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Dear SMS Preschool families, 

Welcome to the 2020-21 school year!  We are so excited to get this year 

started. This Preschool handbook is designed to give you comprehensive 

knowledge of the daily routines and procedures in our preschool.  This 

should be the first reference for any information if you have any questions, 

as we have tried to cover most topics to carry you through the year. 

Please take some time out to peruse all of the information. We hope by 

being informed it will cause less anxiety and a more enjoyable school year. 

Thanks! The Preschool Team 

 

Illnesses at School 

Pandemic and Illness Guidelines are on the school website. 

Cell Phones 

While driving in carpool lanes, we ask that you not be on your cell phones. 

All roads around St. Monica are school zones and any use of cellular 

devices is prohibited.  When you turn in, please carry forward the same 

attention to the safety of our children and do not be on your phone.  We 

appreciate your cooperation for the safety of all children.  

Speed Limits 

Please be aware of your driving speed not only in the designated city 

school zones around St. Monica but also in our school parking lot. Children 

are walking in crosswalks and other areas. We want to keep them safe. 

School Directory 

You will have online access to the school directory around the end of 

August/beginning of September.  This is available through our online 

system called Renweb.  It is a great tool and the app can even be 

downloaded to your phone!  



Communication 

All communication will be given to you in several different ways. You will 

receive the Bearcat Byte (every Friday) which is information regarding 

PreK through 8th, Preschool FaceBook page, SeeSaw, emails from your 

teacher, and sometimes emails from the director of the preschool. Please 

read this important and pertinent information for any questions throughout 

the year. 

 

Attendance/Absences 

Regular attendance in all our classes is expected.  We encourage you to 

plan vacations and getaways during our scheduled breaks. On the other 

hand, we do know that kids get sick or families have unplanned 

emergencies.   If you know your child is going to be absent, please email 

Mrs. Jordan at ljordan@stmonicaschool.org and your child’s teacher. If a 

student misses 19 days or more (not due to personal or family illness) 

he/she may not meet all of the developmental objectives in order to be 

promoted to the next grade level. Please note that missing more than 10% 

of classes may impact their grade-level advancement.  

Picking Your Child Up Early 

Please give us as much advance notice as possible. The need may arise 

for you to pick your child up from school.  Please note, we can only release 

students to their parent/legal guardian/safe pick up persons as listed on the 

emergency card and in the parent portal.  Preschool parents should notify 

the teacher and Mrs. Jordan or Mrs. Montpas and come to the North Door 

of the Family Center to pick up their child.  Please remain outside and we 

will bring your child to you. 

Contacting a Teacher  

Teachers do not have consistent access to their email or voicemail during 

the day.  Please know that they will do their best to check email and 

voicemails before school, during a break or after school.  They do not have 

ringing phones in the room in which you can call.  Thank you for your 

understanding.  

Conferences/Progress Reports 
Progress reports will be delivered after each semester - One in January 

and one in May (end of the year). There is one parent conference per 

semester. Notification of time and signups will be communicated by your 

teacher within two weeks of conference time. 

 

iPad Technology and Acceptable Use Policy 

Students from Pre-Kindergarten through 5th grade have access to iPads in 

their classrooms. Prior to using the iPad, students and parents are required 

to read and sign a St. Monica School iPad Policy. This policy delineates 

expected student care and the use of the iPad. 

iPads are expected to be used for academic purposes as instructed by the 

teacher. Consequently, using any iPad feature such as the camera when 

not under the direction of the teacher is strictly prohibited.  

Acceptable Use Policy 

St. Monica School maintains a website at www.stmonicaschool.org and 

strives to be abreast of current trends, uses, and equipment in the area of 

technology. An “Acceptable Use Policy” provides guidelines and 

procedures for the use of computers, programs, and the internet. All 

students, parents, faculty, and staff are required to sign this policy in order 

to use the technology available. 

Collections 

Throughout the year different student organizations may ask for 

contributions from students/families for a special charity. These are always 

voluntary. Students may be asked to send in canned goods, socks, or bring 
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in a dollar for a special cause.  We invite you to join in these opportunities 

for charity/service, but there is no pressure to do so. 

