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Trinity Catholic Academy
School Phone






815-223-8523
School Fax 






815-223-7450

School Email





tcasaints@lasallecatholic.com
Web Site 





www.lasallecatholic.org
Faculty & Staff TC "Faculty & Staff" \f C \l "1" 
Very Rev. Antonio Dittmer:  Pastor/LaSalle Parishes

Rev. Jacob Valle:  Parochial Vicar

Mr. Jerry Carls:  Principal

Mrs. Katie Somolski:  Preschool

Mrs. Colleen Trench: Preschool

Mrs. Tanya Smith:  Kindergarten
Mrs. Mary Kaye Happ: 1st 
Ms. Linda Garner: 2nd 
Mrs. Barb Derix: 3rd 
Mrs. Mykyla Kunkle: 4th 
Mrs. Kathleen Derber:  5th 
Ms. Jaiclyn Brown: 6th Homeroom/6th Math, Social Studies & Religion/ 8th History & 

  Literature/7th Geography 
Mrs. Elizabeth Albers:  7th Homeroom/6-8 English/6th & 7th Literature/ 7th Religion
Mrs. Deb Myers: 8th Homeroom/8th Religion/7th & 8th Math/6th, 7th & 8th Science

  6th-7th Science/7th & 8th Math

Mrs. Chris Kasprowicz:  Art

Ms. Stacey Konczak: K-8 Music
Mrs. Nicole Kasprak:  P.E./Athletic Director
Mrs. Kathy Brayton:  Preschool Aide/Librarian
Mrs. Glori Sanchez:  Preschool Aide

Mrs. Jennifer Peters:  Secretary

Mrs. Esmeralda DeLaTorre Bookkeeper

Mrs. Kaylyn Gedraitis:  Head Cook
Mrs. Veronica Garcia:  Assistant Cook
Ms. Billie Jean McGowan:  Assistant Cook

Mr. Larry Kapinski:  Maintenance
Mr. Joe Perra:  Maintenance
In our school, every day, we learn, love and pray! 

Circumstances may arise in which Trinity Catholic Academy determines that changes are required in these guidelines and procedures.  For this reason, Trinity Catholic Academy reserves the right, at any time, to modify, terminate, rescind or supplement any or all of the guidelines or procedures contained herein, and to take actions which may be contrary to guidelines, benefits, or procedures set forth in this Handbook.
NON-DISCRIMINATION IN ADMISSION POLICY TC "Non-Discrimination in Admission Policy" \f C \l "1" 
No student shall be refused admission to Trinity Catholic Academy on the basis of race, color, sex, national or ethnic origin.

PROLOGUE TC "Prologue" \f C \l "1" 
Catholic schools are the most effective means available to the Church for the education of children and young people. Its nature as a Christian educational community, the scope of its teaching and the effort to integrate all learning with faith distinguish the Catholic School from other forms of the Church's educational ministry.

Education is one of the most important ways by which the Church fulfills its commitment to the dignity of the person and the building of community. The primary purpose of the Catholic school is fourfold: to proclaim Christ's message, to participate in efforts to develop community, to lead people to worship and prayer, and to motivate them to serve others. The Catholic school prepares its pupils to contribute effectively to the welfare of the world of people and to work for the extension of the Kingdom of God, so that by living an exemplary and apostolic life, they may be, as it were, a saving haven in the community.
As stated in the National Catholic Directory, Sharing the Light of Faith,

Parents are the first and foremost catechists of their children. They catechize informally, but powerfully, by example and instruction. They communicate values and attitudes by showing love for Christ and His Church and for each other, by reverently receiving the Eucharist and living in its spirit, and by fostering justice and love in all their relationships. Their active involvement in the parish and their readiness to seek opportunities to serve others, and their practice of frequent and spontaneous prayers, all make meaningful their professions of belief.  Parents nurture faith in their children by showing them the richness and beauty of lived faith . . . Teachers have the responsibility to work in close cooperation with the parents.

It is expedient, therefore that the Church, the School, Parents and the Administration, the School Commission, Faculty and Students work together to build and live this Christian Community.

MISSION STATEMENT TC "Mission Statement" \f C \l "1" 
Trinity Catholic Academy provides quality education in the Roman Catholic tradition to students of all faiths through development of spirit, mind, and body.  Partnering with parents, we strive to help each student develop a personal relationship with God and a commitment to serving others.
VISION TC "Vision" \f C \l "1" 
The Vision of Trinity Catholic Academy is to provide a Catholic education with strong Christian formation and promote individual academic excellence to ensure the future success of all students.
STATEMENT OF PHILOSOPHY TC "Statement of Philosophy" \f C \l "1" 
Trinity Catholic Academy is an expression of the faith community of St. Hyacinth and St. Patrick Church.  It is rooted in Christian principles with the members of the community being Christ for one another while striving to live the Word of God each day.

We believe that the education of the child is fundamentally the responsibility of the home, and that the school complements, reinforces and extends into the academic area the Christian development begun there.  There is a cooperative commitment based on frequent student, parent, faculty, and staff communication.

As an educational community, we strive to provide for the uniqueness of each child in a family atmosphere of loving, caring, and sharing.  We endeavor to challenge each other to grow in all area of human and Christian development.

Since the values we hold determine the choices we make, our learning program encourages conscious, reflective choices, and promotes graceful acceptance of the consequences of these choices.

As Christians, we affirm the intrinsic goodness and dignity of the individual.  We seek to promote awareness of each person’s responsibility for self and for the global society as together we build the Kingdom of God.
RIGHT TO LIFE STATEMENT

Trinity Catholic Academy shall uphold the teachings and disciplines of the Roman Catholic Church concerning the dignity of all human life including the rights of the unborn.

RECOGNITION TC "Recognition" \f C \l "1" 
Trinity Catholic Academy continues to receive accreditation from AdvancED Illinois. Trinity Catholic will continue to maintain high standards, implement an annual school improvement plan, and be evaluated by a district, external peer review team as scheduled.

Trinity Catholic Academy is officially recognized according to Policy and Guidelines for Registration and Recognition of Nonpublic Elementary and Secondary Schools.  This recognition is issued to schools that maintain the criteria adopted by the Illinois State Board of Education for recognized nonpublic elementary and secondary schools.
GOALS AND OBJECTIVES TC "Goals and Objectives" \f C \l "1" 

To strive to live the Word of God in this Faith community, students, parents and faculty work together to:

· Participate in a weekly liturgy

· Pray daily/Prayer partners

· Plan liturgies and minister to one another as Lectors, Eucharist Ministers, musicians, etc.

· Celebrate Marian feasts

· Study Church doctrine, sacraments and scripture

To communicate and cooperate effectively we make use of:

· School Website


Mid-quarter reports

· Weekly Faculty Memo


Report Cards

· Weekly Newsletter


PTSA Meetings

· School Calendar


Student Government Meetings/Reports

· Student-Parent Handbook

Faculty Meetings (Monthly)

· Teacherease

To challenge each one to the unique potential given by God in an atmosphere of loving, sharing and caring, we offer:

· Fine Arts Program



Athletic Program
· Student Government



Choirs:  Youth Vocal Choir

· Emphasis on Communication Skills

Emphasis on Creative Thinking Skills

· Teacher In-service and Evaluation

Individual and Small Group Tutoring

· Standardized Achievement and Ability Testing
· Opportunities to minister at liturgies:  Altar Servers/Lectors/Song Leaders

ADMINISTRATION TC "Administration" \f C \l "1" 
Pastor: By direction of the Bishop and canon law, the Pastor is directly responsible for all parish ministries.  One such ministry is the parish school. The Pastor provides service and leadership to the parish and school as a religious leader, community builder, and administrator, working together with the Principal, faculty, parents, and other parishioners to advance the Catholic formation of the parish’s children. He is responsible for the renewal or non-renewal of the employment agreements for the Principal, faculty, and other staff members. The Pastor is the final recourse in disciplinary matters.

Principal: The Principal has the primary responsibility for shaping within the school a climate of Catholic values and an atmosphere for learning that will nurture the growth and development of each person. The principal fosters community among faculty and students. The Principal collaborates with the Pastor and diocesan personnel in planning the policies and programs of the school. The principal is responsible for implementing school and diocesan policies, supervising faculty and students, and ensuring compliance with state and federal regulations. The Principal is the main arbiter in disciplinary matters.

ADMISSION POLICY – PARENT AS PARTNERS
The education of a student is a partnership between the parents and the school.  Just as a parent has the right to withdraw a child if desired, the school administration reserves the right to require the withdrawal of a student if the administration determines that the partnership is irretrievably broken.

Pre-Registration will take place each spring. Priority of acceptance into the school will be determined by the following criteria:

• The family has one or more children presently attending the school.

• The family is a registered and supporting member of the parishes in LaSalle.

• The family is a registered member of another Catholic parish in the area.

• Other families.

Class Size: TC "Class Size" \f C \l "2"  The number of pupils assigned to any class shall be determined in accordance with the nature of the class material itself, the need for individual attention, and the amount of work to be required (Diocesan Policy E-151). Factors to be considered in developing local norms include but are not necessarily limited to those mentioned above. The school’s mission to provide a Catholic school education for those parish members who desire it is a fundamental consideration in setting class size. Only as a last resort, or a temporary measure, shall children of the parish be denied a Catholic school education.

If the optimal enrollment is attained (25 students for grades K-3, 30 students for grades 4-8), a formal waiting list will be established at the school’s office. Those on the waiting list will be accommodated if possible. The use of a classroom aide, split-level classes or other creative scheduling employment will be considered.  Classroom vacancies will be filled according to the criteria stated above depending upon the date the family’s name was placed on the waiting list.

New families moving into the LaSalle area are generally accepted at the time they apply if space is available.

Students from other parishes and students of other religious denominations who are admitted are to attend religion classes and fulfill assignments in these classes.

Student/family requests for admission, as a new or transfer student, who requires minor adjustments in academic programs, will be considered on an individual basis. Determinations will take into account the needs of the students and the resources of Trinity Catholic Academy [Appendix A, Diocesan Policy D-105).  Any such admission shall include a trial period with timely review of progress during the first semester of attendance. In all matters regarding policy or procedure, the decision of the Pastor is final.
Eligibility requirements for Admission: TC "Eligibility requirements for Admission:" \f C \l "2" 
1. Age requirements are fulfilled:
· Children admitted to a three-year-old preschool program shall be three years of age on or before September 1 of the academic year.  Children enrolled in a four-year-old preschool program shall be four years of age on or before September 1.

· Students entering kindergarten must be five years of age by before Sept. 1 of the school year.
· Students entering at first grade level must be six years of age by Sept. 1 of the school year.

2. Verification of age is provided by means of the certified birth certificates for children entering school for the first time.
3. Physical exams are necessary for all students entering preschool, kindergarten, sixth grade, and for students new to the State of Illinois.

4. All children in kindergarten, second and sixth grades shall have a dental examination. Each of these children shall present proof of having been examined by a dentist by May 15th of the school year. If a child in the second or sixth grade fails to present proof by May 15th, the school may hold the child’s report card until one of the following occurs: (a) the child presents proof of a completed dental examination or (b) the child presents proof that a dental examination will take place within 60 days after May 15th.
5. Students entering Kindergarten must be given the chickenpox vaccine (Varicella) at the time of their physical. If the child has had chickenpox, the doctor must write a signed note on the physical report verifying this fact.

6. Students entering kindergarten or enrolling for the first time in an Illinois school are required to have a comprehensive eye exam performed only by a qualified eye doctor. Proof of the eye exam must be submitted by October 15.
Exceptions to age requirements may be made only at the discretion of the principal in consultation with the Superintendent of Schools.
Transfer students are interviewed on an individual basis before decision for entry is made. The student's cumulative records are requested from the school last attended.

Parent cooperation will be considered as a condition for admission and continued enrollment.

AFTER SCHOOL CARE TC "After School Care" \f C \l "1" 
All children attending Trinity Catholic Academy Preschool through Eighth grade are eligible to participate in this daily program offered on full days.  Care is provided from 2:50 p.m. until 5:30 p.m.  After care includes a snack, quiet study time, free-play, creative activities pertaining to the children’s interest, as well as time to simply relax.  All children must be registered in the After Care program before attending any after care.  The following are required for admission:

· Completed application concerning family information, emergency contacts and employment schedule

· Completion of all consent forms – medical emergency care, etc.
· Paid registration of $5.00 per family per year to be paid when applying for admission.
After Care Process:  When picking up your child/children, you will sign them out on a 2-part carbonless form.  This form will, in turn, become your bill on Monday of the following week.  The office will total the days used and send a bill home through the book bag in an envelope which we will use as a vehicle between your home and the school office.  Payment is expected upon receipt of the bill, Tuesday.  After Care payments are meant to be received on a weekly basis.

After Care Discipline:  All rules of behavior as part of the school policy are also the policy of the After Care Program.  Children are expected to be responsible for their behavior and develop self-control as befitting their development level.  Time Out will be used as the disciplinary measure.  No child will be subjected to verbal or physical abuse.  Firm, positive statements with guidance to help solve one’s own problems will be employed.  

After Care Fees:

1 child:  $8.00

2 children:  $12.00

3 children:  $15.00
First 1/2 hour:   1 child:  $4.00
2 children:  $7.00
3 children:  $9.00
**Late pick-up fee – after 5:30 p.m. a fee of $5.00 for each additional 15 minutes of care will be charged.  NONPAYMENT OF FEES IS CAUSE FOR TERMINATION FROM THE PROGRAM.

