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Dear Parents and Students,

Welcome to Mary Queen of Apostles School! In choosing MQA, you have demonstrated a commitment
to the values and philosophy of a Catholic education.

The Early Childhood Welcome and Reference Guide reflects the policies of Mary Queen of Apostles
School for the current school year. Please read this document carefully and sign the attached agreement.
This agreement states that you intend to abide by the policies of Mary Queen of Apostles School during
the school year.

Throughout this document, the policy of the Diocese of Greensburg is referenced. These policies have
been adopted by Mary Queen of Apostles School.

The faculty and staff of Mary Queen of Apostles School look forward to working with you to promote
academic excellence and spiritual development in the context of the teachings of the Catholic Church.

Together let us pray that God, who has begun this good work in us, may carry it through to completion.

God bless you,

Ok b sttt

Principal of Mary Queen of Apostles School

“What greater work is there than training the mind and
forming the habits of the young?”
St. John Chrysostom
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MISSION STATEMENT:
MARY QUEEN OF APOSTLES SCHOOL

The mission of Mary Queen of Apostles School is to form a new generation of disciples
of Jesus Christ by educating the total child — developing minds, building character, and
strengthening faith. In a Christ-centered learning community, we offer a solid foundation
in the fundamentals with a challenging and extensive curriculum evolving to meet the
needs of students in an ever-changing world. We provide a safe nurturing environment,
promote respect for the dignity of each person, emphasize individual responsibility, and
encourage service to others under the guidance of our patroness, Mary, the first and
model disciple of her Son.

HISTORY

In August 2002, Mary Queen of Apostles School opened its doors as the result of the
merger of three longstanding Catholic schools: Mount St. Peter School, St. Joseph
School, and St. Margaret Mary School. Guided by a shared vision for strengthening
Catholic education, the merger was undertaken under the leadership of the pastors of four
parishes: Mount St. Peter Parish, St. Joseph Parish, St. Margaret Mary Parish, and St.
Mary of Czestochowa Parish and the principal, Catherine Collett. By uniting their
resources, traditions, and faith communities, these parishes created a single school
dedicated to providing a strong academic foundation rooted in Catholic values. Mary
Queen of Apostles School continues to reflect the rich heritage and collective
commitment of the four sponsoring parishes to Catholic education and faith formation

SCHOOL LOGO
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WELCOME AND REFERENCE GUIDE NOTICE

The Catholic Schools of the Diocese of Greensburg have adopted and approved this
Welcome and Reference Guide for use at Mary Queen of Apostles School. This guide
includes essential information such as the school calendar, faculty and staff directory,
dress code and uniforms, weather procedures, academic expectations, school hours, and
other daily guidance important for students and families. All of these resources can be
found within this document.

The Student/Parent Handbook and Code of Student Conduct (“Handbook™), also
approved and adopted by the Catholic Schools of the Diocese of Greensburg, can be
accessed using the a link once it is posted.
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FACULTY/STAFF DIRECTORY

Faculty Site Grade/Subject
Kelsey Baskin GS 4th Grade
Ashley Bauer FRS Kindergarten
Jennifer Belli FRS Preschool
Tamara Bernot Both Music & Chorus
Alyssa Blum FRS Art
Michael Bosco GS ELA 6-8
Julie Butler Both Health/Physical Education; Extended Day
Martha Capone GS Instrumental Lessons/Band
Tammy Derbaum FRS 1st Grade
William Domiano GS Technology 4-8, Science 4-5, STEM 4-5
Vicki Frantz GS ELA grade 6, Social Studies 6-8
Antonette  Jones FRS Aide
Elizabeth Kendall FRS 3rd Grade
Jody Kleckner GS Religion 4-8
Gloria Luchs GS Pre-engineering 6-8
Lynda Napierkowski FRS Aide
Kathleen Nesko FRS Pre-K
George Pecoraro GS Math 6-8
Jennie Pinkerton GS Science 7-8, Math 6, STEM 6
Anita Predebon FRS Aide
Nicole Ravotti FRS Aide
Brianna Ruflin FRS STEM
Maria Saxman FRS 2nd Grade
Kaylen Sharrow FRS 1st Grade
Terry Shields FRS Library
Christa Smith FRS 3rd Grade
Polly Swank FRS Kindergarten
Patty Troiano GS 5th Grade
Judith Young GS Art
Administration and Staff Site Title
Catherine  Collett Principal
Jayme Hadley Assistant Principal
Dan Ash Custodian
Laurene Bonetto FRS Math Support (Catapult)
Stephen Boye GS Custodian
Michelle Cieslewicz Guidance
Michael Collett Athletics
Elaine Corbin FRS Cafeteria
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Kelly Domiano FRS Administrative Assistant

