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              Phone: 780 409-2605 
                      Fax: 780 457-4339  

 
 
 

STUDENT HANDBOOK 
2020/2021 

 
• SOME SECTIONS HAVE BEEN ADDED IN BLUE TO ADJUST HANDBOOK FOR COVID-19                               

 
Welcome to Christ The King! 

 
Welcome to the Christ The King School community! We hope that the information in this handbook will help to 
familiarize you with our school. 
 
CTK provides students with an innovative and vibrant learning environment. Our staff members have been 
carefully chosen for their excellence in teaching, their commitment to Catholic education, their energy, and their 
enthusiasm. We are extremely excited about the great things happening in our school and we hope you will be 
too!  
 
At CTK, we strive to maintain close communication with our families to serve the needs of our students. We look 
forward to your presence and contributions in making your child’s educational experience at CTK School 
productive, rewarding, and memorable. 

 
Phebe Switzer – Principal      Rosanna Saccomanno – Assist. Principal Daryl Jones– Assist. Principal  
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PRINCIPAL’S MESSAGE  
It is with great pleasure that we take this opportunity to welcome you to Christ The King School. We are extremely 
proud of the programs we offer our students, and we encourage you to make the most of your time with us.  

This handbook is a resource for your family regarding information about the daily aspects of life at Christ The King 
School. While this information cannot answer all questions, we hope it will be useful.   

Best wishes for a successful year. We are glad you chose CTK where we encourage students to “Learn, Love, Lead 
and Hope.”  

SCHOOL MISSION STATEMENT 
The mission of Christ The King school is to provide a Catholic Education that inspires students to learn, love, lead 
and hope. 
 
SCHOOL VISION STATEMENT 
Inspiring minds and building leaders through Christ The King. 
 

SCHOOL CHARISM 

Charism, in general, denotes any good gift that flows from God’s love to humans. Our students understand this 
to mean that Christ died for us, to save us and that we should work to model kindness and participate in 
celebrations. At Christ The King, our school charism is kindness. 

 
SCHOOL LOGO  
 
 
 
 
 
       
 
 
 
SCHOOL MASCOT 
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ACCESS TO BUILDING 
School entry doors are open for student access to the building at 8:50AM each day. Students are expected to 
enter and exit the building through their designated doors. Students who arrive at school before the first bell are 
to wait by their designated doors. 

Parents who drop their children off prior to 8:40 AM are asked to wait with them outside until supervision begins. 
Siblings should plan to meet at the entrance door of the youngest child outside the school at the end of the 
day. Staff will meet students outside at their designated pylon to distribute hand sanitizer before 
students are led into the school. As well, upon entry to the school, students will have access to a hand 
sanitizing station. We are unable to allow parents and guests into the school. Please email or call us 
to communicate. 

ACCIDENTS                                                                                                                                                                                                
First aid will be given to a student who is injured on the premises or the school grounds. In the case of a severe 
accident, if a parent cannot be reached, we will notify the Emergency Contact person indicated on the Student 
Registration form.  
 
ACTIVITIES 
CTK is a very busy school in terms of activities and events that extend learning and build community. Please read 
information sent home through SWIFT for further details. 
  
Whole School 
Religious Celebrations  
As a Catholic school, we mark important events in the school and liturgical calendar in celebration. We have an 
excellent relationship with St. Dominic Parish. We will have our celebrations in our classrooms this school 
year. 
Meet the Teacher/Curriculum Evening 
Each September, we invite Christ The King parents to our annual Meet the Teacher and Curriculum Evening. This 
is an opportunity for families to meet their children’s teachers and learn a little bit about what students will be 
learning over the course of the year. We will have our meeting on-line this year. 
Spirit Days 
Each month, CTK students take part in Spirit Days that involve events and/or dress-up days. Spirit Days are fun 
and a great way to build our school community. 
 
Junior High 
Inter-School Athletics 
Christ The King is a member of the inter-school athletic program. Our school teams play several games with other 
junior high schools in the Edmonton Catholic School Division. Our teams include boys and girls badminton, 
basketball, slow pitch, soccer, track and field and volleyball. We will be following Division protocols and 
may begin Inter-School Athletics at the end of September, this is dependent on direction from the 
Division.  
Junior Achievement 
Each year, our junior high students take part in a Junior Achievement activity that extends learning in the social 
studies curriculum. Sessions may be on or off-site. 
 