Summer Preparation 
 

It seems that as soon as summer is here, it is August and a busy time for 

preparing for the school year.  We have some ideas of things you can do 

earlier in the summer to help prepare for the year and ease the craziness 

of August.  

Safe Environment Training 

Misty Gilmore’s will be updating this requirement for the pandemic protocol. 

Please check the Safe Environment tab on the school’s website first. 

Misty’s email is: mgilmore@stmonicachurch.org and phone: (214) 

358-1453 ext: 7115.  

Uniforms 

Summer is a time to take a visit to Risse Brothers School Uniforms (15048 

Beltway Drive Addison, TX 750001) and get yourself set up for the year. 

You can also visit the Used Uniform Sale hosted by the PTO in August.  

Hoodies & Fleece Jackets can be ordered via the PTO 

Spirit Store.  This is the only approved “jacket” students can wear 

in the classroom.  Most students prefer to wear layers with our 

Texas weather and the temps of the classrooms.  So for some just 

short-sleeved shirts are fine with the fleece.  More information 

should be coming, but the information is available on the school 

website (Supporting SMS/ PTO/ Spirit Store) PLEASE have your 

child’s last name embroidered on the back (if you use the last 

name and you can pass it down the line).  

Uniforms Our uniforms look just like the “big” school, but we 

have a few differences.  All pants and shorts must be elastic waist 

(makes potty trips easier).  For girls, we ask that modesty shorts 

and leggings fit a little loose (nothing like struggling with these 

pants and needing to go potty).  Most girls like to wear jumpers 

and boys wear the navy polo with khaki pants or shorts. You may 

go to “Campus Life” on the SMS Website (stmonicaschool.org) 

there is a tab for “School Uniforms”  where you will find more 

information. 

Shoes All shoes must be Velcro and solid black for boys and 

white for girls.  Pictures of the approved uniform is on the website 

under the Preschool tab.  (This year an exception has been made 

to relax the school shoe dress code.  Any athletic shoe will be 

acceptable. No flashing lights or anything distracting on the shoes) 

St. Monica Spirit Day Students will be allowed to wear 

jeans, slacks, Capri’s (for the girls), school skirt, or school shorts 

with a St. Monica T-shirt (no jerseys) of their choosing. Students 

may wear any closed-toe and closed-heel shoes that they choose 

with white socks with or without logos. 

Buck-A-Jean Day Students may choose to bring a dollar for 

charity and wear blue jeans or any approved Spirit day apparel as 

noted above in the Spirit Day apparel.  

Special Dress Days 

Several times per year students are given “Dress Down” days.  On 

these days’ students may wear uniform bottoms, slacks, capris or 

jeans, tennis shoes, or closed-toe shoes with a SMS spirit shirt. 

They are not free dress days.  Only twice per year (before 

Autumnfest and Gala) are students invited to have a “Free Dress” 

day.  These are typically a reward type day for buying a raffle ticket 

or such.  On these days’ students have a little bit more free reign 

as to what they wear.  
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Good Info to Know 
 

The Spirit Store 

This is your Bearcat headquarters!  The PTO operated Spirit Store is 

conveniently located on-line under the Quick Links. The Spirit Store sells all 

things SMS – like paw prints, car decals, t-shirts, pencil cases, sweatshirts, 

water bottles, and more! https://www.stmonicaschool.org/ 

 

 

Fundraising 

The below events are to be determined for the 2020-2021 year, pending 

the pandemic requirements. 

At every school, particularly non – profit parochial schools, successful 

fundraising is an integral part of the school year.  Some can give more than 

others, some none at all.  We do ask, however, that every school family 

consider giving something when fundraisers do occur – if not financial 

contributions, then volunteer hours.   SMS keeps these requests at a 

minimum and centered around key, predictable events such as: 

Annual GAP Campaign is held at the beginning of the 

school year which seeks to fill the gap between tuition and what it 

really costs to educate each student.  

Autumnfest is the fall carnival that serves as the chief PTO 

fundraiser. 

