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A. GENERAL INFORMATION 

 

1. Contact Information 

 

a. School Address: 436 N. Hazard Ave 

Los Angeles, CA 90063 

b. School Phone:  (323)269-4998 

c. School Website: www.olglions.org 

d. School E-Mail:  principal@olglions.org 

 

2. History of the School 

 
Our Lady of Guadalupe School opened in the fall of 1950. It was one of a number of schools 

built through the efforts of Cardinal McIntrye. Initially, there was no one to administer the 

school, but a novena of Masses in honor of St. Columban brought the Columban Sisters to the 

school. They agreed to administer the school and serve as faculty. 

 

The Columban Sisters were a large part of the school community until the early 90s when a lay 

principal took over. Despite no longer serving in an administrative capacity, the Sisters 

maintained an active role in the life of the school. Sr. Maura Ryan continued for several years as 

the supervisor of the Writing to Read Program for K- 2 while Sr. Margaret Devine was 

instrumental in organizing the alumni organization and taught music classes. Today, Sr. 

Margaret Devine continues to be the backbone of our alumni association which provides 

additional funding to enhance the academic, spiritual and overall wellbeing of students attending 

Our Lady of Guadalupe. 

 

Today rigorous academics continue to be emphasized which helps achieve high levels of student 

learning. Our graduates continue to distinguish themselves in high school and college which 

encourages our present students to strive for success. The dedicated and committed staff of Our 

Lady of Guadalupe sets high standards for academic achievements and continually incorporates 

the best proven techniques and materials into the curriculum. We seek to mold students into good 

Catholics who can feel at home when participating in church, school, and/or community related 

events. The tradition of excellence of the Columban Sisters which began in 1950 continues today 

as we seek to provide students an outstanding Catholic education while encouraging students to 

serve God and others as good citizens of society who think critically and creatively. 

 

Presently, our staff consists of 5 full-time lay teachers, one part-time teacher, one full-time 

secretary, one part-time accountant, and one full-time lay administrator. The campus has eight 

classrooms, a Junior Kindergarten and Kindergarten module units. 
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3. Statement of School Philosophy 

 

Our Lady of Guadalupe School has been serving the East Los Angeles communities since the fall of 1950. 

Our Lady of Guadalupe School creates a student-centered environment that is conducive to the total 

growth of the student and builds a pathway to the future. The majority of the students are members of Our 

Lady of Guadalupe parish and many are children of alumni. The school promotes within its students an 

appreciation of all cultures and their contributions to society. The priests, faculty, students, and parents 

have created an atmosphere where good citizenship, cooperation, social responsibility, and Catholic 

identity are encouraged. Our Lady of Guadalupe students will develop attitudes and skills that will assist 

them in assuming a positive role in society. 
 

4. Mission Statement 

 

Our Lady of Guadalupe School – LA, in partnership with the parish, parents, and extended community 

provides a safe and caring environment that promotes spiritual, moral, and academic growth for all 

students. Our comprehensive educational program continues the legacy of faith, leadership, service and 

academic excellence instituted by the Columban Missionary Sisters. Our Lady of Guadalupe students are 

Catholic, life-long learners and responsible citizens. 

 

5. School Wide Learning Expectations (SLEs) 

 

Our Lady of Guadalupe School’s Student Learning Expectations: 

RESPONSIBLE  

• Life-long Learners 

• Integrity 

• Outstanding Citizens 

• Never Give Up 

• Serve Others 

 

• We are life-long learners who show integrity.  

• We are outstanding citizens who never give up.  

• We serve others.  

• We are responsible LIONS.   
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6. School Personnel 

 
Pastor Fr. Enrique Huerta 

Principal Mrs. Nancy Flores 

Secretary Mrs. Pauline Carrillo 

Transitional Kinder/Kindergarten Teacher Ms. Sarah Lopez 

Grade 1 and 2 Teacher Mr. Dale Bockelman 

Grade 3 and 4 Teacher /Vice-Principal Mrs. Angelica Carrillo 

Grade 5 and 6 Teacher Ms. Jessica Ramirez 

Grade 7 and 8 Ms. Jeanette Meza 

Music Mr. Manuel de Jesus Sandoval 

Performing Arts Mrs. Cecilia Camacho 

Daycare Mrs. Imelda Lopez 

Cafeteria Mrs. Elda Roman 

Custodian Mr.  Eleuterio Cruz 

 

7. Room Parent Association (PAWS) 

 
OLG Room “PAWS” (Parents Actively Working for our School) 
The mission of the Our Lady of Guadalupe Room PAWS is to promote open communication and 

understanding between parents and staff and establishing a circle of support that includes alumni, 

parishioners and members of the general community. We strive to enhance and maximize the education of 

every child while aiding them in achieving their highest potential. We assist teachers in classroom setting, 

hold fund-raisers for supplemental educational materials and experiences, support school and family 

social interaction, and provide a non-biased forum for sharing information on issues that impact our 

children. It is our belief that the team effort of a parent teacher organization offers the best possible 

learning environment for our children. 

 

Room Parents (PAWS) must attend monthly meetings, classroom meetings, and school sponsored events. 

Each room parent is expected to work with the principal, teachers, and other parents. Room Parents must 

participate in all fundraising functions to receive full credit. By fulfilling these duties, the room parents 

earn all of their school hours for the year. 

 

8. Student Council 

 
The Our Lady of Guadalupe School Student Council is a student body organization which consists of a 

faculty moderator and elected student commissioners. Student council members consist of fifth, sixth, 

seventh and eighth grade students. Members must obtain a B average in both academics and conduct. The 

purpose of this organization is to provide learning experiences in leadership, citizenship, scholarship, and 

service. 

