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San Juan Diego Catholic High School 
“The School That Works!” 
800 Herndon Lane 
Austin, Texas  78704 
�

Phone:   (512) 804-1935 
Fax:   (512) 804-1937 
Website:   www.sjdchs.org  
�

Accredited by the Texas Catholic Conference Education Department 
Recognized by the State of Texas 
A Member of the National Catholic Education Association (NCEA) 
A Member of the Texas Association of Private and Parochial Schools (TAPPS) 
�
�

Mission 
�

San Juan Diego Catholic High School provides highly motivated students the opportunity to earn a 
Catholic, college preparatory education enriched by participation in a corporate work study program. 
 
Philosophy 

 

As a community of faith, we believe that a Catholic, college preparatory education, combined with a 
corporate work study program, creates spiritual, intellectual, and professional growth for the students we 
serve.  We provide a Catholic education that transcends economic barriers and is accessible to all.  We 
believe that each of our students is a unique gift from God, with the potential to be transformed and to 
transform others.  We value our students, their families, and the rich culture that they bring to our school 
community.  We are committed to shaping the young hearts and minds of our future leaders.  
 
Goals for Graduates 

 

· Embody a spirit of Christian love and service. · Demonstrate respect for self and community.  · Engage 
confidently with the corporate world.  · Pursue intellectual potential beyond high school.  · Exhibit 
informed ethical decision-making skills. 
 
Professional Characteristics of Faculty and Staff 

 

· Live and work in accordance with Gospel values.  · Sustain a culture which leads students to become 
committed persons of faith, outstanding citizens, and lifelong learners.  · Cultivate an atmosphere of mutual 
respect and cooperation among the SJDCHS community.  · Provide students with a faith-filled, challenging 
learning environment that integrates academic excellence with corporate professionalism.  · Achieve 
excellence in education through continuing professional development and pursuit of best practice to 
improve student learning outcomes.  · Build community by participating in prayer, liturgy, service and 
extracurricular activities. 
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An Overview of San Juan Diego Catholic High School 
�

San Juan Diego Catholic High School is a co-educational, college-preparatory school for students who 
wish to prepare themselves well for postsecondary college and career success.  Sponsored by the Roman 
Catholic Diocese of Austin, San Juan Diego Catholic High School was the second school in the nation to 
replicate the innovative Corporate Internship Program of Cristo Rey Jesuit High School in Chicago, 
Illinois.  All students of San Juan Diego Catholic High School participate in the school’s Corporate Work 
Study Program, in which they perform real work and gain on-the-job experience at entry-level positions in 
the corporate world, while earning part of the tuition for their college-preparatory education.  In this way, 
the students of San Juan Diego learn from the best companies in Austin, including Dell, Seton Family of 
Hospitals and a number of law firms, insurance offices, and financial and educational institutions, while 
they study in an accredited and affordable college-preparatory school.  For this reason, San Juan Diego is 
known as “The School That Works!”�
�
�

School Mascot 
 

The Saints 
�
�

School Colors 
 

Black & Silver 
�
�
�
�

Non-Discrimination Policy 
 

San Juan Diego Catholic High School does not unlawfully discriminate on the basis of gender, race, color, 
or national or ethnic origin in its admission process, faculty and staff hiring practices, educational policies, 
scholarships, athletics, or other school-administered programs.  San Juan Diego complies with all 
applicable state and federal laws on discrimination, though the law allows the school to show preference in 
the admission of Catholic students and in the hiring of Catholic teachers. 
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The Student/Parent Handbook 
 

All students and their parents/guardians receive a copy of this Student/Parent Handbook before the 
beginning of the academic year.  This document expresses the mutual expectations which students and 
their parents/guardians can have for the school, and which the school’s faculty, staff and administration 
have for students and their parents/guardians.  By signing and returning the Statement of Agreement found 
at the conclusion of this document, students and their parents/guardians express their commitment to abide 
by all the policies and procedures contained in this handbook.   

Parents/Guardians are required to volunteer 10 hours of service to SJDCHS or pay $100.00.  The Parent 
Association will monitor parent/guardian volunteer service hours. 

San Juan Diego Catholic High School reserves the right to change or alter any of the rules, policies or 
procedures contained in this handbook at any time, with advance written notification provided to all 
students and their parents/guardians.  Requests for clarification of any part of this handbook should be 
addressed to the appropriate administrator. 
 

Continued enrollment at San Juan Diego Catholic High School may be denied to students when they 
and/or their parents/guardians fail to follow school policies and procedures, when they fail to cooperate 
with faculty, staff or administration, or when they interfere in matters of school administration or 
discipline such that the school’s ability to serve any student is affected. 
 
Hours of Operation 
 

Regular school hours are from 7:45 a.m. to 4:15 p.m.  San Juan Diego Catholic High School is not 
responsible for students who arrive on campus one-half hour before the advisory period begins or who 
remain on campus one-half hour after their last class, except in conjunction with a school-sponsored 
activity.   
 

During regular weekdays of the academic year, the office of San Juan Diego Catholic High School is open 
from 7:15 a.m. to 5:00 p.m.  For after-hour emergencies, the Principal may be contacted: 
 
 Mrs. Pam Jupe, Principal       (512) 775-5573 
 Mr. Tony Bonilla, Director of Corporate Work Study Program   (512) 779-6693 
 Mrs. Laura MacLean, Dean of Academics               1-(248) 854-3812 
 Mr. John Chacón, Transportation & Athletic Director    (512) 417-2304 
 
School Closing or Delay in Opening 
 

San Juan Diego Catholic High School follows the Austin Independent School District (AISD) with respect 
to temporary closure due to emergency or inclement weather.  If the schools of the AISD close due to 
inclement weather, San Juan Diego will also close.  If AISD schools are delayed, San Juan Diego will also 
be delayed an equal amount of time, and all students will report to the school one or two hours later than 
usual, according to the announcement.  In the case of delay, morning transportation to the school will be 
delayed an equal number of hours, according to the announcement. 
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Campus Security 
 

To ensure campus security, SJDCHS maintains a closed campus.  All visitors (including parents and 
guardians) are required to sign in at the office upon entering school grounds.  For primarily social visits, 
students must obtain prior permission from Administration and these social visits may be denied.  School 
personnel will contact local law enforcement officials to remove unauthorized individuals from the 
campus.  The presence of anyone loitering on or near school grounds should be immediately reported to 
the school office. 
 

Students are not permitted to leave campus at any time between 7:45 a.m. and 4:15 p.m. without first 
receiving parental permission and checking out at the school office.  Students are not permitted to loiter in 
the parking lot or near parish buildings at any time.  
 

Rights and Responsibilities 
 

All members of the San Juan Diego community possess certain rights and responsibilities: 

1. As members of the San Juan Diego community, we have the right to be free from physical harm, 
or from the fear of physical harm, while on school property.  We have the responsibility to be 
aware of building security, addressing all forms of intimidation and violence in positive ways.  
Therefore, as a school community, we will NOT tolerate threats, fights, intimidation, gang 
involvement, or the use and/or distribution of illegal substances. 

2. We have the right to our emotions.  We also have the responsibility to express our emotions in 
appropriate and constructive ways.  Therefore, as a school community, we will NOT tolerate 
verbal, physical or sexual abuse, inappropriate language or physical contact, inappropriate public 
displays of affection, or demeaning gestures such as whistling. 

3. We have the right to our opinions, ideas and learning perspectives.  We have the responsibility to 
be honest, to express ourselves as clearly as possible, and to actively listen to the views of others.  
Therefore, as a school community, we will NOT tolerate verbal harassment or ridicule. 

4. We have the right to our own beliefs and spirituality.  We also have the responsibility to be 
tolerant and respectful of the beliefs of others, and to participate in all religious activities of our 
school community.  Therefore, as a school community, we will NOT tolerate beliefs and 
practices that compromise the human dignity of others.  

5. We have the right to a challenging learning environment which will allow us to realize our 
academic potential.  We have the responsibility to arrive on time and prepared for each class, to 
fulfill the academic expectations for these classes, and to protect each person’s right to this 
learning environment.  Therefore, as a school community, we will NOT tolerate tardiness, lack of 
preparation for class, excessive absences, or unmet academic expectations.   

6. We have the right to a clean and aesthetic learning environment.  We also have the personal 
responsibility to contribute to the cleanliness and beauty of the school environment.  Therefore, 
as a school community, we will NOT tolerate spitting, gum-chewing, littering, eating or drinking 
outside of designated areas, the defacing of school property, or the use of tobacco products on 
campus or at school events. 

�
 �
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The academic and corporate work study programs of San Juan Diego Catholic High School provide 
students the opportunity to grow academically, socially, professionally and spiritually.  Students are 
expected to treat their academic work and their work study internship with seriousness, professionalism, 
dedication and honesty. 

 

���,�.(��
��(�(�$ �

 

Graduation Requirements.  Each student of San Juan Diego Catholic High School must fulfill all 
requirements in order to receive his/her diploma.  A student who has failed and who has not fulfilled his or 
her credit requirements will not receive his/her diploma until such requirements are met.  Students with 
outstanding financial obligations; who have not returned books, athletic uniforms, and other school 
property; who need to fulfill work study days or detentions; or who have not fulfilled attendance, retreat 
and/or service expectations or other requirements, will not receive a diploma until all such requirements 
are met.  Failure to meet any of the above requirements may preclude a student from participating in 
commencement exercises.  Additionally, any student who presents disciplinary challenges at the 
conclusion of his/her senior year may be prohibited from participating in commencement exercises.  If a 
student does not complete all graduation requirements before the first day of the academic year following 
his/her senior year, s/he will no longer be eligible to receive a diploma from San Juan Diego Catholic High 
School and will have to pursue an alternate path toward obtaining a high school diploma or its equivalent. 
 

Academic Requirements.  All students of San Juan Diego Catholic High School are expected to meet the 
requirements for receiving the Advanced Diploma of the Texas Catholic Conference Education 
Department.  These requirements include:  
 

 English & Language Arts 4 credits 
 Mathematics 4 credits 
 Science 4 credits 
 Social Studies 3 ½ credits 
 Economics (FES) ½ credit 
 Theology 4 credits† 
 Spanish 3 credits 
 P.E./Health 2 credits 
 Corporate Work Study Program 2 credits† 
 Fine Arts 1 credit 
 Technology Applications 1 credit 
 Communication Applications ½ credit 
 Senior Seminar ½ credit 
 TOTAL 30 credits 
 
 

† Transfer students are required to earn one credit of theology and one-half credit in the 
Corporate Work Study Program for each year of attendance at San Juan Diego. 

  

Ordinarily, all credits for a particular year must be earned or made up during the following summer in 
order for a student to continue attending San Juan Diego Catholic High School. 
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All incoming students are placed in beginning-level, college-preparatory classes.  Exceptions are made only 
in the case of students who have previously demonstrated their academic ability by achieving a grade of 85 
or greater in the subject area at their previous school, as well as scoring an 85 or greater on the SJDCHS 
placement test.  Students transferring from non-accredited schools will have their previous work and grades 
assessed by a faculty committee. 
 

In the Classroom.  In class, students are expected to be active, cooperative learners who listen attentively, 
are engaged in asking and answering questions, and assist the teachers in establishing an orderly, active 
learning environment. 
 

Every student at San Juan Diego Catholic High School has the right to a good education.  For this reason, 
all behavior in the school should help establish and maintain an environment which fosters maximum 
learning and mutual respect.  Students are expected to be respectful of the learning process and to take 
responsibility for their own learning.   
 

Appropriate behavior in the classroom is detailed in this handbook, in the section entitled, “Disciplinary 
Expectations and Procedures.” 
 

Outside the Classroom.  All students are expected to dedicate sufficient time to studying.  This time 
might be spent reviewing material from previous classes or preparing assignments for future classes. 
 

Resources for Study.  Students are encouraged to take advantage of a number of resources for study, 
including, but not limited to, teachers, tutors, study hall, the school library and local libraries. 
 

