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Principal’s Welcome Letter 

Welcome to Our Lady of Mercy School!  Since 1951, Our Lady of Mercy School has been 
guiding children to become the saints and scholars that God is calling them to be.  It is a 
joy to be part of this community where we each strive toward the very highest good 
that we can achieve, with the support of our Lord and each other.  Through our faith, 
our study, and our participation in athletics and the arts, we cultivate the gifts that God 
has given to us, and we pursue true excellence in an environment marked by God’s 
loving mercy and the protection of His Blessed Mother, Our Lady of Mercy.   
 
We have a remarkable faculty, a talented and dedicated staff, wonderful students, 
and committed, supportive families.  We believe that for our students to fulfill their 
God-given potential, we all must work closely together, keeping foremost in our 
mind our school’s mission: We strive to be saints and scholars who serve the 
evangelical mission of our parish so that Mercy may flourish.   
 
Everything we do as a school community is directed toward the goal of what is truly 
good for our children: helping them to develop a relationship with God that will give 
meaning and purpose to every activity they undertake, will encourage them to look 
on others with the love of Christ, and will prepare them for true success in this life 
and the next.  In order to achieve that very lofty goal, we all make sacrifices that 
allow our community to function in an effective and healthy manner.  This handbook 
summarizes our school’s policies to which we all agree.  It is subject to change at the 
discretion of the school’s administration in order to better serve our students, our 
school mission, and our school community.  But no list of policies effectively captures 
the heart of a school, which manifests itself in the interactions between the members 
of the community.  As St. Paul frequently reminds us, love is greater than the law, and 
it is the charity we have for one another that makes Our Lady of Mercy a truly special 
place.    

I personally thank you for taking the time to read, understand, and abide by these 
policies.  I encourage you to reach out with questions, and I look forward to working 
together with you, your child(ren), and our team to help all our students become the 
saints and scholars God is calling them to be.  May God richly bless you and your 
family, now and always. 

           For Christ and our Kids, 
 

                                                                                                                 
 

           Mr. Patrick H. McNabb 
           Principal 
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Faculty & Staff Directory 

Pastor:         The Reverend, Bernard A. Healey 

Associate Pastor:        The Reverend, Joseph M. Brodeur 

Principal:         Mr. Patrick H. McNabb 

Vice Principal:        Mrs. Jennifer A. Ellis 

Business Manager:       Mr. David E. Cote 

Administrative Assistant to the Principal:    Mrs. Irene Buonaccorsi 

Director of Admissions & Marketing:    Mrs. Maura Legare 

Athletic Director:        Mr. Jerry O’Connell 

Front Office Manager:       Ms. Maria DeLuca 

Pre-Kindergarten 3:       Mrs. Melinda Almonte, Lead Teacher 

                  Mrs. Kerri Voccio, Assistant Teacher 

Pre-Kindergarten 4:       Ms. Ashly Smith, Lead Teacher 

               Mrs. Theresa Siani, Assistant Teacher 

Kindergarten:        Mrs. Karen Maguire, Lead Teacher 

                Mrs. Christine Higgins, Assistant Teacher 

First Grade:        Mrs. Denise Palizza, Lead Teacher 

Second Grade:        Ms. Jean Perretta, Lead Teacher   

                Mrs. Margaret Simms, 

          First & Second Grade Assistant Teacher 

Third Grade:        Mrs. Sara Aldridge 

Fourth Grade:        Ms. Trinity Reilly  

Fifth Grade:        Mrs. Jennifer Nygren 

Middle School English:       Mrs. Kathleen Kerin   

Middle School History:       Mr. Patrick O’Neill 

Middle School Mathematics:      Mrs. Karen Kane 

Middle School Science:       Dr. Deborah Husak                                                                                                                         

Middle School Theology:      Mr. Jeremy Long 

Art:          Mrs. Beth Brugnoli 

Library:         Mrs. Cheryl Maynard 

Music:         Mrs. Shirley Medici                                                                                                                   

Physical Education & Health:      Mr. David Stefanik                                                                                           

Spanish:         Mrs. Katherine Franklin 

Technology        Mrs. Jacqueline DeNuccio 

Academic Support Coordinator, Grades PK-3:   Ms. Rayna Ciano 

Academic Support Coordinator, Grades 4-8:   Mrs. Jacqueline DeNuccio 

Lunch & Extended Day:  Sister Lourdes de Leon, FAS; Sister Jane Molitas, FAS; Sr. Flora Tanarte, 

FAS; Mrs. Cheri Baccari; & Mrs. Dorothy Sampaio  

Nurse:         Mrs. Helen Fleury & Mrs. Clare Nelson 

Building Manager:       Mr. David Belanger 

Buildings & Grounds: Mr. Paul Anderson, Mr. Michael Carne, & Mr. Jeff Franzone 



 6 

I. Mission, Philosophy, & Community Identity  
Introduction 
All parish school programs are governed by the policies and regulations of the Diocese of Providence 
Catholic Schools as set forth in the Policy Manual for Elementary and Secondary Schools, Providence 
Diocese, and in interim communications.  
 
This Student & Family Handbook contains the philosophy, policies, and procedures for Our Lady of Mercy 
School. Parents and students are asked to familiarize themselves with its contents and sign and return the 
Student & Parent Acknowledgement Agreement Form.  
 
Mission Statement 
Our Mission at Our Lady of Mercy School is to follow the Lord Jesus Christ and His Church as we pursue 
excellence in academics, athletics and the arts. In the midst of a safe and nurturing environment we seek to 
develop a good moral character built upon the teachings of the Catholic Church.  We strive to be Saints and 
Scholars who serve the evangelical mission of our parish so that Mercy may flourish. 
 
Philosophy  
Our Lady of Mercy School is a vibrant, joyful Roman Catholic community dedicated to the education of 
integrated human persons in the Catholic intellectual tradition.  We honor and support the role of mothers 
and fathers as the primary educators of their children, as well as the vital role of strong community ties in 
forming healthy, confident, and loving young people.  We strive to support each child in cultivating the 
unique gifts that God has given to him or her so that he or she can become the unrepeatable saint that God 
has always intended, and so that we all together may contribute to a world where Mercy may flourish. 
 
History of the School 
Our Lady of Mercy School was established in 1950, a dream of the Pastor of Our Lady of Mercy Parish, 
Father Francis Brady, whose commitment to providing education and activities for the youth of the parish 
inspired his parishioners. The acclaimed scholarship, climate, and discipline of Catholic elementary school 
education were benefits that the parishioners wished to provide for their children. 
 
The first year, while the new school was under construction, Our Lady of Mercy School held classes in the 
basement of the former church on Main Street. Under the direction of the Religious Sisters of Mercy, Grades 
Kindergarten, One and Two enrolled 138 students. The faculty consisted of three Sisters of Mercy; one Sister 
also served as the principal.  The new school building was ready for occupancy the following academic year. 
A grade was added to the school each successive year. In 1955 an addition to the building was opened. The 
addition included a new library, and a book fair was held to stock the library. 
 
In 2001, an addition took shape. Included in the renovations were: a larger library; a science lab; two 
classrooms, a small resource room and lavatories on the lower level; a renovated and enlarged computer 
lab; an Art/Music room in an old classroom that was enlarged; a handicapped restroom; and additional 
renovations to three existing classrooms.  An indoor ramp was also added.  In mid-October 2001 the final 
firewall came down and students were able to see the new corridor and rooms. On October 28, 2001 Bishop 
Robert Mulvee celebrated a special Mass at Our Lady of Mercy Church and led a procession over to the 
school for the blessing of the new structure. In 2015 a new building-wide wireless internet system was 
installed. 
 
Since 2020, Our Lady of Mercy School has seen a resurgence in enrollment of over 20% thanks to its 
sustained reputation of spiritual and academic excellence and the satisfaction of its families with the 
school’s handling of the period colored by the COVID-19 pandemic.  This is only the latest success in a 
history that spans more than seventy years of supporting young men and women as they strive to be the 
saints and scholars that God is calling them to be.  God willing, this work will continue for another seventy 
years and more! 
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School Governance 
  Our Lady of Mercy School is led by the Principal, who bears responsibility for the day-to-day management of 
all school affairs.  The Principal leads the school under the direction of the Pastor of Our Lady of Mercy 
Parish, who has been designated by the Bishop of Providence to care for the spiritual needs- including 
education- of the people of Our Lady of Mercy Parish.  The Principal and the Pastor are assisted in the 
governance of the school by a School Advisory Board.  This Board is consultative in nature, and its members 
are chosen by the Pastor and/or the Principal for the expertise that they may bring to bear on issues facing 
the school community.  The President of the Parent Teacher Group sits on the School Advisory Board during 
his or her tenure as President.  The Pastor is the final arbiter and retains final authority on all questions 
pertaining to the administration of the School. 
 
Essential Community Expectations 
Membership in the community of Our Lady of Mercy School is a great privilege, as we all strive together to 
be the saints and scholars that God is calling us to be.  All members of our community are expected to 
uphold this ideal, as our students strive to be their very best, and the parents, faculty, and staff of our 
community strive to set an example of Christian virtue that our students may emulate.  Our community is 
founded on the mutual trust that each of us is working to the best of our ability in this goal, seeking the 
common good of our students and our school community.  With that in mind:   
 

• Parents should always have the trust to raise questions or concerns related to their children’s 
academic, personal, or spiritual growth.  When this becomes necessary, these questions and concerns 
should be brought directly to the faculty or staff member closest to the situation who can most help 
to improve the matter.  These situations should always be addressed privately and in a manner that 
seeks the common good for all involved.   
 

• If initial conversations do not lead to a resolution, those individuals involved may bring the matter to 
the attention of the Vice Principal or Principal- as appropriate- for further intervention.  In all 
situations, and especially in cases of conflict, confidentiality, respect, and Christian charity should 
guide the conversations and attempts at resolution. 
 

• Students or parents whose conduct- either in or outside of school- violates the trust of our 
community, demonstrates a failure to work productively with the School in good faith, demonstrates 
a clear lack of commitment to the School’s mission, reflects negatively on Our Lady of Mercy School, 
or causes harm to a member of our community may be subject to action, as determined by the school 
administration, up to and including the termination of enrollment.   
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II. Daily Life at Our Lady of Mercy School  
 
School Information 
Our Lady of Mercy School  Phone: 401-884-1618 
55 4th Avenue   Fax: 401-885-3138 
East Greenwich, RI 02818  Website: www.olmschool.org 
 
School Office Hours 
During the school year: Monday through Friday 7:00am - 3:00pm (excluding holidays and vacations).  
During the summer: Monday through Friday 9:00am – 1:00pm.  
Extended Day: Monday through Friday 2:30pm - 5:30pm (excluding holidays, vacations, and days listed on 
the school calendar when the service is not available).   
 