 

Student council members live out Our Lady of Guadalupe School’s Student Learning Expectations on a 
daily basis by promoting harmonious relations, planning and participating in. Mass, improving student 
relationships, and planning special events or projects for the improvement of student morale and the 
general welfare of our school. The principal has the right and responsibility to veto proposals of the 
council, which are in opposition to school policies. 
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9. Daily School Schedule 

 
Monday-Thursday: 

8:00 a.m.    School begins 

10:00 a.m. -10:15 a.m.  Recess Grades Kinder to 4th 

10:20 a.m. -10:35 a.m.  Recess Grades 5th to 8th 

11:30 a.m. -12:15 p.m.  Lunch Grades Kinder to 4th 

12:15 p.m. -1:00 p.m.   Lunch Grades 5th to 8th 

3:00 p.m.    Dismissal 

Friday: 

8:00 a.m. School begins 

10:00 a.m. -10:15 a.m.  Recess Grades Kinder to 4th 

10:20 a.m. -10:35 a.m.  Recess Grades 5th to 8th 

11:30 a.m. -12:15 p.m.  Lunch Grades Kinder to 4th 

12:15 p.m. - 1:00 p.m.  Lunch Grades 5th to 8th 

1:15 p.m.    Dismissal 

 
The school office is open from 7:30 a.m. to 4:30 p.m. during the school year. For safety and insurance 
reasons we ask that no students arrive at school before 7:45 a.m. The school will accept no liability for 
students on the school or parish grounds before that time. Parent cooperation on this matter of 
supervision is mandatory. This same policy holds true after 3:15 p.m. on regular days and 12:45 p.m. on 
Fridays and early dismissals. Students who are waiting for rides, who have not departed campus, and do 
not have an after-school activity, will report to after school day care at that time. A fee will be charged 
for the time that they are supervised before they are signed out by the parent. 

 

10. Uniform Policy /Dress Code (8/10/12) 

 

 Boys Girls 

Pants 

• Gray uniform 
school pants 

• No Gray denim 
type pants or 

skinny fit jeans 

• no low rise pants 

• worn at the waist 

• Gray uniform school pants 

• no gray denim type pants or skinny fit jeans 

• no low rise pants 

• worn at the waist 

Shorts grey uniform shorts (no more than two inches above the knee) may be worn Aug. – Oct. 31st and April - June 

Skirt, Skort or Jumper 

Plaid 
N/A 

• Touching the knee or below 

• wearing shorts under the skirt and jumpers is suggested for purpose of modesty (black only) 

• girls K-4 (jumper for mass and special assemblies) 

• Girls 4-8 (skirt for mass and special assemblies) 

Shirts 

• White collared, buttoned, long or short sleeved shirt or polo shirt w/ logo (white, green or heather grey) that must be tucked in at all 
times. 

• only white undershirts may be worn. Sleeves of undershirt should not be seen. 

• Only white turtlenecks or white long sleeve shirt may be warm, if necessary, during cold weather.  

Sweaters / Sweatshirt 

• Solid green cardigan with logo is part of our formal uniform and is the only sweater allowed for school liturgies and special 
assemblies. 

• green school pullover sweater with logo or fleece sweater may be worn at any time with the exception of school liturgies and special 
assemblies. 

• 8th grade students may wear their 8th grade jacket at all times including liturgies and special assemblies.) When not wearing 8th 
grade jackets, students must follow school sweater guidelines.) 

Belt black belt must be worn when wearing school pants or school shorts. (Required for all grades.) 

Socks 

• Plain white or 
black socks must 

be visible and 
three inches 

above the ankle. 

• no low-cut socks 
or sports socks. 

• Plain white, green, blue, black or Gray crew socks (3 inches above the ankle), Knee-hi’s, tights, or full 
leggings may be worn. (Leggings must reach down to the ankles) 

• No low-cut socks or sport socks 
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Shoes 

• All black tennis 
shoes or leather 

shoes 

• no boots or 
heavy shoes may 
be worn 

• rain boots 
allowed for rainy 
days only 

• white and black Oxford lace-up shoes or black Mary Jane's with rubber soles 

• 8th Grade may wear all-white tennis shoes in April/May 

• KED (Dark blue & white) are acceptable. 

• rain boots allowed for rainy days only 

Hair 

• boys’ hair should 
be neatly cut and 

away from the 
face. Hair should 

be no longer or 
shorter than #2. 

• no shaved heads 

or sides are 

allowed. 

• no hair coloring 
and/ or dyed hair 
is acceptable 

• hair must be worn neatly away from face and neat in appearance. 

• no eccentric style or dyed hair is allowed. 

• no hair coloring is acceptable. 

• hair accessories should be conservative in size and color and be complementary to the uniform-green, 
Gray, black, yellow, or white. (No headbands with cat ears, Bunny ears, etc.) 

Jewelry 

The wearing of jewelry is discouraged for safety reasons. Jewelry must be minimal in size and non-distracting to learning in the 
classroom. 

• Watches are acceptable. 

• One modest ring per hand is acceptable. 

• Only an ID bracelet is permitted. 

• only one thin necklace with religious metal or crucifix may be worn and kept under blouse/ shirt (no rosary necklaces)  

• no beads are acceptable; absolutely no tattoos or body piercings will be allowed.  

• Girls only: stud earrings per lobe only. Hoop earrings are not allowed. 

Pe 

• green PE T-shirt 
with school logo 

• green shorts or 
sweatpants 

• only on PE days 
students may use 
all black and all 

white tennis 
shoes (tennis 

shoes must not 
contain any 

markings of any 
other color!) 

• White or black 

crew socks (3+ 

inches above 
ankle bone) 

• Green OLG 
pullover 
sweatshirt w/ 

logo or fleece 
zip-up jacket 

• green PE T-shirt with school logo 

• green shorts or sweatpants 

• only on PE days students may use all black and all white tennis shoes (tennis shoes must not contain any 
markings of any other color!) 

• White or black crew socks (3+ inches above ankle bone) 
Green OLG pullover sweatshirt w/ logo or fleece zip-up jacket 

Formal Uniform 

(Weekly Liturgies And 
Special Assemblies) 

• uniform gray 
pants 

• white shirt 
(collared, button 

down or polo w/ 
logo 

• cardigan w/ logo 
or school jacket 

w/ logo (no 
fleece jackets) 

• belt 

• necktie 

• black shoes 
(containing no 
markings of 

other colors) 

• Girls k-4 school jumper. 

