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Dear Holy Trinity Families:
Welcome to the 2025-2026 school year!

Holy Trinity Catholic Parish and School follows the Archdiocese of Milwaukee
guidelines and regulations found in the Archdiocese School and Parish Policy
Manual. Students must comply with the school handbook and with school staff
based on written and verbal instructions and expectations.

This Family Handbook is an agreement between the students, parents/guardians
of minor students and Holy Trinity School. This handbook has been developed to
ensure consistency of expectations and procedures for our school. It is in effect
for a one-year period or until reprinted/revised. The school reserves the right to
amend the handbook for just cause with proper notice given to parents/guardians
if changes are made.

We firmly believe that a strong home and school partnership, along with consistent
communications, will help our children achieve in a safe and positive school
environment.

Holy Trinity Catholic School is a vibrant ministry of Holy Trinity Catholic Parish.
Holy Trinity School has a proud tradition of service to the Church and Community.
We hope this handbook will contribute to a successful school year for each school
family.

Thank you for your cooperation in upholding these rules and policies. We thank
you for your continued support as we look toward a bright and promising year for
our children.

Blessings,
Mrs. Samantha Montini
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INTRODUCTION
Holy Trinity Catholic School is extremely blessed with people, facilities, and resources. It is our call to
employ these blessings to do God’s will. We are missionaries for Christ, both individual and communal.

Holy Trinity Parish Mission Statement

Holy Trinity & St. Michael Mission

As Roman Catholics of Holy Trinity and St. Michael parishes, we seek to grow in God’s grace
through prayer and the sacraments of the Church, to proclaim the Gospel, to serve Christ in all
people, and to attain the reward of eternal life.

Holy Trinity School Vision Statement

The vision of Holy Trinity School is the development of Catholic values through continued faith formation
consisting of prayer, learning, and stewardship toward the Church and world community. Focusing on
adult and child spiritual development, our accredited school promotes academic excellence, fosters
leadership, and instills the values embraced by our Catholic faith.

Holy Trinity School Mission Statement
Our mission is to Spread the Gospel of Jesus Christ, to Provide a high-quality education, and to Guide
children in living the Catholic faith.

Philosophy

As a school community based on the Gospel message, our teaching efforts and concerns focus on the
spiritual, moral, and intellectual growth of the students. We consider it our responsibility to assist
parents/guardians in developing the whole child for Christian living.

Students are unique individuals. We promote an atmosphere conducive to inspiring students to recognize
and attain their goals through the development of their God-given talents and abilities.

We strongly urge parent/guardian and community cooperation and support in our spiritual and educational
endeavors.

Goals

4 To develop a personal faith relationship with God and Jesus based on Catholic teachings and
traditions and fostered through prayer and worship.

4 To nurture the child in the Catholic faith and to promote a deeper reverence for the Liturgy and the
Sacraments through participation and prayer.

4 To instruct in a manner which provides continuity between religious and academic areas.

¢ To provide an opportunity for self-improvement through intellectual, physical, and social

responsibilities. ¢ To promote and incorporate religion, mutual respect, and personal responsibility

into everyone’s daily interactions. ¢ To establish a curriculum that would allow for differences in

our instructional procedures and methods of evaluation. ¢ To identify creativity and to encourage

and help in its expression.



4 To encourage communication between parents/guardians, students, principal, and teachers,
especially through conferences and the family folder, and Home & School Association
membership and participation

Graduate Expectations
¢ Faith and Values
o Personal love of God and love of neighbor
o Commitment to a lifelong faith journey as a Catholic Christian
o Commitment to lifelong values of respect for self and others
o Appreciation of Catholic teachings on the gift of life
o Responsibility for the common good and the communal
nature of faith o Faith knowledge rooted in
= Scripture
» Liturgy
» Catholic tradition
» Sacraments
» Prayer
» Moral decision making
o Involvement in parish community
¢ Academic Proficiency
o Creative thinking skills
Math and computational skills
Oral and written communication skills
Appreciation of art and music
Understanding of the role of history in influencing current events
Decision-making skills and problem solving
Knowledge of scientific concepts and scientific process
Love of learning
Use of technology in service of learning and research
o Growth in physical skills and fitness
¢ Life Skills
o Flexibility in adapting to a changing world
Interpersonal and technological communication skills
Self-confidence and sociability
Strong work ethic
Consideration of others
Appreciation of one’s self, life, others, and the beauty of creation
Ability to work cooperatively with others
Appreciation of diverse racial, social, ethnic, and
socio-economic traditions o Appreciation of diversity among
peers
¢ Community Responsibility

0O O O O O O O O
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Lifelong commitment to stewardship of time, talent, and treasure
Willingness to share one’s gifts with others in service

Willingness to work for social justice as a responsible citizen
Recognition of one’s self as a contributing member of a

worshipping community o Peacemaking skills

o A commitment to social responsibility rooted in prayer and spirituality
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SCHOOL STAFF

Pastor Father Patrick Magnor frmagnor@htschool.net

DRE Mrs. Jessica Herriges herrigesj@htschool.net

Principal Mrs. Samantha Montini montinis@htschool.net

3K Ms. Debra Schmit schmitd@htschool.net

4K Mrs. Kristin Oechsner oechsnerk@htschool.net

5K Mrs. Elisabeth Simon simone@htschool.net

Grade 1 Mrs. Nicole Metcalf metcalfn@htschool.net

Grade 2 Mrs. Maggie Krautkramer condonm(@htschool.net

_Grade 3 Mrs. Melissa Buechel buechelm(@htschool.net

Grade 4 Mrs. Tammy Aurit auritt@htschool.net

Grade 5 Mrs. Jayne Steiner steinerj@htschool.net

Grade 6 Mrs. Amber Vanderlei vanderleia@htschool.net

QGrade 7

Grade 8 Miss Arielle Huiras huirasa@htschool.net

Algebra/Acc. Math 7 Mrs. Mary Mertz mertzm@htschool.net

Art Mrs. Alison Sandvold sandvolda@htschool.net

Music Mrs. Hannah Muehlbauer muehlbauerh@htschool.net
Physical Education Ms. Cindy Wollner cwollner@stbonifacewi.org
Spanish Mrs. Angelica Jimenez-Kern kernangie@htschool.net
Library Mrs. Amanda Gall amandagall8919(@gmail.com

Secretary Mrs. Carissa Rusch ruschc@htschool.net

4K Assistant/Building Aide Mrs. Michele Thill thillm@htschool.net
5K Assistant Mrs. Courtney Gruber craeg05@gmail.com

Finance (Tuition)

Food Service Mrs. Wendy Muckerheide htlunchprogram@yahoo.com
Maintenance Mr. Steve Werner
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Updated August 2025

2025-2026 SCHOOL CALENDAR
SUBJECT TO CHANGE (changes highlighted in yellow)

16™  Saturday

1 8th_22nd

21%  Thursday
25" Monday
29" Friday

1* Monday

2™ Tuesday
10th  Friday

21%  Tuesday
23 Thursday
23 Thursday
24"™  Friday

1 Saturday
25" Tuesday
26™  Wednesday
27" Thursday
28"  Friday

15  Monday
24™  Wednesday
1* Wednesday
5t Monday
14" Wednesday

January 25" -January 31%

January

30th

Friday

Social Fest

Teacher In-service

Open House 12 PM-6 PM/ Picture Day

First Day of School for Grades 3K-8"

No School-Teacher Professional Development Day

No School — Labor Day
School Resumes

No School — Teacher Professional Development Day/
Sustaining the Mission

Parent/Teacher Conferences (3:00 PM-6:30 PM)
Grandparents Day (1/2 Day — Dismissal at 11:00)
Parent/Teacher Conferences (1:00 PM-5:00 PM)

No School — Teacher Professional Development Day

Catholic Schools Walk
End of Trimester 1

No School

No School — Thanksgiving
No School

Christmas Concert
Christmas Break Begins

No School — Happy New Year
School Resumes

End of Semester (3K-5K)

Catholic Schools Week
100™ Day of School
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February 3 Tuesday
February 5" Thursday
February 6™  Friday
February 18"  Wednesday
February 27" Friday
March 6" Friday
March 16™-24"

March 21 Saturday
March 29" Sunday
April 3% Friday
April 5t Sunday
April 67"

April gt Wednesday
April 20"  Monday
May 21%  Thursday
May 22" Friday

May 25" Monday
May 26th-29"

Parent/Teacher Conferences (3:00 PM-6:30 PM)
Parent/Teacher Conferences (3:00 PM-6:00 PM)

No School — Teacher Professional Development Day/
Sustaining the Mission

Ash Wednesday

End of Trimester 2

No School — Teacher Professional Development Day
FORWARD Testing

Pancake Breakfast with Easter Bunny

Palm Sunday

No School — Good Friday begins Easter Break
Easter

No School — Easter Break

School Resumes

Spring Concert

8™ Grade Graduation/5K Graduation
(Last Day for 3k,4k,5k & 8th)

End of Trimester 3/ Last Day of School
(Dismissal at 11:00)

No School — Memorial Day Holiday
Teacher Professional Development Day

PLEASE NOTE THAT THE SCHOOL CALENDAR IS SUBJECT TO CHANGE
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Acceptable Use Policy for Computers and Technology (6161.2)

New technologies are changing the ways that information may be accessed, communicated, and
transferred. Use of computers and the Internet are designed to serve students, faculty, staff, and
volunteers of the parish/school.

Network and Internet access is provided to further the legitimate educational goals of this institution. All
use of the parish/school computer system must be in accordance with the goals and purposes of the
institution and conducted in an ethical and legal manner.

The equipment, software, network capacities, and electronic communications systems provided through the
parish/school computer system are and remain the property of the parish/school. While on parish/school
grounds, access to the Internet and the use of the computer network, including independent use, shall be
subject to this policy and accompanying regulations. The purpose of these regulations is to define
guidelines for students, staff, and volunteers for the use of parish/school networked computer equipment,
including those that provide Internet access.

Rules for Acceptable Use of Computers and Telecommunications
Each individual student accepts responsibility to act in a moral and ethical manner when using the

computer system and Internet. General parish/school rules for behavior and communication apply.
Network storage areas and parish/school issued or personal devices may be treated like school lockers or
desks. Administrators have the right to review email, files, device content, and communications to
maintain system integrity and ensure that users are using the system responsibly. They may also request
access to these types of documents maintained on third-party servers being used for educational purposes.
Students should not expect that files will always be private.
The following are not permitted:

* Sending or displaying offensive messages or pictures

+ Using obscene language

* Harassing, insulting, or attacking others

* Tampering with or damaging computers, computer systems, or networks

* Violating copyright laws and plagiarism

+ Using another’s password

* Trespassing in another’s folders, work, or files

* Wasting limited resources

* Employing the network for personal, financial, or commercial gain

+ Circumventing security measures on parish/school or remote computers or networks

* Disclosing, using, or disseminating personal identification information regarding minors without
authorization All student users of the parish/school computer system and telecommunications are required
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to read the rules for acceptable behavior, understand the rules, and agree to comply with the rules.
Any person wishing to use the parish/school computer system is required to sign the Student
Acceptable Use Form before being permitted access.

Violations may result in a loss of access to computer technology, as well as disciplinary, legal, and/or
monetary consequences. The decision of the principal regarding inappropriate use of the computer
system is final.

Mandatory reporting guidelines apply to all use of the parish/school computer system.

Personal Electronic Devices

A personal electronic communication device means any device that a student is in possession of which
electronically communicates, sends, receives, stores, reproduces, or displays voice and/or text
communication or data. These include, but are not limited to cellular phones, pagers, smart phones,
wearable devices, Wi-Fi enabled or broadband access devices, laptops, tablets, personal digital assistants,
portable gaming devices, and other devices that allow a person to record and/or transmit, on either a real
time or delayed basis, sound video or still images, text, or other information.

It is the user’s responsibility to:

* View Internet sites that are allowed at the parish/school.

* Respect the privacy rights of others.

* Receive explicit consent to capture, record, or transmit the words (i.e., audio) and/or images (i.e.,
pictures/video) of any student, staff, or other person during any school/religious education/youth
ministry activity.

* Make sure no unauthorized copyrighted materials enter the network.

* Ensure that the use of the device does not disrupt the learning environment.

Unauthorized use of personal electronic devices includes but is not limited to the following:
* Possessing, viewing, sending, or sharing video or audio information having sexual, violent, or
threatening content on parish/school grounds, at parish/school events, or on school buses shall be
prohibited and may result in disciplinary action.

* Any files known to carry harmful malware.

* Use of device at any time in any parish/school situation where a reasonable expectation of personal
privacy exists. These locations and circumstances include but are not limited to locker rooms,
shower facilities, restrooms, and any area where students or others may change clothes or be in
any stage or degree of disrobing or changing clothes. The administration has the authority to
determine other specific locations and situations where possession of a personal electronic
device is prohibited.

The student user of a personal electronic device shall accept sole responsibility for its preservation
and care. Student users understand:

* The parish/school is not responsible for content already existing on student owned devices; this
would include music, lyrics, movies, pictures, games, etc.

* The parish/school will not be held liable for any lost, stolen, or damaged personal devices.

13



* The administration may confiscate and search personal electronic devices when there is reasonable
suspicion that such devices are being used in violation of the law and/or parish/school rules.

Guidelines for Use of Social Media

Each user of the parish/school computer system has a conditional right to access the social media
environment to facilitate educational and personal growth in technology and collaboration. While staff
are allowed access to public social media outlets (e.g., Facebook, Twitter, LinkedIn, Instagram, etc.,) for
parish/school-related activities, students will not be granted access to these sites from parish/school
owned computers without approval from an administrator or designee as there is no way to filter the
content available on these sites.

The school reserves the right to establish online accounts for students under the age of 13 for educational
use with proper parent consent to be in compliance with Federal Child Online Privacy Protection Act
(COPPA) regulations.

Rules for Acceptable Use of Social Media:
* Parents must be made aware, in writing, of the parish/network/school’s intended use of digital

communication through a parish/network/school-based learning management system. Parents must
be provided with a means to access the learning management system that their child(ren) is/are
required to use for academic purposes.

* Parents must be made aware, in writing, of the parish/network/school’s intended use of a social
networking site and/or the use of any forms of digital communication for non-academic purposes. The
parent should be provided the ability to opt their child out of directly receiving any digital
communication from or on behalf of a ministry or activity of the parish/school. Parents must be
invited to have access to any social media site or digital communication platform.

Students should not initiate a request to staff to join a social network being used for personal purposes. °
The user is responsible for adhering to the media release request of each student prior to posting any
photos of students on any social media website for educational purposes.

* Principals and/or network administrators will regularly review and monitor all comments and
posting on school media sites. Any inappropriate content on a school media site should be deleted
immediately.

* Users will treat information, sources, subjects, colleagues, and information consumers with respect.
Gathering and expressing information should never cause harm or threaten to be harmful to any person or
group of people. Violations may result in a loss of access to computer systems and networks, as well as
disciplinary, legal, and/or monetary consequences. The decision of the pastor/parish
director/president/principal regarding inappropriate use of social media is final.

Accident or Illness Reporting (5141)

Office personnel respond to a student illness and/or accident as needed. The school office is able to
dispense bandages. If further care is deemed necessary, the information updated by the parent/guardian on
OptionC and/or the Emergency Information Form will be used. If there are any changes in your home,
work, or emergency information during the school year, it is vital that you update the information at
www.optionc.com, school code 7127.
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Parents/guardians will also be contacted when a child has a fever of 100 degrees or higher or vomits, and

the child is expected to be taken home from school. If a child is sent home with a suspected communicable

disease, the Washington County Health Department will be notified.

Any serious illness or accident is to be brought to the attention of the parish/school administrator as
quickly as possible. In sports-related injuries, the coach should contact the athletic director as quickly as
possible on the same day of the accident. Information on an injured person, witnesses, and any other
person or athlete involved in the injury should be documented in an accident report.

If the situation warrants it, the parent or guardian is notified. When the parent or guardian cannot be
reached, the local police department or law enforcing agency is notified to assist in locating the
parent/guardian.

An accident report must be placed on file regarding all accidents resulting in significant injury occurring
to and from the parish facility/school, as well as in the parish/school facility itself. Injuries that need to be
reported include, but are not limited to the following:

* Broken bones

* Head injury/concussion

* Serious eye injury

* Any accident or injury that results in transportation by an ambulance or by a parent to an emergency

room/ urgent care clinic
+ Any other serious injury that arises out of negligence or a hazardous situation

Accreditation of Catholic Schools (6181)
All Catholic schools that include any sequence of grades between PK-8 are dually accredited by the

Archdiocese of Milwaukee and the Wisconsin Religious and Independent Schools Accreditation
(WRISA). In accordance with the Wisconsin Catholic Conference and the National Standards and
Benchmarks for Effective Catholic Schools* (NSBECS), all schools use the Wisconsin Catholic School
Accreditation (WCSA) tool. The accreditation cycle is a seven-year cycle with annual renewals.

Holy Trinity School fulfills the mission of Holy Trinity and St. Michael Parishes. Holy Trinity School is an

Archdiocese of Milwaukee school. Being a part of the Archdiocese, we are to follow its directives and
accreditation standards. As a member school of the Archdiocese of Milwaukee, Holy Trinity School is

involved in yearly planning and accreditation. During the first year of the process, an on-site inspection of
standards is done. Holy Trinity School completed an accreditation team visit during the 2023-2024 school

year.

Administration of Medication to Students (5141.5)

1. No medication will be administered by school personnel without the Medication Consent Form and
the Physician Order for Medication Administration Form being filled out and returned to the

School Office/Secretary. a. Medication Consent Form must be filled out by the parent/legal guardian

and addressed and returned to the School Office/Secretary.
b. Physician Order for Medication Administration Form must be filled out by the

15



prescribing physician and addressed and returned to the School Office/Secretary.
c. The School Secretary or the Principal shall maintain an accurate medication file which
includes all of these necessary forms on each student receiving medication.

2. Prescription medication must be sent to the school in a pharmacy-labeled container with the
student’s name, the name of prescriber, name of prescription medication, the dose, the effective
date, and the directions for administration. The prescription medication must be supplied by a
parent/guardian.

3. Nonprescription medication must be sent to school in the original manufacturer’s packaging with a
list of active ingredients and recommended therapeutic dosage. The over-the-counter medication
must be supplied by the parent/guardian. Nonprescription medication may only be administered in
higher than recommended dosage by written approval of the medical provider and parent/guardian.

4. Medication will be taken by the child at the designated time, administered by the Office/School

Secretary. It is the responsibility of the student, if appropriate, not school personnel, to get his/her

medication at the designated time. 5. Schools recognize the importance and necessity of students

being allowed to carry certain emergency prescription medications, such as asthma inhalers,
glucagon, and EpiPens. Students in grades K-12 may self-administer these emergency prescription
medications while at school only under the supervision of school staff. An elementary student who
carries an emergency medication on his/her person will need to have an Archdiocese of Milwaukee
release form completed and signed by the student’s physician, parent/guardian, principal, and
homeroom teacher. The school is absolved from any responsibility in safeguarding the student’s
emergency prescription medication. 6. Only limited quantities of any medicine are to be kept at
school.

7. All medications administered at the school will be kept in a locked cubicle, drawer, or other safe place.

Admission (5110)

Holy Trinity School is an elementary school of the Archdiocese of Milwaukee. As such, we have an
open-door policy to all families and students. Non-Catholic students are required to follow the same
classroom, church attendance, and religious curriculum as our Catholic students. Holy Trinity School, in
its enrollment practices, will not discriminate on the basis of race, color, disability, sex, national origin, or
ancestry. Every effort will be made to accommodate the learning styles of every student. All admissions of
new students will follow Archdiocesan Policy 5110 and 5111 with regard to a first calendar year probation
period and the possible conflict due to the religious philosophy of the educational programs. “The final
decision for admission, instruction, and retention of any student rests with the Principal. Administrators
will give careful consideration to the admission of students with special needs, but are not required to
admit, re-enroll, or continue the enrollment of students whose needs cannot be met with reasonable
accommodations.” Archdiocese Policy 6164.3

New Students
Any student seeking entrance into Grades 1-8 will be carefully reviewed by the Principal and, if
admitted, will be placed on probation during the first calendar year of their attendance at Holy Trinity.

Registration Priority
Registration begins in January/February for the coming school year. If the applications exceed the available
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openings at any grade level, priority consideration for admission of students to Holy Trinity shall be given
to these criteria in the following order: * To all children currently enrolled

* To children of families with siblings currently enrolled in school

* To children of parishioners (in the case of a parish school)

* To children from other Catholic parishes

* To children of other religious affiliations
After the period of open enrollment, admittance or placement on the waiting list will be based on the
chronological order of registration.

Re-Registration
School families are asked to re-register their children during the announced enrollment period. A

non-refundable registration fee must be paid at the time of re-registration to ensure a spot in the school.

Tuition
Tuition rates will be announced at the time of registration for the new school year.

Admission (5110)

The parish/school respects the parents as primary educators of their children and provides opportunities in
an atmosphere which reinforces the educational and formational priorities occurring within the home
environment. Parents freely choose to share their parental authority and responsibility for the education
and formation of their children with the parish/school community in a cooperative relationship.