Before School 
7:00am - 7:40am Before-School Care 
 
Arrival  
7:40am Doors open for arrival.  Students in Grades PK-K 
enter through Door C3 and proceed to their classrooms.  
Students in Grades 6-8 enter through Door C5 and 
proceed to the school gym.  Students in Grades 1-5 enter 
through Door D6 and proceed to the school gym. 
 
All families must follow the directions to the right in 
dropping students off and must drive slowly and 
carefully on school grounds to ensure a safe arrival for 
all students. 
  
8:00 am A bell will ring for students in Grades 1-8 to 
proceed to class.  Students in Grades 6-8 may then go 
directly to their lockers to prepare for their day.  Homeroom teachers will meet students in Grades 1-5 and 
lead them to their classrooms in a quiet and orderly fashion. 
 
8:10 am The late bell will ring. Any student arriving to their homeroom at 8:10 am or later must obtain a 
late pass to enter class.  Students who arrive to the building after 8:10 am must enter through the front door 
(A1).  
 
Dismissal 
11:30am: Pre-School Dismissal (half-day students) 
2:15pm: Students riding a bus home are dismissed to the school gym 
2:15-2:20 pm: Grades PK-2 dismissed through Door C3 
2:20-2:25 pm: Grades 3-5 dismissed through Door D6 and proceed to the back parking lot 
2:25-2:30 pm: Grades 6-8 dismissed through Door C5 
 
 Private Cars: Meet children by 2:30pm. 
 Parking is in the rear school lot behind the cones. 
 
Once a child has met the adult driver, that driver is responsible for the child.  Students must stay with the 
adult(s) picking them up.  Students are not permitted to run in the parking lot, and the adults picking children 
up are required- as a pressing matter of safety- to carefully supervise children once they have been given to 
their care. 
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Attendance 
On-time, daily attendance is a non-negotiable, baseline expectation of our school community.   The school 
day begins at 8:00 am. Students who arrive after 8:10 am will be marked Tardy.  Middle school students 
(Grades 6-8) will receive one demerit for each instance of tardiness.  The parents of elementary students 
(Grades PK-5) will be required to meet with the Vice Principal to develop a plan of action if a child 
accumulates ten or more tardies in one trimester.   
 
OLM School students are expected to attend all classes and school functions within the school day.  If a 
student must be absent, parents must notify the Main Office no later than 8:30 am that morning.  This may 
occur by phone by calling (401) 884-1618 or via email.  If emailing, please include the Office Manager 
(office@olmschool.org) and the child’s homeroom teacher.  We ask that parents also include the School 
Nurse (nurse@olmschool.org) if the student’s absence is occurring for medical reasons.   
 
Students who are absent from school are not permitted to attend school events or participate in school-
sponsored extracurricular activities on the same day as their absence.  Exceptions to this policy may only be 
made by the Principal or Vice Principal. 
 
Early dismissals, in general, are discouraged when not absolutely necessary as they present an interruption 
to academic learning.  Parents or guardians arranging for early dismissals must pick up their children prior to 
2:00 pm.  After 2:00 pm, students will only be released according to our above-listed dismissal practices, 
barring legitimate emergencies. 
 
Missing school for vacations or other extended, discretionary periods is strongly discouraged by the school, 
and serves as a detriment to students’ academic progress.  If a family deems it necessary for a child to miss 
school, they should notify their child’s teacher and the school office well in advance.  Upon return, the 
student, and not the teacher, is responsible for all work missed during this period.  Teachers are not 
expected to provide schoolwork in advance of discretionary absences and will not be required to do so by 
the school administration.   
 
Parents must anticipate that any disruption to participation in the regular school schedule may negatively 
impact a child’s academic performance, and they should expect that excessive absences will naturally result 
in decreased academic achievement.  The school reserves the right to intervene in cases of frequent absence 
through those means it deems necessary including communication with parents, attendance contracts, 
retention, or any other necessary means, up to and including separation from the school. 
 
In cases where a student must be absent from school for an extended emergency or health reason, we ask 
that parents contact the Principal as soon as possible to create an individual plan of action for the student 
that is mutually agreed upon by all parties.  
 
Cancellation, Delay, or Early Dismissal of School  
Because of the unique circumstances of our large and diverse school community, OLM School makes its own 
determinations if school is to be cancelled, delayed, or dismissed early due to poor weather conditions or for 
other pressing reasons.  Families should not assume that OLM School is following the decision of the East 
Greenwich School Department or any other local municipality in closing, delaying, or dismissing school.  For 
this and other circumstances of delayed opening or cancellation, notice shall be given to all media outlets 
and communicated to families via text message and email.  In the event of an emergency dismissal from 
school, the administration will alert families via automated text message, email, and local news outlets.  
 
On days when the opening of school has been delayed, the official opening time and expected student arrival 
time will be advanced in accordance with the length of the delay (e.g. in the event of a one-hour delay, the 
doors will open for arrival at 8:40 am, and students must arrive by 9:10 am).  Before-school care is not 

mailto:office@olmschool.org
mailto:nurse@olmschool.org
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provided on days when the opening of school is delayed.   
Extended Day Program 
Our Lady of Mercy School provides both Before and After-School Care for an additional fee, which is billed 
through FACTS.  In order to benefit from this program, students must be pre-registered in the school office 
for the program and must have paid an initial $25 registration fee.  Registrations are handled on a first-
come-first-served basis, and only children who have registered will be permitted to use the Extended Day 
Program.  Participation in the Extended Day Program is contingent both upon the timely payment of bills for 
the service and the appropriate conduct of students and parents.  The same standard of conduct applies in 
our Extended Day Program as during our regular school days, and sudents who fail to uphold this standard 
during Extended Day- or students whose parents fail to work constructively with the Extended Day staff- 
will be subject to disciplinary consequences and may be removed from the program for a defined period of 
time, for a school year, or for the duration of their enrollment at Our Lady of Mercy School. 

 
Before-School Care 
Care is available starting at 7:00am. Students should be dropped off at Door C3. Coverage lasts until 
7:40am, when students join their classes in the appropriate location. 
 
After-School Care 
After School Care is available from 2:30pm - 5:30pm on school days.  Only custodial parents, 
guardians, or persons for whom the school has received the custodial parents’ written permission 
may take the child from the school. That person must present a photo ID to the Extended Day staff 
and must sign the dismissal log before the child is transferred to his/her care. If Extended Day is 
needed due to an emergency, the request must be made through the school office and approved by 
the Principal.  Parents making use of After-School Care may contact the Extended Day staff directly 
between 2:30 and 5:30 pm by calling the school office and then dialing 8. 

 
Transportation 
Bus routes are published in the newspaper during August for qualifying Coventry, East Greenwich, Warwick, 
and West Warwick students who will be transported to and from Our Lady of Mercy School by public school 
busses. Other students are transported by private car.  Students in Grades 6-8 only have the option to 
independently walk or bike to or from school if the appropriate form has been completed by that child’s 
parents and is on file in the Main Office.  This form must be completed each school year for each middle 
school student who is walking or biking to or from school. 
 
School Bus Policy 
Students who are transported by buses and those students’ parents are responsible to know and abide by 
the policies and rules of their school transportation departments. Parents should make clear that they 
expect their children to behave properly on school buses.  Any student who violates school bus rules may be 
subject to discipline from their local school department or from Our Lady of Mercy School, which may 
include the suspension or revocation of transportation privileges, in addition to other consequences that 
could be administered by OLM School based on the severity of the student’s actions.  Parents are responsible 
for checking bus numbers and schedules. During the first few weeks of school, families can expect changes 
in pick-up and drop-off times and perhaps in the location of bus stops.   
 
Lunch Program  
Our Lady of Mercy School is pleased to offer the Campus Cuisine lunch service for students and 
faculty.   Campus Cuisine provides specialties from local restaurants, including natural and organic options, 
whenever possible.  Choose from dozens of entrees and sides, which vary in portion size and price, so you 
may assemble lunches fitting your child’s appetite and your budget!  Campus Cuisine’s online ordering 
process provides many flexible options.  Orders may be placed up until noon the day before, and may be 
pre-ordered weekly, monthly, or by semester.  Changes and cancellations may also be made online.  Families 
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may order through Campus Cuisine by creating an account at www.campuscuisine.net and following the 
steps to order.  The Campus Cuisine ordering site is also accessible through the OLM Family App. 
Visitors 
All visitors to the school must report first to the Main Office. Only those visitors having legitimate business 
with the office or guests and volunteers having the Principal’s approval will be permitted to enter the school 
during school hours. Everyone entering the school must use the sign-in procedure at the Main Office and 
wear a visitor’s badge.  Guest speakers, volunteers, and classroom visitors may be requested by the 
Classroom Teacher and must receive the Principal’s approval.  All volunteers in our school must have 
current Background Criminal Investigation clearances on file with our school office and must have 
completed Diocesan Safe Environment training.   
 
School Security 
All outside doors are locked during school hours in order to protect all students. Parents are asked to assist 
us in monitoring this practice. The front door is protected by a monitor. Students will be reminded never to 
open exterior doors for others. 
 
Classroom Parties 
Permission must be granted by the Principal or Vice Principal for any party within a classroom. Birthdays 
will receive school acknowledgment, but birthday parties do not take place in school.  This does not 
preclude parents from bringing in small treats for a class at the discretion of and with the approval of the 
Classroom Teacher and the Principal.  Students may not pass out invitations to parties in the school or on 
school property. 
 
FACTS Family Portal 
Our school sponsors an online portal made possible by our partnership with FACTS that enables families to 
access critical school information. Access to this portal is available to those community members who are in 
good standing with the school and who appropriately use this site for school-related functions. Only the 
primary parents/guardians registered with the school will have access to this site.  
 
School Calendar  
The official school calendar appears on the official school website and on the OLM Family App.  Parents may 
access the calendar in either location.  Updates are also regularly provided to families through the 
Wednesday Notes. 
 
Student Records 
A cumulative record card shall be maintained for each student from entrance until graduation or 
withdrawal. The conditions of access to these records shall comply with the Right to Privacy Law. 
Cumulative records are treated as confidential material.  Cumulative records are made available only to the 
professional staff of the school and, upon request, to the student’s parents or guardians. It is also within the 
right of parents to examine unofficial and informal data.  
 
Parents wishing to examine their child’s file must make an appointment to do so. A member of the staff 
knowledgeable in such matters should be present to assist the parents in interpreting such records if 
needed. In accordance with the guidelines of the State Department of Education, Our Lady of Mercy School 
maintains three categories of student records. 

• Category A: Official administration records consisting of minimal personal data for the operation of 
the educational system: e.g. name, address, date of birth, parent or guardian, phone number, 
academic work, level of achievement, and attendance data. 

• Category B: Verified information for the formulation of educational programs: e.g. 
health records, speech and hearing evaluations. 

• Category C: Verified information necessary for the formulation of prescriptive 

http://www.campuscuisine.net/
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educational plans designed to meet unique needs of selected students: e.g. confidential records, 
referrals to other professional staff, planning and placement team findings, correspondence and 
reports from other agencies. 