ALBERTA HEALTH SERVICES 
Alberta Health Services works with schools and community agencies to provide a range of coordinated health and 
support services for school-aged children and their families. Our common goal is to build on the health and 
education potential of students by providing nursing, rehabilitation, speech/language, occupational therapy and 
dental services in schools. If you have any concerns about your child’s health, please talk to Community Health 
Services, School Health Team at the Northeast Community Health Center, 780-342-4020.  
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ALLERGY AWARE  
We have several students at our school with life-threatening allergies to peanuts and nut products. In some cases, 
these allergies are so severe that just a trace of, or even the smell of peanuts or nut products, could send the child 
into anaphylactic shock. If this happens, the child’s throat tightens and swells, and he or she may stop breathing. 
This type of severe allergic reaction can be fatal. Although we cannot absolutely guarantee that students will not 
come into contact with peanut or nut products, we do wish to limit the chances of such an occurrence. Please 
help us by checking the labels, packages, and ingredients of all foods your children bring to school. Please do not 
let your children bring any foods to school that contain even trace amounts of peanut or nut products. To keep 
our students as safe as possible, students who bring peanut or nut products to school will be required to eat in a 
segregated area.  
 
CELL PHONES 
 We encourage students to leave their cell phones at home. 
 Cell phones are to be kept in the student’s backpack and not seen or heard.  
 Cell phones are NOT to be on the table, desk or in the students pocket/clothing.  
 Cell phones will be stored in the office if they are seen. 
 The student can pick up the phone at the end of the day and a Lysol wipe to ensure that it is free of 

contamination. 
 If the student has the phone taken away more than once, then the phone will stay in the office for more 

time. 
 First offence – that day they can pick it up. 
 Second offence – phone stays in office for two days. Etc. 
 
CHANGE OF ADDRESS/PHONE NUMBERS  
In case of an emergency, it is very important that the school has accurate contact information for our parents. 
Please advise the school of any changes in your personal information or phone numbers – including home and 
work. 
 
CLASS INTERRUPTIONS 
To assist the students in their learning, we are asking that when parents come in during the day to drop off lunches, 
mitts, etc. they drop them off at the office. We will ensure that your child receives the item(s). We want to 
minimize distractions for our students. We are unable to accept lunches or any items drop-offs due to 
COVID-19. Please ensure your children have all their items daily before arriving at school. 
 
CLOSED CAMPUS 
Students are not allowed to leave school property during the school day. All students must remain in the school 
to eat their lunch in their designated area. Students may go on the school grounds for the remainder of the lunch 
hour; however, under no circumstances are they allowed off school property. The only exception to this is for 
students who live within close walking distance of the school who have their parent's written permission to go 
home for lunch on file in the office.   
 
COMPLEMENTARY COURSES FOR JUNIOR HIGH 
Complementary courses offered at Christ The King School include courses in fine and performing arts, career, and 
technology foundations. To allow students as much choice as possible in building their programs, complementary 
courses are semester based. This means that students have a wider variety of choice in terms of the courses they 
take. Complementary courses or, “Options” are an additional cost. The cost of each course varies and is posted in 
PowerSchool under fees. 
Complementary courses are offered based on demand. For example, if many students request art, more than one 
class of art will be offered. If a complementary course has low interest, that course will not be offered that 
semester. 
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We will continue to offer a full complement of complementary courses, with some modifications due 
to COVID 19 protocols and this may change: 
• Art supplies that are used by several students, such as paint brushes, will be thoroughly cleaned 
after each use. Students may also supply their own art equipment if they wish. Equipment or 
supplies that cannot be cleaned between uses will not to be used.  
• In Foods classes, students will have to prepare food items on their own. They will not work in 
groups and will not share food items with one another.   
• In CTF classes and labs, hand hygiene is required. Shared equipment must be thoroughly cleaned 
and sanitized after each use. 
 
CORRESPONDENCE (EMAIL & SWIFT) 
At Christ The King we make every effort to keep parents informed. Important information that needs to be sent 
out immediately is sent to parents via email and/or telephone calls via our SWIFT messaging system. We make 
every effort to keep email communication from school administration to a minimum. Teachers often 
communicate with parents via email as well. Please help us by ensuring that we have current email addresses. 
Information is always being emailed out.  

CURRICULUM HANDBOOKS AND CURRICULUM SUMMARIES 
Curriculum summaries, which include information about content taught in each grade and subject area, are 
available on the Alberta Education website:  
http://www.learnalberta.ca/content/mychildslearning/index.html 
 
DRESS/GROOMING      
Christ The King is a Catholic school and we expect that student dress will reflect the values of our faith in terms of 
respecting the dignity of the person. To this end, student dress should be modest and in good taste. It should 
never distract from school activities or be a hazard to the student's safety or the safety of others. For our students, 
school is their “work” place, and we encourage them to dress accordingly. Logos on clothing should have 
appropriate language and design. Students should dress in a manner appropriate with educational goals and 
activities. As a rule, clothing should always cover a student’s back, midsection, rear end, and cleavage. Specific 
guidelines are outlined by teachers and reviewed regularly.  
They include, but are not limited to:  
 Tank tops must have a shoulder seam that is at least three adult fingers wide.  
 Underwear should never be visible.  
 Dresses and shorts must be longer than the student’s extended fingers when their hand is held at their side.  
 Rips in pants must be lower than the knee 
 
