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Trenton Catholic Preparatory Academy does not discriminate on the basis of race, color, sex,

national or ethnic origin in the acceptance of students.
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NON-DISCRIMINATION POLICY

Trenton Catholic Preparatory Academy admits students of any race, color, religion, national
and ethnic origin to all the rights, privileges, programs and activities generally accorded to or made
available to students at the school. Trenton Catholic Preparatory Academy does not discriminate on
the basis of race, color, gender, religion, sexual orientation, national and ethnic origin in the
administration of its educational policies, admissions policies, scholarship and loan programs, and
athletic and other school-administered programs.

Trenton Catholic Preparatory Academy is a community based on Christian values of respect,
dignity, and love for all of God’s children. Any form of peer abuse of any member of the TCPA
community will not be tolerated. Such behavior will be subject to disciplinary action up and including
withdrawal.

ADMINISTRATION

Dr. Lauren Brazil, Upper School Director
Mr. Eric Elliott, Business Administrator
Mr. David R. Innocenzi, Dean of Students

Mr. Patrick Snyder, Athletic Director

FACULTY

Liam Bergin - History
Shilpi Bhargava - Biology, Anatomy & Human Phys/Environmental Sc.
Cathy Bongiovi - English 11th & 12th
Susan Buckley - Accounting
Brian Cullen - Chemsitry/Physics
Paul Forte - Math
Tony Haneman - Drivers Education
Trish Hutman - Art
David Innocenzi - History
John Kocsis - Computer Science and Robotics
Michele Kunkel - English 9th & 10th
Mike Metellus - Math
Evelyn McDermott - Spanish
Teresa Moynahan - Religion
Dominque Peters - Sports Medicine
Felicia Pollars - Busness
Amy Scarpulla - Guidance
Michael Schneider - Health/PE
Eusebio Smordini - Religion/ French
Ashley Tutzauer - Health/PE
Ralph Vachetto - Introduction to Fitness
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Catapult

Leanne Cosentino
Angela Lowe
Nicole Mollica

ADMINISTRATIVE ASSISTANT
Noraima Klein, Main Office Assistant
Natalie Martinez, Dean of Students Assistant
Rosemarie Micharski, Guidance Assistant
Renee Rogers, Admissions Office

Custodial & Maintenance

Jose Alvarez
Will Benitez

Technology Support
Steve Kocsis

Nurses
Phyliss Danley - Monday to Thursday
Maryann Decker-Stout - Friday

INTRODUCTION

PURPOSE AND USE OF THE HANDBOOK

This handbook exists to foster the efficient operation of Trenton Catholic Preparatory Academy
Inc. To meet this objective, the Administration is given flexibility and the ability to exercise discretion. In
appropriate circumstances, the Administration has the discretion to take actions other than those specified
in the handbook. This handbook is not intended and should not be considered to create any additional rights
for students or parents/guardians.

ACCREDITATION

Trenton Catholic Preparatory Academy Inc. is accredited by COGNIA.

RELIGIOUS EDUCATION AND RELIGIOUS SERVICES

Trenton Catholic Preparatory Academy Inc. is a Catholic institution that teaches the Gospel
message of Jesus Christ. All students who meet the admission requirements are welcome to
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Trenton Catholic Preparatory Academy Inc.regardless of their religion. Non-Catholic students are
expected to understand and agree that the school exists to educate in the framework of Catholic
values. Non-Catholic students must participate in religious services according to the liturgical
customs and traditions of the Catholic Church. All students must also participate in religion classes
and perform required Christian community service; failure to participate in the religious activities
of the school will result in a student being asked to withdraw.

CHAPEL

The chapel is reserved as a place of worship. All students are encouraged to visit the chapel and
are required to attend all chapel activities as part of the religious education curriculum. Students are
also encouraged to participate at Mass; due to the special presence of the Eucharist, the chapel must
be treated with the utmost reverence at all times.

RELIGIOUS SECTS

Any student involved in a religious sect not recognized by the Catholic Church or any ethnic
supremacy group will be asked to withdraw from Trenton Catholic Preparatory Academy and/or be
subject to expulsion proceedings.

SCHOOL COLORS
Royal and White

SCHOOL MASCOT/NICKNAME

“The Iron Mikes” in recognition of our founder Monsignor Michael McCorristin

ALMA MATER by Steven Edwards

Trenton Catholic Preparatory Academy, Our Alma Mater will always be.
Hail to our hallowed school! We'll glisten for all to see.
With unity, diversity, opportunity, we will make a difference.

Our hearts and minds let our spirit find the truth in every way.
We're Trenton Catholic Preparatory Academy , Our Alma Mater will always be.
Hair to our hallowed school!

We'll glisten for all to see.

Trenton Catholic Academy, Our Alma Mater will always be.

In our hearts for all to see.

Shining forth with God’s great love
Our open minds and the truth we find
Our boundless faith in God almighty.

Helps us unify, let our spirits fly
And guides us every day.

MISSION STATEMENT

The mission of Trenton Catholic Preparatory Academy Inc. is to educate a diverse preK-12
student body to be responsible citizens of a global society through a challenging and relevant
curriculum centered in Catholic traditions and values.

Page 5




ADMISSIONS / RE-ENROLLMENT

Admission/Re-enrollment is decided by an annual administration review including, but not
limited to, academics, attendance, service and adherence to the code of conduct.

IMMUNIZATION REQUIREMENTS

These requirements are due before the first day, for all new and transfer students.

DTP: a minimum of five doses.

OPV: a minimum of three doses, provided at least one dose is given on or after the fourth
birthday.

MMR: two doses

TDap and Menatra

Varicella (Chicken pox)

Hepatitis B -three shots

Measles vaccine: one dose administered on or after the first birthday. Rubella vaccine:
administered on or after the first birthday; children who were immunized before the first
birthday are to be re-immunized.

Mumps vaccine: one dose administered on or after the first birthday; children who were
immunized before the first birthday are to be re-immunized.

AN APPLICANT WHOSE IMMUNIZATION RECORD IS INCOMPLETE IS SUBJECT TO NON-ADMISSION.

HEALTH REQUIREMENTS

All new students to Trenton Catholic Preparatory Academy Inc.are required to have a
complete physical. Additionally, all students participating in the athletic program are required to
have an additional physical, which includes orthopedics. Specific forms are provided by the school.

NEW APPLICANTS

Incoming freshmen or upperclassmen may be placed on, academic, attendance, and/or
disciplinary probation as a prerequisite for admission to Trenton Catholic Preparatory Academy Inc.
Under normal circumstances, transfer students are not accepted for senior year.

IMPORTANT REQUIREMENTS

A birth certificate must be submitted for proof of age; the student’s Social Security Number is
also required.

CATHOLIC APPLICANTS

A Baptismal certificate and verification of the reception of additional sacraments are required
for proof of religious affiliation.

RE-ENROLLMENT PROCESS

Students must reapply for admission each school year. Each student’s re-enrollment file must be
complete. Numerous forms are required and include, but are not limited to, the following:

Transportation Form
Book Form
Emergency Form
Required Fees
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The Admissions Office will notify re-applicants of all necessary documentation. Acceptance of
applicants will be contingent upon the satisfactory completion of the previous year, financial
obligations are fulfilled, the completion of the re-enrollment packet and at the discretion of the school
administration.

Re-enrollment of upperclassmen is normally conducted in February. Class scheduling is done on
a first come/first served basis. Re-enrollment is due by May 1st. The registration fee for each
returning student is non-refundable and will be announced in December. Students may not begin
the new school year without complete paperwork.

Counselors are available each year to help students complete the re-enrollment form. Course
Selection Forms are sent home for the Parents/Guardian’s signature. Parents/Guardians are
encouraged to schedule an appointment with a counselor to discuss the student’s academic progress.
Students are encouraged to choose their classes carefully. Students are expected to remain in the
courses for which they have registered.

FINANCIAL REQUIREMENTS
Contact: Mr. Eric Elliot, ext. 125, eeliott@trentoncatholicprep.org

Any family who falls two months behind in tuition payments may be excluded from school until
their tuition account is brought current or a written payment plan is arranged with the Business
Office. Trenton Catholic Preparatory Academy reserves the right to engage the services of a bill
collection agency to recover all outstanding debts and fees associated with efforts to collect such
debts if the conditions in the above statement cannot be met. All final tuition balances will be due by
May 20 of the school year. Changes may be made to correct a clerical error and/or to solve a conflict
in the schedule. A fee of $75 will be charged for changes made for any other reason.

Any graduating student with outstanding debts may not receive graduation tickets,
announcements or caps and gowns, and may not participate in graduation ceremonies or receive the
official school diploma.

A student who is in arrears with tuition may not attend any student activity such as dances or the
prom and extra-curricular school trips.

HEALTH SERVICES

Contact: School Nurse ext. 114. nurse@trentoncatholicprep.org

The school nurse is on duty from 9:00 a.m. to 2:10 p.m. The medical suite is located on the
upper level of the high school. If a student becomes ill or has an accident, the student will request a
pass to go to the nurse. The teacher issuing the pass will indicate the time the student left the
classroom. The student will present the pass to the nurse. Before discharging the patient, the nurse
will sign the pass indicating the time the student left the medical suite. If the nurse finds that the
student is too ill to remain in school, parents/guardians will be called at home or at their place of
employment to inform them of their child’s condition. The student will be kept in the care of the
nurse until a parent/guardian arrives to take the student home. Students may not drive themselves
home. Students who leave because of illness may not attend or participate in any extracurricular
activities that day. The school will not permit a student to go home unless contact is made with a
parent/guardian and permission is given for the student to leave school. Parents are responsible for
updating emergency contact information with the school. Students and parents/guardians should
inform the nurse of the actions to be taken in case of an emergency.

No student may carry or keep in locker a prescription or an over-the-counter drug including
but not limited to aspirin, Motrin, antibiotics, Acetaminophen, vitamins, antihistamines or antacids.
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Student must bring any drug in its original pharmacy labeled container to the school nurse upon
arrival at school. The parent/guardian and the student’s physician must sign an “Authorization to
Administer Medication” form available in the nurse’s office, as applicable.

All students who have been absent because of a communicable disease must have a doctor’s
certificate stating the diagnosis and the date for readmission to school. Students who have been
absent three (3) or more days because of illness are required to report to the school nurse for
readmission to school.

Any injury sustained in school or on school grounds is to be reported to the nurse
immediately.

All requests for gym excuses must be addressed to the school nurse stating the reason and
presented prior to the start of the school day. This note must be written and signed by a
parent/guardian and may be valid for up to three days only. A doctor’s certificate is required to
extend this time.

ACADEMIC POLICY
Contact: Ms. Amy Scarpulla, ext. 126, ascarpulla@trentoncatholicprep.org

HOME-SCHOOL COMMUNICATION AND CONFERENCES

Parents/guardians who wish to meet with a teacher, or any member of the school staff must
contact the individual to arrange a mutually convenient meeting time. A few moments over the
telephone can often prevent major concerns from developing. For the sake of good order in the
school, parents/guardians may not approach staff members during the school day without
arranging an appointment beforehand. All visitors must sign in at the main office and wait in the
Main Office for appointments with all school personnel.

Staff members who wish to communicate with the parents/guardians of a student may do so
by telephone, email, letter, or at a mutually convenient appointment. In all cases, the Dean of
Academics is copied on all such communication. Staff will not schedule an appointment at times that
could conflict with teaching or supervisory duties. When appointments are made, both the
parent/guardian and the staff member should be aware of the purpose of the conference so that all
concerned may be appropriately prepared. Parents/Guardians are required to meet with the teacher
first before administration.