 
The records of the school concerning individual students shall be used for the promotion of the welfare of 
the student. Copies of a student’s records are released only to duly authorized persons and only after a 
release form has been signed by the parent or legal guardian. A student’s records and/or teachers’ 
recommendations are sent directly to individuals or institutions requesting information. 
 
Custody Agreements  
Parents who are divorced or separated must file a court-certified copy of the custody section of the divorce 
or separation decree with the Principal’s Office at the time of application or in the event of a divorce or 
separation that occurs while the student is enrolled. Federal regulations require that an educational agency 
shall give full rights under the Family Rights and Privacy Act to either parent, unless the agency or 
institution has been provided with evidence that there is a court order, state statute, or legally binding 
document relating to such matters as divorce, separation, or custody that specifically revokes these rights.  
 
Accreditation 
Our Lady of Mercy School is accredited by the New England Association of Schools & Colleges (NEASC) and 
maintains a membership with the National Catholic Education Association (NCEA).  
 
Personal Property at School 
Students should not bring to school any items from home that are not directly related to and necessary for 
their academic or extracurricular work for the day.  This includes games, equipment, toys, and electronic 
devices of any nature.  Classroom Teachers have the authority to request or permit that specific items be 
brought to school to assist in the goals of the classroom, subject to the approval of the Principal.  Under no 
circumstances is the School responsible for lost, stolen, or damaged personal items that students have 
brought to school. 
 
Cell Phones & Smart Watches 
Our Lady of Mercy School encourages families to use considerable care and caution in making a decision 
about purchasing a smart device for their children, as their use may carry significant risks for children’s 
well-being.  If a family does choose to purchase a smart phone, smart watch, or other non-academic, 
internet-enabled device for their child, the family- and not the School- assumes the risks associated with the 
use of that device by their child.  Families must be aware that if a student chooses to use a smart device at 
any time or in any location in a manner that is not befitting a member of our school community or in a 
manner that harms another member of our school community, he or she may be subject to school discipline 
in accordance with the severity of these actions, at the discretion of the School Administration. 
 
If a student does have a cell phone or smart watch and brings this device to the school building, the device 
must be turned completely off before the student enters the school building, must remain completely off for 
the entirety of the school day, and may not be turned on again until the student has both left the building 
and been dismissed from all school-sponsored activities at the end of the day.  Student cell phones or smart 
watches must be stored in the student’s backpack or locker while the student is in the school building or 
participating in school-sponsored activities.  Smart watches are defined here as those with the capability to 
make phone calls, send messages, and/or access the internet. 
 
Students are not permitted to use cell phones or smart watches in school for any reason, including making 
or receiving phone calls, sending or receiving text messages, taking pictures, or accessing the internet for 
any reasons.  Parents may not contact students via personal cell phones or smart watches while students are 
in school, in the school building and/or attending school-sponsored activities.  If a parent has a pressing 
message to deliver to their child, they may call the Main Office and ask the Office Manager to ensure delivery 
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of the message.  Cell phones and/or smart watches are not to be used during middle school dances. If they 
are brought to the dance, they must be given to a chaperone upon entering the school and returned upon 
leaving the building. 
Lost & Found 
Lost and Found items are placed in a designated location on the stage in the school gym.  Expensive items 
should be brought to the Main Office and can be picked up by the owner from the Principal, Vice Principal, 
or Office Manager. Items that are labeled are returned much faster to their rightful owners, and the School 
encourages all families to label all personal items brought to school. 

 
III. Academic Program  
The goal of the academic program at Our Lady of Mercy School is to guide students toward the fullness of 
truth, goodness, and beauty that we hope one day to realize in heaven.  Our students’ academic work is tied 
to every other aspect of life at our school as students grow into integrated human persons striving to be 
both saints and scholars.  This process takes place under the auspices of the Roman Catholic Church, the 
Diocese of Providence, and the State of Rhode Island, and due consideration is given to the requirements of 
each of these organizations in crafting our students’ learning experience. 
 
Curriculum  
Students at Our Lady of Mercy School move through a curriculum consisting of the following subject areas 
and guided by the teacher in each grade level and subject area: 

Core Curriculum 
• English Language Arts (Reading & Literature, Writing, Vocabulary, Grammar, Phonics, Handwriting)  
• History & Social Studies  
• Mathematics 
• Religion & Theology  
• Science 

 
Enrichment Content  

• Computer Science & Engineering  
• Library  
• Music 
• Physical Education & Health  
• Spanish  
• Visual Arts  

 
Homework  
Homework is an essential part of our instructional program.  The purpose of homework is to practice, 
review, enrich, or develop a greater understanding of concepts.  Homework should help students extend 
their knowledge beyond what was taught in the classroom and aid them in establishing independent study 
habits.  Long range assignments are occasionally given which will aid students in learning to budget their 
time and engage them in opportunities for enrichment and creativity.  Homework includes written work, 
independent reading, studying for quizzes and tests, and/or long-term projects.  The approximate length of 
time devoted to homework each weeknight is as follows: 
 

• Kindergarten  a few minutes (occasionally) 
• Grade 1  10 minutes 
• Grades 2 & 3  20-30 minutes 
• Grades 4 & 5  40-50 minutes 
• Grades 6, 7 & 8 60-90 minutes 

 
It is the student’s responsibility to complete homework as assigned.  Failure to complete homework 
according to the directions of the assignment is likely to negatively impact a student’s grade.  If students 
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struggle significantly with homework assignments or require considerably more time to complete 
homework than what is listed above, we ask that parents promptly notify the Classroom Teacher so that he 
or she may assist the student and family in working through any difficulty.   
 
If for pressing reasons (e.g. illness, family emergency) a student cannot complete an assignment by the due 
date, a parent should communicate this in writing with the Classroom Teacher no later than the due date of 
the assignment.  The Classroom Teacher may then determine what allowances, if any, should be made for 
the particular situation. 
 
Tests & Quizzes  
Commencing in 3rd Grade, students are responsible for recording the date of tests in their school planner.  
Teachers will make reasonable accommodations to see that students are not asked to prepare for an 
excessive number of tests in one academic day. 
 
Quizzes are shorter graded assessments that build evidence of student growth and learning. Quizzes may 
occur at any time with or without advanced notice and will cover skills and concepts previously taught. 
Quizzes are assessment tools that help to incrementally measure learning in the educational process.  
 
Grading System 
Grades Pre-K and Kindergarten used skill-based assessments to measure and communicate student 
progress. 
Grades 1 and 2 use a 1 to 5 numerical grading scale as follows: 
 

5  4  3  2   1 
Consistent  
Strength  

Steady  
Progress  

Progress  Limited  
Progress  

Does Not Meet 
Minimum 
Objectives  

     
Grades 3 - 8 use a numerical grading scale from 0 to 100 as follows:  

90 - 100 80 - 89  70 - 79  65 - 69  Below 65 
Consistent  
Strength  

Steady  
Progress  

Progress  Limited  
Progress  

Does Not Meet 
Minimum 
Objectives  

Report Cards 
Our Lady of Mercy School uses a trimester marking system, with Report Cards distributed after the 
conclusion of each trimester.  Students may keep Report Cards at home; parents must sign the Report Card 
Envelope on the evening it comes home and return it to school the following day.  
 
In the middle of each trimester, students will receive Progress Reports, with a Parent-Teacher conference 
held at the time of the First Trimester Progress Report. The Progress Report helps parents to know their 
children’s current areas of strength and areas for growth and to support them in making any necessary 
changes prior to the close of a Trimester.  Progress Reports must be signed by parents and returned to 
school the following day. 
 
Honor Roll 
Students in Grades 6-8 are recognized for their academic achievement on the Honor Roll.  Students qualify 
for the Honor Roll based on the average of their trimester grades in all academic subjects that meet three or 
more times per week, using the following guidelines: 

• Students must have at least a 70% in each of the enrichment subject areas. 
• Students must demonstrate Christian Values. 
• To achieve Honors with Distinction, students must have an average of 96% in academic 

subjects. 

• To achieve High Honors, students must have an average of 90% in academic subjects. 
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• To achieve Honors, students must have an average of 85% in academic subjects. 
 
Student Support Services 
The Academic Support Coordinators of Our Lady of Mercy School oversee those services provided to 
students in need of academic assistance beyond what classroom teachers may realistically provide.  Their 
role includes: 

• Consulting with faculty and parents regarding students’ specific academic needs. 
• Serving as liaison between outside agencies, OLM School, and local school departments as those 

conversations relate to special education or student support services. 
• Coordinating necessary meetings, conferences, and/or IEP reviews for OLM School students. 
• Providing direct academic support to students as necessary or agreed upon based on Student 

Support Plans. 
 

If parents feel their child may be in need of additional academic assistance, they should first bring their 
questions to their child’s Classroom Teacher to begin exploring any difficulties the child is experiencing and 
discussing possible remedies.   
 
Promotion & Retention Policies 
In Grades PK-2, promotion to the next grade level is determined by the faculty and administration based 
upon a student’s academic, social, and emotional progress. 
 
In Grades 3-8, a passing final average in each of the five core curriculum subject areas is required for 
promotion.  A final average of 70 or higher is considered passing.  Students who earn a final average 
between 66 and 69 will have their records reviewed by the Principal to determine if a summer learning 
program is necessary. Considerations for a summer learning program will include a review of the student’s 
overall grades, effort and participation, homework completions, and organization and study skills.  Students 
that meet the requirements for summer learning, as outlined above, must enroll in an administration-
approved summer learning program at the expense of their family in order to return in the fall.  Summer 
learning programs are determined based on grade and subject level. Students that are required to 
participate in summer learning will receive all details on or before the last day of school from the Principal.  
 
Graduation 
Graduation is a privilege and an honor given to students who have satisfied the academic and character 
standards of Our Lady of Mercy School.  Students must have earned a passing final average in all subject 
areas of their eighth-grade year and must have a satisfactory record of conduct in order to participate in 
their graduation events and graduation ceremony.  Students who have failed one or more subject areas in 
the eighth grade must complete an administration-approved summer learning program in those subject 
areas at their family’s expense in order to receive their OLM School diploma after the completion of such 
program. 
 
Class Placement 
Academic placement for all students is determined in a collaborative process that includes the school faculty 
and administration with the aim of providing the most appropriate learning environment for all students.  
The School expects that parents will trust the judgement and good will of the School in making these 
decisions and will support their children in excelling in those classes to which they have been assigned. 
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Field Trips 
Field trips represent an extension and enrichment of our school’s curriculum.  They must support students’ 
academic, personal, or spiritual growth and must be approved by the Principal before being scheduled. 
Participation in field trips is a privilege; students do not have a right to such trips, and students may be 
denied participation in one or more field trips if they fail to meet the academic or behavioral standards of 
the School. OLM School uniforms are the standard dress for school field trips except when the activities 
involved warrant different clothes. 
 
