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Learn with Confidence, Lead with Character
Mission

To inspire academic excellence and a lifetime of joyful learning in the
children we serve.

Vision

To be recognized as the school of choice in southwestern Ontario offering
the most trusted and balanced journey of academic, character and
leadership development to students at all levels.

Values

» Community

» Inclusion

» Resilience

» Integrity

» Respect

» Caring and Wellbeing

Motto

Debeo, Possum, Volo
“I must, | can, | will”



TABLE OF CONTENTS

A Message from the Head of School

Section 1: Introduction
School History
Traditions at Matthews Hall

Guiding Principles and Shared Ideals

of Matthews Hall

Governance of Matthews Hall
Board of Governors
Corporate Members
Memberships
Statement of Compliance
Committees of the Board
Serving on Committees

Section 2: Philanthropy at Matthews Hall

Annual Giving Appeal
Financial Gifts
Fundraising Event

Section 2: Policy Overview 14
Conflict of Interest Policy

Health and Safety Policy
Human Rights Policy

Privacy of Personal Information Policy

Reporting Child Abuse and Neglect
Policy
Risk Management Policy

Workplace Harassment
and Discrimination Policy

Workplace Violence and Abuse Policy

[o N

© © © © ©

10
11

12
12
13

14
14
14
15

15
15

15
15

Section 4: Standards and Expectations 16

Attendance and Punctuality
Banned Articles

Birthdays and Other Special
Celebrations

Bullying

Care of School Property
Classroom Celebrations
Code of Conduct — Students
Code of Conduct - Parents
Computer Use

Discipline

16
16

16
17
17
17
17

21
21

Distribution of Correspondence
Entrances and Exits

Food

Fundraising

Health Concerns

Leaving School Campus
Lockers and Coatrooms
Musical Instruments
National Anthem
Newsletter

Plagiarism

Playground

Posters

Safety Dirills

Student Complaints
Student Non-Solicitation
Supervision of Students
Telephone Use

Traffic Safety
Transportation of Students
Uniforms/Dress and Grooming
Valuables

Visitors

Washroom Use

Academic Placement Policy
Admission Procedures

Alumni Class Representative
Ambassadors’ Club

Assemblies

Assessment and Evaluation Process
Athletics

Chess Clubs

Co-curricular Activities

Community Service

Graduation Exercises

Green Team

Healthy School Committee
Homework

House System

Late Assignments

Library

Ontario Student Record
Parent-Teacher-Student Conferences
Personal Goals

22
22
22
22
23
23
23
24
24
24
24
25
25
25
25
25
26
26
26
27
27
29
29
29

Section 5: Academics and Co-curricular 30

30
30
30
31
31
31
32
32
32
32
33
33
33
33
34
34
35
35
35
35



Projects
Reporting Student Progress
School Calendar

Student Agendas and Google
Classroom

Student Recognition and Honours
School Major Events

School Trips and Special Programs
Student Parliament

Student Services

Tutoring Policy

Withdrawal from School

Yearbook

Section 6: Services for Students

Academic Support 40

Accident Procedures
Appointments

Bus Program

Emergency Medical Treatment
Emergency School Closing
Extended Day Program
Health Information Form
Immunization

Learning Materials

Lost and Found/Labelling
Lunch Program

Medicine at School

Peace Garden

Private Music Lessons

36
36
37

37
37
37
37
38
38
38
39
39

40

40
40
40
41
41
41
42
42
43
43
43
43
44
44

Recycling
Safe/Late Arrival
School Store
Student Well-Being
Tuition Fee Policy

44
44
44
45
45



From the Head of School

Dear Parents and Students,

The Matthews Hall Parent and Student Handbook contains important information that can guide you
throughout the year. As a living document it is updated from time to time, contains our school policies and
procedures for your reference, and provides a foundation for mutual understanding and communication.
Please keep it handy, so that you may use it when needed. The handbook, along with our enrolment
agreement, sets out our contract of instruction for the 2025 -2026 academic year.

The handbook is more than an instructional guide. It is a valuable resource for families, which helps to
strengthen and support the important home-school partnership. While the answers for many of your
guestions may be found in these pages, you may require clarification regarding procedures, policies and
practices from time to time. Please speak to your child’s teacher or a member of the administration and we
will be happy to assist you!

Please ensure that you have read and understood the contents of this handbook.
We look forward to an exciting year of joyful learning and development!

Sincerely,

Mr. Christopher White
Head of School



School History

Matthews Hall is a proud and significant part of London’s heritage in education.

Originally, the school was founded in 1918 by Miss Kate Matthews in a room at St. Paul’s Cathedral
as a Private School for “young ladies and gentlemen”. That very first class was composed of six
students: Colin Brown, Robert Mitchell, Thomas Orr, Dick Groome, Katharine Fox, and Wayne
Aylsworth. During those early years of very small class size and an intimate teaching relationship, the
school was known as St. Paul’s Private School.

Miss Matthews had intended the school to be just a kindergarten; however, due to her philosophy of
education and her special gift with children, the school flourished. After the many requests and great
persuasion by parents the school grew to include eight primary grades.

Soon the school had outgrown the rooms at St. Paul’s Cathedral and in 1930 the school began its
series of moves when it relocated to 520 Dundas Street (the site of the current Needham’s Funeral
Home). At that time the school name changed to Miss Matthews School. That location was short-lived
as the school moved once again in 1932 to the Little House at 784 Richmond Street on the corner of
Sydenham Street. This was a happy home for the school and it stayed at this location for eighteen
years until Miss Matthews retired in 1950.

The 1949-50 school year was the last one at 784 Richmond Street and was intended by Miss
Matthews to be the last one for the school itself. Once Miss Matthews let her decision to retire and
close the school be known, a group of Londoners formed a financial foundation to continue operation
of the school. More than $4,000 was pledged to continue the school and an additional $10,000
towards the new school was promised by several prominent Londoners who offered to act as
founders.

On June 8, 1949 this group passed a resolution to “form a corporation to acquire the interest of Kate
Matthews in, and the assets of, Miss Matthews School and to reorganize and conduct said school”.
By 1950 Miss Matthews School was incorporated and moved to the Dr. J. Thornley Bowman
homestead at 562 Waterloo Street. Miss Winifred Scott was appointed as Headmistress to
succeed Kate Matthews, who remained on the Board of Governors and was a frequent visitor to the
school.

The first meeting of the Board of Governors was held on Wednesday, September 6, 1950 and the first
executive committee was elected: Mr. R.W. Robertson, President, Mrs. Marjory Blackburn, Vice-
President, Mr. Peter V.V. Betts, Secretary and Mrs. Lionel A.W. Orr, Treasurer.

In recognition of Miss Matthews’ many contributions to London education in general and to her private
school in particular, a portrait of her, painted by Philip Aziz, was unveiled and presented to the school
by some old friends of Miss Matthews on November 21, 1951. The donors of the portrait were: G.H.
Belton, W.J. Blackburn, R. & J. DuMoulin, W.G. Fisher, A. Ford, W.B. Granger, Dr. G.E. Hall, J.D.
Harrison, C.E. Isard, E.M. Kennedy, H.A. Mackenzie, Dr. A.E. Mowry, R.W. Robertson, Mrs. G.C.
Rundle, Dr. C.A. Thompson, Miss Diana Weld, Col. D.B. Weldon and Alumnae. Then on February 19,
1952, on the proposal of Miss Scott, a Founder’'s Day on Kate Matthews’ birthday, February 23, was
established by the Board of Governors. Founder’s Day remains as a special time of celebration at the
school to this day.

The year 1952 was also when the School moved to “Bishopstowe” at the corner of St. James and St.
George Streets. This house had been owned by the Diocese of Huron for over fifty years and used as
a residence for the Bishop of Huron. From 1952 until the late 1970s Miss Matthews School was a
fixture in North London. Then on June 1, 1977 the school hame was legally changed from Miss
Matthews School to Matthews Hall, which marked the beginning of more changes to come.



Two years later, under the leadership of the Headmistress, Theresa M. Steers, a decision was
made to move the school once again and in March, 1979, the building was sold to the Mutual Life
Assurance Company of Canada. In August 1979, Matthews Hall closed its purchase of the Katharine
Harley School at 1370 Oxford Street West from the Board of Education for the City of London and
thus began another phase of its history.

In 2008-2009, Head of School, Patricia A. Doig, led Matthews Hall in its first-ever capital campaign
with a goal of $3.5 million dollars to renovate the library and construct a Great Hall with gymnasium,
performance stage, art gallery and school store.

Matthews Hall continued to evolve as an accredited member of CAIS and CIS Ontario under the
leadership of Head of School, Ric Anderson. ltis still located on Oxford Street West and the school
has begun a major campus renewal project aligned with the strategic goals of the school in order to
create spaces that inspire teaching and learning. Last year, Mr. Christopher White began as the
School’s eighth Head of School.

While the school has changed locations many times, its commitment to Kate Matthews’ ideals has
remained constant and continues to guide the school today.

Traditions at Matthews Hall

Matthews Hall is rooted in tradition and committed to the future.

A sense of tradition is important to Matthews Hall. Several important events are rooted in the school’'s
history, including:

» Founder’s Day is held on February 23, Kate Matthews’ birthday. Celebrations may include a
program and presentation by the school, and a ceremony, attended by the parents of the
graduating class, at which Grade 8 students are presented with their school pins.

» Closing Exercises at St. Paul’'s Cathedral are held each June. Students gather with their
families and teachers to celebrate the end of the school year. As part of these celebrations,
younger students perform the traditional Maypole Dance outdoors, weaving an intricate pattern
with ribbons as they dance on the grassy lawn at the location where Matthews Hall had its
origins.

Guiding Principles and Shared Ideals of Matthews Hall

Shared values are the thread that knits community.

Kate Matthews’ words in 1950 continue to apply: “Each child is a separate person, living sanely and
happily with its contemporaries, learning to face life bravely and with joy, whatever it may bring”.
The school strives for education that reaches beyond the average and is based in children’s
confidence and their compassion for others. Strong basic skills, good work habits, good citizenship
and variety of expression promote fun in learning and foundations that are difficult to overturn.
Through the encouragement of total participation, caring actions and optimistic spirit, the school
seeks to nurture in each student a sense of personal value and a belief in community.



Governance

Governance of Matthews Hall
Governance in not-for-profit independent schools is provided by a team of willing volunteers who
have expertise needed by the school.

Board of Governors

Matthews Hall is a not-for-profit corporation whose affairs are overseen by a volunteer Board of
Governors. The Matthews Hall Board of Governors is responsible for the vision and strategic
direction of the school, for overseeing its financial affairs and for the appointment and evaluation of
the Head of School.

Corporate Members
Members of the Corporation are members of the Board of Governors.

Memberships

Matthews Hall is a full member the Conference of Independent Schools of Ontario (CIS Ontario). In
2009 and again in 2017, and most recently the spring of 2025 the school successfully undertook
external evaluation by the Canadian Accredited Independent Schools and remains a fully accredited
member of Canadian Accredited Independent Schools (CAIS). To maintain our membership in CAIS
we must sign the following statement annually:

Statement of Compliance
We confirm that Matthews Hall continues to act in accordance with the expectations of a CAIS
member school, as follows:

The school operates ethically and within all laws, statutes and regulations in the jurisdiction in which it
is located.