REGULAR COMMUNICATION WITH PARENTS/GUARDIANS

The school will communicate with parents/guardians regularly via the TCPA website, e-mail,
paper, social media, School Messenger Alert System and the Parent Portal. Parents/guardians are
asked to use the TCPA website. Parents/guardians must register with School Messenger website or

app.
STUDENT INSURANCE

This insurance, by Bollinger, Inc,, is included in the Activities Fee. This is a secondary
insurance. Any injuries to students while in school or while participating in extra-curricular activities
must be reported to the School Nurse. Parents/guardians must use their own medical insurance as
primary. Bollinger forms may be obtained from the School Nurse.
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HOMEWORK ASSIGNMENTS

Homework is considered an extension of the classroom activities. Homework is due on the
due date. Every student should spend approximately two hours on homework every night. No matter
the quantity, it is the attitude toward quality that is most important to future success. Being prepared
for class involves reviewing class notes and reading ahead in the text even though not formally
assigned. Families are not encouraged to schedule vacations/trips during the school year. Students
are responsible for all material covered in their absence. Teachers are not obligated to give the
students work during an absence.

COURSE CHANGES

Course changes are made for sound educational reasons only. The last day to request a course
change for semester one and for full-year courses is the third Monday in September; for semester
two is the second Monday in February. After consultation with a counselor and parent/guardian
student is required to complete the necessary course change form and return it to the Student
Services Office.

WITHDRAWALS

The Catholic Church and this Catholic School recognize parents as the primary educators of
their children. The education of students at our school is a partnership between parents and the
school. If, in the opinion of the administration, the partnership is irretrievably broken, the school
reserves the right to require the parent withdraw his or her child. This is a very serious decision that
is not made lightly.

A student who is withdrawing from school for any reason must do the following:

a. Arrange a parent/guardian conference with the appropriate counselor and obtain a
Withdrawal From School form;

b. Return all books, equipment, library materials, and/or any items that are the property of
TRENTON CATHOLIC PREPARATORY ACADEMY to the appropriate teachers who will initial
the withdrawal form.

c. Return all athletic equipment and extra-curricular equipment as appropriate to the Coach or
Athletic Director.

A parent/guardian must arrange with the Student Services Office for the official transfer
paperwork to be completed.

ACADEMIC PROGRESS CHECK-IN

Parents/guardians are required to use Parent Portal. This will enable parents/guardians to
have access to grades throughout the quarter. By checking progress frequently, parents/guardians
will not be surprised by student grades Contact the Genesis Coordinator:
jkocsis@trentoncatholicprep.org with questions on Genesis or passwords.

REPORT CARDS

Report cards will be mailed home at the end of each quarter. Please check in with the subject
teacher via phone, email to arrange consultation regarding academic progress.

Grades are based on the quality of work a student performs in the classroom, on homework,
on tests, on quarterly exams, etc. The school year is divided into 4 quarters and report cards are
uploaded at the end of each quarter and are available through the parent portal. The final report card
is mailed in June.

Page 9



mailto:jkocsis@trentoncatholicprep.org

GRADING

The scale below is the grading system in use at Trenton Catholic Preparatory Academy.
Kindly note our expectations are greater than those used in the public sector.

A=91-100
B =82-90
C=75-81
D=70-74

F = Any grade lower than 70

Credits for each course are awarded when a student obtains a final average of 70 or better
for year-long courses and for semester courses.

ACADEMIC/CARNEGIE UNITS

Four-year colleges usually require sixteen academic units for entrance. A unit is one year of
study in a particular subject. Example: four years of English on the stated levels is equal to four
academic units.

GENESIS - PARENT PORTAL

Genesis is designed to link parents and the school together. It enables parents to access their
child’s current academic progress and status including such information as grades, assignments,
attendance, and current progress. Email capability is also provided for improved communication
between parents and the school. Progress Reports are notissued. All parents are required to register
with Trenton Catholic Preparatory Academy for access to Genesis.

DUAL ENROLLMENT PROGRAM

The Dual Enrollment Program at Mercer County Community College AND Project
Acceleration through Georgian Court University allows qualified Trenton Catholic Preparatory
Academy juniors and seniors to enroll in college courses and simultaneously earn credit toward a
high school diploma and a postsecondary degree. The goal of the College Credit Programs is to give
qualified high school students the opportunity to experience college courses and prepare for the
academic rigor of college. The applicants must be recommended and approved by their Student
Services Counselor and have the consent of a parent/legal guardian.

MERCER COUNTY COMMUNITY COLLEGE REQUIREMENTS

Applicants must meet minimum proficiency requirements on the Accuplacer or PSAT. To
remain in the program, the student must maintain a minimum GPA of 2.0 at Mercer County
Community College. (Parents would be reimbursed 75% for tuition after the student successfully
completes all course work and provides the Student Services Office with proof of a final grade of “B”
or better.)

INCOMPLETES

Students are to complete and turn in ALL assignments during the quarter period. Late work will
not be given credit except under extenuating circumstances as deemed appropriate by the teacher
and/or office of the Director. To receive credit for work turned in late, only under extenuating
circumstances, the Director must review the situation on a case by case basis.
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ACADEMIC EXAMINATIONS

Students will sit for cumulative quarterly examinations at the conclusion of quarters 1, 2, 3
and final examinations in June. All students are required to take exams. Exams may only be made
up for excused absences and must be accompanied by a doctor’s note.

SENIOR FINAL EXAM EXEMPTIONS

A senior may be granted an exemption from a final examination in courses in which he/she
has an average of 95 or greater and has fewer than 10 absences in the semester. Teachers are not
required to grant exemptions.

INTERPRETING THE ACADEMIC RECORD

The valedictorian and salutatorian of the graduating class will be decided by the grades
earned up to and including the third marking period of the junior year. The Administration reserves
the right to make final decisions in the case of an especially close ranking.

HONOR ROLL

The Honor Roll is calculated for each quarter and is based on quarter grades. The three levels
of honors follow:

HONORS WITH DISTINCTION: A student must earn an average of 95 with no rounding and no
grade lower than 90.

FIRST HONORS: A student must earn an average of 90 with no rounding and no grade lower than
85.

SECOND HONORS: A student must earn an average of 85 with no rounding and no grade lower
than 80.

CHRISTIAN SERVICE

As a Catholic School transmitting the values of Jesus, who came to serve and not to be served,
Trenton Catholic Preparatory Academy requires all students to participate in the Christian Service
Program. Each year, students must give 25 hours of volunteer service to a nonprofit institution. In
addition, they must articulate in a reflection paper how they carried out the values and the mission
of Jesus through their service.

A grade is issued every quarter for service:

e [P - In progress - the student has not completed hours and/or reflection paper.

e P -Pass - the student has completed the required number of hours and has handed in a paper
which reflects on how his/her service continues the mission of Jesus.

e | - Incomplete - this grade is issued at the end of the school year, if the student has not
completed the service requirement.

Service hours not completed in one year must be completed the next year.

A reflection paper and 100 or more hours of volunteer service to a nonprofit institution are
required for graduation; no diploma will be issued until this requirement is met.

The Service Coordinator offers many opportunities for service throughout the school year.
Students are encouraged to participate in these activities. Please see the Service page of the TCPA
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website for more information and for the form needed to record service hours. Contact Service

Coordinator Sister Barbara: srbarbara@trentoncatholic.org

ACADEMIC INTEGRITY

Students are required to perform honestly and truthfully at all times, including in their
academic work. Lying or cheating on any type of academic project, assignment, exam, test, or quiz is
a serious matter and will not be tolerated. This includes the use of cell phones or other electronic
devices. Such actions will result in a failure for the project, assignment, exam, test, or quiz and can
lead to a quarter, semester, or yearly failure. If a student chooses to not take an examination or cheats
on an examination, then he/she will receive an unsatisfactory grade depending on the subject/class.

Plagiarism is stealing or representing the ideas or words of another as one’s own without
crediting the source. This includes, but is not limited to, any type of print, non-print, electronic, or
computerized information whether textual, visual, or audio. As a form of stealing and cheating,
plagiarism will not be tolerated. Such actions may resultin a failure for the project, assignment, exam,
test, or quiz and can lead to a quarter, semester, or yearly failure.

ACADEMIC PROBATION

If a student fails one or more subjects at the end of each quarter, he/she is placed on Academic
probation. It is strongly advised that parents of students on Academic Probation contact the
teacher(s) via e-mail on a weekly basis. The student remains on Academic Probation for the entire
marking period quarter and may be required to attend a supervised Quiet Study period. Students
who continue poor academic performance may be asked to withdraw. Students on Academic
Probation may have their extracurricular activities restricted. All students participating in athletics
please visit www.njsiaa.org for eligibility standards and consult with Athletic Director, Patrick
Snyder, psnyder@trentoncatholicprep..org. Students participating in all club activities including
performing arts will have performance restrictions as a result of academic probation status.

1 Failure 2 Failures 3 or more Failures

2 Days per week Quiet Study 3 Days per week Quiet Study 4 Days per week Quiet Study

ACADEMIC FAILURE

Failures must be made up in summer school before returning the following year. No student
will be graduated with failures on his/her record. Any student who fails three or more subjects at
the end of the school year may not be permitted to return to Trenton Catholic Academy. Credit may
be granted only once for a subject.

GRADUATION REQUIREMENTS

CURRICULUM OR COURSE OFFERINGS
Requirements for GRADUATION are as follows:

Religious Studies 4 years
Retreat one day per year
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Service Requirements:

Senior Community Service 25 hours
Junior Community Service 25 hours
Sophomore Community Service 25 hours
Freshman Community Service 25 hours
English 4 years
Physical Education and Health 4 years
Social Studies 3 years
Mathematics 3 years
Science 3 years
World Language 2 years
Visual/Performing Arts 2 semesters
Career/Technical Education 2 semesters
Personal Finance 1 semester
* Elective Courses up to 9 courses

* Depending on the level of classes taken throughout the four years.

* Specific classes will be required in fulfillment of graduation requirements and
academic goals.

* College Prep track may require 3 full years of World Language.

CREDITS

Five (5) credits are granted for full-year courses; Semester courses receive 2.5 credits. For
courses meeting more or less often, the credits are adjusted accordingly.

COURSE LEVEL OFFERINGS

DUAL ENROLLMENT: Prepares selected students to take college credit courses. An
additional fee is required for the dual enrollment courses.

AP: Courses for the exceptional and industrious student who gives
evidence of interest and exceptional ability & plans to pursue higher
education after secondary school. There are prerequisite for these
courses that need to be met. They may not be requisited with out the
prerequisite.

HONORS: Courses for the exceptional and industrious student who gives
evidence of interest and ability and plans to pursue higher education
after secondary school.

LEVEL 1: Courses for the average and highly motivated student who intends to
pursue higher education after secondary school.

LEVEL 2: Courses for the student of average ability who intends to go on to
higher education, post-high school training, or employment.

Participation in graduation exercises at Trenton Catholic Preparatory Academy is a privilege.
Students may be excluded from participation in graduation ceremonies for a reasonable cause
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determined by the Administration; such reasonable causes include violation of the school’s discipline
code, course failure, excessive absence or failure to meet financial obligations. No student may
receive a diploma unless he/she has received a passing grade in all courses and completes required
service hours and is not in arrears.

VOCATIONAL-TECHNICAL SCHOOL

Trenton Catholic Preparatory Academy offers a vocational-technical program to Juniors and
Seniors who apply to and are accepted, in cooperation with Mercer County Vocational Technical
Schools. Transportation is not guaranteed or provided. Students should check with their guidance
counselor at the time of registration Fees are charged through Mercer County Community College.

HOMEBOUND INSTRUCTION

If a student is diagnosed with an illness that usually means an extended absence (operation,
mononucleosis, etc.), the parent/guardian must call the Student Services Office to make
arrangements for Homebound Instruction. An original, signed, timely doctor’s order is required. The
note must state the need for home-bound instruction. A student, while enrolled in Homebound
Instruction, may not participate in extra-curricular activities including, but not limited to, athletics
and the graduation exercises.