Parents may decline the privilege of allowing a child to participate in a field trip. However, parents are 
encouraged not to foster the attitude in their child that field trips are optional. Teachers prepare students 
prior to a trip and often a written activity follows (based upon events of the trip) pertaining to the relevant 
academic content. Students who do not participate in a field trip will come to school and receive teacher-
prepared assignments to be completed in another classroom.  It is a school day.  
 
Students must submit the designated permission form, completed and signed by their parent or legal 
guardian, prior to the date of the field trip in order to participate. 
 
If a field trip requires additional chaperones, the faculty or staff member(s) leading the trip will select 
volunteers.  All volunteer chaperones must have a current Background Criminal Investigation and Safe 
Environment Training on file with the Diocese of Providence. 
 
All students and chaperones represent Our Lady of Mercy School while on field trips.  Any individual whose 
conduct does not uphold the standards of our school may be asked to leave the trip, be excluded from future 
trips, or be subject to additional disciplinary measures by the School.  Students or chaperones who are 
asked to leave a trip because of conduct unbecoming a member of our school community will not have any 
payments made for the trip refunded. 
 
Students may not leave a field trip for any reason other than a medical emergency. Students who are on a 
field trip are not allowed to use cell phones or smart watches while on the trip. Students must use the same 
transportation back to school as was used going to the field trip’s destination. 
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IV. Admission, Enrollment, Tuition, & Financial Aid 
 
The Application Process for New Students 

1. Complete the Online Student Application 
This includes paying the $100 non-refundable application fee, providing the email address of your 
child’s current teacher (including both English and Math teachers for students entering Grades 6-8) 
for the completion of the teacher recommendation, and uploading the following documents: 
• A copy of the original Birth Certificate 
• Baptismal & Sacramental Records (if applicable) 
• Immunization & Medical Records  
• Transcripts including Report Cards from the current year and the previous year 
• Proof of legal guardianship (when applicable)  
• Copy of IEP/504/Student Support Plan (if any)  
• Print, sign, and forward the “Consent for Release of Information” form to child’s current school 
 

2. Meet the Principal 
Schedule a tour with the Principal by emailing pmcnabb@olmschool.org. 
  

3. Meet the Pastor 
Schedule a meeting with the Pastor by emailing pastor@olmparish.org. 
 

4. Schedule a Shadow Day  
Contact the Admissions Office at admissions@olmschool.org. 
 

Acceptance of New Students 
After an application is complete, the Principal and the Pastor will evaluate the application and determine 
acceptance.  The following priority is given to applicants: 

• Currently enrolled students 

• Siblings of enrolled students 

• Our Lady of Mercy Parishioners 

• Catholics belonging to other parishes 

• Non-Catholics 

Notification will be sent to parents or guardians via email indicating that a child has been accepted.  Parents 
or guardians must then follow the instructions in the email to complete enrollment within one week, 
including the payment of a $250 non-refundable registration deposit. Failure to fully complete enrollment in 
this time frame may result in the forfeiture of the child’s acceptance. 
 
Important Notes: 
-Once accepted, 6th – 8th grade students will be required to take a math placement test. 
-Students entering the Pre-K and K programs must be completely toilet-trained. 
-All acceptances are considered provisional for the first school year of enrollment, and the School reserves 
the right to withdraw any offer of admission during the first year if, in the judgement of the School 
Administration, this is necessary for the well-being of the student or the School.  These decisions are final. 
 
Notice of Nondiscriminatory Policy Regarding Students 
Our Lady of Mercy School admits students of any gender, race, color or national and ethnic origin to all the 
rights, privileges, programs, and activities generally accorded or made available to all students at the 
school.  It does not discriminate on the basis of race, color, or national and ethnic origin in administration of 
its educational policies, admission policies, scholarship and loan programs and athletic and other 

mailto:pmcnabb@olmschool.org
mailto:pastor@olmparish.org
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administered programs.  The school does not discriminate against students with disabilities of any kind if, 
with reasonable accommodation, they can meet the school’s program requirements. 
Tuition 
Tuition is set each year by the Pastor, Business Manager, and Principal in consultation with the Parish 
Trustees and members from the School Advisory Board. The tuition reflects the current cost of educating a 
student in our environment with respect to the academic and co-curricular program offered by the school.  
 
We are mindful of the sacrifices made by parents who choose a Catholic education and the professional staff 
who work in our community. The budget for the school is determined each year by the projected number of 
paying students enrolled. It is necessary for the effective administration of our school community that 
parents pay tuition bills promptly at the agreed-upon times.   
 

Financial Aid 
Our Lady of Mercy School seeks to make an excellent Catholic education available to as many students as is 
realistically possible.  Financial aid is available from the Diocese of Providence and through some parish 
communities.  All who seek aid must apply through FACTS in advance of the school year for which they are 
requesting aid.  The priority deadline for processing financial aid applications is February 15 of the previous 
school year.  Families seeking more information on tuition and tuition assistance should contact the School’s 
Business Manager. 
 

Delinquent Tuition  
Families who fall delinquent in tuition payments will be required to meet with the Pastor and Business 
Manager to discuss their financial responsibilities to the school. If a family’s tuition is delinquent at the 
conclusion of the fall or spring semester, the family will be contacted by the Pastor or Business Manager to 
be informed that their child(ren) will not be re-admitted until the delinquent tuition is paid in full. Children 
cannot be re-enrolled for the following school year unless their tuition is paid in full by the end of the 
current school year.  
 
Registration & Tuition Refund Policy  
Registration, book, lab, and technology fees are not refundable. Thirty days’ notice will be required for a 
tuition refund. If a child begins the school year at OLM School and subsequently transfers to another school 
any time during the school year, tuition for prior months will not be refunded. If thirty days ’ notice is given, 
tuition for the final month the child attends OLM School will be pro-rated based on the number of days the 
child attends school during that month. If a child does not begin the school year and thirty days’ notice has 
not been given, tuition paid during the months of July and August will not be refunded.  
 
Returned Checks  
Checks returned for insufficient funds will be charged a $25.00 returned check fee by the school to cover 
bank fees and associated costs.  
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V. Student Expectations & School Discipline 
At Our Lady of Mercy School, each of us is striving to become a saint.  This means that we are striving to 
conform our actions to the example of Jesus Christ and the virtues that He embodied.  The purpose of school 
discipline is to assist students in correcting their behavior when it has failed to meet this standard or when 
it has distracted from the shared work of our school community.   
 
While the policies below represent actions that may be taken by OLM School to maintain a safe and orderly 
school environment and encourage the development of virtue in our students, it is understood that parents 
are the primary educators of their children and that parents, not the School, bear ultimate responsibility for 
their children’s actions.  At all times, Our Lady of Mercy School expects that parents will work in good faith 
with our faculty and staff to address any disciplinary issues that arise with their children.  The failure of 
families to make good-faith efforts to cooperate with the representatives of Our Lady of Mercy School in 
addressing misbehavior of their children may be cause to terminate a student’s enrollment or to refuse re-
enrollment in the following school year. 
 
Core Expectations 
With all of these points in mind, the core expectations of all students at Our Lady of Mercy School are as 
follows: 

• I will always strive to be the saint and scholar that God is calling me to be. 
• I will treat each person in our community with the respect and Christian charity due to a person 

made in the image and likeness of God. 
• I will follow all directions from my teachers the first time they are given. 
• I will put my best effort into each task each day. 

 
Disciplinary Interventions: Elementary Grades (PK-5) 
Behavioral interventions in the elementary grades will most often take place at the classroom level and may 
include, but are not limited to: 

• Notification to parents 
• Loss of privileges 
• Loss of preferred activity 
• Loss of a part or all of recess 
• Making reparation for damage caused to the school’s or another student’s property 
• Conference with the teacher and/or another student 

 
Disciplinary Interventions: Middle School Grades (6-8) 
Middle School faculty utilize a demerit system to establish consistency across all teachers and subject areas.  
Middle School students can receive demerits for the following violations: 

• Tardiness 
• Class Disruption 
• Disrespect 
• Dress Code Violations 
• Food & Gum 

 
Middle School students who receive three demerits in one week- measured from Friday to Thursday- will 
serve thirty minutes of detention on the following Monday.  Students who receive five or more demerits in 
the same period will serve sixty minutes of detention on the following Monday.  Students who receive two 
hours or more of detention in one trimester must appear at a disciplinary conference with their parents and 
the Principal to establish a plan of action to improve the student’s conduct and standing at Our Lady of 
Mercy School.   
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Disciplinary Interventions: All Grades (PK-8) 
In all grades, teachers may request that the Principal or Vice Principal intervene in disciplinary matters 
when classroom interventions are not effective or when a student’s actions are severe enough to warrant 
administrative attention.  Examples of behaviors that may require the Principal’s or Vice Principal’s 
intervention include: 

• Persistent Classroom Disruptions 
• Significant Disrespect toward Faculty, Staff, or Students 
• Repeated Violations of School or Classroom Rules 
• Academic Dishonesty 
• Forgery      
• Theft 
• Fighting 
• Physical Assault 
• Threat of Physical Assault      
• Vandalism/Destruction of School Property 
• Out of Bounds Violations or Leaving School Grounds without Permission 
• Possession of a Weapon   
• Possession of a Controlled Substance    

 
The School’s response to any of these behaviors will be in proportion to the severity of the student’s action 
and its impact on the school community.  Consequences may include, but are not limited to: 

• Detention 
• Loss of Privileges or Preferred Activity 
• Parent Conference 
• Restorative Conference with Other Student(s) 
• Restitution or Reparation to Aggrieved Parties 
• School-Based Community Service 
• In-School Suspension 
• Social Suspension 
• Out-of-School Suspension 
• Disciplinary Probation 
• Expulsion 

 
Academic Integrity 
Our Lady of Mercy School expects all its students to give their best effort to each academic task so that they 
may learn as much as possible during their time at our school.  Academic dishonesty undermines this 
principle, slows students’ intellectual growth, and damages the trust upon which our community is founded.  
It is a severe violation of our norms and will be addressed accordingly if it occurs. Examples of academic 
dishonesty may include, but are not limited to the following: 

• unauthorized communication with another student during an assessment 
• copying material from another student during an assessment 
• submitting a paper or project which is not the student’s work 
• copying another person’s assignment 
• allowing another student to copy one’s assignment 
• changing answers and seeking credit on an assignment after the work has been graded and returned 
• copying computer files or data created by others and claiming them as one’s own 
• using artificial intelligence, such as ChatGPT or a similar program, to complete an assignment 

without explicit instruction from the teacher that use of such a program is permitted for the 
assignment 

• any other violation that constitutes plagiarism 
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Cell Phone/Smart Watch Violations 
Students who in any way use a cell phone, smart watch, or other non-approved electronic device in school 
will have the device confiscated by the teacher who will bring the device to the Main Office. The device will 
only be returned to the student’s parent or guardian.  If a student has an unauthorized electronic device 
confiscated three times in the same academic year, that student will no longer have permission to bring any 
non-academic devices to the school building. 
 
