S T . J OSEPH ' S C ONVENT
S AN F ERNANDO
E STABLISHED M AY 07, 1882

S TUDENT / P ARENT
H ANDBOOK

R EVISED 2020

P AGE 2

T ABLE OF C ONTENTS
From the Principal’s Desk

3

History & Vision

4

Core Values & School Ethos

5

School Motto, Emblem and Songs

6

House System

8

Administrative Structure

9

Department Directory

10

School Layout and Specialist Rooms

12

General Calendar for the School Year

13

School Policy and Procedures


Successful Home School Partnership

14



Online Teaching, Learning and Assessment

15



Uniform

16



Attendance

18



Behavioural Expectations and Standards

19



Responsibilities of the Student

20



Student Behaviour in Relation to Personnel and Other Students

21



Academic Standards and Integrity

22



Homework

23



Schedules

24



Examinations

25



The Use of Cell Phone and Electronic Items

27



The Role of the Form Teacher

28



The Role of Parents as Partners in Education

29

Student Support Services

30

Opportunities for Student Leadership

33

Co-curricular and Extra-curricular Activities

34

Appendices

36-37

S T . J OSEPH ’ S C ONVENT , S AN F ERNANDO

P AGE 3

FROM THE PRINCIPAL’S DESK
Dear Parent/Guardian/Student,
Welcome. At St. Joseph’s Convent, San Fernando we hold that
education is a complete process that leads to the attainment of the full
potential of the child. Our school has been in existence for 138 years
and, in keeping with the legacy of Blessed Anne Marie Javouhey and the
Sisters of St. Joseph of Cluny, we uphold traditional values while adopting
contemporary pedagogies and contextual realities.
Our student- centered approach goes beyond textbooks and
classrooms, to develop independent thinking and skills that enable our
students to apply their learning to unfamiliar situations and think critically
about different issues. We work towards creating a community of encouragement, achievement and success. We are excited to partner with
parents and stakeholders to help our students realize their potential.
There is much to be proud of at St Joseph’s Convent San Fernando as our
students continue to soar.
The information in this handbook is designed to help you
become familiar with our policies and procedures. In order for us to
create the best learning environment and learning opportunities,
please take some time to read each section and become familiar with
our expectations.
You are starting school at a time of the Covid-19 Pandemic,
when you are unable to dress in your new uniform and walk the hallowed
halls of this venerable institution. You will be interacting with your
teachers in different ways. The student Handbook therefore reflects our
current reality as it includes some guidelines for learning before moving
on to the rules, procedures and information for face-to-face learning.
Parents, we thank you for entrusting your daughter to us. Times
may be strange, and difficult, but this community has endured them in the
past. By working together, we can do so now. The character of each of us,
and of our community, will be tested and developed by how we deal with
the difficult situation we are currently in. I wish each of you the strength
to face the challenges ahead, the resilience to see the job done, and the
wisdom to keep yourselves on the right path through it all.
D. East
Principal Ag.
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H ISTORY & V ISION
ABOUT US

St. Joseph’s Convent, San Fernando, shares the philosophy of
education common to all the St. Joseph’s Convents.
The raison d’etre (reason for being) of the school is the
development of the total person all of whose unique gifts are to be
cultivated in view of commitment to the school and the wider
society.
Our aim is to develop a mind that critiques society and the values
that inform that society from a perspective of a taste for excellence,
a sense of service and a good sense of self.

We are guided in all our activities by the principles of our Catholic
tradition which considers each individual as precious and a child of
God.
The concern of Anne Marie Javouhey, foundress of the Sisters of
St. Joseph of Cluny, for the development of
each human being, to the full measure of the
perfection intended by God, and for the
liberation of people from all forms of oppression and ignorance, is a guiding principle of our
Bl Anne Marie Javouhey school.
VISION STATEMENT
To develop exemplary young women, who guided by Catholic
values, will contribute meaningfully to society.
MISSION STATEMENT
To provide an education based on Catholic values which fosters the
holistic development of young women while instilling a strong sense
of excellence, service and self.

S T . J OSEPH ' S C ONVENT , S AN F ERNANDO

P AGE 5

C ORE V ALUES & S CHOOL E THOS
CORE VALUES

SCHOOL ETHOS
All activities here at St. Joseph’s Convent (SJCSF), are firstly guided by
the tenets and principles of our Catholic tradition, which considers each
individual as precious and a child of God. With such an identity, our
school embraces a value system that places distinct emphasis on absolute
moral, spiritual and ethical standards.
As a government-assisted denominational school, our decisions and
actions are also informed by the policies, directives and regulations of the
Ministry of Education. This parameter further shapes our philosophy on
education as well as our pedagogical initiatives and advances. Like the
Ministry of Education we see our role as helping young people to develop
to their full potential as 21st century learners, capable of contributing
meaningfully and purposefully to their society.
With a school culture defined by both traditional and secular ideologies,
SJC’s vision is therefore to produce students who not only satisfy the
secular demands for academic excellence, but who also embody sound
conventional beliefs, resulting in a balanced individual with greatest
value to her society. The term “Women of Worth” is used almost
exclusively in SJCSF to convey this ideal.
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S CHOOL M OTTO , E MBLEM AND S ONGS
S CHOOL M OTTO
Sapientia et Scientia (Latin): Wisdom and Knowledge
S CHOOL E MBLEM