The school has a governing body acting at arm’s length from the administration of the school. This
Board is elected and structured to oversee the school mission, vision, values and strategy. The day-
to-day operations are managed by the Head of School, who is the Chief Executive Officer and reports
to the Board of Governors.

The school demonstrates support for the CAIS vision, mission, and values.
The school has been in continuous operation and viable for at least five years.
The school’s statement of purposes and objectives reflects sound educational and social goals. The

school maintains high standards of character and behaviour for its students, in addition to providing
academic preparation for higher education.

Heads and Chairs are expected to attend the annual CAIS Heads & Chairs Conference during which
an Annual General Meeting is held.



The school participates in annual Research Projects, including Benchmarking and Compensation
Surveys.

The school pays annual membership fees based on school enrolment. Annual membership fees begin
upon acceptance as a Candidate and are prorated based on the date of acceptance.

The School submits an Annual Membership Report and when applicable, a Substantive Change
Report.

The School adheres to all CAIS Policies, a selection of which can be accessed here.

The school is responsible for any travel and accommodation expenses incurred by the members of
the Applicant School Review Team.

The School supports the following programs and services:
e CAIS Professional Learning for School Leaders and aspiring school leaders, including the
National Leaders Conference and the Leadership Institute
e Ad Hoc Research Projects (e.g. Governance and Pluralism Surveys)
e Canadian Boarding Collective (if applicable)

Schools vote at the Annual General Meeting.

The Head of School participates in an Accreditation Peer Review at least every three years and
supports accreditation by regularly offering School leaders for Peer Reviews.

The School undergoes a Peer Review as per the peer review schedule determined by CAIS. The
School is responsible for travel and accommodation expenses incurred by the members of the Peer
Review Team.

Committees of the Board of Governors
To implement the work of the Board of Governors, five committees chaired by a Board member
operate with specific mandates as described below:

> Executive Committee - is responsible to the Board of Governors for all matters regarding
management of the Board.

» Governance Committee - ensures effective governance through the recruitment, retention,
evaluation of governors, the development, implementation and review of by-laws, handbooks,
codes, policies, orientation procedures and the operation of the annual meeting of the
corporation.

» Finance Committee - monitors the financial activities of the school and makes
recommendations to the Board.

» Building, Property, Design Committee - makes recommendations on the management and
acquisition of buildings and properties to the Board.
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» Advancement Committee - assists with deliberations and projects for financial support of the
school beyond tuition.

Serving on Board Committees

Some Committees of the Board draw members from the community at large. When very specific skills
are required, the Chair may attract members from the school and beyond. Other Committees may
advertise for volunteer members.

For more information about our Governance practices, please consult the Governance Section of the
school’s website at www.matthewshall.ca
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Philanthropy at Matthews Hall

Over the years, many have given to the school in a show of support for our mission, our students, and
in support of our future. To those who have given and to those who will give, we say thank you.

Thank you for your generosity and your willingness to include our school among those who you value.

We appreciate your thoughtfulness and pledge to honour your giving by continuing the work of
making our great school an even better place for our students to embrace joyful learning.

Annual Giving
An annual gift is a show of support for our school and an opportunity to invest in our children’s
education.

Annual Giving is conducted through the Advancement Office. It is an appeal to all members of the
Matthews Hall community and friends to make a voluntarily gift in support of school priorities that
enrich the Matthews Hall experience for every student. The goal of Annual Giving is for 100%
participation by our families. These gifts are tax deductible.

Financial Gifts
Successful private schools rely upon financial gifts and fundraising beyond tuition fees.

Independent schools in Ontario do not receive financial support from the government. Philanthropic
support is of vital importance to any independent school that seeks to be one of the best of its type
within London and Canada.

Philanthropic support fuels any school that wants to be on the cutting edge of independent education,
and significant philanthropic support can not only move a school forward but can be transformational.

Tuition covers the operating costs and the day to day running of the school. This includes program
costs and materials, physical plant and salaries. These areas alone account for the majority of all our
annual operating costs. Charitable gifts, on the other hand, provide the much-needed support for
additional growth such as programmatic enhancements, equipment, and additional support of our
people.

As a registered charity and not-for-profit, Matthews Hall is able to issue tax receipts for gifts given to
the school.

All gifts, of any size, make a difference and your gift acts as a vote of confidence, demonstrating your
support of Matthews Hall. There is a reciprocity that exists between our donors and Matthews Hall. It
states that you value the mission of the school and work that the school is doing, and therefore
support it to the best of your ability.

All members of our community are asked to participate to whatever degree they can, and as a not-for-
profit organization, a tax receipt will be issued for your donation.
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In spite of our long history since 1918, we are only at the beginning stages of seeking financial

support beyond tuition. But, our first steps have been successful. Since 1999, we have received over

two million dollars through gifts and fundraising events and these financial resources have
strengthened our current facilities.

Needed expansion of facilities will require significant fundraising. Matthews Hall is a non-profit
organization with a Charitable Registration Number. All gifts are tax deductible to the extent

provided by Canadian law. Donors may also make gifts as a tribute to celebrate a special occasion in

the life of friends or family or in memory of a person.

Please contact our Advancement Office in order to review the guidelines of our Matthews Hall Gift
Policy. To give, please click here.

You may designate your gifts to:
» Campaign Inspire - A strong Foundation to a Bright Future - to ensure that the design and
appropriateness of our facilities contribute to the most current teaching practices.
» Annual Fund - to provide flexibility for the school with respect to an immediate need.
» Scholarship Fund - to provide scholarships and financial aid so that worthy students can
consider an education at Matthews Hall.

Fundraising Event

Matthews Hall has a major fundraising event, the Annual Dinner Auction. This gala has been hosted
in the Spring and has been a success both socially and financially. With generous sponsors and
outstanding donations, all revenues have been directed to projects to enhance the school. Matthews
Hall has raised over 1 million dollars since our first dinner auction in 1999!

13
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Policy Overview

Conflict of Interest Policy
Matthews Hall requires highly ethical conduct.

Each member of the Board of Governors and its committees, faculty, staff and administration
occupies a position of trust. In the interests of service, honesty, fairness and transparency, Matthews
Hall requires each member to maintain the highest ethical levels in all dealings and sign a conflict of
interest and confidentiality agreement.

Health and Safety Policy
Matthews Hall is dedicated to providing a safe learning and working environment.

Matthews Hall is committed to the health and safety of its employees, students and non-school
personnel. Our management will make every effort to prevent personal injury or illness, maintain safe
working conditions and ensure that Matthews Hall meets and exceeds all legislative requirements. To
achieve a safe and healthy work and learning environment, all persons on our premises must comply
with the Occupational Health and Safety Act and its regulations, School Safety Standards, School
Safety Rules and other applicable legislation. Workers shall report all unsafe, unhealthy conditions.

Human Rights Policy
Matthews Hall is committed to maintaining a learning and working environment which actively
promotes and supports human rights.

The School recognizes the value of:

each and every student;

a strong independent education system;

a partnership of students, schools, family and community;

the unigueness and diversity of our students and our community;

the commitment and skills of our staff;

equity, innovation, accountability and accessibility; and

learning environments that are safe, nurturing, positive and respectful.

YVVVVYVYVYYVY

The School is committed to meeting its obligations under the Ontario Human Rights Code, R.S.O.
1990, c. H.19, (the “Code”) by providing safe and inclusive schools and workplaces that respect the
rights and dignity of every individual. Every student, employee, parent and community member has
the right to learn and work in an environment free of discrimination and harassment. Discrimination
and harassment based on legislated prohibited grounds will not be tolerated. Such behaviour must be
addressed not only for its cost in individual, human terms but also for its cost to our social, economic
and civic future. This policy is guided by the principles set out in the Code, as well as the Ministry of
Education’s Equity and Inclusive Education in Ontario Schools guidelines. This policy should be read
in conjunction with the School’s Policy on Equity and Inclusive Education. The purpose of this policy
is to support student achievement by embedding the principles of equity and inclusive education into
all aspects of the learning environment, and to prevent discrimination and harassment through
greater awareness of and responsiveness to their deleterious effects. The School will work
cooperatively, and in a spirit of respect, with all partners in fulfilling its duty to accommodate. The
School is committed to ensuring that education on human rights issues is provided for all staff and
students.
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Privacy of Personal Information Policy
Matthews Hall respects the right to privacy.

Matthews Hall is committed to protecting the privacy of our students, parents, employees and
volunteers and is compliant with the requirements of the Personal Information Protection and
Electronic Documents Act (PIPEDA).

Reporting Child Abuse and Neglect Policy
The safety of children is paramount.

The Ontario Child and Family Services Act specifies roles, responsibilities and procedures for
situations in which children require protection. All reports, suspicions or clarification of abuse,
possible abuse or neglect must be reported to the appropriate child welfare agency regardless of
whether the alleged perpetrator is a family member, a community member, Matthews Hall staff or
volunteer.

Risk Management Policy
Matthews Hall strives to make effective risk management integral to the school’s culture.

This policy aims to identify, mitigate and/or eliminate risks to Matthews Hall’s interests, including its
employees, assets and information. It forms part of Matthews Hall's internal control, strategic
planning, business planning and corporate governance structure.

Workplace Harassment and Discrimination Policy
In our learning and working environment, everyone must be treated with respect and dignity.

Every member of the Matthews Hall community has a responsibility to assist in creating and
maintaining an environment that is free from harassment and discrimination. Both learning and work
can best be accomplished in an environment of understanding and mutual respect for the dignity and
rights of each individual. All people are expected to comply with the school’s Harassment Policy.

Workplace Violence and Abuse Policy
Every individual at Matthews Hall has the right to a positive and safe learning and working
environment.

Managers and supervisors are responsible for communicating to all members of the Matthews Hall

community that workplace violence or abuse will not be condoned or ignored and they will make
every effort to prevent workplace violence by following the guidelines within the policy itself.
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Standards and Expectations

Attendance and Punctuality
Good attendance and punctuality are essential for a student’s success in school.

According to The Education Act, every child who attains the age of six years on or before the first
school day in September shall attend school daily until they are sixteen. Matthews Hall subscribes to
this standard and has a duty to report any child who misses over 40 days of school.

There may be times when your child has to miss school because of illness or other excusable
reasons. In such cases, the school should be notified ahead of time. For all short term absences, it
is the student’s (and family’s) responsibility to make up class work that has been missed.
Please see the Homework section for information on absences due to extended family vacations.

If a child must leave the school early for a special reason, parents are to let the school know ahead of
time. On arrival, the parent must go to the School Office and sign out the child. The child will be called
from the classroom by the receptionist. When a person other than the parent or guardian is picking up
a student, authorization must be provided in writing to the School Office.

All students are expected to arrive on time to school.

Arriving late is a challenging way to start the school day, and is disruptive to the entire class. Students
who are late must come to the main office to sign in before being admitted to class. If a student is
frequently late for school, the administration will become involved to work with parents to improve
punctuality.