The following are not allowed:  
 Sweatpants with slogans across the rear. 
 Muscle shirts/spaghetti straps.    
 Shirts that reveal underwear or midsections.  
 Shoes that create marks on the floor, are unsafe or inappropriate. 
 Wearing caps, sunglasses, bandanas, headwear inside the school building.  
Students who wear inappropriate clothing to school may be asked to change or phone home to have suitable 
clothing brought to them.  
 
EMERGENCY EVACUATION  
There are many situations, such as a major gas leak or a fire, that could potentially lead to the evacuation of the 
school building. In the event of an evacuation, students and staff would relocate to No Frills (403 McConachie Way 
NW). We would then begin our emergency telephone/email contact with parents to arrange for pick-up and 
dismissal of children.  We practice fire drill, lockdown, and shelter-in-place procedures in September and at other 
times during the school year so that children will know procedures to follow in the event of an emergency.  

http://www.learnalberta.ca/content/mychildslearning/index.html
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FIELD TRIPS  
Field trips, tours and out-of-town excursions are school-planned enrichment activities that complement the 
curriculum. Students are expected to participate in field trips. Each teacher is responsible for the organization of 
the field trips taken by the class. Parents will be informed in advance of the date and nature of the field trip and 
costs involved. Before each field trip, parents will be asked to read and sign a field trip permission form. A note or 
a verbal consent from a parent does not constitute permission to attend a field trip. Without the school-issued 
permission form signed and returned to school, students will not be allowed to participate in the field 
trip. Currently Field trips are on hold.  If field trips are reinstated, the Administration and the 
teachers will ensure that all safety protocols for Covid19 are followed for the activity.   
  
HOMEWORK 
Homework is an extension of the student's daily activities. The amount of time each student will spend doing 
homework may vary per grade, ability, and study habits. Many studies conclude that regularly assigned homework 
leads to immediate higher academic achievement, as well as to improved study skills and attitudes. Students and 
parents are advised to look online daily for homework and assessment updates. 
We use the following as a guideline for maximum time spent on homework (for example): 
Grade 1 – 10 minutes  Grade 3 – 30 minutes  Grade 6 – 60 minutes 
Grade 7 – 70 minutes  Grade 9 – 90 minutes 
Some of the purposes of homework are: 
1. to complete assignments that the student has been unable to finish at school. 
2. to complete “Catch-up” work that may be assigned by the teacher if the student has been absent from school. 
3. if a student is having trouble with certain concepts or skills, the teacher may assign additional homework 

towards overcoming these deficiencies. 
4. to pursue further study of a subject at home. 
5. to assist students in budgeting their time. 
6. to help students develop self-reliance and good study habits. 
7. to enable parents to see their child’s progress. 
8. to develop research strategies. 
9. to strengthen the ties between home and school, particularly when parents can help with assignments in 

some ways. 
 

There are many ways parents can help with homework, including: 
1. providing a quiet, regular place of work. 
2. helping the student organize his or her time for assignments. 
3. being the “audience” for reading practice, spelling or math drills. 
4. checking PowerSchool regularly. 
The support and interest of parents has a profound influence on student attitudes towards homework. If you have 
questions regarding the assignments your child is bringing home, please talk to his/her teacher. 
 
HOMEROOM 
Each student from K – Gr. 9 is assigned to a homeroom teacher. The homeroom teacher takes a special interest 
in his or her students and helps to build a feeling of community and understanding within the class. Elementary 
students remain with homeroom teachers for most of the school day. Junior high and Grade 5 and 6 students 
begin the morning in their Block 1 class, where attendance is taken and recorded. For these students, attendance 
is also taken at the beginning of subsequent blocks/classes throughout the day.  
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HOURS OF OPERATION  
 

Grades 1-9: 
 

Monday, Tuesday, Wednesday, and Friday 
AM 8:50 Classes begin 

 12:15 Lunch 
PM 12:59 Classes begin 

 3:25 Dismissal 
 
 

  
   THURSDAY DISMISSAL IS AT 12:15PM 
 

Kindergarten 
Monday, Tuesday, Wednesday, and Friday 

AM 8:40 Classes begin 
 11:40 Dismissal 

PM 12:15 Classes begin 
 3:15 Dismissal 

 
 

 
                NO THURSDAY CLASSES FOR AM & PM Kindergarten 
 

As well, to provide for early dismissal before major holidays, the Thursday before Christmas Holidays, Spring Break 
and Summer Holidays will be a full day of instruction for students. The Friday before the holiday will be a short 
day with dismissal at 12:15 PM.  
Information regarding Hours of Operation is accurate at the time of printing but could be subject to minor changes. 
 