S CHOOL S ONGS
A LMA M ATER
Oh Alma Mater
Our songs we raise to thee
Far may the echoes
Ring out o’er land and sea
Come we with voices
In chorus loud and clear
Singing in praise to thee
Our Alma Mater dear.
Through all the future
Wherever we may go
Our true devotion
We evermore will show.
We will be loyal
Forever far and near
Singing in praise to thee
Our Alma Mater dear.
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S CHOOL M OTTO , E MBLEM AND S ONGS
YOU HAVE ALL MY FUTURE
You have all my future in your hands, in your hands.
I bid you take over all my life Lord.
My dreams aspirations all my best Jesus Lord
My hopes, my fears in your hands
Jesus Lord catch my life as it goes sailing.
Keep me close and I’ll be close to you.
Keep walking beside me every night every day,
And giving me courage for the fray Lord.
For you I depend on every step of the way,
Don’t forsake me, O Lord I pray.
You place many duties in my hands, in my hands
And shaping the world is my task Lord
On you I depend on for the power
This I ask Lord,
So all will make sense in your hands.
In your hands, Lord I place today tomorrow
In your hands, Lord I surrender all.
In your hands, I commend my joys my sorrows.
In your hands, Lord I surrender all.
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T HE H OUSE S YSTEM
Upon entry into this school students are assigned to a house in
which she will remain a member until graduation. There are
five houses, each designated by a patron Saint and a
representative colour, worn on the monogrammed ties.
These are:


Blessed Anne Marie (red)



Notre Dame (blue)



St. Joseph (yellow)



St. Theresa (purple)



St. Xavier (teal)

Each house consists of an elected executive who along with the
respective house mistresses coordinate various events and
competitions throughout the academic year. There is keen
competition and fierce loyalty amongst the houses and active
participation fosters team spirit, interpersonal skills and school
spirit. Each student is encouraged to be an active participant
in House events, in order to have a truly enriching school
experience at SJCSF.
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Principal (Ag): Mrs. Debra East

Vice Principal (Ag.): Mrs. Nadine Joseph-Dennie
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D EPARTMENT D IRECTORY
1. Business Studies (Department Head Ag.: Mrs. L. Archie)

Home Economics; Food & Nutrition; Principles of
Accounts; Principles of Business; Economics;
Accounting; Entrepreneurship; Management of
Business, Tourism; Technical Drawing
2. English (Department Head: Ms. H. Montoute)
Communication Studies; English Language; English
Literature
3. Mathematics & Information Technology
(Department Head: Ms. J. Baker)

Additional Mathematics; Applied Mathematics;
Computer Literacy; Information Technology; Pure
Mathematics;
4. Modern Languages (Department Head Ag: Ms. K. John)

French, Spanish
5. Modern Studies (Department Head: Ms. B. Ramdin)

Caribbean Studies; Environmental Science;
Geography; History; Social Studies; Sociology
6. Religious Education
(Department Coordinator: Ms. F. Riley)

7. Science (Department Head: Ms. D. Nymn)
Integrated Science; Biology, Chemistry, Physics,
Physical Education
8. Visual and Performing Arts
(Department Coordinator Ag: Ms. P. Hamilton-Smith)

Music; Theatre Arts; Visual Arts
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D EPARTMENT D IRECTORY
Deans
Form 1 & 2 (Acting):
Form 3 (Acting):
Form 4 & 5 (Acting):
Form 6 (Acting):
Library Staff
Librarian I:
Library Assistant:
Library Assistant I:

Ms. C. Dwarika
Ms. Marsha Gayah
Ms. N. Ramlal
Ms. L. Vincent
Ms. Vonetta Grant
Mrs. M. Phagoo

Ms. T. Rampersad
Mrs. M. Joseph-Ramsawak
Ms. S. Latchan

Administrative/Clerical Staff
Clerk III:
Ms. A. Ali
Clerk Stenographer: Mrs. I. Ramkissoon
Office Assistants:
Mrs. S. Hamilton-Phillip
Ms. M. Despot
Laboratory Staff
Ms. J. Baboolal
Ms. C. Narine
Mrs. T. Lutchman
Custodian
Ms. A. Clarke
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S CHOOL L AYOUT

S PECIALIST R OOMS

AND

Harris Promenade
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MG = Main Gate
G = Secondary Gate

The west wing holds the Junior school (Forms 1 and 2), the Music
room, Art rooms, Cookery labs and Cafeteria. The east wing
holds the Administrative offices, Spanish and French AV rooms,
Seminar room and Computer Lab and Auditorium. The north
wing holds the Forms 4 and 5 classrooms, the Chapel and the
Library. The south wing holds the Third and Sixth form classrooms, the Staff Room, the Science labs and a Computer
laboratory. There are bathroom facilities located on each block of
the school compound and students should make every attempt to
use the bathrooms available on their block.