Banned Articles
Matthews Hall must be a safe and sociable learning environment.

Students must never bring knives or weapons to school. Alcohol, cannabis, illegal drugs, cigarettes
and vaping devices are banned from school. Appropriate disciplinary actions will be taken that can
lead to suspension or expulsion when this rule is breached.

During regular school days, electronics, such as cell phones, tablets, gaming devices and
iPads must be left at home. Smart watches are not permitted at school.

The administration may grant approval for the use of some devices, if they support identified learning
objectives. For example, the use of e-readers and portable USB memory sticks may be approved at
the discretion of the classroom teachers if they are required for legitimate educational activities.
Personal toys must be left at home. The School provides recess equipment and sports equipment.
Show and Tell items must go home the day of presentation.

Birthdays and Other Special Celebrations
The school does not want any student to experience hurt feelings through exclusion.

Students may hand out invitations to birthday parties and other special occasions at school only if all

of the students, or all of the girls, or all of the boys, in their class are invited. The School will not
forward email invitations on behalf of a family and does not provide class email lists.
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Bullying
Matthews Hall strives to maintain a learning environment that is physically and emotionally safe for
every student.

Bullying is defined as deliberate and repeated hurtful actions against another person that goes
beyond one time typical school house issues. It is not acceptable behaviour at our school. Bullying
may be:

» Physical — examples are hitting, theft

» Verbal — examples are name calling, racist and sexist remarks, teasing

> Indirect — examples are spreading rumours, writing disparaging notes, excluding a person from

the social group
» Cyber-Bullying — harassing through improper computer use

If parents believe their child is experiencing bullying at school, then it is very important that they
contact the child’s teacher. You should also encourage your child to speak to their teacher. The
teacher will inform the Administration of the parental concern.

Reports of bullying or teasing will be acted upon and investigated thoroughly by staff. The school
applies appropriate sanctions to those found guilty of bullying, to reinforce the message that bullying
and teasing can harm and will not be condoned. It is the goal of the school to use a model of
restorative justice through a due process of strategies and appropriate decisions to attempt to
correct the behaviour within a supportive community.

Care of School Property
Everyone benefits when we all take care of school property.

Students are asked to take care of school property and to take pride in the appearance of the school
environment. Students must take care of items that are provided for their use. These include the
locker, desk and chair, textbooks, library materials and electronic devices. All instructional materials
must be returned in good condition. If they need to be replaced due to careless use, or are lost or
damaged, or willfully vandalized then replacement costs will be charged to the family.

Students are given opportunities to assume leadership roles, and collaborate with each other, in
maintaining an orderly and attractive class environment through a rotating roster of classroom duties.

Classroom Celebrations
Matthews Hall strives to be a nut-free school and is mindful of student food allergies.

To mark special occasions, teachers sometimes plan classroom celebrations. In consideration of the
prevalence of various food allergies, food must not be used for classroom celebrations without the
teacher first notifying and obtaining the consent of the administration to ensure that all precautions
have been taken regarding student safety. Parents should not send food to school to be shared
without consent.

Code of Conduct - Students

Matthews Hall is a caring and orderly community where the rights of all individuals are respected, and
responsible citizenship is valued.

It is the responsibility of all individuals, students, staff and parents in the Matthews Hall community, to
ensure that a safe, peaceful and positive learning environment is maintained. Behavioural
expectations are based on self-discipline and respect for others.

These values are manifested through:
17
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respect for the rights, feelings, privacy and property of others
a spirit of caring

honesty

courtesy and good manners

pride in the school

pride in the wearing of the school uniform

punctuality

respect for school property and maintaining tidiness in the school
preparedness for class and a positive attitude to learning
academic integrity

observing school rules in a cheerful and positive manner
willingness to volunteer

Expected Behaviour at Matthews Hall:

>
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A\
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>

All members of the school community must respect and comply with all applicable federal,
provincial and municipal laws.

School staff members are expected to maintain professional boundaries in all forms of
communication, including electronic communication and social media.

All members of the school community must treat each other kindly, and with respect, at all
times.

Rough or dangerous play is not permitted.

Every student is expected to be punctual and to come to class prepared with the appropriate
materials. During class, the student’s full attention should be directed to the teacher and to
her/his studies. Distracting other students is not acceptable.

Inappropriate or offensive language should never be used by any person in this school
community. This includes insults or jokes of a discriminatory or sexual nature.

Every student is expected to complete homework and assignments on time. When class work
is missed due to an absence, it is the student’s responsibility to find out what was missed and
to complete the work. In the case of primary students it may also be the family’s responsibility.
Gum chewing is not permitted on the school campus or during school events off-campus.

All students are expected to show proper care and regard for the property of the school and
other students. Willful vandalism will not be tolerated.

Every student is expected to wear the correct school uniform and to wear it properly.

All members of this school community must never be in possession of, use or pass to others,
alcohol, illegal drugs or unauthorized prescription drugs. The entire campus at Matthews Hall
is a smoke and vape-free environment.

Every student is expected to show respect for the staff in following classroom and school rules.

Matthews Hall reserves the right to refuse re-registration as a result of a parent’s or student’s failure
to abide by the Code of Conduct.

Code of Conduct - Parents

The following Parent Code of Conduct is binding on all parents and guardians of Matthews Hall and,
along with the Enrolment Agreement, forms part of the Contract of Instruction between Matthews Hall
and each School family.

The philosophy of Matthews Hall is to focus on developing a love of learning while guiding and
challenging every student through all stages of their development. The School is dedicated to the
education of students in a safe and caring community that fosters the development of character,
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courage, creativity and a passion for learning. The School promotes responsibility, respect, civility
and academic excellence in a safe learning and teaching environment. All students, parents,
guardians, teachers and staff members have the right to be safe, and feel safe, in the school
community. With this right, comes the responsibility to contribute to a positive school climate.

The standards of behaviour embodied in this Parent Code of Conduct apply to parents and
guardians, who are an integral part of the school community—whether they are on school property,
on school buses, at school-related events or activities, or in other circumstances that could have an
impact on the school climate.

These standards should be embodied in all correspondence with the school, including written,
electronic, and verbal communication.

Parents and guardians play an important role in the education of their children and have a
responsibility to support the efforts of school employees in maintaining a safe and respectful learning
environment for all students.

Parents and guardians fulfil their role when they:

show an active interest in their child’s school work and progress

communicate regularly with the school

help their child be properly dressed and well-prepared for school in keeping with the School’s
uniform standards

ensure that their child attends school regularly and on time

promptly report to the School their child’s absence or late arrival

show that they are familiar with the Matthews Hall Code of Conduct and school rules
encourage and assist their child in following the rules of behaviour

assist school employees in dealing with disciplinary issues involving their child

VVVVY VVYV

Central to the Parent Code of Conduct is the understanding that each member of the School
community will follow certain standards of behaviour. A willingness to accept responsibility for one’s
actions and conduct is fundamental to the Parent Code of Conduct.

Parents, like other members of the school community, must:

respect and comply with all applicable federal, provincial and municipal laws

respect all members of the school community, especially school employees and persons in
positions of authority

support the efforts of school employees to maintain a safe and respectful learning environment
respect the need of others to work in an environment that is conducive to learning and
teaching

demonstrate honesty and integrity

treat others with dignity and respect at all times, especially when there is disagreement
respect the rights of others, and treat others fairly, regardless of race, ancestry, place of origin,
colour, ethnic origin, citizenship, religion, gender, sexual orientation, age or disability

show proper care and regard for school property and the property of others

take appropriate measures to help those in need

resolve conflict peacefully

YVVYVY VVV VV VY

Examples of inappropriate behaviour include, but are not limited to:

19



A\

VV VY

VVYVY 'V

>

exhibiting disrespect towards members of the school community, especially school employees
and other persons in positions of authority

exhibiting conduct injurious to the moral tone of the school or to the physical or mental well-
being of others

bullying, intimidating or threatening a member of the school community

fomenting negativity in the school or broader community by engaging in gossip, defamation, or
detraction of the School or its staff, faculty or administration

inappropriate use the School’s staff, parent or Board email directory

failing to abide by proper communication protocols by interfering in matters involving other
people’s children or their parents (i.e., first point of contact is teacher, followed by
administration if support is required. Parents are not to contact other parents regarding school
day concerns or issues; such concerns are to be handled/managed by teachers and
administration on behalf of the School

interfering with supervisory staff or students on the school’s playground or during field trips,
classroom visits or any school activities

interfering in the School’s disciplinary processes

uttering a threat to inflict serious (bodily) harm on a member of the school community
harassment of any kind

Sanctions which fall under the purview of the Head of School:

Following an incident or concern, the parent must agree to meet with Senior Administrators at
Matthews Hall upon request. The purpose of the meeting will be to review the School’s
concern and implement a plan for resolution and repair.

If no repair or resolution is possible, or if the behaviour is deemed serious enough by the Head
of School, the parent’'s campus access may be restricted (up to and including a Notice of
Trespass for serious concerns).

Refusal of the parent to meet upon the request of the administration, OR an unsatisfactory
outcome from such a meeting OR a failure to cooperate with procedures outlined by the
administration, may result in the compulsory withdrawal of the parent’s child for the remainder
of the school year with no option to re-enrol. NOTE: As outlined in the School’s Enrolment
Agreement, all fees are forfeit, if student withdrawal is required.
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Computer Use
To ensure student safety, and preserve the integrity of the school’s network, it is necessary to adhere
to common standards of computer use.

Matthews Hall uses technology resources to enrich the curriculum and to provide opportunities for
writing, research and the development of presentation skills. All students must adhere to the
following:

> Users (everyone with access to a personal user account) are given their own unique login
along with a secret password. No one is to share or allow anyone, at any time, to log in using
her/his name or password. Each user is responsible for anything accessed using her or his
password. Shared drives on the school network are to be used respectfully and for the purpose
of school work
The school’s computers and iPads are to be used for school-related tasks only.
There must be no eating or drinking when using school computers.
The administration, technology consultant and teachers have access to all student files.
The sending of harassing emails to classmates or the uploading and/or downloading of
inappropriate material are improper uses of the Internet and will not be tolerated.
A firewall is in place to deny access to inappropriate sites at school.
Since Matthews Hall is an environmentally responsible school, the use of computer paper must
be reasonable. Students must proofread their work carefully, use ‘print preview’ and ask
permission from the teacher prior to printing.
To use the Internet, parents and students are required to read and sign the Computer and
Internet Use Agreement.

YV VVYVYVY
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Discipline
School discipline ensures the safety of students and staff and promotes an environment favourable to
learning. Discipline is a progressive process at Matthews Hall.

