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Welcome to a new school year at Immaculate Conception School!

The Immaculate Conception Parent/Student Handbook has been written to help your son or daughter gain
the greatest possible benefit from his or her school experience. The ICS faculty and staff are in need of
your help and cooperation. It is important that every student and parent understand the Handbook and be
expected to follow the rules/guidelines set forth in the Handbook. Please read and discuss the Handbook
with your child.

Our goal is to successfully meet the social, emotional, physical, and intellectual needs of your child. We
appreciate your support and encourage your involvement in helping us meet your student’s needs.
Communication is vital for a successful school program. If you have any additional questions, please
contact the main office at 908-735-6334.

After you have read the handbook, you and your child must sign and return the form on the last page of
this document.  Thanks for your cooperation and support.

A Prayer for Parents~

Most loving Father, the example of Parenthood, you have entrusted our
children to us to bring them up for you and prepare them for everlasting life.
Assist us with your grace, that we may fulfill this sacred duty with competence
and love.  Teach us when to reprove, when to praise, and when to be silent.
Make us gentle and considerate, yet firm and watchful.  Keep us from the
weakness of indulgence and the excess of severity.  Give us the courage to be
disliked sometimes by our children when we must do necessary things, which
are displeasing in their eyes.  Give us the imagination to enter their world in
order to understand and guide them.  Grant us all the virtues we need to lead
them by word and example in the ways of wisdom and piety.  One day, with
them, may we enter into the joys of our true and lasting home with You in
heaven. Amen.

Warm Regards,

Mrs. Fortunato
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NON-DISCRIMINATION POLICY

Immaculate Conception School admits students of any race, color, national and ethnic origin to all its
rights, privileges, programs and activities generally accorded or made available to students at the School.
Immaculate Conception School does not discriminate on the basis of race, color, national or ethnic origin in
the administration of its educational policies, admissions policies, scholarship and loan programs, and/or
athletic and other school administered programs.

PURPOSE AND USE OF HANDBOOK

This handbook exists to foster the efficient operation of Immaculate Conception School. To meet this
objective, the school administration is given flexibility and the ability to exercise discretion. In appropriate
circumstances, the principal has the discretion to take actions other than those specified in the handbook.
This handbook is not intended and should not be considered to create any additional rights for students or
parents/guardians. The handbook supersedes any prior oral and/or written communication.

AMENDMENTS TO HANDBOOK

This handbook is subject to change at any time when determined to be necessary by the school
administration. If changes are made to the handbook, parents/guardians will be notified promptly.

HISTORY

After many years of hopes, plans, and prayers, on September 4, 2001, Immaculate Conception School
opened its doors to children in 3 year old Preschool through Grade 4 making it the only Catholic school in
Hunterdon County. The Preschool and Kindergarten remained in the Mary House in the understory of the
rectory while grades 1 through 4 were in five new classrooms in the reconstructed church. In September
2002, the Preschool and Kindergarten relocated to the five new classrooms in the Early Education Building
and grades 1 through 8 in the newly constructed elementary school. The elementary school contains 16
classrooms, science lab, art/music room, Innovation Lab, and multi-purpose room with full-service
cafeteria, gym, and auditorium.

In 2013, Immaculate Conception School achieved recognition as a National Blue Ribbon School of
Excellence.
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PHILOSOPHY AND GOALS

Every child is a reflection of the image and likeness of God. That reflection comes to fruition in the love of
the personnel and parish families. At Immaculate Conception School, we seek to fulfill our mission by
being the extension of “Christ the Teacher” as we partner with the parents and extended family. We are
guided by the teachings of the Catholic Church and Diocese of Metuchen in order to teach our children the
virtues of faith, hope, and charity. With these tools, each child can go forth to develop his or her potential
as a Christian in a secular world.

MISSION STATEMENT

Immaculate Conception School exists as a gift to God’s Children, to prepare them to live a life with Jesus
the Good Shepherd as their Teacher and Friend. Inspired by the Holy Spirit, and through the intercession
of Mary, the school seeks to foster in each student: spiritual growth, academic excellence, and moral
integrity.

“A City on a Hill”

Matthew 5:14-16

“You are the light of the world. A city set on a hill cannot be hidden. Nor do they light a lamp and put it
under a bushel basket; it is set on a lamp stand, where it gives light to all in the house.”

“Just so, you must shine before others, that they may see your good deeds and glorify your
heavenly Father.”

ACCREDITATION

Immaculate Conception School is fully accredited through Cognia (formally AdvancEd).

USE OF SCHOOL LOGO

The design of the school logo must remain intact. No alterations, additions or deletions to any part of the
logo are permitted. Any individual, organization or company wishing to use the logo for any purpose must
obtain permission to do so from the principal and pastor.
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OFFICE PROCEDURES

The school office is open from 7:30 AM to 3:30 PM. Contacting students during the school day is generally
not permitted, but may be warranted in an emergency. Please call the Main Office in such a case. PLEASE
NOTE: If you need an early dismissal for your child, please do so before 2 PM. Afternoon dismissal is
quite busy and we need to focus on the safe departure of all our students. Students are not permitted to
have cell phones turned on in school.

Messages for teachers may be left in the Main Office. Faculty members will return your call during their
preparation time or after school. Our policy is that teachers will return calls within 48 hours. (Excluding
weekends). Our faculty members have school e-mails: first name initial last name@icsclinton.org (i.e.
msharp@icsclinton.org). Administration may be contacted directly by email or by school phone, and are
available for conference by appointment. Please always feel free to contact administration with your
concerns, questions, or suggestions.

PARENT CONCERNS

In the Gospel, Jesus tells us, “If you are bringing your gift to the altar and you remember that your
brother or sister has something against you, go and settle the matter and then return and offer your gift.”
Christians are called to settle disputes by meeting together first, before involving legal authorities such as
courts and judges.

The principle of subsidiarity – The best way for parents to deal with concerns is to first approach the
person with whom there is a problem. Thus, if the concern is about something a teacher has done,
approach the teacher first. Only after efforts to deal with the teacher have failed should the principal or
other administrator be contacted. If the difficulty is with the principal, the parent should contact the
principal and try to achieve a solution that is acceptable to all concerned. If a good faith resolution with
the principal cannot be reached, the pastor can be contacted in the parish setting or the principal’s
superior in a non-parish setting. In serious cases, if these efforts fail, the school or diocesan grievance
procedure can provide an avenue for appeal.

Concluding thought – Acting as Jesus would want us to act should be the goal of all in the Catholic school
community – pastors, principals, teachers and other staff members, parents and students. We should try
to deal with differences of opinion in a manner that indicates to all observers that we are Christians.

PARENTAL RIGHTS

1. To have your children’s safety be a priority
2. To have your children receive an authentic Catholic education in a Catholic environment
3. To have your child’s learning needs met if the program can reasonably accommodate them
4. To have our children taught by competent teachers and led by those who respect and care for

them
5. To talk with personnel and to have requests for meetings answered in a timely manner
6. To have your children “try out” for all program activities and teams
7. To review records and respond
8. To participate in the life of the parish/school
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PARENTAL RESPONSIBILITIES

1. To be a partner with the parish/school in the education and formation of your children
2. To understand and support the religious nature of the program
3. To read all communications from the parish/school and to request clarification when necessary
4. To know your children’s teachers and to observe parent-teacher conference dates and any

special requests for meetings
5. To discuss concerns and problems with the person(s) most directly involved before contacting

other authorities
6. To be as actively involved as you can be in the life of the parish/school and to volunteer

assistance when possible
7. To promote our parish and school and to speak well of them to others
8. To read and support school rules
9. To appreciate that Catholic education/formation is a privilege

PARENT COOPERATION

The education of your child is a partnership between you and Immaculate Conception School. Parental
cooperation is essential for the welfare of students. Normally, a child is not deprived of a Catholic
education or otherwise penalized for actions of parents/guardians. However, the Principal may require the
dismissal of a student when parents/guardians have been persistently and overtly uncooperative regarding
school policies, regulations or programs. Student dismissal may also be required when parents/guardians
have interfered in matters of school administration to the detriment of the school’s ability to serve their
own or other children. If, in the opinion of the administration, parent/guardian behavior interferes with
the teaching/learning process, the administration may require parents/guardians to withdraw their
children and sever the relationship with the school. Harassment of administration, teachers, or students
by parents/guardians may result in the dismissal of students. Tuition and fees will not be refunded if a
student is dismissed.