Auction Gala and dinner is hosted by the Dad’s Club. 

Teacher Appreciation gift collections during the holidays, 

end of year, and birthdays. 

Grandparent’s Day is held in January for all Grandparents or 

special guests to join us for a fabulous brunch, visit the classes, 

and attend Mass.  

New Family Welcome crew works hard to ensure new 

families are welcomed into the community.  They deliver yard signs 

and establish buddy/mentor contacts for everyone. 

PTO Meeting Coordination provides setup and takedown 

services for PTO meetings. 

 

Teacher Appreciation & Socials provide random acts of 

kindness for staff and coordinates teacher luncheons for the staff 

and teachers. They plan several luncheons a year for the teachers 

and staff.  

Used Uniform Sales team coordinates the sales during the 

year.  Parents donate and or purchase gently used school 

uniforms and discounted prices. The Used Uniform Sale will be 

on-line and in-person: Virtual: August 10th - 20th (via Sign-Up 

Genius link: https://bit.ly/31tThE8) and In-Person: August 

22nd from Noon-2:00pm(time slots via Sign Up Genius 

https://www.signupgenius.com/go/4090549aea92ba31-smsinp

erson) See PTO Facebook post. 

Volunteers crew coordinates volunteer recognition events 

honoring parent and parish volunteers. They also facilitate the 

Volunteer of the Month recognition. 
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Prayer Groups are available to join and pray for those in our 

community who need prayers.  

School Supplies 

Your academic fees cover your child’s school supplies. There is no need to 

rush out and fight the crowds for crayons!  

Lunch - Please be sure to purchase and label a lunch box for 

your child.  Preschool brings their lunch to school daily.  

 Preschool will not be using the box lunch service offered by the 

cafeteria lunch service company.  We are a peanut-free facility 

plus the distance to the cafeteria is far enough away to make it too 

difficult for delivery at the time frame we need.  

Backpacks –Preschool students will need a backpack in 

August. These backpacks need to be large enough to hold fleeces, 

folders, and lunchboxes, but not adult size.  They also will be 

labeled by the Preschool office on the first day of school to clearly 

know each student by name and class.  

Water Bottles – Please send in a small reusable water bottle 

that is labeled with your child’s name.  These will be kept in the 

room for your child to use throughout the day.  

Change of Clothes - With little ones, not often but, 

occasionally an accident might happen!  Please be sure to send in 

an extra set of clothes for our child in a gallon zip lock labeled with 

their name.  Be sure to include: top, pants, underwear, and socks. 

We will keep these all year for your child.  It does not need to be a 

uniform.  Thank you! 

Beach Towel (3K, 4K & DK) All of our full-time students 

have a rest time.  Often, most of them do fall asleep as we keep 

them very busy and going all morning long!  We ask that each 

parent send in a beach towel labeled with their child’s name.  Due 

to storage constraints, we cannot accommodate extra items. 

School Handbook 

This Preschool Welcome Home Guide just scratches the surface of all the 

details about SMS school and how things operate.  Another source of 

information is the School Handbook.  It is available online at SMS Families 

/ School Handbook.  Please read through this at some time before school 

starts… over a cup of coffee or even out at the pool.  All parents are 

expected to read, understand, agree with, and abide by the policies and 

guidelines in the handbook.  Please be sure to read the “Health Records 

and Procedures” section of the handbook regarding the administration of 

medication here at the preschool. 

** Preschool Bathroom “Potty” Skills ** 

It is expected that all children are fully potty trained by the time they start 

Preschool.  We do not allow pull-ups at school, children must be in 

underwear. This means that not only can a child tell an adult that they need 

to go, but that they can go to the restroom, pull their pants down, get onto 

the potty, wipe, get off of the potty and pull their pants back up by 

themselves.  We also ask that students can wash their hands as well.  All 

of our classroom bathrooms and sinks have stools for our little ones. As 

you prepare for the school year, please be sure to practice these skills with 

your child.  We understand that occasionally they may need some 

assistance, but children should be pretty much there on their own.  Thank 

you for your help! 