LATE WORK

It is up to the discretion of the teacher whether or not he/she will accept late work. This
does not apply to students who are legitimately absent from school due to illness or family
emergency.

STATE-ISSUED BOOKS / TEXTBOOKS

It is the responsibility of each student to care for textbooks provided by the school. The
Administration has the right to assess fines for books which have been abused or lost. If a student
fails to pay such fines, his/her report card and/or transcripts will be withheld until the fines are paid.
There is a $75.00 fine for lost or damaged books. All fines are paid to the Finance Office. A fee of $100
is charged for loss of graphing calculators. ALL TEXTBOOKS MUST BE COVERED!

NATIONAL HONOR SOCIETY

Trenton Catholic Preparatory Academy has established the Trenton Catholic Preparatory Academy
Chapter of the National Honor Society. Membership in this prestigious organization “is an honor
bestowed upon a student” who exhibits outstanding scholarship, character, leadership, and service.
Students who meet the specific criteria outlined by the National Office are invited to become
members. Students may not apply for membership. Membership is granted only to those students
selected by the faculty council.

CLUBS / ACTIVITIES

Students at Trenton Catholic Preparatory Academy have the opportunity to qualify for other
honor societies that are subject-specific. Specific requirements may be obtained from the
Department Chair. These include: Quill and Scroll (High School Journalist), Mu Alpha Theta (Math
Honor Society), Spanish Honor Society, and Music Honor Society.
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STUDENT DISCIPLINE / CONDUCT

DISCIPLINE POLICIES

Students are expected to conduct themselves at all times in a manner which brings credit to themselves,
their families, and to Trenton Catholic Preparatory Academy. This applies even at times when school is
not in session.

The Catholic Church and this Catholic school recognize parents as the primary educators of
their children. The education of students at our school is a partnership between parents and the
school. If, in the opinion of the administration, the partnership is irretrievably broken, the school
reserves the right to require the parent to withdraw his or her child. This is a very serious decision
that is not made lightly. The administrator reserves the right to waive and/or deviate from any and
all disciplinary regulations for just cause at his or her discretion.

A spirit of Christ-like charity, respect for authority and mutual cooperation are essential
elements of the learning environment at Trenton Catholic Preparatory Academy. Students are
expected to act with courtesy and respect toward one another and toward all members of the staff.

A student who chooses to disrupt the good order of the school or to violate a policy or
regulation will have to accept the consequences of those irresponsible choices. Appropriate
discipline is within the discretion of the Director, through the authority of the Dean of Students.
Accountability for uncooperative, disruptive or unsafe behavior may take any of the following forms:
misconduct referrals or warnings; denial of privileges; community/school service; detention; in-
school suspension; out-of-school suspension.

Actions which violate the law, threaten or cause harm to other students or staff members,
disrupt or impede the welfare and progress of the school community, or bring discredit to the school
will not be tolerated. Such actions or other severe violations of school rules may result in immediate
expulsion. If a student persists in violating basic obligations of courtesy, consideration, respect,
cooperation or safety, a parent/guardian conference will be scheduled. All subsequent discipline,
counseling, consultation (Discipline Review Board appointed by the Director) and corrective action
plans will be viewed as positive home-school efforts to help the student improve behavior. If these
cooperative efforts of parents/guardians and school staff prove ineffective, the student will be
subject to expulsion or may be denied re-admittance to the school.

The discipline code is outlined below and identifies the action to be taken for each infraction.
THE ADMINISTRATION, HOWEVER, RESERVES THE RIGHT NOT TO INVOKE SPECIFICS OF THE
CODE IN THE DISPOSITION OF THOSE CASES THAT WARRANT SPECIAL CONSIDERATION. ALL
STUDENTS MUST FOLLOW ANY REASONABLE REQUEST OR DIRECTIVE OF ANY STAFF MEMBER.

Guidelines for prohibited conduct are provided for, but not limited to, school-sponsored
religious and social events such as dances, clubs, and sporting events, but not only limited to school-
sponsored events. Further, these guidelines are not all-inclusive and the school will hold any student
accountable for any conduct that does not positively reflect the reputation and values of the school,
regardless of whether the conduct has been listed under prohibited conduct or if the infraction
occurred off the school property.

School assemblies are events occurring during regular school hours that are considered
privileges granted to students. All school assemblies are subject to the provisions under this policy.

The report of a student to the office on a discipline referral is considered serious and may
result but is not limited to, detention(s), denial of school privileges and/or participation in
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assemblies, in-school suspension, or out-of-school suspension. Each case will be made to maintain
communications with all appropriate individuals.

When a student is referred to the office, he/she will always be given the opportunity to state
his/her side of the case. First, the parent(s) should contact the teacher(s) involved and the Dean’s
office for resolution. The disciplinary action taken by the Dean of Students will be in accordance
with the code, and when several possible infractions are indicated, administrative discretion will
determine the action to be taken.

CELL PHONES, I-PADS, I-PODS, CAMERAS, VIDEO/AUDIO RECORDING DEVICES, BEEPERS
(REMOTELY ACTIVATED PAGING DEVICES)

A letter and contract were sent home for parent/student to sign and return.
VANDALISM

Vandalism of school property is most serious and will result in serious disciplinary actions.
Students involved in any acts judged to be vandalism will be held liable for restitution of the damages
and subject to suspension from school. A student may be recommended for expulsion.

DISOBEDIENCE - INSUBORDINATION - MISCONDUCT

The school considers the following conduct to represent some, but not all, of the types of acts
that are prohibited:

e Any behavior, on or off campus, that does not positively reflect the reputation and values of

the school or that reflects poorly on or brings dishonor to the school;

Failure to follow classroom rules, regulations, procedures;

Failure to follow general school rules, regulations, procedures;

Refusal to participate or do work in class; Failure to serve general or lunch detention;

Failure to serve a teacher's detention;

Failure to comply with the dress code;

No public displays of affection, including kissing or prolonged hugging, are acceptable in the

school or on school property, or at any school event;

e Hazing, as defined in the Anti-Harassment Policy; Sexually explicit dancing (i.e. grinding, front
to back dancing);

e Displays of aggression toward any other student, faculty member, parent/guardian, or school
employee (i.e. shadow boxing or similar behavior);

e Destructive behavior including hitting, drawing/painting graffiti, or defacing any property;

e Any other act or behavior judged by the administration to be disobedience, insubordination,
or misconduct, including profane, violent, abusive, or vulgar comments;

e Any actions of students judged to be disruptive or in any way interfering with the educational
process;

e Any form of harassment, as defined in the Anti-Harassment Policy, will not be tolerated;

e Displays of violent behavior such as threats, intimidating others, or provoking violent acts;

e Any computer/internet violations as defined in the “Acceptable Use Policy for Schools in the
Diocese of Trenton”;

e Any unauthorized electronic communication;

e Any food or drink in the hallways or classrooms (water bottles must be kept in book bags);

e Refusal to stand in a respectful manner for the Pledge of Allegiance and/or the National
Anthem;

e Gambling;

e Possession of unauthorized audio or video recording devices;

e Possession of any electronic device not specifically sanctioned by the school.
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RIGHT TO WAIVE/DEVIATE FROM DISCIPLINARY REGULATIONS

The administration reserves the right to waive and/or deviate from any and all disciplinary
regulations for just cause at his or her discretion.

DISCIPLINARY PROCEDURES

Any student found in violation of this policy may be subject to remedial action.All students
have a right to enjoy an environment where they can respect themselves and each other. To achieve
this goal, students must conduct themselves in ways that positively reflect the school’s values.

SUSPENSION AND EXPULSION

Suspension from a Catholic school is a serious matter and will be administered only when
circumstances warrant. The Director or his/her designee is responsible for determining whether an
event warranting suspension has occurred. In determining whether suspension is warranted, and
the duration and nature of the suspension to be imposed, principles of fairness and proportionality
will be followed. Credit will be given for student work performed during suspension when work is
required for grading purposes.

Expulsion may be warranted in the rare circumstance where either the student's interest
would be better served in another environment or that the individual's behavior is a serious threat
to the school community. Further, any decision to expel a student will be based upon substantial
evidence that the student committed the infraction with which he or she was charged. Expulsion, if
warranted, is addressed by the Board of Trustees.

While it is not possible to enumerate all cases that could result in expulsion, the categories of
cases listed below should provide guidance as to behaviors that may rise to the level of severity
warranting expulsion:

Arson

Assault of any kind

Continued and willful disobedience or /defiance of authority

Alleged criminal activity, including pending criminal charges or indictment
Cyber-bullying

Extortion or attempted extortion

Fighting

Gambling for financial gain

Gross disorder including mob action

Defacing, vandalism, or destruction of school property or another student or employee
Harassment, of any kind, of students or personnel

Hazing of a student or group of students

Inappropriate use of cell phone

Violation of the Acceptable Use Policy (use of the internet and digital devices)
Improper use of social networking sites

Noncompliance with behavioral contract

Possession of a weapon or look-alike weapon

Possession and/or trafficking of pornographic materials

Possession, use and/or sale of an illegal substance including alcohol and drugs

Verbal and/or physical threats including: panic and terrorist threats, written, spoken or
implied

Gross aggression, disorder or disrespect;

Gang activity/gang association, including wearing of colors and use of gang signs, symbols;
® Unnecessarily pulling a fire alarm.
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If charges potentially warranting expulsion are brought, the student will be assigned an interim
out of-school suspension of not more than twelve school days pending the investigation, hearing and
decision regarding expulsion or voluntary withdrawal. Credit will be given for student work
performed during suspension when work is required for grading purposes.

In all cases implicating expulsion, the school will work to ensure that the student and/or the
parents/guardians have the opportunity to present the student's account of events and provide
mitigating information during either an informal or formal hearing. Nonetheless, the school may
decline to hear evidence offered by the student and/or his/her parents if, in its discretion, the
information offered is irrelevant, inappropriate or vexatious. The decision to expel a student may
only be made by the Board of Trustees following investigation, hearing and recommendation by the
school.

A student and his/her parents/guardians have the right to appeal an expulsion within seven
school days of the notice of expulsion. The appeal will be heard by the Board of Trustees. Pending the
outcome of the appeal, the student will remain “expelled” and will not be permitted to attend school.

Suspension can be imposed only by the Dean of Students and Administration. During a
suspension the student may not participate in school activities, visit the school grounds or attend
vocational school.

IN-SCHOOL SUSPENSION

The In-School Suspension program may be used to deal with certain infractions of the
Student Discipline Code.

1. In-School Suspension (ISS) will begin at 7:45 a.m. The student is to report to the Discipline
Office and follow the assignments for the day.

2. A student on an In-School Suspension will not be excused for work, work-study programes,
or Vocational School. In addition, the student may not participate in any co-curricular
activities while on In-School Suspension without the permission of the Administration.

3. No school activities may be allowed until the In-School Suspension is served.

DISCIPLINARY PROBATION

Although the Administration reserves the right to place a student on disciplinary probation
whenever the situation warrants it, a student may be placed on disciplinary probation after two
suspensions. Any more infractions may result in a total review of the student's academic and
disciplinary record. A parent/guardian conference will follow to discuss the status of the student.
The Director reserves the right to suspend, request a withdrawal or petition for expulsion of a
student regardless of the number of violations accumulated.

The Administration reserves the right to place any student on disciplinary probation due to
the student's inappropriate behavior.