S T . J OSEPH ' S C ONVENT , S AN F ERNANDO

P AGE 13

C ALENDAR FOR THE S CHOOL Y EAR
School Terms

Beginning

Ending

Term I

1st September, 2020

11th December, 2020

Term II

4th January, 2021

26th March, 2021

Term III

12th April, 2021

2nd July, 2021

During the course of a normal school year the following events will
usually take place:
•

•

•

Term 1: September —December
• School Mass
• Fundraising / Garden Party (Main Fundraiser)
• Feast of Bl. Annemarie Javouhey
• End of Term Exams for Forms 1 to 5
• Christmas Concert; Closing Mass; Distribution of Reports
Term 2: January —March
• School Mass
• Recognition of Excellence Ceremony
• Parents’ Days for Forms 2, 3 and 5
• Projects Begin or Sports Day & Swim Meet
• Carnival or Music Festival; Parents’ Group 5K
• School Lenten Retreat
• Open Day / Mock Exams Begin for Forms 3, 5 & 6
• March 19th—St. Joseph’s Day
• Closing Mass; Distribution of Reports to be advised
Term 3: April —July
• School Mass
• CXC Oral Exams Begin
• Graduation Masses/ CXC Exams Begin;
• Parents’ Days for Forms 1 and 4
• School SDG Walkathon/Fundraiser
• NCSE Exams Begin for Form 3
• End of Term Exams for Forms 1, 2 & 4
• Closing Mass; Last Week Activities; Distribution of Reports
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S CHOOL O NLINE P OLICY AND P ROCEDURES
S UCCESSFUL

HOME SCHOOL PARTNERSHIP

BE ON TIME
 Wake up early and get dressed
 Have breakfast
 Log on to your class a few minutes before class begins
WORK IN A QUIET PLACE
 Work in as quiet a space as you can find in your home.
 At the table or a desk is most appropriate
 Check your surroundings
BE PREPARED FOR CLASS
 Have your textbooks and notebooks near
 Ensure your device is charged
 Use headphones if you have them
PRESENT YOURSELF WELL
 Wear appropriate clothing and be properly groomed.
Even though you are in your home you are at school
 Sit up straight and be in the camera view
PARTICIPATE RESPONSIBLY
 Mute your microphone until it is your turn to speak
 Use the “raise your hand” option to get your teacher’s
attention
 Use the chat box to communicate.
COMMUNICATE WITH YOUR TEACHERS
 If you are having technical difficulties or difficulties with
assignments, communicate with your teacher in private.
 If you are feeling stressed o emotional, talk to someone
 Your parents and teachers are here to help
BE RESPECTFUL and USE KIND
LANGUAGE
Speak to each other kindly even when disagreeing; never
say anything you wouldn’t say to someone face to face
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S CHOOL O NLINE P OLICY AND P ROCEDURES
O NLINE T EACHING L EARNING

AND

A SSESSMENT

A timetable has been prepared for online teaching. We will be
using a 5 day cycle.
The sessions are as follows:
Roll call by Form Teachers

8:00am to 8:25am

Period 1

8:30am to 9:30 am

Break

9:30am to 10:00am

Period 2

10:00am to 11:00am

Lunch

11:00am to 12:00pm

Roll call by Form Teachers

11:30am to 12:00pm

Period 3

12:00pm to 1:00pm

Break

1:00pm to 1:30pm

Period 4

1:30pm to 2:30pm

The half hour gap between classes will allow students to virtually
switch from one class to the next. Students are expected to be
punctual to all classes.
A SSESSMENT
A variety of continuous assessments will be used to measure the
academic progress of the students.
Students attendance and participation will be monitored by Form
and Subject Teachers.
Support will be provided by Deans and Heads of Departments
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S CHOOL P OLICY AND P ROCEDURES
U NIFORM
The school uniform is the main symbol of identification of a student
of St. Joseph’s Convent, San Fernando. As such the uniform, with
all its parts, must be worn with pride and in the manner for which it
was designed and intended at all times.
The school uniform consists of a:
1. White shirt with cuffs
2. Grey/blue pleated skirt
3. All-white shoes and all-white socks
4. White belt
5. Grey/blue tie embroidered with the school emblem

and house colour.

Left side zip; hook-eye

Hem must be 2” in
length

Cleanliness and good hygiene should be a standard and mandatory aspect
of our lives. Students should therefore ensure that their clothing is
laundered and their shoes clean at ALL times.
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S CHOOL P OLICY AND P ROCEDURES
HAIR COLOUR

Natural

HAIR STYLES

Hair must be worn away from the face and neatly combed. Elaborate hairstyles and accessories are not allowed. Ponytail holders are to be
black, white or school skirt colour.

JEWELLERY







Earrings – Not allowed
Watches—simple; not oversized; no
colourful bands; Not allowed for exams.
Rings – School ring allowed for 6th formers.
Chains and other jewellery are not
allowed.

RELIGIOUS SYMBOLS These must be pinned on the inner clothing and
must not be visible.
EYES

Coloured contact lenses are not allowed.

NAILS

Level with finger tips; no nail polish

SHIRTS

No blousing of shirts but worn flat. A white
camisole or ladies vest must be worn; collar
must not be creased; undergarments must be
neutral in colour i.e. no colourful bras

SKIRTS

Must be worn on the waist and hem fall below the
knee. Follow specifications on the diagram.