• Girls 4-8 school skirt 

• white blouse (collared button down or polo w/ logo) 

• cross-over tie 

• Oxfords or black Mary Jane’s with rubber soles 

Makeup And Nail 

Polish 
N/A 

• No makeup is allowed at any time with the exception of 8th grade graduation pictures and ceremony. At 
that time guidelines will be given. 

• No nail Polish or acrylic nails are allowed. 
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Dress Code for Non-Uniform Days 
 
All general dress code rules apply on non-uniform days. The following guidelines apply to nonuniform 
days. 

• No tank tops or low-cut blouse 
• Blouses/shirts must extend over the waistline with no obscene writing or designs. Words and 

graphics on clothing should be appropriate and non-offensive 
• Jeans are acceptable if they are worn at the right size and are neat looking. 
• Girls’ skirts should not be shorter than the uniform skirt (two inches above the knee). 

• No student should wear sweats or any sloppy looking clothing, unless specified by the teacher 
 
SCHOOL ADMINISTRATION SHALL BE THE FINAL DETERMINER AS TO WHAT WILL 
OR WILL NOT BE ACCEPTABLE. 
 

B. ADMISSION AND ATTENDANCE 

 

11. Admission Procedures 

 
1) New Student Registration: Entering Grades Transitional K – 8 

o Open enrollment for all new students is ongoing. 
o You may contact the school office to make an appointment. 

2) Returning Student Registration: 
o Re-enrollment begins for existing families during January through March of the current 

school year. 
 
Parents who wish to enroll their children at Our Lady of Guadalupe School must complete the 
general admission process. 

1) Complete and return the application form along with the $175.00 non-refundable registration 
fee for each student. 

2) Submit a copy of the following: 
a. Birth Certificate 
b. Baptismal and/or First Holy Communion Certificate (if applicable) 
c. Immunization records 
d. Most recent student assessments including report card, standardized test results and 

other teacher observations if available. 
3) Complete a FACTS Tuition Application 

 
Acceptance into Our Lady of Guadalupe School is based upon the following guidelines: 
 

1) The principal and pastor decide all student admissions. 
2) Verification of report cards, above average effort and behavior grades from the previous school. 
3) Students: Evidence of a good Christian attitude and acceptance of OLG School discipline policy; 

satisfactory completion of placement tests. 
4) All new students are admitted on probationary status for one trimester. Their progress is 

monitored and reviewed for continued attendance. 

5) Family support of the spiritual and academic standards of the school. 

6) Parental support of the school and its policies. 

7) Parent participation in the parent service hour program. 

8) Financial support of school by payment of fees, tuition and fundraisers. 
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Our Lady of Guadalupe School administration will review all application materials. An interview with 

you and your child/children is the final step in the process. Once your child is accepted, you will be 

notified so that you may complete an OLG Parent tuition agreement. 

 

Age Requirements: 

• The recommended age for Transitional-kindergarten students is four (4) years of age on or before 

November 1. 

• The recommended age for kindergarten students is five (5) years of age on or before December 1. 
 

12. Absences/Tardiness 

 
Absences 

Prompt and regular attendance is important. Please call the school office before 9:00 a.m. when 

your child will be out of school for any reason. The telephone call does not substitute the written 

excuse required the following day. A written excuse, signed by a parent, must be submitted to 

the office whenever a student has been absent. If there is no written excuse, the parent will be 

called, and the student will be sent home. 

 

A student may be excused from class for medical appointments. Parents are advised to notify the 

school in advance if the student will be absent. We strongly urge parents to keep such 

appointments to a minimum. After keeping a medical appointment, the student must check in at 

the school office before returning to his/her classroom. 

 

Parents may not go the classroom for their child. They are to go to the school office and someone 

will get the student from the classroom. 

 

Tardiness 

Any student who arrives after 8:00 a.m. are consider tardy. The student must report to the school 

office before being admitted into the classroom. Disciplinary action will be taken for excessive 

tardiness. 

 

13. Communication Procedures 

 

Home/School Communication 
Our Lady of Guadalupe School website is kept up to date with current information on school activities. 

Also, the school’s newsletter is published weekly and a copy is sent home in the family envelope with the 

oldest or only child. The envelope is to be returned to class the next day. Please save and post this bulletin 

as it contains all current information regarding school activities and events. If you are not receiving this 

bulletin, check with your child or the school office. Important student information will only be given to 

parents or legal guardians, unless otherwise stated by written consent of the parent(s). Events of special 

interest are also published in the Weekly Church Bulletin. 

 

Our Lady of Guadalupe School uses ClassDojo schoolwide as an important tool for home and school 

communication. ClassDojo is a free and secure platform that allows teachers and staff to share school 

news, classroom updates, and upcoming events. Teachers also use ClassDojo to send direct messages to 

parents regarding their child’s progress or classroom reminders. Schoolwide announcements and event 

information are regularly posted on ClassDojo to keep families informed. 

 All parents are expected to sign up for ClassDojo to stay connected with their child’s teacher and the 

school community. Instructions for joining are provided at the beginning of the school year, and 

assistance is available through the school office if needed.  
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Classroom Newsletters 

Classroom teachers prepare detailed information regarding the activities and learning taking 

place in the classroom. Newsletters are sent home the first week of the month. 

 

Student Homework Agendas 

Homework agendas also have a section for home/school communication. Parents should be sure 

to contact teachers by including a note in the agenda or calling our school office whenever 

needed. 

 

Parent-Teacher Conferences 

It is strongly recommended that parents communicate with teachers frequently regarding the 

progress of their students in addition to receiving and viewing agenda planners (grades 3-8), 

graded papers, progress reports, and report cards. When parents would like to set up an 

appointment with their child’s teacher, they should contact the school office or simply write a 

note to the teacher requesting an appointment. Teachers should respond in a timely manner so 

that arrangements can be made. If parents are not satisfied with the response or would like 

further follow-up, they should make an appointment to meet with the Principal. If there is a 

question regarding a classroom situation, please make an appointment and discuss it with your 

child’s teacher first. If further discussion is needed, please contact the Principal. 