Tracy Donofrio Speech Language (WIU7)

Michelle Farrell GS Financial Secretary/Admissions Coordinator
John Fournier GS Social Skills Program, 6-8

Becky Hulslander GS Cafeteria

Antoinette  Johnson FRS Cafeteria

Kristin Macioce GS Enrollment Coordinator/Admin. Assistant
Lynn Malaspina Nurse

Jennifer Moretti FRS Cafeteria Manager

Alex Pacuch Custodian

Diane Painter GS Liturgical Music & Organist

Elyse Patrick FRS Literacy Interventionist (WIU)

Laurie Pujol GS Food Services Director

Laureen Schall GS Math & Reading Support (Catapult)

Bill Staniszewski Business Manager

Jackie Tomayko GS Cafeteria

Laurie Uleski-Foster Custodian

Robert Varesco FRS Custodian




SCHOOL CALENDAR

2026-2027 Mary Queen of Apostles School Calendar for Districts
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PRESCHOOL/PRE-K STRUCTURE

The Mary Queen of Apostles 3-year Preschool and 4-year Pre-K Programs offers a nurturing and
developmentally appropriate environment for young learners with an emphasis on early literacy,
socialization, and group dynamics.

Preschool is available to children who are 3 years old by the start of the current school year.
Students arrive at 8:20am with the program running from 8:30 until 11:30. Dismissal is at the lower
door. Any requests for a different time, should go to both the teacher and the office.

Pre-K is available to children who are 4 years old by the start of the current school year. Students
arrive at 8:20am with the program running from 8:30 until 2:20. Dismissal is at the lower door.

Because this program is a full-day program, students eat lunch and have a rest period, a recess, and extra
classes including art and library. Any requests for a different time, should go to both the teacher and the
office.

Please note that all children must be fully potty trained to be eligible for enrollment in any of our
programs.

DRESS

It is suggested that children wear casual, comfortable clothing suitable for the weather so that they can
work and play in complete comfort. All removable clothing should be clearly labeled with the child’s
name. Also be aware that we will be using clay, glue, paint, etc.

Your child should wear closed shoes like tennis shoes. They should be able to complete gross motor
activities safely and travel the hallways and stairs safely.

At this age it is not uncommon for the children to have accidents. It is required that you send an extra
set of clothes in a (Ziploc) bag with your child’s name on it.

Students have hooks on which they hang their winter coats, raincoats, and jackets. Please label your
child’s outerwear. Students in Pre-K 4 class have lunch and recess. Please be sure to include clothing
suitable for outdoor play. Their bookbags also hang from these hooks.

BOOKBAGS

Your child will be bringing papers home from school that he/she would like to share with you.
Therefore a backpack is needed. Please be sure to check backpacks each day because important
notices from the office or our own classroom may be sent home with your child. All backpacks
should be a reasonable size so a folder can fit inside of it. It should be labeled with your child’s name.

COMMUNICATION PROCEDURES

Communication between school and family is vital. It is very important that there be good
communication between the parent and teacher. Parents may contact the teacher to schedule a phone
conference or meeting with the teacher. Please send a note or email to the teacher.

e Home/school communication should be addressed to the person for whom it is intended to ensure
proper handling. Envelopes should be used as needed and be marked with the contents and the
name of the recipient.



e The most important communication is one that changes arrival or dismissal time. Please
communicate that to your child’s teacher through email or a note and to Mrs. Domiano by calling
the office or emailing her at kdomiano@mgaschool.org or kwynkoop(@mgaschool.org. Phone
calls requesting an unplanned or emergency dismissal MUST BE CALLED IN to the school
office at 724.335.5911.

e Arrival and dismissal times are not to be a conference time. Conferences are confidential and
should not be conducted in public.

HEALTH & SAFETY

1lness

e Please inform the office if your child has been exposed to a contagious disease.
e Parents are asked to respond promptly and meet the child at the office if their child becomes ill.
e Children must be fever free for 24 hours before returning to school.