Homework & Written Assignments.  Certain policies govern the submission of homework and written 
assignments, as follows: 

a. All homework and written assignments should be legible, neat, clean, and done to the best of the 
student’s ability.  Individual teachers may have other policies governing homework, including 
the expectation that all spelling errors or other mistakes in assignments be corrected. 

b. Each student is expected to record all homework and assignments in this, or a similar, planner.  

c. If a student is absent for whatever reason, he or she must submit any late and/or make-up work to 
his or her teachers within three class meetings after the original due date. 

d. Doing homework is not an option.  Homework is to be handed in on time.  Any student who fails 
to turn in his/her homework at the beginning of any class will be required to stay after school on 
that same day to complete the assignment as part of the ZAP (Zeroes Aren’t Permitted) Program.   
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Grading System.  Grades are assigned by each teacher based on the criteria outlined in his/her course 
expectation sheet, which is shared with students at the beginning of each course.  San Juan Diego Catholic 
High School uses the following scale in determining grades: 
 
Grade Letter Point  Grade Letter Point  Grade Letter Point 

100 A 4.0  89 B 2.9  79 C 1.9 
99 A 3.9  88 B 2.8  78 C 1.8 
98 A 3.8  87 B 2.7  77 C 1.7 
97 A 3.7  86 B 2.6  76 C 1.6 
96 A 3.6  85 B 2.5  75 C 1.5 
95 A 3.5  84 B 2.4  74 D 1.4 
94 A 3.4  83 B 2.3  73 D 1.3 
93 A 3.3  82 B 2.2  72 D 1.2 
92 A 3.2  81 B 2.1  71 D 1.1 
91 A 3.1  80 B 2.0  70 D 1.0 
90 A 3.0      69 or below  F  

 

A student who fails to complete necessary coursework will receive a grade of I, or Incomplete.  Failure to 
complete the necessary work within the specified time will result in a failing grade for the quarter.   
 

Grade Point Average (GPA).  The grade point average of each student is calculated on a semester basis 
from the grades for all courses in which a student receives credit toward graduation. 
  

Report Cards.  Report cards will be distributed to parents/guardians every nine weeks.  At the end of the 
first and third quarters, report cards will be distributed during parent-teacher conferences.  At the end of the 
second and fourth quarters, report cards will be picked up by parents.  Parents are encouraged to contact the 
school office if, for whatever reason, they have not received such communication from the school. 
 

The primary means used to communicate student progress to parents/guardians include report cards, 
students’ daily work, and tests.  Progress reports for all students will be available for pick up by 
parents/guardians midway through each quarter.  
 

Class Rank.  For college admissions purposes in the state of Texas, San Juan Diego Catholic High School 
reports only the rank of the top 10% of the senior class. 
 

Valedictorian and Salutatorian.  The valedictorian and salutatorian of the graduating class are the two 
seniors with the highest and second-highest cumulative grade-point averages respectively at the conclusion 
of their senior year.  A transfer student must have completed a minimum of two academic years at San 
Juan Diego Catholic High School in order to qualify as the valedictorian or salutatorian of his/her class.  In 
the event of a tie, grades will be taken to four decimal places and academic rigor will be considered. 

 

Graduation Honors.  To graduate with high honors, a student must complete his/her studies with a 95 or 
above grade point average.  To graduate with honors, a student must complete his/her studies with a 90-94 
grade point average. 
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Honor Roll.  San Juan Diego Catholic High School acknowledges academic excellence on a quarterly 
basis.  To be recognized as a member of the A Honor Roll, a student must earn a 90 or above in all classes, 
including the Corporate Work Study Program.  To be recognized as a member of the A/B Honor Roll, a 
student must earn a grade of 80 or above in all classes, including the Corporate Work Study Program.   
 

Advanced Placement Courses.  San Juan Diego offers a variety of Advanced Placement (AP) courses.  
An Advanced Placement Agreement is given to each student who wishes to participate in an AP course.  
The agreement, which outlines the expectations and school policies regarding AP courses, must be signed 
by the student and at least one parent.  Any student who participates in an Advanced Placement course is 
expected to take the appropriate AP exam while enrolled in the course.  Passing this exam enables him or 
her to receive college credit and/or test out of various college or university courses, depending on the 
postsecondary institution in which he or she enrolls.  Any student in an Advanced Placement course who, 
due to a lack of mastery of the course material, wishes to be excused from taking the AP exam as part of 
the course, must receive the written permission of his/her instructor and of the Principal or his or her 
designee by March 15 of the year in which the student would otherwise take the exam.  Fundraising 
activities for the AP exam will be credited to the student’s tuition account.  
 

PSAT and PLAN Testing.  Because San Juan Diego is committed to providing students the opportunity to 
prepare for and take the standardized tests required for admission to colleges and universities, the school 
community will administer and pay for the PSAT for all sophomores and juniors, and the PLAN test is for 
sophomores. 
 

SAT/ACT Testing.  Because San Juan Diego Catholic High School is a college-preparatory school, all 
students are expected to take the SAT or ACT at least once before the first day of classes of their senior 
year.  San Juan Diego Catholic High School reimburses all students for the fee of their first SAT or ACT 
testing and assists qualifying students in applying for free/reduced testing. 
   
Credit by Examination.  Students wishing to recover credit by examination may do so through the 
Continuing Education Department of the University of Texas or the Extended Studies Department of Texas 
Tech University.  Students may only recover credits for classes in which they have received prior 
instruction.  Such exams may be administered at San Juan Diego or at the Distance Education Center of the 
University of Texas at Austin.  The student will be responsible for the cost and arrangements for such 
examinations.  Students who were previously home-schooled, or who attended unaccredited schools, are 
assumed to be enrolling at San Juan Diego as freshmen unless they receive credit through the above tests or 
are able to pass the final examination for a course at San Juan Diego. 
 

Co-enrollment.  Any student may simultaneously enroll at San Juan Diego Catholic High School and an 
institution of postsecondary studies (e.g., ACC Early College Start, etc.).  In order to qualify for co-
enrollment during the academic year, a student must meet the following requirements: 

1. Be a junior or senior with a GPA of 85 and a grade of at least 85 in all present courses at San Juan 
Diego. 

2. Have parental permission and be recommended to that institution by the Principal and/or his or 
her designee. 

3. Satisfy all admissions requirements, including testing for the other institution and meeting with a 
counselor or advisor at that institution prior to enrolling in classes. 

 
Interested students must meet with the college counselor at San Juan Diego Catholic High School to 
process the required paperwork. 
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A list of dual-credit classes presently available to the students of San Juan Diego Catholic High School can 
be found at www.austincc.edu/ecs/dual_credit. 
 

Field Trips.  An important part of the educational process is taking advantage of learning opportunities in 
the community through field trips.  Field trips are curriculum-related and are well-planned in advance by 
teachers, with the approval of the Principal and/or her designee.  In order to participate in a field trip, a 
student must return to the school a permission slip signed by his/her parents or guardians. 
 

Field trips are privileges afforded to students, and no student has an absolute right to a field trip.  Students 
may be denied participation in field trips if they fail to meet academic or behavioral requirements.  Such 
students will remain on campus and complete assigned material.  
 

At times, parents/guardians may be asked to transport students, or to accompany students as chaperones.  
Volunteers for this service must observe the following: 

1. Copies of current liability insurance and driver’s license must be provided to the school. 
2. Volunteers must have on file in the school office a copy of the certificate verifying that they have 

completed the diocesan ethics and integrity training. 
3. There must be a seat belt for each person in the vehicle. 
4. Non-students may not accompany the volunteers. 
5. Volunteers must follow the directions of the staff person responsible for the trip. 

 

College Visits.  Students wishing to visit college campuses are allowed three excused absences during 
senior year and one excused absence during junior year.  Students must have a “College Visit Permission 
Slip” signed by a parent/guardian and the teachers whose classes will be missed.  The completed form must 
be submitted to the College Counselor at least three days before the scheduled visit.  Following the visit, 
the student must provide documentation from the college, verifying his/her visit to the college campus.  
Absences due to college visits will be considered unexcused if the student fails to follow the procedures 
outlined above.  Students with excessive absences and/or on academic probation may be ineligible to 
participate in college visits during the school day. 

 

Tutorials.  Students requiring tutoring in any subject should discuss the need with the appropriate teacher, 
working out an arrangement for additional help on campus.  If a teacher determines that a particular student 
requires additional help from a tutor, the student will be expected to attend at designated tutoring times.  
Any student with a 72 or below in any class will also be assigned to mandatory tutorials for the remainder 
of the semester. 

 

Absences.  Because of the importance of class time instruction, no student may be absent (excused or 
unexcused) from any class for more than five times per semester.  All absences exceeding five per course 
per semester must be made up before credit for the course is awarded to the student.  Absence from class is 
defined as not being in attendance for at least half the class period, regardless of whether the absence is 
excused or unexcused.  The Principal and/or her designee will determine the manner in which absences 
from class will be made up.  Any student who fails to communicate with the school office during five 
consecutive unexcused absences will be considered as having dropped out of the school and the appropriate 
notation will be made in his/her cumulative record.  Parents/guardians are reminded of their duty under 
Texas state law to monitor the school attendance of their children.  According to state law, 
parents/guardians are subject to prosecution for failing to require a child to attend school if that child is 
absent from class without consent for three or more days within a four-week period, or for ten or more days 
within a six-month period.  
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Tardies.  Out of respect for their instructors, all students of San Juan Diego Catholic High School arrive to 
each class on time, unless they are carrying a note from a member of faculty, staff or administration.  
Students with unexcused tardies will be referred to the Dean of Discipline, and will be expected to stay 
after school either on the same day as, or on the day following, the tardy.  No student will be admitted to 
his/her first-period classroom after 7:45 a.m. without first reporting directly to the Dean of Discipline, who 
will issue to him/her a pass to be admitted to class.  For a tardy to be excused, the student must submit 
upon arriving at the school a written note from his/her parent or guardian to the Dean of Discipline.  Any 
unexcused tardy will result in an after-school detention.   

 

Academic Dishonesty.  Academically-dishonest actions are extremely serious offenses. Academically-
dishonest acts include forgery, plagiarism, the lending or copying of homework, the violation of test 
procedures, entering a testing situation with an unfair advantage, and the giving or receiving of answers 
during quizzes, tests, or examinations.  All students involved in such acts of academic dishonesty will 
receive a zero for all work involved and will be subject to disciplinary consequences. 
  

Parent-Teacher Conferences.   To discuss student progress, parent-teacher conferences are scheduled at 
the conclusion of the first and third quarters, and as requested by teachers and/or parents.  
Parents/guardians wishing to schedule meetings should directly contact the teacher or the school office.  
All conferences will occur at the school.   
�
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Communications with Parents/Guardians.  Packets containing important information for parents and 
guardians are sent home with students during the last week of each month.  Parents/guardians who have 
not received this packet by the first week of the months are encouraged to contact the school office.   
 

Parents/guardians are asked to carefully read the contents of such communications as soon as possible.  
Some letters, such as those containing field trip permission slips, parent-teacher conference requests, or 
disciplinary referral forms, require the signature of a parent/guardian and must be returned to the school 
office the following day. 
 

Emergency Drills.  Periodic fire and tornado drills are held so as to prepare the school community for 
such emergency situations.  In the event of a fire or tornado drill, students and staff will proceed to 
designated areas.  All such drills are taken very seriously, and, in order to be able to hear instructions from 
faculty, staff and administration, students are expected to maintain complete silence throughout the 
exercise.  Students who disregard instructions will receive disciplinary consequences. 

 

Guidance Counseling.  A guidance counselor at San Juan Diego Catholic High School offers a broad 
range of support services to students. As circumstances arise at school, home, work or in the community, 
students have the opportunity to participate in supportive counseling services at the school. The guidance 
counselor is available to provide individual and/or group counseling to students, as appropriate. The 
guidance counselor is also able to provide students and their families with referrals to resources within the 
community, including outside counseling services. �

 

Hall Passes.  Any student who desires to leave a classroom during instructional time for any reason (e.g., 
to visit the office, restroom, drinking fountain, his/her locker) must obtain the permission of his/her 
instructor, and must carry a hall pass or note from the instructor.  Any student outside a classroom during 
instructional hours without a hall pass will be referred to the Dean of Discipline. 
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Immunizations.  State law forbids the presence of students on campus who have not completed their 
immunizations.  For this reason, all students must have updated immunization records on file in the school 
office before the first day of class.  Information regarding immunization requirements can be obtained by 
parents/guardians from the school office. 
 