After Care Pickup:  Children will be released only to the persons whose names appear on the parent application list.  In an emergency, the parent is to call the School Office and explain the circumstances and who will pick up the child.  That person, if not named on the form previously, must have a written note from the parent.  Please park in the west parking lot of the Holy Rosary School building.  Enter by the west school door.  A sign will be posted on the door should the children be somewhere else.  If you have any questions, please feel free to contact the office at 815-223-8523.
A review or appeal of any decision concerning policies, procedures, or other serious matters made by the competent authority of any of the schools of the Catholic Diocese of Peoria may be requested by any member of the diocese under certain conditions found in APPENDIX B of this handbook.

ASBESTOS MANAGEMENT PLAN TC "Asbestos Management Plan" \f C \l "1" 
As required, our building was initially inspected for asbestos on 5/14/89. The AHERA law requires that a visual surveillance of asbestos containing areas be completed every six months, and a re-inspection conducted every three years. The inspection/management plan is available for public review in the principal’s office.

ATHLETIC AND CO/EXTRA CURRICULAR PROGRAMS TC "Athletic Program" \f C \l "1" 
Trinity Catholic Academy has outstanding athletic and co/extra-curricular programs.  The school will attempt to provide equal sports opportunities for both boys and girls.  Students may participate in athletic and co/extra-curricular activities if they meet eligibility requirements, have a current sports physical examination on file, are adequately covered by insurance, and have an acceptable attitude.  Coaches or teachers have the right to request suspension from athletic and co/extra-curricular activities, and the principal will have the authority to take the necessary action after consideration of the facts.

Participation in athletic and co/extra-curricular programs is a privilege, not a right.  Therefore, students forfeit this privilege if behavior, academic standards and financial obligations are not met.  Co/extra-curricular and athletic activities do not take precedence over academics; they work in cooperation with academics.


Please refer to the Diocesan Athletic Handbook for Elementary Schools, the Illinois Elementary School Association (IESA) rules and regulations, as stated on their website for further information.
Athletic Spectator Code of Conduct

Each year Trinity Catholic Academy Grade School schedules an active and highly competitive sports program for both boys and girls.  We encourage your attendance at our athletic events and hope to see many of you at these sporting events.  However, we do expect certain standards of conduct at all contests and we will endeavor to maintain proper sportsmanship by all that attend.  Listed below are some or rules and regulations that must be followed by all students and fans attending Trinity Catholic Academy Grade School athletic contests. 

Spectators attending games are to be seated while play is in session.


Water and Gatorade are only allowed in the gym.


No objects are to be thrown.


Spectators are to remain off the gym floor are at all times


Spectators are expected to show proper respect for school property and for 

the authority of school officials and coaches. 


Fans should not heckle, jeer, or distract member of the opposing team (i.e., 

should not whistle or yell while opposing players are shooting free throws). 

Proper respect should be shown toward officials who are in charge of the 

athletic contests. 
Profane language and obnoxious behavior will not be tolerated.  (i.e., all cheering must be in good taste. Questionable group cheers will not be permitted).

ATTENDANCE TC "Attendance" \f C \l "1" 
It is the legal responsibility of the parent/guardian to make reasonable efforts to insure the regular attendance of their children, consistent with Section 26-1 of the Illinois School Code and to inform the school of any absence/tardiness and their causes. Any absence or tardiness must be explained in a written note signed by the parent or guardian.

In keeping with Section 26-2a of the Illinois School Code, the following circumstances are considered to be valid causes for a student’s absence:

A. Illness

B. Death in the Immediate Family

C. Family Emergencies

D. Other situations approved by the school principal

In so far as possible, appointments should be made outside of school hours. If an appointment must be made during school hours, a written request must be sent to the office no later than the morning of the appointment. Whenever a child must leave the school premises before the regular dismissal (due to illness, injury, an appointment, etc.), he/she must be met by the parent or guardian and be signed out and back in if returning later in the day. Under no circumstances are children to be taken from the classroom or playground.

Guidelines to be followed when an absence occurs:

· A phone call from a parent/guardian is required for all absences. The parent/guardian should call the school office before 9:00 AM. Leaving a message on the school’s answering machine the night before an absence will be accepted. UPON RETURN TO SCHOOL, A WRITTEN EXCUSE MUST BE PRESENTED TO THE OFFICE. Documentation of valid/invalid absences is very important and accurate records will be kept.

General Guidelines for the recording of Attendance.

· Grades Kindergarten – 1st: A full day of instruction is considered to be over 240 minutes. A student who is present 120 – 239 minutes will be recorded as a half-day. A student who is present zero to 119 minutes for instruction will be marked as absent. Lunch period is not considered instructional, and does not count in calculating attendance.

Grades 2nd – 8th: A full day of instruction is considered to be over 300 minutes. A student who is present 150 – 299 minutes for instruction will be recorded as a half-day. A student who is present zero to 149 minutes will be marked as absent. Lunch period is not considered instructional, and does not count in calculating.
In accordance with the School Code of Illinois, no punitive action, including out of school suspensions, expulsions or court action shall be taken against a chronic truant (a child subject to compulsory school attendance and who is absent without valid cause from such attendance for ten percent or more of the previous 176 regular attendance days) for his or her truancy unless available supportive services and other school resources have been provided to the student.

The following resources and supportive services are available to students with attendance problems to their parents or guardians:

*Parent/Teacher Conferences


*Community Agency services as available

*Counseling services by counselor/social worker 
*Psychological Testing                    

*Alternative Education Program/School Placement

Tardiness TC "Tardiness" \f C \l "2" : A student is tardy if he/she arrives later than the time designated for the beginning of the morning session.  If a student is tardy, the parent should sign the student in at the office upon arrival.  The office will determine when a student is excessively tardy.  The principal will be notified in case of excessive tardiness.
Absence TC "Absence" \f C \l "2" : Upon returning to school a student is to bring a written excuse from his/her parent or guardian to the office. A written excuse is also required whenever a student is late for school or must be dismissed early for an appointment. If the excuse is not brought in the following day, the student will be given one more day to bring in the excuse. The note is necessary to determine if the absence is excused or unexcused.

Under the guidelines of the Truancy Intervention/Prevention Program of LaSalle County Educational Service, a letter will be sent home when a student has missed 10 days of school, which is considered to be the maximum amount to miss during any school year. ANY STUDENT WHO IS ABSENT THIRTY (30) DAYS WILL BE PASSED ON CONDITION TO THE NEXT GRADE DUE TO EXCESSIVE ABSENCE. (see TCA Truancy Policy located in school policy book)
BACKGROUND CHECKS/SEXUAL ABUSE ALLEGATIONS TC "Background Checks/Sexual Abuse Allegations" \f C \l "1" 
Trinity Catholic requires Criminal Background Checks for full and part-time employees as well as regular school volunteers who work in/with the school. This background check must be completed as a condition for employment (CDOP Policy C-400). Trinity Catholic follows the Diocesan Policies for Sexual Abuse Allegations involving laity, religious, and diocesan and non-diocesan clergy. See Sexual Abuse Allegations Policies C-402 Appendix C of this handbook.

BAND TC "Band" \f C \l "1"  

Trinity Catholic students may participate in Band through the LaSalle Public School System. 

BOOKS COVERED TC "Books Covered" \f C \l "1" 
All textbooks belong to Trinity Catholic Academy. All books are to be treated with respect for the knowledge they contain.  ALL BOOKS MUST BE KEPT COVERED. Contact paper is not allowed. Scribbling on covers or pages of books fails to show respect for the books or concern for the person who will next use the books and, therefore, will not be tolerated. BOOKS WILL BE CHECKED PERIODICALLY AND AT THE END OF THE YEAR FOR DAMAGE AND FINES WILL BE CHARGED.

CAFETERIA PROCEDURES TC "Cafeteria Procedures" \f C \l "1" 
Trinity Catholic Academy participates in the government lunch program and children are encouraged to eat a hot, nutritious lunch.  

Menus are provided in the monthly packet and also can be found on the website www.teacherease.com and also Teacherease.  The Teacherease website also allows parents to view their children’s account balance.  Parents send money to the office to be deposited into each student’s lunch account.  When a child’s account goes in the negative a notification is sent from the school to the parent advising them of the balance.  Any child with a negative balance in their lunch account that does not bring money or a cold lunch will be instructed to call home for the parent to rectify the situation prior to the lunch period.
Children may bring a cold lunch from home. No soda, candy or fast food.  Students should bring their cold lunches with them when they arrive at school.  In the event a cold lunch is brought to the school by a parent it needs to arrive before 9:00 a.m.  We ask that the lunch be clearly marked with the student’s name and left in the school office.

Free or reduced meals are available to children if the family income qualifies under government guidelines.  Information and forms for applying for free and reduced meal status are sent home at the beginning of the school year and are available in the school office.  All applications for free and reduced lunches are kept confidential.
CONFIDENTIALITY AND PROFESSIONAL CONDUCT

All Trinity Catholic Academy administration, faculty and staff members are expected to maintain highest standards of professional conduct when interacting with students, parents, and colleague, in confidentiality.  Any concerns in this area should be directed to the administration.

 TC "Confidentiality" \f C \l "1" 
Generally, schools must have written permission from the parent or legal guardian before releasing any information from the student’s record. However, the law allows school to disclose records, without consent, to the following parties.

· School employees who have a legitimate educational interest;

· Other school to which a student is transferring;

· Certain government officials in order to carry out lawful functions;
· Organizations conducting certain studies for the school where the student’s identity is not disclosed;

· Accrediting organizations (i.e. colleges, universities);

· Individuals who have obtained court orders with notice;

· Persons who need to know in cases of health and safety emergencies; and

· State and local authorities, within a juvenile justice system, pursuant to specific law

A school may also disclose, without consent, “directory” type of information such as a student’s name, parents’ name, address, telephone number, date and place of birth, awards, and dates of attendance. Parents have the opportunity to request that the school not release this information. Contact the school’s office if you prefer the “directory” type information not be released for newspaper articles, parents’ club directory, etc.

CONFLICT RESOLUTION / GRIEVANCE POLICY TC "Conflict Resolution/Grievance Policy" \f C \l "1" 
If a student, parent, or guardian has a grievance, they are to follow this procedure:

1. Speak to the teacher as soon as possible.

2. If that is not sufficient, speak to the principal as soon as possible after speaking to the teacher. Contact may be made through the school office.

3. If still not satisfied, see copy of the formal grievance procedures (Appeal and Review) listed as Appendix B of this Handbook. Trinity Catholic follows the conflict resolution policy of the Diocese of Peoria. (G 111)

CONFIRMATION TC "Confirmation" \f C \l "1" 
Successful completion of sacramental content and attendance at the practice and retreat is mandatory in order to be confirmed.

CONDUCT TC "Conduct" \f C \l "1" 
Any student who engages in conduct, whether inside or outside of school, that is detrimental to the reputation of the school and/or inconsistent with the mission, philosophy, or teachings of the Catholic Church may be subject to disciplinary action including suspension or expulsion.  Students are expected to act in an orderly and Christian manner at all times, treating staff and other students and school property with respect. The idea of discipline is to enable the student to move from externally imposed discipline to self-discipline.  When it becomes necessary to impose punishment for misbehavior, efforts are made to accomplish a positive effect.  The school may make use of written contracts or recommend counseling.  The Diocesan Policy Book (D-114;P-DBE) states:  “The permanent dismissal of a pupil from a Catholic School is a measure which should be taken only when it is seen that the program of the school is not appropriate for the particular individual.”

Discipline will be administered, when necessary, to protect students, school employees, or property, and to maintain good order which is essential in a positive learning environment.  Students will be treated in a fair and equitable manner and discipline will be based upon a careful assessment of circumstances of each case (e.g. seriousness of the offense, the student’s age, and frequency of misconduct, the student’s attitude and the potential effect of the misconduct on the school environment.)

When all measures fail, the principal may expel a student after consulting the pastor. 

Conduct/Classroom Policies TC "Conduct/Classroom Policies" \f C \l "2" 
As professionally qualified persons the teachers and staff use their own methods of disciplining students who act in an inappropriate manner.  Classroom policies and procedures are stated during the annual “Meet the Teachers” evening.  Every effort is made to have students take responsibility for their behavior and learn from their mistakes.  An appropriate consequence, which relates to the misbehavior, will be given by the teacher in an effort to assist the student in the learning process.  An appropriate consequence may be an after-school detention.

Talking, whistling, running and boisterous conduct in school corridors and classrooms is disruptive to the learning process and, for the good of all, will not be tolerated. 
Students will respect the property rights of the school, including playground and P.E. equipment.  Restitution is required for any property damage.

The teacher's desk is for the teacher. Students are not to touch anything on or in it without the express permission of the teacher.

Each student's property is to be respected. Students are not allowed to go into another student's desk or locker.

All students are expected to help maintain the order and cleanliness of corridors and classrooms of the school.  Simple jobs within the room will be assigned to students. Each student is responsible for the desk and locker assigned to him/her.  Students should come prepared with needed materials for class. Continuous lack of preparation for class will affect one's grade.

COURTESY TC "Courtesy" \f C \l "1" 
Students should greet all people whenever they meet them and should offer to open classroom doors, carry books, etc. Some guidelines to common courtesy are:

1. Use "yes", "no", "thank you", Mrs., Ms., Mr., or Sister name.

2. Use "excuse me" if they bump into someone or walk in front of someone.
3. Do not interrupt adults but, rather, wait their turn.

4. Are courteous and kind toward classmates by treating each person with respect.

5. Show respect and consideration for all school personnel.

6. Knock on doors and do not enter until asked to do so and then present the message to the teacher.

7. Treat speakers with respect at assemblies. Students are expected to applaud, where proper, in a manner befitting young Catholic students. Loud laughter, noises, whistling, stamping of feet is out of order at ANY assembly, i.e., speaker, movies, plays, etc.