SOCKS

Completely white. Worn 2 inches above the ankle

MONOGRAMMED
TIES

To be tied neatly so that the monogram and house
stripe are always visible. The tie must cover the
entire length of the blouse. (see diagram)

SWEATERS

School-issued cardigan OR plain black/white
sweater is allowed; hoodies and printed sweaters
are NOT allowed.

MAKEUP

Not allowed

Uniform material and shirt available at R.I.K.
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S CHOOL P OLICY AND P ROCEDURES
A TTENDANCE

Regular attendance is a key factor in the success a student achieves
in school. The parent, guardian, or other person having
custody or control of the pupil, is BY LAW, responsible
for school attendance.
1. Always attend school unless ill
2. Be prompt to school and to class
3. Never leave the school compound without permission.
Permission to leave school during school hours will only
be granted if the following protocols are followed:
1. A letter signed by the student’s parent/guardian as stated on
file, is presented to the Form Teacher/ Dean/ Vice Principal.
2. ONLY the student’s parent/ guardian can sign the student out
in the LEAVE BOOK located in the administrative office.
The parent/guardian must also provide the Form Teacher with a
letter if the student is absent from school for any period. Each
absence MUST be accounted for. In the case of absence of THREE
CONSECUTIVE DAYS or MORE, due to severe illness, the
student’s return to school should also be accompanied by a
medical certificate.
In the event that your daughter becomes ill while at school, her
Form Teacher or other relevant personnel will alert you or her
named guardian to collect her. We will do everything in our power
to address the situation and alert the emergency services should her
situation be assessed as grave. Please ensure that your contact
numbers are always current and any medical conditions
are documented. You will be required to sign the LEAVE
register and if a representative is sent, a valid form of national ID
must be presented along with a written authorization letter signed
by you. Verbal consent over the telephone is unacceptable.
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S CHOOL P OLICY AND P ROCEDURES
B EHAVIOURAL E XPECTATIONS
At St. Joseph’s Convent, San Fernando we believe that rules,
procedures and consequences are essential for the creation and
preservation of a quality educational environment. These
procedures are based on the rights of students and staff to their
property, their physical safety and well being, their privacy and
their right to be productively involved in the educational and human
development programmes offered.
Our goal is to develop each student’s awareness of her personal
responsibility by providing an orderly and predictable set of
expectations, so each student can choose the course of action that is
in her best personal interests. The disciplinary standards at the
Convent are aimed towards promoting both a positive
understanding of discipline and the need for accountability. This is
accomplished in three phases:
1. The establishment of a school environment where the activities
of both students and adults are orderly and promote a climate
of cooperation
2. The development of an understanding of the need for discipline
throughout society.

3. The development of the student’s desire for self-discipline.
The development of responsible adults is a task that cannot be left
solely to the school. It comes from a partnership with
parents, counselors, support services and outside agencies. Please
keep regular contact with your child’s form teachers, and alert us to
any issues that may impact her attendance and performance.
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S CHOOL P OLICY AND P ROCEDURES
R ESPONSIBILITIES

OF THE

S TUDENT

Each student MUST take pride in her appearance and reputation as a
student of St. Joseph’s Convent and work diligently to maintain its
positive image. What YOU do reflects on US!
Here are some suggestions for achieving academic growth:


Be in school every day



Be in class on time



Be prepared for class with the appropriate materials



Participate in class activities



Follow classroom procedures



Complete assignments and homework



Meet proficiency standards



Progress toward promotion and/or graduation requirements





Take home all information sheets and printed material and promptly
return all requested forms
Not bring the school/yourself into disrepute

CLASSROOM PROCEDURES











Stand when a teacher enter/leaves the classroom
Give/return the customary salutation—Good morning/ Good Afternoon Miss/Sir
Remain standing until the teacher invites students to sit
Raise your hand to either ask or answer a question
Stand when speaking to a teacher
Do not shout at the teacher or other students
Do not interrupt when another person is speaking
Do not walk around while the class is in session
Remain in class unless given permission to leave.
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S CHOOL P OLICY AND P ROCEDURES
STUDENT BEHAVIOUR IN RELATION TO SCHOOL PERSONNEL
AND OTHER STUDENTS







Demonstrate cooperation and responsible behaviour in the classroom
and at school activities
Show respect for staff members, teachers, adult supervisors, classified
employees, guest speakers, substitute teachers and other students
Know and carry out the school rules and regulations
Do not display rudeness, defiance or disrespect through words or
gestures



Respect school property and the property of others



Be honest



Use acceptable language i.e. no obscenities or name-calling



Show concern for the welfare of the school and student body



Have pride in your work and the work of others



Have respect for cultural and ethnic differences.

SCHOOL PROPERTY
School property and facilities are important to the total teaching and
learning process. Acts of destruction or vandalism will destroy the
attractiveness of the school environment and often deprive students
of a quality education. Students must share the responsibility, as all
citizens should, to see that property rights are protected and
properly maintained. Students and their parents are responsible for
all school property lost or damaged.
Students can preserve the school environment by:





Keeping the compound clean and free of litter
Not defacing walls and desks, restrooms, classrooms
Keeping the restrooms clean
Promptly returning equipment and furniture to its original
location
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S CHOOL P OLICY AND P ROCEDURES




Using school resources/materials carefully in the manner in
which they were intended
Keeping immediate areas of usage clean and tidy

A CADEMIC S TANDARDS

AND I NTEGRITY

St. Joseph’s Convent expects all students to abide by ethical
academic standards which covers all school-related tests, quizzes,
reports, class assignments and projects both in and out of class. The
purpose of this expectation is to prepare students for the reality of
the world of higher education and beyond, where cheating and
plagiarism have dire consequences.