The parish/school respects the dignity of the child. Neither race, color, national origin, ethnicity, sex, or
disability shall prevent a child from being accepted in the Catholic school or religious education
programs.

The Catholic schools offer programs of education and formation for children and youth to all who are
willing and able to live within the religious, academic, behavioral, and attitudinal requirements of the
school and whose parents/guardians demonstrate a desire to have the school assist them in their parental
role as primary educators of their children. The Catholic schools shall not be a refuge for parents/students
who seek to avoid integration in the public schools.

1. Families are admitted into the school community when, on the basis of a personal interview, the
pastor/parish director/president or designated authority judges the interest and motivation to be
in accord with the highest order of Catholic education. The pastor/parish director/president is the
final authority on the admission of a student into the school. This decision is not subject to
appeal to the School Board or School Advisory Commission.

2. All students are on probation during the first calendar year of their attendance at a Catholic school.
Schools are to develop a screening process for all new students entering the school. During the
first calendar year probationary period, the school shall determine through this process whether
or not it can meet the needs of the students. The principal shall make the final decision regarding
the continued enrollment of the student. This decision is not subject to appeal to the School
Board or School Advisory Commission. Notification of the probationary period shall be placed
in the student/parent handbook.

3. Students who enter the Catholic school from a home-school program shall be placed in a grade
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level following an academic assessment determined by the administration.
4. In the admission of students to elementary schools, priority consideration shall be given to
these criteria in the following order:
* To all children currently enrolled
* To children of families with siblings currently enrolled in school
* To children of parishioners (in case of a parish school)

* To children from other Catholic parishes
* To children of other religious affiliation

5. Schools participating in any of the Wisconsin Private School Choice Programs must adhere to the
admissions policies and procedures of the program in which the school participates. The
applicable programs are:
* Milwaukee Parental Choice Program
* Racine Parental Choice Program
* Wisconsin Parental Choice Program
* Special Needs Scholarship Program

6. In the development of preferential options for the poor, schools should have financial assistance
programs available for students from low-income families.

7. All schools shall continue and, where needed, intensify their efforts to enroll students to achieve
racial integration and cultural plurality while maintaining the Catholic character of the school.

Nondiscriminatory Admission (5110.1)
In accordance with federal law, schools and parishes shall be nondiscriminatory in the admission of
students. Therefore, the governing body of each parish/school shall adopt a nondiscriminatory policy
on the basis of race, color, national origin, ethnicity, sex, or disability in the admission of its students.
The parish/school shall include a nondiscrimination statement in all handbooks and promotional
materials.

Admissions to K3, K4, K5. and 1* grade (5111)
Upon admission to kindergarten or grade 1, parents must provide verification of the child’s age. This can be
done through a birth certificate, passport, or other documents that the school has indicated as acceptable.
Note: Wisconsin law prohibits a school from photocopying a birth certificate or keeping a copy of a
birth certificate in a student’s file. A school staff member may view a birth certificate to verify and
record the child’s date of birth on a school admission form.
* No child may be admitted to 3-year old kindergarten unless he or she is 3 years old on or before
September 1 in the year he or she proposes to enter school.
* No child may be admitted to 4-year-old kindergarten unless he or she is 4 years old on or before
September 1 in the year he or she proposes to enter school.
* No child may be admitted to 5-year-old kindergarten unless he or she is 5 years old on or before
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September 1 in the year he or she proposes to enter school.
* No child may be admitted to the 1st grade unless he or she is 6 years old on or before September 1 in
the year he or she proposes to enter school. Completion of 5-year-old kindergarten is a prerequisite to
enrollment in first grade. * Children entering 3K, 4K, 5K, and 1st grade are required to meet the
immunization requirements of the state or have a signed parent health waiver on file. Neither physical
nor dental or eye examinations are required by state law, but are encouraged. Visual and auditory
defects should be taken care of so that the child’s scholastic progress is not hindered. * Students
entering school should be potty-trained.

Alcohol/Dr mokin

It is the responsibility of Holy Trinity School to educate students in a safe, drug-free environment. Drug
use in school poses a threat to the safety and to the academic, social, and emotional health of the school
students and staff. The school and administration will maintain appropriate counseling, referral, and
disciplinary policies and procedures. When appropriate, administration will involve law enforcement
personnel.

Our Holy Trinity School students are not allowed to possess, use, sell, distribute, ingest, or be under the
influence of tobacco, alcohol, drugs, or other controlled substances. Students who violate this policy

shall be subject to disciplinary action. Staff members who suspect a violation of this policy will refer
the student(s) to the school principal.

Possible Disciplinary Actions
Attempt to confiscate Alcohol, tobacco, or drugs
Contact parent(s)/guardian(s)
Contact law enforcement officials
Suspension for up to 5 days
Contact appropriate student assistance services
Possible expulsion

Arrival and Dismissal Procedures
Arrival

Students may be dropped off as early as 7:10 in the morning. They will be allowed to enter the building at
7:15.

Dismissal
Students will be dismissed beginning at 2:35 P.M.

* Bus Riders: Bus riders will be dismissed first.

* Pick-up: Students who will be picked up will be walked by their teacher to the church parking lot.
Parents can meet students on the sidewalk or wait by your vehicle and your child will walk to
you. Please follow the arrows for entering and leaving the parking lot. Watch for children walking
to their vehicles.

* Walkers: Students who have permission to walk home or designated area will be dismissed with the
pick-up students. They will wait with an adult and be crossed on the street.

Adherence to drop-off and pick-up procedures is essential for every child’s safety, whether they travel by
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car or on foot. If your child will not be going home their usual way (ex. Going to a friend’s house,
someone else picking up, not taking the bus like normal, walking to high school), a note is required with
these special instructions. We must have parent confirmation of any change in student pick-up at the end
of the day, either via email or phone conversation with the school office staff.

Asbestos Hazard Emergency Response Act (5140.11)

Holy Trinity School’s new facility was constructed without the use of asbestos-containing materials.
Asbestos-related activities and public notification of these activities are mandatory under the EPA Federal
Register, Vol. 52, N. 210, Sec. 763.93

Assessment of Student Learning (5120.1)

“An excellent Catholic school uses school-wide assessment methods and practices to document student
learning and program effectiveness, to make student performances transparent, and to inform the
continuous review of curriculum and the improvement of instruction practices.” -NSBECS, Standard 8

Assessment is a comprehensive set of practices that analyze, inform, and drive student learning. Holy
Trinity will employ a system of integrated assessment that includes:
* Routine, ongoing, and developmentally appropriate formative assessment at the classroom level
toward the goal of responsive instruction for each student.
* On-going summative assessments at the classroom level measuring student mastery of content
standards and extending the practice of responsive instruction for each student.
* Intermittent school-wide assessment providing normative data for progress monitoring of individual
students, student groups, and school improvement.
+ Standardized summative assessment to direct ongoing school improvement.

To receive accreditation, all schools shall administer standardized assessments as required by the Office
for Schools. Results of the testing are reported to staff, parents, students, and school representatives on an
annual basis by the principal.

Students in 5K - Grade 8 participate in IReady testing three times annually. Data from this assessment
will be utilized to assess student progress and inform instruction throughout the course of the school year.
Each spring, students in Grades 3-8 take a standardized achievement assessment, the Wisconsin
FORWARD Exam.
The Wisconsin FORWARD Exam, given in Spring to grades 3rd-8th.
The new exam is designed to gauge how well students are doing relative to the recently

updated Wisconsin Academic Standards. These standards outline what students

should know and be able to do in order to be on track for future learning. The

Forward Exam is administered online in the spring of each school year at:

grades 3-8 in English Language Arts (ELA) and mathematics,

grades 4 and 8 in Science and,
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grades 4, 8, and 10 in Social Studies.

Parents and students receive the test results in August. The results help the school to evaluate the progress
of individual students and inform curriculum planning and evaluation.

Athletics (6145.2)

Philosophy
The Catholic parish/school athletic programs offer an opportunity for young people to associate with

dedicated adults who not only foster the development of athletic skills but also serve as role models of
Christian living. The true goals of athletic competition are sportsmanship, leadership, and team play
which develop physical skills.

The Church and School is working diligently to protect our children and youth against exploitation by
overzealous adults. Overworking young athletes not only lends itself to physical strain and a higher
probability of injury but to mental exhaustion as well.

The Catholic parish/school athletic programs call for responsible control and limitation of the time and
energy expended on extra-curricular activities. This purpose imposes on the administrators and directors of
Catholic parishes/schools the obligation to select and prepare adults who will fit the needs as role models
for our youth.

General Regulations
1. No elementary school student may participate in any phase of a formal high school (grades 9-12)

athletic program. This includes practice sessions.

2. An elementary student who attends a Catholic School that offers athletics is only eligible to play
for his/her school team and is not eligible to participate for another parish-based team.

3. An elementary student who participates in the religious education program at his/her parish, and
the parish offers athletics is only eligible to play for his/her parish team and is not eligible to
participate for another school or parish based team.

4. No sanctioned or organized athletic activities, including league or tournament games,
practices, tryouts and scrimmages, involving elementary school and parish teams, may take
place on Sundays before 12:00 noon or on Christmas Eve, Christmas Day, or during the
Easter Triduum.

5. The following sports are regulated by the archdiocese in their own season only: Baseball,
Basketball, Football, Soccer, Softball, Track, Cheerleading, Volleyball and Futsal.

The sport seasons are defined as follows:

* Fall season = Football, Soccer, Futsal, Volleyball, and Cheerleading. Conference games will
not begin before Labor Day.

* Winter season = Basketball, Volleyball, and Cheerleading. Conference games will not begin
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before Thanksgiving. * Spring season = Soccer, Futsal, Baseball, Softball, and Track. Follows the
winter season and runs until the end of the school year.

6. All practices and games (independent, league and tournament) must take place during the
defined sport season in accordance with the Archdiocesan Sports Standardized Schedule.

7. This prohibits all schools and parishes from providing coaches, equipment, parish/school names,
liability insurance, parish funds, and practice and/or game facilities to their parish/school-based
teams to continue play outside the defined sports season. This includes any organized activity such
as practices, drills, scrimmages, games, etc.

8. A group of students (two or more) who attend the same parish/school may participate in a
non-archdiocesan sponsored league, such as a recreational league. However, they may not in any way
give the appearance of sponsorship by the parish/school. This means they may not use the
parish/school’s name, colors, athletic team nickname, or any name with an obvious connection to the
parish/school. They may not use any parish/school equipment or be coached by the same person(s)
who would coach them in an archdiocesan league. These prohibitions extend to all grade levels.

9. A game is defined as competitive play between two (2) teams of different schools during which
time and score are kept. A scrimmage is defined as play between two (2) teams of different
schools during which no time or score is kept and during which coaches may interrupt action to
give coaching advice. To compete/play is defined as participation in any practice, tryout, game, or
scrimmage under the supervision of a coach. Tryouts and scrimmages are considered a practice.

10. The Sportsmanship Pledge must be displayed at all athletic venues connected to the archdiocese.

Parents

The Catholic Church recognizes and acknowledges the role of parents to be the primary educators of their
child. As such, schools’ partner with parents in the formal education of the child. Schools in the
Archdiocese of Milwaukee should demonstrate respect and support for parents in the education of their
child.

Inherent in the parents’ choice of a Catholic school for their child is the understanding and expectation that
they will support the school’s mission and its commitment to the principles of Catholic values and faith
formation. Parents are also expected to support and adhere to the policies and procedures outlined in the
school’s handbooks and demonstrate behaviors aligned with good moral and ethical principles. Parents are
not permitted to interfere with the operation of the school nor display distrustful, disruptive, or harassing
behaviors toward parish/school staff.

All parents and/or legal guardians are required to sign the Parent/Guardian Sportsmanship Pledge as an
acknowledgment that they pledge to:

* Display Christian behavior at all practices and games

* Represent their parish and/or school to the very best of their ability

* Be positive role models for players, coaches, and spectators

* Provide encouragement and support for players and coaches

* Refrain from profanity, racial or ethnic comments, harassment or taunting of players, opponents,
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coaches, officials, and spectators
* Promote good sportsmanship in their son/daughter
« Take responsibility for their actions

Parents/guardians who do not exhibit good sportsmanship will be subject to disciplinary action by their
parish/school and/or the league their parish/school plays in. Such action may include being banned from
attending any and all related activities. In extreme cases, the parent/guardian’s child may be denied
continued participation in athletics.

Programs
All revenue that a parish/school receives in conjunction with its athletic program is considered Parish

Ordinary Income. This includes, but is not limited to, participation fees, league/tournament revenue,
admissions, and concession income.

Competitive athletic programs are to be limited to grades 5, 6, 7, and 8. A student is eligible only to

compete for four (4) years, one (1) year at each of his/her grade level of school. Students must play at their

own grade level, unless classes are combined to form one (1) team. Team members must meet the
following age requirements as of September 1st: Sth GRADE: Under 12 years; 6th GRADE: Under 13
years; 7th GRADE: Under 14 years; 8th GRADE: Under 15 years

Student Eligibility
A student may be eligible to play on a parish/school-based teams if the following

criteria are met: * The student is enrolled in good standing in the school

* The student is enrolled in good standing in the parish religious education program
o The parent/guardian is a registered member of the sponsoring parish

* The student is in a parish-approved, home-based catechetical program
o The parent/guardian is a registered member of the sponsoring parish

Eligibility requirements for participation apply equally to students in the parish school, the religious
education program, and a parish-approved home-based catechetical program. Eligibility to participate
shall be determined at the local level by the appropriate administrators and committee, and include the
following criteria:

+ Academic performance: should be based on multiple factors, including grades, and not a

single criterion * Attendance: school and/or religious education classes

* Conduct: school and/or religious education classes

These criteria apply regardless of whether the student attends the Catholic school or a public school.
The written criteria and process for determining eligibility shall be published in the parent/student
handbook and other forms of communication.

A student who attends a Catholic School that offers athletics is eligible to play for his/her school team
and is not eligible to participate for another parish-based team.

No elementary school student may participate in any phase of a formal high school (grades 9-12) athletic
program. This includes practice sessions.
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A student must be in attendance at his/her school or religious education class for the full day in order to be
eligible to participate in a competition, scrimmage, or practice. A full day is defined as the regularly
scheduled length of time school is in session or the religious education class would be in session. The
school principal or religious education director may excuse a student from this requirement.

A student/athlete may participate with non-archdiocesan teams in the same sport during the season
provided that the student’s priority and commitment is with the parish/school team and the student
maintains the eligibility requirements established by the school administration and published in local
policy. Schools teams playing in archdiocesan leagues are considered archdiocesan teams.

A team's entire competitive season must be completed before any member of that team may begin
participation in another sport. This restriction applies to practices as well as games or matches.
EXAMPLE: A player participating with the football or soccer team must complete the entire football or
soccer season before participating in any practices, games, matches, scrimmages, etc., for another sport ...
such as basketball or volleyball.

Physical Examination Requirement
No student may participate in any phase of a parish/school sponsored interscholastic athletic program

without a physical examination by a licensed physician, physician’s assistant (PA), or Advanced Practice
Nurse Prescriber (APNP) every two years. A physician exam taken April 1st and thereafter is valid for the
following two (2) school years; a physical examination taken before April 1st is valid only for the
remainder of that school year and the following year.

Example: A physical taken on April 1, 2024 is valid for the 2024-2025 and 2025-2026 school years. A
physical taken on March 30, 2024 is valid for the remainder of the 2023-2024 school year and the
2024-2025 school year.

Forms Required
All appropriate forms related to athletics must be completed and returned before a student may
participate in any tryouts, practices, or games:
* Medical Information & Emergency Consent: Form 6145.2 (a)
* Parent’s Risk Acknowledgement and Consent: Form 6145.2 (b)
» Student Physical Examination: Form 6145.2 (¢)
* Coach Sportsmanship Pledge: Form 6145.2 (I)
* Student Athlete and Parent/Guardian Sportsmanship Pledges, Form 6145.2 (k),
Form 6145.2 (m)
* Coach Concussion Acknowledgement: Form 6145.2 (i)
* Parent & Student Concussion Acknowledgement: Form 6145.2 (j)

Concussion Awareness:
Annually, student athletes and their parents shall be presented with a discussion about concussion and
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given an educational fact sheet regarding the signs and symptoms of concussion. All student athletes shall
be required to participate in concussion education prior to their participation in any sport.

+ All athletes and their parents will sign a statement in which the student-athlete accepts the
responsibility for reporting personal injuries and illnesses to the coaching/athletic training staff,
parents, or other health care personnel, including signs and symptoms of concussion. This
statement will also acknowledge having received the above-mentioned educational handout.

* When an athlete shows any signs, symptoms, or behaviors consistent with a concussion, the athlete
shall be removed immediately from practice or competition. The athlete’s parents shall be
immediately notified of the situation. The athlete may not participate again until he/she is
evaluated by a health care professional, is symptom free, and receives written clearance from a
health care provider to return to activity. The incident, evaluation, continued management, and
clearance of the athlete with a concussion shall be documented.

For more information, contact the Holy Trinity Athletic Director at athleticdirector@htschool.net

Attendance

Student attendance is an important factor to the success of the educational program at Holy Trinity
School. Regular attendance at school is expected and is essential for children. Because we want to be
certain the children are accounted for and safe, it is important that the school and home share the
responsibility in helping children develop habits of promptness and attendance which are important in a
learning environment.

Holy Trinity School will follow all Archdiocesan policies for absences and tardiness (policy numbers 5113,
5115, and 5117).

Excused Absences
When a student is going to be absent a parent must:

* Notify the school by telephone (262-626-2603) or by written note prior to 8:00 a.m. An attempt will be
made by the school to contact families of absent students who have not called the school by 8:00 a.m.

* Send a note or e-mail to the school on the day of the child’s return explaining the reason for the absence.
These notes will be dated, signed and include the name of the teacher to whom the note is addressed.
These notes are necessary to support absences recorded on the report card.

* Notify the school concerning any communicable diseases or parasitic infestation that does or does not

result in an absence. * Remain in contact with the school during a prolonged absence due to illness.

* Homework for an excused absence can be sent home with a sibling or a neighbor as requested by the
parent. Homework can also be picked up in the school office after school or if arrangements are made
for an earlier pick-up time. Students are responsible for making up any lessons or work missed. The
student will have the number of days absent to make up all the work.

The school discourages taking students out for vacations during the regular school year. If a vacation is
planned, please follow the guidelines on the vacation form in the family handbook. Teachers are not required
to assign homework in advance for trips. It is the responsibility of the child to make up missing work within
the timeline set up by the teacher.
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When removing a child for all or part of a school day parents must:

* When possible, contact the school in writing in advance of the event.

* When picking your child up from school prior to dismissal time, come into the building and sign the

child out from the office.

No child will be released to anyone but a custodial parent or an adult who has been given written consent by
the parent for that adult to remove that child. The school reserves the right to ask for identification and
confirm any adult’s right to pick up a child. Missed school work will be given to the child upon his or her
return to school.

Tardiness

The school doors will open at 7:15 a.m. Classes will begin promptly at 7:30 a.m., so children need to be
in their seats and ready to learn by that time. Those who have not yet arrived in their rooms by this time
will be marked tardy. Only late arrivals are considered tardy and tardiness does become a part of the child’s
permanent record. Habitual tardiness is a serious problem and will require a conference including the
student, parent, teacher, and principal to resolve issues that may be causing this problem. Continued
excessive tardiness may result in consequences such as becoming ineligible for extracurricular activities,
field trips, and other special activities. Students late due to bussing will not be marked tardy.

Extended or Excessive Absences

In the event of frequent absences, conferencing with the family may be necessary. Students absent 3 or more
consecutive days may need to provide a doctor’s excuse upon returning to school, at the office’s request. In
addition, patterns of routine absences for illness (more than 10 days per semester) will result in a need to
submit medical documentation in order to be considered as excused absences. The school will enforce state
and archdiocesan policy with respect to unusually frequent absences, which may include referral to the local
school system officers (public school Central Office), social service representatives, or the police department.
Truancy

Truancy is defined by state law as “absence from school for one or more days where the school has not been
notified by the parent of the student or intermittent consistent absences that have the appearance of
attempting to circumvent the compulsory attendance law”. Holy Trinity School will attempt to contact
parents concerning an unreported absence or when a pattern of absence is observed. Holy Trinity School
will comply with the truancy policy of the county social services agencies where the family resides.

Partial Absences

Grades 5K -8: Students who are gone from class for more than 1 2 hours but less than three hours in any one
day will be marked absent for half a day. Students who are gone for more than three hours in any one day will
be marked absent for the whole day. No absence will be counted for children who are gone for less than 1 2
hours, but a child can still be marked tardy depending on the circumstances.

Grades 3K-4K: Attendance is recorded for the morning session. Students who miss more than 2 hours
during the morning session will be marked absent. No absence will be counted for children who are gone
from class 2 hours or less, but a child can still be marked tardy depending on the circumstances.