OUT-OF-SCHOOL SUSPENSION

Some actions by an individual that retard Christian moral development are considered
socially and morally undesirable behavior in need of specific procedures. These procedures will be
recommended by the Administration while out-of-school suspension is enforced. The Administration
reserves the right to place a student on Out-of-School Suspension for any reason. This suspension
will count toward the student's attendance record.
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DISCIPLINE REVIEW BOARD

The Administration reserves the right to call a Discipline Review Board for any
reason. The board is made up of five teachers who review serious infractions of the Discipline
Code and recommend appropriate sanctions to the Director. Only the Director or his/her
designee may call a Discipline Review Board hearing. Board hearings are called for any
serious or repetitive infractions of the school discipline code. In cases where sanctions may
include a recommendation for expulsion, the student is given a choice of a private
administrative panel hearing or a Discipline Review Board hearing. Administrative panels
will be made up of the TRENTON CATHOLIC PREPARATORY ACADEMY Administration.
Cases which could result in a request for withdrawal or recommendation for expulsion
include, but are not limited to, the possession, use, or distribution of any controlled
substance; the use or possession of a weapon; fighting within a school year; threats to the
life of a member of the Trenton Catholic Preparatory Academy community; sexual
misconduct; stealing, gang activity, gang association, use of gang symbols, sayings or any
type of gang representation, continued misconduct or continued disregard of school policy.

A student asked to appear before the board may be accompanied by a
parent/guardian and one faculty member. This faculty member, chosen by the student, will
not vote with the board, but may act as an advocate. Because this is a hearing, not a court of
law, no student may bring a lawyer, paralegal, or court stenographer. There is no
requirement in student disciplinary cases to identify or to provide the names of student
witnesses. School authorities may present reliable written statements of student witnesses
or informants.

The Discipline Review Board will recommend appropriate sanctions to the
Director/designee. When formulating its recommendations, the Discipline Review Board
may take into consideration the attendance and academic records of the student. The
Director or the designee will inform the parents/guardians and the student of the sanctions.
These sanctions may include a recommendation that the school petition the Board of
Trustees for expulsion. The TRENTON CATHOLIC PREPARATORY ACADEMY Administration
may be in attendance to facilitate or observe. Parents/Guardians may appeal a board's
decision to the Director/designee if they feel additional, pertinent information, not raised at
the hearing, may have a bearing on the decision made. Appeals for Discipline Review Board
decisions should be made in writing and must come within 48 hours of the decision.
Decisions made by an administrative panel may not be appealed.

CLASS CUTTING

Students are required to be present for every scheduled class. Failure to do so
warrants an In-School Suspension. ANY STUDENT LEAVING THE SCHOOL BUILDING
WITHOUT ADMINISTRATIVE PERMISSION IS SUBJECT TO AN OUT-OF-SCHOOL
SUSPENSION.

There is no such thing as "cut days.” Any student participating in a cut day may be
subject to suspension.

FIGHTING
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Fighting is defined as a physical confrontation by two or more persons by mutual consent.
Fighting is never an alternative to settling disputes. Students finding themselves in a volatile situation
are advised to: 1) keep quiet 2) walk away 3) seek assistance from a staff member. Any student who
strikes another for any reason is liable for immediate withdrawal from Trenton Catholic Preparatory
Academy whether the fight occurs during the school day, before or after school hours while on school
property, traveling to or from school or at any function. If the parent/guardian of the student refuses
to withdraw the student, the school will petition the Board of Directors to begin the expulsion
process. The rationale for the policy on fighting is twofold:

1. Trenton Catholic Preparatory Academy is a Catholic school where the school community
strives to uphold the teachings of Jesus Christ: to love God and to love one another.

2. Every student attending Trenton Catholic Preparatory Academy is provided with a safe
learning environment.

If a student is involved in a physical fight, his/her parent/guardian will be called and the
parent/guardian must pick up the student immediately. Suspension will continue until a final
decision is made concerning the student's future at Trenton Catholic Preparatory Academy.

POLICY ON ANTI-HARASSMENT, DISCRIMINATION, BULLYING AND HAZING

It is the policy and practice of Trenton Catholic Preparatory Academy to respect each
individual. All students are responsible for insuring that our school is free from any form of
harassment, discrimination, bullying and hazing. Such behavior in any form will not be
tolerated. The school expects that all relationships during and after school hours will be free
of bias, prejudice, and harassment.

The school encourages students to report all incidents of harassment, discrimination,
bullying or hazing. Any student violating this policy will be subject to disciplinary action,
which can include expulsion.

PROHIBITED CONDUCT

The school considers the following conduct to represent some, but not all, of the types
of acts that are prohibited:

e Physical assault of any kind;

Any verbal, written, or electronic message that is considered threatening;

e Intentional physical conduct, which may include touching, pinching, patting,
grabbing, brushing against, or poking another's body;

e Inappropriate sexually-directed comments or innuendoes that include gestures,
noises, whistling, remarks, or jokes;

e Discriminatory written, verbal, or electronic comments or innuendoes based on
gender, age, sexual orientation, religion, ethnic background, race or color, physical
appearance, and/or physical abilities;

e Verbal, written, or electronic communications that could be interpreted as slurs, slang
words, threats or insults directed toward a particular individual or group of
individuals;

e Displaying, bringing in or possessing posters, calendars, cartoons, cards, graffiti,
objects, reading materials, or other materials that are threatening, demeaning,
insulting, hostile, sexually suggestive, or pornographic;
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e Displaying signs or other materials with the intention of segregating someone by race,
color, national origin, age, or gender.

PROCEDURES

A safe and civil environment is necessary for students to learn and achieve high
academic standards. Harassment, intimidation, bullying, and like behaviors will not be
tolerated as they are contrary to the mission of Roman Catholic schools to educate the whole
child in a God-centered environment and to facilitate growth and self-actualization.

DEFINITION OF HARASSMENT, INTIMIDATION, AND BULLYING

Harassment, intimidation, and bullying can consist of any gesture, electronic
communication, or written, verbal or physical act that is reasonably perceived as having the
purpose or effect of either (1) creating an intimidating, hostile or offensive educational
environment, or (2) interfering with a student's physical or emotional well-being or with the
operation of the school. Harassment, intimidation, and bullying are serious incidents that
amount to more than annoyances, disagreements, or disputes typical of a particular age

group.

Cyber-bullying is a form of harassment, intimidation, and/or bullying under this
policy. Examples of cyber-bullying include, but are not limited to: posting inappropriate
pictures or personal information of a student or individual on the internet; using social
media to post or send harassing, intimidating or inappropriate messages about or to another
student or individual; and sending harassing, intimidating, or inappropriate text messages
or email about or to another student or individual. In some cases, violations of the
Technology Acceptable Use Policy may also violate this policy.

RETALIATION

Retaliation for reports of harassment, intimidation, and/or bullying is prohibited. The
procedures in place for addressing harassment, intimidation, and/or bullying apply with
equal force to allegations of retaliation.

REPORTING INCIDENTS OF HARASSMENT, INTIMIDATION, AND BULLYING

Individuals who have reason to believe that a violation of this policy has occurred, are
to contact the student's teacher. School personnel are to report any violations of the anti-
harassment policy to the administration within a school day.

RESOLVING COMPLIANTS OF HARASSMENT, INTIMIDATION, AND BULLYING

In the course of resolving a complaint under this policy, the school will strive to
balance the need to fully investigate the allegations with the privacy of the individuals
involved. Therefore, information gathered during the investigation and resolution process
will only be shared on a "need-to-know” basis. Resolution of a complaint of harassment,
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intimidation, and/or bullying depends on the context and circumstances of each case. The
school will strive to balance the interests of students involved as well as the needs of the
school as a whole when confronting these issues. Disciplinary measures will be consistent
with the school's disciplinary policies and diocesan guidance for student discipline. In
addition, the school may consider implementing appropriate remedial and preventive
measures in response to a finding that harassment, intimidation, or bullying has occurred.

COMPLIANT PROCEDURE

The student should discuss his/her concerns with a school counselor, administrator,
or teacher. At that time, the student will be asked to provide specific information about the
incident and may be requested to sign a written statement. While a written statement is
preferred, verbal complaints will also be taken seriously and investigated. Prompt reporting
of an incident has proven to be most effective in conducting an effective and thorough
investigation.

INVESTIGATION PROCEDURE

An authorized representative will conduct an investigation to determine if
harassment, hazing, or discrimination has occurred. An investigation may include interviews
with any other individual who may have witnessed or been involved in the reported incident.
Efforts will be made to keep all information confidential. However, because the primary
objective of the investigation is to discover what occurred, people may need to be identified
on an “as needed” basis.

DISCIPLINARY PROCEDURES

Any student found in violation of this policy following an investigation may be subject
to remedial action which may include, but is not limited to, referral to counseling, denial of
school privileges and/or participation in assemblies, detention, performing assigned service
hours, suspension and/or expulsion.

DRUGS, NARCOTICS AND ALCOHOLIC BEVERAGES

Anyone under the influence of alcohol or any type of unprescribed drug or in the
possession of such items in school is liable for dismissal from Trenton Catholic Academy. The
consumption, distribution, or selling of illegal drugs and/or alcohol is not only in violation of
school regulations, but also in violation of New Jersey State Narcotic and Alcohol Laws for
the operation of New Jersey schools. Trenton Catholic Preparatory Academy is subject to the
provision of the New Jersey Comprehensive Drug Reform Act of 1987/Drug Free School
Zone.

Any professional staff member to whom it appears that a student may be under the
influence of alcohol or other drugs on school property or at a school function shall report the
matter as soon as possible to the School Nurse, the Director and/or his/her designee.
Instances where the School Nurse or the Director are not in attendance, the staff member
responsible for the school function shall be notified immediately.

The student shall be taken to a protective environment for observation by the School
Nurse. The Nurse will visually and externally examine the student. A copy of the report shall
be available for the parent/guardian and the Director. If the result of the Nurse's examination
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indicates the student is under the influence, the Director/designee will immediately notify
the parent/guardian. Drug testing will take place at a laboratory identified by the school. The
parent/guardian should accompany the student. If a parent/guardian is not available, the
student is accompanied by two staff members designated by the Director to the emergency
room of the nearest hospital for examination, or a laboratory identified by the school.
Parents/Guardians are responsible for the costs of all testing. Failure or refusal to comply
with the above provisions may be deemed a violation of school policy and subject to
withdrawal and/or expulsion.

A written report of the medical examination, which may include the chemical
screening, shall be furnished to the parent/guardian of the student and the Director by the
examining physician within 24 hours. During the screening process, a staff member of the
laboratory must accompany the student, even if a parent/guardian is present. The
Administration shall determine, after considering all circumstances, whether the student
shall be readmitted to school pending the receipt of the results of the examination. No diluted
results will be accepted. The student will be subject to immediate re-test at their own
expense.

Once it has been determined that a student was under the influence of alcohol and/or
any other drug, either by the student's admission, or as a result of an examination, a
conference will be scheduled with the school counselor and the parent/guardian to develop
a plan to address specific needs of the student.

In addition:

— in compliance with disciplinary policies, the student shall be suspended and/or
expelled from school;

— any readmission to school shall require continued counseling and support services
from the school counselor for the purpose of determining the extent of the student's
alcohol or other drug use and its effect on his/her school performance;

— itmay be determined that any readmission to school shall require outside counseling;

— suspension from all extracurricular activities until the Administration deems it
appropriate to return;

— the Director/designee shall have the student's personal effects and school storage
place searched.

The following steps will be taken if a student is suspected of possession or distributing
alcohol, other drugs, or any other related paraphernalia:

1. The staff member shall report the suspected incident to the Dean of Students,
Director, or his/her designee.

2. The parent/guardian shall be notified.

3. The Director/designee will remove the student from other students and shall detain
him/her in aninconspicuous place; if at all possible, the Nurse's Office. The
Director/designee shall have the student's personal effects and school storage place
searched.

4. Any evidence found will be sealed in an appropriate container, labeled with the date,
name of the student, and the name of the school official who conducted the search. A
drug test will be required within three hours at a laboratory identified by the school.

Page
23




5. Subsequent course of action taken by the Administration will depend on the
cooperation of the student and his/her parent/guardian as well as the nature of the
circumstances. A course of action may include notification of local law enforcement
officials.