The following actions are considered examples of academic
dishonesty:










Plagiarism—the presentation of the ideas or work of others
without proper acknowledgement
Cheating—representing someone else’s work as your own and
vice versa, to deceive or gain an unfair advantage
Copying the work of another
Using technology for illicit purposes
Unauthorized communication for the purpose of gaining an
advantage during an examination
Forgery—Tampering with official documents including reports
and letters to parents

DISCIPLINE POLICY
You will find a list of unacceptable behaviours and the interventions
implemented at this school, listed in Appendices I and II of this
manual. These lists form part of the school-wide disciplinary policy
and seek to promote a positive learning environment free from
abuse and unpleasantness, where corrective measures are fair and
consistent. The interventions are hierarchical in structure and its
application is dependent on the situation under consideration.
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S CHOOL P OLICY AND P ROCEDURES
H OMEWORK P OLICY
Learning at home is an essential part of good education and therefore homework is significant to any child’s school success. Regular
homework is important since it gives pupils the opportunity to
practice at home the tasks done in class and works towards improving skills. It also helps in enabling students to become more confident and independent in their learning, which will serve them well
in their time at school and in their adult life. Doing homework in a
suitable environment can foster good study habits, concentration
and self-discipline.
Each student is encouraged to purchase a Homework Notebook,
that is to be used to record the assignments and deadline dates given
for each subject being pursued.
Parents are encouraged to:
1. Share any concerns regarding the amount or type of homework
assigned in the Form Teacher period.
2. Check your daughter’s homework notebook that should contain
a record of all assignments given
3. Help your daughter to prioritise the assignments given and ensure that all work to be presented is acceptable
4. Provide a suitable study area and the necessary tools to complete homework assignments
5. Monitor television viewing, telephone and computer usage and
establish a specific homework time
6. Praise your child’s efforts
7. Limit after-school activities to allow time for both family and
homework activities.

P AGE 24

S CHOOL P OLICY AND P ROCEDURES
SCHEDULES
St. Joseph’s Convent operates on a six-day rotating timetable instead
of the usual five-day Monday to Friday schedule. This style of
scheduling was adopted to ensure that students received the required
contact time allocated for their subjects as well as to minimize the
disruptions to the teaching timetable caused by public holidays and
special school events.
The school day is divided into 8 periods. The time of each period is
given below. These times may vary on assembly mornings.
Assembly: 8:00 am—8: 15 am

Period 5: 11:00 am—11:35 am

Period 1: 8:15 am —8:50 am

Lunch: 11:35 am—12:30 pm

Period 2: 8:50 am —9:30 am

Period 6: 12:35 p.m.—1:15 pm

Period 3: 9:30 am—10:10 am

Period 7: 1:15 pm—1:55 pm

Break: 10:10 am—10:25 am

Period 8: 1:55 pm—2:30 pm

Period 4: 10:25 am—11:00 am

Formal Dismissal: 2:30 pm

A letter will be sent home when there is an anticipated deviation from
the regular school day and students are required to leave the school
compound. However, there are some disruptions to the school day
for Staff and House meetings, for example, in which students will be
supervised by School Prefects.
Parents and visitors must check with security and then proceed to the administrative office if there is a need to collect
or meet with a student. Parents and visitors are not allowed on
the corridors or in classrooms. They are also advised to be
appropriately dressed to gain admittance into the school compound.
Please note as well, that parents are not allowed to collect other
students during the school day unless they bear a letter of
authorization from the named parent or guardian. These safeguards
serve you parents, your children and us a teachers and administrators.
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S CHOOL P OLICY AND P ROCEDURES
E XAMINATIONS (S EE A PPENDIX III)
Formal internal examinations are scheduled at the end of every school
term. At the end of term 1, reports are distributed and reflect a
continuous assessment mark worth 25% and a final exam mark worth
75%. Students of form 6 are given a mark constituting 100%
continuous assessment.
At the end of term 2, students of forms 1, 2 and 4 receive reports that
contain continuous course assessment marks out of 50. Students of
forms 3, 5 and 6 receive their reports at the beginning of the next term
as they would have completed mock examinations in term 2, in
preparation for term 3’s external examinations.