Bicycles

All bicycles are to be placed on a bike rack and locked, if possible. Holy Trinity School is not
responsible for any stolen or damaged bikes. No bikes are to be ridden during recess times.
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Birthdays
Students’ birthdays are recognized with the announcements.

Many students enjoy bringing a small treat for their classmates on their special day. While these

small celebrations are appreciated, please refrain from sending class lunches, flowers, balloons,

and gifts, as these distract from the learning environment.

When inviting children to parties, please be sensitive to all the children’s feelings. Consider inviting all the
girls or all the boys if not the whole class.

Bullying and Harassment (5131.1)

At Holy Trinity School, we believe that all people should be treated with respect as the children of God.
We strive to provide a safe and caring learning environment for all of our students and to encourage them
to choose Christ. Bullying behaviors are actions that are contrary to this belief and to the teachings of our

Catholic faith. Therefore, this Policy has been enacted and applies to all students attending Holy Trinity
School.

It is imperative to maintain an educational environment that encourages optimum human growth and
development. Respect for the dignity of each person is essential to Catholic tradition. It is vital that each
school and religious education program maintain an environment free of any form of harassment,
bullying, or intimidation.

Bullying and harassment may be defined as a single incident or a pattern of behavior wherein the purpose
or effect is to create a hostile, offensive, or intimidating environment.

Bullying and harassment behaviors are prohibited in all school and parish buildings, property, and
educational environments, including any property or vehicle owned, leased, or used by the parish/school.
This includes public transportation regularly used by students to go to and from school. Educational
environments include, but are not limited to, every activity under school and parish supervision.

Bullying and harassment encompass a broad range of physical or verbal behavior which can include, but
is not limited to, the following:
* Physical assaults, hitting or punching, kicking, theft, threatening behavior
* Verbal threats or intimidating language, teasing or name-calling, racist remarks
* Indirect threats, spreading cruel rumors, intimidation through gestures, and social exclusion
* Cyber bullying or the sending of insulting messages or pictures by mobile phone or by use of the internet

Reports of bullying may be made verbally or in writing and may be made confidentially. All such reports,
whether verbal or in writing, will be taken seriously. A clear account of the incident is to be documented.
A written record of the report will be made by the recipient of the report.

There shall be no retaliation against individuals making such reports. Individuals engaging in retaliatory
behavior will be subject to disciplinary action.

If it is determined that students participated in bullying behavior or retaliated against anyone due to the

reporting of bullying behavior, the administration shall take disciplinary action, up to and including
suspension, expulsion, and/or referral to law enforcement officials for possible legal action as
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appropriate.

The overall goal of the Bullying Policy is as follows:
* To promote a Catholic educational environment in which bullying behavior is not tolerated.
* To prevent bullying behavior from occurring through a well-communicated and concise policy. *

To inform and educate students, parents, faculty and staff of the expectations and to work as a
group to maintain a positive learning environment for all.

Parents must:

* Be role models of proper Catholic behavior; to act with love and mercy to our fellow human beings
and to impart this to our children.

* Be aware of their child’s actions and relationships. Maintain open communication and dialog with

their child. *+ Get to know their child’s friends and observe their interactions in social settings

including on social media. It is the expectation of Holy Trinity Parish and School that parents are

monitoring their child’s social media use and advising the school if bullying behavior occurs.

+ Immediately report concerns of bullying behavior to their child’s teacher and/or principal.

* Be open to the idea that their child may be engaged in bullying behavior and work with the
school and child to eliminate such behavior.

Teachers must:

* Be role models of proper Catholic behavior; to act with love and mercy to our fellow human beings
and to impart this to our students.

* Be aware of signs of all forms of bullying through observation of student interactions.

* Immediately report concerns of bullying behavior to the school principal. Communicate with the
parents of the bully and the victim. Complete the Bullying Incident Report when an incident is
reported. Maintain confidentiality of the students involved to the extent possible.

Students must:
* Report incidents of bullying when they witness or experience it to the teacher in charge at the time of
the incident, or to another staff/faculty member as soon as possible following the incident. Complete
the Bullying Incident Report to report a bullying incident. Forms may be completed at home and will
be available in the school office. * Talk to parents or trusted adults about what they are experiencing in
order to get help/guidance. * Engage in positive behavior; act confident if bullying occurs.

+ Stand up for a student being bullied and refuse to join in if they see someone being bullied.

+ Offer support for individuals being mistreated.

* Encourage students who are being bullied to talk to their parents or a trusted adult.

* Treat others with the respect and dignity that is expected of any Catholic pursuant to the

teachings of Jesus Christ. * Surround yourself with people who treat others with respect and are a
positive influence.

Consequences of Bullying Behavior:

Bullying behavior cannot and will not be tolerated at Holy Trinity School. Should bullying be
identified, the disciplinary guidelines of the school will be followed. An action plan may be
developed depending on the severity and duration of the bullying behavior.
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Bus and Bus Ridership
Our students are bussed by the Johnson Bus Company — (262) 626-4414 — of Kewaskum, Wisconsin.

The bus company can handle any questions or problems that occur on the bus. Any CHANGE in
procedure of riding to or from school must be in writing to the school office.

Bus Riders Rules and Regulation
PRIOR TO LOADING (on the road and at school)

e Students should report to the designated loading zone 5 minutes before scheduled time. THE
DRIVER CANNOT WAIT FOR STUDENTS AND KEEP ON A SCHEDULE.

e Stay off the road while waiting for the bus.

e Wait for the bus to stop completely before moving forward to enter. If you must cross the road, wait
for the driver to signal.

e Enter the bus single file and immediately be seated.

e The back seats will remain empty until all the seats have at least two students in them.

Special Circumstances
e [f you are not going to ride, call the bus company or have a student at the previous stop relay the

message to the driver. o If a student fails to ride for three (3) consecutive days without proper

notification, transportation will cease until the parent/guardian contacts the school or bus company.

e If you would like your child picked up or dropped off at a different location, you must request this
change in writing to the school office. Approved requests will be issued by the school office, and
the student will submit the form to the bus driver.

e Permanent pick-up or drop-off arrangements must be made to the bus company on a "Parent/Guardian
Request for Transportation Change" form available in the school office or Johnson Bus Company.
Only one place for pick-up and one place for drop-off will be allowed and should be the same each
day. Changes in normal everyday pick-up and drop off will have to be authorized by the school

office.
While on the bus
Be Safe. Be Responsible.
Sit in your seat. Keep your materials in your backpack.
Keep the aisle clear. Wait in line to get on and off the bus.
Keep hands and feet to yourself. Keep hands and Report problems to bus driver or appropriate
objects inside the bus. adults.
Be Respectful. Be Ready.
Use a quiet voice. Walk on and off the bus.
Listen to the bus driver. Know my bus stop.
Be kind to others. Have your coat and all materials to go home

Share your seat.
Leaving the bus

e At the stop before yours, move up to the front seat(s) to show the driver that you are the next one to get
off the bus. @ Do not get up to leave until the bus has stopped.
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e If you need to cross the road when getting off the bus, walk around the crossing gate.

e Cross only after the driver signals that it is safe.

e The principal of the school is responsible for discipline when notified, in writing, by the driver.
First misconduct will result in a letter being sent home to the parents/guardians.

e A single serious rule violation may result in expulsion from riding the school bus.
Parents/guardians are responsible for making full restitution for any property damage incurred by

the student. In such cases, the bus company will bill the parents/guardians.

At all times
e Pupils shall obey the chaperones appointed by the school.
e Older students should help look after the safety and comfort of small children.
e Any action that endangers the safety and welfare of any person is forbidden.
e Bus routes are determined by the bus company and approved by the school district.

FAILURE TO ABIDE BY THESE RULES COULD RESULT IN A REMOVAL FROM THE BUS
FOR ONE OR MORE DAYS.

Calendar
Holy Trinity School follows the Kewaskum School District school calendar as closely as possible.

Cell Phones

Cell phones will be turned in to the school office at the beginning of the day. Cell phones are prohibited
during the day. Any device visible to teachers or staff will be confiscated and sent to the office. On the
first offense the students will be able to pick the phone up at the end of the school day. On subsequent
offenses a parent/guardian will need to pick the phone up.

Change of Address and Emergency Contact Information
An emergency form is given to parents at the beginning of each school year. This form requests the

student’s home address and each parent’s home, business, and cell phone number, as well as the names
of individuals the school should contact in the event parents cannot be reached.
Any change in this information should be promptly reported to the school.

Child Custody (5124.2)

The parish/school shall communicate with the parents of a child in a divorce action according to the
directives of the court. ® When parish/school administrators learn that a student is the subject of a
court decree which restricts the placement or contact of either parent with the child, a request shall
be given to the parent who maintains primary physical placement of the child to submit a copy of
the court decree. Alternately, a letter from an officer of the court stating the requirements of the
court in this manner will suffice.

e If a court has issued an order affecting the physical placement of a child pursuant to Wis. Stat.
767.24 (or a comparable statute of another state), copies of the student progress reports shall be
issued to both parents in conformity with Wis. Stat. 118.125 (2) (a) unless one parent has been
denied periods of physical placement with the child by the court under Wis. Stat. 767.24(4), in
which case, no student information will be provided to the parent who has been denied periods
of physical placement, in conformity with Wis. Stat. 118.125 (2) (m).
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Class Size (6151)

To assure quality learning in the classroom, class sizes can vary. The following variables
affect class size:
e Grade level
e Achievement ability of students
e Physical facilities
e Availability of support personnel
e Consultation with teachers

Classroom Visits (1250)
In order to ensure the safety and well-being of students and staff, school administrators shall
regulate all visitors to their buildings and grounds.

All visitors to the school/religious education program shall report to the office when entering and must
receive authorization before visiting classrooms and other parts of the building. This requirement does
not apply when visitors are attending an athletic event or other public program in areas typically used
for large group assembly, such as gymnasiums and auditoriums, or when parents are attending
activities clearly for the purpose of parent involvement, such as an open house or parent teacher
conferences.

The school administrator or designee has the discretion to request that a visitor leave the premises if
he/she believes that the visitor’s presence presents a danger to students, staff, or property or if that
person’s presence is disruptive to the operation of school or program. Law enforcement shall be called
if persons refuse to comply.

Students may not bring guests to school unless the student’s parent/legal guardian and authorized
school representative have granted permission to do so.

A student is never released from parish/school programs to anyone who is not clearly identified as
his/her parent or an adult authorized in writing by the parent for this purpose.

Communicable Diseases (5141.2)

All suspected cases of communicable diseases which occur among students or staff shall be reported
immediately by telephone to the local public health agency, and the agency’s recommendations should
be followed. Whenever a child is sent home with a suspected communicable disease, the local health
department is notified by the school administrator.

Pandemics

It is difficult to predict when the next pandemic will occur and how severe it will be. A pandemic

may come and go in waves, each of which can last months at a time.

Our focus will continue to be on in person/face-to-face learning. If the need arises for school
closures or virtual learning options, school families will be notified at that time.

Communication
The school believes that close communication with the parents is of great importance. School
communication is sent home via e-mail. If something cannot be sent home via e-mail a paper copy will
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come home in an envelope with your child. A weekly update and information to keep parents/guardians
informed about school events is emailed home. The weekly update is our primary source of
communication and should be kept for reference in regards to special events, activities, student
recognition, etc. For copied items received from community groups, a physical folder will be sent home.

Parents/guardians and teachers also keep in close contact by way of notes, journals, phone calls, and
visits. We are confident that parents/guardians will notify the classroom teacher of any situation that
may affect a child’s day. If there is a disagreement regarding something happening at school, the first
step toward a resolution is contact the teacher or staff member directly involved with the situation. If a
situation cannot be resolved at this level, then the principal or pastor can be involved. When trying to
reach a resolution, a face-to-face meeting or phone conversation is recommended.

Holy Trinity School also uses a learning management system for all students and parents/guardians.
OptionC will allow parents to view class schedules, attendance records, grades, report cards, progress
reports, a lunch menu and a school events calendar. Please access the system through
www.optionc.com using our school code 7127. Then enter your user name and password to obtain
school information and update information about your child. OptionC can also be used for emergency
alerts and event updates. Please be sure your contact information is up-to-date.

Compulsory School Attendance (5112)

Elementary and secondary schools will comply with the compulsory school attendance laws defined by
Wis. Stat. §118.15. The statute requires school attendance of a child ages six to 18 unless he/she: 1) is
excused, 2) has graduated, or 3) is enrolled in an alternative or home-based private, or other education
program as permitted by law. The law further requires that any person having under his/her control a
child between the ages of six and 18 shall require the child to attend school regularly during the full
period and hours that school is in session until the end of the school term, quarter, trimester, or semester
of the school year in which the child becomes 18 years of age.

Concussion (5141.1)

A concussion is a type of traumatic brain injury—or TBI—caused by a bump, blow, or jolt to the head
or by a hit to the body that causes the head and brain to move rapidly back and forth. This sudden
movement can cause the brain to bounce around or twist in the skull, creating chemical changes in the
brain and sometimes stretching and damaging brain cells.

While some research shows that the young brain can be resilient, it may also be more susceptible to the
chemical changes that occur in the brain after a concussion. These changes can lead to a set of
symptoms affecting the student’s cognitive, physical, emotional, and sleep functions.

Concussions affect people differently. Most students will have symptoms that last for a few days or a
week. A more serious concussion can last for weeks, months, or even longer. (Source: Centers for
Disease Control)

The effects of a concussion on a student's return-to-school experience are unique to each student.
Therefore, each student should have an individualized academic adjustment plan for the duration of
the student’s recovery. This plan should be created in consultation with the student’s parents,
medical professionals, and school personnel. It should address the cognitive, behavioral, social, and

32


http://www.optionc.com

emotional needs of the student.

Each year, all school personnel and coaches shall review the school’s concussion management plan and
educational materials. All school staff members and coaches shall sign a statement acknowledging that
they understand the importance of recognizing and responding to concussions.

Conferences (5124.1)

Parent/teacher conferences are held twice a year, in October and February. Fifteen minutes will be
designated for each conference to be used for parent/teacher communication.

Conferences are a wonderful way for students to showcase their progress and for parents/guardians and
teachers to compare notes and to set new goals and strategies. They are a win-win situation for all
involved, especially the student.

Conferences shall be held with the parents/guardians of each student on an on-going basis, both
formally and informally throughout the year.

Confidentiality
To guarantee the privacy of students and staff and potential activities of the school, volunteers and staff

members are not to share goings on in classrooms, hallways, cafeteria, or meetings. Information from
meetings will be shared when minutes are approved and published. Any information related to students
is never to be shared outside of official meetings. Concerns raised regarding staff shall be reported to
the administration and left with that authority to handle as a personnel situation. A confidentiality
disclosure and more detailed policies are available for staff and volunteers to read and sign.

Conflict Procedures

The first step toward resolution of a problem or situation is contact the person directly involved with the
situation. For example, if a parent/guardian or student has difficulty in the classroom, contact the
teacher, if the problem is regarding a school issue, contact the principal. Please use the following
procedures. It is assumed that in a case where a student has the difficulty, the parent/guardian will act on
his or her behalf.

e The parent/guardian shall submit his/her concerns orally to the teacher (or principal in school
matters outside the classroom) within a reasonable time--no longer than 10 days.

e [f the situation is not adjusted in a manner satisfactory to the parent/guardian, or if no steps have
been taken toward improvement, a formal, written complaint must be filed. The complaint must
be made within ten (10) teaching days and be signed by the parent/guardian. The complaint
should be submitted to the teacher and principal if the difficulty is with a teacher or to the
principal and the pastor if the difficulty is with the principal. The letter should contain:

o the date/time/place of the informal meeting

o the name and position of the employee with whom the disagreement exists
o factual information and background regarding the disagreement

o specific recommendations for resolution of the issue.

- If the matter is not adjusted in a manner satisfactory to the parent/guardian, or if no steps have been
taken toward improvement, then, within the next five (5) teaching days the concerned
parent/guardian shall submit a written
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statement to the pastor. Within the next five (5) teaching days, the parents/guardians shall meet
with the pastor, the principal, and the teacher to clarify issues.

- If the matter is not adjusted in a manner satisfactory to the parent/guardian, or if no steps have been
taken toward improvement, then, within the next five (5) teaching days the concerned
parent/guardian shall submit a written statement to the local School Advisory Commission.

+ Within thirty (30) teaching days, the School Advisory Board shall hold a group meeting or meetings
of resolution, including all parties involved. If the matter is not resolved, all parties shall draft a
written statement to provide and request a hearing with the Conciliation Committee of the Child
and School Ministry Office of the Archdiocese of Milwaukee. Any request for a hearing with the
Archdiocesan Committee shall contain all statements of the parties concerned. If the local
Conciliation Committee does not support the parent/guardian, the parent/guardian may appeal to
the Conciliation Committee of the Archdiocese on his/her own behalf.

* Should the parent/guardian decide to appeal to the Archdiocesan Conciliation Committee, then
procedures outlined in Archdiocesan Policy 1312a and 1312b shall be followed.

« In all cases above where there is a reference to five (5) or ten (10) teaching days, this shall be
revised to fifteen (15) total days whenever summer vacation time would come into this span.

Corporal Punishment (5144.2)

Corporal punishment is defined as the use of physical punishment for an offense. Parish/school
personnel shall not administer, or provide support for, corporal punishment. This stipulation that
corporal punishment shall never be used follows naturally from belief in the worth and dignity of
each individual and the belief in the parish/school as a faith community where a climate of
Christian love, mutual understanding, respect, and trust prevail.

Self-defense is not corporal punishment unless the force used is greater than necessary to repel the
attack. Use of reasonable physical force necessary to protect the interest of a third party is not corporal
punishment. (Example: Use of reasonable force to protect a student from attack by another student.)

Curriculum

The curriculum for the Archdiocese of Milwaukee adheres to appropriate, delineated standards that are
aligned to ensure that every student successfully completes a rigorous and coherent sequence of
academic courses based on standards and rooted in Catholic Values. We are required to meet specific
minutes for each subject area. Textbooks and curriculum are always available for our parents/guardians
to preview. Our curriculum reflects the mission, philosophy, and goals of Holy Trinity School.

Curriculum documents are designed to:
* Prioritize standards and integrate the religious, spiritual, moral, and ethical
dimensions of learning * Identify learning targets to guide decision on instruction
strategies, materials, and resources * Articulate how students will demonstrate their
learning

Development and Endowment
All school and parish community members are viewed as partners in promoting the long-term

viability of Holy Trinity Catholic School. Through the We Believe Capital Campaign, many
generous donors funded the construction of the Parish Center and Café.
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The school also has a donor-funded financial assistance program, Angel Fund, which helps to make a
Holy Trinity education affordable for families with demonstrated financial need.

Holy Trinity Catholic School began a Scholarship Program in 2023. This scholarship is open to all
families. Criteria is based on understanding the importance of study, prayer, and service; clearly
excelling in one area, but addressing growth in all of them; community, school, and parish
involvement; and good moral character.

If you are interested in learning how you can contribute to these important efforts, please
contact our school office for more information.

Discipline (5144)

A successful Catholic school seeks to educate the whole child by providing an excellent education that
reflects the gospel values of love of God and neighbor. Positive concepts of discipline should reflect the
dignity of each person and foster social justice within the school environment. Schools must actively
promote positive student discipline that contributes to the overall success of each child.

Disciplinary Plans
The local discipline plan or program shall be guided by the following principles:

* Engaging instruction and consistent classroom management are the foundation of effective
discipline. « School discipline is best accomplished by preventing misbehavior before it occurs and
using effective interventions after it occurs.

* School safety and academic success are formed and strengthened when all school staff and
personnel build positive relationships with students and are actively engaged in their lives and
learning.

* Administrators, faculty, and staff should promote and model high standards of Christian behavior
and service and should monitor and correct misbehavior in a fair and consistent manner as
needed.

* School discipline that is paired with meaningful instruction and guidance offers students the
opportunity to learn from their mistakes and contribute to the school community.

» Effective school discipline maximizes the amount of time students spend learning and minimizes
the amount of time students are removed from their classrooms due to misbehavior.

« Consequences for misbehavior should reflect the age and developmental stage of the child, the
capacity of the student to understand what is expected of them, the seriousness of the
offense, and the impact of the behavior on others.

* Corporal punishment is never acceptable or allowed for any purpose.

* Parents/guardians and students are partners in effective discipline plans and shall receive a
school handbook annually that outlines expectations and consequences for behavior.

Probation, Suspension, and Expulsion
Whenever a student's conduct is such that it demonstrates a repeated refusal to obey parish/school rules,
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endangers the property, health, or safety of others, or consistently disrupts the learning environment,
action may be taken to restrict his/her privileges and rights of program attendance.