If it is in the opinion of the school administration that this partnership is irretrievably broken, Immaculate
Conception School reserves the right to withdraw your child from school.

Parents must sign the handbook acknowledging they have read it and will abide by the contents. There is
a new Diocese of Metuchen policy that the handbooks must be signed by both parents – one signature is
not sufficient. This includes parents who may be divorced, but share custody. The signatures must be
physical signatures, they may not be electronic. Receipt of this sheet is mandatory for your child to attend
Immaculate Conception School.

Last modified 2021/09/15 10



ADMISSIONS

Immaculate Conception School gives preference to Catholic students registered in a Catholic parish in the
Diocese of Metuchen.

Students will be accepted to Immaculate Conception School if they will benefit from the learning
environment. The final decision for acceptance is the discretion of the principal.

Children currently enrolled in the 2- or 3-year-old Preschool program are given priority admission to the
following year’s program by re-applying.

Children currently enrolled in the 4-year-old Preschool program must apply for admission to Transitional
Kindergarten and Kindergarten. Kindergarten is considered part of the elementary school with enrollment
limited to the number of available seats.

Immaculate Conception School maintains grade level waiting lists for one academic year only. A lottery is
held to place children in grades where the waiting list is larger than the seats available. Priority is given to
students on the waiting list from the previous year.

AGE REQUIREMENTS

A birth certificate must be submitted at the time of registration.
● Preschool 2 year old children: children must be 2 years old on or before October 1st.
● Preschool 3 year old children: children must be 3 years old on or before October 1st.
● Preschool 4 year old program: children must be 4 years old on or before October 1st.
● Transitional Kindergarten must be 5 years old by December 31st.
● Kindergarten: children must be 5 years old on or before October 1st.
● 1st grade: children must be 6 years old on or before October 1st.

TRANSFER STUDENTS

Transfer notification, the most recent report card, current standardized test scores, and a letter of
introduction from a recent teacher are required at registration. An interview with the parent, student, and
if possible the classroom teacher is required. A writing sample and placement tests may be utilized for
proper grade level placement. The student and family will be notified by mail of the student’s acceptance
to ICS. A contract signed by parent, student, and principal completes the admission process. Every new
student is accepted conditionally, on a probationary basis. Student progress is reviewed at the completion
of the student’s first two marking periods, with a decision for acceptance made at that time.

IMMUNIZATION
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Children are admitted only with proper proof that the child has been immunized as required by the laws of
the State of New Jersey, N.J.S.A. 26:1A-9. Proper immunization is a requirement of admission to the
school. Students new to the school and students in grades K, 3, and 6 are required to have a physician’s
physical examination (within the past 6 months) on file.

Minimal Immunization Requirements for
School Attendance in New Jersey

DTaP: (Age 1-6 years): 4 doses, with one dose given on or after
the 4th birthday, OR any 5 doses.
(Age 7-9 years): 3 doses of Td or any previously
administered combination of DTP, DTaP, and DT to equal 3
doses.

Tdap: (Grade 6, or comparable age level for special education
programs): 1 dose.

Polio: (Age 1-6 years):3 doses, with one dose given on or after
the 4th birthday, OR any 4 doses. (Age 7 or older): any 3
doses.

Measles: If born before 1/1/90, 1 dose of a live measles-containing
vaccine on or after the first birthday. If born after 1/1/90, 2
doses of a live measles-containing vaccine on or after the
first birthday.

Rubella/Mumps: 1 dose of live mumps-containing vaccine on or after the first
birthday.
1 dose of live rubella-containing vaccine on or after the first
birthday.

Varicella: (2 doses) 1 dose on or after the first birthday and 1 dose
before entering Kindergarten

HIB: (Age 2-11 mon): 2 doses
(Age 12-59 mon):1 dose

Hepatitis B: (K–Gr. 12): 3 doses, or (age 11-15 years): 2 doses

Pneumococcal: (Age 2-11 months): 2 doses
(Age 12-59 months): 1 dose

Meningococcal: Entering Grade 6 (or comparable age level for special
education programs): 1 dose

Influenza (Ages 6-59 months): 1 dose annually between September 1
and December 31

Last modified 2021/09/15 12



ATTENDANCE

Prompt, regular attendance is absolutely essential to academic success. The parent/guardian is expected
to foster these good habits in the student, both for the benefit of the student’s current academic
achievement and to encourage mature adult behavior in the future.

Parents should report online, via the school website, to report a student’s absence before 8:00 am. If no
report is received, a school staff member will attempt to verify the absence by
e-mailing or phoning the parent. An absence of 3 or more consecutive days requires a doctor’s note. A
parent conference with the principal will be required for excessive absences. These procedures
represent a mutual effort to account for the student during school hours.

● A student that has more than 18 absences, or excessive late arrival to school may result in the
student being retained. In addition, this excessive absence from school may warrant notification
to DCF, (Division of Children and Families).

● Any student absent from class is required to make up all the work missed. Although it is
impossible to make up much of what occurs in the structured classroom setting, it is the
responsibility of the student to obtain the work.

● Vacations during the school year are strongly discouraged. Make up work and tests must be
completed within one week of the student’s return. The faculty and administration will make
every effort to assist the student with incomplete work, due to the absence. However, it is the
responsibility of the student to make up all missed assignments and tests within the time
allotted. If the required class work is not made up in the time allotted, the student will receive a
failing grade for the missing work.

If a student is absent from school due to illness or a disciplinary action, he/she will not be permitted to
take part in extracurricular activities that afternoon or evening, unless a reprieve is granted by the
administration. If the absence is due to another reason, the school reserves the right to make an
individual judgment regarding same-day extracurricular participation.

All students are required to attend, and participate in, all classes and activities sponsored by the school
during the academic day.

SCHOOL HOURS
Pre-School

● 2 year old AM 8:30-10:30
● 3 year old AM 8:15-11:15
● 3 year old PM 12:00-3:00
● 4 year old AM 8:15-11:15

Transitional Kindergarten
● 8:15-12:15

Kindergarten-Grade 8
● 7:50-2:55 (12:15 for early dismissal)
● School doors open for arrival at 7:45 am. Children may be dropped off between 7:00 and 7:45

am to attend morning care. There is a $5.00 per student fee for this service.
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EARLY DISMISSAL

Requests for early dismissal are strongly discouraged, unless it is an emergency or an unavoidable
situation. Parents must notify the school office by note the morning of the early dismissal or by phone no
later than 2:00 pm. Do not email the teacher during the school day with dismissal changes. Parents must
sign children out of the building by 2:30, otherwise students must dismiss at the regular time using the
standard carline dismissal procedures. A parent or guardian must come to the Main Office to sign students
out if they must leave before dismissal time. If a child returns to school after an appointment, a
parent/guardian must sign the child in at the Main Office and provide a physician’s or dentist’s note. In
every instance of leaving school early, students are responsible for completing the missed required work.
Children will not be permitted to wait in the hall or outside the school building.

LATENESS/TARDINESS

Students arriving after 8:00 am (8:15 for preschool) are considered late for school and must report to the
school office. Parents must sign children in at the school office. A parent conference with the
principal will be required for excessive student absence/lateness.

EMERGENCY CLOSING AND MAKE UP DAYS
In the event of inclement weather ICS will follow Clinton Township School District. A delayed opening is 2
hours – 9:50 Kindergarten - Gr. 8, and 10:00-12:00 Preschool AM and 10-12:15 for Transitional
Kindergarten (see Preschool handbook). The delay or closing announcement will be posted on the school
website, and parents will be notified via the automated alert system.

Three emergency school days have been built into the school calendar. Beyond three days, ICS may utilize
virtual instruction.

MORNING GATHERING

Announcements, celebrations, the Pledge of Allegiance and morning prayers will be conducted during a
daily all school morning gathering.

Students arriving at school are to enter the multi-purpose room to prepare for Morning Gathering.
Students will be escorted to their classrooms at the conclusion of Morning Gathering. Parents are welcome
to join Morning Gathering.

Alternatively, if Morning Gathering is not feasible, students will go to their classrooms upon arrival and
“Morning Gathering” will take place in classrooms over the PA system.
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CAFETERIA POLICIES

Standard lunch consists of an entrée, vegetable/fruit (two servings), a grain/bread, and milk. The cost of
lunch for students in grades K to 8 is $3.50. A double entrée is available for an additional cost of $3.00.