ILLNESS 
Good health is necessary for effective learning. To prevent the spread of infection, if your child is ill, we request 
that you keep him or her at home until he or she is no longer infectious. Students who become ill during the day 
are to go directly to their teacher. Our policy is to get students who are ill home as soon as possible. Our practice 
is to call parents and ask them to pick the student up or give the student permission to go home. Students who 
are absent due to illness for three days or more may be asked to provide a note from a medical doctor upon their 
return. 
Should a student exhibit signs of illness at school, they will be moved to a designated private area 
within the school. Parent/caregivers will be notified and advised to pick up their child immediately. 
Please ensure that student emergency contact information is up to date if parents cannot be reached. 
Staff supervising symptomatic students will: 

• Keep all other staff out of the designated quarantine area. 
• Provide the student with a face mask, provided that the student can wear it safely. 
• Wear recommended PPE. 
• Use strict hand-washing techniques; and 
• Maintain physical distancing. 

When the parent has arrived for pick-up, the staff member will walk the student outside to the 
parent. 
 
INCLEMENT WEATHER 
If the weather is inclement during first recess or over the noon hour, students will be kept indoors. At such times, 
an indoor activity will be in effect for all grades. Inclement weather includes:  
1. The temperature and wind chill are -20C or colder. 
2. There is continuous rainfall. 
3. The day is extremely windy. 
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Students are expected to come to school with appropriate clothing for cold/wet weather conditions (e.g. toques, 
mitts, scarves and boots in wintry weather).  

INCLUSIVE EDUCATION 
At CTK, students with special learning needs have access to a learning coach. The learning coach works with 
teachers and parents to develop appropriate programming for students and may aid within the classroom setting 
on an occasional basis. We utilize school-based resources and access outside agencies and supports when 
necessary. 

INTERNET 
Students are required to have parental permission before being able to access the Internet. Students are expected 
to follow the guidelines set out in the ECSD Acceptable Use Policy. Unacceptable use of the Internet and/or 
electronic device may result in the loss of the privilege.  

LATES AND ABSENCES – PHONE HOME PROGRAM 
Consistent and regular attendance is essential to being a successful student and for getting the most out of each 
student’s education. Whenever possible, parents are asked to schedule medical, dental or other appointments 
after school or on early dismissal days so that students do not miss valuable instructional time. Parents/Guardians 
are asked to phone the school whenever a student is going to be absent. Messages may be left on the answering 
machine through the night or early morning. Our automated phone system will telephone the student’s home or 
parent’s place of employment if we do not hear from the parent. Students who must leave the school prior to the 
end of the normal school day must be signed out by a parent/guardian at the office prior to leaving the school. 
Parents are asked to telephone the school to let us know when students will be leaving school early. Students 
reporting late for school must register in the office before proceeding to class. Note: Students who are habitually 
late or absent may be reported to the Attendance Board. 
 
LEARNING COMMONS 
CTK has an excellent Learning Commons available for student use. Students at CTK participate in the Library 
Lending Plan with the understanding that all borrowed materials will be returned in a satisfactory condition. It is 
expected that students will pay replacement costs for lost or damaged materials. 

LITURGICAL CELEBRATIONS 
Several religious and other celebrations are held during the year. Celebrations will be held within individual 
classrooms. All students follow a religion program approved by the Canadian Conference of Catholic Bishops. 

LOCKERS 
To reduce congestion in the hallways and maintain physical distancing where possible, hallway 
lockers will not be accessible. 

LOST AND FOUND 
Please label all items of clothing (jackets, shoes, boots, etc.) with your child’s name. This will facilitate the return 
of misplaced items. Unidentified clothing articles will be placed in the school’s lost and found box. We encourage 
students and parents to check this box frequently. Smaller items such as keys or jewelry are normally kept in the 
office. Unclaimed articles are donated periodically to a charitable organization during the school year. 

LUNCH HOUR FACILITIES/RULES 
All students are welcome to enjoy the privilege of eating lunch at school. All students will eat lunch in their 
homeroom classroom. We do not have microwaves available for student use. Therefore, parents are asked NOT 
to send microwaveable items to school with students. 
During lunch, students are expected to: 

1. remain seated. 