Probation, suspension, and/or expulsion procedures may be exercised by the school administrator in
response to serious misconduct by a student, including but not limited to the following behaviors:
* Possession or use of weapons, “look alike” weapons, or any object deemed potentially harmful
to others * Possessing, using, purchasing, selling, or distributing illegal drugs, drug paraphernalia,
or alcohol * Possession or use of tobacco products, tobacco-related devices, imitation tobacco
products, lighters, or electronic cigarettes
* Vandalism
* Fighting, physical or verbal harassment, assaults, or behavior intended to cause harm or fear *
Bullying, cyber bullying, or any aggressive behavior that includes threats, intimidation, social
exclusion and isolation, extortion, and the use of a computer or telecommunication to send
embarrassing, slanderous, threatening, or intimidation messages
* Hazing or hazing-type initiations
* Any severe or inappropriate conduct on school premises or at school related activities that endanger
the life or safety of another
* A pattern of behavior (e.g., neglect of duties, truancy, or opposition to authority) that shows
persistent resistance to making the changes which would enable the student to prosper from the
instruction available

Probation

A student may be placed on probation if, in the judgement of the administration, he/she has
experienced chronic behavioral problems and/or is new to the school. During the probation time, no
serious misconduct will be tolerated, and the student is expected to show positive behaviors and
attitude. At the end of the probationary period, a student may be removed from probation, may have
the probationary period extended, or may be dismissed from the school.

All students new to a school are considered on probation for one calendar year.

Suspension

Suspension is considered a temporary removal from the classroom/school for serious misconduct or
repeated occurrences of less serious infractions. Factors that must be considered in a decision to
suspend include issues such as any previous disciplinary action, the age of the student, family and
personal circumstances, recognized disability, the behavior in question, and its impact on others.

Suspensions from attendance at classes or school as determined by the school

administrator must include: « An investigation by school officials prior to any

suspension

* Notice verbally or in writing to the student and parent/guardian listing the reasons for the
suspension and offering a meeting with school officials within a reasonable period of time

* An opportunity for the student to attend a meeting with a school administrator which provides,

at minimum, a recitation of the infraction, and if the student denies the charges, a summary of

evidence; an opportunity for the student to tell his/her side of the story, to present new evidence,

and to question the reasons for the intended suspension. Parents may attend the meeting at their



request or if the administrator requests their presence. * Notification to the parent prior to
sending a student home from school
* Notification of the conditions of the suspension, including removal from school activities or events while
suspended

A maximum of five days of suspension can be imposed unless a written notice of an expulsion hearing
is scheduled. Such notice shall allow not more than a total of fifteen consecutive school days to be
served in suspension until the expulsion hearing is held. Such a suspension is for investigative
purposes. Suspended students remain the responsibility of the school. The final decision regarding
suspension rests with the principal/administrator.

Expulsion
As a definition, expulsion is considered a termination of enrollment, permanently or for an

extended period of time. Expulsion shall be considered as a rarity and used only as a very last
measure.

Expulsion results from repeated refusal to obey school rules or from conduct which endangers
property, health, or safety of others and is deemed to be in the best interest of the school. An
extremely serious single offense may also be cause for expulsion.

Students asked not to return the following year for behavior reasons are considered to be expelled.

Expulsion Procedures
Expulsion can take place only after an investigation by school officials and an expulsion hearing has

been held. Parents/legal guardians shall be notified in writing at least five days before the hearing is to

take place; this notification period can be waived by mutual consent of the parents and the school if an

expedited hearing date is advisable.
» The Expulsion Hearing Committee should be composed of three (3) to five (5) people. The committee
composition should ensure objectivity to the greatest degree possible.

- Parish-sponsored school: members may include current or former parish trustees or council (pastoral

- and/ or finance) members; parents of former students; or at-large parishioners. Current members of

- the School Advisory Commission, members of School Advisory Commission committees, or
parents of current students are not allowed to serve on the Expulsion Hearing Committee.

- High school or Network school: members may include former School Board Directors or School
Board committees; parents of former students; or at-large community members, such as, but not
limited to, pastors or parish trustees of supporting parishes, or principals of Archdiocese of
Milwaukee Elementary schools.

Current School Board Directors, School Board committee members, or parents of currents students
at the school / network are not allowed to serve on the Expulsion Hearing Committee. Although not
recommended, a school may use current employees, but the number of current employees should not
constitute a majority of the Expulsion Hearing Committee.
* The Expulsion Hearing Committee is chaired by a committee member who may be appointed by the
pastor or chief school administrator (president or principal) or discerned by the committee members.

- A school may hire an individual to preside over the Expulsion Hearing. This person may, but is not

required to, be a voting member of the Expulsion Hearing Committee. The school is responsible for



any expenses related to the hiring of this individual.

+ An expulsion hearing is not a legal procedure; therefore, neither party may have an attorney
present during the hearing.

* For confidentiality reasons, it is recommended that attendance at the hearing should be limited
to the student and his/her parents/guardians. Child advocates, friends, or other family
members should not be allowed to attend the hearing.

The following is required to be present for the entirety of the Expulsion Hearing:
Parish-sponsored school: the pastor/parish director must be present

Separately Incorporated High School or PreK — 12 School: the principal must be present
Network Schools: The Chief Academic Officer, or equivalent, must be present

Each of the above may be present during the discussion of the Expulsion Hearing
Committee to decide upon their recommendation

The school officials (e.g., elementary school principal, high school principal (network school)
high school dean of students, or vice principal (stand-alone high school)) receive a specific and
limited amount of time to present the chronology of events that led up to the initiation of the
expulsion process, along with the supportive documentation and rationale as to why the expulsion
is being sought.

The student who is the subject of the hearing and his/her parents are given equal time to present
their side of the story and reasons as to why expulsion is not warranted.

Committee members can ask clarifying questions at the end of each presentation time.
Representatives of the two sides are not to interrupt the other during their respective
presentations.

A brief amount of time (5-7 minutes) is given to both sides for questions, responses, and final
summative comments. Any last questions from the hearing committee can occur at this time also.

The hearing is ended, and the school representatives and the student/parents leave. The hearing
committee weighs the facts and issues that were presented and gives a recommendation as to
what it believes is appropriate disciplinary action; this recommendation should be briefly
summarized in writing.

The pastor/network CAO or equivalent/high school principal (stand-alone high school) can
accept the recommendation totally, in part, or reject it all together. The pastor at the elementary
level, CAO or equivalent at the network level, or school principal at the high school level has the
final responsibility for the decision to expel or not.

The family of the student is informed of the final decision within 24 hours. The letter will detail
the final action and signed by pastor and principal. If the decision to expel is upheld, a date and
time by which the expulsion becomes official are also indicated in the letter. The letter must
include notification of the right to appeal the decision. The parent is given the right to still
withdraw the student before the deadline given in the final decision letter. Withdrawal must be
done through a written notice signed by the parent(s)/guardian(s). A student who is withdrawn
during this phase is considered withdrawn.

Appeal
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The student or his/her parent or legal guardian may within five (5) school days following the
notification of the expulsion appeal the decision to the pastor/network/school president in writing with
rationale for appeal. The pastor/parish director or network/school president will review the hearing
procedures to determine whether Archdiocesan and local school policy was followed. If procedures
were not followed, the pastor/parish director or network/school president will refer the issue back to
the school administrator with a recommendation about which step of the procedure needs to be further
processed. Once a review has taken place and the matter is decided at a local level, there is no
additional appeal of the decision at the archdiocesan level.

The School Advisory Commission (parish school), School Board of Directors or Board of Trustees
(separately incorporated school or network of schools) is not involved in the expulsion proceedings
and 1s not a source of appeal.

Alternatives to suspension and expulsion:
Schools should have alternatives to suspension and expulsion to ensure a safe, orderly, and effective

educational environment which may include, but not be limited to the following:

* Counseling with a student or group of students

* Conferences with a parent or group of parents

* Behavioral intervention plan or probationary contracts

* Modified/rearranged class schedule

« After school sessions which require a student to complete missing school work or engage in
counseling/conflict resolution

* Loss of privileges, restricting extra-curricular or co-curricular activities

* Removal of a student from a single class for a period

+ Assignment of hours of community service at the school, parish, or other non-profit organization
with the approval of a student's parent (guardian)

* Removal of a student from school-sponsored or public school transportation

* Referral to outside program (e.g. anger management, social skills, substance

abuse treatment) * Restorative justice program

Dress Code

We believe that the physical appearance of our students sets a tone for the important task of educating
the students. Maintaining an overall positive physical decorum depends upon a cooperative student
body that takes pride in their personal appearance. Clothing that is neat, clean, and modest most
accurately reflects the productive, academic, and spiritual environment that our students encounter
daily. Attire that may be popular or trendy in the current social culture may not necessarily be
appropriate as school wear. The dress code is designed to guide students and their parents in making
attire choices that are consistent with the values inherent in the mission of Holy Trinity Catholic
School. Dress code enforcement begins at home. It is the responsibility of the students to choose
appropriate clothing to wear at school, the parent’s responsibility to scrutinize the attire before the
student leaves for school, and the teacher’s responsibility to monitor and enforce the Dress Code
Policy throughout the day.
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Formal Dress Code:
Monday, Wednesday-Friday
TOPS
* Solid Color Polo
o Holy Trinity logo is not required but encouraged
* Polos must be tucked in all day.

* Note: Logos are allowed but can be no bigger than the size of a credit card.

BOTTOMS
* Must fit appropriately: oversized and tight fitting are not permitted.
* Girls:
o Khaki, Navy, Gray or Black Slacks
» Must sit at the natural waistline
o Khaki, Navy, Gray, Black skirts or jumpers
o Plaid skirts, dresses, or jumpers
o Solid Color Polo Dresses
» Hems should be three inches above the knee or longer
» Leggings or tights may only be worn with skirts or jumpers
«» DRESSES. SKIRTS. JUMPERS
- Skirts sit at or just below natural waist line
* Must fit appropriately: oversized and tight fitting are not permitted

* Must be mid-thigh (front and back) when worn with leggings or pants
* Must be no more than three inches from the top of the kneecap (front and

back) when worn without leggings or pants

+ When wearing sundresses or spaghetti straps have a short sleeve shirt underneath or

a sweater over (that is worn all day)

* Must be worn with nylons, tights, or leggings October 15™-April 15" and be of

acceptable length as noted above
* No cold-shoulder dresses or shirts allowed
* Boys:
o Kbhaki, Navy, Gray, or Black Slacks
= Must sit at the natural waistline

* Note: Khaki, Navy, Gray, or Black shorts or capri pants may be worn before October 15

and after April 15 OPTIONAL ITEMS

* Solid color sweater vests, cardigans, or pullovers may be worn with a polo underneath

* Solid color turtlenecks may be worn under a polo
* Belts are recommended

Holy Trinity Tuesday-Spirit Wear Day
TOPS
* Shirts:
o Holy Trinity Spirit Wear
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o Must have sleeves (no cold shoulder shirts allowed)
o Must show no cleavage or bra straps
o Must cover the midriff area whether the student is standing upright or bent over
o Must have acceptable wording and pictures
o Must not be tied or rubber banded
BOTTOMS
* Must fit appropriately: oversized and tight fitting are not permitted.
* Pants
o Jeans
o Khaki, Navy, Gray, or Black Slacks
o Must be free of holes or holes must be patched
o Must sit at or just below natural waist line
o Must be free of wording on backside
* Shorts and Capris
o May be worn before October 15" and after April 15,
o Must be no more than three inches from the top of the kneecap

General

FOOTWEAR
* Secure footwear is important for student safety during active learning throughout
the school day * Must not be open-toed, unless athletic shoes are provided for
recess. Please be mindful about purchasing black soled shoes. It can ruin the
integrity of the gym floor.
+ Sandals must have a strap around the back of the ankle
* Have heels no higher than 1 Y5 inches

ACCESSORIES
* Hair should be clean and worn in an appropriate hairstyle
* Only piercing permitted in ears
* Makeup/cosmetics are permitted for students in grades 7 and 8, but must be used in

moderation and not be distracting to the classroom/school environment

* Necklaces, bracelets, earrings, and rings may not present a safety hazard or be inappropriate.

PHYSICAL EDUCATION
* For safety, modesty, and hygienic reasons, students are required to follow dress code
guidelines for physical education in order to take full advantage of our activities.
* Students in grades 4-8 will change clothes.
* Follow guidelines from the physical education teacher.

WINTER WEATHER
* During the cold months, we strongly recommend all students come to school with
the following: o Hats, mittens/gloves, scarves, and winter outerwear
o Students who wish to play in the snow must have boots and snow pants.
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Dress Code Violations

The dress code will be enforced by the principal and/or teacher. The School Advisory Commission and
Parish Council give the principal the authority to make a judgement decision when a question arises
pertaining to questionable dress code attire.

If a teacher and/or principal decides that a certain item is inappropriate or unsafe, he/she will inform the
student of this and will provide notification to the student’s parent. A consultation will be requested to
discuss the dress code: * For a first violation of the Dress Code in a trimester, a notification will be sent
to the parent which must be signed and returned
* For a second violation, a notification will be sent to the parent which must be signed
and returned; the student will also forfeit a lunch recess
* For a third violation, a notification will be sent to the parent which must be signed and
returned; the student will forfeit a lunch recess; the parent will also be required to
provide an appropriate change of clothing that day, as well as a change of clothing to be
kept at school
* Further violations will be handled on a case-by-case basis

Extracurricular Activities (6145)
Extracurricular activities supplement the primary education of our children.

The principal has the ultimate responsibility for all extracurricular activities. The immediate supervision
of an activity may be delegated to a qualified staff member or competent adults. Parents and other
adults who serve as coaches, moderators, and chaperones are accountable to the principal in all
activities that are school-based.

The pastor has the ultimate responsibility for all extracurricular activities in parish-based programs.

Field Trips (6153, 6153.1)

Field trips, excursions, retreats, mission trips, and community service are integral components of

learning that support the spiritual and social development of students. They are provided to enhance
achievement, integrate students with their community, and develop the faith, skills, knowledge, and
attitudes that are essential in the learning process. Field trips or service experience MUST have a

clear educational purpose and link to specific standards. This includes the 8" grade class trip.

The principal may and will place restrictions upon a student’s participation in the out-of-school experience.

Permission slips will be given to each student; a student will not go on the field trip if a signed
permission slip is not returned to the office. A phone call will not be an accepted method of permission
from a parent/guardian.

All overnight field trips will be approved by the School Advisory Commission.

When it is not feasible to rent a bus for field trips, parent/guardian volunteers will be asked to drive
students to events. Proper documentation of insurance (Volunteer Driver Information Sheet) must be
given to the office prior to driving students anywhere. If a van or car is used to transport students, seat
belts or child booster seats must be used by all passengers as appropriate. Use of private vehicles for
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school activities require that the passengers be belted and/or in booster seats as prescribed by law.

Fundraising for Field Trips (3282)

Field trips are a rich source of authentic learning for all students. Field trips are recognized as a source of
worthwhile learning activities that broaden students’ experiences. All students should have the
opportunity to access field trips that enhance the curriculum.

Certain field trips will require fundraising activities to cover their costs. In these situations, all
fundraising activities must have pre-approval from the pastor/parish director/president and the
principal/religious education director. All funds raised must pass through the parish/school and must be
used for costs associated with the field trip. No individual student or family may receive a monetary
benefit from the fundraising that is not equally applied to all students or families.

In the event that the field trip is canceled for any reason, all funds raised are the parish/school’s and may
not be disbursed to individual students or families. The principal/religious education director is
encouraged to consult with the students and families to determine a mutually agreeable use of the funds,
but the decision of the principal/religious education director on the use of the funds is final.

Financial Assistance
If there is a need for financial help, contact the school office for the forms to request tuition
assistance through the Angel Fund.

Catholic Financial Life has a $200 tuition grant for its policy members.

Through the Scrip Program, tuition can be lowered. Use of Scrip DOES NOT require you to spend
any money above and beyond what you would normally spend for gas, groceries, dining out,
shopping, or vacationing. Contact the school office for more information.

Holy Trinity Catholic School began a Scholarship Program in 2023. This scholarship is open to all
families. Criteria is based on understanding the importance of study, prayer, and service; clearly
excelling in one area, but addressing growth in all of the them; community, school, and parish
involvement; and good moral character.

Food Allergies

The school staff will do all that is reasonable to ensure the safety of the children with severe food
allergies. The parent/guardian of the student with a severe food allergy must submit to the school a
health care plan. The health care plan will be kept on file in the health room/office and in the
cafeteria. For a student whose severe food allergy may result in anaphylaxis, an EpiPen must be
provided by the parent/guardian to the school.

The school does not guarantee elimination of any and all food products that may cause the
student to have an allergic reaction.

The school will in good faith provide accommodations to provide an environment that is as free as
possible from the allergy producing food products. When there is a student with food allergies, the
school will send a letter of notification to parents/guardians in that grade level requesting snacks,
lunches and treats that do not contain the allergen.



If necessary, the school will provide an allergy-controlled table in the lunchroom for students with severe food
allergies.

Gender Identity (Policy # 4470)

All required school documentation (e.g., registration/application form, official records/transcripts,
official school communications, other forms, etc.) that requires the designation of a student’s sex will
reflect the student’s biological sex. Students will be addressed using the pronouns associated with
their biological sex and may not designate a “preferred pronoun”.

The following policy seeks to provide guidance in applying the Church’s moral teachings regarding the
challenges presented by “gender theory.” This policy is put forth for parishes, organizations, and
institutions of the Catholic Church in the Archdiocese of Milwaukee.

As a general rule, in all interactions and policies, parishes, organizations, and institutions are to
recognize only a person’s biological sex. This policy applies, but is not limited to, all Church
employees, personnel, volunteers, and those entrusted to the care of the Church, including all
contracted vendors when they are on-site and may have contact with those entrusted to the care of the
Church.

Designations and Pronouns. Any parochial, organizational, or institutional documentation which
requires the designation of a person’s sex is to reflect that person’s biological sex. No person may
designate a “preferred pronoun” in speech or in writing, nor are parishes, organizations, or institutions
to permit such a designation. Permitting the designation of a preferred pronoun, while often intended as
an act of charity, instead promotes an acceptance of the separability of biological sex and “gender” and
thus opposes the truth of our sexual unity.

Bathrooms and Locker Rooms. All persons must use the bathroom or locker room which matches their
biological sex. Archdiocesan parishes, organizations, and institutions are permitted to have
individual-use bathrooms which are available for all members of the respective community.

Attire. All persons are to present themselves in a manner consistent with their God-given dignity.
Where a dress code or uniform exists, all persons are to follow the dress code or uniform that
accords with their biological sex.

Athletics and Extra-Curriculars. Participation in parish, school, and extra-curricular activities must be
conformed with the biological sex of the participant. Some sports and activities may be open to the
participation of individuals of both sexes.

Single-Sex Schools, Buildings, and other Programs and Institutions. Admission to single-sex
programs, including but not limited to single-sex schools, camps, and retreats, is restricted to
persons of the designated biological sex. Dormitories or other single-sex buildings are restricted to
persons of the designated biological sex.

Medication. No person is permitted to have on-site or to distribute any medications for the purpose of
gender reassignment. Also, students and those entrusted to the care of the Church are not permitted to
take “puberty blockers,” even if self administered, on parish or school property, with the purpose of a
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potential or actual “gender reassignment.”

Protecting the Vulnerable. Those entrusted to the care of the Church who express a tension between their
biological sex and their “gender” and others directly affected by this tension (parents, guardians, etc.)
should be directed to appropriate ministers and counselors who will help the person in a manner that is
in accord with the directives and teachings of the Church.

Parishes, schools, and other Catholic institutions or organizations should take the necessary
precautions, in accord with the policies of this document, to avoid bullying and to protect the integrity
of those who may express tension or concerns about their biological sex.

LINK: Catechesis and Policy on Questions Concerning Gender Theory

Christian Anthropology
Holy Trinity Parish and School’s understanding of the human person (i.e. Christian anthropology) is

founded upon natural law, enlightened by Christian revelation, and taught by the Catholic Church.
The human person is the union of both body and soul. Made in the image of God, the human person
is created as male or female and called to communion.

The virtue of chastity directs a person’s sexual inclinations toward the good of the individual and
society. Given the reality of sin, living a life of purity in accord with a person’s state of life proposes a
challenge for everyone. In light of this, cultivating the virtue of chastity helps a person live according
to his or her state of life as single, married, or consecrated to God.

At Holy Trinity, we will make all decisions regarding Christian anthropology according to the teaching
of the Catholic Church. Given the widespread acceptance of “marriage” between people of the same
sex, the approval of a “gay rights” culture, and the promotion of a gender fluid society, specific parish
and school policies may seem countercultural. As such, implementing policy must be done with
compassion and sensitivity. Parishioners should be encouraged to remember that God’s plan for the
human person, as defined by reason, the natural law, Scripture, and Tradition, and Church teaching is
ultimately good for every person and society. To love a person is to act in accord with what is good for
him or her.

To fulfill its mission of forming every parishioner, volunteer, staff member, parent, school student, and
faith formation student to live a life of holiness, Holy Trinity Parish and School Policy will not permit
public displays of affection between members of the same sex, presenting oneself in a manner that is
not in accord with one’s biological sex, the use of names (or pronouns) that do not match one’s
biological sex, the use of bathrooms or locker rooms that do not correspond to a person’s biological
sex, participation in athletic competition that does not correspond to a person’s biological sex, the use
of “transitioning” hormones or medications, or any other behavior that impedes the proper integration
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of body and soul necessary for living a virtuous life.