Dress Code 
The OLM School Uniform identifies students as being members of our school community and serves to 
concentrate their attention on our shared mission.  Adherence to the school uniform is a key contributing 
factor in maintaining a positive school culture that reminds us that our value does not come from our 
appearance, but rather from our being made in the image and likeness of our loving God.  The complete OLM 
School Dress Code is detailed in Appendix A of this Handbook.  Students and families must ensure that they 
are familiar with it and abide by it in preparing for school each day.   
 
Students who are significantly out of uniform will not be permitted to attend class until the proper uniform 
has been brought for them to wear.  Students who repeatedly violate the Dress Code will be subject to 
further disciplinary consequences until the situation has been resolved. 
 
Off-Campus Conduct 
At all times, students of Our Lady of Mercy School represent the School and are expected to live by its 
mission.  Students who fail to do so or whose conduct reflects negatively on the School or adversely affects 
another member of the school community may be subject to disciplinary action- even when such conduct 
occurs off school property or outside of school hours- up to and including the termination of enrollment.  
The discretion to determine what if any action will be taken in such cases lies solely with the School 
Administration. 
 
Confidentiality 
In all cases, disciplinary documents and decisions are internal, confidential information.  They will only be 
discussed with the child being disciplined and with that child’s parents or legal guardians.   
 
Right to Search 
Our Lady of Mercy School reserves the right to search any items on the school property.  This includes 
backpacks, lockers, electronic devices, and any other items that the administration deems necessary to 
ensure the safety or well-being of students, faculty, staff, or the school community as a whole. 
 
Final Authority of School Administration 
Disciplinary decisions made by the school administration are final.  In all cases, the School reserves the right 
to refuse re-enrollment to any student whose conduct is deemed by the administration, at any point, to be 
sufficiently detrimental to the overall school environment to warrant such action. 
 
School Chromebooks & Bring Your Own Device Program  
Please see Appendix C, Responsible Use Policy for Technology  
 
Bullying & Harassment  
Please see Appendix B, R.I. Statewide Bullying Policy 
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VI. Student Health & Safety 
 
General Student Health Guidelines 

• Students who are sick should not attend school.  Students who have had a fever of 100.4 degrees 
Fahrenheit or greater, or who have experienced vomiting or diarrhea within the past twenty-four 
hours may not attend school. 
 

• If a child records a fever or vomits while at school, he or she will be sent home and may not return 
until those symptoms have been resolved for twenty-four hours without the aid of fever-reducing 
medication. 
 

• If a child has been prescribed antibiotics for a contagious illness, he or she must remain at home for 
at least twenty-four hours following the first dose of antibiotics.  Families should notify the School 
Nurse if their child has been diagnosed with a contagious illness requiring treatment. 
 

• The School Nurse reserves the right to determine if a child is not well enough to be in school and 
request that the child be picked up for medical reasons. 
 

• OLM School reserves the right to modify health and safety policies as necessary to protect the overall 
well-being of the school community. 

 
Student Health Plans 
The Health Office coordinates the completion and implementation of all Individualized Health and 
Emergency Health Plans that document specific health intervention responses needed to ensure a child’s 
well-being while at our school. The school can only work with parents and respond to student health 
concerns that are documented with an official IHP/EHP. Parents are welcome to call the School Nurse to 
address the creation and implementation of this important documentation.  
 
Accidents  
In the case of a serious injury, the school will immediately call the parent and, if needed, emergency medical 
service. If hospitalization is required, the child will be taken to Hasbro Children’s Hospital. If the parent 
cannot be reached, the doctor listed on the Emergency Procedure form is contacted. To assist in this process, 
it is imperative that parents keep all emergency contact information- including cell phone numbers- current 
in FACTS.  
 
Illness in School  
A child who does not feel well should not be sent to school. A child who becomes ill or is injured during the 
day is promptly sent to the Nurse’s Office. On those occasions when a child must be sent home, students 
should be picked up no later than one hour following contact by the school.  No child may be sent home from 
school unless a parent, or person delegated by the parent, comes to the school office to pick him/her up. The 
parent or an agent of the family must sign the student out before the child can be released.  Students who 
have a fever, vomiting, or diarrhea may not return to school until 24 hours after those symptoms have 
ceased without the assistance of medication.   
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Medication 
With the exception of the School Nurse, no employee, faculty member, staff member, or volunteer may 
dispense or administer any medication (prescription or non-prescription) to any student at any time under 
any circumstances, except for minor first aid treatment (such as applying Band-Aids) and the emergency 
treatment of a student as allowed by health department regulations.  
 
No student is allowed to carry prescription or non-prescription medication into school or to have 
medication with them during the school day.  If a child requires medication during the school day, the 
parent or guardian of the child must bring the medication directly to the Main Office of the school for proper 
labeling and storage by the School Nurse.  Medication may not be stored anywhere in the school except in 
the Health Office, under the supervision of the School Nurse.   
 
Immunization Records  
State law requires immunizations to be kept up to date. Class attendance will be delayed until such 
immunizations are received. The school reserves the right to deny admission to any family that does not 
comply with Rhode Island State Regulations for child immunization. 
 
Food Allergies  
OLM School works within the guidelines of state law to provide appropriate safety and health protocols that 
work to protect all students. While our school is NOT a Peanut and Nut Free School, we are an Allergy 
Responsive Community. As with many schools, we have some students who have documented medical 
allergies to certain foods. We ask all families to partner with the school in creating an environment that 
allows the greatest number of students to participate in our school activities in the least restrictive way 
possible. 
 
Emergency Information  
At the time of enrollment or re-enrollment, parents receive emergency forms to be completed. Any physical 
limitations, allergies, etc. must be noted on this form for the child’s welfare. If any information changes 
during the year, parents must send written notification with the new information to the School Nurse.  
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VII. Family Involvement & Support 
As a Catholic school, we firmly believe that parents are the primary educators of each child.  This also means 
that parents are the first, best, and most important teachers of each child.  So the most important support 
that every parent provides to the mission Our Lady of Mercy School is the day-in and day-out fulfillment of 
their vocation to raise future saints and scholars.  Everything else pales in comparison.   
 
With that being said, the community of our school should serve to strengthen parents in this task, and 
investment in our school community very commonly redounds to the benefit of individual students and 
their families.  There are a number of avenues through which parents and family members can support the 
academic, spiritual, and operational health of Our Lady of Mercy School.  In a school like ours where every 
person makes sacrifices in service of the common good, every act of support for our mission is both 
welcome and necessary.   
 
The Parent Teacher Group (PTG) 
The PTG is the formal organization through which families may support the mission of our school.  This 
happens most specifically through community-building and fundraising events.  The PTG Board is not a 
policy-making board and does not have a role in the internal running of the school.  Parents who are 
interested in joining the PTG Board or who would like to support its activities may attend any of the 
regularly scheduled meetings or may reach out to the PTG Board President or designated Board Member to 
offer his or her service.  We encourage all parents to support the work of the PTG- and by extension our 
school- to the degree that they are able. 
 
Wednesday Notes & Wednesday Envelope 
The primary avenue of whole-school communication is the Wednesday Notes, a school email blast that is 
sent to all families each Wednesday, and is posted on the school website and through the OLM Family App.  
This is accompanied by the Wednesday Envelope, which contains copies of relevant documents and is sent 
home with the youngest student in each family on Wednesday afternoons.  Families should carefully read 
the Wednesday Notes each week to stay up-to-date on events at school, and they should empty, sign, and 
return the Wednesday Envelope each week.   
 
Parent-Teacher Communication & Conferences 
Our Lady of Mercy School strongly encourages ongoing communication between parents and teachers 
regarding the education of our students.  One day every year is set aside for formal Parent-Teacher 
Conferences at the time of First Trimester Progress Reports.  Parents are, however, welcome and 
encouraged to request conferences with their children’s teachers at other times if they find it necessary.  
Similarly, teachers may request a conference with a student’s parents.  Parents wishing to schedule a 
conference with their child’s teacher may request an appointment by email at least twenty-four hours prior 
to the desired appointment time. Parents may also request a telephone call with a faculty member by calling 
the main office and requesting a teacher call-back within one school day.  If teachers request a conference 
with a parent, we expect parents to respond in a similar fashion.  
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Religious Education  
Religious and spiritual formation are foundational to the education of students at Our Lady of Mercy School.  
This includes daily prayer and religious instruction, weekly Mass attendance during the school day, 
quarterly Confession for students in Grades 3-8, periodic prayer services or special events tied to the 
liturgical calendar, and ongoing opportunities for Christian service. 
 
Even with all these activities, parents will play a much greater role in their children’s spiritual formation 
than even the best Catholic school.  We expect that parents are supportive of their children’s formation in 
the Catholic faith at Our Lady of Mercy School, and we encourage all families to build on their children’s in-
school formation with weekly Mass attendance, daily prayer, and involvement in the life of their parish or 
faith community.  Parents, family members, and friends are also welcome to attend school Masses, prayer 
services, and special liturgical events and are encouraged to support the school’s charitable works.   
 
Parent Volunteers 
Parents are welcome and encouraged to volunteer in their children’s classrooms.   When considering 
volunteering, parents and other family members should bear in mind that all volunteers and guest speakers 
serve our students under the leadership of the Classroom Teacher and with the approval of the Principal.  
The Classroom Teacher, the Principal, and/or the Vice Principal all reserve the right to deny requests to 
volunteer based on their determination of the best interests of our students.  All volunteers in our school 
must have current Background Criminal Investigation clearances on file with our school office and must 
have completed Diocesan Safe Environment training.   
 
Family Contact Information 
Parents have the ability to update their contact information with the school through the FACTS Family 
Portal.  This is the method through which the school maintains accurate contact information for families, 
and parents should make it a priority to promptly update their information in the Family Portal should it 
change. 
 

VIII. Right to Amend 
The School reserves the right to amend this handbook as deemed necessary for just cause and to more 
effectively serve the mission of Our Lady of Mercy School.  Such revisions will be promptly communicated to 
the school community. 
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APPENDICES 

A. Dress Code 
Our Lady of Mercy School Uniform Code 

 

 

1. All students should always dress in a manner that reflects the reverence that we hold as 

Catholic Christians for the dignity of the human body, and the respect that we hold for each 

other and our shared mission.   

2. Students must wear navy blue socks with their school uniform.  White socks may be worn with 

the gym uniform. 

3. Face makeup or visible nail polish may not be worn at any time.  Clear nail polish is permitted. 

4. Visible hair color, bleach, or dye is not permitted. 

5. Young men must have their hair cut so that it does not touch their collar, ears, or eyes.  It must 

be presentable and well-kept at all times. 

6. Young women must limit jewelry to a single pair of stud earring and religious necklaces.  Young 

men may wear religious necklaces only.  Bracelets and rings are not permitted. 

7. Beginning in Grade 3, a black, brown, or navy belt must be worn with slacks and shorts for both 

young men and young women. 