Parents are strongly encouraged to purchase a $3.50 lunch ticket which is good for 10 lunches. The link to
purchase a lunch ticket is located on the ICS website under the student tab. Students may purchase milk,
water, and snacks ala carte with cash.

If necessary, lunches may be purchased with cash.

Students using the cafeteria are expected to maintain a clean, orderly atmosphere. Food and beverages
are not to be taken out of the cafeteria. All trash must be deposited in receptacles provided.

Lunchroom tables are to be left tidy by the students using them. All cafeteria tables will be cleaned and
sanitized after each use by the custodial staff. Proctors both in the cafeteria and outside during recess are
in charge of supervision. Their directives to students should be followed.

BIRTHDAYS
Birthdays are celebrated at lunch. If a treat is sent to school, it may be distributed to classmates only,
and must be consumed during the lunch period.
Each student may dress down on his or her birthday (or half-birthday for summer birthdays)!

FINANCIAL

A tuition packet is provided prior to registration / re-registration. The Business Manager oversees all
school accounts. Tuition is collected by FACTS, a tuition management payment processing system, which
provides families online access to their financial account, as well as options for managing the payment of
tuition and fees.   A non-refundable commitment fee is required at the time of registration.

BILLING AND PAYMENT OPTIONS

Immaculate Conception School (ICS) utilizes the mandatory services of FACTS. Families can use this
system to confirm their account balance, review transaction history, and make payments via credit card or
automatic bank draft. Details on the 10-Pay Plan and Semi-Annual Pay Plans are provided online. This is a
mandatory payment process utilized to minimize the cost of collection processes which drive up tuition
rates.

All financial obligations must be met by the last school day in June (or May 20th for graduating students).
The school has the right to suspend service to a student for non-payment of tuition and/or fees. All fees
are non-refundable. Grades K-8 will receive an incomplete on their report card until fees are paid.
Exceptions must be called out in an approved plan scheduled by the Finance Office.

Withdrawal, suspension, or expulsion does not terminate a parent/guardian responsibility to pay the
tuition.
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LATE ENTRY/EARLY WITHDRAWAL

Students who begin attendance at ICS within the first two weeks of classes will be billed the full annual
tuition rate. After the second week of classes, late enrollees will be billed on a prorated basis. Tuition for
early withdrawals will be prorated on the same basis, as well as any financial assistance awards. Tuition
credits for early withdrawals will be posted to the ICS family account. If a family is overpaid, a refund
check will be issued by the Immaculate Conception School Finance Office, net of any other fees which may
be due (i.e., SCRIP Obligation, Service Hour Obligations, or After-Care). In the case where a Family owes
money, ICS will hold all records necessary for transfer to a new school.

WITHDRAWAL FROM SCHOOL

Any family wishing to withdraw from ICS must follow this procedure:
1. Obtain a form from the Main Office and indicate the name of the school to which records should be
sent. The form will be signed by the principal.
2. Pay all outstanding debts.
3. Return all school properties, textbooks, library books, etc. When all routine matters are satisfactorily
cleared, the student’s records will be forwarded to the next school. There is no refund on fees paid to
Immaculate Conception School.

UNPAID TUITION

ICS relies upon tuition collection for approximately 70% of the budget to provide quality Catholic
education to our students. It also relies heavily on service programs such as SCRIP and Service Hours to
make up a large portion of our fundraising. Therefore, when payments become delinquent, it affects the
financial operations of the school system. If a family’s financial circumstances change to such a degree
that it warrants re-evaluation of the tuition and fees commitment, it is the responsibility of the family to
contact FACTS and/or the Immaculate Conception School Finance Office to make alternate payment
arrangements.

FACTS schedules payments on the 5th or 20th of the month, based on the date selected by the family.
When tuition payments in FACTS are not made as scheduled, the following steps will be taken:

First Collection Attempt: If 1st attempt for the month of payment is unsuccessful, the Family is
charged an NSF Fee of $30 (amount subject to change by FACTS w/o notice) and a second attempt
for the same month payment is scheduled.

Second Collection Attempt: If the 2nd attempt for the month of payment is unsuccessful, the
family is charged a second NSF and a third attempt is scheduled.

Third Collection Attempt: If the 3rd attempt for the month of payment fails, the family is charged
an NSF fee and the monthly payment is placed in an unresolved balance. FACTS will no longer
attempt to collect the payment. At that point, the School Finance Office will become involved.
Families shall receive written notification that their account is past due and has incurred such NSF
charges. It is the responsibility of each family to contact FACTS and make arrangements to satisfy the
amounts due. Where necessary, FACTS will get the School Finance Office [Parish Business
Administrator] involved in the process, up to and including the possibility of turning over significantly
delinquent accounts for collection.

Last modified 2021/09/15 16



RE-REGISTRATION FOR A NEW SCHOOL YEAR
ICS may refuse re-registration of any family whose account is not paid in full by June 30th of the current
school year. In a case where class seats are in a waitlist condition, the family will be notified prior to a seat
being given to a new student.

HEALTH AND SAFETY

Children should not be sent to school if ill before they leave home. Due to the Coronavirus Pandemic,
parents should read and be familiar with our updated Opening Plan for Immaculate Conception School.
The Fall Opening document can be found on the ICS homepage--www.icsannandale.org

● Children should be fever free, no vomiting or diarrhea for twenty-four (24) hours before
returning to school, as well as having and tolerating 2 regular meals.

● Children diagnosed with a communicable disease, such as strep throat, conjunctivitis, etc., need
to have been taking antibiotics for 24 hours before returning to school.

● The school nurse is available for any student who feels ill or is injured during the school day. In
the event of an accident, no matter how minor, the student should report that accident to the
nurse immediately.

● In the event of serious accidents or illness, emergency care will be given, and the parents will
be notified. The school is responsible only for immediate first aid. The legal responsibility for
medical care rests with the parents.

● Physical examinations by your family doctor are required for all students entering the new
school year.

● All students are screened annually for height, weight, and blood pressure. Vision and hearing
tests are done for PreK, K-3, 5 and 7. Scoliosis screenings are for students over age 10. Any
discrepancies are noted, and/or referred for follow-up.

EMERGENCY INFORMATION FORMS

The Emergency Form must be completed and returned to the office by the first week of school.

● The Emergency Information form is on the school website under “Forms”.
● It is the responsibility of the parent to notify Immaculate Conception School of any updates or

changes in the names and numbers on the Emergency Information Form.
● If your child has a medical condition, the principal needs to be aware of your child’s special

needs related to his/her diagnosis.

Student Contact Information Record Changes:
When a student’s address or contact phone number changes, it is extremely important that the new
information be reported to the Main Office as soon as possible. Changes in parents/guardians’ work
numbers and emergency numbers also need to be reported immediately. It is crucial that these items of
information are always current.
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FOOD ALLERGY POLICY

Immaculate Conception School recognizes that life threatening food allergies are a serious condition
affecting many school children and positively welcomes all pupils with food allergies. In order to minimize
the incidence of life-threatening allergic reactions, Immaculate Conception School will maintain a school
wide procedure addressing life threatening reactions and maintain an Emergency Action Plan for any
student(s) whose parent/guardian, and physicians have informed the school in writing that the student(s)
has a potentially life threatening allergy.
In order to minimize incidence of life-threatening allergic reactions, Immaculate Conception School will
provide training and education for all Immaculate Conception staff.

The training will be provided to ALL school employees (including office staff, food service staff, etc.)
● A description/definition of severe allergies and a discussion of the most common food,

medication, latex, and stinging allergies.
● The signs and symptoms of anaphylaxis.
● Specific steps to follow in the event of an emergency.
● Activating Emergency Medical Response – Dial 911.
● Location of emergency Epi Pen.
● Policy and procedure will be reviewed at the beginning of every school year.

The school cafeteria will contain a peanut/free nut free table for parents/students who wish separate
seating.

COUNSELING SERVICES

Immaculate Conception School employs a part time counselor.  Our licensed counselor is
available to address school and other related issues with students as needed. Any parent that requests a
session for the child with the counselor should contact the principal to make arrangements.

Our counselor, administration, faculty, and staff, maintain the confidentiality of the student unless it
involves health, safety, or sanctity of life.

Immaculate Conception School may recommend additional specialized counseling services through outside
agencies.