The focus of progressive disciplinary procedures at Matthews Hall is to help students identify their
responsibilities and to accept the outcomes for the choices they make regarding those
responsibilities. Ultimately, the goal of school discipline is the development of positive self-discipline
and good citizenship.
The school’s expectations for student behaviour are outlined in the Code of Conduct, Student Honour
Code and other policies, procedures and rules contained in the Handbook. Student misbehaviour will
be dealt with in a fair and respectful manner and will follow due process:
> the infraction or alleged incident will be investigated
» in the case of a serious infraction the student’s parents will be contacted promptly and will
have an opportunity to respond to the issue and the student will have an opportunity to be
heard
» in determining the penalty to be imposed, the school believes that the consequence should be
measured, commensurate with the offence committed and the age and developmental stage of
the children involved, and fully consider the safety of others and impact on the learning
environment
» the consequences may range from a reminder or warning for a minor infraction of the Code of
Conduct to suspension or expulsion for major infractions; this includes infractions of other
policies, procedures and/or rules
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» the classroom teacher will normally determine the consequences for misbehaviour. In more
serious circumstances, the school administration will be involved in determining the
consequences

» the consequence will be monitored to achieve appropriate behaviour

» in the case of suspension, a re-entry plan will be required

» in the case of expulsion, due process will be followed.

The school makes every effort to assist students in adhering to the rules. All members of the school’s
administration and faculty are concerned with the discipline of each student in the school and are
committed to the principles of restorative justice. All final disciplinary decisions are the purview of the
Head of School.

Distribution of Correspondence
Clear communication is important.

Any correspondence to be distributed or posted through the school requires the prior permission of
the Head of School.

Requests from parents for special letters, references or assessments for outside agencies must be
referred through the office of the Head of School.

Entrances and Exits
The identification of entrances and exits to be used ensures the safe and orderly movement of
persons on the campus and controls trespassing by unwelcome intruders.

Classes will move throughout the campus in an orderly manner accompanied by teachers and
supervisors. Following recesses, the students will line up and be escorted to their classrooms by their
homeroom teachers. Normally students are not to use the front entrance of the school.

At morning, noon and recess times, students will enter the school through designated doors.

For student safety, visitors are required to sign the visitor’s book in the School Office and their
presence announced to the teacher whom they are visiting, before being admitted.

Food
The expression of good manners is an important part of the social development of all of our students.

In most cases, all lunches, snacks and refreshments are to be eaten in the classrooms. Students are
expected to sit while eating and observe good manners. All parents, students and staff are reminded
of the folllowing;

For the safety of students with food allergies, Matthews Hall strives to be a “nut-free” school.

Glass containers for drinks are dangerous and should not be used.

Lunch should be packed in containers that are easy for the child to manage.

A microwave oven is not available for student use.

Parents must first check with the teacher for permission before bringing or sending any food
to the classroom that is to be shared. This includes celebratory treats and snacks.
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Fundraising
All students benefit from approved fundraising events.

On occasion, fundraising activities take place. Funds from these events are allocated to special
projects. All fundraising activities at the school must have the approval of the Head of School.
Students are reminded that door-to-door canvassing is not permitted. Participation by students in
fundraising activities shall be voluntary.

Health Concerns
Maintaining a safe and healthy environment is a school priority.

The practice of personal hygiene promotes mental and physical health, as well as the social well-
being of the student. All students are asked to practice good hand washing habits and to be careful
when handling food.

Community hygiene is concerned with the prevention of communicable diseases such as influenza,
COVID-19, pink eye, chicken-pox, impetigo, whooping cough, measles and strep throat. In the
interests of the health of all persons at the school, parents are asked that any children who are
suspected to have, or have been diagnosed with, any communicable disease remain at home until
the period of infection is over. Should a student be at the school when they are suspected to have
and communicable disease, the family will be called and the student will be sent home until where
they will remain until the period of infection is over.

Spring and Fall are the seasons when pediculosis (head lice) is most prevalent in school children.
Lice spread through head to head contact, or by the sharing of headwear. If you find evidence of
head lice, please inform the school. Information is available from a pharmacist and the Middlesex-
London Health Unit. Affected students must remain at home until treatment has been applied and
there are no active lice or nits in the hair.

If a student feels ill at school, they must notify the teacher, who will express this concern to the
School Office. The School Office, conferring with the Head of School or designate, will follow up as
directed. Only an adult from the school will communicate with the family.

It is the parents’ responsibility to provide the school with information regarding any allergies their child
may have. Any allergic conditions should be identified at the time of admittance or as soon as an
allergy is detected later in the child’s life. In cases of life-threatening or severe allergies there are
special school procedures.

See also Section 4 - Student Services, Emergency Medical Treatment for additional information.

Leaving School Campus
Student safety is a priority.

Students may not leave the school campus at any time without their parent, an appointed guardian or
written permission from the parent. Should a student leave the school campus without the appropriate
permission, they will be sent home upon their return for the remainder of the day and the next day.
Occasionally, a student will need to be taken from school by a parent for an important reason. On
these occasions, the parent should notify the school ahead of time. On arrival, the parent must check
in at the School Office. The student will then be called to the School Office by the school secretary.
Occasionally, parents pick up students to take them to lunch. This practice is acceptable, provided
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the above procedure is followed. Unless accompanied by a parent, students remain at school for
lunch.

Upon the student’s return to school, parents must bring the student to the School Office to check in.
The school secretary will give the student an admit slip to take to the classroom teacher.

When a person other than the parent or guardian is picking up a student, authorization by the parent
or guardian for doing so must be provided in writing to the School Office.

Lockers and Coatrooms
Orderliness and care of personal and school belongings are desirable character traits in Matthews
Hall students.

Students in the main building are asked to keep their coatrooms or lockers tidy by hanging up all
clothing. Students in Grades 4 to 8 will be assigned a locker. It is the student’s responsibility to keep
the locker neat and clean and observe habits of good hygiene. Old lunches and snacks must not be
stored there, stickers and tape must not be affixed to lockers and locker fronts must remain clear of
any postings. For safety reasons locks will not be used. Locker doors should be able to close
without a lock. No valuables should be left in the locker. The school is not responsible for the loss or
theft of valuables left in the locker. The school reserves the right to inspect desks and lockers.

Musical Instruments
Children must learn to take care of property provided for their use.

Music is an integral part of the curriculum at all grade levels at Matthews Hall. Students in Grades 5
to 8 study instrumental music. Students must take care of the instruments whether they are provided
or leased. They are responsible for safe storage at the back of each classroom and for proper use of
the instruments. They are expected to have them ready for their classes and to practice them
regularly. With leased or school-owned instruments, the student will be held responsible, and may be
required to pay for damage due to negligence or loss.

National Anthem
Patriotism and pride in Canada are demonstrated by proper demeanour during the playing of the
national anthem.

The national anthem is played at the beginning of each school day. All students, staff and visitors are
expected to show respect for our country and its anthem by stopping whatever they are doing and
standing steady when O Canada is played and remain quiet until announcements are completed.

Newsletter
Good communication is the heartbeat of a healthy school.

The school newsletter is generally published electronically each week and is the primary
communication document for the school. The newsletter is a useful planning guide as it contains a
weekly calendar of events at the school as well as a preview of major events coming in the school
year. Readers will also be informed of the achievements of students, staff and parents and other
newsworthy events of interest to the Matthews Hall community. The newsletter is emailed on Friday
after school or distributed electronically over the weekend. A summer mailing to help prepare for
school opening is also sent to parents during the summer vacation.
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To be fully abreast of the school activities, reading the weekly newsletter is an important
commitment for parents, faculty, staff and students.

Plagiarism
Academic integrity is intrinsic to all academic institutions.

The school must ensure that all students are doing their own work and are being evaluated on their
own work. Academic dishonesty is treated seriously. Plagiarism is the copying of the work of another
person or generating work using artificial intelligence and submitting it as one’s own. Students must
not copy the work of another author or student without giving due credit. This applies not only to
information found in books, but also to sources from the Internet. Students must always use their own
words.

Playground
Fair and safe play is everyone’s business!

Students are expected to play fairly and safely at all times. Learning to share equipment in a safe
manner is stressed with all students. For student safety, only approved games may be played on the
playground. Students must play in areas where they can be seen by the playground supervisors.
Students may play on the school grounds during recesses, but not after school dismissal in the
afternoon as there is no teacher supervision at this time. Students who arrive before 8:40 am must
go directly to the Extended Day program. After 8:40 am students are to go directly to their
classrooms where they will be supervised by their teacher as they prepare for the school day.
Students are provided with play and sports equipment for recess time. Each class is responsible for
this equipment. Equipment may not be taken from the physical education storage room for use during
recesses. Personal equipment is not to be brought from home. All students are reminded of the
school rules of no rough play. For those who struggle with the playground and recess protocols, their
opportunity to participate can be curtailed or removed.

Posters
Clear and non-offensive communication, displaying appropriate language usage, is to be
demonstrated by students.

There are times throughout the year when students need to communicate with the school community
by displaying posters promoting classroom or school-wide events. Teachers will approve the content
first and give approval for the posters and will indicate where and how the posters may be exhibited.
Students putting up posters outside the classroom in the school hallways must obtain approval from
the Head of School or Head’s designate.

Safety Drills
Drills are mandated to make Matthews Hall a safe environment for all students and staff.

Fire and building evacuation drills and lockdown procedures are carried out. Teachers practise
evacuation procedures with their classes until they are confident that the students are able to leave
their location and proceed to assembly areas safely and efficiently. School-wide drills will be held
early in September and throughout the year. At any time, the London Fire Department may conduct
an unannounced fire drill. In case of actual evacuation, Zarfas Hall, located on roadway #1 on the
grounds of CPRI, will be used. In an actual emergency, all parents will be notified.
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Student Complaints
Fairness and due process will be followed in dealing with student grievances.

Following due process, students and parents should take complaints to the teacher first. If the issue
cannot be resolved at this level, then it may be necessary to involve the Head of School. In all
instances, care will be taken to ensure that all students are treated fairly. For conflicts that arise on
the school playground, the student should bring the problem to the attention of the supervising
teacher.

Student Non-Solicitation Policy

Students are advised (and parents reminded) that Matthews Hall cannot facilitate the sale of goods or
the active sponsorship of children’s out-of-school activities or school activities on school premises (for
example: pledges for sports teams, scouts, drama, dance etc.) This puts our faculty and staff in an
unfair position when approached by students to make donations or purchases in support of non-
school activities. Since our staff cannot be expected to support every child’s request, we must insist
that no such appeals are permitted on school premises. Thank you for your understanding.

Supervision of Students
To ensure a safe environment for all students, necessary supervision will be in place.

Students cannot be unsupervised on the school campus. They may not be in classrooms or other
areas of the school, such as the library or the gymnasium, without supervision.

Teachers supervise their classrooms before school begins from 8:40 to 8:55 am and the playground
during all recesses. There are also teachers supervising after school from 3:55 to 4:10 in the hallways
and in the student pick-up and bus loading areas. Students may not use the playground without
parent supervision at this time. Students will be directed to Extended Day if they are on the
grounds before or after supervision time without an activity to attend. Parents of students who
are not registered for Extended Day will be subject to a surcharge plus the regular fee.

Telephone Use
The school’s telephones are for business purposes generally or for student/parent emergency calls.

Students may use the school’s telephone for important reasons only. They must seek the teacher’s
approval first and then they will be given a note to take to the School Office to explain the reason for
the call. Any call involving health concerns will be made by School Office staff. Students may not
bring cellular phones to school. On field trips, supervising teachers carry a phone and will call if an
emergency arises. On extended trips, the teacher will call to inform the school of the group’s safe
arrival at the destination.