CRISIS PLANS TC "Crisis Plans" \f C \l "1" 
Trinity Catholic Academy aims to provide a safe school environment. A Crisis or Emergency Preparedness Plan has been designed to provide a framework for protecting students, staff, and school facilities, as well as describe the responsibilities of staff members, for a wide range of emergency and disaster situations that may occur. It is kept in compliance with cooperation with the LaSalle Police Department, American Red Cross, and the Peoria Office of Catholic Education. A copy is available in the school’s office.

CURRICULUM TC "Curriculum" \f C \l "1" 
Trinity Catholic Academy is recognized by the State of Illinois Board of Education and will foster a reputation for excellence in education. Our teachers participate regularly in Diocesan Curriculum studies.  Textbooks used in various courses are selected from among those approved by the Catholic Schools Office. The textbooks in the school meet the same requirements as that of the public school system. Textbooks are updated on a regular basis.  In addition to the core academic subjects, there are programs in Art, Foreign Language (when available), Music, Physical Education and Technology.  Ordinarily, religion classes are held daily.  Students attend Mass or participate in liturgical celebrations on a weekly basis.  They take an active part in preparing for religious celebrations.  Students are encouraged to work, pray and sacrifice for the needy, especially during Advent and Lent. 
CUSTODY OF STUDENT

If there are limitations, for example, regarding visitation rights, it is the responsibility of the custodial parent to provide the school with a copy of the custody section of the divorce judgment, or any order modifying the judgment.  Any changes made in custody agreements should be promptly reported in writing to the principal.  The school reserves the right to request, in writing, that parents provide a copy of the custodial agreement in the divorce decree to confidentially keep on file in the school office.
DISASTER DRILLS TC "Disaster Drills" \f C \l "1" 
The safety of students is insured by drills and precautionary measures which are followed in the event of a disaster from fire, storm, tornadoes, threats, or civil defense alerts.  Trinity Catholic follows a written Crisis Plan that is updated regularly. Directional signs are in every room by the doorways for quick reference.

Fire TC "Fire" \f C \l "2" : Fire alarm will ring.

· Windows and doors should be closed.
· Walk briskly through the exits and remain orderly and quiet in ranks. Teacher will take roll call.

· Keep hands off others.

· Return orderly and quietly to school after the drill.

· Silence is necessary coming and going in a fire drill.

When all students are accounted for and reported, wait for the indication of "ALL CLEAR". Do not presume to go inside unless notification is given by the administrator or designated official.

No students are to enter the building during the fire drill. They must never re-enter once they have left the building.

If students are out of the classroom at the time of an alarm, they are not to return to their classroom but go out the nearest exit. Students are NEVER to go against the flow of traffic to get to their classroom.

The first student in the line must be alert to any blockage or danger areas. If an area is blocked, the teacher in front, or the student in front of the line, should hold up both arms to indicate a stop and point to the alternate exit. This signal should be made high in the air so others can see it. It will mean an about-face for the group.

IF SMOKE IS PRESENT--CRAWL ON THE FLOOR TO SAFETY!

Tornado TC "Tornado" \f C \l "2" : There is an outside warning every first Tuesday of the month or the school bell will ring in repeated short rings for about six times.

· Windows should be left open.

· Doors should be left open.  If a door is less than ½ glass--then it should be closed.
· Lights should be turned off. Bring a book if possible.

· Remain orderly and quiet in line.  Hands should be kept to oneself.
· All students proceed to interior hallway in assigned areas as directed by the teacher. The teacher will take roll call.

· Assume correct body position for safety; face wall and cover head with a book or hands.

· If outside and there is no time to escape, lie flat in the nearest depression such as a ditch or ravine.

· Return orderly and quietly to classroom when the all clear signal is given or directed by your teacher.
DISCIPLINE TC "Discipline" \f C \l "1" 
Our students, through their personal conduct, should reflect Jesus and his teachings.  On those occasions when this attitude is not evident, the following steps will be taken to guide the students in Christian behavior.

As professionally prepared persons, the teachers, staff and volunteers will be expected to use their own methods of disciplining students who behave inappropriately. This approach should always be of a consistent positive nature. An appropriate consequence, which relates to the misbehavior will be given by the teacher and seen to completion by the student.

Teachers will explain their classroom rules and expectations of students at the annual “Meet the Teachers” evening held at the start of the school year.
Discipline XE "DISCIPLINE:Discipline"  – Jurisdiction:  Trinity Catholic has jurisdiction over its students during the regular school day. The school’s jurisdiction includes any school related activity, regardless of time and location.

Acts of Disobedience XE "DISCIPLINE:Acts of Disobedience"  - Any acts of disobedience or misconduct may be disciplined by withholding privileges, such as recess, or by issuing detention, suspensions, or expulsions depending on the age of the student, and the circumstances, frequency, and severity of the offense.

The following are considered serious misbehavior and will usually result in the student being given detentions or being sent to the principal for more serious punishment.

· Disruptive behavior in the classroom, on or near school property, or at school related functions.

· Cheating on any academic work.

· Possession of, use of, or distribution of alcohol, cigarettes, drugs, or any other substance or weapon which is otherwise unlawful for a student to possess, use, or distribute. (See Diocesan Weapons Policy D150 Appendix D of this handbook.)

· Fighting or assaulting any person.

· Theft or intentional damage to or destruction of school property, or personal property of other.

· Other acts which directly or indirectly jeopardize the physical or psychological health, safety, and welfare of self and others at school.

· Insubordination to school personnel.

· Verbal abuse or use of profanity, obscenity, or obscene gestures.

· Intimidating or attempting to intimidate school personnel, staff or students. (See Diocesan Harassment Policy C 401 Appendix E of this handbook.)

· Use of school computers to obtain, copy and/or disseminate inappropriate materials, including, but not limited to pornographic, violent or hate-inspiring topics.

· Any activity that is considered by the administration to interfere with the best interests of the school, its mission, and/or its students, faculty and staff.

· Gang related activities: display or possession of gang related paraphernalia, drawing gang graffiti, and using signs and signals in furtherance of gang activity.

· Bullying (See Diocesan Bullying Policy D 147 Appendix F of this handbook.)

Search and Seizure XE "DISCIPLINE:Search and Seizure"  Searches of students will be conducted according to the reasonable person doctrine of tort law. Reasonable cause will be held to exist when an administrator has reliable knowledge about the whereabouts of illegal or dangerous material on campus. Reasonable cause might include anonymous phone calls or rumors.

Harassment XE "DISCIPLINE:Harassment"  In the caring and supportive atmosphere of Trinity Catholic Academy, we strive to honor the dignity of one another with respect and courtesy.  If we fail to give this respect to one another, our Catholic faith calls us to give witness to the Gospel and seek truth and justice in restoring the bond that has been broken within this community.  See Appendix B at the back of this handbook.  

All faculty, staff and students of Trinity Catholic Academy should have the reasonable expectation of working and interacting in an environment where they receive respect and are surrounded by Christian values. Harassment of any type – verbal, physical, visual, sexual- is opposed and will not be tolerated. The term “harassment” includes, but is not limited to, slurs, jokes, or any other form of verbal, graphic, or physical contact which reflects adversely on an individual’s race, color, sex, religion, national origin, citizenship, age marital status, veteran status, or mental, physical, or academic handicap. Harassment of any person on school grounds or at any school-related function or by any employee while acting as a representative of this institution is not acceptable. Any individual judged harassing another will be subject to appropriate disciplinary action.

Engagement in online blogs such as, but not limited to, MySpace.com®, Xanga®, Friendster®, etc. may result in disciplinary actions if the content of the student’s blog includes defamatory comments regarding the school, the faculty, other students or the parish.

What to Do If You Are Harassed
a. Students should tell the person harassing them what their feelings are and ask him or her to stop.

b. If this is too difficult to do alone, the student should seek help from a teacher, parent, friend or the principal of the school
c. If the behavior is repeated or is a major offense, report it to a teacher or the principal.

d. After an investigation that proves the report to be true, the harasser will be subject to suspension or expulsion
e. A written record of the harassment will be recorded and put into the student’s file.

*See Diocesan Harassment Policy C-401 Appendix E at the back of the handbook.

Bullying XE "DISCIPLINE:Bullying"  - All elementary and secondary schools of the Diocese shall actively seek to provide a supportive, caring environment that is safe from all forms of intimidation, including bullying. Bullying is repeated behavior involving a deliberate, conscious intent to hurt, threaten, frighten, or humiliate someone. It may include physical and/or verbal intimidation or assault; extortion or taking belongings; oral or written threats; outrageous teasing, mocking, taunting, putdowns or name-calling; threatening looks, gestures, or actions; cruel rumors; suggestive comments; false accusations, and/or social isolation. Bullying behavior shall not be tolerated in any form at school or school-sponsored programs and activities.  *See Diocesan Bullying Policy D-147 as Appendix F at the back of the handbook.

General Guidelines for Assessing Discipline Penalties

When imposing discipline, school personnel will adhere to the following guidelines:

a. Discipline will be administered when necessary to protect students, school employees, or property and to maintain essential order and discipline.

b. Students will be treated in a fair and equitable manner. Discipline will be based upon a careful assessment of the circumstances of each case. Factors for consideration will include:

1. seriousness of the offense

2. student’s age

3. frequency of misconduct

4. student’s attitude

5. potential effect of the misconduct on the school environment
Professional Consultation - Certain misbehavior will occur which the teachers and principal are not qualified to handle. Social service agencies and professional consultation may be recommended to the parents. The school can only encourage professional help. However, if the recommendation is not followed, the school’s ability to meet the student’s needs may be restricted.

Suspension - Suspension is defined as removal from all or part of the school activities for a definite period of time. It may be “in-school” or “out-of-school” as determined by the number of previous offenses and is under the discretion of the principal and pastor.  Out-of-School Suspension and Expulsion Pupils guilty of gross disobedience or misconduct may be suspended from school by the principal/pastor or a staff member acting on their behalf. Suspension and expulsion as defined herein means the removal of a pupil from the regular school program and all school activities and a prohibition from being present on school grounds. When behavior change has not been effected by other discipline procedures, expulsion may result. Any suspension or dismissal is viewed as extreme measure, and in every instance, the principal/pastor should use every resource reasonably at their disposal in an effort to affect another solution. Any student who engages in conduct, whether inside or outside of school, that is detrimental to the reputation of the school and/or inconsistent with the mission, philosophy or teaching of the Catholic Church may be subject to disciplinary action including, suspension or expulsion.

Daily work will be assigned and expected to be completed during the suspension. All work done during the time of suspension will be given a grade of zero. Grades given for major tests and projects will be at the teacher’s discretion.

Permanent Dismissal As soon as it becomes evident that expulsion of a particular student is necessary, the principal will consult with the pastor and advise the parents or guardians of the child and the child’s teacher(s).  When a child has been expelled, the Office of the Superintendent of Schools will be notified in writing.

DRESS CODE TC "Dress Code" \f C \l "1" 
FRUSTRATION CAN EASILY BE AVOIDED IN BOTH THE HOME AND SCHOOL IF THE FOLLOWING STIPULATED DRESS CODE REQUIREMENTS ARE ENFORCED IN THE HOME FROM THE START OF THE SCHOOL YEAR.  THE ADMINISTRATION DESERVES THE RIGHT TO DETERMINE THE APPROPRIATENESS OF ATTIRE AND NEATNESS IN RELATIONSHIP TO THE DRESS CODE AND ITS INTERPRETATION.
Uniforms are required by the school and must be worn at all times except on non-uniform days previously determined by the principal and which are communicated to the parents.  

The dress code is to be followed on every school day beginning with the first day. To avoid embarrassment to any child, the staff of Trinity Catholic Academy asks for parental support.  The dress code is to be complied with to and from school and during class.  FIRST OFFENSE IS A WRITTEN WARNING.  SECOND TIME OFFENDERS WILL HAVE TO CALL HOME TO HAVE PARENTS BRING CORRECT ITEM(S) TO SCHOOL.  THIRD AND ALL SUBSEQUENT VIOLATIONS WILL BE A 30 MINUTE DETENTION.
Students must adhere to the following dress code.  The code indicates that certain articles may be purchased locally.  HOWEVER, items purchased locally must be identical in color and style to those sold by the Uniform Company.  Order forms for Dennis Uniform are available in the school office.
The Uniform Code is as follows:

ALL STUDENTS:

Pants: Grades K-8: Navy blue or tan polyester, cotton, twill or corduroy uniform pants.  ALL TAN PANTS MUST BE PURCHASED THROUGH UNIFORM COMPANY.  Pants are optional for girls. Pants must be uniform style.   Pants may not be form fitting. No knit or stretch pants allowed.  No blue jeans or jeans-style pants allowed. Belts are to be worn with pants that have belt loops.  Pants may not be rolled up. No hip-huggers. No “slits” at bottom of pants. No cargo pants.

Shorts: Navy blue and tan uniform style shorts PURCHASED THROUGH DENNIS UNIFROM ONLY may be worn only April 1st through October 31st. Shorts must be no shorter than 3 inches above the knee. Shorts are optional. Spandex shorts are never allowed.  The same guidelines listed above for pants apply to shorts. No cargo shorts.

Socks: Must be white, black or navy socks. Socks must be visible and worn at all times!  Girls may wear white, gray or navy knee-highs or tights.
Belts: Must be plain, dark colored belt. (black, brown or navy only) Belts must be worn if pants have loops.