New Jersey State law requires any person who has reasonable cause to believe a child may have been
subjected to abuse or neglect, must make a report to the New Jersey Children and Family Services.
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VISITORS

Parents/visitors are required to sign in at the school office. This includes appointments and volunteers. For
security purposes, parents may not visit classrooms without a prior scheduled appointment.

VOLUNTEERS

All volunteers must be fingerprinted and must attend the “Protecting God’s Children” program as directed
by the Office of the Bishop of the Diocese of Metuchen. This directive applies to anyone who plans to
volunteer more than one time during the school year. The Protecting God’s Children Coordinator facilitates
the program for Immaculate Conception Church. Dates are announced in the parish bulletin. Call the
school or parish rectory for information.

Students who attend Immaculate Conception School have the right to expect that information about them
will be kept confidential by all volunteers. Each student with whom a volunteer works has the right to
expect that nothing that happens to or about him or her will be repeated to anyone other than authorized
school department employees, as designated by the administrator.

○ Volunteers may not share information about a student even with others who are genuinely
interested in the student’s welfare, such as parents, social workers, scout leaders, clergy or
nurses/physicians. Thus, volunteers must refer all such questions to the school employees so
authorized and indicated to you, typically the student’s teacher or principal.

○ Parents, friends, or community members may, in good faith, ask you questions about a
student’s problems or progress. Again, volunteers must refer all such questions to the
authorized school employees. Volunteers may not share information about a student even
with members of your own family or the student’s family.

○ Before you speak, always remember that violating a student’s confidentiality isn’t just
impolite, it’s against the law!

Requirements for volunteers and employees:

1. One time attendance at the three-hour Protecting God’s Children course licensed by Virtus
2. Completion of the Volunteer Confidentiality Agreement (Appendix II)
3. Completion of the Diocese of Metuchen Volunteer Application form (Appendix II)
4. Completion of the Diocese of Metuchen Code of Pastoral Conduct (Appendix II)
5. Completion of Criminal History Background check

FIRE DRILLS/EMERGENCY DRILLS

The school has an Active Crisis Plan. In cooperation with the local police and fire department, children are
required to practice one aspect of the Crisis Plan each month, in addition to a monthly fire drill. In the
event of a crisis, should it be necessary to evacuate students to an alternate site, parents will be notified
via an automatic alert system.

Fire drills and Emergency Drills under the Crisis Response Plans are held monthly to ensure the safety of
our students/staff and to be in compliance with state and local regulations and diocesan policy.
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NURSING SERVICES

Full-time nursing services are provided.

ADMINISTRATION OF MEDICATION

Immaculate Conception School strongly discourages the administration of either prescription or
non-prescription medication in school or on school–sponsored activities. However, if it is absolutely
essential that a student receive medication while under supervision, the following will apply:

1. A parent/guardian should come to the School and personally administer the medication.

2. If this arrangement is not possible, the school nurse or principal (or his/her designee) will
administer the medication under the following conditions:

3. The medication must be given to the school nurse or principal by the parent/guardian;

4. The medication must be in the original pharmacy-labeled container; and

5. The parent/guardian and the student’s physician must complete and sign an
“Authorization to Administer Medication in School” form. This form is available from the
School. A copy of the form is on the ICS Website under “parents” and “Health
Office-School Nurse.”

Students will be permitted to self-administer medication only for life-threatening illnesses or conditions.
The parent/guardian must schedule a conference with the school nurse and /or principal to discuss in
detail the need for the medication. The parent/guardian and the student’s physician must develop a care
plan that includes a stipulation for the student to self administer the medication.

POLICY ON THE ADMINISTRATION OF EPINEPHRINE

As permitted by New Jersey law, the School shall follow the orders of a physician or advanced practice
nurse for emergency administration of epinephrine via epi-pen for anaphylaxis.

Parents/Guardians Authorization and Agreements Regarding Liability

Written authorization for administration of the epi-pen must be received from the parent or guardian of
the student. The parents/guardians of the student shall be notified that upon administration of the epi-pen
in accordance with the procedure below as provided by law, the school and its employees or agents shall
have no liability for any injury arising from the administration of the epi-pen to the student. The
parents/guardians of the student shall indemnify and hold harmless the school and its employees or
agents for any such injury, as provided by law.
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ADMINISTRATION OF THE EPI-PEN BY THE SCHOOL
The school nurse shall have primary responsibility for administration of the epi-pen. In the absence of the
school nurse, another school employee---designated and trained in administration of the epi-pen by the
school nurse pursuant to New Jersey law---may administer the epi-pen.

Emergency Administration of Epinephrine
Implementation of P.L.199, c.368

Some pupils attending schools in the diocese may suffer from a severe, life-threatening allergic reaction
called anaphylaxis. Pupils with a history of anaphylaxis (as documented by a physician), may require the
emergency administration of epinephrine for anaphylaxis and do not have the capability for
self-administration of the medication.

P.L. 1997, c.368 (N.J.S.A. 18A:40-12-5 and 12-6) was adopted because a school nurse may not be
immediately available to assess the severity of an allergic reaction, and to administer epinephrine for
pupils who cannot administer the medication themselves. The law permits the school nurse to designate in
consultation with the principal another employee to administer epinephrine via an auto-injector to a pupil
for anaphylaxis.

Parents of children with severe allergies are required to make an appointment with the school nurse to
establish a specific protocol.
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SUPSECTED CHILD ABUSE OR NEGLECT

New Jersey State law requires that any person who has reasonable cause to believe that a child may have
been subjected to abuse or neglect, must make a report to the New Jersey Division of Child Protection and
Permanency Services. Immaculate Conception School abides by this law.

ASBESTOS MANAGEMENT PLAN

“The School’s Asbestos Management Plan is on file in the school office as required by the federal Asbestos
Hazard Emergency Response Act (AHERA). This document is available for examination upon request.”
Immaculate Conception School buildings do not contain asbestos. A letter stating such is on file with the
appropriate office in the diocese of Metuchen.

APPOINTMENTS WITH SCHOOL PERSONNEL

Parents who wish to meet with the principal must contact the school office to schedule a meeting time. To
meet with a teacher or other staff member, please contact that person via email. For the sake of good
order in the school, parents may not attempt to meet with staff members during the school day
without arranging an appointment beforehand. When appointments are made, both parents and staff
members should be aware of the purpose of the meeting and attend appropriately prepared.
If a problem arises in school, please communicate directly with the adult involved with the problem. If the
issue is with a teacher, please call or email directly with that teacher. If the issue is not resolved at this
level, please call the principal. Always try to resolve the issue at its initial level before proceeding further
up the chain of command: teacher, principal (after teacher), Pastor, Diocesan Office of Schools (Asst.
Superintendent/Superintendent of Schools).

PARENT COMMUNICATION

Notices and student papers are sent home as needed, generally on Fridays. ‘Happenings on the Hill’ is
posted on the school website www.icsannandale.org, representing current events and information.

Specific teacher/class information can be found under the “Teacher Pages” link. Staff members may be
contacted by email (1st initial/last name @ icsclinton.org ... e.g. jsmith@icsclinton.org). Teachers may also
be reached by leaving messages with the main office. Please note that teachers are busy with students
during the school day and may be unable to respond to messages until later. Some concerns, due to their
length or subject matter, are best addressed at an in-person conference.
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CASH/VALUABLES TO SCHOOL

Money or valuables sent to school for a specific event or purpose should be placed in a sealed envelope
and identified with the child’s name, teacher’s name, the amount enclosed, and its purpose.

HOME AND SCHOOL ASSOCIATION

The primary purpose of the Home and School Association (HSA) is one of service to the educational
community. The responsibilities of the HSA include the following areas, as directed by the Diocese of
Metuchen: spirituality, social concerns, fundraising, and support for school and/or diocesan-directed efforts
surrounding publicity and legislation. The association calls together parents, teachers, and school
administration to bring the message of God’s love to the students. The heart of the Association is home
and school. Parents and teachers are encouraged to attend regular meetings/events, to accept service on
committees, and participate in HSA activities.

We appreciate the time, effort and support of our HSA members.

Co-Presidents:  Rick and Christine Benson

Vice President: To be determined

Treasury: Mike Scotillo

Corresponding Secretary: Sarah Yandoli

Recording Secretary: Rebecca vanVolkenburgh

Hospitality: Jessica Eisenhart and Joanna Zappa

PARENTAL RIGHTS TO RECORDS
Immaculate Conception School abides by the provisions of the Buckley Amendment with respect to the
rights of non-custodial parents. In the absence of a court order to the contrary and upon request, the
school will provide the non-custodial parent with access to unofficial copies of students’ academic records.