 

Access to Records 

The principal only, as custodian of the records, authorizes the release of personal information 

about students. 

 

14. General Policies and Procedures 

 

Birthdays/Celebrations 

Birthdays/Celebrations Classroom celebrations are limited to a cupcake & juice or pizza. Parents 

must provide the classroom teacher with a message indicating the date you wish to celebrate one 

week in advance. Deliveries such as flowers or balloons for students are not encouraged. We ask 

that all parents cooperate with the school in this matter. The school honors the students by 

singing “Happy Birthday,” at morning assembly. 

 

Breakfast and Lunch Program 

Our school qualifies for the National School Breakfast and Lunch Program. If your income falls 

within the eligibility scale, your family qualifies for free breakfast and lunch. If your income 

does not meet the requirements, you may qualify for a reduced cost lunch. Each family who 

wishes to apply for a free or reduced cost breakfast and lunch must fill out the application form 

completely. These forms are confidential and can be picked up in the school office. 

 

Families qualifying for reduced cost breakfast/lunch or families that has to pay full price 

breakfast/lunch for their child/ren need to pay in advance every week or once a month. Please 

send money in an envelope with the child’s first, last name and grade. Your child will not be 
served lunch or breakfast if he/she owes more than five meals. Your cooperation is greatly 

appreciated in this matter. 

  



 11 

Cell Phones 

Cell phones may be brought to a school under the following conditions: 

1. Cell phones must be turned in every morning to the classroom teacher. 

2. Phones must be kept in the OFF position from 8:00 am to 3:00 pm unless under the 

direction of the classroom teacher. 

3. No cell phones may be used for picture taking. 

4. No harassment or threatening of persons via the cell phone is permitted. 

5. Cell phones may not be used for game playing, internet or e-mail access, text messaging, 

music, gambling or marketing purchase of any kind. 

6. Internet access for classroom assignments may be used only under the supervision of the 

classroom teacher. 

7. Those who violate any of the rules regarding cell phones may forfeit their privileges of 

bringing them to school. 

 

Collection of Money 

No collection of money for school other than fundraising for OLG School or school related 

project is permitted without explicit permission from the principal. Students are discouraged 

from bringing large amounts of money to school; the school personnel are not responsible for 

any money lost at school. Money should never be left in the classroom overnight. When a 

payment is brought to school for any purpose, it is to be in an envelope clearly labeled with the 

child’s name, grade, the purpose of the enclosed money, and the amount enclosed. 

 

Field Trips 

Each class may participate in educational and/or cultural field trips during the school year at the 

discretion of the teacher. Volunteer chaperones must be over the age of 21 and approved by the 

teacher. Each student must have a field trip permission slip signed by his/her parent or legal 

guardian in order to participate. Telephone calls cannot be accepted in lieu of a signed 

permission slip. All students must go and return on the bus. Students are directed to cooperate 

and conform to directions and instructions of the supervisors in charge of the field trip. Field 

Trips are privileges and students can be denied participation if they fail to meet behavioral or 

academic requirements or if parents fail to meet financial responsibilities. 

 

Forgotten Lunches/Books/Homework/Telephone Use 

To minimize classroom interruptions and also train students in responsibility, any forgotten 

article brought to the school during class time must be deposited in the office, not the classroom. 

The children may then come to the office at recess or lunch to collect anything left for them. No 

parent or other nonstudent may visit a classroom during school for any reason. If lunches, books, 

etc., have been forgotten or if an emergency arises, contact the school secretary who will take the 

message and relay it to the student. Students will not be allowed to use the phone because of 

forgotten school work, books, supplies, or sports equipment. 

 

Lost and Found 

Clothing and other personal property are to be labeled with the student’s name. The lost and 

found is located in the school office. Found items not claimed within one week, will be sold 

and/or given to the poor. 
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Parties 

Mixed parties involving students of the upper grades, even though those parties are held at home, 

are discouraged. Parents are asked to cooperate with this regulation although this matter of 

parent-sponsored parties is one primarily involving parental control and not that of the school. 

The school discourages the parties because the consequences usually affect school discipline and 

study habits. 

 

Racial Non-Discrimination Policy 

Our Lady of Guadalupe School admits students of any race, color, sex, racial or ethnic origin to 

all the rights, privileges, programs, or activities generally accorded to students at the school. The 

school does not discriminate on the basis of race, color, sex, racial or ethnic origin, 

administration of its education policies, admission policies, and athletic or other school 

administered programs. 

 

Sex Non- Discrimination Policy 

Our Lady of Guadalupe School does not discriminate against any applicant or employee because 

of sex and not discriminate against any applicant or pupil because of sex in admissions, 

educational programs and activities. 

 

15. SAFETY AND EMERGENCY PROCEDURES 

 

Family Emergency Card 

Each student shall have an Emergency Card that is complete, current, and readily available to the 

school. It is essential that the information on the emergency cards kept in school be current and 

accurate. Parents must notify the school office of any change in address, telephone number, or 

other emergency information or to any medication prescription for a student. 

 

When a student becomes ill or is injured, the parent or guardian will be contacted immediately. If 

the parent or guardian cannot be reached, another person listed on the emergency card will be 

contacted. For this reason, you must notify the school secretary when there is a change of phone 

number, address, or persons to be contacted when you cannot be reached. We must know where 

to contact you in case of serious accident or sudden illness. 

 

Only minor and very basic first aid will be administered to students at school; no secondary 

treatment, such as changing or removing bandages, will be administered. Parents or guardians 

will be contacted immediately if there is any question regarding the seriousness of or 

complications arising from an injury. No medicine of any kind, including aspirin, may be given 

to students without written permission from parents/guardians. See Medication Authorization 

and Permission Form. 

 

Custody Policy 

Divorced or separated parents must file a court-certified copy the custody section of the divorce 

or separation decree with the principal’s office. The school will not be held responsible for 
failing to honor arrangements that have not been made known in writing. 