Traffic Safety
The safety of our students and managing traffic flow is a collaborative effort at Matthews Hall.

Driver cooperation, common sense and respect for others contribute to a safe start and end to your
child’s day. We ask that all parents follow these procedures for entering and leaving the property.

‘Loading Zone’ and Parking for drivers of students in Grades 1 to 8
Enter St. Thomas Aquinas Catholic Secondary School Drive and proceed south on the two-way road
» Turn west onto the one-way RING ROAD and proceed to the “LOADING ZONE” on the west
side to stop to drop off or pick up your children. Students and belongings should be ready
beforehand to speed up the drop-off or pick-up of your children OR
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» Proceed to the parking lot if you're accompanying your children onto or off the playground.
Please say good-bye to your child at the exterior school door.

Kindergarten parents are to use the front East lot, and enter with their child through the secure gate to
meet the teacher on the Early Primary Learning Centre playground. Siblings of kindergarten students
may enter the school through the Early Primary Learning Centre.

Please note that:
» Cars are to proceed one way only.
» There is no parking on the two-way drive of St. Thomas Aquinas Catholic Secondary School.
» Park in our parking lot only. The front parking lot is only to be used by parents of kindergarten
students. No exceptions.

Our dismissal rules are listed below and all persons are expected to follow them while on school
property:

> At 3:45 pm, car students from Grades 1 to 8 walk directly to the west gate ‘Loading Zone’ and
line up on the sidewalk. Bus students go directly to the front atrium doors and line up inside.
Parents of kindergarten students meet their children on the Early Primary Learning Centre
playground.
All students and drivers are to follow the directions of the supervising teacher.
No student may play anywhere on the playground from 3:45 to 4:10 pm.
Students load cars and buses according to the directions of the supervising teachers.
Parents or other drivers who are using the parking lot must walk to the south gate to
accompany students to cars.
Students may not use the south gate without adult accompaniment. For students’
safety, there are no exceptions to this rule.
Students who are not picked up afterschool go to the Extended Day Program until their drivers
arrive. Drivers must park their cars and proceed to the Extended Day Program where the
supervisor will release the students. Costs for Extended Day plus a surcharge will be charged
to the student’s family.

YV VWV VVVV 'V

Students who ride their bicycles to school must have parental permission to do so. Bicycles are to be
locked to the racks in the corner of the playground. If older students are to walk, take city buses or
taxis, parents must notify the School Office in writing.

Transportation of Students
Matthews Hall is committed to safely transporting students to school-sponsored off-campus activities.

Private vehicles may not be used to transport students to off-campus activities without the permission
of the Head of School and parents and with proper waivers being signed by volunteer drivers. While
Matthews Hall is not a guarantor for our transportation providers, only vans and buses operated by
licensed carriers will be used.

Students must exercise caution when getting on and off the bus. The driver’s authority on the bus is
to be respected. Students will be assigned seats and good behaviour is expected. There must be no
yelling or waving of arms outside the windows and eating and drinking on vehicles are not permitted.
Consequences for misbehaviour may range from a warning to loss of transportation privileges.

Uniforms, Dress and Grooming
A positive school climate, team effort, spirit and pride in Matthews Hall, are all promoted by the
school’s dress code.
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All students, from Kindergarten to Grade 8, are expected to attend school in the appropriate uniform.
Uniforms must be clean, in good repair and properly sized. All students must have indoor, outdoor
and physical education shoes that do not leave marks on floors. Indoor uniform shoes must be black
and be able to be polished. Children in primary do better with shoes with Velcro fastening. Students
are expected to keep their uniforms neat and orderly throughout the day. Kilts should be no more
than 3 centimeters (two fingers) above the knee. There are three styles of uniforms, which are listed
below.

The formal uniform (Dress #1)

The formal uniform is worn on Monday, Wednesday and Friday. This uniform is worn to most school
assemblies. It is also worn on specially designated days and occasions, such as Founder’s Day and
Closing Exercises. Special days and occasions when the formal uniform is to be worn will be
announced by the Head of School.

The informal uniform (Dress #2)
The informal uniform is worn on Tuesday and Thursday.

Uniform shorts are available for warm weather days. These may be worn in the Fall up to
Thanksgiving, and in the Spring after Victoria Day unless otherwise announced.

The physical education uniform

The physical education uniform is worn for physical education classes, intramurals, cross-country
running and inter-school sports. It is also worn for some outdoor activities such as day trips and
overnight camps. The students will be informed of the occasions when wearing this uniform is
appropriate. A gym bag, imprinted with the school’s name, will be provided by the school to store t-
shirt, shorts and shoes.

| For detailed information on the uniforms, please refer to the brochure Matthews Hall School Uniforms.

House League T-Shirts

The school store stocks team House League t-shirts that will be used throughout the school year to
build school spirit and house league team identity! Each student will be required to purchase a house
league t-shirt, which will be worn during house league events and theme days.

Winter boots must be removed before entering the classroom. They should be stored neatly as
directed by the classroom teacher. Shoes are stored on the top shelf of the lockers at the end of the
day.

Students may, on special theme days, be given the opportunity to wear clothing other than their
uniforms. On these occasions, students are to dress in a respectable manner with clothing
appropriate to the theme of the day. No objectionable words, pictures or symbols are to be displayed.
Otherwise, they are expected to wear the uniform.

Excessive jewelry or accessories are not permitted to be worn with the school uniform. Approved
pins, such as the Grade 8 graduation pin, may be worn on sweaters or blazers. Hair is to be neatly
groomed and all hair should be neatly pulled back from the face during any activities where long
loose hair is deemed to be unsafe. Girls may wear plain red, green or black or Stewart Tartan hair
accessories to hold hair back. Ball caps, etc., may not be worn indoors. Non-uniform jackets or
hoodies must not be worn indoors for warmth. School blazers and sweaters exist for this purpose.
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Only clear nail polish is permitted. Students must not wear makeup at school. Students must not
display tattoos or coloured hair. Smart watches are not permitted at school.

Students who are not dressed in proper uniform will be directed to the office and must be dressed
appropriately before re-entering class. Students who are missing a uniform item may be provided with
a replacement from the school store and the cost will be charged to the family.

Habitual uniform infractions will be addressed with students and parents by classroom teachers or the
administration.

All clothing, shoes and bags must be labeled with the child’s last name.

Valuables
Students should exercise prudence in bringing valuable articles to school.

Students should not bring non-essential valuable articles or large sums of money to school.
Exceptions are the bringing of tennis racquets and privately-owned musical instruments. The student
must look after them and the school will not accept responsibility for the safe care of any of these
items. If a student must come to school with a significant amount of money, she/he should take it to
the School Office to be kept until the end of the day.

Visitors
Matthews Hall is committed to creating and maintaining an environment that is safe and welcoming
for students, staff, parents and the school community.

For student safety, the school must, at all times, know what persons are on the school campus. All
visitors are required to report their presence at the main office. Parents dropping off an article, lunch
or note to students in either building must check in at the School Office. We will arrange for delivery of
items. If parents are removing a child early from school or are bringing a child back to school, then
they must go to the School Office.

All community visitors and parents staying to conduct workshops or other activities in the school must
receive a visitor's badge that will identify them as welcomed visitors to our school.

Volunteers who are in regular and direct contact with the children will be required to submit to
a “Vulnerable Person’s Screening” by the London Police Department.

Washroom Use
For etiquette and safety, students are required to seek permission to leave the classroom.

Students must ask their teacher to leave the classroom to use the washroom. During other activities,
and during recesses, permission should be sought from the supervising teacher.

At recesses, students will use their assigned washrooms. Permission to use the washroom will not
be unreasonably withheld.
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Academics and Co-curricular Activities

Academic Placement Policy
Matthews Hall is committed to an educational program that promotes success for all students.

Placement decisions at Matthews Hall are based upon the following criteria:

» Academic progress of the student

» Social adjustment of the student

» Emotional maturity of the student

» Age of the student

» Attendance
It is the responsibility of students to perform all learning tasks, comply with behavioural expectations
and progress towards Matthews Hall’'s academic standards and the individual goals expressed on
their reports.

Promotion
Students will normally progress through the grade levels at Matthews Hall by demonstrating
achievement of expected grade-level learning outcomes.

Retention

Grade retention is rarely necessary, but may be proposed when a student has been absent from
school due to lengthy periods of iliness. Most often it is recommended because of a student’s lack of
academic readiness.

In every case, retention will only be considered when it is in the best interests of the student. Children
at risk of retention will be identified early in the second term of the academic year and parents will be
notified. The teacher, parents, and the Head of School (or designate) will be involved in the process
of making the decision of retaining a student. Retention may be considered at any grade level.

Acceleration

Acceleration may be considered to better meet the learning needs of an academically and socially
advanced student. This student will demonstrate ability and academic achievement that is
significantly above the mean for the normal grade level placement. If a student is not successful in the
transition, a review of the decision will be made with the option of returning the student to the former
grade level.

The Head of School shall be responsible for making the final decision regarding the promotion,
retention or acceleration of a student.

Admission Procedures
Matthews Hall attracts families who share our vision and beliefs in education.

Matthews Hall welcomes inquiries from families interested in a challenging and values-based

program. The school attracts diverse students who love to learn, have a variety of interests and enjoy
school life.
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To determine a candidate’s readiness for Matthews Hall, we consider previous school reports, the
results of any formal educational assessments and observations from a day at school.
Any family interested in applying to Matthews Hall should follow these steps:
» make an appointment for a parent interview and tour
» complete an application form, including a non-refundable application fee, and submit it to the
school, with appropriate documentation
» arrange for the child to visit the school

Applicants are notified of acceptance by email.

| Matthews Hall, in its sole discretion, reserves the right to refuse admission to any student.

At Matthews Hall, student re-enroliment is not automatic and is subject to annual review.

The school reserves the right to decline re-enrollment for any student where it determines that a
student’s continued attendance is not in the best interests of the student, the school community, or
both, as agreed to annually by parents/guardians and students through the registration process.

Alumni Class Representatives
It is important and desirable to maintain contact with all alumni.

To act as a link between the school and its alumni, every year a graduating student is selected to be
a contact between the school and that class.

Ambassadors’ Club
Matthews Hall provides opportunities for students to demonstrate leadership skills and school spirit.

Students in Grades 1 to 8 are selected to represent their classes as members of this club each
semester. The purpose of this club includes the following:

» to promote enthusiasm for school activities and build school spirit

» to act as hosts, greeters, guides and helpers

» to undertake projects which carry the school’s name positively into the community
A rotation of student ambassadors is encouraged in order to support and cultivate the leadership
skills of many students.

Assemblies
School spirit and community are fostered by attendance at regular assemblies.

School assemblies for Grades 1 to 8 are usually held one Wednesday per month, or as otherwise
indicated on the school calendar or as announced. Kindergarten students usually only attend on
special occasions. There may be special speakers and presentations. School-wide announcements,
information on upcoming happenings at the school, outcomes of special events and student
accomplishments are all shared.

