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The mission of St. Mary/St. Michael Catholic School is to develop lifelong learners who value
all of God’s creation and contribute to their community by living out their Catholic values.



Mission Statement

The mission of St. Mary/St. Michael Catholic School is
to develop lifelong learners who value all of God’s

creation and contribute to their community by living out
their Catholic values.

Philosophy of St. Mary/St. Michael School

 We will know we are accomplishing our mission when all of our students are:
 

Self-Directed Learners,
who use the principles of our faith, to set priorities and achievable goals in
all areas of their lives;

Collaborative Workers,
who use gospel values through leadership and partnership to develop
relationships within diverse spiritual, cultural and organizational settings;

Complex Thinkers,
who, according to our faith and established academic standards, identify,
access and use available information to reason, make decisions and solve
complex problems;

Good Stewards,
who share their time, talents and Catholic faith to improve the quality of life
in their communities;

Quality People,
who, with high moral standards and God-given talents, create spiritual,
intellectual, artistic, practical and physical outcomes which reflect our
Catholic heritage.
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 STATEMENT OF NON-DISCRIMINATION

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) Civil
Rights regulations and policies, the USDA, its agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact
the agency (State or Local) where they applied for benefits. Individuals who are deaf, hard of
hearing or have speech disabilities may contact USDA through the Federal Relay Service at
(800) 877-8339. Additionally, program information may be made available in languages other
than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To
request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter
to USDA by:

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

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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Principal’s Right to Amend the Handbook

The principal and/or his/her designee retains the right to amend the handbook
for just cause.  Parents/students will be given prompt notification if changes
are made.

OFFICIAL NOTICE TO ALL EMPLOYEES, STUDENTS, PARENTS & PUBLIC

This notice has been written to comply with the Federal Environmental Protection Agency (EPA)
Asbestos Hazard Emergency Response Act (AHERA) regulations requiring yearly notification of
asbestos activities within St. Mary/St. Michael School.

An Asbestos Management Plan was developed in 1989 and has been maintained since that time.
The Management Plan is available to anyone for viewing by visiting the school office during
normal business hours.

The school has had the required three year re-inspection by a licensed inspector.  The most recent
of these was conducted in 2019 by Eagle Environmental Testing LLC.  We also perform regular
6 month surveillances of all asbestos containing materials to ensure that the identified materials
are remaining in an intact condition.

Abatement of asbestos containing building materials is performed when necessary by accredited
persons prior to disturbance during scheduled renovation or construction projects.

Any future asbestos activities will again be published along with the annual written notice.  If
you have any questions regarding this matter, feel free to contact the school office for the phone
number of Chuck Reis, the Asbestos Designated Person for our school.

3
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WELCOME!

We welcome you to our family-focused school where students, parents, and staff
collaborate to accomplish our mission.  Our goal together is to provide an
environment in which students can grow to their full potential.  As a team, we
strive to empower our young people to love and serve God and face the challenges
of the future.

The purpose of this Student/Parent Handbook is to provide you with information
about our school: daily operations, activities, rules, and expectations.  Close
cooperation between home and school will promote a team approach.  This
handbook is very important to you and to our school.  We encourage you to take
the time to understand all of the information contained in it.  If you have any
questions, concerns, or suggestions, please contact any school staff member.

God Bless You,

St. Mary/St. Michael School Staff
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Absence
When a student will be absent, the parent/guardian must notify the school by telephone before
8:30 a.m. each day of the absence.  The school will call the parent/guardian at home or at work
if they have not called/emailed by 9:00 a.m. to assure student safety and discourage truancy.
Attendance will be taken twice a day: once in the morning and once in the afternoon. If a student
arrives prior to 10:20 a.m. they are considered tardy. If a student arrives after 10:20, they are
absent in the morning. If a student leaves prior to 12:40 p.m., they are considered absent for the
afternoon.  Students are responsible for completing all work assigned during their absence.

We strongly encourage families to make dental or doctor appointments outside of school time,
but we acknowledge that sometimes this cannot be avoided.  Students who leave and/or return to
school must have a parent report to the school office upon leaving and/or returning to sign the
In/Out log.  If a family is planning an activity that will involve an extended absence from school
(three or more consecutive days), arrangements should be made in advance for completing
missed schoolwork.