6. The student shall be suspended from school and subject to expulsion based on
findings by the Administration and/or police.

7. Any readmission to school shall require continued counseling and support services
from the school counselor or an outside counseling agent for the purpose of
determining the extent of the student's alcohol or other drug use and its effect on
his/her school performance. The student will be suspended from all extracurricular
activities until the Administration deems it appropriate to return to those activities.
The student will be placed on a substance abuse contract and random testing can be
requested once a month.

8. The Director/designee reserves the right to take whatever appropriate action he/she
deems necessary within the guidelines of state law and regulations of the Diocese of
Trenton. This may include, but not be limited to, immediate contact of a state agency
and/or law enforcement.

9. The school reserves the right to perform an on-site drug and/or alcohol screening

TOBACCO AND NICOTINE RELATED PRODUCTS

Township fire ordinances and insurance regulations prohibit use of tobacco and
nicotine (e-cigarettes, cigarettes, cigars, chewing tobacco, etc.) in the school and on the
buses. Student use of tobacco and nicotine products is forbidden anywhere around the
school property visible by the naked eye. A $50.00 fine for a first offense will be imposed on
anyone caught using tobacco of any type. Subsequent offenses will result in a $100.00 fine
per offense. Students may not use tobacco and nicotine products while in school uniform. An
In-School or Out-of-School Suspension may be necessary.

SUSPECTED CHILD ABUSE OR NEGLECT

New Jersey State law requires that any person who has reasonable cause to believe
that a child may have been subjected to abuse or neglect, must make a report to the New
Jersey Division of Youth and Family Services.

ATTENDANCE POLICY

New Jersey State Law Title 18A requires that all students be in school during all days
and hours that school is in session. The responsibility for the compliance with this regulation
belongs to the parents.

Attendance in school every day of the school year is imperative. No one day of the
school schedule is less important than any other school day. Every student must attend every
class period. For this reason, it is important that no student make any appointments outside
the school on the days school is scheduled. When a student has had three (3) or more
consecutive days of absence, he/she is required to bring a doctor's certificate on his/her
return to school. A student must be in school for half the scheduled class periods in a given
day or be considered absent for the entire day. Call the Attendance Office, extension 119,
when you know your child will be absent. In the event telephone contact is not made, a note
may be required.
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SCHOOL HOURS

In order to be considered "on time” for school, students must report no later than
7:45 a.m. on all regular school days and 9:15 a.m. when there is a one and one-half hour
delayed opening.

Dismissal is 2:12 p.m. on all regular school days, and 12:10 p.m. on scheduled half
days.

ARRIVAL AND DISMISSAL

The school day begins at 7:45 a.m. Students should enter the building no later than
7:40 a.m. in order to take care of all essentials before classes begin. The regular school day
ends at 2:12 p.m. and half days at 12:10 p.m. After 7:45 a.m., the only entrance to the school
is the front door on Leonard Avenue*. Those students transported by car should be dropped
off on Leonard Avenue. For the safety of our students, no cars are permitted in the front
school driveway at arrival and dismissal times without permission or to access handicapped

parking.

Students must leave the school premises within 30 minutes of dismissal from school
or from an after-school activity. The main school building closes at 3PM daily. Students may
not walk the halls, linger in the cafeteria, gym or any other part of the building after dismissal.
Students waiting for rides must wait outside the building near the main entrance, but not
blocking the main entrance. Students who loiter may be placed under supervision, if staffing
permits, and will be billed accordingly ($30.00 p/hour). Athletes are to be picked up at the
back entrance locker room area.

SUPERVISION OF STUDENTS

The school's responsibility for supervision of students begins at 7:45a.m. and ends at
dismissal. For students participating in extracurricular activities, athletic and non-athletic,
the school's responsibility for supervision begins and ends at the specific time each
coach/moderator informs the student. Each coach/moderator will inform the students of the
beginning and ending times of practices/meetings. A written policy from each
coach/moderator who has consistent practices/meetings will be given to the student to take
home. It is imperative for your child's safety that you are on time to pick them up at the end
of a specific practice/activity. Failure to pick up your child promptly may result in his/her
removal from co-curricular activities. Loitering in the hall or on campus after dismissal is
NOT permitted! The Athletic Director has final say on all after school athletic programs. An
After-School permission slip may be required for non-athletic programs (tutoring, clubs,
etc.).

ABSENCE

The school cannot give a student permission to be absent. This is the responsibility of
the Parents/Guardians. Truancy is a major offense. A student who skips school, class or
leaves the TCPA campus without permission is classified as a truant. A student who is truant
may be suspended, as well as receive detentions, placed on disciplinary probation, and
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parents may be notified by the Main Office. Repeated truancy may be just cause for
withdrawal. A doctor's note may be required.

MAKE-UP WORK

Students must consult each teacher to determine the work missed during their
absence, at which time dates will be established for completion of the work. Contact your
child's guidance counselor if an illness will keep your child out of school for more than three
days. A doctor's note may be required before returning to school.

A student must be present in school and/or class 90 percent of the school days per
semester in order to receive credit for the subjects enrolled. A student may be absent due
to illness approximately nine days per semester, eighteen days per year; any days
beyond nine days per semester, eighteen days per year, or eighteen individual class periods,
may result in loss of credit. For extended illness, parents/guardians should contact the
Student Services Office for Homebound Instruction. In order to have credit restored, the
student must attend an approved summer school program with additional cost to the
student.

ATTENDANCE REVIEW BOARD

The Attendance Review Board, made up of the TRENTON CATHOLIC PREPARATORY
ACADEMY Administration, Guidance Counselors, and School Nurse, will review the
attendance records each year to determine the appropriate course of action. The
Administration may remand a student to one or two summer school classes in order to have
credit restored. It is the obligation of the parent/guardian to locate and register for the
appropriate course.

LATENESS/TARDINESS

Lateness is determined by the bell/tone, not by individual clocks. A student is
considered late for school if he/she is not present when attendance is taken when the
bell/tone sounds. A student who is late must report to the attendance desk located in the
main foyer to sign-in and obtain an ADMISSION SLIP. Students who arrive after 8:00am must
report to the Main Office and obtain an admission slip. Any student who arrives after
10:10AM (9:41AM on early dismissal days) may not attend or participate in any extra-
curricular or athletics that day.

If a student is tardy for any reason, the parent/guardian must notify the Attendance
Office by telephone or in writing, specifying the reason for the tardiness. Every reasonable
effort should be made to make doctor's appointments after school or on weekends. A student
who reports to school after the late bell may be assigned general detention. An accumulation
of six latenesses and any thereafter, may result in general detention and suspension.

HABITUAL LATENESS

A student who reports to school after the late bell will be assigned to lunch detention
after one to five lates. An accumulation of six latenesses and any thereafter, will be assigned
to general detention and/or suspension.

A student who is habitually late for school may be indicating that he/she cannot
function within the framework of the school community. A student who is late or tardy five
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times in one quarter, or 18 times per year, with or without parent/guardian permission, may
experience loss of credit, loss of privileges, and/or administrative review. Administrative
review may result in further disciplinary action, including but not limited to, petitioning the
Board of Trustees for expulsion or withholding the invitation to return for the following
school year. The student may also be required to attend additional hours of school or a
summer program, at additional cost to the parent/guardian.

LATENESS TO CLASS

A student who is late to class will receive a one-hour general detention. Habitual
lateness to class may result in a loss of credit or further disciplinary action including, but not
limited to, ISS, OSS, and a loss of privileges.

EARLY DISMISSAL OF A STUDENT FROM SCHOOL

To be excused early from school, a student must present a note signed by a
parent/guardian to the Main Office prior to the early dismissal. The note must contain the
following information and be arranged in the following order: Last name, first name, date of
early dismissal, reason for early dismissal, time of early dismissal and the signature of the
parent/guardian.

At the time of the early dismissal, a parent/guardian must sign the student out. For
those students who drive, verbal permission will absolutely not be accepted unless a Pre-
Authorization Form is on file. The Main Office may require proof of ID. If the student returns,
he/she must return to the Main Office to sign in. Illness after arrival at school must be
handled through the School Nurse who will arrange for sign out and parent/guardian
contact. Please be aware that the attendance policy stated is in effect for early
dismissals.

ABSENCE FROM SCHOOL AND PARTICIPATION IN SCHOOL ACTIVITIES

If a student is absent or late because of illness or disciplinary action, he/she will not
be permitted to take part in extracurricular or athletic activities that day. If a student is
absent from school for a reason other than illness or disciplinary action, or the student is late
or has an early dismissal, the school reserves the right to make an individual judgment
regarding same-day extracurricular and athletic participation.

COLLEGE VISITS

Seniors are permitted two college visits per quarter period and are required to submit
verification on college letterhead of the visit to the Student Services Office.

FAMILY VACATIONS

The school calendar provides for several possible vacation periods during the year at
Thanksgiving, Christmas, and Easter. Students should not take vacation trips outside of these
periods. It is very important that students be present when school is in session. This ensures
continuity of the learning experience and prevents long gaps, which are most difficult and,
at times, impossible to make up. The school cannot approve any vacation time. Faculty
members are not required to prepare assignments for students on vacation.
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TRUANCY

Truancy is absence from school without the knowledge of the parent/guardian.
Truancy incurs automatic suspension.

EARLY DISMISSALS/DELAYED OPENINGS

All early dismissal days are listed on the school calendar. The purpose of these early
dismissals is for faculty meetings and faculty in-service days.

EMERGENCY CLOSINGS/DELAYED OPENINGS

On the days when weather conditions make driving hazardous, students/
parents/guardians should listen to the radio (stations WBUD / NEW JERSEY 101.5 or WPST
94.5) or television (WPVI Channel Six or WZBN) for announcements of school closings or
delayed openings. All parents/guardians will be notified by the school's School Messenger
Alert System. You may also call the school office or check the school website. Delayed
openings will be one and one-half hours to two hours. Generally, Trenton Catholic
Preparatory Academy will close or dismiss when Hamilton Township schools are closed or
dismissed. If a delayed opening is announced, students are expected to arrive by 9:15 a.m.

All parents will be notified of emergency school closing by the School Messenger
System. Please make sure your Alert Profile is updated to indicate any changes in your phone
number or email address. You may wish to download the School Messenger app for ease of
use (Apple or Android). Students must check email/teacher websites for "snow day”
assignments.

In case of inclement weather, and the campus schools are delayed or closed you will
be notified via School Messenger, the school website, and school social media. Students may
only be released to persons authorized by the parent as an emergency contact on the
Emergency Information Card on days of inclement weather or at any other time. The
Hamilton Township Police department may, in an emergency, control a school emergency
event.

GENERAL POLICIES
RESPONSIBILITIES OF THE TCPA PARENT
Parents/guardians are encouraged to attend the meetings when announced such as:

New Parent/guardian Meeting - August

Back To School Night - September

PTA functions at various times of year

Parent/Guardian/Teacher Conferences, as scheduled or by appointment
Special grade-level meetings for junior and senior parents/guardians
Financial Aid Night

Attendance is taken at all parent/guardian meetings.
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TECHNOLOGY

Technology provides new and exciting opportunities to enrich the educational
experience for all students. Trenton Catholic recognizes technology as a tool for learning in
all subject areas. Technology is designed to support the instructional process, and the
teacher. It is not an end in itself. The Iron Mike Tech Office is located on the second floor.

Every faculty member and student has been assigned a tablet/laptop PC which may
connect to the TCPA wireless network.

To insure that students derive maximum benefits from the use of the technology, it is
essential that certain regulations are carefully observed:

e All students and parents/guardians must read the Acceptable Use Policy to allow the
student access to the Internet. This contract is available on our website.

e In signing the Handbook/Acceptable Use Policy, parent/guardian and student agree
to the terms of the Acceptable Use Policy as stipulated by The Board of Trustees and
Trenton Catholic Preparatory Academy.