It should be remembered that to the extent that the experiences of same-sex attraction or dissonance from
one’s biological sex are not freely chosen, there is no personal culpability in them. Furthermore, these
experiences do not reduce the intrinsic dignity of the human person, every one of whom is loved
infinitely by God. However, as Catholics, we believe that opposing the above policies by acting on the
inclination toward same sex attraction or conceding to gender dysphoria damages the human person and
his or her relationship to God. We commit ourselves to helping those who experience same sex attraction
or gender dysphoria through counseling and spiritual support. We have a responsibility not to tolerate
destructive behavior so that we can promote what conduces human flourishing.

General Consent for Child Photo, Video, and Audio Use
Photos or videos of students may be used on parish/network/school newsletters, newspapers, websites,
social media, and print materials under the following guidelines:
* Identified photographs of students may be published with written and dated permission
forms from parents. * No publication of student’s addresses, phone numbers or other
personal information is permitted. * Group photos are permitted without permission as long
as the caption identifies the activity or class, not the individual students in the photo.
+ Care needs to be taken to ensure that any digital content, including but not limited to, video, audio
and social media posts, does not release individual, identifiable information about minors
without parental consent.

Download Form 1112: General Consent Form for Child Photo. Video and Audio Use

Gym Use Policy

This policy is designed to both promote and protect the use of the Holy Trinity Catholic Parish School
Gymnasium. The Gym 1is designated primarily as an athletic/physical fitness facility. Overall
supervision of the Gymnasium is the responsibility of the coach, leader, or designated gym supervisor
for the event.

It is our hope that everyone granted use of the gymnasium will take personal ownership for its care and
in the enforcement of the rules and regulations. The office will document any misuse. Repeated
occurrences of misuse may result in termination of gym use privileges.
Priorities
* Permission to use the gym must be granted by the Principal.
* Once permission is granted, scheduling requests must be made to the Parish Secretary, who
schedules the use of parish and school campus facilities. Please contact the Parish Office in the
event of a cancellation. « The gym will be closed on all Holy Days, Parent-Teacher Conferences,
In-service days, and Religious Ed. Nights, unless permission granted.
Order of Priority for Facility Use:
* School activities
* Religious Education
* School-related events (athletics, scouts, programs, clubs, etc.)
* Parish functions
Please note: The school has the right to change the schedule at any time.
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Gymnasium Use Rules and Responsibilities

1. Children in the gym must be supervised by an adult at all times.

2. Gym court users must wear appropriate, clean, gym shoes before entering the court.

3. No tape should be used on the gym floor. No markers, crayons, paint, glue, etc. should be used

in the gym. 4. Only adults specifically trained in the use and operations of bleacher setup and

storage are permitted to operate the bleachers. Bleachers should not be sat on when they are in the
stored position.

5. The adult in charge is responsible for the proper setup and storage of any equipment used and for
gym cleanup. Any equipment that has been moved or altered must be returned to its initial state
at the conclusion of the event. a. Basketball hoops set to playing position

b. Bleachers cleaned and stowed
c. All equipment put away

d. Floor swept

e. Chairs returned, if used.

6. All equipment malfunctions or damage must be reported immediately to the Principal
(principal@htschool.net) and Athletic Director (athleticdirector@htschool.net).

7. Pets are not allowed in the Gym, unless it is a service animal.

8. Spiked or stiletto-heeled shoes are not allowed on the gym floor at any time.

9. It is the coach’s, leader’s, or supervisor’s responsibility to enforce these rules.

Locker Room Supervision and Guidance

e Locker rooms are supervised according to the school’s duty to ensure student safety while maintaining
appropriate levels of privacy. Staff remain immediately outside or nearby while students change, only
entering when necessary. All students are expected to change quickly and respectfully. Any use of cell
phones or cameras in the locker room is strictly prohibited and subject to disciplinary action. Any
behavior that endangers the dignity or safety of others, including bullying, harassment, or inappropriate
conduct, will be addressed appropriately and may result in disciplinary action.

Health

Children who are ill should not be sent to school, as they may be unable to concentrate on their studies
and may spread their illness to others. Children should be free of a fever without medication and also
have not vomited for 24 hours before returning to school. They should also be ready to participate
fully in school activities, including recess.

Students absent 3 or more consecutive days may need to provide a doctor’s excuse upon returning to
school, at the office’s request. In addition, patterns of routine absences for illness (more than 10 days
per semester) will result in a need to submit medical documentation in order to be considered as
excused absences.

First Aid

First aid may be administered by school personnel when injuries are minor. When a child shows
symptoms of being ill or has a significant injury, a parent or other adult designated on the emergency
card will be called and asked to assume responsibility for the child. In general, no ill child will be sent
home unless accompanied by a parent or someone designated by the parent.
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In the case of a life-threatening emergency, we will contact the paramedics and/or ambulance and
transport the child to the hospital if needed. Parents, guardians, or if unavailable, the contact person
named on the emergency card will be contacted immediately. It is extremely important to keep the
information on your child’s emergency card current.

Holocaust Education (6164.14)

All elementary and secondary schools in the Archdiocese of Milwaukee shall provide instruction in
Holocaust Education as defined in 2021 Wisconsin Act 30. This instruction shall occur at least once in
grades 5 — 8 and once in grades 9 — 12. The totality of the instruction should be at least four (4) hours
in grades 5 — 8 and six (6) hours in grades 9 — 12.

Home and School Association

The objectives of the Home and School Association (HSA) are:
* Coordinate communication between Holy Trinity Catholic Parish School families and the school
teachers and staff. < Identify and sponsor social and enrichment opportunities for the students,
parents, teachers, and staff. « Sponsor events and activities that nurture the initiatives of the home,
school, and parish community of Holy Trinity Catholic Parish School.
* Support the needs of our school in its missions.

All school parents are members of the HSA and are encouraged to attend meetings. Officer
positions for HSA include President, Vice President, Secretary, and Treasurer. The Principal
serves as an ex officio member of HSA.

Homework (6154)

The term “homework” refers to an assignment to be prepared during a period of supervised study in
class or outside of class or which requires individual work in the study hall, classroom, or home.

The purposes of homework are threefold: to deepen students’ understanding and skills relative to
content that has been initially presented to them, to prepare students for new content, or to have
them elaborate on content that has been introduced. In most cases, homework should be formative,
allowing students to apply what they have learned in order to determine their level of understanding
and need for further instruction.

Homework is a developmental learning activity which should increase in complexity with the maturity
and capability of the student. As students mature, learning should become an increasingly independent
activity. This should be established through consistent assignments, which encourage students to
investigate for themselves and to work independently as well as with others.

Teachers will establish and communicate a homework policy, design homework assignments that
clearly articulate the purpose and outcome, and provide feedback to foster growth.

Homework, properly planned and purposeful in nature, should:
* Support growth toward identified standards and learning targets
* Support individual learning needs
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* Be designed to check for understanding and provide feedback to foster growth
* Used to inform instruction and assessment

Homework assignments should be coordinated among teachers and should be within the limit of
expected probability for accomplishment by the student. Homework is not to be used as a form of
punishment under any circumstances. * The amount of homework assigned to students should be
different from elementary to middle school to high school:

Level Time

3K, 4K,5K 0-15 minutes
Grades 1-2 15-30 minutes
Grades 3-5 30-60 minutes
Grades 6-8 60-90 minutes

» Students should not be required to exceed the maximum amount of time for their
developmental level. * Parent involvement in homework should be kept at a minimum.

To ensure the success of each student, the following procedures will be adhered to:

+ Grades 1-8 will receive an assignment notebook from the school office to be signed daily by a
parent/guardian when work is completed. (Notes to teachers can be written in the notebook to
inform the teacher of difficulties or concerns the parent/guardian has.)

* A reprimand will be given to those not completing work.

* If homework is not completed, a parent/guardian-teacher conference will take place to set up a
plan for homework completion.

Human Sexuality and Family Life (6141.11)

Education in human sexuality shall be part of the curriculum in all elementary and secondary schools,
and religious education programs in the Archdiocese of Milwaukee.

A Family Life program component must be offered in alignment with the current Grade Specific
Religious Education Curriculum, during the normal daily instructional schedule, in
elementary/middle schools (K-8).

The schools shall follow the guidelines presented in “The Truth and Meaning of Human Sexuality,”
February, 1996, and "Human Sexuality, A Catholic Perspective for Education and Lifelong
Learning,” December 12, 1990, National Conference of Catholic Bishops, United States Catholic
Conference, and “Educational Guidance in Human Love,” 1983 Vatican Congregation for Catholic
Education, and the Grade Specific Religious Education Curriculum, Archdiocese of Milwaukee,
current edition, the General Directory for Catechesis, 1998, and the Catechism of the Catholic
Church.
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The Office for Schools, Child & Youth Ministries, in collaboration with Adult and Family Ministry,
serves as a resource for the development of human sexuality programs.

In order to comply with the United States Conference of Catholic Bishops’ Charter for the Protection
of Children and Youth as applied in the Archdiocese of Milwaukee through its “Safeguarding All of
God’s Family” initiative, the parish/school will provide education on Safe Environment programs for
children and youth in the School and Catechetical programs, and annually verify these programs by
June 15. In addition, educational opportunities for parent/guardians and the community at-large on Safe
Environment issues shall be provided as appropriate, with verification of these opportunities submitted
annually by June 15.

In order to ensure the development and acceptance of a program of sexuality instruction that meets the
needs of the learners as well as the concerns of parent/guardians and professional educators, three
rules must be scrupulously observed in the planning process, whether in a parochial or a public
education setting:

* Create a broad-based committee of teachers and parents/guardians to support the principal in the

development of the program.

* Include parents/guardians throughout the planning and implementation phases of the

program. * Have parents/guardians integrally involved in the evaluation process after

the program is complete.

To enhance the possibility for a successful program and to merit general community support, any
program in human sexuality must be planned carefully. It is better to move cautiously and to consider
the needs and sensitivities of all involved. Even after their reasonable requirements and specifications
have been met, however, some parents/guardians may remain anxious about education in sexuality.
They should not let their feelings express themselves in indiscriminate opposition to all classroom
instruction in sexuality, for that would not be consistent with the position of the Second Vatican Council
and the bishops of the United States. To the extent that such opposition might impede or disrupt
responsible efforts along these lines, it would violate the rights of others. These parent/guardians are
not to overstate their personal objections, lest the rights of equally sincere and responsible
parents/guardians and the responsibility of competent church leaders be infringed upon.

Students may/may not be a part of the Family Life class; this decision is up to the parent/guardian.
Parents/guardians will be notified when Family Life class is being taught and parent/guardian
permission will be sought. The principal will provide supervision for the children in a manner
appropriate for these situations.

Immunization Requirements (5141.31)

School administrators must be in compliance with state immunization laws. Wisconsin law requires
schools to develop and implement a plan to encourage compliance with state immunization laws and
parents to present written evidence, paper or electronic, that their child has received specified
vaccinations. Parents may claim waivers based on reasons of health, personal conviction, or religious
beliefs. Waivers based on health reasons must be signed by a physician.

The school shall notify any adult student and the parent of any minor student who has not submitted
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either written evidence of immunization or a waiver form within 25 school days of being admitted.
Notification shall include instructions for complying with the Wis. Stat. 252.04, including a list of
missing immunizations, the availability of waivers for reasons of health, religion, or personal
conviction, and an explanation of the penalty for noncompliance. A school may issue a notice for
student exclusion for noncompliance on the grounds of health and safety. The school will notify all
parents that failure to comply with the state immunization requirements will be reported to the county
district attorney in accordance with the law.

For any student who has received the first dose of each immunization required for that student's age or
grade under HSS 144.03, but who has not received all of the required doses, the school shall obtain
written evidence that the student has received the required subsequent doses of immunization as they
are administered, but no later than the deadlines described in HSS 144.03.

The school shall maintain on file the immunization history for each student and any waiver form
submitted. Immunization histories shall be updated with information supplied by the local public
health agency, parents, or private physicians.

The school shall maintain a current roster listing the name and immunization history of each student
who does not meet all immunization requirements for that student's grade or age.

The immunization record of any student who transfers from one school to another shall be forwarded
to the new school or within 10 school days of the request for record transfer. The records of day care
students shall be transferred to a school if requested. Click Student Immunization Record to
download the form.

If one of the diseases covered by Wis. Stat. 252.04 (a) occurs in a student or staff member, the school
shall assist the local public health agency and the department in immediately identifying any
unimmunized students, notifying their parents of possible exposure, and facilitating the disease
control activities.

If a substantial outbreak as defined in HSS144.02 (12) occurs in a school, or in the municipality in which
a school or day care center is located, the school or day care center shall exclude students who have not
received all required immunizations against the disease, including students in all grades who have not
had two (2) doses of measles vaccine when it is an outbreak of measles that is occurring, when ordered
to do so by the department. The exclusion shall last until the student is immunized or until the
department determines that the outbreak has subsided.

Inclement Weather/Storms/Tornadoes (6114.4, 6114.5)
Emergency closing of the school due to snow or other conditions will be announced on news channels.
Families will also be contacted via Kewaskum Public School through a phone call.
* NOTE: The emergency contact information used is the information given during the registration
process. Please make sure your contact information is always up to date. If you need to update
your contact information, please call the school office.

Except in the case of an on-site problem, Holy Trinity will close when Kewaskum School District
closes due to the fact that we utilize their bussing system.
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When school is open on a snowy day, parents should ultimately decide whether or not their children
will attend based on the ability to transport them safely. In cases of delays, remember that the school
is not open until the announced start time.

If a weather emergency arises during a school day, announcements will be made on news channels.
Families will also be contracted via Kewaskum Public School through a phone call.

Your own observations of weather conditions should alert you to tune in to one of the local news
stations. You may also check our school website, or Facebook page.

Students practice emergency procedures for tornado conditions. The school will generally proceed as
usual when a tornado watch is in effect, but students will take cover if threatening conditions develop
and while a tornado warning (actual tornado sighted) is in effect.

Library (6163.1
Holy Trinity has a school library for the students’ reading enjoyment and learning. Books may be
checked out for a two-week period. The library will collect a fine on overdue books. A fine will be
collected from students to replace books they have lost or damaged.
Borrowing policies for students are as follows:

+ K5-1%: one (1) book at a time

- 2.3 two (2) books at a time

- 4™_8"™: three (3) books at a time

The replacement cost for overdue books not returned at the end of the school year and outstanding
fines will be added on to the following year’s tuition. All students are responsible for the care of the
books they borrow from the school library. Students can have their library borrowing rights revoked,
at any time, due to lack of care for our library books.

Lockers/Desks

Students are expected to keep an orderly desk or locker. Students are using school property, therefore
Holy Trinity School reserves the right to search desks, lockers, or hallway shelves if an occasion to do
so becomes necessary. The principal and staff members specifically delegated by the principal shall
inspect the student desks, lockers, or hallway shelves and any items in the lockers and desks
periodically. The principal/designee shall have the right to access any content, including phones (and
the contents of), photos, or other electronic devices (and the contents of) confiscated from students.
No locks are to be placed on lockers. Locks will be confiscated by school authorities if put on lockers.

All contraband items such as alcoholic beverages, controlled substances, knives and weapons shall be
deposited with the principal. Officers of the law, appearing with duly processed search warrants, will be
accorded the right to inspect lockers or desks as per the court's order. The school will seek legal advice
as soon as possible and seek consultation in regard to any questions of legality.

Since some classrooms and hallways are shared by outside groups, Holy Trinity School is not
responsible for the loss or damage to personal articles belonging to our staff or students.
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Lost and Found

Students are not to bring items of value to school. Holy Trinity School is not responsible and is not to be
held accountable for lost or stolen items taken from desks, lockers, shelves, backpacks, or those things
left in the school office. Lost and found items will be held in the school office for a reasonable period of
time. The collection is available for inspection by students and parents. At the end of the school year, all
unclaimed items are donated to charity. Please label your child’s belongings clearly with his/her name.

Lunch Program

Hot Lunch

Hot lunch is available every day for students and staff. This includes a 2 pint of milk. A menu is sent
home in the newsletter and family folder. Parents may buy lunches in bulk. Send your check made out
to Holy Trinity Lunch Program or cash in the correct amount in an envelope to your child’s teacher. On
the outside of the envelope please write your child’s name and grade.

USDA NONDISCRIMINATION STATEMENT

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and
policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including
gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.
Program information may be made available in languages other than English. Persons with disabilities who
require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape,
American Sign Language), should contact the responsible state or local agency that administers the program or
USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service
at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program
Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-1
7Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The
letter must contain the complainant’s name, address, telephone number, and a written description of the alleged
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature
and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:

program.intake@usda.gov
This institution is an equal opportunity provider.
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Milk
Students in Grades 3K-8 who bring a cold lunch from home may purchase milk through the

family lunch account. Link to the DPI Free and Reduced Lunch application.

Mandatory Reporting of Child A an lect (5140.1

All children and youth have the right to live, learn, and play in an environment free from abuse and
neglect. As individuals who care about children, it is the duty of any adult, employee or volunteer, in a
school and/or parish to report abuse, neglect, or maltreatment of a child.

The Archdiocese of Milwaukee requires all adults, employees, or volunteers to comply with reporting
responsibilities for any suspected abuse or neglect of minors, whether or not designated as a mandatory
reporter under Wisconsin law. Every instance of suspected child abuse or neglect must be reported no
matter when it happened or where it happened.

A volunteer in any program should discuss any concerns about sexual abuse, physical abuse, emotional
maltreatment, or neglect of a minor with his/her immediate supervisor (such as a DRE or teacher), and
collaborate in making a report to local law enforcement officials or to local child protective service
agencies. If his/her immediate supervisor is unavailable and the volunteer feels the child is in imminent
danger, the volunteer is encouraged to make a report to the local law enforcement or to local child
protective service agencies and then follow up with his/her immediate supervisor.

Paid personnel should directly report to local law enforcement officials or child protective service
agencies. They should also notify their supervisor (such as a pastor or principal) that a report is being
made.

In accordance with state law and moral obligation, any pastoral or school administrator, teacher,
counselor, or related professional who has reasonable cause to suspect a child under the age of 18
seen in the course of their duties has been abused or neglected or has been threatened with abuse or
neglect that is likely to occur is obligated to report the case immediately (as soon as possible but not
more than 24 hours later). Reports must be made by telephone or personal visit to the local Child
Protective Services or local law enforcement.

Definitions of Abuse and Neglect

Child abuse is defined as any physical injury inflicted on a child by other than accidental means; sexual
intercourse or sexual contact with a child; sexual exploitation of a child; permitting, allowing, or
encouraging a child to be involved in prostitution; emotional damage inflicted on a child; or forcing a
child to view sexually explicit activity.

Neglect is defined as failure, refusal, or inability on the part of a parent, legal guardian, legal
custodian, or other person exercising temporary or permanent control over a child for reasons
other than poverty, to provide necessary care, food, clothing medical/dental care, and/or shelter to
the child.

Mandatory Reporters
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Wisconsin law lists many specific professionals who are mandated to report child abuse and neglect.
Included among the list of mandatory reporters are the following:
* School teachers, administrators, counselors, substitute teachers, school employees
* Child-care worker or day care provider/center, childcare provider, in or out of the child's home - A
member of the clergy must report if the member of the clergy has reasonable cause to suspect that
child seen by the member of the clergy in the course of his or her professional duties is being abused
or threatened with abuse or has reason to believe that another member of the clergy is abusing a
child or threatening a child of abuse. * Mental health professionals, social workers, marriage and
family therapists, professional counselors, alcohol or other drug abuse counselor
+ Administrators of social service agencies
* Speech-language pathologist, audiologist
* Physician, nurse, physical therapist, occupational therapist; dentist, chiropractor, optometrist,
acupuncturist, dietitian * Police or law enforcement officer, emergency medical technician; first
responder
* Public assistance worker, including a financial and employment planner, mediator

Whoever willfully violates Wis. § 48.981 (2), Stats of the Wisconsin Children’s Code by failure to
report as required may be fined not more than $1,000.00 or imprisoned not more than six (6) months or
both (Wis. § 48.981 (6)). Any person or institution which reports in good faith is immune from either
civil or criminal liability. All reports and records must be accorded confidential treatment by the
authorities.

In the State of Wisconsin, the privilege of the priest/penitent relationship is not explicitly abrogated by
this law; therefore, a confessor is not personally obligated to report such information obtained within
the context of a formal structured sacramental confession.

Due to the seriousness of this matter, with the exception of the sacramental confession noted above, all
priests and parish personnel are expected to comply with this statute. The archdiocese will take similar
action if ever a matter of this gravity is brought to the attention of the archbishop or his representative.

Procedures for Reporting
Generally, a mandated reporter must speak with the child to determine if a reasonable suspicion exists to

believe that the child may have been abused. Once the mandated reporter has determined that a report
needs to be made (or not), any questioning of the child regarding possible abuse should cease. To
continue with questions could potentially contaminate any subsequent investigation by Child Protective
Services or law enforcement.