Term 3 reports are distributed on the last day of school year and again
for forms 1, 2, and 4 contain a combination of continuous course
assessment marks worth 25% and final examination marks worth 75%.
Students of form 3 will receive reports that record 100% in non-NCSE
subjects and 25% in NCSE examined subjects.
It is important for parents to ensure that they have received and
scrutinized their daughter’s report. Please note carefully:
1. Students are to ensure that they are present for all internal course
and final examinations as no examination will be given outside of the
specified examination period. Accommodations are made only if the
student’s absence is due to her representing the school or the
country in a particular capacity.
2. In the event that a student is absent from an examination, a letter
from parent or guardian and a medical certificate (where
necessary) must be submitted for entry into the student’s file.
When a student is absent, her average is calculated out of the
number of subjects she is entered for and NOT for the number of
examinations for which she presents herself. Parents must be
mindful of this when making travel arrangements and other special
purpose appointments.
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S CHOOL P OLICY AND P ROCEDURES
External examinations begin early in the third term of the school
year. The accrediting examination bodies are the Caribbean
Examinations Council (CXC) for the CSEC and CAPE examinations
and the Department for Evaluation and Research in Education
(DERE), responsible for the third form NSCE examination. The
Ministry of Education has incorporated the Continuous Assessment
Programme (CAP) into the NCSE programme such that 60% of a
student’s work from forms 1 to 3 will form part of the total NCSE
assessment at the third form level.
It is important to note that continuous assessment forms a major
part of all evaluation in the secondary school system and students
are encouraged to avail themselves of the opportunities to be
present for all assessments and to submit ALL assignments in a
timely, well-presented and organized manner.
21st CENTURY LEARNING SKILLS AND OUTCOMES

Your daughters will also be assessed by each of her teachers during
the course of the academic year, under a framework of skills
referred to as 21st Century Learning. This framework covers three
broad areas of Life and Career Skills, Learning and Innovation and
Information, Media and Digital Literacy. The expectation is that at
the end of your daughter’s tenure here, she would be a fully competent and functional 21st Century young woman, with the multidimensional abilities of today’s knowledge economy.
This assessment is concentrated within the core subject areas
Language Arts, Mathematics, Science, Arts, Geography, Social
Studies and Modern Languages. It seeks to realize in our students
positive outcomes through the curriculum, a positive learning
environment, methods of instruction and assessment and
professional development of the staff. The final grades given under
these assessment areas will be based on those competencies she has
demonstrated during the course of the academic year.
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S CHOOL P OLICY AND P ROCEDURES
THE USE OF CELLULAR PHONES AND ELECTRONIC ITEMS

Cellular phones are now a common part of most of our everyday
lives. Unfortunately, they may be seen as both a necessity and a
nuisance. It is understood that the use of a cellular phone is an
essential communication device between you and your daughter
especially in cases of emergency, but in recent times it has been an
instrument of misuse. The key problems teachers have with
unsanctioned cell phone/laptop use in schools include:


Sending and receiving phone calls, text messages, test answers
during class



Malicious use of social networking sites



Cyber-bullying



Receiving and distributing inappropriate digital material



Spreading of rumours

St. Joseph’s Convent has a clearly defined cellular phone policy:
DURING THE HOURS OF 7:55 A.M. TO 2:35 P.M. ALL CELLULAR
PHONES MUST BE SWITCHED OFF. FAILURE TO DO SO WILL RESULT IN CONFISCATION.

During both internal and external examinations, all students MUST
leave their cellular phones in their bags, outside of the examination
room. Parents are asked to encourage their daughters to observe
basic cellular phone etiquette and to use these and other electronic
devices in a responsible manner.
Mobile multimedia and communication devices are not allowed on
the school compound without the express permission of the Form
Teacher, or subject teacher, the purpose of which must be clearly
stated. The school will not be held responsible for the loss
or theft of any unauthorized electronic devices. We
encourage students to be disciplined in their use of the various
technologies, and to use these in accordance with Ministry, CXC
and school policy.

P AGE 28

S CHOOL P OLICY AND P ROCEDURES
THE ROLE OF THE FORM TEACHERS

The Form Teachers are the head of each classroom, and are the
persons to whom your daughter should communicate any
concerns, problems or situations which require intervention. At the
beginning of each school year your daughter is expected to
complete with your assistance, a bio-data form which will be placed
on her file. The data collected concerns your contact information,
family dynamics and any medical concerns she may face. Your
daughter’s form teachers should be advised of any changes to this
data. You should embrace every opportunity to meet with your
daughter’s form teachers especially on Parents’ Days when you will
have the chance to discuss her progress. Should the need arise, you
can also arrange an appointment at a mutually convenient time.
Your daughter should:






Present all excuses and medicals to her form teacher
Return forms, raffle sheets, permission slips, acknowledgements in a timely manner
Alert the form teacher upon arrival or departure from school
outside the normal times

Your form teacher is responsible for:


Completing reports and updating files



Monitoring punctuality and regularity



Monitoring overall progress



Writing letters of referral or recommendation
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S CHOOL P OLICIES AND P ROCEDURES
THE ROLE OF PARENTS AS PARTNERS IN EDUCATION

Parents are vital stakeholders in the education of their children and
with school administration are partners in education. All parties
require the support of each other to make the job of educating our
youngsters a successful one. There is a direct relationship between
student success and parental support. Parents should insist that
their child attend school everyday and encourage them to abide by
the school rules and procedures and behavioural expectations. By
reviewing with your child the expectations outlined in this
handbook, parents can help their child to be successful.
It is imperative that parents ATTEND ALL conferences requested
by teachers and school administrators. Should a problem arise, the
school staff, parents and students will work together as a team to
solve the problem.
Parental support of academic achievement and ethical development
is fundamental to students’ long term success. The following can
assist parents in promoting true student achievement:










