: (1) consent to their child’s participation in
School Activities; (2) understand the nature of the School Activities; and (3) their child is qualified,
in good health, and in proper physical condition to participate in the School Activities.
Medical Treatment. In the event of a medical emergency, parents/guardians consent for their child to
receive necessary medical treatment until the emergency contact person(s)on file with the School
can be notified and that they are responsible for the payment of any such treatment.
Waiver and Release. By acknowledgement and acceptance of this Handbook, parents/guardians, on
behalf of themselves and their child/children, release, waive, discharge from, and agree not to sue
the School, the Archbishop of Philadelphia, and the Archdiocese of Philadelphia and their
respective affiliates, successors, and representatives (collectively “Released Parties”) for any and all
claims, costs, liability, or damages of any injury, illness, loss of property resulting, directly or
indirectly, from the School Activities, except if caused by the gross negligence or intentional
misconduct of any of the Released Parties which shall not be imputed to the other Released Parties.
Indemnity. Parents/guardians will indemnify, save, and hold harmless each of the Released Parties
from any litigation expenses, attorney fees, loss, liability, damage, judgment or cost which may be
incurred as the result of any claims by others against the Released Parties on behalf of the
parents/guardians or their child/children.

Saint Ephrem School reserves the right at any time to
amend or add to the policies, rules, and regulations
contained in this handbook. Such changes apply to all
students enrolled in the school and their families.
Families will be notified of any change via emails.
May the Lord bless each and every family of SES!

FAMILY HANDBOOK ENROLLMENT AGREEMENT
2021-2022
Dear Parent(s)/Guardians,
Please check off each statement and fill in a separate sheet for each child in your
family. Your signature confirms your compliance with the policies and procedures of
Saint Ephrem School. Thank you for your prompt response in returning one form for each child in
your family!
________

1. I [We] understand that enrollment of a student at Saint Ephrem School is built on
a partnership between parents and the school. To that end, we agree to abide by
the policies and procedures of the school.

________

2. I [We] have read the Family Handbook and will work with the school staff to insure a
successful school year.

________

3. I [We] will do our best to honor the request not to take vacations during the
school year or trips to states that are designated “hot spots” for Covid 19.

_______

4. I [We] have read and will honor the “Acceptable Use Policy” for computeruse
and understand the consequences of non-compliance.

________

5. I [We] have read the Dress Code and Gym Uniform Code and will comply with the
directives.

________

6. I [We] have read and will honor the “Memorandum of Understanding”, a document from
the Office of Catholic Education.

________

7. I [We] have read and agree to abide by the Saint Ephrem Tuition Policy. I understand that
I am responsible to make monthly payments on time and that if I fail to comply with any of
my obligations, enrollment of my child will be jeopardized if not terminated.

________

8. I [We] give permission for my child’s picture to be used for school events, on the website,
and on the school Facebook page.

________

9. I [We] hereby request the loan of textbooks, instructional materials and equipment in
accordance with the Pennsylvania Public School Code of 1949 for my child(ren) attending
Saint Ephrem School.

________

10. I [We] have read the Student Release Form of the Archdiocese and fully understand its
terms. By accepting this document, I understand that I freely and voluntarily release the
Archdiocese of any liability connected with a school activity or loss of school time.

N.B. The school reserves the right to amend the Handbook during the school year and will inform families of
such immediately.
Thank you for signing one sheet for each child and returning it to school as soon as possible!
We appreciate your cooperation!

REQUIRED SIGNATURES of Parent(s)/Guardians:

____________________________________

Student: ________________________________________

Grade: _____________________