It is not unusual for a parent or a student to share concerns with an educator about the possible
maltreatment of another child. A report should not be made at this point by the educator, unless there is
a fear of serious and imminent danger to the child. Typically, the appropriate step is for the educator to
meet with the child to gain first-hand knowledge of the situation (if time permits) to determine if a
report is appropriate. The educator should encourage the person with the information to make a report to
the Child Protective Services (CPS) agency. However, there is no assurance that will occur. It should be
emphasized that an educator, as a mandated reporter, must have seen the child in the course of
professional duties and have a reasonable suspicion that maltreatment has occurred. Those requirements
are not necessary for an educator to make a report as a non mandated reporter. Any person making a
report in good faith is immune from civil and criminal liability.
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Sometimes an educator may be unsure whether or not a report should be made. In addition, sometimes
a person with clinical skills (e.g., pupil services professional) needs to interact with the child to
determine whether or not a report is required. In short, consultation is acceptable, but it cannot result in
delaying a report. Another consultation strategy is for the educator to contact the county Child
Protective Services (CPS) agency or a law enforcement officer, explain the situation, and ask for advice
regarding whether a report should be made.

If any mandated reporter has reason to believe that a child may have been abused or neglected, that
person is legally required to report, even if others do not agree.

When more than one educator is involved, the educator with the greatest amount of first-hand
knowledge of the child and the reasons for the report should make the contact with the Child Protective
Services (CPS) agency or law enforcement. If more than one educator has firsthand and different
knowledge of suspected child maltreatment, all of them should participate in the report. An educator
with first-hand knowledge should not ask someone else with less knowledge to make a report. Asking
someone else does not absolve the educator from the legal responsibility to report. However, another
educator with less or no first-hand knowledge could help to facilitate the report, as long as this results in
the educator with the most first-hand knowledge speaking directly to the CPS caseworker.

There are two ways to meet the legal requirement to report suspected abuse or neglect:
» Call the local Child Protective Services (CPS) agency, or
* Call local law enforcement

The reporter should be prepared to share detailed information, including:
* Reporter’s name, position, parish/school, parish/school phone number.
* Child’s name, address, and age.
* Reporter’s relationship to the child.
* Parent’s name, address, work place (if applicable).
* Names and ages of siblings.
* Description of the suspected child abuse or neglect (or the threat of child abuse or neglect),
statements made by the child, statements the child allegedly made to others, observations of the
child that may indicate child abuse or neglect, past interactions with the parents or other caretakers
that might be indicative of child abuse or neglect. * Any previous reports of suspected abuse or
neglect related to this child or family (if applicable).

If a parent, guardian, or significant other could possibly be the abuser of the child or could be
contributing to the maltreatment in some way, he/she should not be notified about the report. To do so
would allow the accused, if he/she has maltreated the child or contributed to the maltreatment, to
prepare an explanation that will make it more difficult for the Child Protective Services (CPS) initial
assessment to result in services and better outcomes for the child. However, if any of the persons
mentioned above are not suspected of being the abuser or of contributing to the maltreatment, then
parents should be notified, in order for them to take steps to protect their child.

Within 24 hours after receiving a report of abuse or neglect, the county CPS shall initiate an
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investigation to determine if the child is in need of protection or services. Elements of the investigation
may include observation or interview with the child, visiting the child's home, or interviewing the
parents/guardians. CPS can meet with the child in any place without the parent/guardian's permission
but may not enter the home without permission.

Should CPS request to meet with a child on school premises, school staff may permit those meeting
without parental consent as the United States Conference of Catholic Bishops Charter for the Protection
of Children and Young People (Article 4) requires cooperation with the investigation of allegations of
sexual abuse. The school will also cooperate in the investigation of other forms of suspected child
abuse. Student safety is of the utmost importance to the school and the school will act as appropriate to
ensure student safety.

Report of Suspected Parish/School Employee
In the presence of any suspicion that the allegation may involve a parish/network/school employee or

staff member, the following steps should be taken by the local pastor/parish director/president or
administrator in case of an allegation on the parish level or other non-parochial institution within the
archdiocese, or by the Archbishop or his representative regarding a cleric or lay person directly
employed by the archdiocese.

* The mandated reporter will immediately communicate his/her suspicions of child abuse or
neglect to the proper authorities and allow the authorities to conduct the investigation which is
required by law. The reporter is immune from liability, no matter what the outcome under,
both the civil and archdiocesan Whistleblower Policy.

* The pastor/parish director/president/school administrator must begin an internal investigation to
determine if the employee (i.e., the suspected abuser) did anything that warrants disciplinary
action. If there is any indication that an allegation of the child abuse may be founded in fact, the
accused should be temporarily suspended (with pay) by means of a written and dated
memorandum from his/her job pending fuller investigation.

* The pastor/parish director/president/school administrator, as well as the accused, is advised to
seek legal counsel immediately. The parish/network administrator shall consult with the
director of the Safe Environment Office, parish and archdiocesan legal counsel, as well as the
insurance carrier; the accused should consult other counsel to avoid conflict of interest.

* Full cooperation shall be given by the archdiocese and its personnel to any investigation conducted
by civil authorities. The archdiocese will suspend any internal investigation of an allegation of
child sexual abuse until civil authorities either conclude their investigation or authorize the
archdiocese to proceed with its own investigation. The archdiocese will not interfere in any way
with any investigation being conducted by civil authorities.

* Ordinarily, the accused employee should for the protection of all concerned avoid parish or
institutional property until the full investigation has been completed.

* Pastoral care should be extended to the alleged victim, as well as to the accused. The actions
taken are not an expression of any judgment of guilt, but rather intended to indicate clearly
the serious nature of such cases and to protect the rights of all concerned.

+ Care must be taken to avoid defamation of the character of the accused.

* An employee may have his/her Safe Environment Certification suspended, revoked, or reinstated
during or after the internal investigation or the investigation by the civil authorities.
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» If the accused is a cleric of the archdiocese, the following special steps will be taken by way of
recognition of the privileged and trusted role of the clergy and in order to protect the good of
the Church and its mission. The archbishop or his representative will report the matter
immediately to civil authorities. The archdiocese will remove the cleric from any current
assignment and exercise of ministry in any case where the district attorney pursues a criminal
investigation.

« If the civil authorities cannot proceed with criminal action for any reason and the case is returned
to the Archdiocese, there will be a thorough investigation of allegations using an established
process which includes the Archdiocesan Review Board and an independent investigator. In
accordance with the provisions of Canon 1722, the cleric will be removed from any current
ministry assignment or exercise of ministry and prohibited from any public exercise of ministry
while the investigation is underway. The investigator will take whatever steps are needed to
arrive at a compilation of facts in the case. The archdiocese commits itself to full cooperation in
this independent investigative process. The Archdiocesan Review Board is charged with making
recommendations to the archbishop regarding the substantiation of the allegation and suitability
for ministry.

+ Alleged offenders will continue to receive necessary medical, psychological, and spiritual

treatment. * If an accusation proves unsubstantiated, a cleric will be restored to the exercise of

ministry. Both the accused and those with and to whom he ministers are to be provided with
support services by archdiocesan personnel.

* In every case, upon conviction, plea of guilty, or determination by the Diocesan Review Board
process that there is a preponderance of evidence that a cleric has sexually abused a minor, the
Archdiocesan Review Board will submit its findings and make its recommendation to the
archbishop. If the allegation is substantiated, exercising his episcopal authority, the archbishop
will permanently remove the cleric from active ministry and divest him of authority to function
as a cleric in any capacity. Proper canonical procedures will be observed at all stages.

* Any cleric with a substantiated case of abuse of a minor will be permanently prohibited
from the exercise of ministry.

Screening, Background Checks, and Training
The following requirements must be met for all parish/school staff, employees, and volunteers

who have contact with children or youth prior to employment or commencement of volunteer
service:
* Be cleared through a state and national criminal background check. Selection.com is the
background check provider * Attend a Safe Environment Education Training session on recognizing
the signs of, and reporting, child abuse and neglect.
* Read and sign the Code of Ethical Standards and the Mandatory Reporting
Responsibilities * Read and sign the Social Media & Digital Communication
Policy acknowledgement
* Be approved by a member of the professional staff. A criminal background check must be
repeated every five (5) years. All school employees and staff must be trained in mandatory
reporting responsibilities within six (6) months of hire and at least every five (5) years
thereafter.


https://www.archmil.org/Offices/Safe-Environment.htm

Mandatory Reporting of School Violence Threats (5140.12)

Wisconsin Act 143 requires reporting of school violence threats by certain individuals, including
teachers, school administrators, school counselors, other school employees, physicians, and other
medical and mental health professionals. Specifically, an identified individual must report if the person
believes in good faith, based on a threat made by an individual seen in the course of professional duties
regarding violence in or targeted at a school, that there is a serious and imminent threat to the health and
safety of a student, school employee, or the public. These individuals must immediately inform a law
enforcement agency of the facts and circumstances contributing to the belief that there is a serious and
imminent threat.

The full list of individuals required to report threats of school violence can be found in Wis. Stat. §
48.981 (2) (a) and is the same list of individuals required to report suspected child abuse and neglect.

The Act provides immunity from civil or criminal liability for any person or institution making a report
in good faith as well as immunity for health care providers who do not report based on their good faith
belief and professional judgment that a report is not required. Act 143 also creates an exemption from
mandatory reporting for members of the clergy if certain conditions are met. The Act mandates that
school boards require employees to receive training regarding mandatory reporting of school violence
threats.

The mandatory reporting created by Act 143 applies to threats of violence against public, private, or
tribal elementary or secondary schools. An intentional violation of the reporting requirement is an

unclassified misdemeanor, subject to a fine of $1,000 or less, imprisonment of six months or less, or
both.

Nuisance Items

Students shall not bring/wear any items that interfere with the educational process. Therefore, [Pods,
MP3 players, cell phones, laser pens, wallet chains, toys, video games, trading cards, etc., are not
appropriate and will be taken away if used during the school day. A parent/guardian may be
contacted if the situation deems it necessary. Students are permitted to wear hats to school, but must
not wear them in the building. Holy Trinity School is not responsible for lost or stolen items.

Parent/Student Complaints Concerning Parish/School Personnel (1312.1)

It is incumbent upon parents to cooperate closely with the educators to whom they entrust their
children. A grievance occurs when there is an unresolved concern between the parent or guardian of a
student enrolled in a Catholic school or parish religious education program and an employee of the
parish/school.

Before any formal grievance can be initiated, the parent or guardian must meet with the employee with
whom there is an issue to see if reconciliation can occur. If there is no resolution, the parent or
guardian may initiate the grievance process by

providing documentation of the concern to the employee’s supervisor, generally within ten days of the
initial meeting with the employee. Documentation must indicate the factual information regarding the
concern, steps already taken to address the matter, and specific recommendations for resolution. The
supervisor will schedule a meeting of all parties to work toward reconciliation.
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All individuals have a right to present their concerns fully and openly without fear of retribution.
Grievance issues will be dealt with one at a time and on an individual basis only. The right to
confidentiality will be respected within the context of finding a satisfactory resolution.

If mutual resolution does not occur, the parent or guardian may provide the pastor with written
documentation of the unresolved concern and the steps already taken. The pastor may attempt to resolve
the situation in one of the following ways: * The pastor may convene the parties in an attempt to
reconcile the concern.
* The pastor may contact the appropriate archdiocesan office for assistance in reconciling the
concern. * The pastor may convene a local grievance committee to review all details of the concern.
The committee will submit a recommended resolution to the pastor for final consideration.

Once a review is complete and a final recommendation has been offered at a local level, there is no
additional appeal of the decision at the archdiocesan level. The School Advisory Commission, School,
and/or Parish Pastoral Council is not involved in the grievance proceedings and is not a source of
appeal.

Parent/Guardian Education Programs
The Home and School Association of Holy Trinity School sponsors educational evening programs or

workshops on occasion. The parish also has available adult religious formation classes.

PBIS
Holy Trinity School is embracing PBIS (Positive Behavior Intervention and Support). Holy Trinity is a
place where academic achievement soars, discipline problems are reduced, and student self-confidence
is enhanced by maintaining a positive, safe, predictable and enjoyable environment for all students and
staff by having a common culture, vision and language. * Establish RESPECT as a core value

* Maintain positive and caring relationships between staff and students

* Create an effective and efficient school-wide behavior system

* Develop clarity and consistency in behavior expectations so that all students are respectful,

responsible, safe and ready to learn

+ Use data to guide decision making

* Identify all students needing behavior acknowledgement and support

* Teach students the social skills to be good citizens

* Strengthen family partnerships

What is Positive Behavior Intervention and Support?

PBIS is a process for creating safer and more effective schools. It is a systems approach to educating all
children by developing research-based, school-wide, and classroom behavior support systems. The
process focuses on improving a school’s ability to teach and support positive behavior for all students.
PBIS includes school-wide procedures and processes intended for all students and all staff in all
settings. PBIS is not a program or a curriculum. It is an approach to creating a safe and productive
learning environment where teachers can teach and all students can learn.

Why PBIS and our school?
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We have designed a behavioral expectation system (called the Behavioral Expectation Matrix) which
displays expected behaviors in all areas of the school. These behaviors are discussed and taught in all
classes. Posters are displayed throughout the school in each area reminding students of expected
behaviors. Please review the matrix on the next page. Students have the opportunity to earn individual
and class rewards that contribute to a school-wide reward.

As a school, we have adopted four core values that are an integral part of everything we
do at Holy Trinity: Be Respectful.

Be Responsible.

Be Safe.

Be Ready to Learn.

Physical Education Attendance
Physical activity is an important part of child development. Therefore, all students are expected to

participate in physical education. If a child is injured or too ill to participate in gym class, a student may
miss one class with a written note from a parent/guardian. If the injury or illness persists and causes a
student to miss more than one class, a doctor’s note excusing the child from class is required. The note
should indicate the reason for missing class and the anticipated date the student may return to class.
During the time the student is not participating in physical education, he/she may be asked to assist the
teacher with clerical or other duties that will not harm the child.

Plagiarism

“Plagiarism is defined as "stealing and passing off as one's own, the ideas, images or writings of
another" (Webster's Dictionary, 1961). Since plagiarism is an act of stealing, it is not accepted in any
writing or speaking project submitted as an assignment by a student of Holy Trinity School. Any
partial or complete act of plagiarism found in a student's assignment will result in a reduction of the
grade on that assignment.

Students in the intermediate grades who wish to use direct quotes or paraphrase another's ideas, images
or writings must follow reference guidelines established by the classroom teacher. Students who wish
to use direct quotes as part of a written or oral assignment must follow the American Psychological
Association (APA) style for referencing a direct quote both in the text and on the reference page.
Students who wish to paraphrase a passage must provide acknowledgment as an in-text citation
according to the APA style.

Playground Equipmen

Playground equipment is available for use during recess. Each child is responsible for taking care of the
equipment by using it properly and carefully. Each child who borrows equipment is responsible for
returning it to its proper place. Misuse, negligence, or loss will have to be compensated for either by
the individual or by the class depending on the circumstances. Students may not bring cellphones,
radios, headsets, or electronic equipment outside for recess. The same restriction applies to all
handheld electronic devices. Toys and games are provided for indoor recess, so students should not
bring them from home. The school will not be responsible if these items are damaged, lost, or
stolen.

Playground/Recess Rules

61



The welfare and safety of the children are of primary concern when students are engaged in outdoor
activities at recess. The adult playground supervisor has full authority to set boundaries or discontinue
activities not covered in this handbook if he/she feels that an activity has become dangerous, violent,
or affects the wellbeing of the child. Allowing children to bring additional toys to school for recess is
left to the discretion of the classroom teacher, the principal, and the playground supervisor with the
exception of the following toys which are not permitted:

* Baseballs and bats

* Bicycles, skateboards, scooters, snowboards, and rollerblades

* Any motorized toys

* Trading cards or any game that allows one child to keep the toys of another child

* Hard balls or hard frisbees
The school is not responsible for any personal toys that are lost, stolen, or broken during the school day.

Indoor Recess

Indoor recess is held when weather conditions do not permit students to be outside, such as rain or
extreme cold. Indoor recess will occur when the wind chill temperature is 0 degrees or less. There is
some flexibility in the wind chill taking into account the length of the recess and the temperature
compared to the wind chill. The location for indoor recess will depend upon supervision and space
availability. Students may be required to remain in their classrooms.

Snow Play
During or immediately after a snowfall, children need to be dressed for conditions. Boots and snow

pants are required for students in grades 3K-4 who wish to play in the snow. Students in grades 5-8 who
do not want to play in the snow still must have boots or an additional pair of shoes so that they can
change from wet shoes to dry shoes after recess. Dry socks are also highly recommended. This
additional pair of shoes can neither be their inside shoes nor their gym shoes. Students who do not have
boots or an extra pair of shoes will be directed to a dry area by the playground supervisor and will have
to remain in that area.

Socialization
Recess is an important part of the school day because it allows students to practice positive social skills
and the morals and values we teach here at Holy Trinity School. Because of this, certain behaviors are
not permitted. These behaviors include but are not limited to:

* Profanity

* Physical aggression of any kind

* Verbal aggression

* Harassment in any form

* Any behavior that is considered dangerous by the playground supervisor

* Disrespect of the playground supervisor.

* Throwing hard objects such as a hardball, a snowball, and chunks of ice or rocks
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Playground Consequences
The playground supervisor may place a child in a ‘time out’ on the perimeter of the play area for

behavior infractions. The purpose is to give the child time to collect him/herself so that he/she will be
ready to resume play and meet behavioral expectations. The child may not engage with other students
in conversation or return to play until the supervisor gives permission to do so. The child(ren) may
also be sent to the Principal’s office as the situation warrants.

Police Questioning and Apprehension (5145)

Law enforcement officers may not remove a student from a parish/school building for questioning
while the student is properly in attendance without permission of the student's parent, regardless of
the student's age. However, the law enforcement officers may remove a child when possessing a
warrant for the student's arrest or an order signed by the judge of the children's court.

A school administrator should not attempt to act as the student's legal representative in situations
where a police officer wishes to interrogate a student; however, the school administrator may insist
that any such interrogation be conducted in a manner and place which will cause a minimal amount
of disruption to the educational setting of the school. A law enforcement officer has the right to

question a student, even without a warrant.

The school administrator is not required to notify the parents before allowing a pupil to be questioned

by law enforcement. The administrator is not the legal representative of the student and could in fact be
charged with obstructing an officer in the course of a lawful investigation if the administrator

attempted to impede the investigation in this matter. The school administrator is not required to notify
the parents before allowing a pupil to be questioned. The administrator may, of course, notify the

parents that the child is being questioned.

Regardless of parental permission, the school administrator should not attempt to interfere with the police
investigation.

Promotion, Retention, and Acceleration (5132)

Criteria for Promotion - Promotion decisions shall be based upon a combination of observations of
students’ development in relation to their respective needs and abilities. The combination of
observations shall include academic aptitude, academic achievement, physical maturation, age, and
social-emotional development.

Promotion - Students will be promoted to the next grade level as academic achievement and physical and
social development together permit effective learning at that level.

Retention - Students may be retained in a grade level in exceptional cases in which the combination of
observations listed above indicates that the student’s needs likely are best met by repeating the grade.
Parents/guardians will be contacted as soon as possible when retention seems likely. All aspects of the
child--the physical, social, academic, and emotional needs--are considered before a final decision is
made relative to retention. Recommendations for retention can be made, but parents/guardians have the
final say.
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If there is a concern for an area of specific skills or a subject area that a student cannot seem to grasp,
teachers may contact the public school to make a recommendation for additional teaching strategies.
Teachers, parents/guardians, and public school specialists will meet to determine a course of action if the
problem persists.

Acceleration - Students may be accelerated in specific subject areas or by one or more grade levels when
the students have demonstrated intellectual and academic capacities to learn at a faster rate and in
greater depth than their age cohorts.

Procedures for Promotion and Retention - Principal shall assign students to grade levels best suited to
their total educational development with recommendations from staff. Teachers shall make
recommendations to the principal for potential retention, special assignment, or acceleration by the end
of the March. For each student recommended, a committee including the teacher(s) and special needs
consultant shall review the criteria listed above and report a recommendation to the principal. The group
shall consult with parents/guardians and determine grade placement by the end of the school year. When
special educational needs can be best met by the public school, the principal and staff of both buildings
shall be involved.

Legal Reference: WI Statutes 121.02

Third Grade-Promotion and Retention for At-Risk Students (5411) in accordance with the Kewaskum

School District
Introduction

This policy governs the promotion of students from 3rd grade to 4th grade in accordance with 118.33, Wis. Stats.
The policy applies to all students being considered for promotion from 3rd to 4th grade, effective on September 1,
2027.

The District intends to make promotion decisions based on a thorough and equitable process that considers
individual student needs in reading. For any student who has not completed their personal reading plan by the end
of the 3rd grade, a team will determine whether retention or promotion to 4th grade, with intensive instructional
support, progress monitoring, and supports to remediate the identified areas of deficiency, is in the student's best
interest. The determination process will consider relevant factors such as reading proficiency, social and emotional
development, and available supports.

Definitions

“Personal Reading Plan” means a reading plan provided for five (5) year-old-kindergarten to third-grade
students that are identified as at risk based on a universal screening assessment or diagnostic assessment, in
accordance with 118.016(5), Wis. Stats.