COURT ORDERS
If there is a court order specifying the rights and responsibilities of individual parents/guardians, it is the
responsibility of the custodial parent/guardian to provide the school with an official copy of the court order
that outlines the non-custodial parents’ rights of access to the child, restraining order, etc. The custodial
parent must provide an updated court order at the beginning of each school year. The custodial parent
may wish to supply the principal with the “Custody Section” of the divorce decree if it contains information
which may be useful to the school in fulfilling its obligations.

The school will permit only the custodial parent or his/her designee (designated in writing) to pick up the
child during or at the end of the school day. The non-custodial parent will not be permitted to remove the
child from school during or at the end of the school day unless there is written authorization from the
custodial parent. In an emergency, a clearly defined, one-time telephone authorization may be acceptable.
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ACADEMICS

CURRICULUM OFFERINGS

The Catholic Schools Office of the Diocese of Metuchen establishes curriculum policies. Immaculate
Conception School has posted an updated Curriculum guide on the school’s website.

Our school philosophy is grounded in our faith and our belief in the Gospel values. Our mission statement
includes goals toward academic excellence, spiritual growth, and moral integrity. We believe we are all
unique therefore differentiated instruction is part of our philosophical foundation.

Professional development supporting the curriculum is provided for the school faculty through the diocese,
school/regional collaborations, site-based workshops, and commercial workshops. The 1st Thursday early
dismissal days are identified for professional development.

The following subjects comprise the elementary school curriculum as major subjects: religion, language
arts, math, social studies, and science. Art, music, physical education, world language, technology, media,
and instrumental music instruction are also included in the curriculum. Math placement in grades 6
through 8 is determined by the following criteria: report card grades, MAP scores, placement tests, and
teacher recommendation.

RELIGIOUS EDUCATION AND RELIGIOUS SERVICES

Immaculate Conception School exists to prepare our children to live a life with Jesus as their Teacher and
Friend. The school seeks to foster spiritual growth in each student and the values of faith, hope, and
charity.

Religion permeates all aspects of school life: in the classrooms, in play areas, at lunch, in gatherings, and
at liturgy and prayer services.

A Eucharistic liturgy is celebrated on the first Thursday of each month at 9:00 am. Children in grades
transitional kindergarten through 8 attends with their class. Parents are also invited to attend.

Children/classes are encouraged to attend an additional Mass/liturgy each month, by grade levels. Prayer
Services may be celebrated at different times and occasions during the month both in the church and in
the school.

All Are Welcome.

Non-Catholic students are welcome at Immaculate Conception School. The non-Catholic student is
expected to understand and agree that the school exists to educate in the framework of Catholic values.
Non-Catholic students must successfully complete the religion classes and participate in liturgical services
scheduled for students during the school year.
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POWERSCHOOL

Immaculate Conception School utilizes the Diocesan web-based record-keeping program, PowerSchool.
Usernames and passwords will be sent to the parent.

Parents are reminded to check student progress on PowerSchool regularly. Teachers will input all
assignments and grades using PowerSchool. Parents have the capability to access a student’s progress,
assignments, and report cards via this system.

HOMEWORK

Homework is assigned to supplement and reinforce certain skills.  Parents are encouraged to provide a quiet

place for study with no distracting electronic devices.  They should take the time each night to check written

assignments as well as review materials which need to be studied for assessments.  Homework is the

responsibility of the student and must be completed daily so each student can fully participate in lessons for

the next day. Parents should be aware of long-term assignments and projects, assisting the student with

organization and time management. In the event of traveling, class assignments will be given to students upon

return to school.

Recommended time allotted for homework

Kindergarten  optional 10 minutes

Grade 1 15-20 minutes

Grade 2 30-40 minutes

Grade 3 35-45 minutes

Grade 4 60 minutes

Grade 5 45-65 minutes

Grade 6, 7 & 8 90-120 minutes

Teachers will coordinate to ensure that students have no more than two major assessments on a given day.  A

short quiz or check for understanding does not constitute a major assessment.

TESTING PROGRAMS

Students in grades 1-8 will participate in MAP Testing (Measure of Academic Progress) three times per
year. Students in (grades 5 and 8) will take a National Religion Assessment known as the ACRE
Assessment.
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REPORT CARDS

● Preschool and Transitional Kindergarten students will receive progress reports throughout the
school year.

● Kindergarten and grade 1 students will receive report cards three times per school year.
● Grade 2 to 8 students will receive report cards four times per year.

Report Cards for grades K to 2 use the following code for all subject areas:

O – Outstanding S – Satisfactory
VG – Very Good N – Needs Improvement
G – Good U – Unsatisfactory

Report Cards for grades 3 to 8 use the following numeric system:

A+…….100-97 C+…..84-80
A………...96-93 C …...79-75
B+……...92-89 D …...74-70
B ………..88-85 F………69 and below

END-OF-YEAR ACADEMIC EVALUATION

A student is promoted only if he/she has successfully completed the requirements of the grade level. The
final decision on promotion or retention rests with the principal. The principal will work closely with the
student and make suggestions to the family for how the student may successfully complete the grade level
work, in order to be promoted.

● In grades 3-8, the records of students who are failing two or more subjects will be reviewed by
the principal to determine the students’ status at Immaculate Conception School.

● In grades K, 1, and 2, lack of maturity in work habits, in social relationships, in academic skills
of reading and math may warrant a child’s retention.

● Possible/probable course failure/retention will be discussed in a meeting with the school
principal, teacher, and the parents. Notices may also be mailed after the third quarter report
cards.

TECHNOLOGY AND INTERNET ACCEPTABLE USE

Immaculate Conception School offers access to technology, programs, applications, and internet access as
part of its commitment to promote educational excellence by integrating technology into the curriculum. 
The school provides computer technology and other internet access in the classroom for the sole purpose
of enhancing each child's education.  The technology program offers the students an opportunity to build
and sharpen skills as 21st century learners. The school technology affords the staff and students alike, a
tool to help organize, communicate, collaborate, and to store their work efficiently.  In order to maintain
the integrity of the hardware, software, programs, and applications care must be taken to handle them
responsibly. 

Families will be provided with a separate technology handbook with the rules governing use of technology.
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PARENT-TEACHER CONFERENCES

Parent-Teacher conferences are formally scheduled once per year at or near the conclusion of the first
marking period. These conferences supplement the written method of reporting to parents for the purpose
of constructively discussing each child’s progress.  Parent–teacher communication ensures maximum
achievement for the student and the ability to provide assistance for the student in a timely and relevant
manner. Additional conferences are scheduled at the request of the principal, parent or the teacher
throughout the year as necessary.  Parents are to contact the school office or teacher to arrange a suitable
time after school hours for additional conferences.  

SPECIAL SERVICES

Immaculate Conception School cooperates with the public school districts in providing state and federal aid
to the students in the following areas:

● Textbook funding
● Remedial and Supplemental Classes*
● Speech Therapy*
● Nursing services*
● Teacher In-Service Training
● Occupational Therapy*

* Provided at school by the Educational Services Commission of New Jersey (formerly known as Middlesex
County Regional Educational Services Commission).

RECORDS AND TRANSCRIPTS

VIEWING RECORDS

A parent/guardian has the right to view his/her student’s academic record, health records, and emergency
information sheet. These records will be made available to view upon request but may not be given to
parents.

GOVERNMENT RECORDS

Records attached to publicly funded services provided through the local public school Board of Education
such as Child Study Team reviews, Basic Skills instruction, Supplemental Instruction (SI), Speech, ESL etc.
are the property of the public school Board. A parent/guardian who wishes to examine these records or to
procure additional copies for his/her own use must apply to the Education Services Commission.
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TRANSCRIPTS

Transcripts of academic progress and health records may not be given directly to the parent/guardian in
the event of a transfer. A request for transfer must be submitted in written form by a parent/guardian.
Transcripts will be sent directly from school to school when the sending school receives an official written
request from the receiving school. If the parent/guardian does not submit a request for transfer that
includes authorization to send a transcript, the receiving school must secure permission from the
parent/guardian to request the transcripts from the sending school.

Transcripts will be issued through the following procedures:
● Notify the principal (written notification)
● Pay all school debts
● Sign record release
● Return all textbooks, library books, classroom materials

Note: Requested teacher letters of recommendation should first go through the school office.
Please refer to the recommendation request guidelines.