 

Classroom Visits 

For the protection of the children and to maintain a good learning atmosphere, all visitors to the 

school, including parents, relatives, and friends, are required to sign-in and sign-out at the school 

office. This includes parents who come to school during school time to work service hours.  
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Parents, teachers, staff, and students are to report to the office persons not wearing a visitor’s 

badge. 

 

Bicycle/ Skateboard, etc.… 

Bicycles, skateboards, roller blades, shoes with wheels, etc., are forbidden on school grounds. 

The school accepts no liability for any equipment if it should become damaged, lost, or stolen. 

 

Insurance 

The Student Accident Program is provided for all students throughout the Archdiocese of Los 

Angeles. This program assists with the medical expenses incurred due to accidental injury 

sustained by students while attending school or while participating in school 

sponsored/supervised activities. Forms are sent home each year with information about the 

benefits of this program. 

 

Items Brought to School 

Students should bring to school only those items that are required by official classroom supply 

lists. Items needed for show-and-tell or other projects are brought only with specific permission 

from the teacher and parent, and those items are to be put in a teacher-specified place when not 

used for the designated activity or project. 

 

Early Dismissal 

Students may not leave the campus during school hours except in emergencies and/or for 

medical purposes and with permission from the principal and parent. This policy applies to 

school hours, including lunch period, and to all after-school activities, and dismissal time before 

the student is picked up. Parents who wish to pick up their students before regular dismissal must 

go to the office and sign their child/ren out. 

 

Traffic: Pick-up/Drop-off 

When dropping your child off in the morning or picking up after school, do not double park in 

front of the school or church. During dismissal, cars should remain parked in the lower parking 

lot. Do not drive your car on the playground area during the school day. For the safety of all, 

your cooperation in following the traffic/safety plan is mandatory. 

 

Child Abuse Reporting Obligations 

In accord with Archdiocesan policy and California law, school staff is obligated under penalty of 

fine and jail term to report the reasonable suspicion of physical abuse, emotional abuse, 

emotional deprivation, physical neglect, inadequate supervision, or sexual abuse and 

exploitation. In this very serious and legally narrow area, the school will not contact parents in 

advance of making a report to legal authorities which would be the procedure followed in most 

other legal matters. The clear intent of the law, based on the seriousness of the crimes listed 

above, is to mandate that a report of reasonable suspicion of abuse be made. School staff will 

make such reports in the best interest of the affected child. 

 

VIRTUS Training: Safeguard the Children Training 

It is mandatory for all Our Lady of Guadalupe School employees and volunteers who have 

contact with minors to attend training on an awareness program called “Safeguard the Children”. 

(Archdiocesan Policy) 
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Fire/Earthquake/Lock Down Emergencies 

Fire and earthquake drills are held at least once a month for the entire school. The school has an 

earthquake and fire drill plan that is followed. The school also has a lockdown plan. Do not 

telephone the school. Phone lines must be accessible to school personnel for emergency 

procedures. The front gates will be locked. Children will be released to the parent, or those adults 

listed on the Earthquake Emergency Card only, from a designated evacuation area in the school 

yard at the front gate. Please remember that the children are more likely to remain calm if the 

adults around them are calm and reassuring. 

 

16. After School Day Care Program 

 

Our Lady of Guadalupe School provides Extended Day Care after school in a safe, nurturing and 

Christian atmosphere. The Day Care program offers assistance with homework as well as 

supervised activities and play. In this environment, children grow in all aspects and are allowed 

time for interaction with other students. All school policies apply to Day Care.  

 

Extended Day Care Hours of Operation  

Monday, Tuesday, Thursday, and Friday: 3:00–6:00 PM   

Wednesday: 12:00–6:00 PM  

 

Students without parent or guardian supervision are not permitted on campus before 7:45 AM or 

after 6:00 PM 

 

17. Health Regulations 

 

Medication 

No medications should be sent to school with a child. State law requires that any child who must 

be administered prescription medication during school hours have on file a “Consent for 
Medication” form. This form must be filled out and signed by the doctor prescribing the 

medication and should include the instructions for dispensing the medication. The information 

written on a prescription label will not suffice. This must be renewed each school year. Please 
keep in mind that this is for your own child’s protection. This includes inhalers. All medications 

should be kept in the school office and not in the possession of the student. Any allergies or. 

special health problems should be noted on the emergency card each year.  
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Immunization/Medical Records   

Students entering our school for the first time must bring the following: 

Vaccine Required Dose 

Polio 4 doses at any age, but…3 doses meet requirement for 

ages 4-6 years if at least one was given on or after the 

4th birthday, 3 doses meet requirement for ages 7-17 

years if at least one was given on or after the 2nd 

birthday. 

Diphtheria, Tetanus, and Pertussis Age 6 years and under: DTP, DTaP or any combination 

of DTP or DTaP with DT (diphtheria and tetanus) 5 

doses at any age, but…4 doses meet requirements for 

ages 4-6 years if at least one was on or after the 4th 

birthday. 

Age 6 years and under: DTP, DTaP or any combination 

of DTP or DTaP with DT (diphtheria and tetanus) 5 

doses at any age, but…4 doses meet requirements for 

ages 4-6 years if at least one was on or after the 4th 

birthday. 

Age 7 years and older: Tdap, Td, or DTP, DTaP or any 

combination of these 4 doses at any age, but…3 doses 

meet requirement for ages 7-17 years if at least one 

was on or after the 2nd birthday. If last dose was given 

before the 2nd birthday,  one more (Tdap) dose is 

required.   

Measles, Mumps, Rubella (MMR) Kindergarten: 2 doses both on or after 1st birthday.  7th 
grade: 2 doses both on or after 1st birthday.  Grades 1-

6 and 8-12: 1 dose on or after 1st birthday.   

Hepatitis B Kindergarten: 3 doses at any age 

Varicella 1 dose   

Tdap Booster 

(Tetanus, reduced diphtheria, and pertussis) 

7th grade: 1 dose on or after 7th birthday. 