Medicine Policy

e If medication is needed during the school day, the medicine must be brought to the school office
along with a Medication Permission Form as soon as the child arrives at school. The medication
will be kept in the locked medicine cabinet at each site.

e Teachers do not assume the responsibility for any medication.

e Medicines will be administered when

o Accompanied by the completed Permission to Medicate form
o In the original container or package of the medication showing dosage and time
o Accompanied with the original order by the physician.

¢ Over the counter medication (OTC) must also have a physician order to administer to all
elementary students.

e The nurse will call the parent to administer if the guidelines are not met.

o See Administration of Medication Permission Form in Forms Tile on My PowerHub

Safety Drills

e The law requires a Fire Drill once a month in order to instruct and train the students how to exit
the school building quickly and quietly without confusion or panic to a safe area.

e A Severe Weather Drill is conducted in the spring for the same reason with the children moving
to the hallway of the lower floor.

e Crisis Drills are conducted three times a year as proactive measures so that children and their
safety will always be the first priority in any situation. These include hold, secure, lockdown,
evacuate, and shelter drills.

EMERGENCY CARDS

e Each year an emergency card must be filled out for the office. The cards are kept on file in the
school office. The preschool classroom also has its own emergency card that you will be asked
to complete.

MY POWERHUB, SCHOOL MESSENGER, FACTS, ETC.

PowerSchool is our student management system while Schoology is our learning management system.
Schoology would only be used for the Pre-K program if we had a long-term closure. My PowerHub is
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an extension of both systems and the parent portal. School Messenger is the communication system for
reaching a particular group or the entire school.

All forms are found in the My PowerHub parent portal. It is necessary for every parent to
register as a My PowerHub user. My PowerHub will include information on absences,
newsfeeds from the school, and the school calendar. There are no grades or assignments for the
early childhood programs.

My PowerHub will have a tile that provides a list and links to all the forms needed by the school.
These include emergency and health forms, the annual family survey, Memorandum of
Understanding, etc.

Every family/child must agree to the Responsible Use Policy. It is another item found on the My
PowerHub portal. While most of it does not apply to a child, it is necessary for you to read and
understand because a signature is required for any intranet, internet, school applications such as
My PowerHub, and school iPad use. Included in the RUP is an optional opt out for photographs,
work, etc. If you do not want any or certain information shared with others within the school
shared. This does not include information shared with legal authorities or authorized agencies.

All school communications from the main office will be sent via email or through PowerSchool’s
School Messenger. This includes the monthly Principal’s Note and all weather or emergency
alerts. These messages/email are from a NoReply@dioceseofgreensburg.org . Please do not
reply to them since no one will get your message. You will need to send a new email to the
person you are trying to reach.

FACTS is the way money is collected at MQA. Each student is charged a $5.00 a month snack
fee. Students in Pre-K who purchase a school lunch will use this account, too. The money is to
be added to your family FACTS account in the PrePay portion of your home screen. Please
choose Lunch/Snack for the upload and indicate which child is receiving the funds. The funds
will be transferred out of FACTS and placed into PowerSchool’s PowerLunch where the amount
will be debited each month. You may put any amount into the PrePay account.

The school website includes a calendar with all activities, clubs, etc. but does not list any times
or specifics for safety. The My PowerHub calendar includes that information.

CONFERENCES

Conferences for 4-year preschool and 3-year preschool are held in November and February.
These conferences are scheduled throughout the school day. You will be contacted to schedule a
conference. Children do not report to preschool that day.

Conferences may also be held any time throughout the year when parents or teachers deem them
necessary. Scheduling conferences should be done through contact between the teacher and
parent/guardian.

WEATHER PROCEDURES

In the event of a school closing or delay, Mary Queen of Apostles School will utilize the PowerSchool
database and School Messenger System to notify parents and guardians. It is very important for parents
to have up to date information in PowerSchool to make this announcement effective. The
announcements will be delivered in three ways in addition to being displayed on the local news TV
stations (KDKA, WTAE, WPXI).



e Parents will receive the following weather notifications when emergencies are known the
evening before or the day of through School Messenger email, phone message and text message.

e [fany of these are not coming to a parent or guardian, notify the school office to correct the
problem.

e Ifsomeone on your list does not want to receive weather notifications, contact the school office.

e Generally, changes in the school day due to weather include two-hour delays or closures.

e For a two-hour delay, report to school at 9:30 with the K-3 students.

e The K-3 students do not park at drop off. Please be mindful of this and careful when crossing to
the entrance door.