Sweatshirts/Fleece:   Sweatshirts/Fleece may only be purchased through Dennis Uniform Co.  The only sweatshirts permitted to be worn during the school day are those that are pre-approved as uniform sweatshirts.   There are two fleece options offered through Dennis Uniform.  Turtlenecks, polos, or blouses must be worn underneath.  Sweatshirts ordered for the school’s sports teams are allowed on non-uniform days only.  They are NOT a part of the dress code.  Please check at the office for clarification of the sweatshirt/fleece policy.
Sweaters

Sweaters are optional.  The sweaters are plain, traditional, button-down cardigan, pull over crew neck, V-neck or vest.  ALL SWEATERS MUST BE PURCHASED THROUGH THE UNIFORM CO.  Turtlenecks, polos, or blouses must be worn underneath.  
Shirts:  Polo shirts may be long or short sleeved in white, gray, navy, powder blue or wine. Plain white turtlenecks may also be worn.    White shirts may be purchased locally or through the uniform Co.  Colored polo shirts MUST be purchased through the Uniform Co.  Girls also have the option of blouses with a Peter Pan collar, however, they cannot have lace on them.  All shirts (polos, turtlenecks, blouses) must be tucked into pants, shorts, skirts and skorts at all times!

Jumpers (Grades K-5)/Skirts (Grades 4-8) purchased only through Dennis Uniform only in Dunbar Plaid. Tan Skirts are available for Junior High Girls Only and must be purchased from Uniform Company.  Skorts (Grades K-8) purchased only through Dennis Uniform in Dunbar Plaid or Navy.  All jumpers, skirts and skorts should not be shorter than 2 inches above the knee.

Shoes: Standard style shoes or clean athletic shoes are to be worn. NO BACKLESS SHOES, SANDALS, FLIP-FLOPS, SLIPPERS, CROCS OR SLIPPER-TYPE MOCCASINS. Boots are only allowed on NON-UNIFORM Days.  Snow Boots of any style are not permitted in classrooms.  THESE REGULATIONS APPLY ON EVERY SCHOOL DAY AND NON-UNIFORM DAYS. Shoes with laces must be tied at all times.

Jewelry: No distracting jewelry or dangling earrings.  Earrings may be no larger than the size of a dime.  Boys are not permitted to wear earrings. 
Hair:  Hair should be neat and clean, out of eyes, and well groomed.  Boys’ hair must be of appropriate length.  No longer than the top of the collar.  No unusual or outrageous hairstyles/colors.  (Example:  hair engravings, tails, etc.)

Make-up:  None.  Nail polish must be clear.

Non-Uniform Days

The Principal will notify students and parents when non-uniform days will be held.  Students will dress modestly and in good taste.  Attire will be neat, clean, opaque, and will cover the individual at least from shoulder to knee.  Torn, faded or cut-off pants are not to be worn.  Bare midriffs, mini skirts/shorts, tank tops, t-shirts with inappropriate sayings, spaghetti straps, or strapless shirts will not be permitted!!!!  JEANS ARE NOT ALLOWED TO BE WORN ON CHURCH DAYS.

IN GENERAL FOR ALL STUDENTS:

All pants must meet the requirements of being a standard uniform pant. Any labels appearing on the outside of pants or shirts are strongly discouraged.  Clothing should be size appropriate:  no oversized, baggy pants, sweaters, shirts.  Shoes must be serviceable style school shoes or clean and neat non-marking gym or athletic shoes. Any student who wears boots to school due to weather conditions must bring a change of shoes for the classroom. Students will be asked to remove any jewelry that interferes with P.E., safety at recess, or academics.  Any garment worn under the school uniform must not show with the exception of the collar of a white t-shirt.  Students are always expected to be good ambassadors to our school.  The principal reserves the right to request that dress be upgraded whenever necessary. The final decision on questions concerning the dress code is at the discretion of the principal and staff.

ELIGIBILITY TC "Eligibility" \f C \l "1" 
Trinity Catholic Academy strives to provide opportunities for students to develop talents and interests.  Some of these activities include:  academic groups (speech & scholastic bowl), interscholastic sports (basketball, track, volleyball & baseball), cheerleading, plays and musical programs, service projects, scouts and other school activities.

Trinity Catholic Academy will follow the IESA eligibility guidelines, which state:

1. Students will be checked on a weekly basis.  GRADES WILL BE TURNED IN TO OFFICE AT THE END OF THE DAY ON THURSDAY.

2. Students must be passing all subjects to be eligible.
3. The week of eligibility is from Sunday through Saturday.

4. Eligibility check begins the week prior to the first game.
5. Any student who is ineligible five times during a season, will be dismissed from the team.

The administration and staff will make every effort to attempt to make sure all students are eligible and are able to participate in the many activities that are available and valuable to the students.  Further information on athletics is included in the Athletic Handbook.

EMERGENCY CLOSING OF SCHOOL TC "Emergency Closing of School" \f C \l "1" 
If school is called off or early dismissal is necessary for any reason, parents/guardians will be alerted by 1) A phone call to all phone numbers provided by parents through our School Messenger messaging system; or 2) listening to the following local radio stations listed here: 

School Messenger – Messaging system sent directly to parent’s phone(s)

WLPO
 
815-223-3100

www.wlpo.org

WAJK  

815-223-3100

www.wajk.com
WCMY

815-434-2200

www.wcmy1430.com
WALS

815-224-2100

www.walls102.com
   (includes WGIC & WYYS)

We ask that parents do not call the school unless you have weather information we may not be aware of.
FACULTY AREAS ONLY TC "Faculty Areas Only" \f C \l "1" 
Students are not allowed in the faculty lounge, supply room, or janitor's room unless accompanied by a teacher. 

FIELD TRIPS TC "Field Trips" \f C \l "1" 
Educational field trips are taken during the year. All school trips shall have an educational purpose stated in writing and on file in the school office. Permission forms including the educational purpose and parent signatures shall be required for students to attend any trip and shall be kept on file in the schools office (CDOP Policy D-131). Field trips are privileges afforded to the students; therefore, students can be denied participation if they fail to meet academic or behavioral requirements through the school year. Students currently earning an Unsatisfactory in their conduct grade will not be allowed to attend field trips. Students who do not attend a field trip will remain at home with the parent and will be marked absent for the day.

Field Trip Guidelines
a. All field trips shall have the approval of the Principal.

b. An educational purpose shall be stated in writing and kept on file in the school office.

c. Transportation shall be provided by a bus company unless the principal authorizes private transportation. If private transportation is required, all drivers of cars must complete a form: Driver Proof of Insurance/Licenses and Liability. This form requires a copy of Driver’s License and a proof of liability insurance. The form and required attachments are to be submitted to the homeroom teacher, who will forward them to the office. This process is required for each driving event.

d. On bus trips, a fee may be set to defray the cost of transportation. This fee will be based on a quote from the bus company.

e. All field trips will be adequately supervised by faculty members and other approved adults. Only those persons who have completed the Virtus or Safe Environment Program and have had their background checks will be allowed to chaperone school-sponsored field trips.

f. Parents will be notified of the date, time and details of the trip.

g. Parental permission, in writing, must be obtained before the student will be allowed to attend the field trip. Verbal permission will not be accepted in lieu of written permission. If a student fails to return a written permission slip, that student will not be permitted to attend the field trip and will be sent home.

h. The parent or guardian will be required to sign a release and agreement to indemnify and hold harmless the Parish, the School, the School’s employees and agents, the Diocese of Peoria, and the volunteers assisting the School, from any and all liability for injuries, medical expenses or any other loss suffered to your child or your family due to the child’s participation in this activity.

i. A permission form shall include the following components:

· A description of the trip including the place to be visited, the method of transportation, the type of supervision, and the time and place of departure and return.

· The educational purpose including objectives. Example: observe natural setting along the river • Specific materials to be brought including lunch, clothing, money, etc.

· Authorization for medial treatment.

· The waiver of liability.

· Parent/guardian signatures and date (both parents should sign).

j. A medical information sheet shall be obtained and on file for each child participating in the trip.

k. After each trip, a written report shall be submitted by the designated trip supervisor and kept with a description of whatever injuries or damages occurred or where reported. These reports are to be kept with the permission slips for that trip, if an incident occurs, the report shall be immediately forwarded to the Office of Catholic Education and the Diocesan insurance carrier shall be contacted by the OCE. TC "Responsibilities Of Chaperones" \f C \l "2" 
l. Clothing, Refreshments, Equipment: will be at the faculty’s discretion. All clothing must be appropriate.

Responsibilities Of Chaperones

a. One chaperone for every 5 students. These higher chaperone/student ratios are encouraged to reduce the risk of student injury incidents.

b. The teacher will assign each chaperone a group of students. The chaperones are required to be physically and mentally present to their assigned group.

c. Non-school aged children will NOT be allowed since chaperones will need to provide full attention to their assigned students on the trip.

d. Remind students if they become separated from the group to seek help from a Guide, Police Officer, or employee of the facility.

e. Children will be allowed to go to the restroom only when accompanied by an adult.

f. As a representative of Trinity Catholic Academy please assist the teacher in any way needed or requested by that supervising teacher.

g. *Siblings are not allowed to attend field trips by Diocesan Policy. 
FINANCIAL SUPPORT TC "Financial Support" \f C \l "1" 
Tuition represents only a small portion of the actual cost of education of our students. It is the parents/guardians' responsibility to make regular weekly contributions in their parish church's Sunday collection and also to participate in the annual fund raisers to make up the difference between tuition and actual education costs. Families unable to meet their tuition payments must contact the pastor and then the principal. New tuition/book fee rates are issued each year during pre-registration. It is the primary parent/guardian’s responsibility for payment of tuition and book fees.  
John Lancaster Spalding Scholarship Fund Grants: Tuition assistance scholarship grants from the endowment fund established as a result of the Diocese of Peoria ROOTED IN FAITH Campaign and named in honor of Archbishop Spalding, the first Bishop of Peoria, will be available for students enrolled in or intending to enroll in grades Kindergarten through 12 in any Catholic school located in the Diocese of Peoria whose families are members of a Catholic Parish in the Diocese. All grants will be based on financial need objectively assessed.  Information about the grants and application materials may be obtained from any Catholic elementary or secondary school in the Diocese of Peoria. The application deadline is in February and notification of grant awards will be made by mid-April.

Tuition Assistance: Families are eligible for local assistance through the Pastor. Those families applying for the Spalding Fund will be automatically considered for local assistance. Other families are encouraged to apply. Contact the school’s office for the application process. Families not officially applying for Tuition Assistance will not be considered eligible for financial aid.

FUNDRAISING TC "Fundraising" \f C \l "1" 
There will be one mandatory fundraiser for the current school year.  This fundraiser will be the “TCA Annual Raffle”. The price of a Cash Raffle Ticket is $50 or 3/$125 or 6/$225.  Every TCA family in grades K-8 are required to sell (or purchase) 10 tickets.  Pre school families are required to sell (or purchase) 6 tickets with a total obligation of $500.  Any family not meeting their obligation will be billed $50.00 per unsold ticket.  There will be no special pricing on the unsold tickets.  Example:  3 tickets will be billed at $150.00 NOT the special pricing of $125.00; 6 tickets will be billed at $300.00 NOT $225.00.    

Eighth graders will not receive diplomas and may not participate in graduation activities if unsold tickets remain.  Unsold tickets need to be paid 1 week prior to graduation ceremony.
There will also be other social events such as breakfasts, dinners and trivia night, etc.  These are optional events that families are encouraged to support.

Please remember that tuition covers no more than 50% of the school budget.  We rely on Church subsidies and fundraising for the remaining 50%.

GRADING SYSTEM TC "Grading System" \f C \l "1" 
The grading system at Trinity Catholic Academy follows the Achievement Code of the Diocese of Peoria.

Kindergarten:

+ 
Achieving what is expected at this time

^
The student is working at the expectation

NI 
Student needs increased practice/reinforcement

Not evaluated this quarter (blank)

P 
Progress shown, but is below grade level

Grades 1 and 2: Academic Marking Code

90%
S+ 

Exceeds basic requirements

76%
S or blank 
Satisfactory progress

69%
S- 

Having difficulty meeting basic requirements

  0%
U 

Unsatisfactory

  0%
P 

Sufficient progress but is below grade level

  0%
PS

Pass

Grades 3--8: Academic Marking Code

A+ 99--100 
A 96--98 
A- 94--95

B+ 92—93
 B 88--91 
B- 86--87

C+ 83--85 
C 79--82 
C- 76--78

D+ 74--75 
D 70--73 
D- 68--69

F 67--below

E Effort shown, but below grade level

I Incomplete

Grades 1--8 Personal Development and for Study Hall, Art, & Music:
+ 

Very Good
S or blank
Satisfactory progress, consistent

S- 

Having difficulty meeting basic requirements

^ 

Showing improvement

NI

 Needs Improvement

U 

Unsatisfactory

*

Modification
Art, Physical Education & Technology:  25% weighting and foreign language will receive 25% weighting on GPA.  

Each classroom teacher will explain their individual grading procedures including the expectations of when homework, tests, quizzes, and other classroom work will be graded and/OR sent home.  Class project grades will be based on the work involved with the project.

Any 8th grade student enrolled in Freshman Algebra I will receive a grade determined by the Algebra teacher.  The grade will be considered a weighted grade when calculating the GPA.

HONOR ROLL:  GRADES 6, 7 & 8
After each grading period students will be listed on the honor roll based on the following criteria:   

Honor Roll:

2.33 GPA




High Honor Roll:
3.17 GPA

A “D” OR “F” IN ANY CORE SUBJECT OR AN UNSATISFACTORY IN CONDUCT WILL PREVENT THE STUDENT FROM BEING LISTED ON THE HONOR ROLL.

Honor Roll students will be recognized by certificates.  Students GPA and grades will also impact the following:

1. Membership in Student Government

2. Participation in extracurricular activities:  No F’s.

3. Eighth Grade awards

4. Promotion:  Students may not have more than one F for a final grade.

Summer correspondence courses will be available to any student who

has received 2 F’s.

5. Selection of students for specific events.

Non-Promotion TC "Non-Promotion" \f C \l "2" 
Retention will be determined on an individual basis by the principal, teacher, and parents/guardians.  If it is determined that retention (non-promotion) is to be considered as a necessary action for the benefit of the student, the teacher will keep the parent(s) informed of student progress throughout the year. The teacher will offer a variety of remedial work to aid the student and include diagnostic testing. Communication will be maintained between conferences and progress reports.