Students participate in regular school assemblies and learn to show appropriate behavior suitable to
the occasion. Some assemblies are formal and solemn, while others are intended to foster fun and
school spirit. Students enter and leave the assembly hall as appropriate in the company of their
teachers. Dress for most assemblies is formal uniform unless otherwise indicated (i.e., some
assemblies may coincide with a special theme or House Activity day).
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Assessment and Evaluation Process
All students at Matthews Hall are encouraged and helped to achieve their personal best.
Improvement in student learning is the shared responsibility of students, family and teachers.

Student assessment is an integral and continuous part of the curriculum. A wide variety of
assessment strategies are used and students are assessed on both achievement and learning/social
skills.

Assessment in all programs includes in-class course work, homework, projects and tests. In some
older grades, teachers will provide the students with information on the assessment weighting for
each course at the beginning of the academic year. Any single assessment will not exceed fifteen
percent of the final grade in any class.

When tests are scheduled, teachers are expected to provide students with written study outlines,
allowing several days for review.

The student’s report card grade is arrived at through this system of weighted assessment activities.
In addition to normal classroom assessment, individual, class-wide and school-wide assessments
may take place. Annual achievement tests for students in grades three, six and eight in mathematics
and language are performed using the Canadian Achievement Tests. These tests are scored
externally and retained in the documentation file of each student’s Ontario Student Record.
Matthews Hall also assesses the classroom programs to ensure an up-to-date and challenging
curriculum for students at all grade levels.

Athletics
Participation in school athletic events provides an excellent opportunity for personal growth and the
initiation of a lifelong interest in physical activities.

Beyond participation in the instructional physical education program there are many opportunities
provided at Matthews Hall for students to participate in athletic activities. These occur at three levels:
House League programs, intramural sport activities, and competitive teams. Many of these activities
are seasonal and there is a good variety of activities at different times of the year in which students
may participate. All students are encouraged to participate in school wide activities.

Students who play on inter-school teams are reminded of the commitment that they make to the team
when representing the school. They must reliably attend all practices and games.

Chess Club
Participation in chess clubs nurtures the potential of many talented students.

Students are encouraged to participate in the noon hour club by the school’'s Chess Instructor.
Matthews Hall is also the site for city-wide chess tournaments.

Co-curricular Activities
All students are encouraged to participate in, and contribute to, the broad school experience offered
at Matthews Hall.

The school offers a wide range of opportunities for students at all grade levels to become involved in
co-curricular activities. Students may volunteer to join many clubs and activities, but for some the
students must be selected. We hope that all students will choose to participate in an activity of their
choice. Besides clubs and athletic activities, there are also choirs and instrumental music ensembles
that welcome student participation. Students will need to choose wisely, as some activities may run
simultaneously and a commitment of regular attendance is required. All school clubs and groups must
have approval from the Head of School. Co-curricular activities are recorded on the report card.
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Community Service

Our students feel great joy and personal satisfaction when they serve the needs of others.

The development of leadership qualities in all Matthews Hall students includes instilling a commitment
to use their knowledge, skills and resources in the service of others. This service may take place in
the school and local community and also in the context of the broader global community. The school
encourages service that is self-directed, in which students take personal responsibility. Often, this
service grows when the student recognizes that something needs to be done and does it willingly.

In the classroom, students are assigned as monitors with specific tasks to complete. Often, these
positions rotate weekly so that all students have the opportunity to experience different tasks.

To contribute to the good of the local community, students are invited to join the fight against cancer
by participating in the Terry Fox Run. They can help the less fortunate in our community through our
annual food drive for St. Joseph’s Hospitality Centre. To help needy children in other countries,
students can participate in a variety of sponsorships throughout the year.

Graduation Exercises
Graduation is a family celebration of each student’s success at Matthews Hall.

This occasion recognizes the achievement of each Matthews Hall graduate and it is celebrated at a
graduation event with family, invited guests and staff. The cost for each graduate to attend is covered
by the School. A Matthews Hall Graduation Diploma is presented to each student. The first occasion
on which the graduates are recognized occurs at the Founder’s Reception. At that time, the students
are presented with graduation photographs and school pins. A valedictorian is selected by the
graduating class and faculty and recommended to the Head of School. The valedictorian will be
invited to address the families and guests on behalf of the graduates. The graduating class may also
present a gift to the school. An Alumni Class Representative is also selected.

Green Team
Protecting our environment is a team effort.

The Green Team at Matthews Hall is an enthusiastic group of students and teacher(s) who lead
environmental projects at the school. The Green Team has given leadership to the construction of our
Outdoor Classroom and to planting an extensive border along our fences to promote enjoyment of
our outdoor spaces. The Green Team also promotes the recycling program at the school.

Healthy School Committee
A healthy school environment includes the social, emotional, and physical well-being of the entire
Matthews Hall community.

This committee promotes a healthy lifestyle among all members of the school community. The
committee is active in promoting involvement through such activities as the Kilometer Club. Research
indicates that there is a positive relationship between good physical fithess and school achievement.
We must all encourage our young people to eat in a healthy manner, and to participate in vigorous
physical activities regularly to counteract societal tendencies toward a sedentary lifestyle.

Homework
Good study habits and reinforcement of work done at school lead to academic success.

It is a school expectation that all students in grades one to eight will do homework. This promotes
self-discipline and good study habits and provides a review of material that has already been taught
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in class. The amount varies from day to day, but teachers do try to ensure that the student’s workload
is reasonable. In Grades 6 to 8, where students are on rotary timetables, monthly calendars of major
projects and tests are recorded on Google Calendar. If your child appears to have too much or too
little homework, please communicate your concern to the homeroom teacher. Students in Grades 5 to
8 are also expected to regularly practice their instruments.

The guidelines for homework are as follows:
» Grades 1 and 2 - fifteen minutes of review or reading with a parent may be required
» Grade 3 - 15 to 30 minutes to a maximum of four school nights weekly
» Grades 4 and 5 - 30 to 40 minutes to a maximum of four school nights weekly
» Grades 6, 7 and 8 - 40 to 60 minutes to a maximum of five school nights weekly

All daily homework should be recorded in the student’s agenda. There is space in the agenda for
parents to communicate with the teacher regarding homework. Students in Grades 5 to 8 should also
include time for practising their instruments.

Teachers in Grades 6, 7 and 8 must communicate information about major assignments and tests
through Google Classroom and Calendar. They will provide specific information about the task, due
dates, procedures, rubrics, as well as study outlines to assist students with their long-range planning.
Students will have a school provided email for access.

Students who are absent due to illness are encouraged to recuperate first, then complete missed
work upon their return to school. If your child has been away for two full days and is likely to be
absent beyond that time, then you may call the homeroom teacher and request homework pick up.

Homework tips for parents and students:

record the homework in the agenda

set a consistent time for homework to be completed every night

provide a quiet space, away from distractions such as electronic devices

if required, provide supervised access to a computer

students in fourth grade and beyond should complete homework independently as much as
possible

parents should check that homework is completed carefully

parents should talk about what the student is learning in school

YV VVVVYVY

In recognition of our already generous holiday schedule, Matthews Hall makes no commitment to
providing extra school work to those students and families arranging extended vacations outside the
school breaks indicated in the school calendar. Students who miss extended periods of school owing
to family travel will be expected to re-join their classes in progress upon their return. The onus for
catching up on missed work remains the responsibility of the parents and student.

House System
Maximum participation builds physical abilities and promotes school spirit.

All students and each staff member are assigned to a house team, which accumulate points
throughout the year. This team assignment remains unchanged during their association with
Matthews Hall. Points may be assigned for athletic activities or school spirit events. The house names
are related to the various historic locations of Matthews Hall over its history: Oxford House, St.
George House, Waterloo House and Sydenham House.
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Late Assignments
It is important for all students to develop good time management and study skills.

When teachers set deadlines for assignments and projects, it is expected that these will be met by
the students submitting the work on time. If an assignment is handed in after the deadline, students
will be asked to confer with the teacher to account for the lateness. If the assignment or project is
incomplete, the student is asked to submit what has been done to be marked. In assigning all work,
teachers will set realistic deadlines.

When there are exceptional circumstances that prevent a student from handing in an assignment, the
students are expected to keep the teacher informed.

Library
Regular use of the library promotes the enjoyment of reading and the development of research skills.

The school library serves the academic and recreational reading needs of students and faculty. All
students are encouraged to make use of the collection of reference materials and literature. Students
are asked to follow all library procedures for selecting and signing out. All materials should be
returned by their due date. The cost to replace books that are lost or damaged will be charged to the
student’s family.

Ontario Student Record
Matthews Hall maintains an OSR for every student.

The Ontario Student Record (OSR) is the record of a student’s educational progress through schools
in Ontario. The OSR is an ongoing record and will be transferred, if the student registers at another
school in Ontario, or when the student progresses to secondary school. The OSR is maintained in
accordance with appropriate provincial regulations and guidelines. All OSRs are stored in a locked
and secured location.

Student report cards are filed in the OSR. An individual record of accumulated study in French as a
Second Language is maintained for each student and this is also filed in the OSR. Any educational,
psychological and health assessments of students are stored in the OSR. These reports will only be
included if, in the Head of School’'s judgment, they are conducive to the improvement of the
instruction of the student.

Only the Head of School (or designate) and the teachers of Matthews Hall have access to the OSR
for the purpose of improving instruction. Every student has the right to have access to his or her OSR.
The parents of a student have the right to have access to the student’s OSR, until the student
becomes an adult. Under both the Children’s Law Reform Act and the Divorce Act, 1985, the legal
right of a non-custodial parent to have access to a child includes the right to make inquiries and to be
given information concerning the child’s health, education and welfare.

Parent-Teacher-Student Conferences
Communication among parents, teachers and students regarding a student’s progress in learning is
essential.

Parent-teacher-student conferences are important scheduled opportunities to set goals and discuss
the child’s progress in school. It is a priority for Matthews Hall to meet with each child’s parents.
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Students, especially in Grades 3 to 8, are also encouraged to attend. Please refer to the School Year
Calendar for dates and times.

Personal Goals
The great challenge in life is to decide what’s important and focus on it.

A guiding principle at Matthews Hall is that “each child is a separate person living sanely and happily
with its contemporaries...” (Kate Matthews). In keeping with this, we admit a variety of students, in a
process which is noncompetitive: one child at a time interviewed, assessed, observed within the
setting of the school, to be a member of the school community. Upon enrolment, each child’s program
will receive much personal consideration as to teacher, classmates, areas of strength, needs for
support, talents and personal hopes. Class placement is an important part of our professional
decision-making for each child. These are educational decisions that rest with the Head of School. It
is a distinctive feature of Matthews Hall that every child in the school has personal academic and
social goals, and these goals are very important to progress. The first conference in October is vital,
because pivotal goals for the year are discussed on the first Interim Report. These will set the tone for
the teacher’s and family’s focus. All parents are expected to attend.

Many common sense adjustments can be made to facilitate growth toward goals: time, materials,
placement, and schedule. We hire inspired and passionate educators as classroom teachers,
professionals who are able to manage the variables in a classroom environment for children’s benefit.
We also hire specialists for French, the arts, physical education and chess to provide students with an
enriched educational experience. Finally, our school has Administrative personnel available to advise
and assist teaching staff with individual concerns.