Library.   Students must comply with the posted rules in the SJDCHS Library.  Students also have access 
to various online library resources and to all materials at the library of St. Edward’s University.  In the 
case of the latter, they must first obtain (at no charge) a TexShare card from any Austin Public Library, 
and they must comply with all the rules of the St. Edward’s University library. 

 

Lunch.  Students may bring a lunch from home.  Ordinarily, students eat lunch in the San José 
Community Center.  Except in instances when the San José Community Center is not available to our 
students, no student may remain in the school building or in any classroom during the lunch period. 
Students are not allowed to leave campus for lunch.  Leaving campus during lunch will result in internal 
suspension.    
 

Although students are not allowed to order food from commercial establishments to be delivered to the 
school, students are allowed to receive food which is dropped off to them by family members.  All 
deliveries of food must be made to the school office before the lunch break begins.     
 

As a school community, we foster the value of family time together, and we encourage parents/guardians 
to share lunch with their students as often as they wish.  For this reason, parents/guardians are always most 
welcome to join their students for lunch.  Parents/guardians are simply asked to sign in at the school office 
before proceeding to the San José Community Center. All other visitors (e.g., siblings, friends from other 
schools) must have prior approval from the Principal and/or his or her designee, and must sign in at the 
school office, before proceeding to the San José Community Center.  San Juan Diego Catholic High 
School maintains a closed campus and reserves the right to refuse visitation during lunch and/or to ask 
anyone to leave the campus at any time. 
 

Medication Policy.  Only necessary medication (prescribed for, but not limited to the treatment of; 
ADD/ADHD, Asthma, Diabetes, and Epilepsy) may be given at school. All medication should be given 
outside of school hours if possible. Three-times-a-day medications should be given before school, after 
school and at bedtime for optimal coverage. If necessary, medication can be given at school only under the 
following conditions: 
 

1. If medication is needed in order for the student to remain in school, this form must be completed 
by the parent/guardian, signed by the physician, and returned with the medication to the school 
office or nurse.  

2. All necessary medication prescribed for a student by a doctor or dentist must have this Medication 
Permit Form signed by the physician and parent. All prescription medication must be in the 
prescription bottle and labeled with a current pharmacy prescription label. “Over the counter” 
medication must be in original labeled container. Medications sent in baggies or unlabeled 
containers will not be given.  

3. The parent is responsible to bring all medication to the clinic/office and to pick up unused 
medicine or it will be destroyed.  

4. Experimental medication/dosages will not be given. Herbal medication, dietary supplements and 
other nutritional aids not approved as medication by the FDA, will not be administered at school.  

5. Antibiotics will not be given at school by school personnel. If the parent feels the antibiotic must 
be given during school day, the parent may come to the school office/clinic and administer it.  
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6. All medications must be kept in a locked cabinet/drawer in the school office/clinic and 
administered in the school office/clinic.  

7. High School students whose doctor’s written instructions require them to carry an inhaler on their 
person may do so. A second inhaler must also be kept in the clinic for use on an as needed basis. If 
a student allows another person to use the inhaler, the privilege of carrying one’s inhaler may be 
revoked for both parties involved. Only those students in High School may transport their 
medication from home to the school office/clinic, and return unused medication home.  

8. Only the school nurse and/or the parent perform nebulizer treatments in school. Non-medical 
school personnel are not permitted to administer this treatment. 

 

Non-Custodial Parents/Guardians.  It is school policy to provide only one copy of report cards, progress 
reports, disciplinary referrals, and monthly mailings.  Custodial parents/guardians are responsible for 
sharing such information with non-custodial parents/guardians.  Unless there is a court order to the 
contrary, upon request, San Juan Diego Catholic High School will provide non-custodial parents/guardians 
with access to academic records and other pertinent information.  Acknowledgement of the existence of 
such a court order must be provided in writing by the custodial parent/guardian.  When a court order 
restricts the contact of a parent/guardian with a child, the school must be provided a copy of the order. 
 

Parent Association.  All parents/guardians are members of the San Juan Diego Parent Association and are 
encouraged to fully participate in the activities of the organization.  The Parent Association affords 
parents/guardians the opportunity to play an active role in the education of their children.  As part of this 
organization, parents/guardians work together for the best interests of their students and the school 
community.  Meetings of the Parent Association are scheduled monthly during the academic year.  
 

Parent/Guardian Volunteers.  Parents/guardians may volunteer to assist the school in a variety of ways.  
Arrangements should be made in advance with the Parent Association service representative, the school 
office, or the appropriate faculty or staff member.  Volunteers must previously complete the diocesan 
ethics and integrity training, undergo a criminal history check, and sign in and out of the office upon 
arrival and departure.   
Pregnancy & Marriage.  Decisions regarding the status of students who become pregnant, or who 
become fathers, will be made in the context of each individual case.  The Principal and/or his or her 
designee will make any determination regarding continued enrollment at the school.  If the 
recommendation is that the student withdraws from the school, the school will work with the 
parents/guardians of the student in finding an alternate program.  In accordance with diocesan policy, any 
student who contracts marriage will be expelled from the school.  
 

Private School Aid Service (PSAS).  All families who seek financial assistance must annually complete 
the Private School Aid Service (PSAS) application process.   
 

Re-Enrollment.  Unlike public schools, San Juan Diego Catholic High School does not have open 
enrollment.  To enter the school, a student must apply and be accepted.  To continue enrollment in the 
school each year, a student must re-apply and be re-enrolled.     
 

Resolution of Disputes and Conflicts.  The policies of the Texas Catholic Conference Education 
Department and the Diocese of Austin govern the manner in which Catholic school personnel resolve 
disputes and conflicts.  The policy reads as follows: 
 

“Disputes or conflicts can arise in the educational setting.  It is important that such matters be 
resolved as quickly as possible.  If the dispute/conflict is with a teacher, the first step is a 
discussion of the problem with the teacher.  If the problem is not resolved satisfactorily, the 
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parent/guardian may proceed to the second step and request a meeting with the Principal and/or 
his or her designee. 
 

“If the dispute is with the Principal, the first step for the parent/guardian is discussion of the 
problem with the Principal.  If the problem is not resolved satisfactorily, the parent/guardian may 
proceed to the second step and request a meeting with the Superintendent.” 

 

It is expected that individuals work to resolve their conflicts quickly, such that these conflicts not become 
larger problems.  If discussion between the primary parties is not effective, the complaining party must 
submit within five days of the event that precipitated the dispute a written statement to the individual’s 
immediate supervisor, stating the request for dispute relief.  The supervisor has five days to respond, during 
which time the supervisor will attempt to determine the facts of the situation and arrive at a decision.  If the 
parties are still not satisfied, a written complaint can be submitted to the supervisor’s supervisor within five 
days of the decision.  This process can be repeated until the issue is satisfactorily resolved. 
 

Search and Seizure.  To ensure the safety of all members of the school community, school administrators 
reserve the right to search and inspect without notice or consent all persons, places and items on school 
property, including, but not limited to, backpacks, lockers, desks and cars.   Any inappropriate item may be 
confiscated at the discretion of the administrator. 
 

Sports, Athletics Programs, & Extracurricular Activ ities.  The participation in any extracurricular 
activity at San Juan Diego Catholic High School, including sports and athletic programs, is considered a 
privilege, and is not a right granted to students.  In order for a student to participate in any extracurricular 
activity, sport, or athletic program, he or she must not be failing more than two classes.  Additionally, 
accreditation requirements of the Texas Catholic Conference Education Department specify that a student 
may not participate in an afternoon and/or evening extracurricular activity on a school day, including sports 
and athletic programs, unless he or she has attended at least four hours of instruction (excluding lunch) on 
that day. 
 

Student Planners.  Because the student planner is an important tool which assists students in being 
organized and effective, all students are encouraged to use a student planner for recording daily 
assignments.   
 

Suspicion of Physical/Sexual Abuse.  By law, the State of Texas requires school personnel to inform the 
Department of Child Protective Services regarding any allegation or suspicion of abuse or neglect.  
 

Textbooks, Supplies & Equipment.  All textbooks and materials owned by the school are provided for 
student use at no charge.  A fine is applied to students, however, for missing or damaged textbooks, 
supplies or equipment.  Textbooks should be covered and cared for properly.   
 

Teachers may require certain supplies for their classes.  Families will be asked to provide the specific 
supplies listed for each course, as stated in teachers’ course expectation sheets. 
 

Transcript Requests.  All requests for school transcripts (e.g. for other educational programs or for 
college admission) should be submitted to the Registrar or College Counselor at least one week before the 
transcripts are needed.   
 

Tuition.   Families pay tuition, according to their ability as determined by the Private School Aid Service.  
Tuition is paid over ten months, and is due on the first of each month, from July through April.  A late fee 
will be assessed for tuition submitted after the tenth of the month.  Families having any difficulty in 
meeting tuition obligations should immediately contact the school’s business office.  It is presumed that 
families in such situations will maintain communication with the business office, so as to continue the 
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enrollment of their students.  Students will not be allowed to take semester exams if there is an outstanding 
tuition balance and no contact has been made with the school to arrange payment. 
  

Withdrawal.  If a parent wishes to withdraw a student from San Juan Diego Catholic High School, s/he 
must notify the school office in writing, giving the date and reason for the withdrawal.  This information 
will be recorded in the student’s cumulative record.  All financial obligations to the school must be paid 
and all school property returned before any records are released.  At that time, the student will be given a 
progress report, and, if requested, the student’s cumulative record will be forwarded directly to the next 
school.  No student, regardless of age, may withdraw him/herself from the school.  Such a request must be 
made by the parent/guardian who enrolled the student in the school. 
 

Zero-Tolerance Drug Policy.   San Juan Diego Catholic High School has a zero-tolerance policy with 
respect to the possession and/or use of illegal substances.  If a student is found to be in possession of any 
illegal drug or substance on his/her person, and/or in his/her backpack, locker, car, etc, s/he will be 
immediately dismissed from the school.  Additionally, all students participate in random drug testing 
throughout the academic year.  In the event that a student’s test is positive for drug use, retesting may be 
made by a third-party drug-testing facility within 24 hours.  The student’s parent or guardian will be 
responsible for transportation to, and payment of, third-party drug testing.  External suspension will occur 
between in-school drug testing and third-party drug testing.  The case will be reviewed upon results of the 
tests.  Refusal to participate in either in-school drug testing or third-party drug testing may result in 
immediate expulsion.  If a student is found by such a facility to be positive for any drug or illegal 
substance, the student will be immediately expelled from the school. 
�
	($�()�(*�"+�
0)�� � (�*$��*,�
"���,-"�$��
 

Classroom Behavior.  The following are standard classroom policies at San Juan Diego Catholic High 
School.  In addition to these policies, teachers may have rules or policies not contained here but listed on 
their course expectation sheets. While in the classroom, students are expected to observe the following: 

1. Students are to be in their seats when the second bell rings.  They are not to leave their seats 
without permission.  In certain classes (e.g., during science labs), teachers may give general 
permission for movement about the classroom for academic purposes. 

2. Students are to come to class prepared with all necessary materials (e.g., textbooks, workbooks, 
notebooks, paper). 

3. Students are to be attentive and to actively participate in all class activities assigned by teachers.  
They are not to do work for other classes, nor are they to read other-than-class materials, unless 
given explicit permission to do so by the instructor.  Materials unrelated to the class should not be 
on a student’s desk. 

4. Each student is to refrain from talking without permission when class activities and study are 
underway.  Noise-making and forced laughter are not appropriate, and are thus are not permitted. 

5. Students are not to congregate around a teacher’s desk without permission.  All items on a 
teacher’s desk belong to that teacher and are not to be touched or read. 

6. Students are to avoid any action that may distract from the learning experience.  This includes 
harassing other students, taking the belongings of others, poking or kicking others, passing notes, 
pushing classroom furniture, and throwing items around the room. 

7. Students are responsible for the areas around their chairs, tables and desks.  At the end of each 
class, students are to make sure these areas are clean and ready for the use of others. 
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8. Students are not to use vulgar, obscene, suggestive, or insulting language or expressions. Students 
are not to express visible signs of disapproval of others, nor may they demonstrate any behavior 
that is disruptive to the learning environment.   