8. Young men’s ties, all school uniform items bearing the school logo, and any other items 

indicated in the Dress Code below must be purchased through Lands’ End, the School’s official 

uniform supplier.  The only exceptions to this policy are items previously purchased through 

Donnelly’s Clothing or items obtained through the School Uniform Swap. 

9. All jumpers, skorts, and shorts must have length at least to the top of the knee.  

10.  Gym shorts should fit loosely and must extend at least to the ends of the fingertips when the 

arms are placed at the side. 

11.  Young women in Grades Pre-K through 5 should wear an additional layer of clothing (e.g. bike 

shorts) under their jumpers. 

12.  All students must have their uniform shirts tucked in at all times. 

13.  Non-uniform outerwear may not be worn in the school building during the academic day. 

14.  School shoes must have a closed toe, closed heel, rubber sole, and a formal or semi-formal 

appearance.  Heels, clogs, crocs, flip- flops, or sneakers are not permitted.  Shoes that would be 

worn on gym days will be considered sneakers and may not be worn with the regular or formal 

school uniform.  Shoes must be brown, navy blue, or black.  All shades of brown- including tan- 

are permitted.   

15.  Sneakers must be worn on gym days and may only be worn on gym days.  Sneakers should be 

basic in color and may not have wheels.   

16.  Formal Uniform is to be worn on First Friday Mass Days, Holy Days, and any specific days 

announced by the school administration. 

17.  Dress-Down Passes may not be used on scheduled Formal Uniform days. 

General Considerations for All Students Pre-K through Grade 8 
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Girls Warm Weather Uniform: 
August through Columbus Day 

AND April Vacation through 
the End of the School Year 

Girls Winter Uniform: 
Columbus Day through April 

Vacation 

Girls Formal Uniform: 
Holy Days of Obligation, First 

Fridays, & All Designated 
Formal Uniform Days 

• Cotton polo dress with 
collar – Long or short sleeve 
in navy blue 

• Polo shirt - Long or short 
sleeve in light blue (from 
Lands’ End) 

• Navy twill shorts, skorts or 
pants (elastic waist) 

• Navy tights or navy ankle 
socks 

• Shoes: sneakers or navy, 
black, or brown school shoe 

• Cotton polo dress with collar 
– Long or short sleeve in 
navy blue 

• Polo shirt - Long or short 
sleeve in light blue (from 
Lands’ End) 

• Navy twill pants (elastic 
waist) – No Shorts or Skorts 

• Navy socks 
• Shoes: sneakers or navy, 

black, or brown school shoe 

• Cotton polo dress with 
collar – Long or short 
sleeve in navy blue 

• Navy tights or navy ankle 
socks with bike shorts 

• Shoes: navy, black, brown 
school shoe  

 
 

Boys Warm Weather Uniform: 
August through Columbus Day 

AND April Vacation through the 
End of the School Year 

Boys Winter Uniform: 
Columbus Day through April 

Vacation 

Boys Formal Uniform: 
Holy Days of Obligation, First 

Fridays, & All Designated 
Formal Uniform Days 

• Polo shirt - Long or short 
sleeve in light blue (from 
Lands’ End) 

• Navy twill shorts or pants 
(elastic waist) 

• Navy crew socks 
• Shoes: sneakers or navy, 

black, or brown school shoe 

• Polo shirt - Long or short 
sleeve in light blue (from 
Lands’ End) 

• Navy twill pants (elastic 
waist) – No shorts 

• Navy crew socks 
• Shoes: sneakers or navy, 

black, or brown school shoe 

• Polo shirt - Long or short 
sleeve in light blue (from 
Lands’ End) 

• Navy twill pants (elastic 
waist) - No shorts 

• Navy crew socks 
• Shoes: navy, black, or brown 

school shoe  
 

*sample visuals of PK uniforms: 

 
 

 
 
 
 
 
 

 
 

GIRLS: Pre-K 

BOYS: Pre-K 
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ELEMENTARY GRADES 
 
 
 

 
 
 

Boys Warm Weather Uniform: 
August through Columbus Day 

AND April Vacation through the 
End of the School Year 

Boys Winter Uniform: 
Columbus Day through April 

Vacation 

Boys Formal Uniform: 
Holy Days of Obligation, First 

Fridays, & All Designated Formal 
Uniform Days 

• Polo shirt with OLM logo - Short 
or long sleeve in white (from 
Lands’ End) 

• Navy twill shorts or pants (with 
belt for Grades 3-5) 

• Navy crew socks 
• Navy, black, or brown school 

shoes 

• Polo shirt with OLM logo - Short 
or long sleeve in white (from 
Lands’ End)  

• Navy twill pants 
(with belt for Grades 3-5) 
No shorts 

• OPTIONAL: Sweater with logo – 
Choice of V-neck pullover or vest 
(from Lands’ End) 

• Navy crew socks 
• Navy, black, or brown school 

shoes 

• Long or short sleeve button 
down oxford shirt, white or blue 

• Navy twill pants  
(with belt for Grades 3-5) 
No shorts 

• School tie (from Lands’ End) 
• Sweater with logo – Choice of V-

neck pullover or vest (from 
Lands’ End) 

• Navy crew socks 
• Navy, black, or brown school 

shoes 

*sample visuals of K-5 uniforms: 

 

 
 
 
 
 
 

 

Girls Warm Weather Uniform: 
August through Columbus Day 

AND April Vacation through the 
End of the School Year 

Girls Winter Uniform: 
Columbus Day through April 

Vacation 

Girls Formal Uniform: 
Holy Days of Obligation, First 

Fridays, & All Designated Formal 
Uniform Days 

• Polo shirt with OLM School logo 
- Short or long sleeve in white 
(from Lands’ End)  

• Navy twill shorts, pants or navy 
skort wrap front.  Grades 3-5 
must wear belt with shorts or 
pants 

• Navy knee high socks 
• Navy, black, or brown school 

shoes  
 
 
 

• Polo shirt with OLM logo - Short 
or long sleeve in white (from 
Lands’ End) 

• OPTIONAL: Blouse – Round 
collar, long or short sleeve, white 
or blue (from Lands’ End) worn 
under sweater with logo (from 
Lands’ End) 

• Navy twill pants 
(Belt required for Grades 3-5) 
No shorts or skorts 

• Navy ankle socks 
• Navy, black, or brown school 

shoes 

• Navy jumper (from Lands’ End)  
• Blouse – Round collar, long or 

short sleeve, white or blue (from 
Lands’ End) 

• Navy tights or navy knee-high 
socks with bike shorts 

• Sweater with logo – Choice of V-
neck pullover, cardigan, or vest 
(from Lands’ End) 

• Navy, black, or brown school 
shoes 

BOYS: Kindergarten through Grade 5 

GIRLS: Kindergarten through Grade 5 
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MIDDLE SCHOOL 

 
 

 
 
 

*sample visuals of middle school uniforms: 

 
 
 
 
 
 
 
 
 
 
 

Girls Warm Weather Uniform: 
August through Columbus Day AND April 

Vacation through the End of the School Year 

Girls Winter/Formal Uniform: 
Columbus Day through April Vacation, Holy 

Days of Obligation, First Fridays, & All 
Designated Formal Uniform Days 

• Navy polo shirt with OLM logo - short sleeve 
(from Land’s End)  

• Khaki twill shorts, khaki pants, or khaki skort 
(from Lands’ End) – Belt must be worn with 
shorts or pants 

• Navy knee high socks 
• Navy, black, or brown school shoes  

 

• Button down oxford - Long or short sleeve in 
white or blue 

• Regulation khaki skort, length to the top of the 
knee (from Lands’ End) – FORMAL UNIFORM 

• Khaki pants – Belt must be worn with pants – 
WINTER UNIFORM 

• Navy knee high socks or navy tights 
• Sweater with logo – Choice of V-neck pullover 

or vest (from Lands’ End) 
• Navy, black, or brown school shoes  

 

Boys Warm Weather Uniform: 
August through Columbus Day AND April 

Vacation through the End of the School Year 

Boys Winter/Formal Uniform: 
Columbus Day through April Vacation, Holy 

Days of Obligation, First Fridays, & All 
Designated Formal Uniform Days 

• Navy polo shirt with OLM logo - Short sleeve 
(from Lands’ End)  

• Khaki twill shorts or khaki pants with belt 
• Navy crew socks 
• Navy, black, or brown school shoes 

• Button down oxford - Long or short sleeve in 
white or blue 

• Khaki twill pants with belt 
• School tie (from Lands’ End) 
• Sweater with logo – Choice of V-neck pullover 

or vest (from Lands’ End) 
• Navy crew socks 
• Navy, black, or brown school shoes 

BOYS: Grade 6 through Grade 8 

GIRLS: Grade 6 through Grade 8 
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GYM UNIFORM 

• Cotton gym t-shirt with OLM logo – Short or long sleeve in navy (from Lands’ End) 
• Athletic shorts or sweatpants with OLM logo in navy (from Lands’ End) 
• White or navy sport socks  
• OPTIONAL: Navy cotton sweatshirt with logo (from Lands’ End) may be worn over gym uniform  

t-shirt.  Only the uniform gym sweatshirt may be worn with the gym uniform. 
• Sneakers must be worn on gym days.  Sneakers should be basic in color and may not have wheels. 

 
DRESS-DOWN DAYS 

Student attire on dress-down days must be suitable for an academic setting and in keeping 
with the Catholic mission of our school and the reverence we hold as Catholic Christians for 
the dignity of the human body.  Clothing must be modest and presentable, and it may not 
bear any messages or images that conflict with Catholic faith and morals.  All students must 
abide by the following guidelines in selecting clothing for dress-down days: 

 
• Clothing may not be ripped or torn.  

• Students may not wear skin-tight clothing, except under other articles of clothing (e.g. athletic 
tights under athletic shorts or tights under a dress).  Tights, leggings and/or yoga pants may 
not be worn as pants. 

• Students may not wear pajamas, slippers, or any clothing items that would be considered 
sleepwear, unless specifically permitted for the day. 

• Shoes must have a closed toe and closed heel and be suitable for active use.  Clogs, crocs, or flip- 
flops are not permitted.  Sneakers are permitted. 

 
• Students may not wear tank tops or spaghetti strap shirts or dresses. 

• Students may not wear strapless tops or dresses. 

• Students may not wear halter top dresses or shirts or any clothing items revealing the midriff. 

• Students may not wear low-cut tops or dresses. 

• Dresses, skirts, and/or shorts should be of modest and appropriate length.  At a minimum, this 
means that they should fit loosely and extend to the ends of the fingertips when the arms are 
placed at the side. 

• Students may not wear hats in the school building.   

• Students may not wear any clothing items that would reasonably be interpreted as being 
political in nature or that unduly distract from the necessary work of the day. 

The school administration reserves the authority to determine if a particular article of 
clothing is suitable for our Catholic learning environment.  Students failing to abide by this 
policy may be required to change clothing before being admitted to class or be subject to 
disciplinary consequences including the loss of dress-down privileges. 