PUBLICATION OF STUDENT PICTURE/NAME

To highlight the gifts of ICS students and publicize ICS events, student pictures may be in publications and
on the ICS website/social media pages. To opt out of this, a written notification to the contrary must be
sent to the office.

Please note: If you decline to have your child’s likeness used for the school social and print media or on
the school website, it could prohibit your child from participating in student government, school plays,
musicals, athletics, and other school events.

FIELD TRIPS

Immaculate Conception School will sponsor and conduct field trips for the educational enrichment of the
students. As attendance on field trips is a privilege, a student may be denied participation. A signed
parent /guardian school permission slip for the specific event is required to be submitted. Permission
slips must be signed and notarized for out-of-state trips. Permission may not be given by telephone
or personal note. For the safety of the children, chaperones must be a relative or legal guardian, 25 years
or older, and may not be accompanied by any other adults or children. Students may not be removed
from school to attend a sibling’s field trip or classroom event. Parents/Guardians who choose to
take their child home without first returning back to the school must provide written notice of such to the
school teacher or administrator overseeing the field trip.

ASSEMBLIES

Assemblies of educational value and entertainment are offered. Students are to report to such assemblies
as directed and in an orderly and prompt manner. Students are to sit in the assigned area with their class,
under the supervision of their teachers.
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DISCIPLINE GUIDELINES AND EXPECTATIONS

A spirit of Christ-like charity, respect for authority, and cooperation are essential elements of the learning
environment at Immaculate Conception School. Students are expected to act with courtesy and
respect toward one another and all members of the school community. They must strive to
develop lifetime habits of self-control and concern for the well-being of others. Parents, teachers, and
students work together to develop and live the Gospel values of responsible behavior, good citizenship,
and mutual respect as we are called to do by Christ our teacher.

IMMACULATE CONCEPTION SCHOOL PROMISES OF RESPECT
1. Treat others the way you would like to be treated (name calling, teasing, hitting, shoving, etc.

are not allowed).
2. Use kindness and respect.
3. Include all students and guests and make them feel welcome.
4. Respect each other’s property and school property too!
5. Bullying/Cyberbullying are not allowed. 
6. Stand up, speak up, go for help to prevent hurtfulness.
7. Accept differences.
8. Look for the good in others and value differences.
9. Listen to each other’s opinions.
10. Give Respect to Get Respect.

Consequences for infractions of regulations or lack of proper behavior will be age-appropriate and will be
at the discretion of the principal and teachers.

USE OF DISCIPLINARY ACTION

Immaculate Conception School follows Diocesan Policy by adhering to the procedures outlined in the
Memorandum of Agreement that has been entered into by the Diocese of Metuchen, the school, and
local law enforcement agencies. Drugs, Alcohol and Tobacco use, vandalism, weapons and bomb threats
are addressed in this policy.

Students who lack self-discipline, or who violate the rights of others, can expect disciplinary action. Each
offense will be dealt with on an individual basis, taking into account the age of the student, the nature of
the infraction, and the severity of the case. Repeated infractions can result in more serious consequences,
up to and including suspension and/or expulsion. However, there is no requirement for progressive
discipline. All students are expected to follow the common student behavior expectations of all staff
members.

Disciplinary measures include a verbal or written warning, assignment of logical consequence, parent
contact/conference, detention, probation, suspension, and expulsion.

All severe behavior problems will be referred to the principal. The principal will provide the parent(s) with
an Incident Report which will include a synopsis of events, how matters were handled, reinforcement of
school expectations, and final disposition. Suspension, probation, and expulsion are at the discretion of the
principal.
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PROPERTY DAMAGE

Students and their parents are liable for all damage to equipment and/or school property. This includes
damage to technology equipment.

SEARCH AND SEIZURE POLICY

In order to protect the safety, health, property, values, and welfare of the members of the school
community, the school reserves the right to call for a search of a student’s book bag, desk, or any other
object on the school property or the person. Such searches will be with reasonable cause, in the sole
opinion of the school administration, that contraband, illegal substances, or inappropriate objects are
concealed. Any unauthorized items found may be seized.

HARASSMENT INTIMIDATION AND BULLYING (“HIB”)

Immaculate Conception School prohibits all acts of harassment, intimidation or bullying of its students.
ICS has determined that a safe, civil and respectful environment in school, in conformity with Catholic
social teachings, is necessary for students to learn and achieve high academic standards. Harassment,
intimidation or bullying, like other disruptive or violent behaviors, disrupts both a student’s ability to learn
and ICS’s ability to educate its students in a safe and disciplined environment. A spirit of Christ-like
charity, respect for authority and mutual cooperation are essential elements of the learning environment at
ICS. Students are expected to act with courtesy and respect toward one another and all members of the
school community. Students are also expected to comply with this school policy prohibiting harassment,
intimidation and bullying.

CONFLICT VS. BULLYING

Conflict is different from bullying. Not all disagreements and fights are bullying. Conflict is a normal part of
human interaction and arises frequently in day-to-day lives. Part of learning to be independent and grown
up is learning how to deal with and respond appropriately to conflict at home, at school, and in the
community.  Recognizing the difference between conflict and bullying will help students, parents and
teachers know how to respond.

Conflict is:
● A disagreement; an argument
● All parties have equal power to solve the problem
● All parties have an equal interest in the outcome and are equally involved
● All parties are of relatively equal size, age or status
● A conflict can be resolved by talking or working things out together or with help from an adult.

Bullying is:
● Not a disagreement; the behavior is one-sided
● A repeated form of mistreatment where the victim cannot defend him/herself
● An imbalance of power – usually one person is either bigger or older than the other or has a

higher social standing (is more popular) and uses this against the other person
● Usually involves repeated acts of harassment, harm or humiliation
● Causes a change in the school climate for the student who is the victim
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Differences in Addressing Conflict and Bullying
Conflict is an important part of growing up, but bullying is not. Conflict teaches children how to give and
take, how to come to an agreement and how to solve problems.  When it comes to conflict, children need
to learn conflict resolution and resiliency skills. These skills promote listening and working together to
come to an agreement or plan to move forward. 
Bullying is different. It is about the bully making a choice to intentionally hurt another person with the
goal of exercising power over them.  When bullying occurs, the bully is fully responsible for the situation.
And the bully bears all the responsibility for change.  Bullies usually do not negotiate with others. They
want power and they blame others for their actions. Even if an adult can get them to apologize, bullies will
often retaliate when no one else is around. As a result, it is crucial to recognize the difference between
conflict and bullying.
The most common form of student incidents is identified as teasing which is intended to provoke or make
fun of someone in a playful way. Teasing can turn into verbal bullying or taunting. This behavior is
intended to distract, disturb, offend, sadden, anger, bother, irritate, or annoy the recipient. Because it is
hurtful, it is different from joking and is generally accompanied by some degree of social rejection.  This
behavior will be addressed under the same guidelines as bullying.
Harassment, intimidation, or bullying means any gesture, written, verbal, or physical act, or any electronic
communication that:

● Can be reasonably perceived as being motivated by either any actual or perceived
characteristic, such as race, color, religion, ancestry, national origin, gender, sexual orientation,
gender identity and expression, or mental, physical or sensory disability; or

● Takes place on school property, at any school sponsored function, social media or on a school
bus that substantially disrupts or interferes with the orderly operation of the school or rights of
other students; and

● A reasonable person should know, under the circumstances, that the act(s) will have the effect
of physically or emotionally harming a student or damaging a student’s property, or placing a
student in reasonable fear of physical or emotional harm to his/her person or damage to his/her
property; or

● Has the effect of insulting or demeaning a student or group of students; or
● Creates a hostile educational environment for the student by interfering with the student’s

education or by severely or pervasively causing physical or emotional harm to the student.

See Appendix IV for detailed HIB policy.

CELL PHONE/ELECTRONIC DEVICE GUIDELINE

Students may request that the office place necessary phone calls to their homes.
● Student cell phones are not permitted to be used during the school day unless given permission

by a teacher.
● They must be turned off and kept in backpacks during school hours. ICS assumes no liability for

the loss or damage to cell phones or to any electronic devices brought to school.
● Any phone seen or heard will be taken by a teacher and/or administration and held in the

principal’s office for a parent to re-claim it.
● Students are not permitted to wear a Smart watch in school.