When a student does have an accident, we will do our best to help clean 

them up, but note that with our Safe Environment training, we are unable to 

fully clean a child.  You may be asked to come and take your child home 

for the day if they need a bath or further cleaning.  Please note that should 

a child have continuous accidents at school, they may be asked to stay at 

home for a week or two to practice their potty skills in an environment 

equipped to handle accidents.  Unfortunately, we do not have the facilities 



nor staff coverage to handle continuous accidents.  We appreciate your 

understanding. 

End of Day Plans  

3K, 4K, and DK carpool time is 2:45pm to 3:10pm.  Children left after this 

time will be sent to the After School Program and you will be billed 

accordingly. Children left after this time will be billed $1 a minute for late 

pickup. 

Should these plans change, you will need to email your child’s teacher and 

Mrs. Jordan by NOON to make sure we plan and adjust accordingly. 

Please plan ahead! 

Preschool students needing the after school program may register for 

Preschool after care. Please look on our school website under Campus Life 

and click the preschool after school program.  

 

Getting Involved 
One of the best things you can do to get to know the SMS community is to 

get involved! There are a wide range of volunteer opportunities for 

everyone’s schedule.  SMS is known for our phenomenal volunteer 

spirit…that’s why volunteering is not mandatory like it is at other schools. 

However, nothing happens without YOU!  Find something that interests you 

and meets your availability and jump right in!  

As you know, these events have changed this year due to COVID 19 

gathering mandates.  We hope that some of these wonderful volunteer 

opportunities will soon be available to you all. Hopefully by the second 

semester!  Please review the following opportunities and we will look 

forward to these being available this year at some point! 

 

 

PTO General Meetings 

The below PTO general meetings are to be determined for the 2020-2021 

year, pending the pandemic requirements. 

The PTO is a great way to get connected.  Stop in and attend one of our 

PTO General Meetings and you’ll get the scoop on upcoming events and 

volunteer opportunities.  Visit the school website for everything from bylaws 

and meeting minutes, calendar details, and more.  The General Meetings 

will be held once a month in the Family Center Upper Lounge. Come join 

us!  

PTO Committees 

The below PTO events are to be determined for the 2020-2021 year, 

pending the pandemic requirements. 

Working with a smaller group of parents is another way to be engaged. 

These are some of the opportunities available through PTO to roll up your 

sleeves, help our community, and get to know other parents.  Please know 

this is just a sampling of all that parents do around SMS! 

Autumnfest is PTO’s largest fundraiser.  It is a daylong, 

school-wide carnival held in October that provides the majority of 

the PTO’s annual budget.  This event requires the commitment of 

many volunteers, some of whom begin work as early as January 

before the event.  There are roughly 20 committees that work to 

make the day a success.  (The Autumnfest event has been 

changed this year due to COVID 19 gathering mandates) 

Catholic Identity promotes the spiritual welfare of the children 

at SMS.  They assist with retreats, school chalice programs, and 

other opportunities for us all to grow in our Catholic faith. 



Catholic Schools Week begins the last Sunday in January. 

Volunteers help serve donuts after Masses, organize teacher 

luncheons as well as other teacher treats, and help assist the 

Hospitality Committee with organizing the annual Family Dinner. 

Christmas Market Our annual market features goods and 

wares from vendors from the Dallas area and St. Monica 

Community.  It is a tremendous evening of fun and shopping with 

friends! (The Christmas Market event may be changed due to 

COVID 19 gathering mandates.) 

 

Mystery Reader 

We will post an on-line sign up for each class.  You are invited to video 

yourself reading your child’s favorite book and emailing it to your teacher. 

Your story will be shown on the smartboard in class.  We have one mystery 

reader each week, in each room. 

SMS Dads’ Club 

Dads – you don’t want to miss being a part of this group!  The Dad’s Club 

is a large group of dads, granddads, uncles, and others who serve the 

school in some pretty big ways.  They host “Sweat Equity” to perform 

needed jobs around the school and support for PTO events like 

Autumnfest.  Most importantly, they organize our annual Auction Gala and 

Dinner, the largest parent fundraiser for the school.  Their meetings are 

held monthly on Thursday evenings at the Sparkman Clubhouse – 3366 

Duchess Lane, Dallas, TX 75229.  “If you are a dad, you are in the club!” 