Desktop PCs are also available in specific classrooms for students who are engaged with
Computer Programming, Yearbook and Graphics activities.

TABLET / LAPTOP COMPUTER PROGRAM
Contact: Mr. John Kocsis, Technology Director, jkocsis@trentoncatholicprep.org

The purpose of the Laptop PC Program is to enable our Trenton Catholic Prepatory
students and staff to successfully meet the requirements of living, learning and working in a
rapidly changing environment and a real-time information-based world. Through the
establishment of electronic communities, schools will effectively enhance the learning of
curriculum content; involve students as real researchers; solving real problems; and
stimulate knowledge production.

A tablet PC is provided to the student by TCPA as a part of a complete technology
program. The technology fee covers the use of a school loaned tablet PC, installed software,
mobile wireless network technology, printing, Help Desk technical support, maintenance,
hardware performance checks and reimaging. Each student will retain the same
tablet/laptop during the school year and while enrolled at TCPA. Each tablet/laptop will be
collected for operating system start-up, hardware integrity, and overall condition checks at
the end of the school year. A Summer Use permission form signed by both the participating
student and his/her parent or guardian is required.

To help mitigate the potential for damage to the tablet/laptop PC, it is highly
recommended that our students use a carrying case for the safe transport of the
tablet/laptop both inside and outside the school.

Note: Students are prohibited from downloading and/or installing games, videos, and other
programs onto their tablet/laptop as many of these programs may introduce viruses or
adversely impact the systematic performance of the tablet/laptop.
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Students and parents should refer to their contract for additional rules, regulations,
guidelines, instructions and information. Consequences for inappropriate use of the
tablet/laptop computer can be found in the school's “Acceptable Use Policy” found at the end
of this Handbook.

WIRELESS MIKE - TECHNICAL SUPPORT
Contact: Mr. John Kocsis, Technology Director, jkocsis@trentoncatholicprep.org

The Wireless Mike or Help Desk is located on the second floor. The Wireless Mike is a
technical support center that is readily available to all students and faculty and is committed
to providing effective and efficient assistance with respect to tablet/laptop use, trouble
and/or incident issues, questions or concerns. Students are asked to utilize this critical
resource at a time that is convenient to them and only when the visit does not conflict with
classroom instruction.

CAMERAS
Cameras are not allowed in school during the regular school day.
CARE OF PERSONAL PROPERTY

Students are cautioned not to bring large sums of money to school. STUDENTS, NOT
THE SCHOOL, are responsible for their personal property.

EXTRA-CURRICULAR ACTIVITIES

Social events are coordinated through and approved by the Administration. These
events are open to all Trenton Catholic Preparatory Academy students in good standing.
Students from other high schools (only) may attend some functions only as guests of Trenton
Catholic Preparatory Academy students. Such guests must be registered with the Dean of
Students by the hosting student. The Administration reserves the right to limit functions to
Trenton Catholic Preparatory Academy students only. Guests must be approved before
attending TCPA functions--forms must be filled out.

Activities sponsored by the school will be chaperoned by adults, and general school
rules are in effect. Expenses will be borne by the student or class participating in the event.
School and class activities of an educational or social nature scheduled during school hours
are officially sanctioned by the school. Parents/guardians are informed of all school-
sponsored trips. In order to participate in a school sponsored trip, a parent/guardian and
teacher request form must be submitted no later than 24 hours before the event.

A student who has been dismissed or who has withdrawn for disciplinary reasons
may not attend any Trenton Catholic Preparatory Academy social or athletic function
without receiving prior approval from the Dean of Students. Trenton Catholic Preparatory
Academy reserves the right to deny individuals the privilege of attending any social or
athletic event.
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All guests (most be it high school age) must follow Trenton Catholic Preparatory
Academy rules at all functions, including but not limited to, dances, proms, and athletic
events. Students attending school proms must dress gender appropriate.

PLEDGE OF ALLEGIANCE / NATIONAL ANTHEM

Students are expected to stand when the Pledge of Allegiance is recited during the
school day. Students are also expected to stand during the playing of the Alma Mater,
National Anthem and/or reciting of the Pledge of Allegiance at all extra-curricular activities.

RESIDENCE

In order to be enrolled, students must be living with their parent(s)/guardian(s). This
will be enforced even though the student may be 18 years of age. Any student not living with
parent(s)/guardian(s) will be asked to withdraw from school.

TELEPHONES AND MESSAGES

Students will be called to the telephone only in cases of serious emergencies. Students
must obtain permission from the Dean of Student's Office for an emergency call. Emergency
telephone calls from parents/guardians are accepted in the Main Office. Cell telephones
should be kept in the student's locker. Parents/guardians should refrain from texting
students during school hours.

ASBESTOS MANAGEMENT PLAN

Trenton Catholic Preparatory Academy Asbestos Management Plan is on file in the
school office, as required by the federal Asbestos Hazard Emergency Response Act (AHERA).
This document is available for examination upon request.

STATEMENT ON BIAS AND PREJUDICE

Trenton Catholic Preparatory Academy is a community based on Christian values of
respect, dignity, and love for all of God's children. Any form of peer abuse of any member of
the Trenton Catholic Preparatory Academy community will not be tolerated. Such behavior
will be subject to disciplinary action including withdrawal.

COURT ORDERS AFFECTING PARENTS

The noncustodial parent has a right to discuss his or her child's progress with school
or program personnel. Birth certificate is required to be on file.

Trenton Catholic Preparatory Academy abides by the provisions of the Buckley
Amendment. Thus, the noncustodial parents will be given access to the academic records
and to information on the academic progress of their children unless there is a court order
specifically stating that the noncustodial parent is denied access to such information.

COURT ORDERS
If there is a court order specifying the rights and responsibilities of individual

parents/guardians, it is the responsibility of the custodial parent/guardian to provide the
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school (Student Services Office) with an official copy of the court order. The school accepts
no responsibility if a parent/guardian does not inform the school of court ordered custodial
rights and arrangements in writing. The custodial parent/guardian may wish to supply the
Student counselor, Attendance Officer, and Director with the "custody section” of the divorce
decree if it contains information which may be useful to the school in fulfilling its obligations.
However, the school will not become involved with divorce and/or separation decrees in
the collection of tuition and fees. It is the complete responsibility of the custodial
parent/guardian to be sure the tuition and fees are paid in full.

PICK-UP DURING SCHOOL HOURS

The school will permit only the custodial parent/guardian, or his/her designee (in
writing), to pick up the student during the school day. The non-custodial parent/guardian
will not be permitted to remove the student from school during the school day, unless there
is written authorization from the custodial parent/guardian. The Main Office may require
proof of ID at any time and for any reason.

TRANSPORTATION SERVICES
Contact: Ms. Renee Rogers, ext. 119, rrogers@trentoncatholicprep.org

Bus transportation to and from Trenton Catholic Preparatory Academy is arranged
through the students’ local board of education/school district. Issues regarding school
bussing should be addressed to your local board of education/school district. Trenton
Catholic Preparatory Academy has no jurisdiction in these matters.

TCPA CAFETERIA - IRON MIKE CAFE

Itis a privilege to eat in the cafeteria and socialize and, as with any privilege, it can be
denied. Lunch may be eaten only in the Cafeteria, unless specific permission is given.
Students may purchase lunch or bring it from home. At no time may students bring quantities
of food to be shared "party-style” at their lunch table. Students may not have food delivered
to the school. Therefore, it will never be necessary to store food in the cafeteria, lockers, or
elsewhere, except individual lunch bags. Open cans, bottles, coffee/tea cups, are not
permitted in the building. Students are expected to clean their own tables after they finish
eating. Students sign-up for tables; therefore, they are responsible for leaving their tables
and eating area in good order.

Free/Reduced lunch form will be available online beginging September 1st, every
family must complete form yearly to be eligible for program. Please contact main office
should you need a printed copy.

DRIVING AND PARKING REGULATIONS

Driving to school is a privilege reserved for juniors and seniors. At time of publication,
student parking is located in the lot next to the baseball field. However, we encourage
students to seek alternate means of transportation. Students should give themselves
sufficient time to arrive at school on time. We encourage our students to respect other
people's property, including but not limited to, loitering, loud music, and smoking. Lack of
respect for other people's property will be subject to disciplinary action. Students parked
illegally will be subject to the rules and regulations of Hamilton Township and the state of
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New Jersey. Students must complete a TCPA Parking Registration form and return it to Mr.
Innocenzi’s office. First come/first served.

Students who drive to school and are late to school three times within a marking
period may have their driving privileges suspended at the discretion of the Administration.

Parking and/or driving privileges may be revoked for any of the following reasons:

e Reckless or careless driving including speeding on school property;

e [mproper use of an auto on school property and surrounding areas for such things
as drinking, smoking, etc.;

e Failure to park in designated parking areas;

e Lateness to school.

Any improper use of a motor vehicle or improper activity in a motor vehicle on or
around school property could result in further disciplinary action including detention,
suspension, loss of privileges, withdrawal and/or petitioning the Office of Catholic Education
for expulsion.

EMERGENCY DRILLS

Orderliness is to be maintained at all times during a fire drill. Fire drills are scheduled
regularly throughout the year. In the event of a fire drill or other emergency evacuation,
students will go quickly and quietly to designated areas accompanied by their instructors.
Specific directions regarding emergency evacuation must be carefully followed. Misconduct
during an emergency evacuation drill is a serious offense and could result in In-School
Suspension, Out-of-School Suspension, request to withdrawal or expulsion. Activating a false
alarm by pulling an alarm box is considered a criminal offense, will be reported to authorities
and will incur disciplinary action.

During an emergency or lock-down situation, Trenton Catholic Preparatory Academy
has established provisions to relocate students to appropriate places within school property
as the situation necessitates.

Trenton Catholic Preparatory Academy has established plans for a wide variety of
emergency situations. We will continue to add or amend the current plans as the local, state,
and national climate dictates. The following plans are currently in place: fire, lockdown,
evacuation, severe weather, hazardous material, intruder in the building, shelter in place,
bomb threat, and earthquake.

LOCKERS

Lockers are the property of Trenton Catholic Preparatory Academy and are provided
by the school for the convenience of students. The locker must be kept clean and free of
writing and stickers and must be locked at all times. To ensure maximum protection for
students' belongings, certain conduct regarding lockers is expected.

e Students must not give their lock combination to other students;
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e Lockers mustbe locked at all times and no student may change his/her locker without
permission of the Dean of Students. Books and other materials left outside the locker
will be collected;

e Students should avoid leaving valuables in their locker;

e Students may not use non-school locks on their lockers. Such locks will be removed
by school authorities;

e Locker-cleaning may be done at various times throughout the year;

e Trenton Catholic Preparatory Academy is not responsible for any loss of student
belongings from lockers.

Lockers are subject to inspection by school administration if there exists reasonable
cause to believe that a student is in possession of unlawful items or substances. Lockers are
also checked periodically to prevent unsanitary conditions from occurring. Students may
not go to their lockers during any class period.

LOST AND FOUND

The school is not responsible for lost articles. Books and other items which are found
are to be taken to the Main Office. All inquiries about missing items should be directed there.
Students are encouraged to write their names inside their belongings for easy identification
when found.

SCHOOL TRIPS

On occasion, Trenton Catholic Preparatory Academy will sponsor and conduct field
trips for the educational enrichment of the students. Participation in field trips is a privilege.
The number of times a student may miss class for special, school-sponsored events will be
limited starting in the 2021-2022 school year. No student may participate in a field trip
unless a signed parent/guardian request slip for the specific event is submitted to the school
no later than three days prior to the day of the field trip (there will be no adding of students
on the day of the trip). This form is provided by the school. For overnight trips, a medical
emergency form will be required. No request by telephone will be accepted. Requests
must be in writing. All applicable school rules will be in effect during trips. Any
violations of the law will be handled by the local law enforcement officials.
Parents/guardians will be notified and will then assume all further responsibility for the
student.