Students should be instructed about any changes in dismissal, before they leave home.
● In case of an emergency or dismissal change, the parent should notify the school office,

whereupon the staff will be sure to give the student a message.
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SCHOOL UNIFORMS / DRESS CODE

School uniforms must be purchased through Flynn and O’Hara only. School uniforms are required
daily for students in Kindergarten through grade 8. Dress uniforms are required for school liturgies, special
assembly programs, specific field trips, and special announced occasions. Dress or casual uniforms may be
worn at all other times except physical education days when P.E. uniforms are required. It is expected that
the entire uniform will be clean, neat and in repair at all times. All articles of clothing must be labeled with
the child’s name as well as backpacks and lunch bags.  Undergarments should never be visible.
Students must have a note of explanation from the parent when not dressed in the full uniform
and/or P.E. uniform. Parents are requested to purchase black or plain white sneakers if a student must
wear sneakers for an extended period of time due to medical reasons. A doctor’s note is required.
Students without a note of explanation will receive an age-appropriate consequence.

PRESCHOOL AND TRANSITIONAL KINDERGARTEN
● It is optional for preschool and Transitional Kindergarten to wear uniforms.
● Students in preschool and Transitional Kindergarten classes may wear their own clothes.

PHYSICAL EDUCATION UNIFORMS K-8 (BOYS AND GIRLS)

● Sweatshirt with imprinted ICS logo
● Navy sweatpants with imprinted logo required November 1 – March 31
● Micromesh gym shorts with logo permitted April 1 through October 31
● Warm-up suit embroidered with the ICS logo
● Gray T-shirt with imprinted logo (long/short sleeve)
● White, gray, or black crew socks
● Supportive athletic sneakers, with laces, tied traditionally, no embellishments
● No jewelry except post earrings.
● Long hair must be tied.

DRESS AND CASUAL UNIFORM

Boys Dress Uniform
● Navy pants (no walking shorts)
● White oxford button down shirt (long /short sleeve)
● Black or brown belt (optional)
● Navy /black /white socks above ankle
● Tie

○ K-4: Blackwatch plaid tie
○ 5-8: Green/blue/red striped tie

● Sweater (required)
○ K-4: Navy unisex cardigan or vest (embroidered insignia)
○ 5-8: Navy unisex sweater or vest (embroidered insignia)
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Boys Casual Uniform
● Navy pants
● Navy walking shorts (optional April 1 through October 31)
● Shirt

○ White knit turtleneck shirt (embroidered insignia)
○ White/green golf shirt (long/short sleeve) (embroidered insignia)

● Sweater/vest (optional)
○ K-4: Navy unisex cardigan or vest (embroidered insignia)
○ 5-8: Navy unisex sweater or vest (embroidered insignia)

● Sweatshirt or fleece with imprinted ICS logo
● Black or brown belt (optional)
● Navy / black / white socks above ankle

Girls Dress Uniform
● Black/white/navy tights (opaque) or above-the-ankle socks

○ Tight fitting navy/black leggings that resemble tights are allowed.
○ Flynn & O’Hara leggings are available.

● Jumper/skirt
○ K-4: Blackwatch plaid belted tunic style jumper
○ 5-8: Blackwatch plaid wrap-around kilt (skirt length at or covering knee)

● Shirt/Blouse
○ K-4: White Peter Pan collar blouse (long/short sleeve)
○ 5-8: Oxford button down shirt (long/short sleeve)

● Sweater/vest (required)
○ K-4: Navy unisex cardigan or vest (embroidered insignia)
○ 5-8: Navy unisex sweater or vest (embroidered insignia)

Girls Casual Uniform
● Black/white/navy tights (opaque) or above-the-ankle socks

○ Tight fitting navy/black leggings that resemble tights are allowed (Nov. 1 – March 31)
○ Flynn & O’Hara leggings are available.

● Jumper/skirt
○ K-4: Blackwatch plaid belted tunic style jumper
○ K-4: optional Blackwatch Skort (April 1 through October 31)
○ 5-8: Blackwatch plaid wrap-around kilt (skirt length at or covering knee)

● Shirt/Blouse
○ K-8: White knit turtleneck shirt (embroidered insignia)
○ K-8: White or green golf shirt (long/short sleeve) (embroidered insignia)
○ K-4: White Peter Pan collar blouse (long/short sleeve)
○ 5-8: Oxford button down shirt (long/short sleeve)

● Sweater/vest (optional)
○ K-4: Navy unisex cardigan or vest (embroidered insignia)
○ 5-8: Navy unisex sweater or vest (embroidered insignia)

● Sweatshirt or fleece with imprinted ICS logo
● Navy pants
● Navy walking shorts (optional April 1 through October 31)
● Black or brown belt with pants or walking shorts (optional)
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MISCELLANEOUS UNIFORM

Acceptable Hair and Accessories

● No unnatural color or streaks; subtle natural highlights permitted
● Small hair accessories (Blackwatch plaid or solid navy blue, black, hunter green or white)
● No woven, braided, or clipped-in embellishments (feathers, beads, etc.)
● Conservative styles
● For boys, hair must be above the eyebrow and off of the shirt collar – i.e. hair should not be

longer than the nape of the neck or touching the collar

Acceptable Jewelry

● Necklace with a religious medal or cross of moderate size
● One ring
● Earrings (girls only) – One earring per ear (no large dangling earrings)
● One watch (no smartwatches)
● One religious bracelet

Make Up/Nail Polish

● No makeup of any kind is permitted with the exception of naturally colored
foundation/concealer.

● Clear or shear skin colored nail polish only
● No tattoos (temporary or permanent)

Acceptable Shoes

● Closed black, navy blue, brown, or tan leather with no embellishments (stripes, colored
stitching, sparkles, gems, designs, colored laces, etc.)

● No moccasins, sandals, backless shoes, or boots.
● Shoe heel must not exceed 1.5 inches at its highest point.
● Ballet style shoes are discouraged due to their lack of support and protection.
● Black ‘sneaker-like’ shoes – black only, with black sole and black laces, no high-top.
● Shoes must be in good repair
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DRESS DOWN DAYS

On Dress Down Days students are permitted to dress out of uniform. It is expected that the choice of
clothing is modest and appropriate:

● If there is a theme to a dress down day, the only acceptable attire is that which corresponds
with the theme.

● If a dress down day occurs on a PE day, the student is expected to wear clothes and shoes
appropriate for PE

● Clear nail polish and naturally colored foundation/concealer only
● Skirts, dresses, and shorts may not be more than 2-4 inches above the knee.
● No leggings for grades 5 to 8.
● Shirts must have sleeves and cover the shoulders (no tank tops, spaghetti straps, shoulder cut

outs, etc.).
● Shirts must cover the stomach (no midriff tops or cut outs).
● Undergarments should NOT be visible.
● Flip flops, clogs, or other backless shoes are NOT permitted.
● Clothing with inappropriate/political slogans or images are not permitted. 
● A good rule of thumb is: if you’re not sure if it is acceptable, don’t wear it.  

If a student does not dress appropriately for a dress down day, as determined by faculty and staff, his or
her parents will be contacted to bring in the student’s uniform (not another set of dress down clothes). 

ACKNOWLEDGEMENT

Parents/Guardians and Students, please refer to the Parent/Guardian and Student Signature Form
(last page) to acknowledge receipt of the Immaculate Conception School’s Student Handbook and agree
to abide by all its terms. Parents/Guardians further acknowledge their understanding and that they are
expected to review and explain this handbook with their child(ren) and help him or her understand and
comply with its terms. EACH parent must sign the form.
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APPENDIX I
SCRIP PROGRAM

ICS Profit-Sharing Program

For the 2021-22 school year, a profit-sharing program will be offered to families who
purchase SCRIP.  All ICS families are welcome to take advantage of this opportunity to earn

free money toward their family’s tuition for the 2021-22 school year!

How Does It Work?

● SCRIP obligations will be based on SCRIP REBATE EARNINGS, not SCRIP purchase
amounts.

● Family SCRIP rebate obligation thresholds (K-8 only) will be as follows:

Family w/ 1 K-8 child $333
Family w/ 2 K-8 children $353
Family w/ 3+ K-8 children $373

● All families who exceed their rebate obligation will earn 50% of the excess rebate
earnings as a tuition credit for the following school year (2022-2023).

● Graduating families who meet their rebate obligation will be issued a check for 50%
of the excess rebate earnings.