“Limited English-Proficient Student” means a student whose ability to use the English language is limited
because of the use of a non-English language in the student's family or the student's daily, non-school
surroundings, and who has difficulty in performing ordinary classwork in English as a result of such limited
English proficiency.
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"Completed" - means a student who has “completed” their personal reading plan if the student's parent(s)and the
District agree that the student has met the goals outlined in the personal reading plan and the student scores at
grade-level in reading on a summative assessment.

Promotion of Third Grade Students with Personal Reading Plans

For any student who has not completed their personal reading plan by the end of the student’s third grade year, the
District will engage in a process to determine whether to promote that student to the fourth grade. The District will
not promote a student from third to fourth grade who has not completed their personal reading plan by the end of
third grade unless the District, in consultation with the student’s parent(s), believes retention is not in the best
interest of the student.

In reaching the decision to promote or retain the student, the District will carefully consider all relevant factors,
including but not limited to:

A. Whether a team of interested individuals, including the parent(s) of the student and school representatives
who have knowledge of the reading instruction, supports, and interventions provided to the student, believe
promotion is in the best interest of the student;

B. All relevant and available data demonstrating the student’s response or progress to reading instruction and
intervention, and data demonstrating the student's progress towards meeting personal reading plan goals;

C. Why the student has not completed their personal reading plan;

D. Whether or which alternatives to retention can help support the student to achieve reading proficiency;

E. Any other factor(s) relevant in deciding whether to retain or promote a student;

F. Those factor(s) or conditions considered elsewhere in District policy or administrative guidelines
pertaining to student promotion and retention;

G. Whether the student is eligible for an exception contained under this policy;

H. The potential long-term adverse risks of retention.

Based on the comprehensive evaluation of factors above, the District will make one of the following
determinations:

A. Promotion: Promotion to fourth grade with applicable supports and services is more appropriate than
retention to third grade.
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B. Promotion: The student’s non-completion of their personal reading plan was not primarily due to the
student’s lack of reading proficiency.

C. Promotion: The District recommends retention with applicable supports and services but the student’s
parent(s) do not agree with the District’s recommendation.

D. Retention: The District determined that, in consultation with the student’s parent(s), retention with
applicable supports and services is more appropriate than promotion to fourth grade.

Promoting Students with Incomplete Personal Reading Plans

If the District promotes a third-grade student who has not completed their personal reading plan by the end of third
grade, the District shall conduct all of the following post-promotion requirements:

A. In the following and subsequent school year(s) provide intensive instructional services, progress
monitoring, and supports to remediate the identified areas of deficiency until the student scores at grade
level in reading on a summative assessment;

B. Notify the student's parent(s), in writing, that the student did not complete their personal reading plan,
including a description of the instructional services and supports that will be provided to the student to

remediate the identified areas of deficiency; and

C. Provide the student with an intensive summer reading program each summer until the student scores at
grade-level in reading on a summative assessment.

Exceptions to Post-Promotion Requirements

The following are good cause exceptions. Any student who meets one or more of the following good cause
exceptions may be exempt from the promotion policy, the intensive summer reading program, and/or the intensive
reading intervention requirements:

A. The student is identified as a Limited-English Proficient student as per the definition included in this
policy;

B. The student has an individualized education plan (IEP) that indicates that neither taking the universal
reading screener nor the State summative assessment in reading is appropriate for the student;
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C. The student scores as proficient in reading on the alternative Statewide standardized summative
assessment;

D. The student has an IEP or Section 504 plan under the Rehabilitation Act of 1973 that indicates that the
student has received intensive intervention in reading for more than two (2) years if the student continues
to demonstrate a deficiency in reading and was previously retained in 5K, grades one, two, or three;

E. The student has received intensive reading interventions for two (2) or more school years, continues to

demonstrate a deficiency in reading, and was previously retained in 5K, grades one, two, or three for a total
of two (2) years.

Mid-Year Enrollment/Transfers

Any student who enrolls as a third-grade student late in the school term without any accompanying record of a
personal reading plan shall be promoted to fourth grade under the criteria that the student did not have a personal
reading plan in effect at the end of third grade.

If a student transfers into a school enrolled as a fourth-grade student and the provided records indicate the student
may have met requirements to be retained in third grade (e.g., incomplete personal reading plan), the District shall
provide all supports and services that the student would have otherwise received as a post-promotion requirement
including intensive instructional services, progress monitoring and supports to remediate the identified areas of
deficiency, parent notification, and an intensive summer reading program each summer until the pupil scores at
grade-level in reading on a summative assessment.

Adopted 7.1.25

Public School Relationship

If Holy Trinity School is not able to offer special education services, should the need arise, our local
public school, the Kewaskum School District, is most responsive to our questions and able to provide
assessment and services when it is deemed necessary to meet requirements of PL 142 and Milwaukee

Archdiocesan Policy 6164.3(a). Additional information is available in our Special Needs Handbook
located in the office.

Release of Students (5113)

The principal may release a pupil during the day upon written request of the legal/custodial parent or
guardian and after verifying that a valid request exists for the pupil to be released. As a further
precautionary measure, the pupil's record is consulted to make certain that the adult requesting the
pupil's release is the legal/custodial parent or guardian. Such absences must be recorded as an absence
in the official school records.

Religious Education and Religious Formation
Religious education and formation are central to our educational program at Holy Trinity School. Our
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program focuses on the following areas:
+ A life-centered approach to learning that incorporates the child’s own life experiences and applies
Christian values to daily living.
* Lessons containing a balance of doctrinal content, scriptural understanding, and
faith formation. * Prayer and service to others as expressions of our personal
relationship with God.

Prayer is an integral part of every school day. Children learn formal prayers as well as how to pray
spontaneously. Children and staff pray together at Mass on Fridays and some Wednesdays. Children
are involved in preparation and participation of the weekly Liturgy. Liturgy, either in the form of a
Mass or a prayer service, is prepared by homerooms on a rotating basis under the direction of the
teachers. Students and staff will participate in Adoration on Fridays.

Students are encouraged to respond to the needs of others in the school, parish, neighborhood, city, state,
and world. Students are regularly involved in service projects that help others.

We expect families to celebrate together in the parish weekend liturgies, and we urge families to pray
together at other times. Parents are their child’s most influential and powerful role models of Christian
living.

Sacramental Preparation
Instruction for the First Reconciliation and First Eucharist is incorporated into the school curriculum.

Parent sessions and other activities for the children are planned by the Director of Religious Education
and the classroom teachers. If you have any questions about your child’s reception of the sacraments,
contact the Director of Religious Formation at 262-626-2603. There is a Sacramental Fee for each
Sacrament.

Parish Community

Holy Trinity School students and public school students in our Religious Education program are all
members of the same faith community. They participate together in the reception of the sacraments of
First Reconciliation and First Eucharist, they participate together in special Sunday liturgies, and they
do some projects together. In this way, we hope to strengthen the bonds that unite us as parish members
- One Body, Many Parts.

Religion Class
Students will be required to be in religion classes based on the number of minutes or percentage of time

as directed by the Archdiocese of Milwaukee. Parents/guardians who do not want their children to
participate in religion class must contact the classroom teacher. Prayer during the day is done at the
beginning and end of the day as a whole school and in each classroom throughout the day.

Reporting to Parents (5124

Trimester Reports (grades 1-8)

Formal evaluation of student progress is reported to parents at the end of each trimester. Achievement
grades are based on the completion and quality of daily classwork, contributions to class discussion
and group activities, completion, and quality of assigned take-home work and scores on quizzes and
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tests.

mester Reports (gra K, 4K K
The 3K, 4K and 5K Report of Student Progress is issued once at the end of the first semester and again
at the end of the year. It is an update based on WMELS (Wisconsin Model of Early Learning Standards)
domains of student learning. The K5 report has an additional evaluation of performance on the
developmental continuum. Each area of development is marked E (Emerging), D (Developing), or P
(Proficient).

Parents are asked to confirm receipt of report cards.

Returning Necessary Forms or Materials
Your cooperation in completing and returning requested digital or print forms is always greatly

appreciated. Children learn a great deal from your cooperation, thoroughness, and promptness, and
your assistance contributes to greater efficiency for the school.

Rights and Responsibilities of Parents (1312)

The Catholic Church recognizes and acknowledges the role of parents to be the primary educators of
their child. As such, schools partner with parents in the formal education of the child.

Schools in the Archdiocese of Milwaukee should demonstrate respect and support for parents in the education

of their child.

Inherent in the parents’ choice of a Catholic school for their child is the understanding and expectation
that they will support the school’s mission and its commitment to the principles of Catholic values and
faith formation. Parents are also expected to support and adhere to the policies and procedures outlined
in the school’s handbooks and demonstrate behaviors aligned with

good moral and ethical principles. Parents are not permitted to interfere with the operation of the
school nor display distrustful, disruptive, or harassing behaviors toward parish/school staff.

Schools may develop local policies to identify potential corrective actions if parents do not support and
adhere to policies and procedures outlined in the school’s handbooks. Such corrective action may
include the termination of the enrollment of the parent’s child/children. The Archdiocesan
Superintendent of Schools/designee is to be informed before any action leading to the termination of a
student’s enrollment is taken.

+ Canon 22.6.2. Because they have given life to their children, parents have the most serious
obligation and enjoy the right to educate them; therefore, Christian parents are especially to
care for the Christian education of their children according to the teaching handed on by the
Church.

* Canon 793.1. Parents as well as those who take their place are obliged and enjoy the right to
educate their offspring: Catholic parents also have the duty and the right to select those means
and institutions through which they can provide more suitably for the Catholic education of the
children according to local circumstances.

+ Canon 793.2. Parents also have the right to make use of those aids to be furnished by civil society
which they need in order to obtain Catholic education for their children.
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* Canon 796.1. Among educational means the Christian faithful should greatly value schools,
which are of principal assistance to parents in fulfilling their educational task.

+ Canon 796.2. It is incumbent upon parents to cooperate closely with the school teachers to whom
they entrust their children to be educated; in fulfilling their duty, teachers are to collaborate closely
with parents who are to be willingly heard and for whom associations or meetings are to be
inaugurated and held in great esteem.

* Canon 774.1. Under the supervision of legitimate ecclesiastical authority this concern for
catechesis pertains to all the members of the Church in proportion to each one's role.
* Canon 774.2. Parents above others are obliged to form their children into the faith and practice of
the Christian life by work and example; sponsors and those who take the place of parents are
bound by an equal obligation.

Safe Environment Education

The Archdiocese Safe Environment Policy states when anyone has direct contact with the children, we
are required to do a background check on them, and the volunteer is required to go through the
“Safeguarding All of God’s Family” Training Program. Contact the Parish or School for program and
registration information. It is recommended that all parents of enrolled students provide proof of
completion of this training program once every five years. It is highly recommended that parents
complete this program early.

Safety Plan
We are required by the state of Wisconsin to hold monthly fire drills and submit a report to designated

authorities. We are required to conduct, at minimum, two tornado drills a year.
Escape routes are posted near the doorway in each classroom.

Stranger and playground emergency drills are also conducted. Students, with teacher assistance, should
study these plans and become familiar with them.

When an alarm sounds, students should immediately begin the designated safety plan. All students
must WALK during all safety drills, unless directed otherwise by the teacher.

FIRE:

The first student to reach an outside door is to hold it open until the last child from the class has exited
the building. Students are expected to remain a minimum of 50 feet from the building until the signal is
given to re-enter.

TORNADO:

All students walk to designated safety areas in the school. While facing the wall, they will take a
crouching position and cover their heads until the all-clear is given. If the threat of bad weather
occurs at dismissal, a tornado watch will allow dismissal of students while a tornado warning will
require students to remain at school until the threat is over.

EMERGENCY ON THE PLAYGROUND:
If there is an emergency/injury on the playground the children are to alert the supervisor if he/she is not
aware. The supervisor must remain on the playground with the injured student and contact the office by
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walkie-talkies. Office personnel will assist with the injured child and will dismiss the rest of the
students to their homerooms.

If the emergency warrants it, the school or authorities will phone you with specific instructions for
reuniting with your child(ren).

ACTIVE SHOOTER/STRANGER IN THE BUILDING:

Staff have been trained by the Kewaskum Police Department in the ALICE procedures. Yearly
review of protocols occurs using ALICE training online. Drills will be conducted on a regular basis
with students/staff.

School Advisory Commission
The School Advisory Commission is a group of elected or discerned parishioners who, along with the

pastor/parish director/administrator, and principal, are dedicated to the promotion and welfare of
Catholic education. Parents/guardians of school children are invited and strongly encouraged to
become active in the leadership role of the organization and attend meetings.

The School Advisory Commission is a standing commission of the Parish Pastoral Council. The
School Advisory Commission is an advisory body to the school principal. The purpose of the
School Advisory Commission is to assist the school principal in:
* Ensuring the school thrives and remains viable for the future
* Ensuring excellence in Catholic Culture, Academics, Whole Child Education, and the Stewardship of
Resources
* Supporting the school in its efforts to collaborate with the parish.

The School Advisory Commission operates under an approved set of Operational Normes.

School Advisory Commission members meet monthly. School Advisory Commission members serve
three-year terms and may serve two terms in succession. A discernment process is used when adding
new members to the commission. Officer positions for the SAC include Chairperson, Vice Chair,
and Secretary. The Principal serves as an ex officio member of SAC.
hool Day (6112
2025-2026
+ All Day 3K, 4K, 5K-8:
o 7:15 Doors open for students to come to classrooms
7:30 School Day begins and doors are secured
9:45-10:00 Recess
11:25-12:15 Lunch/Recess
2:35 Dismissal of students

0 O O O

+ Half Day 3K and 4K:

o 7:15 Doors open for students to come to classrooms
7:30 School Day begins and doors are secured
9:45-10:00 Recess
11:40 Pick-up Dismissal
11:45 Busser Dismissal

o O O O
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School Grading Practices (5121)

Effective grading practices are necessary for improved teaching and learning. Schools will adopt local
grading policies that will support the following guiding principles:

+ Assessment and grading are ongoing processes that guide continuous learning.

* Grading should be standards-based and reflect what students know and are able to do.

* Grading should be transparent and promote common understanding between students, parents,

teachers, and schools. * Grading should support a growth mindset.

* Grading should only reflect student achievement.

* The purpose of homework is to check for understanding, provide feedback, and prepare

students for summative assessments.

SCRIP

Raise Right buys gift cards (SCRIP) at a discount from grocery, restaurant, retail, department, and
specialty stores all over the United States. A percentage of this discount is passed on to participating
nonprofit organizations when they purchase SCRIP from the national center. Holy Trinity School sells
SCRIP at face value to its members and supporters and receives financial income from these
transactions. The financial profit is divided into a 50/50 split: 50% of the profit goes to the school and
the other 50% in profit is taken off of a family’s tuition the following school year.

arch an izure (5145.2
Student Lockers and Desks:

* Parishes/schools reserve the right to search anything brought onto parish/school property.

* Lockers, desks, textbooks, and other materials or supplies loaned by the parish/school to students
remain the property of the parish/school, and may be opened by personnel for cleaning,
maintenance, or emergencies. When prohibited items are found in the course of routine
cleaning or maintenance, or in the case of emergency, they will be confiscated, and a report
will be made to the school administrator who will determine whether further investigation is
warranted.

* The school administrator shall have the right to access any content, including text messages,
photos, or address books on cell phones or other electronic devices confiscated from
students.

« [llegal or contraband materials found during a search shall be turned over to law enforcement

officials. « Officers of the law, appearing with duly processed search warrants, will be accorded the

right to inspect as per the court's order.

Standards Based Curriculum, Instruction, and Assessment (6140)

The curriculum for the Archdiocese of Milwaukee adheres to appropriate, delineated standards that are
aligned to ensure that every student successfully completes a rigorous and coherent sequence of
academic courses based on standards and rooted in Catholic values. (NSBECC Benchmark 7.1)

Curriculum documents are designed to:
* Prioritize standards and integrate the religious, spiritual, moral, and ethical dimensions of learning;
* Identify learning targets to guide decisions on instructional strategies, materials, and



resources; and * Articulate how students will demonstrate their learning.

The school shall provide a wide range of instructional strategies and assessment methods based on the
unique needs of each student.

The Grade Specific Religion Curriculum and Family Life Curriculum have been reviewed
and approved by the Archbishop. Schools must adhere to the approved curriculum and
resource lists in these areas.

Instructional strategies and materials/resources shall be determined at the school level according to
the curriculum being delivered and the needs of the students being served.

Alignment of curriculum, instruction, and assessment shall be documented and monitored to ensure
students have the knowledge, understanding, and skills to become creative, reflective, literate, critical,
and moral evaluators, problem solvers, decision makers, and socially responsible global citizens.
(NSBECC Benchmark 7.3)

Standards-Based Grading
To comply with the expectations of the Archdiocese of Milwaukee, Holy Trinity Catholic Parish School

will use a standards based model of instruction and grading. Grades 6-8 will use percentage and letter
grades. Our goal is to promote a consistent and transparent understanding of our instructional,
assessment, and grading practices.

Standards-Based Instruction
In a standards-based classroom, specific standards drive instruction. Teachers focus on means by which

to deliver instruction to promote mastery of concepts, skills, and knowledge. Learning Targets, or “I
Can

Statements,” inform students of targeted outcomes. Students work toward achieving mastery of such
and are given multiple opportunities to do so.

Standards-Based Assessment
Formative work is used throughout the learning process so that students can practice the application of

skills, concepts, and knowledge and teachers can measure student progress toward achieving success
on a targeted standard. A rubric score (4, 3, 2, 1) indicates the level of success at which the student is
performing. However, Formative Work outcomes have no effect on Report Card grades. Teachers
solely assess this work to gain insight into individual and class needs and to plan for future instruction.
Summative Assessments are used to measure students’ comprehensive ability to demonstrate the
concepts, skills, and knowledge embedded within each standard. A rubric score (4, 3, 2, 1) indicates
the level of success at which the student is performing. Summative Assessment outcomes are the
basis of Report Card grades.

Standards-Based Grading 3K, 4K & SK
The Wisconsin Model Early Learning Standards are used to guide instruction and assess student
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performance. On Holy Trinity’s 3K, 4K, and 5K Semester Report Cards, parents will receive a
narrative description indicating their student’s performance as it relates to each standard.
* 3K, 4K, 5K
o The Wisconsin Model Early Learning Standards and standards designated by the

Archdiocese of Milwaukee are used to guide instruction and assess student performance.
On Semester Report Cards, parents will receive a narrative description indicating their
child’s performance on Wisconsin’s early learning standards, as well as achievement
indicators of Secure (S), Developing (D), Emerging (E) for each Archdiocesan standard.

Standards-Based Grading, Grades 1 - 5

Standards designated by the Archdioceses of Milwaukee are used to guide instruction and assess
student performance. On Holy Trinity’s Trimester Report Cards, a score of 3 (Proficient), 2
(Developing), 1 (Emerging) will indicate the student's level of achievement with each standard.
Grades 4-5 can also receive a score of 4 (Advanced)

* Rubric Descriptor Description:
o 4 Advanced
» Student demonstrates an understanding of concepts and skills extending
beyond grade-level standards.
» Student can independently complete self-directed studies.
o 3 Proficient
» Student demonstrates consistent understanding and application of concepts and
skills aligned with grade-level standards.
» Student can complete assigned tasks independently.
o 2 Developing
» Student demonstrates partial understanding of grade-level standards.
» Student can sometimes complete learning activities without assistance.
o 1 Emerging
= Student needs more time to develop an understanding of grade-level standards.
» Students can complete learning activities with assistance.
ra -8 Percenta
Grades 6-8 will use alpha grading and percentages.
A =94% - 100%

B =93-86
C =85-78
D=77-70
U = 69 — below

Standardized Testing

In the Archdiocese of Milwaukee, the following are required to be administered in all
elementary schools, [-Ready Diagnostic/Benchmarking Assessment for Literacy
and Math — Grades K-8 (three times per school calendar year)

The Wisconsin FORWARD Exam, given in Spring to grades 3rd-8th.



The new exam is designed to gauge how well students are doing relative to the recently
updated Wisconsin Academic Standards. These standards outline what students
should know and be able to do in order to be on track for future learning. The
Forward Exam is administered online in the spring of each school year at:

grades 3-8 in English Language Arts (ELA) and mathematics,

grades 4 and 8 in Science and,

grades 4, 8, and 10 in Social Studies.

**Holy Trinity School reserves the right to test more grades than mandated by the Archdiocese of Milwaukee.

Student Academic Progress (5120)

The progress of each student toward goals adopted by the school will be of central concern to the
principal and staff. Student progress will be viewed comprehensively, taking into consideration all
aspects of child growth: age, mental ability, personal and social needs, physical development, spiritual
growth and faith development, academic achievement, and environmental factors which influence all
of these dimensions.