VISITORS

Visitors and guests must receive permission from the Administration prior to their
visits. On the day of their visit, guests must report to the Main Office upon arrival, sign in,
and obtain a Visitor's Pass which must be worn.

WORKING PAPERS

As of June 1, 2023 working papers for minors. To learn more about the process visit
MyWorkingPapers.nj.gov. If you have any questions, please contact ou Guidance Office for
assistance.
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GUIDANCE AND STUDENT SERVICES OFFICE
Phone: 609-586-3705 x115
FAX: 609-586-1662
Amy Scarpulla, Guidance Counselor; Email: ascarpulla@trentoncatholicprep.org
Rosemarie Micharski, Guidance Secretary; Email: romicharski@trentoncatholicprep.org

A guidance counselor is available for all students. The student’s counselor will:
monitor his/her progress over the next four years, be available to talk over any academic,
social, or personal problems, and maintain his/her school records. Conferences between the
student and the counselor will be held periodically. A student or parent may request a
conference at any time by making an appointment through the Student Services Secretary.
Parents are encouraged to schedule appointments by calling the Student Services Office.
Student Services Counselor are available throughout the day.

Informational services are an important component of any Student Services program.
Various materials are maintained in the Student Services Office to assist students and
parents. The Student Services Office utilizes Naviance to assist students with post-
secondary college and career planning.

ACADEMIC REFERRALS

If a possible learning problem presents itself, the counselor may refer the student to
the Child Study Team (CST) with our third-party education provider, Catapult Services. With
parent/guardian permission, the team will do extensive testing and suggest strategies which
will help contribute to a student's success in school. Counselors, upon request, may also
suggest outside agencies to be considered.

COMPENSATORY EDUCATION

If a student scores below average in Mathematics and/or English on standardized
testing, the counselor will strongly recommend that a parent/guardian allow their child to
attend Compensatory Education classes. These classes are usually held once a week.

ENGLISH AS A SECOND LANGUAGE

If English is not the primary language spoken in the home, the school may strongly
encourage the student to be enrolled in an ESL class.

TRANSCRIPTS

Copies of transcripts are available through the Student Services Office. Official copies,
those bearing the school's raised seal, must be forwarded by the school. Transcripts which
accompany college applications will not be given to the student. There is a $5.00 fee for each
copy of an official transcript requested and a $2.00 fee for faxed and unofficial copies.

IRON MIKE ACHIEVEMENT CENTER (IMAC)

Contact: Amy Scarpulla, Guidance Counselor, Email: ascarpulla@trentoncatholicprep.org
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The IMAC is a dedicated learning and support space at Trenton Catholic Preparatory
Academy supported by our third party educational services provider, Catapult Learning. The
goal of the IMAC is to provide academic support, tutoring, and life management supports to
fully develop a 21st century learner. IEP services and Child Study teams are part of the IMAC.

SCHOOL UNIFORM POLICY AND DRESS CODE
SCHOOL UNIFORM

The enrollment contract requires proper dress at all times. Failure to wear the proper
uniform may jeopardize continued enrollment at Trenton Catholic Academy.

1. When students arrive and depart from school they are to be in proper uniform.
Students may not arrive to school in the gym uniform; only solid white t-shirts may
be worn under the school shirt.

2. All of the following uniform parts must be purchased at Flynn & O'Hara 1-800-441-
4122 or www.flynnohara.com

3. Young ladies:

Plaid skort or skirt.

Khaki flat front girls slacks

Khaki knee-length shorts

White long sleeve button down collar shirt w/TCPA logo.

Navy and white trim V-neck pullover sweater or button-down sweater
(seniors only) w/TCPA logo.

Navy with white trim V-neck sweater vest w/TCPA logo

Navy or white knee-hi socks

Navy tights (plain)

Dark brown or black belt

Shoes: Black dress shoes are permitted. Heel no more than 2 inches. Matching
laces
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4. Young men:

Khaki poly/cotton men's pants

Khaki knee-length shorts

White long sleeve button down collar shirt w/TCPA logo.

Navy with white trim V-neck pullover sweater or button-down sweater
(seniors only) w/TCPA logo

Navy with white trim V-neck sweater vest w/TCPA logo

Appropriate tie

Dark color crew socks

Black or dark brown belt

Shoes: Black dress shoe is permitted. Heel no more than 2 inches. Matching
laces*
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5. Young ladies AND young men:

TCPA blue or white short-sleeve polo with appropriate bottoms.
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6. Physical Education uniform: TCPA shorts and TCPA t-shirt must be worn during
Physical Education classes. This attire must be purchased through Flynn & O'Hara
only. Non-marking athletic sneakers only are to be worn during Physical Education
class. Jewelry is not permitted during Physical Education class. Sweatshirt and
sweatpants for outdoor classes must be purchased at Flynn & O'Hara.

HABITUAL FAILURE TO COMPLY WITH THE DRESS CODE COULD RESULT IN THE
STUDENT RECEIVING IN-SCHOOL SUSPENSION, OUT-OF-SCHOOL SUSPENSION OR FOR
THE STUDENT’S WITHDRAWAL.

THE FOLLOWING ARE NOT PERMITTED:

e Hats, wave caps, headbands, sweatshirts and sweat jacket hoods;

e Excessive jewelry including, but not limited to, "big" earrings with names inscribed.
Earrings may be no larger than 1” in diameter;

e Large exterior chains and medallions;

No visible body piercing including, but not limited to, tongue, lips, eyebrows, nose,

etc,;

Chokers, dog collars, or chains;

Facial hair on boys;

Facial coverings/masks with messaging other than TCPA;

No visible tattoos, writing on skin and no visible under garments.

FACIAL HAIR ON BOYS MUST BE DOCUMENTED BY A CERTIFIED DERMATOLOGIST ON THE
FORM PROVIDED BY THE DISCIPLINE OFFICE. DOCUMENTATION BY A GENERAL
PHYSICIAN WILL NOT BE ACCEPTABLE. THE ADMINISTRATION RESERVES THE RIGHT TO
ACCEPT/REJECT THE DOCTOR'S NOTE.

The Administration reserves the right to judge what is or is not appropriate dress or
excessive jewelry. For safety purposes, we discourage wearing jewelry to school. All
necklaces for boys and girls are to be worn inside shirts/blouses. They should not be visible!

Hair length and hair style must be conservative in nature and appearance and must
not be perceived as a distraction by the Administration. The length of all hairstyles will be at
the discretion of the Administration. Hair color on both boys and girls should not be extreme.
The Administration reserves the right to determine what is and is not extreme. Hair should
be one color. Students must be well-groomed at all times. The Administration will decide
what is appropriate and will determine if a student is well-groomed.

Boys may wear a single, small stud earring in each ear. The Administration reserves
the right to decide what is appropriate.

On announced occasions, students are given the privilege of attending school out of
uniform. Dressing appropriately for school is not the same as dressing for leisure outside of
school. Anyone who comes inappropriately dressed to school will be sent home to obtain the
proper attire.
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“SPIRIT DAY” DRESS GUIDELINES

Class wear T-shirt must be worn on Spirit days. Appropriate outfits include properly
fitting knee length shorts or jeans. Please choose shoes or sneakers for comfort and safety.
Gentlemen may wear properly fitting knee-length shorts or jeans, and shoes or sneakers.
Rubber beach shoes are not permitted.

No student may wear torn clothing; excessive jewelry; ill-fitting pants of excessive
length or leggings. Both shoulders must be covered. Open toe shoes are not permitted.

STUDENT IDENTIFICATION CARDS

The Diocese of Trenton requires all students sit for a class photo and be given an ID
card each school year. This card identifies students of TRENTON CATHOLIC PREPARATORY
ACADEMY and enables them to attend extra-curricular activities, class trips, etc. ID's should
be carried at all times. There is a replacement fee if you lose the ID or you request a second
ID.

ATHLETIC DEPARTMENT
ATHLETIC POLICY
Contact: Mr. Patrick Snyder, psnyder@trentoncatholicprep.org

Parents/guardians and participating students will be asked to sign the Code of
Conduct Contract for Parents/Guardians and Athletes. For a copy of the Athletic Department
Handbook, go to the Trenton Catholic Preparatory Academy website and click on Athletics
and scroll down to the Athletic Department Handbook link.

All participants in extra-curricular activities must present themselves in the manner
which reflects the values and ethics of Trenton Catholic Preparatory Academy. Participation
in an activity or sport is an important part of one's total education. Participation is also a
privilege which requires exemplary behavior. Students who participate in athletics must
work harder and longer than non-participants. Student athletes must be disciplined and
dedicated to focused goals and offer unselfish efforts to their teammates, coaches and the
community. The coaches and administration are sincerely dedicated to providing a positive
growth environment in which to showcase a young adult’s talent. In order to offer this
environment, the participants in our programs must follow the Code of Conduct, and the
rules and policies in the Athletic Department Handbook.

ATHLETIC CODE OF CONDUCT

1. All student athletes must complete a SPORTS PHYSICAL/PARTICIPATION PACKET and
have parents/guardians sign all required permission slips/forms before they may
participate in any phase of athletics. A personal physician may examine an athlete, but
the ENTIRE SPORTS PHYSICAL/PARTICIPATION PACKET must be completed and given
to the school Athletic Trainer for review and approval. The Athletic Trainer will
forward and share these documents with the school nurse(s).

2. Students must be in good academic standing in order to be eligible for participation
according to Trenton Catholic Preparatory Academy and NJSIAA standards. No student
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may participate in athletics or activities if he/she has failed two (2) classes from the
previous marking period. For example, if a student fails two classes in the first marking
period, he/she is ineligible to participate in athletics or activities for the winter season.
This includes the fourth marking period of the previous year. If a student fails two
classes in the fourth quarter, he/she is ineligible to participate in the fall season. 1. A
student can petition to return to an athletic team or club for the season only one time
during an academic year. The petition will be in writing at the time of progress reports
and submitted to the Athletic Director. If the student has at least a 70 average in all
classes, he/she may return to the activity or sport with a recommendation from the
Athletic Director. No student may participate in athletics or activities if he/she has not
completed 30 credits from the previous academic year and 15 credits from the previous
semester. If a student has a failure at the end of the previous academic year, it must be
made up prior to September 1 of the following year. Student athletes must always keep
in mind that their first priority is their school work. Many studies show that athletes
can maintain a high level of performance in the classroom and on the field if they make
effective use of their unscheduled time. If students are having difficulty in a specific
subject, they are encouraged to attend the after school tutorial program staffed by our
teachers.

Students must be in good disciplinary standing in order to participate. Excessive
lateness, detentions, absence, and disciplinary referrals will affect the student’s
opportunity to participate. Any athlete who is ejected from a game may be banned from
further participation in that sport for that season. Absolutely no profanity or obscene
gestures will be tolerated. A student who is absent or suspended from school may
not participate in athletics that day. This includes In School Suspension (ISS). If a
student knows they will be absent in advance (Examples: College Visit, Funeral, Doctor
Appointment etc.) prior approval must be given from the Athletic Director and
documentation must be provided by the student/parent/guardian. A student who
violates athletic policies may also be subject to school disciplinary action.

Athletes must function as a team unit at all times. Athletes are expected to travel to and
from schools on the bus with the coaches. When traveling to an opponent’s field or gym,
all team members must stay together as a unit. An athlete should never leave the
coach’s supervision. If an athlete is injured and cannot play in a game, match or event,
he/she is still expected to be with the team and dress in team attire. Athletes are
expected to interact only with their teammates and their coaches. Unless there is an
emergency, athletes should not be distracted by anyone else.

Athletes are to abstain from alcohol, illicit drugs, and tobacco use. Any athlete found in
violation will be dealt with in accordance with the student handbook. The athlete will
be suspended from the team pending an investigation. The Athletic Director, School
President, and Principal reserve the right to dismiss any athlete from the athletic
team(s) for violation of school and or athletic policies, rules and regulations.