What does this mean for YOUR family? Here are just a few examples:
If you exceed your rebate obligation by:

● $100, your family will receive a tuition credit of $50 toward the 2022-23 school year.
● $250, your family will receive a tuition credit of $125 toward the 2022-23 school year.
● $450, your family will receive a tuition credit of $225 toward the 2022-23 school year.

The sky’s the limit!
● There is no limit to what you can earn toward your tuition credit for the 2022-23

school year!
● There is no limit to what graduating families can receive back (in the form of a check)

at the end of the 2021-22 school year!
● The more you use scrip, the less you will pay in tuition for the 2022-23 school year!

Make the Scrip money tree
work hard for your family!

**Please note: Graduating Families are defined as families whose
youngest-enrolled child is graduating from ICS 8th grade.
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APPENDIX II
CODE OF PASTORAL CONDUCT

PASTORAL CODE OF CONDUCT
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APPENDIX III

HARASSMENT, INTIMIDATION AND BULLYING POLICY

For Students and Parents/Guardians
Immaculate Conception School (“ICS” or the “school”) prohibits all acts of harassment, intimidation or
bullying of its students. ICS has determined that a safe, civil and respectful environment in school, in
conformity with Catholic social teachings, is necessary for students to learn and achieve high academic
standards. Harassment, intimidation or bullying, like other disruptive or violent behaviors, disrupts both a
student’s ability to learn and ICS’s ability to educate its students in a safe and disciplined environment. A
spirit of Christ-like charity, respect for authority and mutual cooperation are essential elements of the
learning environment at ICS. Students are expected to act with courtesy and respect toward one another
and all members of the school community. Students are also expected to comply with this school policy
prohibiting harassment, intimidation and bullying.

1. Definition. For purposes of this policy, “harassment, intimidation or bullying” (“HIB”) means
any gesture, any written, verbal or physical act, or any electronic communication, whether it be
a single incident or a series of incidents, that is reasonably perceived as being motivated either
by an actual or perceived characteristic, such as race, color, religion, ancestry, national origin,
gender, sexual orientation, gender identity and expression, or a mental, physical or sensory
disability, or by any other distinguishing characteristic, that takes place on school property, at
any school-sponsored function, on a school bus, or off of school grounds that substantially
disrupts or interferes with the orderly operation of ICS or the rights of other students, faculty,
staff or any other person, and that:

a. a reasonable person should know, under the circumstances, will have the effect of
physically or emotionally harming a student or damaging the student’s property, or
placing a student in reasonable fear of physical or emotional harm to his person or
damage to his property;

b. has the effect of insulting or demeaning any student or group of students: or creates
a hostile educational environment for the student by interfering with a student’s
education or by severely or pervasively causing physical or emotional harm to the
student.

c. Nothing in this policy shall be interpreted to prohibit or abridge the legitimate
statement, expression, or free exercise of the beliefs or tenets of the Catholic faith
by ICS or any member of ICS’s faculty, staff, or student body.

2. Minimum Appropriate Behavior. ICS expects students to refrain from all acts of harassment,
intimidation or bullying. Indeed, ICS expects students to conduct themselves at all times in
keeping with their levels of development, maturity and demonstrated capabilities, with a proper
regard for the rights and welfare of other students and school staff, the educational purpose
underlying all school activities and the care of school facilities and equipment, consistent with
the student code of conduct. ICS also expects that students will act in accordance with the
student behavior expectations set forth in detail in the Code of Student Conduct.
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3. Consequences for Violation of this Policy. The school, in its discretion, shall determine
appropriate consequences and appropriate remedial actions for a student who commits one or
more acts of HIB under this policy. Such consequences may include positive behavioral
interventions but may also include suspension or expulsion of students as set forth in the Code
of Student Conduct. Students found to have engaged in acts of harassment,
intimidation or bullying, or any other action in violation of this policy, shall be subject
to appropriate disciplinary action, to be determined by ICS in its discretion, up to and
including immediate expulsion from the school. In appropriate cases, ICS may report
the incident to law enforcement personnel and/or take other appropriate legal action.

Remedial measures may include actions designed to correct the problem behavior; prevent
another occurrence of the problem; protect and provide support for the victim of the act; and
other appropriate corrective action. In deciding upon the appropriate consequences and
remedial measures for each act of harassment, intimidation or bullying, the school, in its
discretion, may consider all relevant factors, including but not limited to, the following:

a. Age, developmental and maturity levels of the students involved,
b. Degrees of harm;
c. Surrounding circumstances;
d. Nature and severity of the behaviors;
e. Incidences of past or continuing patterns of behavior;
f. Relationships between the parties involved; and
g. Context in which the alleged incidents occurred.

Students, parents, and visitors should report alleged violations of this policy to the principal on
the same day when the individual witnessed or received reliable information regarding any
such incident, or as soon thereafter as reasonably practicable. Students, parents, and visitors
may report an act of harassment intimidation or bullying anonymously.

4. Procedure for Review. The school will conduct a thorough and complete review into each
report of an alleged incident of harassment, intimidation or bullying, to be initiated by the
principal or the principal’s designee promptly following the verbal report of the incident. The
review shall be conducted by the principal or the principal’s designee. The review shall be
completed and the written findings submitted to the principal as soon as possible, generally not
later than ten (10) school days from the date of the written report of the alleged incident of
harassment, intimidation, or bullying. Should information regarding the reported incident and
the review be received after the written report has been submitted, the principal may amend to
the original report of the results of the review.

Parents/guardians of the students who are parties to the review will be provided with certain
information about the review, in accordance with Federal and State law and regulation. This
information will include the nature of the review; whether evidence of harassment,
intimidation, or bullying was found; and whether consequences were imposed or services
provided to address the incident of harassment, intimidation or bullying.

A parent or guardian of any student who is a party to the review may request a formal meeting
with the principal and/or the principal’s designee(s) regarding the result of the review. The
parent or guardian should request such a meeting no later than five (5) days after ICS notifies
the parent or guardian of the results of the review. At the meeting, the parties may hear from
and consider information provided by school personnel regarding the alleged incident, the
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findings from the review of the alleged incident, recommendations for consequences or
services, and any programs instituted to reduce such incidents, prior to rendering a
determination. Following this meeting, the principal may affirm, reject, or modify the original
decision.

5. Prohibition on False Reporting. ICS also prohibits students from falsely accusing another as
a means of harassment, intimidation or bullying. If any student is found to have made a false or
misleading accusation regarding acts of harassment, intimidation or bullying, ICS reserves the
right to take appropriate action to ensure that the individual(s) responsible for making the false
or misleading accusation is/are punished appropriately, up to and including expulsion from the
school.

6. Applicability. This policy applies to all acts of harassment, intimidation and bullying that occur
on school property, at school-sponsored functions or on a school bus and, as appropriate, acts
that occur off school grounds.

7. Publication. This policy shall be annually disseminated to all students, and parents who have
children enrolled in Immaculate Conception School. The current version of this policy shall be
maintained on the home page of the school’s website. All students and parents who have
children enrolled in Immaculate Conception School shall be required annually to sign an
acknowledgment form acknowledging receipt of this policy.

This policy is subject to modification by ICS from time-to-time, at its discretion.
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APPENDIX IV
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Parent/Guardian and Student Signature Form

I/we hereby acknowledge that I/we have received the Handbook and read all policies as identified,
in addition to the items below from the Appendices:

Volunteer Agreement
As   a volunteer for Immaculate Conception School agree never to disclose information about a student
to anyone other than an authorized school employee. I will refer all requests for such information from
those not directly involved in the student’s education to authorized school department employees. I
understand that violation of this confidentiality agreement will result in immediate termination of my
volunteer status at Immaculate Conception School and possible exposure to fine or civil penalties.

Code of Pastoral Conduct Acknowledgement
I have received and reviewed The Roman Catholic Diocese of Metuchen Code of Pastoral Conduct. By
means of my signature, I express my understanding and acceptance of its terms. I also understand that
this form will be maintained in my secure personnel file.

Our signature below is our agreement to abide by the terms set forth in the
handbook.

Family Name: __________________________

Date Signed:_____________________

Parent/Guardian Name (printed) __________________________________________________

Parent/Guardian Signature __________________________________________________

Parent/Guardian Name (printed) __________________________________________________

Parent/Guardian Signature __________________________________________________

NOTE:  Each parent/guardian must sign the release form.
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