Projects
Projects provide students with a valuable opportunity to investigate some aspect of their academic
program in greater depth.

In doing a major project, a student undertakes in-depth research and exciting student led inquiry.
Students are given the opportunity to learn the research, organizational and presentation skills that
they will later need to solve real world problems.

While all the projects involve research, the final product may take many different forms: essays, oral
presentations, audio-visual presentations, reports and design technology challenges.

All projects are suited to student capabilities. While parental interest and encouragement are
welcome, the project is assessed by the teacher based on the expectation that it has been done
independently by the student. The guidelines for specific project expectations by grade are as follows:

» Grades 1 and 2: As part of the program, the students will learn the steps involved in asking
and answering appropriate inquiry-type questions. These activities lay the foundation for the
development of future research skills.

» Grades 3, 4 and 5: Projects will be completed mainly in class. They may be assigned by the
teacher to be completed as a component of group work.

» Grades 6, 7 and 8: Research projects or long-term assignments may be assigned for
completion outside regular class time. In these cases, the project will require an independent
effort by the student. Sufficient time will be provided to complete these projects.

Teachers will supply families with clear particulars of expectations, standards and evaluation for any
at home project.
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Reporting Student Progress

Report Cards encourage students to set goals for learning and assist parents in supporting learning
at home.

The Matthews Hall Report Card is one of several means used by teachers to communicate student
achievement to parents and students. The Report Card focuses on three distinct aspects of student
achievement:

» Achievement of Curriculum Expectations: This section of the Report Card reports on the
student’s achievement of the curriculum expectations in each subject. The teachers identify
clearly the student’s strengths and areas for improvement and the next steps to be taken.

» Development of Learning/Social Skills: This section reports on the student’s development of
the skills required for effective learning. The learning skills identified on the Report Card can be
demonstrated by the student in all subjects and in other behaviour at school.

» Cocurricular Involvement: Students develop confidence and learn important skills through
involvement in cocurricular activities. Students are counselled towards participation in most
aspects of school life. For this reason, cocurricular activities in which the student is involved
are recorded on the end-of-term report cards.

School Calendar
Information in advance promotes participation and peace of mind.

An annual calendar is published in the resource section of our school website at the beginning of
each school year. It is updated regularly in the events section of our web site. Major events and
holidays are listed. Families are asked to refer to the calendar for reference and for planning ahead.
The weekly e-newsletter provides information about more specific and immediate activities. Together,
the annual and weekly calendars assist everyone to be prepared.

Student Agenda and Google Classroom
Through use of the Agenda or Google Classroom in the Middle School, students will develop
organizational skills.

At the beginning of the school year, students in Grade 3 to 5 receive a Student Agenda. This is an
important resource for both students and parents. Students in Grades 3 to 5 use the agenda to record
homework, projects and events.

The Agenda is also a valuable tool to assist in parent-teacher communication. It contains a message
pouch in which messages to and from home may be carried by the student. Students in Grade 6 to 8
use a Chromebook and Google Classroom to manage their assignments, collaborate and develop
independent time management skills.

Student Recognition and Honours
At Matthews Hall, we believe that our students excel in a variety of areas and that students should be
recognized for their unique achievements.

All students receive individual recognition in the form of a certificate indicating promotion to the next
grade and recognition of two qualities: one for educational excellence; one for a spirit of caring. In
addition, a variety of student awards are presented each year in recognition of academic achievement
and outstanding citizenship to students throughout the school. A number of longstanding traditional
awards are also presented.
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School Major Events
Traditional celebrations involve all and foster school community.

Traditional and important school events are attended by all students, their families, faculty, staff and
guests. The talents of the students are showcased at these celebrations. Attendance is expected for
the Celebration of Light, Founder’s Day and the School Closing Exercises. All students who commit
to school productions and to the Conference of Independent Schools Music Festival, Senior Choir
(Gr. 5 to 8) are expected to honour their commitment or communicate early regarding possible
calendar conflicts. A traditional part of the Closing Exercises is the performance of the Maypole
dance. All students must wear their formal uniform to Closing Exercises. Closing Exercises are held
on the last day of school.

School Trips and Special Programs
The Matthews Hall curriculum is enriched by out-of-classroom experiences that are an integral part of
the program.

Matthews Hall recognizes the value of field trips to the educational and personal development of
students. It is important, therefore, that all students participate in these classroom program
experiences. Students are expected to accompany their class. An annual school trip permission form
will be sent once each year with the summer mailing. Parents are asked to complete this form
carefully and return it promptly. Forms can be updated from time to time and will be resent if needed.
Details on each individual trip will be sent home with a simple response form to acknowledge receipt
of the information. When trips are taken to indoor events such as theatrical productions, all students
will wear the formal uniform unless otherwise approved. For outdoor or sporting activities, the school
tracksuit is often worn.

The cost of trips within the City of London will be covered by the student’s tuition fee. There will be
additional costs associated with trips that go beyond the city. The high standards of student behaviour
normally expected in a classroom setting are also to be demonstrated by all students while they are
participating in school trips. Full participation of all students in these trips and programs is expected.

Student Parliament
The Student Parliament is the voice of the students.

The mandate of the Student Parliament is “leadership, research, and service”.
The duties of the Student Parliament are as follows:

» to act responsibly on behalf of the students and the school,

» to promote educational excellence and a caring spirit;

» to conduct various inquiries inside and outside the school on fields of knowledge identified by

either the Parliament, staff, students, or guests after passing a motion to do so;

» to undertake duties that are helpful to the students, school and community.
Class representatives for Grades 3 to 8 are elected by the second week of September and cabinet
ministers are chosen by the end of September. The Cabinet is comprised of a Prime Minister, Deputy
Prime Minister, Minister of External Affairs, Minister Without Portfolio, Minister of Finance, Minister of
Athletics, and Parliamentary Secretary. The Ambassadors’ Club, the Green Team and Healthy
School Committee each send a representative to Parliament. Two staff advisors assist the students.
The class representatives take ideas from their classes to the Parliament where they are discussed
and voted upon. They also represent the students in various initiatives and organize events such as
Spirit Days. The Student Parliament also fundraises and sometimes presents a gift to the school at
the end of the year. The members of the Student Parliament study government structures and try to
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follow parliamentary procedure in conducting their meetings. These meetings are held every two
weeks.

Student Services
Student Services support the student toward personal success.

Student Services is that office in the school which serves as a bridge for students from enrolment
through graduation. This office maintains the Ontario Student Records, supervises the report card
process, provides problem-solving help for some school issues, assists in the process of outside
enrolment for graduates and connects with outside services as necessary for student needs. It is very
important, for effective communication and record-keeping, that all referrals to outside agencies and
all visits and/or reports with such agencies be coordinated through the office of the Head of School.

Tutoring Policy
Our faculty aim to meet the academic needs of all students.

Students needs are meet within the school day. Outside tutoring is only recommended in exceptional
situations. Matthews Hall teachers are not permitted to tutor students on a fee-for-service model.

Withdrawal From School

It is necessary to protect Matthews Hall from financial loss resulting from student withdrawals and to
minimize the expense to parents when such withdrawals occur.

Notice to the Head of School is required in writing in the event a student is withdrawn after
acceptance of an application for admission or reenroliment. The reason for withdrawal has no
effect upon any fees payable. The amount of non-refundable tuition and other fees varies according
to the date on which written notice of withdrawal is received. The Enrolment Agreement and Financial
Handbook contain specific information about key dates for notification.

The Head of School reserves the right to require the withdrawal of any student at any time during the
year.

Yearbook

Happy school memories are worth preserving!

Memories of the events and activities throughout the year at Matthews Hall are published in the
school’s yearbook. Included are class and club photographs. Students receive the yearbook each
Fall. The cost of the Yearbook is included in the tuition fee.
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Services for Students

Academic Support

Additional academic assistance is offered to those requiring assistance.

Tutorial times are included in our regular scheduling for students requiring academic assistance, at
the discretion of the Head of School.

Accident Procedures

Matthews Hall makes every effort to prevent accidents by promoting safety and by close supervision
of students.

A student who suffers a minor accident such as scrapes and abrasions, or insect bites, during the day
is asked to report to her/his teacher or to a supervising teacher if the incident occurs on the
playground. The student may be sent to the First-Aid Station in the School Office where first aid will
be administered by a staff member holding a First Aid certificate.

In the event of a serious accident, if the injured student is unable to report the injury to a teacher, then
another student should inform the teacher of the occurrence. The Head/Head’s designate will be
informed of the accident and an assessment of the injury will be made by them to determine the
course of action. Parents or guardians will be contacted, first aid will be administered, an ambulance
will be called, if required, and the child will be taken to a hospital Emergency Department.

Staff on supervision must not leave supervisory duties to escort children to the office. They will send a
student or another staff member to report at once. An incident report will be completed by the
supervising teacher and submitted to the office.

Appointments for Meetings

School administrators are available to meet with parents when appointments are scheduled.

Parents wishing to meet with the Head of School or other administrators are asked to call the Head’s
Executive Assistant to make an appointment. Be prepared to indicate the topic for the appointment.
This practice will help all to be prepared and to utilize time effectively. Students may meet with their
teachers as needed. If they wish to meet with a member of administration, they should speak to the
receptionist in the School Office or leave a message for them.

Bus Program

Student safety while using school bus transportation is a priority.

Bus transportation of students to and/or from school within the City of London is an optional fee-
based service that is available to your child. Arrangements for this service are made by the school
with a licensed carrier for door to-door service. Sufficient subscription will determine which routes will
operate. If you use this service you must ensure that your child is at the pick-up point in time for the
bus.

Parents must call Murphy Bus Lines, any time after 6:00 am, at 519-660-8200, if their child(ren) will
not be taking the bus that day. Parents/guardians must let the School Secretary know if they will not
be taking the bus home at the end of the day.

Students must follow all safety rules:

follow all procedures for getting on and off the bus

sit in the assigned seat

seat belt, if available, must be buckled

speak quietly and respectfully at all times

don’t eat or drink on the bus

follow the bus driver’s instructions at all times

VVVVVYY

40



Failure to follow the rules may result in suspension of privilege or withdrawal of the bus service.
Matthews Hall is not liable for any loss, damage or injury resulting from the use of the Bus Program.
Matthews Hall is not a guarantor for the carrier.

Emergency Medical Treatment/Emergency Protocols

The school will act promptly when a student requires emergency medical treatment.

Students who feel ill during the day are asked to report to their teacher. The student may be sent to
the office. Depending on the circumstances of the illness and if the parent or guardian can be
reached, the child may be sent home.

Every effort is taken by the school to ensure the safety of children who suffer life-threatening
conditions. Parents of children with such severe conditions are required to provide the school with
specific and complete written guidelines on management and treatment. For each child at the school
with a life-threatening condition an emergency protocol is devised with the parent. It is the
responsibility of the parent to identify their child’s condition and to provide a treatment protocol as
advised by the child’s physician, to report changes in the child’s condition from previous years and to
give permission to post photographs and medical information in key locations in the school.