Solicit the assistance of teachers during and after school
Assess your child's abilities realistically and help her to choose
subjects in which she is truly interested and will be motivated
to pursue
Do not push your child beyond her limits with your own
expectations and aspirations
If you suspect your child is having difficulty in a class, please
contact the teacher. The sooner the problem is identified, the
sooner remedial steps can be taken.
If your child is caught engaging in unacceptable behaviour,
please remember that school is a learning experience, part of
which includes accountability and acceptance of the
consequences for inappropriate actions.
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S TUDENT S UPPORT S ERVICES
T EXTBOOK R ENTALS

The textbook rental system is a facility provided by the
Government of Trinidad and Tobago and managed by the school.
Your daughters will be given a limited number of textbooks in core
subject areas, which she is required to use for at least one academic
year.
You will be given a contract which you must sign and return, to
acknowledge your participation in the programme and which alerts
you and your daughter of responsibility involved. Please ensure
that all books are covered in brown paper and clearly labeled with
your daughter’s name and class. At the end of the academic year
you daughter is expected to return all textbooks which were
assigned to her in a satisfactory condition, commensurate with how
it was given. It is expected that there will be some wear and tear
associated with usage.
Where textbooks have been lost, parents are to alert the Form
Teacher and make an arrangement to have the books replaced.
Failure to do so will jeopardize your daughter’s participation in the
programme and will prevent other deserving students from
accessing the programme.
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S TUDENT S UPPORT S ERVICES
S CHOOL F EEDING

The school feeding programme is designed to ensure that all
students have access to a measure of nutrition that allows for active
participation in school life. Students availing themselves of this
service are entitled to breakfast and lunch each day. Please indicate
your desire to participate in this programme to your daughter’s
form teacher, at the beginning of the school year. Once such an
initiative is taken, your daughter is expected to commit to the
programme unless she is absent from school. There is no room for
her to be selective.
B US T RANSPORTATION
Students in school uniform are allowed access to the public bus
transportation system, free of charge
C OUNSELLING
At SJC, there is a one part-time guidance counselor and one parttime social worker for access by students, through the form teacher
or dean of the year group. In addition, we have partnered with
several professionals whose names and contacts are available upon
request from the Deans. Parents and guardians are also advised to
used the CHILD LINE hotline, to access free, 24-hour, daily
counselling services, using the number 800-HELP, i.e. 800-4321.
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S TUDENT S UPPORT S ERVICES
L IFE S KILLS

AND

H UMAN D EVELOPMENT P ROGRAMMES

An integral aspect of life at this school is the incorporation of Life
Skills and Human Development Programmes which are deemed
essential at various stages of your daughter’s development. These
include workshops with authorized and relevant personnel on
values and ethics, presentations on themes of cultural and social
significance, school and Class Masses, retreats, field trips, school
exchanges and trips to foreign-language speaking countries. These
and other activities are consistent with the tenets of our faith and
practice and are carefully selected and incorporated into our
academic programme.
As was previously noted we also have incorporated a system which
provides opportunities for the development and display of 21st
Century Skills. Your daughter’s involvement in school life in both
academic and non-academic areas are documented and celebrated at
our Annual Recognition of Excellence Awards.
With this in mind, it is important for your daughter to become
actively involved in school life to strengthen and broaden her scope
and versatility as a young person. She should make every effort to
join a club, participate in House events, and volunteer for new
activities, engage in internal and external competitions at the
divisional, national and regional levels, as well as engage in
community service.
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O PPORTUNITIES FOR S TUDENT I NVOLVEMENT
AND L EADERSHIP
Throughout her career at this institution your daughter will be
provided with many opportunities to display her capacity as a leader
and role model. These include:
1. Classroom leadership as a prefect or assistant prefect
2. Library prefect, where students are trained and upon successful
completion, duties are assigned and are monitored by the
library staff
3. The House System, where students at the junior level are
elected as house monitors and at the senior level are elected as
captains, vice captains, treasurers, secretaries and assistants.
The house system is a wonderful opportunity for students to
work in teams, make new friends, learn new skills and showcase their talents. Healthy competition is encouraged and each
term your daughter’s talents are displayed through Christmas
and Carnival showcases, Sports’ Days and Swim Meets.
4. The Student Council, in which elected persons at each level are
given opportunities to take ownership of their activities and to
effect positive change as members of this community. Each
class elects a class representative and from those representatives
an executive body is formed. The role of the student council is
to discuss and suggest solutions to problems or issues at
hand, and where necessary to bridge the gap between the administration and the student population.

5. The School Prefect System, available to all sixth form students
after a period of Peer Prefecting. At this level, sixth formers
are presented with badges that signify their status and are
assigned responsibilities such as monitors of classes, specialist
rooms, gates. The ultimate position of student leadership is in
being selected as the school’s Head Girl or Assistant Head Girl.