Gym Clothes: Pre-Kindergarten through Grade 8 

All Students in Grades Pre-K through 8 
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B. Bullying Policy (Adopted Statewide Policy, 2012) 

ANTI-BULLYING, SAFE SCHOOL POLICY AND PROCEDURES 
Effective Date: July 1, 2017 

Updated: July 1, 2017 
 

Based on the State of Rhode Island Department of Elementary and Secondary Education  
SAFE SCHOOL ACT, STATEWIDE BULLYING POLICY (Effective: June 30, 2012) 

 

I. SCHOOL MISSION STATEMENT 
 

Our Mission at Our Lady of Mercy School is to follow the Lord Jesus Christ and His Church as we pursue excellence in academics, 
athletics and the arts. In the midst of a safe and nurturing environment we seek to develop a good moral character built upon the 
teachings of the Catholic Church.  We strive to be Saints and Scholars who serve the evangelical mission of our parish so that Mercy 
may flourish. 

 
 

II. INTRODUCTION 
 
From the Statewide Bullying Policy: The Safe School Act “is promulgated pursuant to the authority set forth in §16‐21‐34 of the 
General Laws of Rhode Island. Known as the Safe School Act, the statute recognizes that the bullying of a student creates a climate 
of fear and disrespect that can seriously impair the student's health and negatively affect learning. Bullying undermines the safe 
learning environment that students need to achieve their full potential. The purpose of the Policy is to ensure a consistent and 
unified statewide approach to the prohibition of bullying at school.” 
 
 

III. DEFINITIONS 
 
From the Statewide Bullying Policy: Bullying means the use by one or more students of a written, verbal or electronic expression 
or a physical act or gesture or any combination thereof directed at a student that: a. Causes physical or emotional harm to the 
student or damage to the student's property; b. Places the student in reasonable fear of harm to himself/herself or of damage to 
his/her property; c. Creates an intimidating, threatening, hostile, or abusive educational environment for the student; d. Infringes 
on the rights of the student to participate in school activities; or e. Materially and substantially disrupts the education process or 
the orderly operation of a school. The expression, physical act or gesture may include, but is not limited to, an incident or 
incidents that may be reasonably perceived as being motivated by characteristics such as: Race, color, religion, ancestry, national 
origin, gender, sexual orientation, gender identity and expression or mental, physical, or sensory disability, intellectual ability or 
by any other distinguishing characteristic. Bullying most often occurs as repeated behavior and often is not a single incident 
between the bullying/cyber‐bullying offender(s) and the bullying victim(s). 
 
 
From the Statewide Bullying Policy: Cyber Bullying means bullying through the use of technology or any electronic 
communication, which shall include, but not be limited to, any transfer of signs, signals, writing, images, sounds, data, texting or 
intelligence of any nature transmitted in whole or in part by a wire, radio, electromagnetic, photo electronic or photo optical 
system, including, but not limited to, electronic mail, Internet communications, instant messages or facsimile communications. 
Forms of cyber‐bullying may include but are not limited to: a. The creation of a web page or blog in which the creator assumes the 
identity of another person; b. The knowing impersonation of another person as the author of posted content or messages; or c. 
The distribution by electronic means of a communication to more than one person or the posting of materials on an electronic 
medium that may be accessed by one or more persons, if the creation, impersonation, or distribution results in any of the 
conditions enumerated in clauses (a)to (e) of the definition of bullying. 
 
 
From the Statewide Bullying Policy: At School means: a. on school premises, b. at any school‐sponsored activity or event 
whether or not it is held on school premises, c. on a school‐transportation vehicle, d. at an official school bus stop, e. using 
property or equipment provided by the school, or f. acts which create a material and substantial disruption of the education 
process or the orderly operation of the school. 
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IV. School Climate 
 

From the Statewide Bullying Policy: Bullying, cyber‐bullying, and retaliation against any person associated with a report of 
bullying or the investigation thereof is prohibited in all schools that are approved for the purpose of the compulsory attendance 
statute (§§16‐19‐1 and 16‐19‐2). School staff shall take all reasonable measures to prevent bullying at school. Such measures may 
include professional development and prevention activities, parental workshops, and student assemblies among other strategies. 
School faculty, administration and staff, at all times, will model courteous behavior to each other, to students, and to school 
visitors. Abusive or humiliating language or demeanor will not be accepted. Additionally, students and their families are expected 
to exhibit courteous behavior to all members of the learning community in school and at school sponsored events. 
 

V. Policy Oversight and Responsibility 
 

From the Statewide Bullying Policy: The school principal, director, or head of school shall be responsible for the implementation 
and oversight of this bullying policy. The school principal, director, or head of school shall provide the superintendent, school 
committee and/or school governing board with a summary report of incidents, responses, and any other bullying‐related issues at 
least twice annually. 
 

VI. Information Dissemination 
 
From the Statewide Bullying Policy: The school principal, director or head of school shall ensure that students, staff, volunteers, 
and parents/legal guardians are provided information regarding this Policy. This information shall include methods of 
discouraging and preventing this type of behavior, the procedure to file a complaint, and the disciplinary action that may be taken 
against those who commit acts in violation of this policy. This policy shall be: a. Distributed annually to students, staff, volunteers, 
and parents/legal guardians, b. Included in student codes of conduct, disciplinary policies, and student handbooks, c. A 
prominently posted link on the home page of the school /district website.  
 
      V. Reporting 
 
From the Statewide Bullying Policy: The school principal, director or head of school shall establish, and prominently publicize 
to students, staff, volunteers, and parents/guardians, how a report of bullying may be filed and how this report will be acted upon 
(See attached sample Report Form).The victim of bullying, anyone who witnesses an incidence of bullying, and anyone who has 
credible information that an act of bullying has taken place may file a report of bullying. Any student or staff member who 
believes he/she is being bullied should immediately report such circumstances to an appropriate staff member, teacher or 
administrator. 
Parents / Guardians of the victim of bullying and parents/ guardians of the alleged perpetrator of the bullying shall be notified 
within twenty‐four (24) hours of the incident report. When there is a reasonable suspicion that a child is either a bully or a victim 
of bullying, the parents/ guardians of the child will be notified immediately by the principal, director or head of school. 
Responsibility of Staff: School staff, including volunteers, who observe an act of bullying or who have reasonable grounds to 
believe that bullying is taking place must report the bullying to school authorities. Failure to do so may result in disciplinary 
action. 
Responsibility of Students: Students who observe an act of bullying or who have reasonable grounds to believe that bullying is 
taking place must report the bullying to school authorities. Failure to do so may result in disciplinary action. The victim of 
bullying, however, shall not be subject to discipline for failing to report the bullying. Student reports of bullying or retaliation may 
be made anonymously, provided, however, that no disciplinary action shall be taken against a student solely on the basis of an 
anonymous report. 
Prohibition against Retaliation: Retaliation or threats of retaliation in any form designed to intimidate the victim of bullying, those 
who are witnesses to bullying, or those investigating an incident of bullying shall not be tolerated. Retaliation or threat of 
retaliation will result in the imposition of discipline in accordance with the school behavior code. 
False Reporting/Accusations: A school employee, school volunteer or student who knowingly makes a false accusation of bullying 
or retaliation shall be disciplined in accordance with the school behavior code. 
A school employee, school volunteer, student, parent/ legal guardian, or caregiver who promptly reports, in good faith, an act of 
bullying to the appropriate school official designated in the school's policy shall be immune from a cause of action for damages 
arising from reporting bullying. 
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VI. Investigation Response 

 
From the Statewide Bullying Policy: The school principal, director or head of school shall promptly investigate all allegations of 
bullying, 
harassment, or intimidation. If the allegation is found to be credible, appropriate disciplinary actions, subject to applicable due 
process requirements, will be imposed. The School Resource Officer or other qualified staff may be utilized to mediate bullying 
situations. The investigation will include an assessment by the school psychologist and/or social worker of what effect the 
bullying, harassment or intimidation has had on the victim. A student who engages in continuous and/or serious acts of bullying 
will also be referred to the school psychologist and/or social worker. 
Police Notification: Immediate notification of the local law enforcement agency will be made when circumstances warrant the 
pursuit of criminal charges against the perpetrator. 
Protection: If a student is the victim of serious or persistent bullying: 
a. The school principal, director or head of school will intervene immediately to provide the student with a safe educational 
environment. b. The interventions will be developed, if possible, with input from the student, his or her parent/guardian, and 
staff. c. The parents/ guardians of a victim shall also be notified of the action taken to prevent any further acts of bullying or 
retaliation. 
 

VII. DISCIPLINARY ACTION 
 
From the Statewide Bullying Policy: The disciplinary actions for violations of the bullying policy shall be determined by the 
school appropriate authority. Disciplinary actions for violations of the bullying policy shall balance the need for accountability 
with the need to teach appropriate behavior. The severity of the disciplinary action shall be aligned to the severity of the bullying 
behavior. The range of disciplinary actions that may be taken against a perpetrator for bullying, cyberbullying or retaliation shall 
include, but not be limited to: 
a. Admonitions and warnings, b. Parental/ Guardian notification and meetings, c. Detention, d. In‐school suspension, e. Loss of 
school‐provided transportation or loss of student parking pass, f. Loss of the opportunity to participate in extracurricular 
activities, g. Loss of the opportunity to participate in school social activities, h. Loss of the opportunity to participate in graduation 
exercises or middle school promotional activities, i. Police contact, j. School suspension: No student shall be suspended from 
school unless it is deemed to be a 
necessary consequence of the violation of this Policy. 
 

IX. SOCIAL SERVICES/COUNSELING 
 
From the Statewide Bullying Policy: Referral to appropriate counseling and/or social services currently being offered by schools 
or communities shall be provided for bullying victims, perpetrators and appropriate family members of said students. 
 

X. SOCIAL NETWORKING 
 
From the Statewide Bullying Policy: Students shall be prohibited from accessing social networking sites in school, except for 
educational or instructional purposes and with the prior approval from school administration. 
 
 

XI. OTHER REDRESS 
 

From the Statewide Bullying Policy: This section does not prevent a victim of bullying, cyber‐bullying or retaliation from seeking 
redress under any other available law, either civil or criminal. This section does not create or alter any tort liability. 
 