If anaphylaxis is involved, two EpiPens must be provided to the school, one to be worn in a pouch by
the student and the other for the school office. Updates must take place annually. The staff at the
school have been trained in the use of the EpiPen when a student suffers an anaphylactic reaction.
When such an emergency incident occurs, the staff member will administer the medication
immediately, an ambulance will be called and the parents or student emergency contact will be
notified.

All parents, staff and students are reminded, for the safety of children with severe food allergies, that
Matthews Hall strives to be a ‘nut free’ school. For safety, students are discouraged from exchanging
meals or snacks.

Emergency School Closing
During extreme weather conditions, the safety of the children is paramount and the school may be
closed.
Occasionally, the school will close because of severe weather conditions. Matthews Hall’s closure
decisions are made by the Head of School and are communicated by email. School closures are
posted on the school website.
Emergency closing of school in the morning
» Families will receive an emailed message regarding school closure on the morning in question
between 7:00 and 8:00 am.
Remember to keep our School Office informed if you change phone numbers or update email
addresses or other vital information.
Emergency Closing of School During the Day
» The school will contact every parent/guardian to pick up their child.
» Stalff will remain at school until every child is in the safe custody of their parent/guardian.
» In case of unsuitable conditions at Matthews Hall, such as lack of heat or water, we can
relocate the students to Zarfas Hall next door on the CPRI grounds.
During extreme weather conditions, parents should use their best judgment when deciding to send
their children to school or to pick them up early. If you believe that the health and safety of your child
is at risk, then make your decision and inform the school.

Extended Day Program

Careful supervision of students is in place at all times at Matthews Hall.

Regular school hours are from 8:55 am to 3:55 pm. Careful teacher supervision is provided during the
school day. Students are permitted to be on-campus before and after these hours only under the
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direct supervision of a teacher when involved in athletics, extra-curricular activities or the Extended
Day Program. At the end of the school day, students not involved in athletics, extra-curricular
activities or the Extended Day Program are expected to be picked up promptly on dismissal.

The following is an overview of the services offered by the Extended Day Program.

Before School Supervision

Students enrolled in the morning Extended Day program, arriving between 7:30 am and 8:40 am
must report directly to the Extended Day classroom. Supervision is offered until the beginning of the
school day. The cost is indicated in the Financial Handbook.

After School Supervision

Students enrolled in the after school Extended Day Program from 3:55 to 5:30 pm must report directly
to the Extended Day teacher where supervision is provided. The cost is indicated in the Enrolment
Agreement. Students arriving before 8:40 am or not picked up afterschool will automatically be sent to
the Extended Day Program and the parents will be charged the fee.

Parents, on occasion, may require the services of the Extended Day Program for their child. Please
notify the School Office, in advance, so that we can confirm there is space available for your child. A
daily fee indicated in the Financial Handbook is charged for morning and/or afternoon.

Families using this service MUST make arrangements for pre-authorized payment with the Business
Office otherwise students will not be accepted into the extended day program.

Students must sign in to Extended Day in the mornings and again after school. Parents or guardians
must sign them out before leaving the Extended Day program each afternoon.

This program does not operate on holidays or Professional Activity Days. In addition, this program
does not operate on the final day of classes in December, March or in June.

Health Information Form
For the school to accommodate the special health needs of students, a Health Information Form must
be completed and returned promptly.
It is very important that parents complete a Matthews Hall Health Information Form for every child.
The signing of this form and its prompt return to the school allow children with health concerns to get
the special attention they may need during school hours. Student health information is updated
annually and maintained in our secure student information system.
The school needs to know of:

» permanent conditions/chronic illnesses such as diabetes, epilepsy, cancer, asthma and severe
allergies
hearing or vision problems that cannot be corrected
physical activity restrictions
severe emotional problems
other conditions that may require a teacher to take action for the benefit of the student’s health

YV VY

Immunization
Unless legally exempt, every student must be immunized to attend school.
The law states that Ontario pupils must be immunized or in the process of becoming immunized,
unless they have been legally exempted. Otherwise, they could be suspended from school. Under the
Immunization of School Pupils Amendment Act, 1984, parents are directly responsible for the
immunization status of their children. According to the Immunization of School Pupils Act, R.S.O.
1990 c.l.1, students must be adequately immunized against the following diseases:

» Diphtheria

» Tetanus
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Polio

Measles

Mumps

Rubella (German measles)

Any other disease prescribed by the Minister of Health

Immunization records are maintained by the Middlesex-London Health Unit. Some children may be
exempted for appropriate medical, religious or conscience reasons. Medical exemptions must be
authorized. Requests for exemption should be made directly to the Middlesex-London Health Unit.
The legislation permits a medical officer of health to order the suspension from school of any student
who has failed to become immunized and is not exempt. In the event of an outbreak or threatened
outbreak of any disease affected by legislation, the medical officer of health may order the exclusion
from school of any student who is not immune, regardless of legal exemption. The exclusion from
school will remain in effect until the order is rescinded by the medical officer of health. Middlesex-
London Health Unit offers a voluntary vaccination program for students in Grade 7 & 8.
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Learning Materials

Textbooks and basic school supplies are provided to students for their use.

To coordinate the purchase and usage of textbooks and supplies for students, textbooks and basic
supplies will be provided at the beginning of the school year. Cost is covered by tuition. Textbooks
and basic supplies will include hardcover textbooks, printed workbooks and such basics as binders,
notebooks, pencils, erasers, glue, scissors, rulers and calculators. For the primary grades, this also
includes the considerable volume of photocopied curriculum materials. Special equipment such as
pencil cases, backpacks (either lightweight or on wheels) and lunch containers are the responsibility
of the family. In Grades 1 to 3, toolboxes are provided for pencils, crayons and so on. Students in
Grades 6 to 8 are provided with a chromebook computer and charger for school use.

Students are expected to take care of textbooks and return them at the end of the school year in
similar condition as when they were received. The cost to replace lost or badly damaged textbooks
will be charged to the student’s family.

Lost and Found/Labelling

It is the student’s responsibility to take care of personal belongings.

Any articles that are found in the school or on the school grounds are sent to the ‘Lost and Found’
bins. If a student loses any article of clothing or other personal item, these bins should be checked.

All unclaimed articles will be disposed of at the end of each semester.
All clothing, including outerwear, must be clearly and permanently labeled.

This allows lost articles to be quickly returned to the owner’s teacher and is a cost saving for parents.

Lunch Program

An optional lunch program is available to students in Grades 1 to 8.

A program of lunches is available on a fee-for-service basis through the Matthews Hall Lunch
Program provided by Lunch Box Inc. All ordering is the responsibility of parents and must be
completed on-line by visiting the lunch ordering website. The lunch program will be available 5 days
per week and all instructions will be distributed to school families in August prior to school opening.
Lunch and snacks are provided daily to kindergarten students in the Early Primary Learning Centre.
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Medicine at School
Proper procedures must be followed when medication is to be dispensed at school.
When a student has to receive medication (including non-prescription items) during school hours the
following procedures will apply:
» The medication must be brought to the office by a parent or guardian
» Medication must be brought to the school in the original container
» The bottle, or doctor’s written directions, must include the student’s name, doctor’s name,
dosage and date. All containers must be labelled with the student’'s name
» Medicine is kept in a locked cabinet at school and is dispensed by authorized staff only
» Generally, it is the student’s responsibility to notify the teacher when it is time to take the
medication

Peace Garden

The Matthews Hall Peace Garden is a reminder of our school’s commitment to peace.

Students and teachers use the serenity of the garden as a place in which to relax, read, write, reflect
or have a quiet conversation. The garden is also an inviting outdoor teaching space. A central
element in the Peace Garden is our Peace Pole. The donated friendship benches within the garden
are special places that support reflection and friendly ways of resolving conflicts. Students are
encouraged to leave their resentments outside the garden and discuss their concerns on the
friendship benches.

Private Music Lessons

Matthews Hall provides opportunities for private music lessons as a service to students.

Professional and comprehensive one-on-one instrumental and vocal music instruction is available, as
well as instruction in music theory. Information on the Private Music Program, including fees, is
provided in a flyer at the beginning of the school year.

Missed Lesson Policy

Rescheduled Lessons: Lessons must be rescheduled directly with the instructor at least 24 hours in
advance of the regularly scheduled lesson to avoid cancellation. A maximum of 2 lessons may be
rescheduled at the family’s request.

Cancellation of Lessons: The lesson will be cancelled by the instructor if there has not been prior
notification of the need to reschedule at least 24 hours in advance of the regularly scheduled lesson.
Missed lessons due to school event conflicts or Absence of the Instructor: The instructor will
reschedule the lesson at a mutually convenient time with the student if the Matthews Hall event is the
reason for the cancellation or if the instructor is absent.

Recycling

Students are encouraged to practice the 3 Rs — Reduce, Reuse and Recycle — every day at home

and at school.

There is an active recycling program in place at Matthews Hall. Students and staff are aware of the
many benefits of recycling and blue recycling boxes are in use in every classroom. Paper products,
bottles, plastics and cans are recycled. The Green Team plays a large role in raising awareness of
the need to recycle and supports the recycling program.

Safe/Late Arrival

For safety, the school should be informed of a student’s intended late arrival.

While students are required to always arrive at school on time, there may be times, due to special
circumstances, when a child has to arrive late. On these occasions please notify the School Office of
the student’s late arrival. When you do arrive with your child, you are requested to accompany your
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child to the School Office and sign in. The student will be provided with a late slip and will then go
directly to the classroom.

School Store: Sandy’s Magicwear

The School Store is a valuable service to the school community.

The school store stocks all uniform needs as well as many other accessories. The store is named
Sandy’s Magicwear in honour of the many years of dedicated effort to this project by former parent,
Sandy Sifton.

Student Well-Being

The well-being of our student’s is of upmost importance.

Matthews Hall is committed to supporting all aspects of student well-being. We strive to be inclusive
of the current and future academic needs and overall well-being of students at all grade levels.
Academic support is available as needed. Guidance and health lessons aim to ensure students
develop a personal support system to ensure a positive School experience. Parents are contacted
promptly when the School has concerns about the well-being of any student.

Tuition Fee Policy

All students must be enrolled annually.

Enrolment is required annually for all students to reserve placement for September of each school
year. Matthews Hall in its sole discretion reserves the right to refuse admission to any student. The
Enrolment Agreement, completed online by both parents, is due by the stated deadline in February
for the start of school in September. The Enrolment Agreement is only in effect for the academic
year to which it applies. Enrolment also requires a registration deposit fee of $5000 per student
along with all payment information. Enrolment Forms will not be processed until they are fully
completed and payment has been arranged. There are three options for the payment of fees. The
school reserves the right to suspend any student previously admitted whose account shows a debit
balance outstanding over thirty days. Requests for financial assistance should be made through the
business office. Requests will be made through Apple Financial Services.

At Matthews Hall, student re-enroliment is not automatic and is subject to annual review.

The school reserves the right to decline re-enrollment for any student where it determines that a
student’s continued attendance is not in the best interests of the student, the school community, or
both, as agreed to annually by parents/guardians and students through the registration process.
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