6. Clubs, where positions of leadership exists through the club
executive.
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C O -C URRICULAR

AND

E XTRA -C URRICULAR A CTIVITIES

There are a variety of extra-curricular activities that students can
join to enhance their experience at St. Joseph’s Convent. The list
provided below is by no means exhaustive These activities facilitate
the development of well-rounded young women, and fosters
qualities of leadership, responsibility and team work. Students are
given opportunities to show their creativity and to represent the
school at district, national and regional competitions.
ACTIVITY

DATE/TIME

PATRON TEACHER

Abstinence Club

Fridays Lunchtime

Ms. P. Hamilton

UNESCO Club

Mondays Lunchtime

Ms. D. Hutchinson

Debate Club

Wednesdays Lunchtime

Ms. V. Ottley

African Culture Club

Mondays Lunchime

Ms. N. Joseph

Scrabble Club

Thursdays 2:35—3:30 pm Ms. H. Montoute

Volleyball Club

Mondays and
Wednesdays 3:00—4:00
pm

Badminton Club

Mondays 2:45—4:30 pm Ms. N. Ramlal

Dragon Boat

Saturdays 7:45—9:15 am

Ms. M. Bhagan

Ms. D. Nymn

Indian Cultural Group To be determined

Ms. M. Gayah/
Ms. T. Dookie

Football

To be determined

Ms. V. Ottley/
Mr. D. Jones

Junior Choir

Tuesdays 3:00—4: 00 pm

TBA

Korean Culture Club

Fridays lunchtime

Ms. L. Marshall

Cricket Club

Tuesdays and Thursdays
3:00—4:30 pm

Ms. M. Roopnarine
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ACTIVITY

DATE/TIME

PATRON TEACHER

Senior Choir

Thursdays 2:45—4: 00 pm TBA

Swim Club

Determined by availability of Ms. S. Chin Soong
the pool

Astro Club

Fridays lunchtime

Legion of Mary

Mondays 11:45—12:30 pm Ms. D. Nymn

Ms. C. Ramlogan/
Ms. Y. Rooplal

Japanese Culture and Thursdays 11:45—12:30
Lingual Club
pm

Ms. M. Boatswain

Senior and Ranger
Guides

Fridays 2:45—4:00 pm

Mrs. D East/
Ms. S. Phillip/
Ms. A McLeod/
Ms. S. Jeanville

Cheerleading

Mondays 3:00—5:00 pm

Ms. P Hamilton

Aerobics

Wednesdays 2:45—4:00 pm Ms. M. Joseph-Ramsawak

Interact

Tuesdays lunchtime

Ms. K. John/
Ms. J. Baker/
Ms. K. Mayers

Steel band Ensemble Fridays 2:30—5:00 pm

Mr. J. Achaiba

Math Club

Ms. Y. Rooplal/
Mr. V. Mahabir

To be advised

Parents please note that these days and times are subject to change
depending on the availability of a coach or teacher. If students are
participating in after-school activities, parents must sign and return
consent forms to the relevant teacher. These consent forms will
indicate the days and times of practice and the names of the
teacher(s) and coach(es) in charge. Three of more absences will
result in notification from the Patron Teacher.
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A PPENDIX I: U NACCEPTABLE B EHAVIOURS
Unpunctuality
Excessive absenteeism
Skipping Class
Failure to do homework
Disruptive conduct in class

Forgery
Stealing
Unauthorized sale at school
Extortion
Intentional harassment/
including sexual

Dress not conforming to
uniform code

Sexual Offenses/battery

Unauthorized entry into /use of
facilities in school

Display of pornographic
material

Leaving school without permission

Display of obscene material/
gestures

Gossip/Spreading rumours

Possession/Use/Sale of drugs/
alcohol/cigarettes

Inappropriate display of affection Possession/Use/Sale of illegal
substances
Failure to follow class rules
Horseplay/Rowdy or rough play
Gambling
Possession of items prohibited at
school

Bomb Threat
Possession of weapons
Verbal Abuse
Fighting

Unauthorized use of cell phones
during school

Inappropriate postings on
social networks which brings
school into disrepute.
Vandalism
Extreme Violence
Assault/Battery on Staff
members/Students

Insubordination
Bullying
Cheating

Plagiarism

Fight Instigation

See Website: https://www.moe.gov.tt/national-schools-code-of-conduct/
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A PPENDIX II: I NTERVENTIONS
A.
B.
C.
D.
E.

Warning (Verbal)
Warning (Written)
Confiscation (Time Specific)
Apology ( Written)
Apology (Verbal-to Injured
Party/Parties)
F. Conference (With relevant
authority)
G. Documentation on student
file

A PPENDIX III:

H. Room for improvement
activity
I. Detention (Time Specified)
J. Empathy
K. Monitoring
L. Social Worker Referral
M. Suspension ( Internal)
N. Suspension (MOE approved)
O. Police Referral

I NSTRUCTIONS T O S TUDENTS
C ONDUCT D URING E XAMINATIONS

FOR

The student may not:
1. Bring into the examination room bags, books, mobile phones,
watches, electronic devices, manuscripts, revision notes,
unauthorized instruments, formulae or tables
2. Use a calculator or dictionary unless specifically permitted
3. Use correction /chemical fluid/gel pens.
4. Borrow equipment such as instruments, staplers and/or writing
paper
5. Communicate with other candidates including give or accept
unfair assistance
6. Write in ink other than blue or black. (Lead and coloured pencils
are for maps and graphs only)
7. Leave her answer sheet such that it can be read by another student
8. Continue working when directed to stop by the invigilator
9. Leave the examination room unless directed to or dismissed.
Failure to adhere to these rules will result in a student having
her paper cancelled.
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