9. Class instruction time is not an appropriate moment to discuss test grades, assigned penalties, or 
other perceived problems.  Students are to discuss such matter with teachers after class. 

10. The teacher is responsible for the location of chairs, desks and tables, and the condition of 
windows, blinds, lights, and air conditioning.  Students are not to touch these without the explicit 
permission of the teacher. 

11. No food or drinks are allowed in the classrooms, hallways, or any other areas of the school 
building unless previously authorized by the Dean of Discipline. 

12. Insubordination is an extremely serious offense.  Insubordination includes ignoring the directives 
or corrections of, or talking back to, a member of the school’s faculty, staff or administration.  An 
insubordinate student will immediately be sent to the Dean of Discipline. 

13. Any student sent out of class by a teacher must immediately be referred to the Dean of Discipline. 

 

General Behavior.  Disciplinary consequences will result from violations of the following policies: 

1. Cellular Phones and Electronic Devices.  For safety reasons before and after school hours, 
students are permitted to bring cellular phones to campus.  The use of cellular phones is 
prohibited aboard school transportation.  No other electronic devices (e.g., MP3’s, iPods, CD or 
DVD players, video games, laptops) are allowed on campus or aboard school transportation.  
Students are not permitted to bring headphones to school. 

All cell phones must be turned off and put away during the school day, which includes the lunch 
period and all breaks.  If any member of faculty, staff or administration sees or hears a cellular 
phone or other electronic device between the hours of 7:45 a.m. and 4:15 p.m., s/he has the 
responsibility to confiscate it, write the appropriate referral, and turn the device over to the Dean 
of Discipline.   

Any parent or guardian wishing to communicate with a student between the hours of 7:45 a.m. 
and 4:15 p.m. can do so by contacting the school office.  Students are not to rely on cellular 
phones as clocks during school hours, such that it is unacceptable for a student to view his/her 
cellular phone under the pretext of “checking the time.” 

For the safety of all members of our school community, any cellular phone utilized before 7:45 
a.m. or after 4:15 p.m. may only be used in designated areas.  Except in inclement weather, the 
only designated area at present for the use of cellular phones before 7:45 a.m. or after 4:15 p.m. is 
the picnic table area outside the school’s portable buildings.  As during the school day, any 
member of faculty, staff or administration that sees a cellular phone or electronic device being 
used outside of designated areas before 7:45 a.m. or after 4:15 p.m. has the responsibility to 
confiscate it.   

All confiscated cellular phones and electronic devices will result in the following disciplinary 
consequences:  a four-hour Saturday detention for the first infraction, two four-hour Saturday 
detentions and a parent conference for the second infraction, and in-school suspension for each 
infraction thereafter.   

Please note that the use of all electronic devices is prohibited aboard school transportation, 
during the Corporate Work Study Program, and during other school activities, as announced.  
Any items confiscated during these times will result in the same disciplinary consequences 
described above. 
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2. Dance & Event Policy.  For the safety of students who wish to enjoy themselves at school dances 
and similar events, the following policies are observed: 

a. Any student who wishes to bring guests to the event must purchase tickets for themselves 
and their guests before 4:15 p.m. on the last day of classes before the event. The names 
and ages of guests, and a high school ID, must be provided at the time that tickets are 
purchased for them.  

b. The Principal’s and/or his or her designee’s approval must be obtained in advance if a 
student wishes to invite a guest who was once enrolled at, but did not graduate from, San 
Juan Diego Catholic High School. 

c. All students and guests in attendance must abide by the dress policy established for that 
event. Any student or guest who is not appropriately attired will not be admitted to the 
event.  Inside the event, attire cannot be altered by any student or guest so as to be in 
violation of the dress policy for the event. 

d. Any student or guest who exits the event will not be readmitted to the same event. 

e. All students and guests attending the event are bound by the school’s policies on the 
prohibition of alcohol, drugs, tobacco products, and inappropriate displays of affection.  
It is the obligation of the student to inform his/her guest(s) of such regulations. 

3. Dangerous Items.  Such dangerous instruments as firearms, knives, fireworks, and the like are 
forbidden on school campuses by Texas law.  Any person who violates this law will be subject to 
criminal prosecution. 

4. Expensive Items.  Students are not to carry large amounts of money or expensive items (such as 
jewelry or cameras) which may be lost or damaged on school property.  San Juan Diego Catholic 
High School assumes no responsibility for the loss or damage of such items on campus or aboard 
school transportation. 

5. Fighting.  Students who engage in fighting or in any form of threatening behavior at school or 
during any school-related event or activity will be suspended and may be expelled from the school 
upon investigation. 

6. Food, Drink & Gum.  Eating and drinking are permitted in the school building at appropriate 
times and in appropriate places.  Gum-chewing is not permitted on campus at any time. 

7. Gambling.  Gambling is prohibited.  Violators will be assigned Saturday detention. 

8. Holidays.  San Juan Diego does not support or encourage vacation outside of defined school 
breaks.  Such absences will be considered unexcused.  If, for example, a family chooses to take a 
vacation that goes beyond the allotted Christmas or spring break, the student will be subject to 
appropriate consequences as described in the attendance policy.  All absences for such reasons 
must be made up. 

9. Littering.  Students are required to place all refuse in the appropriate receptacles. 

10. Lockers.  Lockers are to be kept locked.  Only school-issued locks may be used.  The school 
reserves the right to inspect lockers at any time.  Students should go to their lockers only at 
approved times. 

11. Loitering (a.k.a., “Hanging Out”).  No loitering or “hanging out” is allowed on the San José 
Parish campus at any time.  Students remaining after school or returning from work must be in an 
authorized activity or area.  Loitering before and/or after school on the parish campus, or in the 
neighborhood surrounding San Juan Diego, is forbidden. 
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12. Motor Vehicles.  In order to operate a motor vehicle on campus, a student must possess a valid 
Texas driver’s license and current auto liability insurance (with student’s name listed as a driver).  
The student must also submit to the school office a completed permission/agreement form.  All 
vehicles brought by students onto school property must be parked in designated areas and must 
display the school’s parking pass, which can be obtained from the school office.  A student may 
not go to any car during the school day without the permission of the Principal and his/her 
designee.  The school administration reserves the right to inspect any vehicle brought onto 
campus. 

Unsafe vehicles that are driven onto school grounds with expired registration stickers, inspection 
stickers, and/or expired auto insurance will be towed off the school campus at the owner’s 
expense.  School personnel will issue a notice and a copy will be given to the Dean of Discipline.  
If no action is taken to resolve this matter, disciplinary action will be enforced and driving 
privileges on school campus may be revoked.   

13. Physical Contact and Displays of Affection.  San Juan Diego provides the following standards 
with respect to physical contact and displays of affection.   

The following forms of physical contact and displays of affection are regarded as appropriate on 
campus, aboard school transportation, and at school activities: verbal praise, handshakes, “high-
fives” and hand slapping, holding hands during prayer, side hugs, placing the arm around the 
shoulder of another in a non-threatening way, patting the shoulder or back of another, or touching 
the shoulder, back, arm, hand or face of another in a non-threatening way.   

The following forms of physical contact and displays of affection are regarded as inappropriate 
on campus, aboard school transportation, and at school activities:  wrestling, tickling, giving 
another person a “piggyback ride,” any type of massage, any form of unwanted affection, 
inappropriate or lengthy embraces, kissing, fondling or touching another in a sexually-suggestive 
way, showing affection in an isolated place, holding another person on one’s lap, compliments 
that relate to the physique or body development of another person, inappropriate whistling, 
touching the leg, knee, chest, buttocks or genital area of another person. 

14. Property.  Theft or damage of property (which is classified as vandalism) will result in serious 
consequences.  All missing property and property damage (accidental or otherwise) should 
immediately be reported to the office.  Restitution will be required for such theft or damage, and 
additional serious disciplinary consequences, including suspension and/or expulsion, may result. 

15. Respect.  Any student showing disrespect to an administrator, staff or faculty member, or to any 
adult or student at any time, on or off the campus, will be subject to disciplinary action. 

16. Sales and Solicitations.  Any solicitation on campus, or in the name of any school organization, 
must be authorized by the Principal and/or his or her designee. 

17. Security.  To ensure campus safety, SJDCHS maintains a closed campus.  All visitors to the 
school including parents, guardians and friends are required to sign in at the office upon entering 
school grounds.  School officials will remove unauthorized individuals from campus and, if 
necessary, will contact local law enforcement officials to assist in this respect.  For campus safety, 
the presence of anyone loitering on or near school grounds should be immediately reported to the 
school office.  During after-school hours, students are prohibited from loitering or playing in the 
school parking lot and near parish buildings. All classrooms will be locked by 5:00 p.m. The first-
floor hall in the main building will be made available to students during inclement weather.  All 
students must be picked up no later than one hour after school is dismissed, unless the student is 
in a school-sponsored activity.  Students who leave the campus, as defined by campus perimeters 
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below, even for the attendance in pre-approved activities off-campus, will not be allowed to return 
without parental and school consent.  Campus perimeters are defined as extending north 125 feet 
from the school building (the church religious store), east 75 feet from the portable classrooms 
(beige with orange trim tool shed), south 90 feet from the school building (along the fence line), 
and west 65 feet from the school  building (along the fence line).  

18. Surveillance Cameras.  The purpose of these cameras is for the safety of our students and safe 
guarding of our facilities and transportation fleet.  Only administrative staff and designated safety 
personnel are allowed to view and/or preview recordings to ensure confidentiality.    

19. Signs and Posters.  No signs or posters may be posted on campus without the approval of the 
Principal and/or his or her designee. 

20. Tobacco, Cigarettes & Smoking.  No student is allowed to smoke, possess, or use any kind of 
tobacco product at any time on campus or at any school-related activity off campus. 

21. Unauthorized Leaving of the Campus.  Once a student has arrived on campus, s/he is not 
permitted to leave at any time until s/he is picked up by a parent/guardian or other authorized ride.  
Unauthorized leaving of the campus will result in suspension. 

22. Use of Office Phones & Equipment.  Students of San Juan Diego respect the property of others.  
For this reason, students do not use office phones, copiers, or equipments without the explicit 
permission of a member of faculty, staff or administration.  School telephones are available to 
students for emergency use only.   

23. Use of Technology & Computer Laboratories.  San Juan Diego provides students access to 
technology as a means to facilitate resource-sharing, skills acquisition, and communication.  For 
this reason, computer facilities are available to students for academic purposes.  Before using 
school technology or computer facilities, a student must read the school’s Student Guidelines for 
Acceptable Use of Technology Resources with his/her parent and sign the appropriate agreement 
for use of school technology and computer laboratories found on the last pages of this handbook. 

Accessing adult and/or illicit material online is strictly prohibited.  Visiting public social 
networking websites not under the direct administrative control of San Juan Diego Catholic High 
School (e.g. MySpace, Facebook, etc.) is strictly prohibited. 

Harassment Policy.  Harassment on the basis of any protected characteristic is strictly prohibited.  This 
includes any verbal or physical conduct that denigrates or shows hostility or aversion toward any individual 
because of race, color, religion, gender, sexual orientation, age, national origin, marital status, citizenship 
or disability that (a) has the purpose or effect of creating an intimidating, hostile, or offensive environment, 
(b) has the purpose or effect of unreasonably interfering with an individual’s performance, or (c) otherwise 
adversely affects an individual’s school experience.   

Sexual harassment in particular is strictly prohibited.  Government regulations define sexual harassment as 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature (a) when submission to or rejection of such conduct is made a condition of a student’s continued 
attendance at San Juan Diego Catholic High School, (b) when submission to or rejection of such conduct is 
used as the basis for decisions affecting a student, and (c) when such conduct has the purpose or effect of 
unreasonably interfering with the student’s performance or creating an intimidating, hostile, or offensive 
school environment. 