The teacher informs the principal of the potential need for retaining a student prior to or by the third quarter and will then communicate with the parent(s) regarding the need/possibility of retention and gives rationale for proposing it.  Parents may also request or discuss retention with the teacher at any time, particularly if they become aware of anxiety, frustration or failure in the student due to learning difficulties.

If there is disagreement or uncertainty about retention between the teacher and parents, the principal meets in joint conference with them. The pastor is kept fully informed during this process. The principal makes the final decision regarding the placement of a student after having seriously considered the input of both parents and teacher. The principal may choose to place a note in the student’s file describing the circumstances and decision regarding placement. This note is presented to the parents/guardians for signature. The pastor is informed of the outcome.

GRADUATION TC "Graduation" \f C \l "1" 
A diploma will be awarded to the eighth graders who have completed the required course of studies established by the Peoria Diocese and are in good standing.  Graduation exercises will be held at the end of the school year.  The Graduation Fee for eighth grade students is $75.00.  Please see page 33 regarding our non-payment policy and graduation, specifically the receipt of diploma and the graduation ceremony.
GUM, CANDY, ETC. IN CLASS TC "Gum, Candy, Etc. in Class" \f C \l "1" 
Gum chewing on school premises is not allowed. A warning slip will be given for the first offense. A gum chewing slip will be issued at the second offense and the student will be issued a fine. Eating candy or chewing on any other items such as pen caps, paper, etc., is also not permitted and the same procedure applies.

HEALTH CARE TC "Health Care" \f C \l "1" 
Practicing good health habits (sufficient sleep, good nutrition and dressing for the weather) is essential to your child’s health.  Since many childhood diseases are communicable, it is necessary for parents to use good judgment in determining whether their child is well enough to attend school.  An elevated temperature, vomiting, dizziness and stomach cramps are indications that a child may not feel well enough to complete the school day.  It is extremely important that children remain home for 24 fever-free and aspirin-free hours after having a fever.  This not only protects your child, but also the children in your child’s class.  Ordinarily, if children need cold/cough medicine or aspirin during the school day, they should be kept at home.  If a child is well enough to attend school, but, for health reasons needs to stay indoors at recess for an extended time period (more than one day), parents must submit a doctor’s written request.  The request should state the health reason and the length of time the child is being excused.  Fresh air and physical exercise are beneficial to all students.  

Contagious Disease TC "Contagious Disease" \f C \l "2" 
Any child who is diagnosed as having a contagious disease, which presents a health hazard to any other students or staff members, shall be excluded from school.  This exclusion will be in effect until such time that it is determined by a physician that the child’s condition is no longer a health hazard.

Parents should notify the school and teachers if their child has a health condition such as asthma, severe allergies, etc.

Head Lice TC "Head Lice" \f C \l "2" 
Trinity Catholic Academy follows guidelines set forth by LaSalle County School Health Service.  They recommend periodic head checks and procedures when lice have been identified.  When a student is found to have lice, the following procedures will be adhered to:

· The parents will be called immediately to pick the child up.

· Information will be provided to the parent regarding head lice along with proper treatment of the student and home environment.

· In order for a student to be re-admitted to school the following day, parent(s) must show proof of appropriate treatment (i.e. note from physician, copy of prescription, or proof-of-purchase of an over-the-counter product).  The student will be re-examined by school personnel and must be nit free.

· Please notify the school if you find lice in your child’s hair.

Health Examinations TC "Health Examinations" \f C \l "2"  
The Illinois State Code requires health examinations for all students entering school for the first time and in grades kindergarten and Sixth. Dental examinations are also required for Kindergarten, second and sixth grade students. Eye examinations are required for Kindergarten students or students enrolling for the first time in Illinois.

First Aid TC "First Aid" \f C \l "2" 
The school is equipped to handle injuries of a minor nature such as bruises, superficial cuts, abrasions, etc. Should a major injury occur, the parent/guardian will immediately be contacted by telephone.  If the parent/guardian cannot be reached, the child will be taken to the emergency room of the nearest hospital. It is VERY IMPORTANT that emergency cards be filled out completely by the parent/guardian each year stating where they may be reached if they are at work, a relative or neighbor who can be contacted when we are unable to reach the parents/guardians, and any medical facts of which we should be aware of in case of an emergency (e.g. allergic reactions, history of seizures, etc.). All student medical records must be kept up to date.

Immunizations TC "Immunizations" \f C \l "2"  
A complete immunization record must be on file for each student. For students entering school before October 1 of any given year, proof of immunizations must be up to date or the student will be excluded from school until the requirement is met. THIS IS THE LAW. If for medical reasons one or more required immunizations must be administered after October 1, the student must present to the principal, by October 1, signed documentation from the doctor of such immunizations and a statement of the medical reason for the delay. Students enrolling after October 1 must present the immunization record and their latest health examination as soon as possible.

Vision and Hearing Screening TC "Vision and Hearing Screening" \f C \l "2" 
Vision and Hearing screenings are conducted annually by LaSalle County Health Service Personnel according to state mandates. Vision screening is not a substitute for a complete eye and vision evaluation by an eye doctor. Your child is not required to undergo this vision screening if an optometrist or ophthalmologist has completed and signed a report form indicating that an examination has been administered within the previous 12 months.

Medication TC "Medication" \f C \l "2"  
If it is determined by a doctor that it is necessary for a child to take medication during school hours:

1. Written orders must be provided to the school from the doctor and must include: the child's name; date of birth; licensed person prescribing medication, phone number, and signature; name of the medication, the dosage, and the times it is to be taken; date of prescription.
2. A written request from the parent authorizing the administration of any prescribed medication is also required by the school.

3. Medication shall be brought to school in a container appropriately labeled by the druggist or pharmacy and kept in the office. Appropriate labeling includes: child's name, prescription number, medication name/dosage, administration directions, date and refill, licensed prescriber's name, pharmacy name, address, and phone number, name or initials of pharmacist.

4. Only enough medication shall be sent to school for that week. The container is to be taken home on Friday or the last school day in a given week.

5. Over the counter drugs are not to be administered at school (unless prescribed by a doctor according to the above regulations). This includes cough medicine, aspirin, etc.

6. If a child is on medication and the parent/guardian wishes to come to school and administer that medication, he/she may do so. If, however, he/she wishes the school personnel to supervise the child taking any medication, the above rules must be followed. Students who need to use inhalers for asthma or use an epinephrine auto-injector will be allowed to carry their inhaler or injector with them upon their parent’s written and signed request. The school will provide safe storage of the prescribed medicines and will keep a basic record of any drug administration.
Asthma Inhalers – Students may be permitted to have custody and self-administer asthma medication as prescribed by the student’s physician.  In order to allow this, the school in accord with the state statute, requires all of the following before it can give effect to request and authorization:
     1. A written authorization from the parents of the student.
2. A dated parent signature agreeing to the statement, contained in Trinity Catholic
    Academy’s authorization form.

3. A written statement from the physician, physician assistant or advanced practice

    registered nurse containing the following information:



a. The name of the student/patient.



b. The name and purpose of the medication



c. The prescribed dosage.



d. The time or times at which (or the special circumstances under which)



    
    the medication is to be administered.

Used inhalers are to be taken to the office for proper disposal. Students are to use only the

inhaler prescribed to them, not to a sibling or to a relative.  Any abuse of this medication or endangerment of other students as a result of possessing this medicine may result in disciplinary action by Trinity Catholic Academy.

HOME-SCHOOL COMMUNICATION
A variety of means are provided for communication between home and school.  The faculty and staff recognize the responsibility to demonstrate open and courteous communication with parents.  Communication and expression of concerns must always be conducted in a constructive and Christian manner within an appropriate setting.  Rude and/or abusive communication to the faculty and staff members on the part of parents or students will not be tolerated.

Conferences may be initiated by parents or teachers at any time and scheduled at the convenience of both parties.

TCA uses an envelope system to insure important information reaches home safely.  On the last Friday of each month a packet is sent home for the upcoming month where-in pertinent information is provided to the parents (i.e. correspondence, tuition reminders, lunch menu, Market Day order forms, etc.)  This envelope is to be signed by a parent and returned the following school day.
A parent newsletter from the administrator is sent home through the book bag at the end of each week.
Teachers and parents can communicate via the Teacherease website and/or class newsletter.

HOMEWORK TC "Homework" \f C \l "1" 
Homework is an extension of classroom work for the purpose of allowing students to work independently. It is a reinforcement of and a time to review and practice concepts and skills worked on in school. The amount of homework will be appropriate to the grade level of the child. Homework is the responsibility of the child. It is important that teachers require punctuality, neatness, and accuracy of homework while keeping in mind the individual differences of students.  Parents can assist by providing a quiet place, a regular block of time each day and by checking over the homework.

Homework Policy:

1. If an assignment has been completed, but not turned in during the period it was due, there will be a 10-point reduction in the grade.

2. If an assignment has not been completed, but is turned in at the end of the day, there will be a 20-point reduction in the grade.

3. An assignment not turned in by the end of the day will result in a 0 for the assignment.

Teachers will inform students and parents of their classroom homework policies during the first week of school and at “Meet the Teacher” night.

Vacation Homework TC "Vacation Homework" \f C \l "2" 
If extended vacations must occur, all assignments will be given when the student returns.  Teachers will give one day for each day missed to complete all missed assignments.

INCLUSION OF STUDENTS WITH SPECIAL NEEDS TC "Inclusion of Students with Special Needs" \f C \l "1" 
Trinity Catholic Academy shall admit students with special needs whenever possible. The Diocesan policy is D-105 and can be found in Appendix A in this handbook.

INTERNET TC "Internet" \f C \l "1" 
We are pleased to offer students at Trinity Catholic Academy access to computers to meet their educational and informational needs.  

Access to the Internet will enable the students & staff to explore thousands of libraries, databases, museums, and other repositories of information. The Internet is a collection of many interconnected computer networks that make it possible to access and exchange a wide variety of information quickly and easily.

There are some disadvantages to the use of computer technology. We need to be aware that some material accessible via the Internet may contain items that are illegal, defamatory, inaccurate, or potentially offensive. The Internet is an unregulated medium and there is no editorial control over information, images and commentary. Remember, anyone can post anything; always question the accuracy, authority or timeliness of the content. Trinity Catholic Academy believes the benefits you gain from access to the Internet in the form of information resources and opportunities for collaboration outweigh these disadvantages. Ultimately, you as parents are responsible for setting and conveying the standards your child should follow. The school, therefore, respects each family's rights to decide whether to approve student access or not. It is important that parents understand that while the school will make every effort to guide and monitor students' access to the Internet, it does not have control of the information or content.  

Students must be responsible for good behavior on school computers just as they are in the classroom.  Computers are provided for students to engage in educational experiences and may not be used unless supervised by a teacher. Access is given to students who agree to act in a responsible manner. Parent permission is required and access is a privilege - not a right. Inappropriate use will result in limitation or cancellation of user privileges and possible school disciplinary action. These consequences can be imposed on the first offense.

TCA follows the Technology/Internet Policies of the Diocese of Peoria with regard to student/staff use of computers/software, Federal Copyright Law and Internet usage. Students/Staff sign a waiver concerning correct use/copyright laws. See Diocesan Policy C-404 Appendix J of this handbook.

LIBRARY TC "Library" \f C \l "1" 
Every student in grades K – 8 will have regular access to the school’s Library. Fines will be charged for overdue books. Lost books--paperbacks, hard cover and reference books--will cost the replacement amount of a comparable book.

LITURGY AND PARALITURGIES TC "Liturgy and Paralliturgies" \f C \l "1" 
Liturgical and Para liturgical services play a major role in the life of the Trinity Catholic  student.  Worshiping in Word and song teaches children life-long respect for the focal point of their religion—the Eucharist. Each class has the privilege of planning liturgies throughout the school year.

LOCKERS TC "Lockers" \f C \l "1" 
Each student is assigned a locker in which to store clothing and textbooks. The school reserves the right to inspect lockers at any time. Students are not allowed to put a lock on their lockers.

LOST AND FOUND TC "Lost and Found" \f C \l "1" 
Students are responsible for those items which they bring to school. Students should check the Lost and Found if items are missing.  A locker labeled “Lost and Found” is located near the Computer Lab.
MAKE-UP WORK TC "Make-up Work" \f C \l "1" 
Missing assignments and make-up tests after illnesses are the responsibility of the STUDENT. He/she must see each teacher on the first day he/she returns to school and make arrangements to do the work required within the following week. To fail to get this work made up within a week after returning to school means a zero for the grade missed. Parents should make arrangements to pick up homework so that the student does not fall behind. If the student is out of school for an extended illness, special arrangements will be made.

After vacation students have only one week to hand in make-up work for credit. Students who do not complete the work before the end of quarter grading shall receive an "I" (incomplete). The "I" will be changed to a grade when the make-up work is submitted, graded and approved. This special grading applies only to those who have incomplete work due to excused absences.

NON-CUSTODIAL PARENT TC "Non-Custodial Parent" \f C \l "1" 
Trinity Catholic Academy abides by the provisions of the Buckley Amendment with respect to the rights of non-custodial parents. In the absence of a court order to the contrary, a school will provide the non-custodial parent academic records and other school-related information regarding the child. If there is a court order specifying that there is to be no information given, it is the responsibility of the custodial parent to provide the school with an official copy of the court order.

OFFICE RECORDS TC "Office Records" \f C \l "1" 
Parents/Guardians are requested to notify the School Office in writing of any change of address, home telephone numbers, cell phone numbers, business phone numbers, e-mail addresses and/or phone numbers of emergency contacts. This will guarantee that office records are accurate, complete, and up-to date.