Athletes and spectators are expected to display good sportsmanship at all times.
Anyone who is in attendance at an athletic contest may not participate in booing,
shouting negative comments or displaying rude gestures. Officials should always be
treated with respect. An individual may be asked to leave an event if he/she does not
cooperate. The Athletic Department reserves the right to refuse admission to any party
that engages in offensive behavior.

Athletes are expected to care for school property and equipment. Athletes are to care
for school uniforms, team equipment and facilities. Athletes are expected to keep the
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bus, their locker room facilities and field areas clean. Spikes are never to be worn in the
gym or building.

8. The Athletic Training Room is for injured athletes only. The Athletic Trainer is available
during athletic practices and for home games. Athletes should report all injuries to
BOTH their Coaches and Athletic Trainer.

9. Any student who is working toward a Division I scholarship for college must acquaint
himself/herself with the NCAA Clearinghouse and its rules and regulations. Attention
must also be paid to the number of “core classes” the student takes in high school.

ACCEPTABLE USE OF TECHNOLOGY POLICY
OVERVIEW

This policy provides the procedures, rules, guidelines and codes of conduct for the
use of the technology at Trenton Catholic Preparatory Academy(TCPA). The use of
technology of the TCPA mission, but is provided to students as a privilege, not a right. TCPA
intends to protect, encourage and enhance legitimate use of technology and limitations on
those who abuse the privilege.

SUMMARY

Technology that includes but is not limited to computers, wireless & LAN access,
electronic mail, Internet access, and all other forms of instructional, networking and
communication tools which are provided as a service by TCPA to students.

Students are required to be good digital citizens by refraining from activities that
disrupt education, or can be considered as illegal, immoral and/or unprofessional conduct.

The student is responsible for his/her actions in accessing technology at TCPA.
Failure to observe the guidelines in this policy use may result in the loss of privileges and/or
appropriate disciplinary action. Severe violations may result in civil or criminal action under
the New Jersey Statutes or Federal Law.

PARENTAL RESPONSIBILITY

Given the dynamic nature of technological advancements and the volatile nature of
resources available on the Internet, the school acknowledges its inability to completely
regulate and monitor the information received or sent by students, although appropriate
filters are used. As such, the school cannot assure parents that students will be denied access
to all inappropriate materials or sending or receiving communications contrary to the
school's philosophy, goals and educational mission.

Parents and guardians of students should be aware that some material accessible via
the Internet may contain items that are illegal, defamatory, inaccurate, or potentially
offensive to some people. In addition, it is possible to purchase certain goods and services
via the Internet that could result in unwanted financial obligations for which a student's
parent or guardian would be held responsible.
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GUIDELINES

1.

2.

Access to computers, networks and devices within the TCPA network is a privilege
and must be treated as such by all students.

The TCPA network will be used solely for the purpose of research, education, and
school related business and operations.

Computer systems will only be used by the authorized student's user account.
Account owners are ultimately responsible for all activity under their account and
will abide by this Policy. Do not share your password with anyone.

4. All communications and information accessible and accessed through TCPA systems
is and will remain property of the school.
5. Student use will be supervised and monitored by authorized staff. Student use must
be related to the school curriculum.
6. Any defects or knowledge of suspected abuse of TCPA systems, networks, security,
hardware or software will be reported to the Technology Director.
UNACCEPTABLE USE

Trenton Catholic Preparatory Academy(TCPA) has the right to take disciplinary

action, remove computer privileges, or take legal action, any activity characterized as
unethical, or unlawful. Unacceptable use constitutes, but is not limited to, any activity
through which any user:

1.
2.

® N

10.

11

12.

Violates this agreement, copyright, license agreements or other contracts.

Interferes with or disrupts other users, services, or equipment. Disruptions include,
but are notlimited to, distribution of advertising and propagation of computer
viruses or worms.

Attempts to disable, bypass or otherwise circumvent the TCPA content filter that has
been installed in accordance with the federal Children's Internet Protection Act. This
includes but is not limited to the use of proxy servers and cellular hotspots.

Seeks to gain or gains unauthorized access to information resources, obtains copies
of, or modifies files or other data, or gains and communicates passwords belonging to
other users.

Uses or knowingly allows another to use any computer, network, system, program, or
software to devise or execute a scheme to defraud or to obtain money, property,
services, or other things of value by false pretenses, promises, or representations.
Destroys, alters, dismantles, disfigures, prevents rightful access to, or otherwise
interferes with the integrity of computer-based resources.

Invades the privacy of individuals or entities.

Uses the network for commercial or political activity or personal or private gain.
Installs unauthorized software or material for use on School computers. This
includes, but is not limited to, downloading music, pictures, images, games, and
videos from either the Internet or via portable drives.

Uses the network to access inappropriate materials.

. Uses a system to compromise its integrity (hacking software) or accesses, modifies,

obtains copies of or alters restricted or confidential records or files.

Submits, publishes, or displays any defamatory, inaccurate, racially offensive,
abusive, obscene, profane, sexually oriented, or threatening materials or messages
either public or private.
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13.Uses the systems for illegal, harassing, vandalizing, inappropriate, or obscene

purposes, or in support of such activities is prohibited. Illegal activities are defined as
a violation of local, state, and/or federal laws. Cyber-bullying and harassment are
slurs, comments, jokes, innuendos, unwelcome comments, cartoons, pranks, and/or
other verbal conduct relating to an individual which:
a) has the purpose or effect of unreasonably interfering with an individual's
work;
b) interferes with school operations;
c) has the purpose or effect to cause undue emotional stress or fear in an
individual.

TCPA'S RIGHTS AND RESPONSIBILITIES

=

Monitor all activity on the School's systems.

Determine whether specific uses of the network are consistent with this Acceptable
Use Policy.

Remove a user's access to the network at any time it is determined that the user is
engaged in unauthorized activity or violating this Acceptable Use Policy.

Respect the privacy of individual user electronic data. TCPA will secure the consent
of users before accessing their data, unless required to do so by law, policies of the
diocese or policies of TCPA.

Take prudent steps to develop, implement, and maintain security procedures to
ensure the integrity of individual and TCPA data.

Attempt to provide error-free and dependable access to technology resources
associated with the School system. The school cannot be held liable for any
information that may be lost, damaged, or unavailable due to technical or other
difficulties.

Ensure that all student computer technology users complete and sign an agreement
to abide by the School's acceptable use policy.

VIOLATIONS/CONSEQUENCES

Students who violate this Policy will be subject to revocation of TCPA system access

up to and including permanent loss of privileges, and discipline up to and including
expulsion. Violations of law will be reported to the Diocese of Trenton Superintendent of
Schools and law enforcement officials.

UNACCEPTABLE USE OF TCPA’S COMPUTER SYSTEMS INCLUDE, BUT ARE NOT LIMITED

TO:

N

Altering computer configuration and settings.

Installing or downloading executable files from the Internet or portable drives.
Using chat rooms, messenger or social media except for teacher-directed educational
purposes.

Downloading MP3, MPEG, AVI or other media files.

Streaming online radio stations, movies and television programs.

Writing, downloading or printing files or messages that contain inappropriate
language.
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7. Accessing or transmitting pornographic or other inappropriate material.

8. Violating the privacy of students and employees of the School.

9. Reposting personal communications without the author's prior consent.

10. Attempting to hack, crack, or otherwise degrade or breach the security of the School's
network infrastructure, network devices or computers.

11. Attempting to bypass the school's content filter, including the use of proxy servers
and cellular hotspots.

12. Developing or distributing programs that damage a computer system or network,
such as viruses.

13. Modifying or copying files of other users without their consent.

14. Giving out personal information such as address and phone numbers.

15. Accessing or transmitting material which promotes violence or advocates the
destruction of property including information concerning the manufacture of
destructive devices (explosives, bombs, fireworks, incendiary devices, etc.)

16. Accessing or transmitting material which advocates or promotes violence or hatred
against a particular individual or groups of individuals.

17. Accessing or transmitting material which advocates the use, purchase, or sale of
illegal goods or services. Conducting or participating in any illegal activity.

18. Any act that is considered Cyber-bullying, harassment, or a violation of good Digital
Citizenship.

19. Any inappropriate use as determined by the Director of Technology and/or
school administrators.

RELATED POLICIES

e Social Media Policy
e TCPA Chromebook Acceptable Use Policy
e TCPA Laptop Acceptable Use Policy

STUDENT PARTICIPATION ON SOCIAL NETWORKING SITES

Social Networking Sites are a part of 21st century culture for students today. It is
important that Catholic elementary and secondary students understand that they have a
responsibility to participate in Social Networking Sites in an appropriate manner. The values
and ideals of the Catholic faith are to be followed in posting comments on a Social
Networking Site.

The following points, while not comprehensive in nature, provide initial guidance:

e Students are not to comment, post, join or otherwise affiliate with or publish any
information on social networking sites, including (but not limited to statements,
comments, photographs, groups, profiles, or links to third party websites) that in the
discretion of the school or the diocese contains inappropriate content.

e Students are not to infringe upon another's copyright or trademark without
appropriate permission. Students are not to write or post anything that is sexual in
nature.

e They are to refrain from postings that involve illegal, dishonest or unethical conduct
and that involve the use of drugs or alcohol or support or sell drugs or alcohol
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Students will refrain from postings that are offensive in nature or are considered
discriminatory or harassing in nature.

Postings are to be free from elements that harm the reputation of or cause
embarrassment to the school, diocese, co-workers or teachers.

Students are not to interact with current administrators or teachers on a Social
Networking Site. This includes, but not limited to, listing current administrators or
teachers as friends or connections on Social Networking websites or posting any
comments whatsoever on current administrators or teachers pages or profiles.
Students shall screen, block and/or remove any comments that violate this policy.
Students should critique any third party comments or postings prior to publication.

Revised 09/23: LB/nk
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HANDBOOK/ACCEPTABLE USE POLICY/PHOTOGRAPHY RELEASE FORM

[/ We, the undersigned parent(s)/ guardian(s), have read, understand, and agree to abide by the provisions of the
Technology Acceptable Use Policy, as published in the school policy handbook. I/We further acknowledge and accept
responsibility for any violation of this policy made by my / our child / children. Any violation of this policy will or
may result in the suspension of internet / technology privileges and will incur disciplinary action. Administration
reserves the right to amend any policy of the school (including discipline) when it may become necessary.

2023-2024
STUDENTS IN GRADES K-12

We are asking that you read the entire Student Handbook and fill out this form, indicating the following:

e You have reviewed the TCPA student handbook and agree to abide by the rules, regulations and policies set
forth therein.

e You have reviewed the TCPA Acceptable Use Policy (AUP) and agree to abide by its standards. This policy is
in our Student Handbook

e You have reviewed the TCPA Re-Open School Plan (Part I and II) in response to COVID-19.

e Parent has reviewed the following photography release below. Initial the form only if you are denying
permission for your child’s photograph to be used.

From time to time students at Trenton Catholic Preparatory Academy are photographed to celebrate their
accomplishments, to promote events or for use with marketing materials. TCPA has my permission to use a photograph
of my son/daughter in news releases to local newspapers, newspaper and magazine advertisements, marketing
brochures and fliers and on the TCPA website.

Please sign below and have the student return this form to the Main Office by September 15, 2023.

I acknowledge receipt of the Student Handbook/Acceptable Use Policy/Photography Release Form for 2023-2024
and agree to abide by the guidelines set forth.

STUDENT SIGNATURE

STUDENT NAME - PRINTED

DATE

PARENT/GUARDIAN SIGNATURE

DATE

PARENT/GUARDIAN SIGNATURE

[ wish to DENY permission for my child's photograph to be used.  Parent/Guardian’s Initials:
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