Social Media 

Did you know that St. Monica and St. Monica Preschool have a presence 

on Facebook?  Check out “St. Monica Preschool”, “St. Monica Catholic 

School”, “St. Monica Catholic Church”, “St. Monica Dallas Moms” and 

“Saint Monica Dad’s Club Dallas, TX”, “St. Monica Christmas Market” and 

“St. Monica Autumnfest”. Our parish is on Twitter at @stmonicadallas. Mr. 

Riley is also on Twitter!  Don’t miss him at @SMSBearcats. 

Calendar  

There are so many dates to keep track of!  One of the easiest ways to keep 

it all straight is to sync the school online calendar with your personal 

calendar. From the front page of the website, click Events. This will take 

you to a calendar page.  At the top right is the “subscribe” button.  Simply 

click this and choose the appropriate option.  This will automatically 

populate your calendar with events and make changes when the calendar 

is tweaked or updated.  

You will also find that many lists of dates will be shared with you between 

now and the start of school.  Typically 90% of these are already on the 

master school calendar.  However, sometimes things get missed.  So 

always double-check handouts to your synced calendar.  

Who is my child’s teacher? 

Teacher assignments are announced via the School email, usually in the 

month of August.  

First Day Details 
Ok, the day is near… school is about to start.  Here are some details to 

help you make it through that first week without too much stress. Now, 

don’t forget to just plan easy dinners, time to play, time to rest, and not 

worry that things are a little crazy.  Getting into the school routine will take 

a few weeks (as will bedtimes and waking up).  The most important thing is 

to listen to your child about their day.  Being Mom and Dad - enough done! 

 

Supplies 

Please supply your child with their own backpack, lunch box, water bottle, 

pencil box/bag, and a large beach towel for a nap - you are SET! 



Description of supplies are located above under the School Supplies 

section. 

 

Carpool Signs 

You should also receive a carpool sign with your last name on it.  At pick 

up you will be asked to have your family card in the car and in a 

prominently visible spot.  A great place to put this is on the visor of your 

car.  Then it is always there and you don’t lose it!  We use those name 

cards to call the kids forward and with the new and improved carpool 

structure this year it is imperative that the carpool sign be visible. 

 

Morning Carpool 

This year, morning carpool will begin at the very early hour of 7:20am.  

Carpool will pull into the parking lot off of Midway.  Preschool parents will 

veer to the left and loop in front of the Family Center Building East facing 

door. Please have your child’s car seat UNBUCKLED when you pull up to 

the door.  Staff will be there to do a temperature check and ask any 

pertinent health related questions. They will help unload and guide your 

child to their classroom. You must have a car seat/booster seat for your 

PreK/DK child. If at all possible, please place car seats on the 

passenger side of the car. This fosters safer unloading and loading of 

your child.  

 

Afternoon Pick Up Carpool 

St. Monica has a staggered dismissal.  Preschool will dismiss from 2:45pm 

to 3:10pm. Please pull up to the building via the Midway parking lot.  Have 

your carpool sign on your visor!  We will load your child, but you will need 

to pull forward to buckle them in.  If your child is going to Preschool After 

School Program, they will be walked to the 4K classrooms as school 

dismisses. 

 

 

 

 

 

Preschool contact information 

 
Preschool office 

Lesley Jordan - Director of the Preschool  

                          Director of the After School Programs 

                          214-351-5688   ext 5261 

                          ljordan@stmonicaschool.org 

 

Steffeny Montpas - Administrative to the Director 

                               214 351-5688   ext 5265 

                               smontpas@stmonicaschool.org 

 

 

Main Front Office -  
Michelle Ishmael  - Administrative Assistant to our President Angie Trudell 

                               214 351-5688   ext 5688 

                               mishmael@stmonicaschool.org 
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