2. clean up after themselves. 
3. follow directions from supervisors. 
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Students are expected to conduct themselves appropriately during the lunch hour. Failure to do so may result in 
loss of the privilege or the students doing service work around the school. Students are not to be loitering in 
hallways or washrooms during this time. Students will be encouraged to bring healthy lunches from home 
that do not require the need to be heated, as we have no microwaves. Additionally, snack shack 
services are closed at this time. Further, with closed campuses for K-9 schools, students will not be 
able to leave school to access convenience stores or fast food providers. Similarly, food trucks and 
food delivery services will not be permitted. These measures are to ensure that, while at school, 
every effort is made to reduce the risk of exposure from outside sources. Students will stay in their 
assigned classroom at their assigned seat. 

MEDICATION TO STUDENTS 
Students who require the school to administer medication must have a Request for Administration of Medication 
at School form completed by a doctor and returned to school. These forms are available through the school office. 
Upon receipt of this form, the school will administer the medication as per the doctor’s prescription, provide safe, 
limited access storage and shall keep a record of each student receiving medication.  

MEDICAL ALERT 
If your child has a condition that would require special medical attention, please complete the Medical Alert form 
as accurately as possible. Complete and return it to the school as indicated each year. It is important that you keep 
the staff informed of any changes in your child’s medical status. 
 
MESSAGES TO STUDENTS 
Please ensure that your child(ren) are aware of after school arrangements before coming to school. Except in the 
case of emergencies, we are unable to interrupt classes. 

OUTDOOR LEARNING Considering COVID - 19 teachers may instruct their classes outside from time 
to time.  This may happen throughout the year in all seasons.  The Division's inclement weather 
protocols will be followed. We ask that you dress your child appropriately for the weather of the 
day should their class go outside. 

PARENTAL CONCERNS 
Edmonton Catholic Schools and CTK are committed to working cooperatively with the parents of our students. 
We recognize at times there may be differences in understanding, interpretation, and opinion. The Division has a 
protocol for addressing classroom and school concerns. 

All parties in a conflict situation must recognize and respect the protocol, and more specifically, the principle of 
“first contact.” This means that the person who has the concern has a responsibility to begin addressing the 
concern directly with the person with whom they have the concern before taking their concern elsewhere. Based 
on the principle of “first contact,” parents must address concerns directly with teachers before raising these 
concerns with the school administration or Catholic Education Services staff, when their concerns are regarding 
their child’s teacher, program, and/or program support. 

PERSONAL PROPERTY 
Students are responsible for all personal property. All personal items should be clearly marked with the student’s 
name. Outside clothing and footwear are to be kept in assigned student lockers. Money and other valuables found 
on the school premises are to be turned into the homeroom teacher. Students should never leave money and 
valuables unattended. We suggest that expensive articles and treasures be kept at home. Students are not allowed 
to bring toys, trading cards, etc. to school. 

Students who bring electronic devices do so at their own risk. The school cannot be responsible for damage or 
loss and we do not investigate if these items go missing. Please see the “Student Owned Devices Policy” for more 
information.  
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POWERSCHOOL 
We believe it is imperative that parents be well informed regarding their child’s academic progress. PowerSchool 
is available for parents of students in ECSD. Parents of all students may login to the Power School portal to view 
their child's class assignments, grading information, report cards, attendance, and scheduling information. This 
program allows parents to easily communicate with teachers via e-mail or receive automatic notification of 
unexcused absences, missing assignments, or failing grades. PowerSchool also allows parents to pay fees online. 
Once we have registration documents, including email addresses, we will provide parents with a username and 
password to access the system.  
 
PRIVILEGES 
The general conduct of students reflects their character and will determine the privilege to be involved in extra-
curricular and co-curricular activities. Students who behave inappropriately may be denied participation in school 
teams, field trips or other activities. Decisions on such involvement are determined by administration. 

PROGRAM OF STUDIES 
Students follow the Alberta Education Program of Studies in all grades and subject areas.  
 
PROPERTY TAXES 
Please review your tax notice to ensure your support is assigned to Edmonton Catholic Schools. If there is any 
error or doubt, please call City Hall at 780-496-5090. 

REGISTRATION PROCESS 
We welcome new students to our school, and we are currently accepting registrations for the 2020-2021 school 
year in kindergarten through grade nine.  
 
Students registering for kindergarten must be 5 years old on or before Dec 31st of their Kindergarten year.  
 
In keeping with ECSD policy, registrations are accepted following these practices: 
 New kindergarten students must be Catholic and reside within the school’s attendance area, or, 
 New kindergarten students reside within your attendance, are non-Catholic and have an older sibling 

currently attending your school 
 All new registrations for next school year in Grades 1-9 are Catholic students who reside in the school’s 

attendance area. 
 