  



San Juan Diego Catholic High School Student/Parent Handbook 2010-2011 
 

21 

San Juan Diego has a zero-tolerance harassment policy for employees and students.   Prohibited harassment 
includes, but is not limited to, the following types of conduct and activities: 

·  offensive comments, jokes, innuendoes, and other statements; 
·  foul or obscene language; 
·  staring or stalking; 
·  displaying posters, calendars, photographs, graffiti, or cartoons that could incite prejudice or 

bias against others; 
·  unwanted or offensive letters or poems; 
·  offensive telephone calls, texting, voice mail messages, e-mail, or social public on-line 

networking; 
·  remarks, including written or oral references to protected categories, or other characteristics 

and gossip relating to protected categories or other characteristics. 

With respect to sexual harassment, San Juan Diego strictly prohibits the following conduct: 
·  unwelcome sexual advances, requests for sexual favors, and all other verbal, visual or 

physical conduct of a sexual or otherwise offensive nature, especially where: 
·  submission to such conduct is made either explicitly or implicitly a term or condition 

of employment or continued studies; 
·  submission to or rejection of conduct is used as the basis for decisions affecting an 

individual’s employment or studies; 
·  such conduct has the purpose or effect of creating an intimidating, hostile or 

offensive school or work environment; 
·  offensive comments, jokes, innuendoes, and other sexually-oriented statements. 

Examples of the types of unwelcome conduct expressly prohibited by this policy include, but are not 
limited to, the following: 

·  unwanted and/or unnecessary touching, such as rubbing or massaging someone’s neck or 
shoulders, stroking someone’s hair, or brushing against another’s body; 

·  sexually-suggestive touching; 
·  grabbing, groping, kissing, fondling; 
·  sexual favors in return for rewards, or threats if sexual favors are not provided; 
·  whistling and catcalls; 
·  lewd, off-color, or sexually-oriented comments or jokes; 
·  foul or obscene language; 
·  leering, staring or stalking; 
·  suggestive or sexually-explicit posters, calendars, photographs, graffiti, or cartoons; 
·  unwanted or offensive letters or poems; 
·  sitting or gesturing sexually; 
·  offensive telephone calls, texting, voice mail messages, e-mail or social public on-line 

networking; 
·  sexually-oriented or explicit remarks, including written or oral references to sexual conduct, 

gossip regarding one’s sex life, body, sexual activities, deficiencies or prowess; 
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·  questions about one’s sex life or experiences; 
·  repeated requests for dates; 
·  sexual assault or rape; 
·  any other conduct or behavior deemed inappropriate by San Juan Diego Catholic High 

School. 

Harassment Complaint Procedure.  Each student and employee of San Juan Diego Catholic High School 
is responsible for respecting the rights of all other students and employees.  San Juan Diego expects and 
appreciates that all students and employees strive for a harassment-free workplace and learning 
environment.  Any student who believes that s/he has been the subject of any form of harassment by 
anyone at San Juan Diego, or by any person who does business with San Juan Diego, including a corporate 
sponsor, should bring the matter to the attention of a member of the school’s faculty, staff or 
administration.  To the extent possible, complaints of harassment will be treated as confidential.  San Juan 
Diego will not retaliate in any way against any current, potential or former student who, in good faith, 
reports harassment or participates in the investigation of such a complaint or report.  

Any member of San Juan Diego Catholic High School who violates the school’s harassment policy through 
any inappropriate word or behavior will be subject to corrective action, up to and including termination or 
expulsion.  Some forms of internet harassment are subject to felony charges. 

	($�()�(*�"+� 
"���,-"�$ .  The faculty, staff and administration of San Juan Diego Catholic High 
School reserve the right to correct students for violations of school policy and procedures with the 
following: 

Warning.  Any student who is involved in a minor disciplinary infraction may be verbally corrected or 
asked to discuss the situation with the teacher later in the day.  If requested to do so, a student must 
report to the teacher at the time specified by the latter. 

Written Penalty.  A written assignment from this handbook may be assigned by a faculty or staff 
member as a penalty for a minor infraction of the rules.  This assignment is to be completed and turned 
in to the faculty member before the beginning of class on the next day the class meets, or to the staff 
member before the beginning of the next school day. 

Referral.  A referral is a written document issued to the Dean of Discipline by a member of faculty, 
staff or administration, noting that s/he has observed a student violating school policy, or that s/he is 
experiencing difficulty with a particular student.  The referral is to be signed by the student’s parent or 
guardian and returned to the school office before the first period begins the following day.  The 
appropriate copy of the referral is retained by the parent/guardian, and the other copies are returned to 
the Dean of Discipline. The ordinary consequence for a student who is referred is a detention.  Other 
consequences, however, may be imposed, depending on the nature, severity and frequency of the 
offense.  In some cases, excessive referrals may be handled by the Student Review Board and could 
lead to possible dismissal from the school. 

Temporary Removal from Class.  If a student commits a single, serious disciplinary offense, or 
consistently refuses to behave, a teacher may send him/her to the school office during class time.  
Students removed from class receive an automatic referral. 

Communication with Parents.  Depending on the nature of the infractions, a student’s parents may be 
contacted.  If the student continues to receive additional referrals, a conference may be arranged 
between the student, his/her parent or guardian, and school administration.   
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The following disciplinary procedures may result for students who receive a referral from a member of 
faculty, staff or administration: 

Detention.   Only the Principal and/or his or her designee may assign a detention.   When a detention 
is assigned, the parent/guardian is informed by means of the referral notice, which records both the 
offense and the disciplinary consequence(s).  Detentions are served after school and/or on Saturday 
morning.  Only the Principal and/or  his or her designee can excuse a student from a detention.  
Failure to report for a detention will result in a more serious consequence. 

 

Student Review Board.  The Student Review Board is comprised of five members of the school’s 
faculty, staff and/or administration.  Two members of this board are selected by the student body, and 
three members are appointed by the Principal and/or his or her designee.  The Student Review Board 
provides input on questionable matters regarding academics, the Corporate Work Study Program, 
absences and behavior, and provides a forum in which students can receive an objective hearing 
regarding such matters.  This Board is typically convened to handle matters which may involve any of 
the disciplinary measures which follow.  After input from the student involved, his/her 
parent(s)/guardian(s), and appropriate members of the faculty, staff and administration, the Student 
Review Board makes a recommendation for the consideration of the Principal and/or his or her 
designee as explained below. 

 

Probation.  After having been assigned a series of referrals or detentions, a student who has not 
shown significant improvement in behavior, academics, or the Corporate Work Study Program may 
be required to sign a probationary contract.  Probation may also be imposed on a student for a single 
major offense.  A student who continues to show no improvement after having been placed on 
probation may be dismissed or expelled from the school. 
 

Suspension.  For a serious offense, a student may be suspended from class or from school.  Examples 
of serious offenses include:  stealing, fighting, intoxication, vandalism, obscenity, insubordination, 
truancy, inappropriate displays of affection, and abusing, disrespecting or insulting others.  A 
suspended student ordinarily reports to school, but is isolated from other students.  A suspended 
student is required to complete all class work assigned during the period of suspension.  A student 
may not participate in extracurricular activities on days in which s/he is suspended. 
 

Permanent Removal from Class.  If a student’s behavior consistently and seriously disrupts a 
particular class, that student may be permanently removed from the class. 
 

Dismissal.  Students who continue to misbehave, even after having received many warnings, referrals 
or detentions, or after having been placed on probation, may be dismissed from the school by the 
Principal and/or his or her designee.  In the case of the Corporate Work Study Program, if a student is 
deemed “unemployable” by the Director of the Corporate Work Study Program, the student will be 
dismissed by the same. 
 

Expulsion.  In exceptional cases resulting from a single major offense, San Juan Diego Catholic High 
School reserves the right to immediately suspend a student pending investigation and, if the 
investigation so warrants, to immediately expel the student.  Such offenses include, but are not limited 
to, assault, fighting, the possession and/or sale of drugs or other illegal substances, gang affiliation, 
theft, serious vandalism, possession of weapons, absolute insubordination, sexual harassment, gross 
obscenity, and the conviction of a felony.  Once a student is expelled, he or she will not be permitted 
to return to campus or attend school sponsored activities such as, but not limited to, school dances, or 
athletic events. 

 

� �
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An Overview.  The Corporate Work Study Program provides students with real-world work experience, 
while allowing them the opportunity to earn a portion of the cost of their education.  The Corporate Work 
Study Program is an integral part of the educational experience of San Juan Diego students.  A positive 
attitude and a commitment to high standards of responsibility and behavior are required. 

While the Corporate Work Study Program strives to create an environment of success for all students, each 
student must take personal responsibility to ensure individual success.  This can be done by projecting a 
positive attitude and through behaving in a mature manner while participating in the program.  Because all 
San Juan Diego students must possess the necessary skills to be employable, any student who is dismissed 
from the Corporate Work Study Program is automatically dismissed from San Juan Diego Catholic High 
School.  

Each student is assigned to work at a sponsoring organization five full days each month.  Class scheduling 
at San Juan Diego is structured so that each student is able to work one day each week, plus an extra day 
every fourth week, without missing any instructional time.  Students gain valuable work experience in a 
variety of office environments, and they learn to work and interact with adults in a professional 
atmosphere.  At the same time, students earn income which is paid directly to the school in order to offset 
their tuition. 

The following rules and expectations apply to all students with regard to their participation in the 
Corporate Work Study Program.  It is essential that parents/guardians support their students in observing 
these rules and in meeting these expectations. 

School Transportation.  The Corporate Work Study Program provides transportation to and from work.  
Each student has the responsibility to be on time for this transportation in the morning and afternoon. 

Weather and traffic can have unpredictable consequences on the afternoon bus schedule.  If a student has 
waited for more than 30 minutes and senses there may be a problem with pick-up, s/he should call the 
Corporate Work Study Program office. 

While riding in school transportation, students are required to use safety belts at all times.  No eating or 
drinking is allowed in school vehicles.  As previously set forth, the use of cellular phones aboard school 
transportation is also prohibited. 

For the safety of all students, unacceptable behavior aboard the bus or van will be regarded as a serious 
matter.  Each incident will be dealt with on an individual basis. 

Corporate Work Study Program Contracts.  The legal employer of all San Juan Diego students is “San 
Juan Diego Catholic High School Corporate Work Study Program.”  As such, the Director of the Corporate 
Work Study Program, together with his/her staff, supervises the work of all students.   For this reason, all 
questions, comments and concerns regarding the program should be directed to the Director of the 
Corporate Work Study Program.  Parents/guardians should never directly contact a student’s supervisor or 
corporate sponsor. 

Sponsor Assignments.  The Corporate Work Study Program determines all sponsor assignments for 
students, and reserves the right to reassign any student to another job at any time and for any reason.  When 
a student is assigned to a particular sponsor during the summer training program, s/he will receive a job 
description, address information, and the supervisor’s name.  If students or their parents/guardians have any 
questions concerning the corporate sponsor, they may contact the Corporate Work Study Program office. 
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Required Documents.   All students participating in the Corporate Work Study Program are required to 
complete IRS Form W-4 and Form I-9.  Students must be at least 14 years old and must possess a valid 
social security number to participate in the Corporate Work Study Program. 

Additional Work for Corporate Sponsors.  Any eligible student may choose to work for one of the 
school’s corporate sponsors during holidays, winter and/or spring break, and/or during the summer.  In such 
instances, a student must be passing all his/her courses, or must make up the necessary coursework during 
summer school, before accepting such employment.  Because students remain employees of the Corporate 
Work Study Program, and not of the school’s corporate sponsors, such students will be paid by the Corporate 
Work Study Program twice per month, on the 15th and on the last day of the month.  In order to receive such 
reimbursement, a timesheet must be signed by the student’s supervisor and submitted to the Director of the 
Corporate Work Study Program before the dates specified by him/her.  Any student who performs additional 
work for a corporate sponsor will receive an earnings statement (Form W-2) from the school for tax purposes 
in January.  

Work Study Dress Code.  Regardless of the dress code enforced by any given corporate sponsor, San Juan 
Diego students are expected to follow the same dress code for work as they do for school.   

If a student arrives at school improperly dressed, s/he is encouraged to report to the school office to correct 
the infraction on his/her own.  In such instances, no disciplinary consequence will result.  Disciplinary 
consequences for dress code infractions will result only when an infraction is brought to the attention of a 
student by a member of faculty, staff or administration.   

If, on the day in which s/he works as part of the Corporate Work Study Program, a student attempts to board 
the bus improperly dressed, s/he will be required to immediately correct the problem, and a disciplinary 
consequence will result.   