PARENT-TEACHER CONFERENCES TC "Parent-Teacher Conferences" \f C \l "1" 
Parent-Teacher conferences will be held during the year. Following the 1st grading period all parents/guardians must come for a conference and during the rest of the year by parent or teacher request. The length of the conference should not exceed ten minutes. If there is any problem, a parent or teacher may arrange for a special conference at another time. Conferences between the principal and the parents may also be arranged upon request.

PARTIES/TREATS/OUTSIDE PARTIES TC "Parties/Treats/Outside Parties" \f C \l "1" 
Holidays and holy days are celebrated in the classroom with educational games and refreshments.  Parties are planned by the teacher and room parents for special occasions: Halloween, Christmas, and Valentine Day.   There are no Easter parties during Lent. Children may bring birthday treats to share with class members if desired. Simple treats are recommended.

Personal student deliveries of flowers, balloons, etc. are discouraged. If such a delivery is made, the student will be notified and will be able to pick up the delivery from the office at the end of the day.


Note:  When parents are planning a party or outing outside of school they

are encouraged to check with the school office for a correct class list so

that no student will be overlooked.  Outside invitations may not be passed

out at school unless everyone in the class (entire class or all girls or all boys)


is included.  As one of its goals in developing life-long skills, Trinity Catholic Academy

endeavors to help students be sensitive to others.

PAYMENTS MADE AT OFFICE TC "Payments Made at Office" \f C \l "1" 
Make all checks payable to Trinity Catholic Academy unless otherwise instructed. Please place all money in an envelope stating the student’s name, grade, amount and purpose of the money.

P.E. UNIFORM TC "P. E. Uniform" \f C \l "1"  

· Grades K-8 Athletic shoes must be worn (no slip on shoes).

· Grades K-5 does not change for PE. Girls may wear shorts underneath uniform shifts.

· Grades 6-8 wear navy blue shorts, sweatpants, t-shirts, or sweatshirts.  Deodorant must also be used.

PARENT/TEACHER/STUDENT ASSOCIATION TC "Parent/Teacher/Student Association" \f C \l "1" 
The PTSA (PARENT/TEACHER/STUDENT ASSOCIATION) is a parent organization.  The club raises funds to provide additional education materials for the students, sponsor spirit-building and supportive activities for the school, and provide service and assistance for the staff.

RELEASE OF STUDENTS DURING THE SCHOOL DAY TC "Release of Students During the School Day" \f C \l "1" 
Safety during the school day is a major concern to everyone involved with the student's welfare; therefore, the following practices for release of the student during the day will be followed:

1. Whenever a child must leave the school premises before the regular dismissal (due to illness, injury, and appointment, etc.), he/she must be met by the parent or guardian and be signed out and back in if returning later in the day.

2. Under no circumstances may children to be taken from the classroom or playground.

3. NO CHILD WILL BE RELEASED TO A PERSON WHO IS NOT KNOWN TO THE PRINCIPAL, TEACHERS OR SECRETARY.

4. Unless parents are notified, no child will be sent home during the school day.

REPORT CARDS/PROGRESS REPORTS TC "Report Cards/Progress Reports" \f C \l "1" 
Report Cards are important tools for communication. Report Cards will be given four (4) times during the academic school year or every nine (9) weeks. The first Report Card is given to parents at Parent/Teacher conferences at the end of the first quarter.  Subsequent Report Cards are mailed.
Progress Reports will be given mid-way between each nine-week grading period for grades 4 – 8. Those families that elect to receive electronic progress reports will have access to their child’s grades online from Friday afternoon until Monday morning each week.

SACRAMENTAL PROGRAM TC "Sacramental Program" \f C \l "1" 
The sacramental life of children of the Catholic tradition is an important component of the religion program Trinity Catholic Academy. Preparations for two sacraments, Reconciliation and Communion, form the core of our efforts in Grade 2. In accordance with the diocesan guidelines, candidates for First Communion will receive the sacrament of Reconciliation prior to First Communion. Parents are required to be active partners in the preparation of their children for these sacraments. The sacraments of Reconciliation and Communion are only conferred to students baptized in the Roman Catholic tradition.  The schedule for the Sacrament of Confirmation for Grade 8 is determined on a yearly basis.
SAFE ENVIRONMENT PROGRAM

Trinity Catholic Academy incorporates the principles of the diocesan Safe Environment Program into its overall curriculum during the school year.  It is part of an ongoing effort to help create and maintain a safe environment for children and to protect all children from sexual abuse.  Parents have an opportunity to ask questions about the program at the annual orientation meeting or at any time during the school year.
SAFETY PATROL TC "Safety Patrol" \f C \l "1" 
Students who are assigned to the Safety Patrol have the authority and responsibility to see to the safe crossing of other children after school. Members of this patrol will report any violations to the principal and to the supervising staff.

SCHOOL CALENDAR TC "School Calendar" \f C \l "1" 
In accordance with the Diocesan policy, Trinity Catholic Academy provides a minimum term of at least 176 days of 5 hours per day or 880 hours of actual instruction.

SCHOOL HOURS TC "School Hours" \f C \l "1" 
Start of the School Day TC "Start of the School Day" \f C \l "2"  - All students begin school at 7:50 a.m. Dismissal is at 2:50 p.m. for Kindergarten through Eighth Grade.  All day Preschool dismisses at 2:40 p.m.  Half day Preschool dismisses at 11:30 a.m.  All efforts should be made NOT to arrive before 7:40 a.m.  At this time, the school doors are opened and children go directly to the gym for morning prayer and announcements.  Those students arriving after 7:50 a.m. are considered tardy and will be marked accordingly.  

Dismissal TC "Dismissal" \f C \l "2"  - Students will be walked to the outside of the building at 2:50 p.m. at which time they should be promptly picked up or should immediately walk home. If a student is kept after school hours at the request of the teacher, parents will be notified. In the event that parents will be late in picking up their children after school is dismissed, it will be necessary for them to phone the school office notifying the secretary. Students not picked up promptly after school will be sent to the After Care program and charged for the service. Due to the above noted procedures, no students may remain outdoors unattended after school hours.

SCHOOL OFFICE HOURS TC "School Office Hours" \f C \l "1" 
The school office is open on all regular school days from 7:30 a.m. – 3:00 p.m.
SCHOOL PRINCIPAL'S RIGHT TO AMEND HANDBOOK TC "School Principal's Right to Amend Handbook" \f C \l "1" 
The school principal retains the right to amend the handbook. Parents will be given prompt notification if changes are made.

SCHOOL WEBSITE TC "School Website" \f C \l "1" 
Trinity Catholic Academy has a very active web site that will allow parents to be informed on a weekly basis.  There are numerous other links that will keep parents informed.  Go to and place the following web site on your “favorites list”:  www.tcasaints.com

SKATEBOARDS, ROLLER BLADES, ROLLER SKATES TC "Skateboards, Roller Blades, Roller Skates" \f C \l "1" 
Skateboards, roller blades and roller skates are not allowed on school property. If they are brought to school, they will be confiscated and must be picked up by a parent/guardian.

STUDENT INFORMATION/PUBLICITY FORM TC "Student/Parent Responsibilities" \f C \l "1" 
Trinity Catholic Academy asks parents to sign a standard Diocesan Publicity Form that allows students to be photographed, audio or video taped for purposes of remembering such activities for school/parish publications or advertising materials. See Appendix H of this handbook for a copy of the publicity form.

STUDENT/PARENT RESPONSIBILITES

Students are responsible at all times to the school administration and to their respective teachers. They must comply with school regulations and policies at all times. Parents/Guardians must also show cooperation with school administration as a condition of student enrollment at Trinity Catholic.

STUDENT RETREATS/SERVICE PROGRAMS TC "Student Retreats/Service Programs" \f C \l "1" 
Students at Trinity Catholic have the opportunity to participate in school sponsored retreats as well as a variety of service programs. Eighth Grade students are required to fulfill service hours and participate in a retreat as part of preparations for the sacrament of Confirmation.

TELEPHONE TC "Telephone" \f C \l "1" 
Students will not ordinarily use the school phone. It is the student's responsibility to come prepared for classes and it weakens this sense of responsibility if parents are requested to make special trips with forgotten homework, P.E. clothes, etc.  If a child is sick, the teacher or secretary will make the call.  However, for special reasons, the office may give a student permission to use the office phone. Parents are encouraged to call only in case of emergency.  Neither a student nor a teacher will be called from class to receive phone calls except in an emergency.

Parents are requested not to ask office personnel to transmit telephone or written messages, unless there is an emergency. Complying with these requests interrupts the instructional program of the students and office work of the staff. Lunches may be left in the office, but students should be instructed by parents to retrieve them in the office at lunch time.

Trinity Catholic strongly discourages students to bring cell phones to school.  If you want your child to have a cell phone, it must remain in the student’s locker turned off and not accessed during regular school hours.   Please keep in mind lockers are not locked thus TCA does not assume responsibility for lost or stolen phones.  MP3 players, hand-held electronic games, etc. are not allowed since they can be disturbing to the class. The teacher has the right to confiscate any article a student uses to disrupt work in a classroom or anywhere in the school. 
TESTING AND ASSESSMENTS

Classroom teachers provide quizzes and test for chapters and units in subject matter.  Teachers may use assessments that come with a textbook series or create their own.

Per policy E-162, CDOP, The Catholic Diocese of Peoria mandates a standardized testing program for academic achievement which will be administered each fall for Grades 3, 5, and 7.  Elementary schools are encouraged to supplement the required grades with testing at other grade levels.  In addition to fall testing, a formal assessment of student writing will be administered during the second semester of each school year to students in Grades 4 and 7.  All schools shall administer the NCEA ACRE assessment of religious knowledge, attitude, and practices each January to students enrolled in Grades 5 and 8. TC "Testing Programs" \f C \l "1" 
TUITION & FEES TC "Tuition & Fees" \f C \l "1" 
Trinity Catholic Academy was formed to serve the needs of the LaSalle parishes.  All students from these parishes who meet all requirements have priority consideration for entrance into our school.  The privilege of our children receiving a Catholic education is the responsibility of the total parish community.  Tuition is decided by the pastor in conjunction with the Education Commission and joint committees.

Parishioner Tuition for K – 8: 


1 Child
  
$2,885.00

2 Children  
$4,100.00

3 Children  
$4,950.00

Non-Catholic Tuition K – 8:
1 Child

$3,650.00

2 Children
$4,700.00

3 Children
$5,700.00
Book Fees K – 8:


$250.00 per student

Technology Fee:


$150.00 per family

Payment options for grades K – 8 for the school year 2016/2017 tuition include:

· Paying in full on registration date
· Make monthly/semimonthly payments through Smart Tuition through Facts
· If the family has four children enrolled in K-8 the fourth child’s tuition is waived.  However, the fourth child will be required to pay all other fees.  

If the fourth is in preschool the tuition and fees must be paid in full for that child.
Preschool Options:


3/4 year olds
5 day/all day

$125.00 per week
Supply fee:  $150.00


3/4 year olds
5 day/1/2 day

$1,600.00 per year
Supply fee:  $125.00
3/4 year olds
3 day/all day

$1,775.00 per year
Supply fee:  $125.00

3/4 year olds
3 day/1/2 day

$1,300.00 per year
Supply fee:  $115.00
Payment options for school year 2016/2017 for Preschool tuition include:

· Paying in full prior to the first day of school

· Make monthly payments through Facts
· Payment for the 5 day/all day option is paid directly to TCA each week

TUITION/FEE REFUND POLICY TC "Tuition/Fee Refund Policy" \f C \l "1"  
In the case of a pre-paid withdrawal payment, the tuition will be refunded on a pro-rated per diem basis. No book fees or pre-registration fees will be refunded. 
Nonpayment Policy TC "Nonpayment Policy" \f C \l "2"  
In the event that bills/fees are not paid according to your tuition agreement:

· Registration for the following year will be rescinded until arrangements for payment are made.

· Academic records will not be forwarded to other schools until arrangements for payment are made.

· Report Cards will not be issued (quarterly).

· Eighth graders will not receive diplomas and may not participate in graduation activities. All outstanding balances need to be paid 1 week prior to graduation ceremony.

USE OF SCHOOL GROUNDS TC "Use of School Grounds" \f C \l "1" 
No unauthorized use of Trinity Catholic Academy grounds is allowed. Permission must be obtained through the Principal and/or Pastor.

VISITORS TC "Visitors" \f C \l "1" 
All visitors to the school are to report directly to the office through the main entrance. Parents are not permitted to go to the classroom or lockers unless permission has been obtained in the office. An appointment must be made to see the teachers in the morning or afternoon.

VOLUNTEERS TC "Volunteers" \f C \l "1" 
Any person who volunteers in any capacity for Trinity Catholic Academy will need to complete a CANTS & fingerprint form. Volunteers will also need to complete the Safe Environment (formerly VIRTUS) program. This includes, but is not limited to, Coaches, Chaperones, Drivers, Room Parents, etc. No exceptions will be made. See Appendix I for a copy of the Volunteer’s Code of Conduct.

WITHDRAWAL TC "Withdrawal" \f C \l "1" 
A week's notice is required for transfers from Trinity Catholic Academy. Records will be sent to the new school upon the receipt of a written and signed consent form and when all financial obligations have been met.  Records of students transferring to other schools will only be sent through the US Mail. No records will be given to parents to transport to the new school.