Registrations are not complete until we have received all required documents. These include: 
 ECSD Registration Form (Completed on-line) 
 Birth certificate 
 Proof of Residency (Alberta id) 
 Landed immigrant certificate (if applicable) 
 Baptismal Certificate 
 
SCHOOL COUNCIL 
School Councils are collective associations of parents, principals, staff, and community representatives who seek 
to work together to promote the well-being and effectiveness of the entire school community, thereby enhancing 
student learning. A school council is a means to facilitate cooperation among all the concerned participants in the 
local school.  

SCHOOL DOOR TIMES AND ENTRY REMINDER 
Morning outside supervision begins at 8:40 a.m. and all doors to the school will remain locked until the bell rings 
at 8:50. For the safety of your children, they are not expected to arrive at school before 8:40. Before school and 
at the recess breaks, all students are to remain outside until the bell rings. We ask parents who escort their 
children to school to have their children also wait outside with the rest of their class.  
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Staff will meet students outside at their designated pylon to distribute hand sanitizer before 
students are led into the school. As well, upon entry to the school, students will have access to a 
hand sanitizing station.  
We are unable to allow parents and guests into the school. Please email or call us to communicate.  
 
SCHOOL GROUND EXPECTATIONS 
Students are expected to: 
 use school equipment appropriately and safely. 
 play safe games that will not harm or potentially endanger themselves or others. 
 stay in designated areas.  
 stay on school property. 
 show consideration for others. 
 attempt to solve problems peacefully, using respectful and safe strategies, involving staff where appropriate. 
 sanitize their hands before going outside and sanitize their hands before coming back inside. 
 maintain a social distance of 2 meters during recess and outdoor activities. 
 suggested that grades k – 3 wear a mask during recess.   
 sanitize their hands before and after using the playground equipment. 

SCHOOL SPIRIT 
School spirit is alive at Christ The King, where students and staff come together to celebrate through a variety of 
special events, sports and community activities including field trips, grade-level retreats, activity days, fun days 
and school spirit days. Students at Christ The King are invited to participate in a variety of activities such as inter-
school athletics, the Student Leadership Team, clubs and more!  

STUDENT PROGRESS REPORTS 
Report cards are available for viewing through PowerSchool at regular reporting periods. Throughout the year 
information will be sent home at the appropriate time. 
 
STUDENT RECORDS 
Student records of attendance, achievement, program, special services, promotion and vital statistics are kept by 
the school. These records are maintained in strictest confidence to respect the “worth and dignity” of each 
student. Parents/Guardians have a right to be informed as to the content of the educational record and to receive 
an interpretation, when necessary, of such records by qualified school staff. You may obtain access to your child’s 
record through an administrator. All procedures are in keeping with the Freedom of Information and Protection 
of Privacy Act. Student surnames may be changed on student records only if the parent or guardian presents 
evidence to the school that the name has been changed legally, e.g. a new birth certificate and/or a statement 
from a lawyer. 

SUPPLEMENTAL EDUCATIONAL FEES 
Supplemental Educational Fees have been set for each level and are reviewed annually. These fees offset the cost 
of mandatory, non-curricular or co-curricular activities and resources that enhance the educational 
experience. Schools may also charge complementary course fees, as well as individual user fees for specialized 
pieces of equipment or resources, field trips, and for activities or resources that are optional for the student. 
Additional information regarding school and program fees for the upcoming school year is posted in PowerSchool 
and on the CTK website. 
 
SUPPLY LISTS 
Supply Lists for the upcoming school year are posted on our website in the spring of each school year. Supplies 
may be purchased through local stores or ordered online through Write-On Stationary. 
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TELEPHONE USE 
Students are not permitted to use the office telephone for emergencies or illness only. Staff will call home for 
students if needed.  

TESTING 
Grade 6 and 9 students write Provincial Achievement Tests in May/June. Throughout the year, students in different 
grades write standardized tests including CCAT (Canadian Cognitive Abilities Test) and CTBS (Canadian Test of Basic 
Skills). Parents are welcome to review their child’s scores with the principal or the designate. Notice of when these tests 
are being written is included in the monthly calendar. 
 
VACATIONS/EXTENDED ABSENCES   
Our classrooms are dynamic learning environments that are fluid and constantly changing. Work assigned is often 
project-based and is designed to promote critical thinking and a deeper level of student engagement.  Because 
our learning environments are so dynamic, teachers will not be putting together packages for students who will 
be away for an extended period. Consequently, we recommend that families avoid booking vacation time during 
the school year. If that is not possible, or if student must be away for truly important events or family emergencies, 
the student will be expected to monitor work and material being posted in their Google classroom, with the 
understanding that the student will likely have work to make up when he or she returns to school.   
Note: It is the responsibility of the student to see each of his or her teachers to find out what work was missed 
during an absence and to complete all missed work, assignments and/or exams.  
 