ACADEMICS

The preschool curriculum is based on the Preschool Continuum for Learning and Early Childhood
Standards of the State of Pennsylvania. The document is available for review in the school office. The
preschool day includes:

Prayer, Bible stories, faith development activities

Creative, dramatic, and interactive play

Fine motor/Large motor activities

Art, music, and movement activities

Language activities

Math and science activities

Socialization activities

School appropriate behaviors through following directions, working with others, active listening,
taking turns, etc.

© O 0 O o o0 O O

Preschool/Pre-K Progress Reports will be distributed three times a year: November, February. and
May.

HOMEWORK

Students may be excited to bring papers home to complete and excited to bring them back to show the
teacher. If papers are sent home, please complete them to reinforce the concept being taught at school.
If a teacher feels that more practice is needed, the parent will be contacted about that need before the
work is sent home as practice.

LIBRARY

Once a week students in Pre-K will visit the library in the afternoon. During library, students are
permitted to check out books and are expected to return books on Tuesday morning before the next
library class. If books are not returned, students are not permitted to check out another book. Lost books
will be charged to the family using the incidental billing in FACTS.

END OF THE YEAR CELEBRATIONS

Preschool students will have a get together with a loved one at the end of the year in their classroom to
celebrate the children.



Pre-K will have an end-of-the-year program and receive a certificate as their celebration. This takes
place in Marble Hall. Families are invited.

SCHOOL HOURS

School hours are from 8:20 to 2:20 for Pre-K and from 8:20 to 11:30 for preschool. The school must be
informed of all those who may be responsible for bringing or receiving your child at the end of the day.
Their name, relationship, and phone number is to be on file and recorded in PowerSchool.

Student Materials
e In the event a parent brings student materials to school, the parent will sign in with photo ID at
Verkada Guest and drop the materials off in the office.
e The office staff will deliver the student’s materials.

OFFICE HOURS

e The school office is open on all school days from 7:30 am — 3:30 pm.

¢ During early dismissal days, the office closes at noon.

e During the summer, the Greenwald Site school office is open Monday through Friday from 8:00
am — 3:00 pm.

DAILY ARRIVAL

e Preschool and Pre-K students are to arrive 10 minutes prior to the start of the session. Students
should arrive at 8:20 for the 8:30 session.

e Drop off for the morning session is at the lower entrance of the school building.

e The preschool aides will be at the door to greet your child and guide him/her into the classroom
for the 10-minute period prior to the start of the session.

e Please exit the drop-off area as quickly and safely as possible with respect for others traveling
the school grounds.

e Ifyou need to come into the building with your child, please park in the lot along Young Street,
walk to the main entrance, ring the bell for admittance, and sign in at the office. You will need
your license.

Tardy Arrivals
¢ In the event of tardy arrival and for the safety of your child, parents must park, enter the building
with their child, and sign their child in at the office with Verkada Guest. A driver’s license or photo
ID is required. Once the aides leave the entrance door, you must report to the main door.



Preschool Arrival Map

Enter the property and drop off at the lower entrance designated by the blue arrow.
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DAILY DISMISSAL

e Preschool students are dismissed at the lower entrance of the school building. The morning
session is dismissed at 11:30. The all-day pk4 session is dismissed at 2:25.

e The preschool aides will dismiss the students. Please escort your child to your car and exit the
dismissal area as quickly and safely as possible with respect to others traveling the school
grounds. If a child’s car transportation does not arrive, the child will be brought to the office so
arrangements can be made. You will need a photo ID to enter the school at the main entrance.

Early Dismissals
e In the event of an early dismissal and for the safety of your child, parents must park, enter the
building, and sign in at the office with Verkada Guest. A driver’s license is required.
e The student will be brought to you.



Preschool Dismissal Map

Continue to the side of the school by the door to collect your child. See the blue arrow and follow the
arrows to leave the property.
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LUNCH

A menu is found for the Freeport Road Site on our web site under Family Resources, Lunch Menu. An
entrée, fruit and vegetables, and a drink of milk or orange juice or water is included. Lunch is $4.25 a
day. If a student packs and would like a drink, orange juice or milk is $1.00.

Meals and a la carte transactions are recorded in PowerLunch, a special section of PowerSchool. Parents
are to deposit a school lunch payment using FACTS PrePay with any amount. That money will be
transferred to the PowerLunch account where use will debited. Each student has his/her own PowerLunch
account. Alerts are sent when the balance reaches $0. If a student has a balance in arrears, no a la carte
purchases can be made until payment is made.