Non-release of Student Records TC "Non-release of Student Records" \f C \l "2" 
The school provides for progression of students and their records within and between schools with the aid of duplicated records of achievement in all grades, standardized test results and notification of special education records, if this applies.  If a student transfers, the above records as well as health records and work portfolio are sent to the receiving school.  A signed parental release is required before records are sent to another school.  (see DEOP D-116).  Within the school, student permanent files are kept locked in the main office.  Parents may, with the permission from the principal, view these records.  The school follows the Illinois Administrative Code on forwarding student records.  The school secretary is primarily responsible for transfer of records.  (see CDOP D-115)

Unlike public schools, private and parochial schools do have the right to withhold credits, transcripts, diplomas, etc., upon the transfer of a student to another school when tuition or other debts have not been paid. A private or parochial school is distinguished from a public school and is governed by contract law principles, rather than by any State regulation or policy.

1. An unofficial record will only be sent until such time as the bills are paid.

2. Records will be sent within 10 days after all bills are paid.

APPENDIX A TC "Appendix A" \f C \l "1" 
SPECIAL SERVICES
Trinity Catholic Academy does not have a special education program.  Some services of the public school district are available to eligible students.  Any concerns in this area must be forwarded to the principal.
APPENDIX B TC "Appendix B" \f C \l "1" 
G-111

P-CDOP
APPEAL AND REVIEW

A review or appeal of any decision concerning policies, procedures, or other serious matters made by the competent authority of any of the schools of the Catholic Diocese of Peoria may be requested by any member of the diocese under the following conditions only:

· The decision violates or is in conflict with the teachings of the Roman Catholic Church, or

· The decision violates or is in conflict with an applicable diocesan policy, or

· The decision violates or is in conflict with a policy or procedure of the parish, the school, or other entity that takes precedence over the decision in question, or

· The decision violates or is in conflict with an applicable federal, state or local civil law.

It is to be noted that dissatisfaction with a decision is not a sufficient condition for appeal.
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       G-111

AR-CDOP

APPEAL AND REVIEW

The individual or group desiring the appeal or the review of a decision must make that request known to the governing pastor or pastors’ board responsible for the school in the form of a letter. As a matter of record, a copy of that letter is to be forwarded to the local vicar and to the Superintendent of Schools.

This letter must clearly cover each of the following points:

· The decision that is being questioned and which competent authority made it.

· The grounds for the appeal or the review with specific reference to one or more of the four (4) conditions listed in the policy statement above, and
· The proposed resolution.

The governing pastor or pastors’ board, having received the request for appeal or review, is to respond to those making the request within thirty (30) days of receiving the request. A copy of the response letter is to be forwarded to the local vicar having jurisdiction over the particular parish/school and to the Superintendent of Schools.

In most cases, the decision of the governing pastor or pastors’ board is final. However, those who have requested the appeal or review may further appeal the decision of the governing pastor or pastors’ board to the local vicar within thirty (30) days. The local vicar has the authority to summarily dismiss the appeal or he may forward the appeal to

the Vicar General of the Catholic Diocese of Peoria and the Office of Catholic Schools. The Vicar General shall make a final decision on the appeal in such cases. If the local vicar decides to dismiss the case he must, as a matter of record, forward a copy of such decision to the Vicar General and the Office of Catholic Schools.

It is at the sole discretion of the Bishop of the Catholic Diocese of Peoria to intervene in any matter at any time, and to modify, reverse, or rescind any action taken by the above-referenced officials.
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C-402

P-CDOP

POLICIES AND PROCEDURES RELATING TO ALLEGATIONS OF SEXUAL ABUSE OF MINORS BY PRIESTS OR DEACONS, OR BY LAY EMPLOYEES OR VOLUNTEERS

This policy and its accompanying administrative regulation set forth procedural guidelines which apply to priests, deacons, lay employees, or volunteers employed by or in the diocese against whom sexual abuse is suspected or reported. It is intended to clarify the roles and responsibilities of diocesan or parish personnel who have administrative responsibility involving the diocese, a parish, a parish institution, school or organization in situations involving possible sexual abuse. It sets forth the diocesan response to victims. It is intended to inform parties who may wish to report such misconduct.
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C-402

AR-CDOP

POLICIES AND PROCEDURES RELATING TO ALLEGATIONS OF SEXUAL ABUSE OF MINORS BY PRIESTS OR DEACONS, OR BY LAY EMPLOYEES OR VOLUNTEERS
Under both Federal and Illinois civil and criminal law, the sexual abuse of minors is a grave crime and an offender may be subject to severe penalties, including incarceration, fines, and/or monetary damages.

Sexual abuse of a minor includes sexual molestation or sexual exploitation of a minor and other behavior by which an adult uses a minor as an object of sexual gratification. A minor is a person who has not yet reached his or her eighteenth birthday.

In order to guard against incidents of sexual abuse of minors by personnel of the Diocese, the Diocese will establish and maintain a Safe Environment Program designed to prevent, identify, and respond to abuse, to provide appropriate education and training to Diocesan personnel about inappropriate behavior and about warning signs of possibly abusive behavior.

The Diocese of Peoria recognizes that sexual abuse of minors often causes serious and continuing emotional and psychological problems for the victim. Therefore, the Diocese is committed to providing victims of such misconduct with appropriate professional assistance to address these consequences of abuse by any personnel of the Diocese. It is the policy of the diocese that victims must be treated justly. The Bishop of Peoria will appoint a Victims Assistance Coordinator.

Any personnel of the Diocese, including, but not limited to, mandated reporters who have actual knowledge of or who have reasonable cause to suspect sexual misconduct against a minor by any personnel of the Diocese (including a priest or deacon), must report that information (unless to do so would violate the priest/penitent relationship of the Sacrament of Penance). First and foremost, an individual should contact the Illinois Department of Child and Family Services at 1-800-252-2873. A report should also be made to Diocesan officials by contacting the Office of the Chancellor.

When an allegation of sexual abuse of a minor is received, a preliminary investigation will be initiated and conducted promptly and objectively. In the case of a priest or deacon, the investigation will be conducted in harmony with canon law including appointment of an Investigator for this purpose. The Diocese will obtain legal advice, both civil and canonical, as soon as possible. (c. 1717)

The Diocese of Peoria will comply with all applicable civil laws with respect to the reporting to civil authorities all allegations of sexual abuse of minors and will cooperate in their investigation. The Diocese of Peoria requires all personnel of the Diocese to comply with these requirements, and appropriate sanctions may be imposed for failure to do so.

The Diocese supports any person's right to make a report to public authorities concerning such allegations.
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D-150

P-CDOP
POSSESSION OR USE OF WEAPONS OR LOOK ALIKE WEAPONS IN SCHOOL

Catholic schools in the Diocese of Peoria teach and uphold the sanctity of human life. Virtues such as respect for others, peacemaking, and self-discipline are foundations of Catholic education. Furthermore, a safe academic and social environment is essential for learning and Christian formation. The possession or use of weapons not only disrupts the school’s learning environment, it fundamentally violates the sanctity of human

life by threatening the very health and safety of teachers and students.

It is strictly forbidden for any student to possess, use, attempt to use, manufacture, distribute, purchase, trade or sell (or seek the sale or trade of) any weapon on school premises or at any school-related activity or function, including but not limited to travel to and from school and/or school-related functions. Possession means having a weapon on one’s person or in an area subject to the student’s control such as desks, lockers, backpacks, and vehicles. Any student possessing, using, attempting to use, manufacturing, distributing, purchasing, trading or selling (or seeking the sale or trade of) weapons at school or any school-related function shall, at the discretion of the pastor and principal, be subject to immediate expulsion.

Weapons are defined as any object, device, or instrument that has been designed, created, adapted or used for the purpose of intimidating, threatening, and/or inflicting physical injury (including but not limited to anything which resembles such items). Any student found to be in possession of a weapon shall be immediately suspended from school. The weapon will be confiscated and police officials contacted. The student’s parents will be notified, and there will be an administrative review. The normal consequence shall be expulsion from school.

In cases where there are substantial mitigating circumstances, the pastor may impose a suspension rather than an expulsion after consultation with the Superintendent of Schools (especially with students in grades K-3). In the event that a student finds a weapon at school or a school-related function, the student shall immediately notify a teacher, coach, or administrator about the weapon’s location. In such cases, the student shall not be regarded as possessing a weapon. Teachers or students who require a facsimile of a weapon for a legitimate school/class project must first obtain approval from the principal prior to bringing the item into the school.

Diocesan schools reserve the right to dismiss any student at anytime whatsoever for conduct, whether inside or outside of school, that is detrimental to the reputation of the school and/or the continued well-being and safety of students.
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APPENDIX E TC "Appendix E" \f C \l "1" 
C - 401

DIOCESE OF PEORIA HARASSMENT POLICY

Harassment, including but not limited to, sexual harassment, of any employee or other person is unethical, is illegal and is prohibited. This policy is intended to clarify the roles and responsibilities of Diocesan or parish personnel who have administrative responsibility involving the diocese, a parish, a parish institution, school or organization in situations involving possible sexual harassment. It sets forth the Diocesan response to victims.

DEFINITION

The term "harassment" includes, but is not limited to, slurs, jokes, or any other form of verbal, written, graphic, or physical conduct or advances which reflect adversely on an individual's race, color, sex, religion, national origin, citizenship, age, marital status, veteran status, or physical or mental handicap. Harassment under this policy includes sexual harassment which means any unwelcome sexual advances or requests for sexual favors or any conduct of a sexual nature when: (1)submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment; (2)submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; (3) such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment; or (4) such other conduct or actions as are defined as "harassment" under the Illinois Human Rights Act as amended from time to time. Further, retaliation against a complainant or witness who initiates a case under this policy is included within the term "harassment" as used herein and shall be handled under this policy.

PROCEDURE

· This policy encourages the reporting of harassment by the person harassed (the complainant) or any witness to harassment. It includes harassment by any cleric, religious, a lay person employed by or in the diocese or its parishes, or by any volunteer of the diocese or its parishes.

· If a complainant believes that he/she has been harassed, he/she may wish first to deal with the harassment on an informal basis with the harasser. A witness to harassment may wish to do the same. However, if harassment continues, or if a single instance of harassment is of such magnitude that the complainant or witness feels that an

· informal resolution is inappropriate, the harassment should be reported by the complainant or witness to his/her supervisor, department head, principal, pastor, Chancellor, or Vicar General of the Diocese of Peoria. The preceding

· sentence does not establish "steps" of giving notice and the complainant or witness can give notice to any of those identified people. The notice of harassment should be given within ten (10) calendar days of the alleged harassment to promote a prompt and fair response.

· At the direction of the Chancellor and Vicar General, an investigation will be conducted of the alleged harassment.  The Chancellor and Vicar General shall be responsible for determining who will serve in the investigatory role. This investigation shall include interviewing the complainant, the accused, any witnesses, and any pertinent third

· parties.
· Alleged victims who report harassment have the right to know the general disposition of the harassment investigation.

· It is the policy of the diocese that victims must be treated justly. The Diocese presently offers a program of counseling to alleged victims of harassment. Any person who feels he or she has been harassed may contact the Chancellor and/or Vicar General to discuss the availability of counseling. The Diocese in its sole discretion shall determine whether to provide ongoing assistance and the extent thereof.

03/08
APPENDIX F TC "Appendix F" \f C \l "1" 
D-147

P-CDOP
BULLYING

All elementary and secondary schools of the diocese shall actively seek to provide a supportive, caring environment that is safe from all forms of intimidation including bullying. Bullying is repeated behavior involving a deliberate, conscious intent to hurt, threaten, frighten, or humiliate someone. It may include physical and/or verbal intimidation or assault; extortion or taking belongings; oral or written threats; outrageous teasing, mocking, taunting, putdowns, or name-calling; threatening looks, gestures, or actions; cruel rumors; suggestive comments; false accusations, and/or  social isolation. Bullying behavior shall not be tolerated in any form at school or school-sponsored programs and activities.
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D-147

AR-OCS

BULLYING

All elementary and secondary schools of the diocese shall develop anti-bullying procedures according to the following guidelines:

1. All members of the school have a responsibility to recognize bullying and to take action when they are aware of it happening.

2. An anti-bullying program will be conducted with each class annually. This will be supported by school-wide messages on the issue and, when appropriate, a parent information evening.
3. All faculty and staff shall treat any report of bullying seriously and take action. A faculty/staff meeting will be held annually to discuss bullying and review reporting and investigation procedures, prevention strategies, and disciplinary approaches. Faculty and staff members shall listen carefully to the student(s) reporting bullying, and make sufficient inquiries to clarify exactly what has been happening.

4. Student(s) should be assured that they have acted correctly in reporting bullying.

5. The faculty or staff member who receives a report of bullying behavior shall make a written summary of the information and pass it on to the dean and/or principal, who will take appropriate action.

6. The school administration shall thoroughly investigate all reports of bullying. This may include interviews with students, parents, and staff members as well as a review of school records. The victim(s), accused student(s), and any witnesses shall be interviewed separately to establish an accurate account of events. Written records shall be maintained of suspected and/or repeated incidents of bullying.

7. Emphasis must be placed on changing the behavior of the bullying student(s), while providing care and support for the student who has been bullied.

8. Whenever bullying has been reported, the principal or his/her designee (assistant principal, counselor, dean, etc.) shall give advice to the student(s) who have been bullied on how to deal with any repeat incidents of bullying that may happen.

9. The principal or designee shall arrange follow-up discussion with the student(s) at periodic intervals to find out if the bullying has stopped.

10. Whenever incidents of bullying are reported, the school shall contact the parents of all the students who are involved.

11. Any student who retaliates against another student for reporting bullying behavior shall be reprimanded and penalized in accordance with the school’s disciplinary code.
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Trinity Catholic Academy
Request of Signature Form

2016/2017 School Year

Student & Parent/Guardian Information (please print)

___________________________________ ________________
___________ ______

First Student Name Birth Date Grade

___________________________________ ______________
_____________ ______

Second Student Name Birth Date Grade

___________________________________ ______________
_____________ ______

Third Student Name Birth Date Grade

___________________________________ _______________
____________ ______

Fourth Student Name Birth Date Grade

___________________________________ ____________________________________

Parent/Guardian Name Address City/State Zip

___________________________________ ____________________________________

Phone Number Parish

Student Request - Loan of Textbooks

I hereby request the loan of secular textbooks in accordance with Public Act 79-961 of 1975.