VISITORS 
Due to COVID-19, we will not be allowing visitors into the school. If you wish to meet with a teacher, 
please make prior arrangements via email and consider an online meeting due to COVID-19. 
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SCHOOL POLICIES 
 
ACADEMIC HONESTY POLICY 
Academic honesty is an important component of educational programming at all levels. We expect all students to 
complete their schoolwork to the best of their ability and to demonstrate integrity and honesty by completing 
their work themselves. Students are also expected to value the attitudes and skills of being a principled 
communicator in all learning and assessment. Students who deliberately attempt to gain advantage in marks 
through dishonest practices such as cheating, or plagiarism will resubmit the work they neglected to complete 
themselves. If students engage in dishonest practices on more than one occasion, a comment referring to the 
student’s academic dishonesty will be added to the student’s report card.  
 
At CTK, our definitions of malpractice are as follows: 
 plagiarism: this is defined as the representation of the ideas or work of another person as the [student’s] own. 
 collusion: this is defined as supporting malpractice by another [student], as in allowing one’s work to be copied 

or submitted for assessment by another. 
 duplication of work: this is defined as the presentation of the same work for different assessment 

components.  
 any other behaviour that gains an unfair advantage for a [student] or that affects the results of another 

[student]. 
 
Roles and Responsibilities  
The student is ultimately responsible for ensuring that all work submitted is authentic, with the work or ideas of 
others fully and correctly acknowledged.  
Teachers and school administration must ensure that all students: 
 understand what constitutes academic honesty, an authentic piece of work and intellectual property. 
 receive guidance on study skills, academic writing, how to conduct research and how to acknowledge sources. 
 understand what constitutes malpractice (particularly plagiarism). 
 know the consequences of being found guilty of malpractice. 
It is the responsibility of each teacher to confirm that, to the best of his or her knowledge, all student work is the 
authentic work of each student. Teachers are also expected to support and act on the school’s policy on good 
academic practice and provide students with advice whenever necessary. In this respect, teachers must act as 
good role models for the students. 
 
 
CODE OF CONDUCT 
1. Purpose of Student Code of Conduct 
To establish and maintain a welcoming, caring, respectful, and safe learning environment for all students and 
school staff. We believe that we are unique and worthy individuals, and God calls each of us to work together in 
love, hope and courage in our school community. We will provide a continuum of supports to students who are 
impacted by inappropriate behavior as well as students who engage in inappropriate behavior; through one or 
more of these: small group instruction, Learning Coach will support/monitor, testing, FSLW time and sessions with 
Student Advisor. 
Our conduct policy aligns with the School Act.  It is reviewed and adjusted annually by staff, parents at School 
Council meeting and students. It is then reviewed with students at the beginning of the school year.  Students can 
report bullying to any staff member, at any time, through the communication of their choice (conversation, 
meeting, note, email) and that staff member will communicate it to administration.  
 
2. Alberta Human Rights Act & Canadian Charter of Rights and Freedoms 
We affirm that the rights set out in the Alberta Human Rights Act and the Canadian Charter of Rights and Freedoms 
are afforded to all students and staff members within Christ the King Elementary/Junior High School. We affirm 
that pursuant to the Alberta Human Rights Act and the Canadian Charter of Rights and Freedoms, students and 
staff members are protected from discrimination. More specifically, discrimination refers to any conduct that 
serves to deny or discriminate against any person or class of persons regarding any goods, services, 
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accommodation or facilities that are customarily available to the public, and the denial or discrimination is based 
on race, religious beliefs, colour, gender, physical disability, mental disability, ancestry, place of origin, marital 
status, source of income, family status or sexual orientation. 
 
3. Acceptable and Unacceptable Behavior 
At the beginning of each school year, each classroom teacher, together with his/her students, will develop a list 
of acceptable/unacceptable behaviors and consequences. These expectations and consequences will be 
communicated to all parents and guardians at the first reporting period, will be online for all parents, and in the 
student handbook. 

As part of our acceptable and unacceptable school-wide behavior expectations, the staff has established 
guidelines for conduct in the school building, during the day, or by electronic means. Unacceptable behaviors will 
be dealt with in a judicious manner to maintain order in the school. 

Failing to comply with section 31 of the Education Act may be grounds for suspension or expulsion under sections 
36 & 37 of the Education Act. 

Examples of acceptable behaviors that reflect these responsibilities include: 
 Respect yourself and the rights of others in the school 
 Refrain from, report and refuse to tolerate bullying or bullying behavior, even if it happens outside of the 

school or school hours, or electronically. Inform an adult you trust in a timely manner of incidents of bullying, 
harassment, intimidation, or other safety concerns in the school. Students can inform any staff member by 
meeting, note or email. 