It is recommended that students with special dietary needs/food allergies that cannot be
accommodated in an open kitchen system pack a lunch from home. A plan from the child’s doctor
stating directives must be presented to the school.

e A “peanut-free” area is provided in the cafeteria for students who need a safe space to eat.
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e A safe space for eating can be set aside for any allergy known to the school staff.

e Parent and physician must inform the school in writing if a student has a potentially life threatening
allergy and provide a doctor directed allergy action plan.

e The school does not refrigerate, cook, or heat meals for those who pack a lunch. Fast food meals
are not permitted. Soda pop is not permitted.

e To protect the health and safety of students with food allergies, Parents are not permitted to bring
food into school for birthdays, holidays, parties, or treats. All food items shared with students are
vetted by the teachers and office administration and as needed, the food manager. Please note that
some Schools have or may have restrictions based on the specific allergies of enrolled students.

e A student may not share food or take food from another student’s school or packed lunch.

From the Diocesan Handbook:

The School recognizes that life-threatening food allergies are an important condition affecting
many School children and positively welcomes pupils with food allergies. Parents must keep
the School informed about allergies and return the proper documentation to the School as
soon as possible. In order to minimize the incidence of life-threatening allergic reactions, the
School will maintain a system-wide procedure for addressing life-threatening allergic
reactions and maintain an emergency action plan for any students whose Parent and
physician have informed the School in writing that the student has a potentially life threatening
allergy.

Itis recommended that students with special dietary needs/food allergies pack a lunch from
home because the School may offer specific food items that might not meet the student’s
dietary needs. Additionally, the School is not responsible for the food-label interpretation or
food cross-contamination of any food prepared in the cafeteria kitchen. A “peanut-free” area
is provided in the cafeteria for students who need a safe space to eat. The School’s policy is to
not serve students food items that contain labels stating that the food “may include peanuts
or tree nuts.” Parents should understand that there may be food with nuts in the School
setting, because the School does not control all food items coming into the facility. The School
makes no guarantee that the premises will be completely nut-free. Due to the risk of an
inadvertent exposure, it is important that parents of students with allergies complete the
mandatory Allergy Action Plan form and return it to the School Office.

To protect the health and safety of students with food allergies, At MQA, Parents are not
permitted to bring food into school for birthdays, holidays, parties, or treats. All food items shared
with students are vetted by the teachers and office administration and as needed, the food manager.
Please note that some Schools have or may have restrictions based on the specific allergies of
enrolled students.

PARTIES/CELEBRATIONS

Parties
Parties for holidays are a part of the school experience in the early childhood grades.

e Homeroom teachers coordinate parties for their students.
e A party planning form is used to guide the party plans.
e Teachers may/may not request that parents participate in planning and/or execution of the party.
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e Only parents with active clearances and trainings can attend.
e No additional food item are to be brought to parties

Invitations

Invitations for personal parties should be sent to the homes of students using postal mail unless an
invitation is being given to every student in the entire grade or to all the girls or all the boys.

Valentines

If choosing to send Valentines, they are to be distributed to every child in the class. The student should
sign the card and distribute them to all students. No names are needed since everyone gets a card.

Gifts

Students should not exchange individual gifts at school. This gesture only creates hurt feelings among
other students.

Birthdays

Student birthdays are recognized and announced. No treats or favors are permitted from home. No
flowers or gifts should be delivered to the student.

VOLUNTEERS

e All parents are expected to actively support the Catholic school in which their child is enrolled
through sports, field trips, primary grade parties, the School Community Group (SCQG), or
cafeteria.

e Volunteers are to be mindful of their role. Talking to teachers, other adults, using your mobile
device for browsing, texting, or apps, and attending to individual or groups of children limits the
effectiveness of the volunteer. General rules for volunteers include:

o Signing in at the office and wearing an identification badge
o Remaining in the assigned area
o Attending to all children, being present physically and mentally

PARENT GROUP

e The School Community Group (SCG) is an organization to which all parents/guardians belong.
Its function is to promote the school and to provide opportunities for school families and those
interested in MQA a chance to get acquainted and work to build school community. Itis a
volunteer group.

e The SCG is also a viable source of funding for the school by offering field trips to every class.
In special circumstances, the SCG helps fund special projects or needs.

e Parents may elect to run for an office on the SCG Board in the spring of each year by contacting
the office.

e Fundraisers are held throughout the year with the option to participate in the fundraiser, opt out
with a cash donation, or have a fundraising fee charged to next year’s tuition.
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