Publicity

On occasion, Trinity Catholic Academy/St. Patrick/St. Hyacinth Parishes takes photographs or makes an audio or video tape recording of children and/or adults involved in school/parish activities. Such photographs or video records may be used by staff and participants to remember the activities or participants. In addition, such photographs and audio/visual recordings may be used in Trinity Catholic Academy/St. Patrick/St. Hyacinth Parishes publications or advertising materials to let others know about our school/parish. In addition, local news organizations may hear of our activities or events, and our school/parish may invite or allow them to photograph or record events to be used, distributed, or displayed as agents of the school/parish see fit. This consent includes but is not limited to: photographs, videotape, and audio recordings.

Trinity Catholic Academy Parent-Student Handbook Agreement

I, my child(ren) and family members have read and agree to be governed by the Trinity Catholic Academy Parent-Student Handbook.

X____________________________________________________________

Signature of Parent/Guardian Date

Signature confirms all the above is agreed upon, accurate and truthful.
THIS FORM IS TO BE RETURNED BY AUGUST 26, 2016
APPENDIX H TC "Appendix H" \f C \l "1" 
C-404

P-CDOP
COMPUTER SOFTWARE USE AND THE FEDERAL COPYRIGHT LAW

Diocesan policy regarding the illegal duplication and use of pirated software requires all diocesan employees to comply with federal law. Anyone who purchases a copy of software has the right to load that copy of software onto a single computer and make another copy for archival (backup) purposes only. It is illegal to use computer software on more than one computer without multiple licenses or to make or distribute copies of software for any other purposes unless specific written permission has been obtained from the institution holding the copyright.

Anyone who illegally copies and/or distributes a software program may face a civil suit for damages, criminal liability, fines, and/or imprisonment as defined by federal statutes. Employees of the diocese who are found copying, or have copied, computer software for other than backup purposes without permission of the owner of the copyright of the software shall be subject to disciplinary action and/or termination.
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C-404

AR-CDOP

COMPUTER SOFTWARE USE AND THE FEDERAL COPYRIGHT LAW

The diocese recognizes that software written for all computers is intellectual property, and is protected by copyright rules established by the United States. Further, the diocese recognizes that by protecting the investment of companies that develop computer software, we also protect those companies and allow them to gain a fair return on their development costs, and thus allow those companies to continue to produce enhancements and advancements to software.

The diocese also recognizes that it has a unique position of influence in the community and must make every effort to uphold the law and respect for property, including intellectual property. Therefore, the diocese has established the following guidelines for the moral, ethical, and legal protection of employees and their software property:

1. All software not written by the diocese, but purchased from outside companies, is not owned by the diocese and, therefore, the diocese does not have the right to reproduce it for use on more than one computer unless specific permission has been obtained from the copyright owner.

2. All multi-use software, such as software written for networks, must be used in accordance with the licensing agreement.

3. The diocese understands that, according to the United States copyright laws, illegal reproduction of software may result in civil damages and criminal penalties including fines and imprisonment as defined by federal statutes.

4. No diocesan employee shall knowingly make copies of software without the expressed written permission from the software company. Any copies made without the expressed permission of the software company are illegal copies. The diocese may discipline as appropriate, including possible termination, any employee making illegal copies of copyrighted software.

5. All diocesan software written by the diocese is owned by the diocese and cannot be copied without the expressed permission of the proper diocesan authority.

6. It is the responsibility of all managers, directors, pastors, principals, and other employees in a position of authority in the diocese to audit their employees’ computers periodically for unlicensed software. The diocese recognizes that, from time to time, volunteers may bring their own software for the specific purpose of the volunteer’s project. However, once the project has been completed and the volunteer has left, the software that the volunteer installed and used must be removed from the computer.

7. If a diocesan office, parish, institution, or school employee disposes of old computers, that office, parish, institution or employee has the responsibility of removing all software (including any operating software) before disposing of the computer.

8. Any employee who determines that there may be a misuse of software shall notify the pastor, principal, department manager, or immediate supervisor.
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APPENDIX I
D-151 

 P-CDOP 

STUDENT WELLNESS PLAN 

All elementary and secondary schools of the Diocese of Peoria shall be committed to providing a learning environment that supports and promotes wellness, good nutrition, and an active lifestyle and recognizes the positive relationship between good nutrition, physical activity, and the capacity of students to develop and learn. The entire school environment shall be aligned with healthy school goals to positively influence students’ beliefs and habits and promote health and wellness, good nutrition, and regular physical activity. In addition, school staff shall be encouraged to model healthy eating and physical activity as a valuable part of daily life. It is the policy of the Diocese of Peoria that: 

1. Each school will provide nutrition education and physical education to foster lifelong habits of healthy eating and physical activity and reduce childhood obesity.  

2. All students in early childhood programs and grades K-12 will have opportunities, support, and Encouragement to participate in physical activities on a regular basis.  

3. Qualified food service providers will provide students with access to a variety of affordable, nutritious, and appealing foods that meet the health and nutrition needs of the students; will accommodate the religious requirements of the students; and will provide clean, safe, and pleasant settings and adequate time for the students to eat. 

 4. To the extent practical, the schools in the Diocese will participate in available federal school meal programs. 

5. Foods and beverages sold and/or served as part of the school meal programs will meet the nutrition recommendations of the U.S. Dietary Guidelines for Americans. 

 6. Each school will engage students, parents, teachers, food service providers, health professionals, and interested community members in monitoring and reviewing the implementation of the Diocesan Student Wellness Plan. 
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D-151 

 AR-CDOP
STUDENT WELLNESS PLAN 

The purpose of this administrative regulation is to ensure a total school environment that promotes and supports student health and wellness, helps reduce childhood obesity, and meets the requirements of the Child Nutrition and WIC Reauthorization Act of 2004. 

GOALS FOR NUTRITION EDUCATION 

1. Students in early childhood programs and grades Kindergarten through grade 12 shall receive sequential and interdisciplinary nutrition education. The program shall be designed to provide students with the knowledge and skills necessary to adopt healthy eating behaviors. Special emphasis should be placed on nutrition education in early childhood through the primary grades as eating habits are established at a young age. 

2. The nutrition education program shall include enjoyable interactive activities such as contests, promotions, taste testing, field trips, school gardens, or other like activities. 

3. Schools shall work with parents to assist in providing a healthy diet and daily physical activity for their children, which may include information to help them incorporate healthy eating and physical activity. 

GOALS FOR PHYSICAL ACTIVITY 

1. Students in early childhood programs and grades K through 12 shall participate in regularly scheduled formal and informal physical activity programs. Special emphasis should be placed on promoting an active lifestyle in early childhood through the primary grades as health habits are established at a young age. Reasonable accommodations shall be made for students with disabilities and/or other limitations. 
2. Elementary schools shall provide a daily, supervised recess period to all students. 
3. Students shall be provided opportunities for physical activities through a range of school programs such as intramurals, interscholastic athletics, physical activity clubs, or other like activities. 

GOALS FOR OTHER SCHOOL ACTIVITIES DESIGNED TO PROMOTE STUDENT WELLNESS 

1. Consistent School Activities and Environment – Healthy Eating 
a. All food service personnel shall have adequate pre-service training and participate in activities or programs that provide strategies for providing tasty, appealing, and healthy school meals; nutrition education strategies including coordination of classroom and cafeteria activities; and effective promotional techniques to encourage healthy eating habits. 
b. Schools shall take efforts to promote nutritious food and beverage choices consistent with the current Dietary Guidelines for Americans and Food Guidance System (My Pyramid) such as fruits, vegetables, low-fat dairy foods and whole grain products. 
c. It is recommended that food providers share information about the nutritional content of school meals and/or individually sold foods with students, family, and school staff. 
d. School meals shall be served in clean, safe, and pleasant settings with adequate time provided for students to eat.  e. All foods and beverages provided by the school shall comply with federal, state, and local food safety and sanitation regulations. 
e. Students, parents, school staff, and community members bringing foods and beverages to school for parties/celebrations/meetings shall be encouraged to provide healthful options. 
f. Access to any area involved in storage, preparation, or service of food on the school campus shall be limited to authorized personnel. 
2. Consistent School Activities and Environment – Physical Activity 
a. Schools are encouraged to limit extended periods of inactivity. When activities such as mandatory testing make it necessary for students to be inactive for long periods of time, it is recommended that schools give students periodic breaks during which they are encouraged to stand and be moderately active. 

b. Physical activity facilities and equipment on school grounds shall be safe. 

c. Schools are encouraged to work with the community to create a safe and supportive environment for students walking or biking to school. 
3. Food or Physical Activity as a Reward or Punishment 

a. School personnel shall not withhold food or beverages from students as punishment. 

b. School personnel shall not withhold participation in recess or physical education class as punishment. 

NUTRITION GUIDELINES FOR ALL FOODS AND BEVERAGES AVAILABLE ON SCHOOL CAMPUSES DURING THE SCHOOL DAY
1. Food providers shall offer a variety of age-appropriate, appealing food and beverage choices and employ food preparation, purchasing, and meal planning practices consistent with current Dietary Guidelines for Americans (e.g. provide a variety of fruits and vegetable choices; serve low-fat and fat-free dairy products; ensure that whole grain products are served).1

2. All foods and beverages sold individually (apart from the reimbursable school meal) shall be well-regulated and consistent with the nutritional goals of the student wellness plan. 

This includes: 


 a. a la carte offerings in the food service program; 


 b. food and beverage choices in vending machines, snack bars, school stores; 


 c. food and beverages sold as part of school-sponsored fundraising activities. 
3. Every effort shall be made to provide nutritious and appealing foods and beverages, such as fruits, vegetables, low-fat dairy foods and whole grain products, wherever and whenever food is sold or otherwise offered at school. 

GUIDELINES FOR SCHOOL MEALS 
1. School meals served shall be consistent with the recommendations of the Dietary Guidelines for Americans.2

2. School meals shall meet, at a minimum, the nutrition requirements and regulations for the National School Lunch Program and/or School Breakfast Program.3,4 

MEASURING IMPLEMENTATION & COMMUNITY INVOLVEMENT 
1. The diocesan superintendent or designee shall be charged with the operational responsibility for ensuring that each school meets the student wellness plan requirements. 2. The principal of each building shall be responsible for implementation of the student wellness plan. 

3. Individual schools shall involve parents, students, representatives of the school food authority, the education commission (if applicable), school administrators, and the public to implement and continue development of the student wellness plan. Their involvement shall include review of the individual school wellness checklist. 

4. The diocesan superintendent, based upon feedback from individual schools, may recommend revising the student wellness plan as appropriate. 
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Healthful Food and Beverage Options for School Functions 

1

 MyPyramid.gov, United States Department of Agriculture. www.mypyramid.gov 

2

 Dietary Guidelines for Americans 2005, Department of Health and Human Services and the Department of 

Agriculture, 2005. www.health.gov/dietaryguidelines 

3

 Minimum School Meal Requirements – section 9(f)(1), 17(a) of the Richard B. Russell National School Lunch 

Act (42 U.S.C. 1758(f)(1), 1766(a)0 www.access.gpo.gov/uscode/uscmain.html 

4

 Minimum School Meal Requirements – subsections (a) and (b) of section 10 of the Child Nutrition Act (42 

U.S.C. 1779) www.access.gpo.gov/uscode/uscmain.html 4 

Healthful Food and Beverage Options for School Functions  

At any school function (parties, celebrations, meetings, etc.) healthful food options should be 

made available to promote student, staff and community wellness. Examples of nutritious food 

Healthful Food and Beverage Options for School Functions 

At any school function (parties, celebrations, meetings, etc.) healthful food options should be made available to promote student, staff and community wellness. Examples of nutritious food and beverages that are consistent with the Dietary Guidelines for Americans are listed below. 

• Raw vegetable sticks/slices with low-fat dressing or yogurt dip 

• Fresh fruit wedges – cantaloupe, honey dew, watermelon, pineapple, oranges, tangelos, etc. 

• Sliced fruit – nectarines, peaches, kiwi, star fruit, plums, pears, mangos, apples, etc. 

• Fruit salad 

• Cereal and low-fat milk 

• 100% fruit or vegetable juice 

• Frozen fruit pops with fruit juice or fruit as the first ingredient 

• Dried fruits – raisins, cranberries, apples, apricots 

• Single serving applesauce or canned fruit in juice 

• Peanut butter with apple wedges or celery sticks 

• Fruit smoothies made with fat-free or low-fat milk 

• Trail mix (dried fruits and nuts) 

• Dry roasted peanuts, tree nuts and soy nuts (not coconut or palm nuts) 

• Lean meats and reduced fat cheese sandwiches (use light or reduced fat mayonnaise in chicken/tuna salads) 

• Party mix (variety of cereals, nuts, pretzels, etc.) 

• Pretzels or reduced fat crackers 

• Baked chips with salsa or low-fat dip (Ranch, onion, bean, etc.) 

• Low-fat muffins (small or mini), granola bars and cookies (graham crackers, fig bars) 

• Mini bagels with whipped light or fat-free cream cheese 

• Pasta salad 

• Bread sticks with marinara 

• Fat-free or low-fat flavored yogurt & fruit parfaits 

• Fat-free or low-fat pudding cups 

• Fat-free or low-fat milk and milk products (string cheese, single-serving cottage cheese, cheese cubes) 

• Flavored soy milk fortified with calcium 

• Pure ice cold water 

This list in not all-inclusive and is meant only to provide parents and school staff with guidance for healthier food and beverage choices.
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