 Be ready to learn and actively engage in and diligently pursue your education. 
 Know and comply with the rules of your school. 
 Contribute positively to your school and your community. 

 
 Examples of unacceptable behaviors: 
 Behaviors that interfere with the learning of others and/or school environment or that create unsafe 

conditions 
 Act of bullying, harassment, or intimidation 
 Physical violence 
 Retribution against any person in the school who has intervened to prevent or report bullying or any other 

incident or safety concern 
 Illegal activity such as: 

o -possession of a weapon (real or pretend) 
o -theft or damage to property 
o -possession of drugs and/or alcohol  
 

 
4. Discipline Cycle 
The following Discipline Cycle deals with the process that has been developed to hold students accountable when 
committing unacceptable behaviors. 
The following steps will be used in most cases; however, if an offense is deemed to be serious or a person’s safety 
is at risk, these guidelines may not be followed in step-by-step fashion. This decision will be made in consultation 
with school administration. 

While students are on the discipline cycle, they will be restricted from participating in activities that would be 
considered “privileges”, or extracurricular. Students may be allowed to attend curricular based field trips at the 
discretion of the classroom teacher and administration. Students will meet with FSLW or Student Advisor to learn 
about bullying and proper behaviors.  

Students who are involved in incidents of inappropriate behavior should expect an immediate consequence for 
their inappropriate behavior. The consequence will be determined at the discretion of the classroom teacher and 
administration taking into consideration age, maturity, and individual circumstances.  
 
Consequences for major offences: 
1. In-School Suspension 
 Students are placed in a quiet working area to complete assigned work. 
 Students lose lunchroom, recess, and extra curricular privileges during this suspension. 
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2. Out-of-School Suspension 
 One to five days at home. 
 Meeting/discussion with students and parents before reinstatement. 
 Meeting with school counselor to support and educate child. 
 
3. Out-of-School Suspension (Greater than five days). 
 Severe breach of conduct will be suspended in accordance with Section 36 & 37 of the Education Act. 
 Division personnel (School Operation Services) involved prior to reinstatement or expulsion.  

 
Section 32 Education Act – Parent Responsibilities  
A parent, as a partner in education, has the responsibility to: 
 act as the primary guide and decision-maker with respect to the child’s education 
 take an active role in the child’s education success, including assisting the child in complying with Section 31 
 ensure that the child attends school regularly 
 ensure that the parent’s conduct contributes to a welcoming, caring, respectful and safe learning environment 
 encourage, foster and advance collaborative, positive and respectful relationships with teachers, principals, 

other school staff and professionals providing supports and services in the school 
 
STUDENT-OWNED DEVICES POLICY 
CTK believes in providing students with an educational environment that will engage and empower them as 
students. To this end, students are permitted to use student-owned Chromebooks on our wireless network under 
the following conditions: 
 Only students who have a signed acceptable use form allowing them to use the Internet can access the 

network.  
 Students are accountable for their behaviour and activity while using our wireless network.  
 Students are responsible for the security and safety of their own Chromebooks.  
 The school is not responsible for lost, stolen or damaged items.  
 The school will not provide technical support for student-owned Chromebooks.  
 Failure to follow the procedures for using student-owned Chromebooks or the network could result in a loss 

of privilege, confiscation of the device, or other sanctions, depending on the circumstances.  
 Owning a Chromebook is not a requirement. It is not necessary for students to buy or use any devices.  
 
Essential Agreements 
 The use of personal devices and the wireless network is for class time and under teacher direction and 

supervision only.  
 The use of the network and personal devices is for educational use only, not for social use.  
 Devices must be fully powered prior to using them at school to avoid loss of time, management issues and 

overloading of electrical outlets.  
 Sharing of personal devices is not encouraged due to COVID - 19 protocols. 
 Use of cameras and videos is permitted under teacher supervision only. No school pictures or videos of any 

kind may be posted on any social media or personal sites.  
 Teachers will review netiquette with students.  
 Teachers have the right to determine how, when and to what extent student-owned devices may be used in 

their classrooms. 
 Teachers and administrators have the right to “search” the device if they have reason to believe that the 

device has been used inappropriately. 
 Student devices will work from the “Cloud” and will follow the same internet safety precautions and sites as 

if they were wired in the lab. In other words, sites like “Facebook” will not be available for student use while 
at school.  

 NO – TEXTING, GAMING OR SOCIAL NETWORKING OF ANY KIND.  
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Awareness Statement: 
Please complete and return or notify homeroom teacher once you have read and reviewed this handbook.  
 
_____________________________________ 
Student Signature 
 
_____________________________________ 
Parent/Guardian Signature 
    
_____________________________________ 
Date 

 
NOTES 

 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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