The Corporate Work Study Program office will notify students if, due to the nature of their work, their job 
requires special clothing.  In most instances, the following procedures are followed: 
 

1. The student comes to school in proper dress code, and remains in dress code until s/he reaches 
work.   

2. The student changes into any special clothing items for work once s/he reaches that place. 
3. The student changes back into proper dress code before boarding the bus at the end of the day. 

Attendance.  Each student is expected to attend work on each day in which s/he is assigned to work.  
Penalties for missing work include disciplinary referrals, detention, and monetary fines. 

Fines are used to emphasize to the students that their time at work is valuable.  Although students do not 
directly receive cash for their participation in the Corporate Work Study Program, they do earn actual income 
which is assigned to the high school to pay for the cost of their education.  If the student does not work, 
regardless of the reason, the school is not paid for his/her services.  Students should also be aware that an 
absence is an inconvenience to their co-workers at the job site, as these co-workers must perform the 
students’ work for the day, lest the work go unfinished. 
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A student should not miss work for any reason.  Regularly-scheduled medical or dental appointments, 
court appearances, vacations, or other extracurricular activities should never be scheduled on a work 
day.  If a student will miss work for any reason, the student is required to immediately call the school 
and notify the Corporate Work Study Program office.  A make-up day will be scheduled with the 
student’s supervisor. 

All missed work days must be made up during a school holiday (e.g., Christmas break, Spring break, national 
holidays).  Make-up days will be scheduled at the convenience of the supervisor, and the student will be 
responsible for finding his/her own transportation to and from work.  The student must request written 
verification from his/her supervisor to prove that the absence has been made up. 

Missing work for any reason will result in a fine of $100.  This fine will be added to the student’s tuition 
balance.  Any absence must be made up by the student as soon as possible, on the date determined by the 
corporate sponsor and the Corporate Work Study Program office.  Once the absence has been made up, the 
student is eligible to receive $67 back from the original fine.  If a sponsor is unable to offer an opportunity for 
the student to make up the absence, the student will not be eligible to receive a refund. 

Failure to properly notify the school of an absence in a timely manner will result in a disciplinary referral.  
Excessive absences from work, or absences that are not made up, will result in a failing grade for the 
Corporate Work Study Program, and the student will not be able to remain at San Juan Diego Catholic High 
School. 

School Holidays. San Juan Diego Catholic High School has holidays which businesses do not observe.  
Students may be required to attend work on certain days, even if there are no classes scheduled for a 
particular day.  Early dismissal from classes does not apply to students who are working in the Corporate 
Work Study Program on that day.  Students are expected to complete a full day of work regardless of any 
special school scheduling.   

Sponsor Holidays.  On rare occasions, a corporate sponsor may have a business holiday or special meeting 
day when a student’s services are not required.  In this event, the student will be given the day off from 
work, and need not report to school. 

School Activities and Sports.  In the event that any school activity or sporting event conflicts with the 
student’s work schedule, the student’s first responsibility is to his/her job.  Under no circumstances may a 
student ask his/her supervisor for an exception to this policy. 

Daily Check-In.  On their assigned work days, students are required to sign in and be in proper dress code 
between 7:30 and 7:45 a.m.  Please note that there are no excused tardies or absences for the Corporate 
Work Study Program.  If a student is tardy for check-in, s/he will receive a referral.  If a student is absent, or 
misses work for any reason, the above policy on attendance applies. 

Tardiness.   Students are expected to notify the Corporate Work Study Program office as soon as possible if 
they believe that they will arrive at the school after 7:45 a.m.  A student will be marked absent, unless proper 
notification is made.  If a student misses school transportation to work, s/he will be marked tardy and given a 
disciplinary referral.  In such instances, the student may (1) call the Corporate Work Study Program office 
and inform them that a parent/guardian will be taking him/her directly to work, and that the student will again 
call the Corporate Work Study Program office to notify them upon arrival, or (2) request that the school 
provide him/her transportation from the school to his/her workplace. 

Please be aware that under no circumstances will a student be allowed to drive themselves to or from their 
job site.  Violation of this policy will result in internal suspension. 



San Juan Diego Catholic High School Student/Parent Handbook 2010-2011 
 

27 

Illness at Work.  If a student becomes ill at work, he or she should notify the supervisor and ask him or her 
to call the school.  The school will arrange transportation of the student back to school.  A parent/guardian 
will be called to pick up the student from school.  A student who is feeling extremely ill in the morning should 
not go to work. 

Daily Check-Out.  The Corporate Work Study Program is responsible for ensuring that all students are 
safely picked up from work in a timely manner.  For this reason, students are required to return to school via 
school transportation.  Exceptions to this may be requested in writing of the Corporate Work Study Program 
office, and a release of liability form will be issued for the student’s parents/guardians consent and signature.  
Such requests must be received at least one week in advance, such that appropriate accommodations can be 
made with transportation and Corporate Work Study Program personnel and supervisors.   

Once students return to campus from their corporate worksite, parents/guardians must make transportation 
arrangements for their students to be picked up from school.  Students must remain in designated areas on 
campus while they await their rides.  Supervision will be provided until 5:30 p.m.  Parents must pick up their 
student before that time. 

Please note that in no instance may a student drive him/herself to or from his/her workplace.  Such action 
will result in suspension. 

Grading and Credit.  The Texas Catholic Conference Education Department allows San Juan Diego 
students to receive a half credit for each year of successful completion of the Corporate Work Study 
Program.  Because of this credit, students receive a grade for their Corporate Work Study Program 
performance each quarter.  A passing grade for the year is required to receive a one-half (.5) credit for 
Corporate Work Study Program.   

Student Performance Issues.  Behavioral problems by students which occur at work will be dealt with on 
an individual basis.  At all times in the workplace, the student is expected to act in a professional manner.  
Because the Corporate Work Study Program is an integral component of the student’s education, 
problematic incidents at the workplace will be treated very seriously. 

Successful participation in the Corporate Work Study Program is required to remain a student at San Juan 
Diego Catholic High School.  If a student performance issue should arise, every opportunity will be given 
to the student to improve the situation.  If the situation is not remedied, the student will be removed from 
the sponsor assignment.  The student will participate in a re-training program with Corporate Work Study 
Program staff.  The student will then be reassigned to a new job and given one last opportunity to 
successfully perform in the work-study program. 

 
 

Performance Reviews.  Various performance reviews will be conducted throughout the year.  Students are 
encouraged to review the written evaluations they receive during this process.  Performance reviews assist 
students in evaluating their performance, identifying areas in which they are strong or in which they need 
improvement, thus allowing them to further improve their performance. 

A copy of the performance review form is available to all students.   

In addition, each student has the opportunity to complete a performance review of his/her corporate sponsor 
twice a year.  These performance reviews assist sponsors in evaluating their own performance, identifying 
areas in which they might improve, and allowing them to make the necessary changes to ensure student 
success.  Students are asked to be honest and objective in these reviews. 
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Incidents on the Job.  The Corporate Work Study Program expects that each corporate sponsor will treat 
its students with respect.  A student should report any incidents of poor behavior or poor treatment by co-
workers, supervisors, or others at the sponsor’s workplace to the Corporate Work Study Program office.  
Matters involving sexual harassment, discrimination, or other inequitable treatment of students based on 
gender, age, culture or religious beliefs are serious and should be reported to the Corporate Work Study 
Director. 

If a student experiences objectionable treatment on the job, s/he should report the incident to the Corporate 
Work Study Program Director.  The Corporate Work Study Program has a vested interest in the success of 
all students and their work experience and will treat any such reports in a sensitive and professional manner.  
The Corporate Work Study Program personnel will act as a mediator between the student and his/her 
workplace.  Upon notification of unacceptable or objectionable treatment, the student will be removed from 
his/her sponsor site and will not return until the matter is resolved.  During the time of investigation and 
mediation, the student will not work at the workplace at which the alleged incident occurred. 

Prohibited Items.  The safety of all students is a primary concern of the Corporate Work Study Program.  
Students should not bring or use any item that will distract them while on the job, or while traveling to or 
from work.  On the days in which s/he works, it is strictly prohibited that any student use or possess 
any portable music players, pagers, and other electronic devices, games, or any item not necessary for 
participation in the Corporate Work Study Program.  Any item which is confiscated in this respect 
will result in disciplinary consequences (see page 18).  Cell phone use is strictly prohibited, unless 
instructed by the school bus driver in case of emergency.  

Honesty and Integrity.  At the workplace, students will be held to high standards of honesty and integrity.  
The use of a sponsor’s telephone, office equipment, office services (such as internet access), or office 
materials without a supervisor’s explicit approval is equivalent to stealing, and will not be tolerated.  
Students are not permitted to remove any materials from their worksite.  Internet access for anything other 
than work is not permitted by the student-employees of the San Juan Diego Catholic High School Corporate 
Work Study Program. (Please refer to page 35 under the Consequences section of the  Student Guidelines for 
Acceptable Use of Technology Resources).  

Calendar.  A copy of the Corporate Work Study Program schedule can be obtained from the school office. 
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Liturgy and Prayer.   All students, faculty and staff participate in the school’s liturgical life.  Each day 
begins with Morning Prayer, and each day concludes with prayer in the afternoon.  Additionally, the 
school community gathers once a week to celebrate the Eucharist.  Members of the school community are 
encouraged to participate in the planning and execution of such liturgies and opportunities for prayer. 
 

Christian Service.  All San Juan Diego students are required to perform direct service to people of need.    
While the school’s Campus Ministry Office organizes a variety of service opportunities, it is the 
responsibility of each student to complete the required number of hours.  Freshmen and sophomores are 
required to complete 20 hours per year.  Juniors and seniors are required to complete 30 hours per year.  In 
this way, a student who begins at San Juan Diego as a freshman will complete 100 hours of service during 
his/her time at the school.  Service completed before the first day of classes Freshman year will not be 
counted toward the SJDCHS service hours needed for graduation.   
 

Students must complete a time sheet and confirm their service sites and completed hours with the Campus 
Ministry Office.  Most service must be completed off-campus in not-for-profit agencies or organizations 
by the last day of exams.  These hours may be completed after school, in the evenings, on weekends, or 
during school breaks.  These hours, however, may not be completed during actual class time, unless 
organized by the school.  Seniors must have submitted documentation of their 100 hours of completed 
service by May 15 in order to receive a diploma at graduation. 
 

Retreats.  All San Juan Diego students participate in grade-level retreats sponsored by the Campus 
Ministry Office.  Any student who is unable to participate in the retreat opportunity sponsored for his/her 
grade level will be allowed to submit proof of attendance at an alternate retreat of equal length, or to make 
up the hours of the retreat in additional service hours. 
 

Please note that graduation from San Juan Diego Catholic High School is contingent on the fulfillment of 
retreat and Christian service requirements.   
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These guidelines define the responsibilities that students accept when they use school-owned computer 
hardware, operating system software, application software, stored text, data files, electronic mail, local 
databases, CD-ROMs, digitized information, communication technologies, and Internet access.  In general, 
this requires efficient, ethical, and legal utilization of all technology resources.  
 

Expectations  
1. Student use of computers, other technology hardware, software, and computer networks, 

including the internet, is only allowed when supervised by a member of faculty, staff or 
administration.  

2. All users are expected to follow existing copyright laws.  Copyright guidelines are posted in both 
computer labs.  

3. Students are expected to notify the supervising adult whenever they come across information or 
messages that are inappropriate, dangerous, threatening, or which make them feel uncomfortable.  

4. Students who identify or suspect a security problem are to convey the details to the supervising 
adult without discussing it with other students.  

Unacceptable Use of Technology Resources.   Unacceptable use of school technology includes, but is 
not limited to, the following:  

1. Using the network for illegal activities, including copyright, license, or contract violations, or for 
downloading inappropriate materials, viruses, and/or software, such as, but not limited to, 
hacking and host file sharing software. 

2. Using the network for financial or commercial gain, advertising, or political lobbying.  
3. Accessing or exploring on-line locations or materials that do not support the curriculum and/or 

are inappropriate for school assignments, including, but not limited to, pornographic, web log, 
game and messaging sites.  