Progress determinations will be based on the philosophical belief that recognizes the worth and dignity of each
individual.

nt Com I
Classrooms are equipped with numerous Chromebooks or iPads. Signed forms are required for students
and staff to have Internet access. Students are given instruction on proper use of the computer. A User
Agreement will be signed by students and parents on proper use of technology. A firewall protection
has been installed to block possible inappropriate materials from being viewed. Please note that even
the strongest security may occasionally fail.

Student Council

Student Council is offered for students interested in learning about leadership and having direct
input into the running of Holy Trinity School. Students will be voted into Student Council by their
peers.

tudent Records for Schools (512
The school has the responsibility to keep educational records for each student which will reflect the
interrelationships of the physical, emotional, social, and intellectual aspects of the student's
development. The Archdiocese of Milwaukee Cumulative Record shall be maintained for each student
in the school. Upon the student's entrance into the school, the school record is started, and the student's
history throughout the school system is recorded and maintained. Cumulative records include

Family Handbook 2024-2025 School Year 51
information such as attendance, progress reports, health information, and behavior information.
After the student has graduated or transferred, the cumulative record is maintained permanently.
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Information about students shall be used judiciously and shall always contribute to their welfare. All
reports, tests, and evaluations, upon the request of an alumnus (18 years of age) or parent/guardian of
minor students, will be shown to them in the presence of a professional person qualified to explain and
interpret the records. Such alumnus or parent/guardian shall upon request, be provided with a copy of
the records.

Schools will follow State and Archdiocesan guidelines governing the collection, maintenance,
administration, and dissemination of student records with utmost care and responsibility. An alumnus
and/or parent/guardian of minor students may have full access to and the right to challenge the accuracy
of data collected. If parents/guardians disagree, they may add a written statement of disagreement to the
file. No one but school personnel, alumni and parents/guardians of minors shall have access to student
data without a subpoena or written permission of the parent/guardian.

Students with Special Needs

Holy Trinity School does not have a designated special education program. The school works with
Kewaskum Area School District to offer support to students who have been identified by KSD or
another public school district as meeting criteria for special education Service Plans.

Suicide Prevention and Intervention (6164.12)

Mandatory Reporting Responsibilities:
When any employee shall have reason to believe, either by virtue of direct knowledge or a report from

another person, that a student is in any danger of harming him/herself through an attempted suicide, or
has attempted suicide, that person is to report this situation to the school administrator and the student’s
parents. If the student’s life is in imminent danger, emergency personnel (911) should be summoned to
transport the student to the nearest hospital emergency room. The school administrator shall seek
guidance from appropriate local agencies such as hospitals, social services, or other certified
professional personnel.

Telephone
The school phone is available for student use with teacher permission in situations other than sickness

or emergency. We ask that parents use discretion in requesting that messages be delivered to their
children in the classrooms, as these interruptions can be a distraction from learning for all in the room.
Students may not use cell phones in school.

Textbook Care

Textbooks and other special materials are loaned to students free of charge. Damaged or lost
books/materials are the students’ responsibilities. Students will be assessed a fine for damaged or lost
books/materials. To prevent damage and loss of items, Holy Trinity School requires that all students
have a book bag or backpack in which to carry school items. It is also required that textbooks be
covered at the beginning of the year with brown paper bags. Please do not use book socks; they ruin the
binding in the books.

Transfers/Withdrawals (5119)

A pupil transferring to a given school presents the most recent student evaluation form (report card) as
evidence of achievement in the school last attended. When the transfer is not due to a change of

76



address, the principal enrolls the student temporarily while contacting the former school for the reasons
for the transfer. Upon receiving satisfactory reasons for the transfer, the student is formally enrolled.

The receiving school requests that all of the student's cumulative and confidential records be sent from
the former school. Records are mailed directly to the school in which the student is newly enrolled.
Parental, guardian, or adult student written authorization for the transfer of records is not required for
the records to be released and sent to the new school in which the student is enrolling.

A school may not withhold the transfer of records to the new school due to failure to fulfill financial
commitments at the school last attended. Unless there are compelling reasons for not doing so, this
record transfer should take place within five (5) days of receiving the request.

If a student is transferring to a new school, notification two weeks before the move is required. The
student’s records will be sent upon request of the new school. Textbooks and other items that are the
property of Holy Trinity School must be returned to the office before the move. Any consumable books
will be charged to parents/guardians.

Transportation of Students (3541.1)

* The school shall provide transportation by bus to and from school sponsored events during the
school day for those students required to attend any events, such as field trips, picnics, etc.

* The school may provide transportation for teams, clubs, and other groups required to participate in
activities that take place outside the metropolitan area during non-school hours. In instances
where activities take place in the city or the surrounding area, parents may provide
transportation for their children.

* Parents have the option of allowing a son/daughter to transport himself/herself to a scheduled
event, or the parent may choose to transport his/her child. The school assumes no liability at any
time for students driving other students to and from scheduled and unscheduled events.

+ Parents must be alerted to the liability they assume in providing transportation for students other

than their own. * Vehicles used for parish/school/agency business must be insured for the following

limits: $100,000 per person and $300,000 per accident. The parish insurance program provides
excess liability coverage for employees and/or volunteers who use their vehicles for parish
business. However, this excess coverage will not trigger unless the employee and/or volunteer has
the above minimum limits on their vehicle.

* No parish/school/agency may own or operate, through borrowing, leasing or rental, a 10-15
passenger van for the transportation of children or adults. The only exception to this policy is
that a 10-15 passenger van may be used for the transportation of cargo. In this circumstance, in
addition to the driver, an adult passenger may be seated and belted in the front passenger seat.

* The vehicle must have a valid, current registration and a valid and current license plate. The vehicle
must be in good operating condition and have all safety equipment as required by law.

* Drivers must be 23 years of age or older, unless aged 21-22 and approved by Catholic Mutual

Group. * Drivers must have a valid, non-probationary driver’s license and no physical disability that

could in any way impair his or her ability to safely drive the vehicle.

* The parish/school/agency should submit the name and driver’s license number of any new driver to
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Catholic Mutual Group using the Request for Driver's Record Check. Catholic Mutual will
check the driving record through the state and communicate the results to the parish. The
Employee/Volunteer Driver Information Sheet should be completed for each driver and kept
in parish files. This is especially important for anyone transporting youth. Repeat drivers need to
follow the steps for approval every three years.

* Drivers must complete the on-line video, “Be Smart — Drive Safe” found on the Catholic
Mutual home page at_http://www.catholicmutual.org. This applies to new drivers and
drivers engaging in the three year re-approval process.

* Administrators or volunteers responsible for programs that require driving must view the
Catholic Mutual video, Church Transportation — is it Necessary and Ministry-Based.

* Vehicles rented by parish/school/agency must be reported to Catholic Mutual to secure
automobile liability insurance.

* Passengers must be belted and/or in booster seats as prescribed by law.

Drivers transporting children must meet Safe Environment protocols.

Tuition (3240.1)

Based on the parish and school budgeting process, the Parish Finance Committee establishes the
tuition rate annually. It must be understood that the annual tuition is, in most situations, less than half
the cost of educating your child. Parents wishing to send their children to this parish school are
expected to actively support the parish through their stewardship of time, treasure, and talent.

Holy Trinity has a discounted tuition schedule for families with more than one child enrolled in the
same school year. The tuition rate is based on the average cost of education per pupil at Holy Trinity
for the year the child will be enrolled. This rate is established annually as part of the budgeting
process.

Tuition payment schedule options are established annually and can be found on the Tuition Contract.
There will be no cash discount for lump sum tuition payments. Any fees on checks processed as
non-sufficient fund will be the responsibility of the person(s) issuing the check(s). At the end of the
school year all uncollected tuition may be referred to a collection agency if an agreement cannot be
reached.

No child will be denied an education at Holy Trinity School based merely on financial ability.
Parents who feel they have circumstances which merit an exception to the financial obligations should
discuss the matter with the Principal or Pastor. All decisions will be treated with the utmost respect and
confidentiality.

To help keep tuition costs low and to achieve certain items to support learning, Holy Trinity
School hosts fundraisers throughout the year. Below is a list of fundraising events:

* Social Fest — our largest fundraising event, held annually. The evening includes dinner, silent
auctions, raffles, and live auctions. There are many volunteer opportunities involved with this
event and all families are encouraged to attend.

* Calendar of Cash — A fun raffle for all to participate in!
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* Poinsettia/Wreath/Flower Sales
* Book Fair

Visitors

We are always delighted to have parents/guardians and parishioners visit us. Please contact the teacher to
set up a time that is mutually acceptable. This is your parish school, and we are happy to be here and
share our classroom activities with you. However, in order to ensure the safety and well-being of
students and staff, the principal shall regulate all visitors to the building. All visitors to the school shall
report to the school office when entering and must receive authorization before visiting classrooms
and other parts of the building. This requirement does not apply when visitors are attending a school
program in areas typically used for large group assembly when parents or grandparents are attending
activities clearly for the purpose of family involvement such as an open house or parent-teacher
conferences.

The school principal or other authorized school representative has the discretion to request that a visitor
leave the school premises if he/she believes that the visitor’s presence presents danger to students, staff
or school property or if their presence is disruptive to the operation of school. Law enforcement shall be
called if persons refuse to comply. Students may not bring guests unless the student’s parent/guardian
and authorized school representative have granted permission to do so.

Vandalism (5131.5)

Parents of students shall be responsible for the vandalism done by their children. Vandalism
comprises those acts which result in damage to parish or school property, including but not limited
to burglary, theft, malicious mischief, property damage, breaking and entering, and arson.

Vandalism against parish or school property caused by students must be dealt with appropriately by the school
administrator.

The school administrator is directed to:
* Identify the student(s) involved
» Call together persons, including the parents, needed to study the causes
* Decide upon disciplinary action and/or assessment of costs against the parents of students under
18 or against the student, if 18 or over
« Take any constructive actions needed to prevent future vandalism

Volunteers (4129)
Parents and interested individuals in the community should be encouraged to offer their services as
volunteers in the parish and school programs.

Volunteers are to work under the supervision and direction of a certified staft person.

All volunteers should complete the volunteer application form before placement. The duties of the
volunteer should be clearly defined. Please see the Volunteer Handbook for more information.
Volunteers should be provided an orientation prior to the commencement of their duties. This
orientation should include a review of parish/school policies, procedures and legal considerations as
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they pertain to the volunteers’ time in the parish/school. Volunteers should be knowledgeable of the
scope of their volunteer tasks and know what to do in case of emergencies or accidents. Existing
volunteers should be re-oriented annually.

In order to comply with the United States Conference of Catholic Bishops’ Charter for the Protection of
Children and Youth as applied in the Archdiocese of Milwaukee, the following requirements must be
met for all volunteers who have regular contact with children or youth prior to commencement of
volunteer service:

* Be cleared through a state and national criminal background check

- Attend a Safe Environment "Protecting God's Children" awareness session

* Read and sign the Code of Ethical Standards and the Mandatory Reporting

Responsibilities * Be approved by a member of the professional staff

A criminal background check must be repeated every five (5) years.

A volunteer may be dismissed for violations of policies and procedures of the parish/school or for
actions that harm the good name and reputation of the parish and/or school.

Download Form 4129 (a): Volunteer Application

Weapons-free zone (6114.6)
All schools will be maintained as weapon-free zones in protection of the safety of students, staff,
and visitors and in accordance with Wisconsin State Statutes.

It is a felony for any person to knowingly possess a weapon, concealed or otherwise, on school grounds.
Firearms, dangerous weapons, or look-alike weapons are prohibited from school property, school
vehicles, or at any school related events. This prohibition does not apply to law enforcement officers
discharging their official duties or military personnel who are armed in the line of duty.

Any person in violation of this policy shall be immediately reported to the police. A student or
employee violating this policy shall be subject to further disciplinary action up to and including
expulsion or termination of employment. The principal shall notify the parents/guardians of any
student who is in possession of a weapon and advise them of pending disciplinary action.

Website

Holy Trinity School’s Website is http://www.htschool.net.

You can like us on Facebook.

Certain pieces of information can be found on OptionC (optionc.com, school code 7127).

Photos of students may be used on School websites under the following guidelines:
* Identified photographs of students may be published with written and dated permission from
parents. Such photos would usually be for special reasons such as winning scholarships, contests or
athletic achievements. * No publication of students’ addresses, phone numbers or other personal
information is permitted. * Group photos are permitted without permission as long as the caption
identifies the activity or class, not the individual students in the photo. Archdiocese Policy 1112.1
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Wellness Policy (5140)

Holy Trinity School Wellness Policies / Goals

Holy Trinity School promotes good health in students by supporting wellness, good nutrition, and
regular physical activity as a part of the total learning environment. Holy Trinity School supports a
healthy environment where children learn and participate in positive dietary and lifestyle practices. By
facilitating learning through the support and promotion of good nutrition and physical activity, Holy
Trinity School contributes to the basic health status of children. Improved health optimizes student
performance potential and ensures that no child is left behind.

A. Provide a comprehensive learning environment for developing and practicing lifelong
wellness behaviors. a. The entire school environment, not just the classroom, shall be
aligned with healthy school goals to positively influence a student’s understanding, beliefs,
and habits as they relate to good nutrition and regular physical activity. A healthy school
environment should not be dependent on revenue from high-fat, low-nutrient foods to
support school programs.

B. Support and promote proper dietary habits contributing to students’ health

status and academic performance.

a. All foods available on school grounds and at school-sponsored activities during the
instructional day should meet or exceed Holy Trinity School Nutrition Standards.
Emphasis should be placed on foods that are nutrient dense per calorie. Foods should be
served with consideration toward variety, appeal, taste, safety, and packaging to ensure
high quality meals.

C. Increase the amount of time students are engaged in physical activity.

a. Our goal will be to provide opportunities for physical activity during the school day
through physical education (PE) classes, daily recess, and the integration of physical
activity into the academic curriculum. We will foster and communicate all available
opportunities for community, private, and school-based physical activity, such as teams,
events, camps, etc. Our entire staff will encourage the students to be active in outdoor
play and to include outdoor/indoor activities as an enhancement of instruction when
appropriate. The PE curriculum and instruction will emphasize lifelong fitness and
wellness as a personal goal for each student. Extracurricular — Holy Trinity School
encourages the use of the building and grounds outside of school hours for physical
activity.

D. Holy Trinity School is committed to improving academic performance in high-risk groups

so that no child is left behind.
a. Educators, administrators, parents, health practitioners, and communities must all
acknowledge the critical role student health plays in academic stamina and performance and
adapt the school environment to ensure students’ basic nourishment and activity needs are
met. Research highlighting the positive relationship between good nutrition, physical
activity, and the capacity of students to develop and learn should be highlighted to ensure
widespread understanding of the benefits to healthy school environments. The diversity of
the student population (e.g., economic, religious, minority, cultural, and medical) should be
considered at all times to ensure that all student needs are being met so that no child is left
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behind.

Student Nutrition

Procedures

Hot Lunch/Milk Program

Holy Trinity School will provide lunch every day. The meal program will follow the U.S.
Government’s Nutrition Standards.

Lunch Time Climat
The dining environment for lunch provides a safe and enjoyable environment for eating. It is cleaned and
sanitized regularly.

It is encouraged that the lunchroom environment be a place where students have:

adequate space to eat and pleasant surroundings; adequate time for meals (the American Food Service
Association recommends at least 20 minutes for lunch from the time they are seated); and convenient
access to hand-washing facilities before meals.

Fundraising
All fundraising projects are encouraged, but not mandated, to follow the School’s Nutrition Standards.

All fundraising projects for sale and consumption within and prior to the instructional day will be
expected to make every effort to follow the School’s Nutrition Standards when determining the
items being sold.

Items being sold that do not meet the District Nutrition Standards may be acceptable for student
consumption within moderation (i.e. limit quantity sold to an individual student). Items being

sold that do not meet the District Nutrition Standards may be acceptable when offered on an
intermittent basis.

Nutrition Education

Our goal will be to positively influence students’ eating behaviors. The first place for this education will
be at lunchtime. Our policies for both cold and hot lunches will emphasize and foster healthy food
choices and avoidance of non-nutritious or unhealthy choices. Classroom activities, including Family
Life and Health units, will incorporate appropriate lessons for nutrition. The PE teacher will include
age-appropriate nutrition emphasis as part of that curriculum.

Holy Trinity School has a comprehensive curriculum approach to nutrition in kindergarten through
eighth grade. All instructional staff are encouraged to integrate nutritional themes into daily lessons
when appropriate. The health benefits of good nutrition should be emphasized. These nutritional
themes include but are not limited to:

*Knowledge of food guide pyramid *Healthy diet

*Healthy heart choices *Food labels

*Sources and variety of foods *Major nutrients

*Multicultural influences *Serving sizes

*Diet and disease *Proper sanitation

*Understanding calories *Identify and limit junk food

*Healthy snacks *Healthy breakfast
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Holy Trinity School Nutrition Policy reinforces nutrition education to help students practice these
themes in a supportive school environment. Holy Trinity School will remain committed to provide
needed and appropriate training and in-service to improve nutrition, physical activity, health, and
well-being.

Parent Nutrition Education
Nutrition education will be provided to parents. The goal will be to continue to educate parents on the
importance of good nutrition combined with physical activity to ensure a healthy lifestyle.

Nutrition education may be provided in the form of handouts or presentations that focus on
nutritional value and healthy lifestyles.

1In mmitt
With the purposes of monitoring the implementation of this policy, evaluating policy progress, and
revising the policy as necessary, it is recommended that an evaluation process similar to that of
reviewing mission, vision, and philosophies be implemented. The process would involve yearly
review of the Wellness Statement. Information will be gathered based on input from food service
personnel, parents, student government, staff, administration, and the School Advisory Board.

Nutrition Standards

Our goal is to set policies and standards that recognize the need for healthy choices, maximizing
nutritional value, decreasing fat and sugar content in foods and beverages provided for children, and
monitoring portion size. Holy Trinity School has set the following guidelines that are sensible for foods
served at birthdays, parties, and events, including strict policies for peanut and other allergies present in
the school.

Food:

* Hot lunch will consist of a main entree, a carbohydrate, a fruit or vegetable, and often a dessert. *

Nuts and seeds are nutrient dense, contain high levels of monounsaturated fat, and help lower “bad”

LDL cholesterol and maintain “good” HDL cholesterol.

* Holy Trinity School will encourage the consumption of nutrient dense foods, i.e. whole grains,
fresh fruits, and vegetables, by strongly encouraging children to take small portions of all lunch
offerings. This should broaden their food likes and nutritional intake.

* Parents provide snack for K4 and K5. Further guidelines will be given by the classroom teacher.

Drink for 4K is covered by government funding. K5 students will be charged $20 at the beginning

of the year for milk and juice. * Snacks are not provided by the school for grades 1-8; however,

these students do eat a snack and are encouraged to bring a snack to help maintain energy levels.

Holy Trinity School requests the cooperation of parents in sending healthy snacks that are high in

nutrition and help maintain energy level. Please do not send candy to school. * It is recognized that

there may be special occasions when the school principal may allow a school group to deviate

from these guidelines, such as birthday treats and holiday parties and special fundraising activities.

* Food Rewards — There will be limited use of candy or other non-nutritious food as rewards.

Food Allergies:

* Parents must inform Holy Trinity School of any allergies and the severity

of the allergy. « Based on information received, Holy Trinity School will:
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o Notify all staff members of the allergy.
o Take precautions requested by parents.
o May consider banning the food item from the school.
Beverages:
* Milk will be available to students at reduced prices through the government assisted milk
program for snack and lunch.
+ Water is available in the water fountains. Students are encouraged to take drinks after each
recess because brain research indicates hydration increases brain activity. « Juices and soda
may be served at parties and other special events.

Holy Trinity Student Code of Christian Conduct

Responsibility Friendship
(Think of what jobs you are in charge of) (Think of acting with your heart)
e Think before you act; use self-control ® Be kind in words and actions
® Be on time and at school ready to e Help people in need
learn @ Complete your work on time e Take turns and share
® Be organized e Talk things out and forgive others
e Keep promises & commitments e Be open minded - listen to others’ points
e Always try your best of view




Honesty
(Think of building trust in each other)

e Tell the truth — even if it isn’t easy
e Do what you say you will do

® Return items in a timely fashion

e Play by the rules

e Honor confidentiality

® Admit your mistakes

® Encourage each other to work hard and
do your best work

® Set goals and strive to achieve them

e Challenge each other to top

performance ® Complement each other

on successes

Respect

(Think of The Golden Rule)

e Use your manners

e Honor and celebrate differences

e Consider others’ feelings

® Resolve conflict and problems peacefully e
Treat others the way you want to be treated
e Treat your mind and body as gifts from
God.

Citizenship
(Think of a box of crayons; all different
yet work together quite nicely!)

e Take care of your classroom and
school @ Cooperate with all others

® Be a good sport participant in school
activities ® Obey rules and expectations

® Respect students, families and staff

85



**Holy Trinity Catholic School reserves the right to amend the handbook for just cause with proper notice given to
parents/guardians if changes are made**

| understand my education is very important to my future. It will help me develop skills | need to
become a faithful follower of God, as well as a successful and productive citizen. | know my education
now is preparing me to be a life-long learner.

Student Signature Date
Parent Signature Date
Teacher Signature Date
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