Our Lady of Guadalupe School is included in the jurisdiction of the L.A. County Health Department. Immunizations 

according to state or county requirements are required on first admission to school. State regulations demand that 

each Kindergarten student and any new student have a California Immunization Record on file. In some cases, the 

information required on this form might be repetitious to that of the School Health Record, but it is necessary to 

complete both. Failure to provide the requested verification will result in your child being excluded from entering 

school until this requirement is fulfilled.  First graders must have a Report or Diagnostic Examination and School 

Certificate on file. Forms are available in the office. 

 

Students who attended OLG last year need only to have cards kept current. If the student has received any 

immunization during the summer, or there is any additional information that should be listed on the health card, 

please bring dates and/or information with you when you register your child/children.   

 

Illness 

When a child has a temperature, severe cold, persistent cough, is vomiting or has symptoms of the flu or 

other sickness, the child is to be kept at home for recovery, and to protect the classmates and teachers 

from illness. The school does not employ a full-time nurse. Sick children are cared for by the office staff 

in the limited space of the office.   
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C. ACADEMICS/ CURRICULUM INFORMATION   
  

18. General Curriculum   
  
Academics   

At Our Lady of Guadalupe School Christian formation and values as well as strong academic 
excellence is emphasized. The Archdiocesan/State Standards, Common Core State Standards, 
and School-wide Learning Expectations (SLEs) are used in all areas of instruction. The core 
curriculum includes: 
 

Religion  
Mathematics/Algebra 
Reading/Literature 
English/Language 
Social Studies 

Science 
Spelling 
Music 
Art 
Physical Education

 

19. Grading Policy 

In-so-far as possible, the administration and faculty of OLG School seeks to measure total 

student performance in class work, homework, test performance, class participation, and where 

appropriate, work on special projects. Therefore, written grades will be given so as to keep 

students and parents aware of performance. Any matter involving a student’s work or behavior 

should be taken up with the teacher first. The grading system is as follows: 

 

Primary Level (Grades Pre-K - 2) 

O = Outstanding 

G = Good 

S = Satisfactory 

NI = Needs Improvement 

+ = Area of Strength 

√ = Area of Improvement 

 

Intermediate Level (Grades 4-8) 

A = 93-100% 

B+ = 90-92% 

B = 87-89% 

B- = 85-86% 

C+ = 80-84% 

C = 75-79%  

C- = 70-74% 

D = 65-69% 

F = 64% - Below  

+ = Area of Strength 

√ = Area of Improvement 

 
Progress Reports 
Progress Reports will go home with each student mid-way through each trimester. In Kindergarten through 5th 

grade, progress reports are given to students who are below a Cin any subject. All students in grades 6th through 8th 

will receive a progress report. The Progress Report must be signed and returned to the classroom teacher the next 

day. It shall be the responsibility of the student and parent to inquire at that time as to steps, which may be taken to 

correct any deficiency. Families are reminded that the Progress Report is not a report card but rather an indication of 

progress to date in a specific area. 
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Report Cards 
At the end of each grading period, report cards will be distributed. A formal parent-teacher conference will 

accompany the distribution of the first report card. At the end of the other trimesters, parents and/teachers may 

request a formal conference after school hours. Parent-teacher conferences are recommended any time a parent or 

teacher recognizes a need. Informal contact by note, phone, or visit is welcomed with the reminder that 

arrangements should be made in advance for a visit with the teacher. 

 

If a student is absent for 15 or more days during a trimester, grades will be withheld. This decision is left to the 

discretion and judgment of the principal and the respective teacher. 

 

20. Homework Policy 

We urge all parents to take an active interest in their child’s homework. It is the responsibility of the student to see 

to it that assignments are properly written down in the Agenda Planner and are completed on time. (Use of Agenda 

Planners is mandatory for Grades 3-8). All students are expected to contact the teacher if problems arise. Parents are 

asked to monitor the child’s efforts in this regard. Concerns relative to homework must be immediately addressed to 

the teacher who assigned the homework. 

 

The purpose of homework is to reinforce material already taught. Assignments should be completed neatly, carefully 

and promptly. The amount of time spent doing homework assignments, or if too much time is spent in their 

completion, the teacher should be contacted. All missed and incomplete homework must be made up as soon as 

possible. 

 

Homework assignments are not ordinarily given on weekends or holidays except for long-range assignments or 

make-up work. In the upper grade classes, the students are often given work on the weekend, not to exceed 2 hours 

for the entire weekend. It is the responsibility of the student to obtain and complete assignments missed due to 

absence. 

 

Archdiocesan guidelines dictate: 

Grades: Kinder – 2nd  not to exceed ½ hour 

Grades: 3rd – 6th  not to exceed 1 hour 

Grades: 7th  – 8th  not to exceed 2 hours 

 

Homework Infractions   
Homework Infractions are given when a student does not satisfactorily complete a homework assignment on time. 

The Homework Infraction is to be signed by the parent and student and returned along with the completed 

assignment on the following school day. 

 

21. Academic Probation/Retention/Transfer 

Our Lady of Guadalupe School believes in the principle of academic excellence, and as such believes that this is 

best achieved through collaboration between the student, the school and the home.   

 

Probation: New Student 
All new students will be placed on Attendance/Effort and Conduct Probation for at least one trimester. We wish to 

make it clear that Our Lady of Guadalupe School is not geared to accommodate students who demonstrate severe 

grade level deficiencies or behavioral problems. We do all in our power to recommend and/or schedule specialized 

testing where academic deficiencies may be caused by specific learning disabilities and will assist in referrals in 

alternate school placement where necessary. 

 

Probation: Academic/Effort   
Any student who receives an "F" (64% and below) on a report card, or who receives two (2) or more "D's" (65%-

69%) on a report card in the 1st or 2nd trimester, will be placed on academic probation for the next trimester. Any 

student consistently achieving below grade level and/or ability, or who reflects a consistent lack of good work habits 

may also (at the school's discretion) be placed on academic probation. At that time, the school will provide written 

notification, and a meeting between faculty and parents will be required, in order to facilitate an intervention plan 

that meets the individual needs of that student more effectively.   

 

If a student does not show progress in academics/effort, the following consequences are possible (not necessarily in 

this order):   

1) Student not eligible for extra-curricular activities 
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2) Student placed on contract 

3) Student may need to fulfill specific requirements during the summer as outlined by the school. 