4. Vandalizing and/or tampering with equipment, programs, files, software, system performance, or 
other components of the network.  Use or possession of hacking software is strictly prohibited.  

5. Causing congestion on the network or interfering with the work of others, e.g., chain letters or 
broadcast messages to lists or individuals.  

6. Intentionally wasting finite resources, e.g., on-line time, real-time music.  
7. Gaining unauthorized access anywhere on the network.  
8. Revealing your personal information or that of another person’s on any website. 
9. Invading the privacy of other individuals.  
10. Using another user’s account, password, or ID card, or allowing another user to access your 

account, password, or ID.  
11. Coaching, helping, observing, or joining any unauthorized activity on the network.  
12. Forwarding/distributing e-mail messages without permission from the author. 
13. Posting anonymous messages or unlawful information on the system.  
14. Engaging in sexual harassment or using objectionable language in public or private messages, 

e.g., racist, terrorist, abusive, sexually-explicit, threatening, demeaning or slanderous language.  
15. Falsifying permission, authorization, or identification documents.  
16. Obtaining copies of or modifying files, data, or passwords belonging to other users.  
17. Knowingly placing a computer virus on a computer or network. 
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18.  Accessing adult and/or illicit material online is strictly prohibited.  Visiting public social 
networking websites not under the direct administrative control of San Juan Diego Catholic High 
School (e.g. MySpace, Facebook, etc.) is strictly prohibited. 

Acceptable Use of Technology Resources 
1. General Guidelines  

a. Students will follow all posted computer laboratory policies and procedures at all times. 
b. Students will have access to all available forms of electronic media and communication 

which is in support of education and research, and in support of the educational goals and 
objectives San Juan Diego Catholic High School.  

c. Students are responsible for their ethical and educational use of the computer on-line 
services at San Juan Diego Catholic High School.   

d. All policies and restrictions of computer on-line services must be followed.  
e. Access to the computer and on-line services is a privilege and not a right.  In order to be 

granted access to computer and on-line services, each student and his/her parents/guardians 
will be required to sign the Agreement regarding Acceptable Use of Technology Resources 
and to adhere to the “Guidelines for Acceptable Use of Technology Resources”.  

f. The use of any computer on-line services at San Juan Diego Catholic High School must be 
in support of education and research and in support of the educational goals and objectives 
of San Juan Diego Catholic High School.  

g. When placing, removing, or restricting access to specific databases or other computer on-
line services, school officials shall apply the same criteria of educational suitability used for 
other education resources.  

h. Transmission of any material which is in violation of any federal or state law is prohibited.  
This includes, but is not limited to, confidential information, copyrighted material, 
threatening or obscene material, and computer viruses.  

i. Any attempt to alter data, the configuration of a computer, or the files of another user 
without the consent of the individual, campus administrator, or technology administrator, 
will be considered an act of vandalism, and will subject the student to disciplinary action in 
accordance with this handbook.  

j. Any parent wishing to restrict his/her child’s access to any computer on-line services will 
provide this restriction request in writing.  Parents will assume responsibility for imposing 
restrictions only on their own children. 

2. Network Etiquette 
a. Be polite.  
b. Use appropriate language.  
c. Do not reveal personal data (e.g., home address, phone number, or the phone numbers of 

other people). 
d. Remember that the other users of computer on-line services and other networks are human 

beings whose culture, language, and humor may have different points of reference from your 
own.  

3. E-Mail 
a. E-mail should be used for educational or administrative purposes only. 
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b. E-mail transmissions, stored data, transmitted data, or any other use of the computer on-line 
services by students, employees, or any other user shall not be considered confidential and 
may be monitored at any time by designated staff to ensure appropriate use.  

c. All e-mails and their contents are property of San Juan Diego Catholic High School.  

Consequences  
Students are responsible at all times for appropriate technology use.  Noncompliance with the guidelines 
may result in suspension or termination of technology privileges and/or other disciplinary actions.  Use or 
possession of hacking software is strictly prohibited, and violators will be subject to the most severe 
disciplinary consequences of this handbook.  Violations of applicable state and federal law, including the 
Texas Penal Code on Computer Crimes, Chapter 33, will result in criminal prosecution, as well as 
disciplinary action.  San Juan Diego Catholic High School cooperates fully with local, state, and federal 
officials in any investigation concerning or relating to violations of computer crime laws.  Contents of e-
mail and network communications are governed by the Texas Open Records Act, and proper authorities 
will be given access to their content.  
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The student of San Juan Diego Catholic High School dress in a professional, modest, conservative, and safe 
manner.   Unless they have received in advance the explicit permission of the Administration to do otherwise, 
students are expected to be in full dress code at all times while on campus, while aboard school transportation, 
and while participating in school-sponsored field trips.  At present, the only exceptions to this are as follows:  [1] 
that a gentleman may unbutton his collar and remove his tie after instructional hours, or once aboard the bus after 
the Corporate Work Study Program (though it is noted that even during these times, he may not untuck his shirt or 
unbutton it past the collar), and [2] that students may wear the physical education dress code or an official San 
Juan Diego athletic uniform on campus after instructional hours. 
 

If a student arrives at school improperly dressed, s/he is encouraged to report to the school office to correct the 
infraction on his/her own.  In such instances, no disciplinary consequence will result.  Disciplinary consequences 
for dress code infractions will result only when an infraction is brought to the attention of a student by a member 
of faculty, staff or administration.   

If the school is unable to supply the necessary clothing article(s) required to correct a dress code violation, the 
student involved may be required to wait in the school office until his/her parent or guardian is able to bring the 
necessary item(s) to him/her. 

To more easily understand the various elements of the Academic and Corporate Work Study Dress Code of San 
Juan Diego Catholic High School, it is divided into three categories:  (1) that which is required, (2) that which is 
appropriate, and (3) that which is not appropriate, and therefore is not permitted.  The established dress code is 
meant as a set of general guidelines, and the Administration reserve the right to determine what constitutes 
appropriate or inappropriate dress, and what is permitted or prohibited.   
 

If a student is in violation of the dress code, s/he may be sent to the school office and/or to the Dean of Discipline 
to correct the violation, e.g., through the acquisition of appropriate clothing, shaving, or the washing of hands.  
Violation of the dress code at any time while on campus, aboard school transportation, or at work, may also result 
in a referral, parent/guardian conference, lunchtime detention, ineligibility for dress-down days, and, in more 
serious cases, Saturday detention. 
 

Additionally, dress code is required of “shadow” students, of students serving detention (even on Saturdays), 
of students attending summer school classes, and of students participating in academic and/or Corporate 
Work Study Program training courses, unless other instructions are given. 
 

“Dress-Down Days.”  At his/her discretion, the Principal and/or his or her designee may award a “dress-
down day” to any student(s).  If a student has been awarded a “dress-down day,” s/he may wear on the 
specified day a San Juan Diego or college/university shirt, appropriate jeans, and tennis shoes.  All other 
elements of dress code remain in force.  The Principal and/or his or her designee reserve(s) the right to 
determine the appropriateness of dress-down clothing.  It is noted that days falling during “Spirit Week” are 
not “dress-down days,” unless so announced by the Principal and/or his or her designee. 
 

Other Notes on Appearance.  Students are expected to maintain a neat and clean appearance at all times.  
Students should keep in mind the following: 

1. Personal Hygiene.  Students should be attentive to such details of personal hygiene as 
bathing/showering, the wearing of deodorant, dental hygiene, and appropriate washing of hands. 

2. Visible Tattoos and/or Writing on the Body.  Students are not permitted to have any visible tattoo 
(either permanent or temporary), nor may they write or draw on their hands or body.   
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3. “Love Marks.”  “Love marks” (also known as “hickies” or “love bites”) are strictly prohibited on 
campus and at school-related events/activities, and will result in a referral of the matter to the Dean 
of Discipline.  To maintain the high respect accorded to our students, no student with any 
blue/purple mark on his/her neck, or other visible part of the body, will be allowed to participate in 
the school’s academic or work-study programs. 
 

4. Piercings.  With the exception of one piercing per ear for female students (as outlined in the dress 
code), piercings are not allowed at SJDCHS.  If a student comes to school with an unacceptable 
piercing, he or she will first receive a warning and a request to remove the piercing; he or she will 
then receive Saturday detention; he or she will then receive internal suspension. 
 

5. Hair Color.  If a student’s hair color does not comply with dress code requirements listed on pages 
38-40, the following will occur:  First, the student will receive a Saturday detention and will have 
two weeks to correct the problem; second, if the two weeks pass and the problem has not been 
resolved, the student will receive two Saturday Detentions and one more week to correct the issue; 
finally, the student may receive internal suspension or other disciplinary consequences until the 
issue has been corrected.  

 

As is the case with all elements of dress code, the Administration reserves the right to determine what 
constitutes appropriate or inappropriate appearance, and what is permitted or prohibited. 
 
Physical Education Dress Code for Gentlemen & Ladies 
The physical education dress code is worn only during and after physical education classes, and may also be 
worn by any student on campus after 4:15 p.m.  The physical education dress code consists of (1) a grey or 
white San Juan Diego T-shirt, (2) black or grey shorts that reach at least midway down the thigh, and (3) 
athletic shoes, with ankle or crew socks.  Students may change from the Academic and Corporate Work 
Study Dress Code to the Physical Education Dress Code only in designated school facilities.  A gentleman 
may not unbutton his collar or loosen his tie until reaching such facilities.  If, for any given physical 
education class, a student does not have the necessary articles of clothing to be in conformity with the 
school’s Physical Education Dress Code, he/she will receive a referral.  
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Failure to read the material contained in this Student/Parent Handbook does not excuse the student from 
observing any information and/or regulations.  The Principal and/or his or her designee retain(s) the right to 
amend this Student/Parent Handbook as necessary.  If this occurs, Parents/Guardians will receive written notice. 
  

Student Acknowledgement 
I have read the Student/Parent Handbook for the 2010-2011 academic year.  I understand the rules of San Juan 
Diego Catholic High School, and I will cooperate with the school in this respect. 
 

Additionally, I hereby consent to the use of my image, likeness, name, schoolwork, and/or product, in whole or 
in part, in any and all media worldwide at any time now or in the future for purposes of advertising and 
promoting San Juan Diego Catholic High School without additional compensation.  I release San Juan Diego 
Catholic High School from any liability or claims arising out of the use of my image, likeness, name, 
schoolwork, and/or product, and I hereby waive any right that I may have to review or approve the form and use 
of any such materials. 
  

             
Student Signature      Date 
 

       
Printed Student Name       
 
Parent/Guardian Acknowledgement 
I am the legal parent or guardian of the above signed student.  I have received a copy of the Student/Parent 
Handbook to use as a reference at home or work.  I understand the rules of San Juan Diego Catholic High 
School, and I will work with the school to support these policies. 
 

Additionally, I hereby give my permission and grant all rights necessary on behalf of myself and my 
child/dependent to San Juan Diego Catholic High School, and its respective agents and anyone authorized by it: 
 

1. to take my child/dependent on school or work related field trips by foot (if within walking distance of 
school), or in school-provided transportation; 

2. to use the image, likeness, name, schoolwork, and/or product of my child/dependent, in whole or in part, 
in any and all media worldwide in perpetuity for purposes of advertising and promoting San Juan Diego 
Catholic High School without additional compensation or prior review/approval; 

3. to allow my child/dependent to be interviewed or to participate in surveys or written/verbal tests generally 
related to either work or school; 

4. to allow our family contact information to be published in a school directory, unless we submit a written 
request to the contrary before September 1, 2010; 

5. to have my child/dependent drug tested in accordance with school and/or work program policies. 
 

On behalf of myself and my child/dependent, I hereby release San Juan Diego Catholic High School from any 
liability or claims arising out of the use of my child’s/dependent’s image, likeness, name, schoolwork, and/or 
product, and I hereby waive any right that I or my child/dependent may have to review or approve the form and 
use of any such materials. 
 

             
Mother/Guardian Signature    Date 
 

             
Father/Guardian Signature     Date 

 
(Please return this signed copy by September 1.  A detention will be issued for each day a student fails to do so after this date. ) 
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Failure to read the material contained in this Student/Parent Handbook does not excuse the student from 
observing any information and/or regulations.  The Principal and/or his or her designee retain(s) the right to 
amend this Student/Parent Handbook as necessary.  If this occurs, Parents/Guardians will receive written notice. 
  