XII. ADOPTION OF POLICY 
 

From the Statewide Bullying Policy: The governing bodies of all schools approved for the purpose of §§16‐19‐1 and 16‐19‐2 
shall adopt this Policy by June 30, 2012. 
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REPORT FORM 
(Bullying and/or Cyberbullying) 

 
Name: ___________________________________________Student ID: ______ Grade: ______  
Date: ______________ Time: _________ School: ____________________________________ 
Please answer the following questions about this reporting incident:  
 
List the name of the alleged bully, and/or cyberbully. If name is not known, provide any 
other identifiable information:  
_______________________________________________________________________________________________________  
 
Relationship between you and the alleged bully, and/or cyberbully:  
_______________________________________________________________________________________________________  
 
Describe the incident: _____________________________________________________________________________ 
_______________________________________________________________________________________________________ 
 
When and where did it happen? 
_______________________________________________________________________________________________________  
 
Were there any witnesses? [ ] yes [ ] no If yes, who? 
_______________________________________________________________________________________________________  
 
Other information, including previous incidents or threats:  
_______________________________________________________________________________________________________ 
_______________________________________________________________________________________________________ 
_______________________________________________________________________________________________________ 
 
Student or parent declines to complete this form:                                                                      

Initial: _________________ Date: ___________________________  

 

I certify that all statements made in the complaint are true and complete. Any intentional 
false statement of fact will subject me to appropriate discipline. I authorize school 
officials to disclose the information I provide only as necessary in pursuing the 
investigation.  
 
Signatures:  
Student: ____________________________________________ Date: ____________  
 
School official receiving complaint: _______________________________________________ Date: _______  
School official conducting follow‐up: _____________________________________________  Date: _______ 

 

This document shall remain confidential   
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C. Responsible Use Policy for Technology 
This Responsible Use Policy (“RUP”) describes the responsibilities and obligations that apply to all 
students, employees, and others who use computers and related electronic devices on the premises of 
Our Lady of Mercy School (OLM).  This policy applies to devices supplied by OLM as well as non-school 
electronic devices (“personal devices”) being used on school premises. 

This RUP specifically applies to all desktop or laptop computers, iPads and other computer-type tablet or 
netbook devices, smart phones, cell phones, all devices which record or play back audio or video 
(including MP3 players, iPods, cameras), and portable storage devices. 
       
The OLM computer system includes all school-supplied computers and related electronic equipment or 
hardware, the OLM internal network, all software used on OLM computers and/or the OLM network, any 
wired or wireless connection to the internal OLM network and the internet, and the files and other 
information which are contained on this system. 
 
Each student and a parent/guardian of each student must sign a Responsible Use Policy Agreement 
before that student is given access to the OLM computer system. 
 
In preparing students for life in an electronic global community, OLM seeks to provide technology tools 
and teach technology skills in a safe, educational environment that encourages ethical practices and 
digital responsibility.   The goal of this RUP is for technology to positively contribute to the learning 
environment and ensure that the OLM computer system is not used in a way that is harmful to 
authorized users or to the people with whom they interact.  
 
This RUP is meant to complement and not supersede OLM’s other school policies.  No policy can detail 
every type of unacceptable behavior relating to technology use.  The same policies that apply to non-
technology-related student behavior also apply to technology-related student behavior, and users are 
expected to use their best judgment when making decisions about use of technology and the internet.  
Any user who is unsure about any issue should seek the advice of a teacher or other school authority. 
 
Access to the OLM computer system is a privilege and not a right.  To maintain this privilege, users must 
be considerate of others, behave responsibly, and abide by this RUP and other OLM policies and rules.   
Users will be held accountable for unacceptable behavior involving their use of the computer system and 
any unacceptable use may result in temporary or permanent loss of access to the computer system as 
well as other disciplinary or legal action that may be appropriate. 
 
OLM is providing students with access to its computer system for use as an educational tool.  Students 
using the computer system must honor the terms and conditions of computer system use which are 
established by OLM and by individual classroom teachers.  
 
The computer system is school property.  OLM has the right to monitor and supervise the use of its 
property, to ensure that users are complying with this RUP and all other school policies.  Any files, 
messages, emails, or other documents which are created, downloaded, transmitted, stored, maintained, 
or viewed on the computer system are considered to be part of the OLM computer system.  They are not 
private information belonging to an individual user and will not be treated as such. 
 
The OLM computer system uses a service that allows System Administrators to block and filter access to 
materials considered inappropriate and/or harmful to minors, based on source, destination, and/or 
content.  Although OLM will be using its best efforts to block or filter such material, OLM cannot 
guarantee that this system will be able to prevent all access to inappropriate material.  Any student who 
inadvertently accesses any inappropriate material in the presence of the filter should promptly report 
this to a teacher or other school authority. 
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All access to the internet on school premises is to be through the OLM computer system, whether the 
access is through an OLM-issued electronic device or a personal device, to ensure that filters are applied. 
 
System users should not attempt to damage or disrupt any part of the OLM computer system.  This 
includes trying to bypass the school’s internet filtering systems and features and any attempts to breach 
the security of any information maintained in the OLM computer system.   
 
OLM computer equipment and/or OLM’s wired or wireless network should not be used to engage in any 
illegal or immoral activities or to access material that is obscene, pornographic, or otherwise 
inappropriate or which may be harmful to the user or others. OLM provides access to its computer 
system for school-related and educational activities.   
 
For the safety of students and others, students generally should not share identifiable personal 
information (including home address, home phone number, date of birth, social security numbers), 
photographs, or videos of themselves or others on the internet. 
 
Users are expected to conform to generally accepted rules of etiquette when using the OLM computer 
system. 
 
Users may not take photos or make audio and/or video recordings at school without getting prior 
written permission from a staff member and prior written permission from each person who will be 
photographed or recorded. 
 
The use of blogs, podcasts, and other web tools is considered part of the educational experience.  When 
interacting through the use of such tools, users are subject to all policies and rules that are in this RUP 
and the student handbook.   
 
In addition to the general policies and rules above, OLM has determined that certain specific activities, 
which are listed below, are not permitted while using the OLM computer system. 
 

1. Any activity that violates state, federal, or municipal laws and/or encourages others to violate 
any laws 

2. Any activity or personal interaction which is not appropriate under general school policies 
and the student handbook.  This includes creating/ transmitting/ reviewing/ downloading/ 
storing of documents, electronic communications, emails, photos, videos, or other material 
that is offensive, obscene, threatening, harassing or disparaging. 

3. Using obscene, lewd, profane, threatening, or disrespectful language (including emojis and 
abbreviations for such language) 

4. Using any website, program, or other method to disguise the identity of the person sending a 
text, email, or other electronic communication or the identity of the person using the internet.  
This includes all methods of masking one’s own identity, including seeking to remain 
anonymous and impersonating someone else when transmitting messages or posting material 
and interacting with others on the internet. 

5. Sending spam or chain letters electronically 
6. Intentionally creating or spreading viruses and/or malware which can damage the hardware 

and/or software of electronic devices or impair their performance 
7. Attempting to gain unauthorized access to any documents, data, files, or electronic 

communications within the OLM computer system or any outside computer system or website 
by guessing passwords, stealing passwords, or any other means.  This includes unauthorized 
viewing, moving, modifying, or deleting of files, data, documents, and electronic 
communications contained on any computer, network, or website.  
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8. Attempting to make any other individuals’ computer files inaccessible or unusable.  
9. Using the OLM computer system for personal gain, political purposes, or to promote 

commercial activities or events not sanctioned by OLM. 
10. Using the OLM computer system for non-academic activities involving the transmission of 

large audio, video, or data files which use high bandwidth. 
11. Submitting any assignment obtained from the internet or created through artificial 

intelligence as one’s own work or otherwise representing any document or other material 
copied from the internet or generated through artificial intelligence as one’s own work 

12. Downloading or installing software onto the OLM computer system without permission from 
the System Administrator 

13. Attaching any external devices to the OLM computer system or making any changes to the 
hardware or software of the system without prior permission 

14. Downloading copyrighted materials without the permission of the copyright owner or using 
any materials which require a license without first obtaining that license 

 
Users should report any problems with or damage to any hardware or software immediately.  No user 
should attempt to repair any problem themselves unless given prior permission and/or instructions on 
doing so by the System Administrator or other school authority. 
 
OLM is not responsible for financial obligations any individual user may incur as a result of that user’s 
activities on the OLM computer system.  This includes charges to a credit card or telephone bill, 
copyright violation assessments, or any other financial commitments or monetary penalties. 
 
OLM is not responsible for loss or damage to any personal device brought onto school property. 
 
Cell Phone/Smart Phone/Smartwatch Rules and Responsibilities  
 
1. Students always have access to use of a phone in the main office and do not need a cell/smart phone 

during the school day or extended day.  
2. If a student brings a phone or smartwatch into the school it must be kept in the student’s backpack, 

locker, or classroom cabinet from the time of entering the school building in the morning until exiting 
the building at dismissal, or after the completion of after-school activities.  

3. Students may not carry a phone or smartwatch on his/her person during the school day or during the 
extended day program.  

4. Students may not use cell phones or smartwatches at any point in the school building, during the 
school day, or during school-sponsored activities.   

5. Students who in any way use a cell phone, smartwatch, or other non-approved electronic device in 
school will have the device confiscated by the teacher who will bring the device to the Main Office. 
The device will only be returned to the student’s parent or guardian.  If a student has an 
unauthorized electronic device confiscated three times in the same academic year, that student will 
no longer have permission to bring any non-academic devices to the school building. 

 
Due to the evolving nature of technology, OLM’s Responsible Use Policy may also need to evolve, and 
users are expected to abide by any revisions to this RUP after such revisions are made. 
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Parent & Student Acknowledgment Agreements: 
 
Parent Signature Form 

 
I am the parent/legal guardian of the below-listed students, and I have read this OLM 
School Student & Family Handbook, including OLM School Technology Responsible Use 
Policy.  I agree to abide by the terms set forth in these documents.  I hereby grant 
permission for my child to access the OLM School computer system and understand that 
my child will be held liable for violations of these agreements.  I understand that even 
though OLM School will provide reasonable supervision of student use of its computer 
system and use its best efforts to restrict student access to controversial materials, OLM 
School cannot guarantee that all access to such materials is blocked.  I understand my 
child has agreed not to access inappropriate material on the internet and I will not hold 
OLM School responsible for materials my child may acquire through the OLM School 
computer system. 
 
Child(ren)’s Name(s): _________________________________________________________________________  
 
Parent/Guardian Name (Printed):  ___________________________________________________________ 
 
Parent/Guardian Signature: ___________________________________________ Date:  ________________ 

 
 
Student Signature Form (Signed by EACH 5th – 8th Grade Student) 

 
I have read the OLM School Student & Family Handbook and the OLM School Technology 
Responsible Use Policy.  I agree to abide by the terms set forth in these documents, and I 
understand my responsibilities and obligations.  I understand that when I am using the 
internet or any other computer or communications device I must be courteous and 
respectful, that I must follow the rules in this policy, and that there will be consequences 
if I choose to violate any of these rules.   

 

Student Name:  _______________________________________   Student Signature:  _______________________________________ 
                                                  (Printed) 

Student Name:  _______________________________________   Student Signature:  _______________________________________ 
                                                  (Printed) 

Student Name:  _______________________________________   Student Signature:  _______________________________________ 
                                                  (Printed) 

 
 

As representatives of this school, students and their families are responsible for their actions on 
and off of school ground. Students and parents may be held accountable for any inappropriate 
conduct that impacts another student, faculty or community member before, during, or after 

school hours.  
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