4) Student repeats the grade (Retention) 

5) Parents asked to withdraw the child from school 

 

Promotion/Retention   
All students are expected to achieve at least grade level proficiency in order to be promoted to the next grade. 

Advancement to the next level is based on a student's daily performance, test results, recommendations of teachers, 

and his/her ability to complete work successfully on a more advanced level. The principal may recommend the 

repetition of a level, tutoring, or summer school classes when, after conferences with teachers and parents, it is 

believed that the student will be better prepared academically or emotionally for the next level.   

 

Transfer 
As a matter of courtesy, notice of withdrawal of a student should be made by the parent in writing to the principal in 

advance of the withdrawal date. This will enable the school to prepare necessary information and settle accounts. 

Parent school accounts must be settled prior to a student's withdrawal from Our Lady of Guadalupe School, and 

credits will be issued when applicable. 

 

22. Standardized Tests/Assessments 

 

Our Lady of Guadalupe School uses a variety of standardized assessments to monitor student progress, inform 

instruction, and support academic and spiritual growth. 

STAR Assessments 

 The STAR Assessment Program is administered schoolwide in the following areas: 

• Early Literacy (Grades TK–3): The STAR Early Literacy assessment measures foundational reading 

skills such as phonemic awareness, letter recognition, and early comprehension. 

 

 

• Reading (Grades 2–8): The STAR Reading assessment evaluates reading comprehension, vocabulary, and 

overall reading development. 

 

 

• Math (Grades 2–8): The STAR Math assessment measures students’ understanding of mathematical 

concepts, computation, and problem-solving skills. 

 

 

STAR assessments are typically administered several times throughout the school year to track student growth and 

help teachers tailor instruction to individual needs. Assessment results are shared with parents and used to analyze 

individual, class, and school strengths and areas for growth. 

Religion Assessment – ARK (Assessing Religious Knowledge) 

 Students in Grades 2–8 participate in the ARK assessment, which evaluates their understanding of key concepts of 

the Catholic faith, including Scripture, sacraments, morality, and Church teachings. The ARK results guide teachers 

in strengthening faith formation and ensuring that Catholic identity remains at the heart of our educational program. 
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23. Honor Roll   

Students in Grades 1-8 are eligible for Honor Roll. To be eligible for Honor Roll he/she must earn a 3.5 and above 

grade point average. A student must also earn an “A” or “B” in conduct and effort; however, the conduct and effort 

grades are not included in the honor roll point system. All academic subjects are included in determining Honor 

Roll. (Any F’s in any subject on the report card for a quarter automatically excludes a student from any honor roll 

for that quarter.) An honors assembly is held to recognize outstanding student achievement.  

 

 

24. Extra Curricular Activities 

Students are encouraged to participate in extra-curricular programs if their grades permit. For all students, this shall 

mean a current academic average of at least a “C” and a “B or G” in conduct and effort. Grade checks will be 

conducted on a regular basis. Students deemed ineligible may not participate in the designated activities. A student 

may become eligible by correcting the deficiency. In order to participate in some extra-curricular activities, there is a 

fee to cover the cost. 

 

The Administration reserves the right to approve or disapprove all students' involvement in school activities. Student 

participation is at the discretion of the administration. 

 

Our school is proud to offer the following extra-curricular activities: 
Student Council  

Choir  

Sports Teams  

Performing Arts  

Altar Service  

Lego Club  
 

 

Sports Program 
The Sports Program of Our Lady of Guadalupe School is the combined effort of the school and the Catholic Youth 

Organization (CYO) of the Archdiocese of Los Angeles. It aims to develop outstanding sportsmanship in both boys 

and girls. Athletics are available to students meeting extra-curricular activity eligibility requirements. A sports fee is 

required per student, per sport. In addition, the student’s tuition account must be current and kept current in order to 

participate. Students participate at the discretion of the principal. 

 

Team sports offered after school are: Football, Volleyball, Basketball, and Softball. 

 

25. Religious Education Program 

At Our Lady of Guadalupe School, religious worship is an integral part of a child’s growth and a central part of the 

Catholic identity of the school. Religion classes are held at all grade levels. The curriculum is uniquely Catholic and 

follows the guidelines of the Archdiocese of Los Angeles. Liturgy and prayer are a major part of our Catholic faith. 

Students begin their day in prayer as well as before meals, before dismissal and when the particular occasion arises. 

The school community attends Mass every Thursday and on Holy Days of Obligation.  Formal dress uniform is 

required on Mass days.   

 

Sacramental Preparation 
Parents of students in Grade Two (Reconciliation) and Grade Three (First Eucharist) are expected to share in the 

preparation of their children for receiving the Sacrament of First Eucharist and the Sacrament of Reconciliation.  

Parents must participate in the Parent Retreat and follow the parish guidelines held prior to these events. 

Noncompliance will cause your child to miss the Sacraments. Any students not in Grade Two and/or Grade Three in 

need of sacramental preparation should make this known to the school office at the time of registration. 

Arrangements will be made for your child to receive the sacraments with OLG School. All students must provide the 

original Baptismal Certificate at Registration.   
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26. Discipline Policy 

Discipline is to be considered an essential aspect of Christian development. The purpose of discipline is:   

1. To provide a classroom and school environment conducive to learning 

2. To help develop the values of responsibility and self-control 

3. To help build a sense of community 

 

At Our Lady of Guadalupe School, the staff strives to work in a positive way with the students to help them come to 

a realization of their own value, and of their responsibilities as members of God’s family. Parents are asked to 

cooperate fully with the teachers and the principal in an effort to discover the cause of a disciplinary problem and 

work toward its satisfactory solution. The school employs a school-wide referral system to notify parents of 

unacceptable student behaviors and to work with the parents and students to correct such behaviors. When a student 

chooses not follow classroom or school rules, the child will be engaged in disciplinary action/consequences. * 

Referrals may warrant student detentions, suspensions, and even expulsions as consequences for unacceptable 

behaviors. 