Student Acknowledgement 
I have read the Student/Parent Handbook for the 2010-2011 academic year.  I understand the rules of San Juan 
Diego Catholic High School, and I will cooperate with the school in this respect. 
 

Additionally, I hereby consent to the use of my image, likeness, name, schoolwork, and/or product, in whole or 
in part, in any and all media worldwide at any time now or in the future for purposes of advertising and 
promoting San Juan Diego Catholic High School without additional compensation.  I release San Juan Diego 
Catholic High School from any liability or claims arising out of the use of my image, likeness, name, 
schoolwork, and/or product, and I hereby waive any right that I may have to review or approve the form and use 
of any such materials. 
  

             
Student Signature      Date 
 

       
Printed Student Name       
 
Parent/Guardian Acknowledgement 
I am the legal parent or guardian of the above signed student.  I have received a copy of the Student/Parent 
Handbook to use as a reference at home or work.  I understand the rules of San Juan Diego Catholic High 
School, and I will work with the school to support these policies. 
 

Additionally, I hereby give my permission and grant all rights necessary on behalf of myself and my 
child/dependent to San Juan Diego Catholic High School, and its respective agents and anyone authorized by it: 
 

6. to take my child/dependent on school or work related field trips by foot (if within walking distance of 
school), or in school-provided transportation; 

7. to use the image, likeness, name, schoolwork, and/or product of my child/dependent, in whole or in part, 
in any and all media worldwide in perpetuity for purposes of advertising and promoting San Juan Diego 
Catholic High School without additional compensation or prior review/approval; 

8. to allow my child/dependent to be interviewed or to participate in surveys or written/verbal tests generally 
related to either work or school; 

9. to allow our family contact information to be published in a school directory, unless we submit a written 
request to the contrary before September 1, 2010; 

10. to have my child/dependent drug tested in accordance with school and/or work program policies. 
 

On behalf of myself and my child/dependent, I hereby release San Juan Diego Catholic High School from any 
liability or claims arising out of the use of my child’s/dependent’s image, likeness, name, schoolwork, and/or 
product, and I hereby waive any right that I or my child/dependent may have to review or approve the form and 
use of any such materials. 
 

             
Mother/Guardian Signature    Date 
 

             
Father/Guardian Signature     Date 
 

(Keep this copy for your records) 
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As an adult member of the San Juan Diego Catholic High School community, I hereby agree to conduct myself 
with dignity and respect.  All of my exchanges with students, faculty, staff, parents, board members and visitors 
will be marked with respect and kindness, even in times of stress or disagreement.  In order to be an effective 
member of the San Juan Diego community, I pledge to follow this Civility Code for the good of the whole 
community and, especially for the students who learn from my example. 
 
 
             
Student Signature      Date 
 

       
Printed Student Name       
 
 
 
 
             
Mother/Guardian Signature      Date 
 

       
Printed Name       
 
 
 
 
             
Father/Guardian Signature      Date 
 

       
Printed Name       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Please return this signed copy by September 1.  A detention will be issued for each day a student fails to do so after this date. ) 
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As an adult member of the San Juan Diego Catholic High School community, I hereby agree to conduct myself 
with dignity and respect.  All of my exchanges with students, faculty, staff, parents, board members and visitors 
will be marked with respect and kindness, even in times of stress or disagreement.  In order to be an effective 
member of the San Juan Diego community, I pledge to follow this Civility Code for the good of the whole 
community and, especially for the students who learn from my example. 
 
             
Student Signature      Date 
 

       
Printed Student Name       
 
 
 
 
             
Mother/Guardian Signature      Date 
 

       
Printed Name       
 
 
 
 
             
Father/Guardian Signature      Date 
 

       
Printed Name       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Keep this copy for your records) 
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Failure to read the material contained in the “Student Guidelines for Acceptable Use of Technology Resources” 
of the Student/Parent Handbook does not excuse the student from observing any information and/or regulations.  
The Principal and/or his or her designee retain(s) the right to amend these guidelines as necessary.  If this occurs, 
Parents/Guardians will receive written notice. 
 

Student Acknowledgement 
I have read the “Student Guidelines for Acceptable Use of Technology Resources” for the 2010-2011 academic 
year.  I understand and agree to follow the rules contained in this policy.  I recognize that I will lose my access 
privilege to technology resources, and may face other disciplinary action, if I violate these rules.   
 

 

             
Student Signature      Date 
 

       
Printed Student Name       
 
Parent/Guardian Acknowledgement 
I am the legal parent or guardian of the above signed student.  I have read the “Student Guidelines for Acceptable 
Use of Technology Resources” for the 2010-2011 academic year.  I understand that the internet is a world-wide 
group of hundreds of thousands of computer networks.  I agree that San Juan Diego Catholic High School does 
not control the content of these internet networks.  San Juan Diego Catholic High School has my permission to 
give computer and internet access to my child.  I understand that my child will maintain this privilege as long as 
the procedures described in the “Student Guidelines for Acceptable Use of Technology Resources” are followed.                
I understand that if my child violates these policies, his/her access privilege to technology resources will be 
revoked, and s/he may be subject to disciplinary action.   
 

I also grant permission for examples of my child’s schoolwork to be published on the worldwide web as an 
extension of classroom studies, provided that the home address, home phone number, and/or last name of my 
student is not included.                                                                           
 
 

             
Mother/Guardian Signature    Date 
 

             
Father/Guardian Signature     Date 
 
Note:  Any parent or guardian who does not want his/her child to have internet access, and/or does not want the 
school work and/or photo of his/her child published on the internet, should annually submit this request in 
writing to Principal.  While San Juan Diego Catholic High School will attempt to restrict such access, it is 
ultimately the responsibility of parents to ensure that their children do not violate this request.   
 
 
 
 
 
 
 
 
 
 

(Please return this signed copy by September 1.  A detention will be issued for each day a student fails to do so after this date. ) 
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Failure to read the material contained in the “Student Guidelines for Acceptable Use of Technology Resources” 
of the Student/Parent Handbook does not excuse the student from observing any information and/or regulations.  
The Principal and/or his or her designee retain(s) the right to amend these guidelines as necessary.  If this occurs, 
Parents/Guardians will receive written notice. 
 

Student Acknowledgement 
I have read the “Student Guidelines for Acceptable Use of Technology Resources” for the 2010-2011 academic 
year.  I understand and agree to follow the rules contained in this policy.  I recognize that I will lose my access 
privilege to technology resources, and may face other disciplinary action, if I violate these rules.   
 

 

             
Student Signature      Date 
 

       
Printed Student Name       
 
Parent/Guardian Acknowledgement 
I am the legal parent or guardian of the above signed student.  I have read the “Student Guidelines for Acceptable 
Use of Technology Resources” for the 2010-2011 academic year.  I understand that the internet is a world-wide 
group of hundreds of thousands of computer networks.  I agree that San Juan Diego Catholic High School does 
not control the content of these internet networks.  San Juan Diego Catholic High School has my permission to 
give computer and internet access to my child.  I understand that my child will maintain this privilege as long as 
the procedures described in the “Student Guidelines for Acceptable Use of Technology Resources” are followed.                
I understand that if my child violates these policies, his/her access privilege to technology resources will be 
revoked, and s/he may be subject to disciplinary action.   
 

I also grant permission for examples of my child’s schoolwork to be published on the worldwide web as an 
extension of classroom studies, provided that the home address, home phone number, and/or last name of my 
student is not included.                                                                           
 
 

             
Mother/Guardian Signature    Date 
 

             
Father/Guardian Signature     Date 
 
Note:  Any parent or guardian who does not want his/her child to have internet access, and/or does not want the 
school work and/or photo of his/her child published on the internet, should annually submit this request in 
writing to Principal and/or his or her designee.  While San Juan Diego Catholic High School will attempt to 
restrict such access, it is ultimately the responsibility of parents to ensure that their children do not violate this 
request.   
 
 
 
 
 
 
 
 

 (Keep this copy for your records.) 
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Parent Involvement Policy – Title 1 
 

 The faculty, parents, staff, and community members of San Juan Diego Catholic High School shall 
develop and agree upon a written policy for parental involvement during the development and review of the 
campus improvement plan. 
 

I. The Parental Involvement Policy will be distributed as soon as possible during the school 
year. 

II.  It will be the responsibility of school staff to establish a two way communication process with 
parents and families regarding their children’s academic progress.  This should include, but 
not be limited to; progress reports, report cards, telephone calls, notes, newsletters, etc. 

III.  The school will make every effort to communicate with parents in a language that is 
understandable. Communication with parents may include, but not be limited to homework, 
telephone trees, electronic mail, newsletters, meetings, etc.   

IV. San Juan Diego Catholic High School will hold an annual meeting during the first semester to 
discuss the Title I program. 

V. Parents will be given the opportunity to provide input and make recommendations regarding 
the Campus Improvement Plan, the Title I program, and the Parent Involvement Policy 
through the Parent Advisory Council, the CAC or at parent meetings. 

VI. During the first six weeks of school, parents will be provided information regarding the 
school’s curriculum, types of academic assessment used to measure student progress and 
proficiency levels students are expected to meet.\ 

VII.  In order to meet the changing needs of our school, the Parent Involvement Policy will be 
reviewed/updated during the annual Campus Improvement Plan revision process. 

             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
State & Federal Accountability                                                                                      2010-2011 
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Title I- Best School Compact 
 

Research shows that when parents are involved in schools, students achieve more, attendance is better, grades 
and test scores are higher and graduation rates increase.  Students are also more likely to reach their highest 
potential for intellectual, social, emotional and physical growth.  Family involvement in education is critical for 
the success of students.  To accomplish this, parents, teachers, and students need to work together. We ask that 
you agree to do this by signing and returning this agreement.  
 
Student Agreement 
As a student, I understand that I need my education in order to become a productive citizen. I will be responsible 
for:  
 

�  Attending school every day and being on time 
�  Completing and returning homework assignments in a timely manner 
�  Following the school rules and being responsible for my behavior 
�  Reading everyday 

 
Student Signature _________________________________   Date ____________________________ 
 
Parent Agreement 
As a parent, I will help my child meet his/her responsibilities. I will be responsible for:   

 
�  Sending my child to school on time each and every day 
�  Sending my child to school prepared and ready to learn 
�  Reading with my child 
�  Establishing a time for homework and reviewing it regularly 
�  Participating as appropriate in decisions related to my child’s education and the positive use of 

extracurricular time 
�  Supporting the school in its effort to maintain proper discipline 
�  Supporting the classroom teacher by volunteering if work schedule permits 

 
Parent or Guardian Signature ______________________   Date _____________________________ 
�
�
�
�
�
�
�
�
�
�
�
�
�

(Please return this signed copy by September 1.  A detention will be issued for each day a student fails to do so after this date. ) 
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Title I- Best School Compact 
 

Research shows that when parents are involved in schools, students achieve more, attendance is better, grades 
and test scores are higher and graduation rates increase.  Students are also more likely to reach their highest 
potential for intellectual, social, emotional and physical growth.  Family involvement in education is critical for 
the success of students.  To accomplish this, parents, teachers, and students need to work together. We ask that 
you agree to do this by signing and returning this agreement.  
 
Student Agreement 
As a student, I understand that I need my education in order to become a productive citizen. I will be responsible 
for:  
 

�  Attending school every day and being on time 
�  Completing and returning homework assignments in a timely manner 
�  Following the school rules and being responsible for my behavior 
�  Reading everyday 

 
Student Signature _________________________________   Date ____________________________ 
 
Parent Agreement 
As a parent, I will help my child meet his/her responsibilities. I will be responsible for:   

 
�  Sending my child to school on time each and every day 
�  Sending my child to school prepared and ready to learn 
�  Reading with my child 
�  Establishing a time for homework and reviewing it regularly 
�  Participating as appropriate in decisions related to my child’s education and the positive use of 

extracurricular time 
�  Supporting the school in its effort to maintain proper discipline 
�  Supporting the classroom teacher by volunteering if work schedule permits 

 
Parent or Guardian Signature ______________________   Date _____________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Keep this copy for your records.) 