 

*The following consequences are possible (not necessarily in this order): 
1) Student is issued a conduct referral 

2) Student placed on Conduct Probation 

3) Student placed on contract 

4) Student not eligible for extra-curricular activities 

5) Student suspended from school 

6) Student expelled from school 

7) Parents asked to withdraw student from school 

 

Conduct Referrals 
Conduct referrals shall be given for breaking a general school rule, dress code violation, and inappropriate behavior 

in class, recess, lunch, day care, and extra-curricular activities.  The referral is to be signed by the parent and student 

and returned to the homeroom teacher on the following school day. Student will receive If a student receives more 

than two (2) referrals, the student will be placed in a disciplinary contract during a conference with the Principal, 

teacher, parents, student, and if it is necessary the Pastor. 

 

Suspension/Expulsion 
Suspension/expulsion may become necessary when the child or parents are no longer willing to support the school 

and its policies or in the event of a serious offense, such as:   

1. Actions gravely detrimental to the moral and spiritual welfare of other students 

2. Habitual profanity or vulgarity 

3. Assault, battery and/or threat of force or violence directed toward any school personnel or pupil 

4. Open persistent defiance of the authority of the teacher 

5. Continued willful disobedience 

6. Use, sale or possession of narcotics, alcohol or tobacco 

7. Stealing 20 

8. Willfully defacing school property 

9. Habitual truancy 

10. Whatever the principal deems as a serious offense 
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Students and their parents shall be liable for all damage to school property or equipment. The Pastor or the Principal 

is the final recourse in all-disciplinary situations and may waive any disciplinary rule for a just cause at his/her 

discretion. 

 

Home Study 
Rather than expulsion, as a disciplinary measure for 8th grade students who are disruptive and disrespectful, Home 

Study maybe assigned. It provides a possible means to keep a student in school ensuring that he/she will receive a 

diploma from a Catholic school. The student must complete all work assigned at home under the direct supervision 

of the parent(s) and the school teacher/principal in a timely manner.   

 

A student may be suspended or dismissed for inappropriate acts related to school activity or attendance which occur 

at any time, including but not limited to:   

1) While on school grounds. 

2) While going to or coming from school. 

3) While going to or coming from a school-sponsored activity. 

4) While present at a school-sponsored activity, whether actively involved or simply present. 

 

Right to Amend 
The Principal reserves the right to amend this handbook during the school year. Parents and Students will be notified 

if changes are made. 

 

Zero Tolerance Policy 
Our Lady of Guadalupe Church and Our Lady of Guadalupe School profess one faith in Christ Jesus, and uphold the 

values of family that are part of the Catholic tradition. Given this as a statement rooted in our mission and 

philosophy, we set forth the following policies concerning the conduct of the parents of our school children.   

 

I. School parents who knowingly participate in or permit the consumption of any alcoholic beverages, 

the use of illegal “recreational” drugs, truancy, or other kind of illegal activity involving any minors, 

irrespective of the school at which the minor student is enrolled, will be subject to a Policy of Zero 

Tolerance. 

This would result in: 

1. The immediate suspension and the possibility of the expulsion of all family members enrolled in our 

school at the time of the reported incident;  

2. The filing of a formal report to the corresponding Los Angeles Police Department and to the Los 

Angeles County Department of Children’s Services. 

 

These actions will be taken following a complaint of an eyewitness account by any school parent, 

parishioner or school personnel who register their complaint without anonymity to the pastor, principal 

or other pastoral personnel. 

 

II. School parents, who verbally or physically harass or assault a school or church staff member for any 

reason whatsoever, will be subject to a Policy of Zero Tolerance. 
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Nonpayment of Tuition 
Nonpayment constitutes a serious breach in parents’ obligation to OLG. If tuition or other fees are in arrears, OLG 

may withhold the release of report cards or diplomas. Students will not be allowed to attend class and the parents 

will be notified to come and take the student home until the total past due balance has been satisfied. OLG School 

has the right to legal action for the nonpayment of tuition and parents will be responsible for all costs of collections, 

including court expenses and reasonable attorneys’ fees. Special circumstances will be given consideration, if 

notification is given with ample time in writing to the principal. 

 

FINANCIAL POLICY: 
When an NSF check is returned, for any payments related to school (including payment for Day-Care, lunch 

program, and fundraisers) payment must be made by cash or money order ONLY.  NO EXCEPTIONS. No other 

form of payment will be accepted and a $25 fee is charged for each occurrence.   

 

28. Required Mandatory Obligations   

School Fundraising Requirements 
Every family is required to participate in the mandatory fundraisers each year, or in lieu of fundraising a family can 

buy-out the amount as specified by the school. Fundraising is provided as a service to our school families in order to 

supplement tuition rates. Fundraising family quotas are established each year. 

 

Parish Fundraising Requirements 
Every family is required to participate in the mandatory Parish fundraisers each year -Tardeada, Fiestas Patronales 

and the Jamaica. 

 

Parent School/Parish Service Hour Requirements 
For the school year every family is expected to donate 48 service hours to the school and 10 parish hours. 

 

School Service Hours 
The family goal is sixteen (10) school service hours per trimester. There will be no carry-overs from one semester to 

the next unless arrangements have been made by the principal. In lieu of service hours, a family may pay $20.00 per 

hour or $600 per year. The service hour cards must be completed and turned in to the office by the end of each 

trimester. If the card is received after the deadline a late fee of $10.00 will be charged. A charge of $20.00 will be 

made for each hour that is not complete.  

 

Parent Service Hours -are considered part of tuition, and report cards or school transcripts will be 

withheld if the obligation is not met.  Please make note of the date your Service Hours are due. 
 

Parish Service Hours 
Each family must complete ten (10) parish Jamaica hours. Families have the option of buying out at $100.00 or 

paying $20.00 and working eight hours. Unfulfilled hours Jamaica hours are billed at $25.00 per hour. 

 

Parent School Service Hour Opportunities 
The following list is designed to provide a set of examples. The list is not to be restrictive in any way. Material 

donations must equal $10.00 for each hour. (Receipts are required.)   
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