A student who leaves school early due to illness or does not attend due to illness is not eligible to
participate in any school-related or school-sponsored activity for the remainder of that day or
evening.

Acceptable Use Policy
Students at St. Mary/St. Michael School have access to the Internet.  Use of the Internet is
allowed only when a staff member or other designated adult is present.  Students are to protect
themselves and others by NOT sharing any addresses, telephone numbers, or other personal
information via the Internet.

Misuse of the Internet or any computers will result in consequences per policy.

 Accident/Injury
Every accident occurring on school grounds or as part of a school activity must be reported to the
principal or his/her designee, who will notify the parent/guardian.  The supervising adult is
expected to remain with the injured child and send another person for assistance, if necessary.
An accident report will be completed by the teacher and /or supervising adult and filed in the
office.  School staff will administer simple first aid when necessary.  In case of extensive medical
need or extreme emergency, 911 will be called.  An emergency binder is maintained in the office
for contacting the student’s doctor or dentist promptly. If an ambulance is deemed necessary as
determined by the principal or designee, the parent/guardian will be responsible for the payment.
Parents/guardians are responsible for promptly notifying the office of any changes to the
emergency card information.
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Accreditation
St. Mary/St. Michael Catholic School is fully accredited by Wisconsin Religious and
Independent Schools Accreditation (WRISA).

This accreditation reflects full compliance with the requirements for Catholic Schools stated in
the policies of the Wisconsin Catholic Conference of Bishops, the Diocese of Green Bay, the
Wisconsin Department of Public Instruction and the Wisconsin Religious and Independent
Schools Accreditation.

Annual goal progress reports are reviewed by a team that makes recommendations to the Diocese
Office for Schools and to the WRISA Executive Board who make independent determinations of
the term of accreditation. St. Mary/St. Michael School follows a seven-year cycle in each
accreditation process. In year seven of the cycle, the school submits extensive documentation
gathered through a three-year Self-Study to the Diocese Office for Schools. School evidence files
from the self-study are reviewed and a site visit completed by a team of Catholic educators, who
make recommendations for a term of accreditation to WRISA.

Administration of St. Mary/St. Michael School
● St. Mary/St. Michael School is a  parochial school in the Diocese of Green Bay. Our

school follows all the policies and requirements of the Diocese.
● St. Mary/St. Michael School is supported by, and is a vital part of, St. Mary and St.

Michael Parishes. The School Board reports to both parish councils.
● The Principal is the administrative leader of the school and is responsible for the

academic and related programs of the school. The Principal reports to the Pastor and
works with school families, parishioners and Diocesan and local/state government
officials.

● The Pastor, Principal, and the School Board are responsible for policy making and budget
planning, as well as for making the school a vital part of the total parish community.

● The Teachers and Staff of the St. Mary/St. Michael School provide direct services to
students, their families and the school. They are responsible to the Principal.

 Admissions
St. Mary/St. Michael School has an open admissions policy and welcomes students of all races,
color, creed and ethnic or national origin. Though we are a Catholic school that teaches Christian
values, students do not have to be of the Catholic faith to attend. Students of other faiths will be
expected to respectfully participate in all religion classes and prayer services. All students will
attend liturgical services, but only those who are Catholic will participate in the reception of
sacraments. School Choice parents may opt their student out of any religious activity in writing.
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St. Mary/St. Michael School provides educational programs for early childhood children age
three through grade eight. 3K students must be three years of age and toilet trained prior to
September 1st. The Wisconsin Statutes state that the age of 4K is 4 years by September 1st; 5K is
5 years by September 1st.

Choice program applications are accepted from February 1 to April 15 each year for the
following school year. The Choice application requires verification of income and residency
requirements. Choice student applications will only be rejected if the student does not meet the
income and residency requirements.

If a Choice application is rejected due to an incomplete application or failure to provide required
proof of income or residence, the parent may appeal to the school in which they apply, within 5
days of notification and no later than April 20. No appeals may be made after April 20.

New families may register throughout the school year by contacting the school office. Transfer
students will be accepted based on the availability of space and the ability of the school to meet
the needs of the student. These students will be placed in the appropriate grade as recommended
by their previous educational institution. The student and the parent/guardian may, within five
school days of the student not being admitted to the school, request a conference with the Pastor
and/or the designee from the Diocese of Green Bay.

St. Mary/St. Michael School is in compliance of Title IX of the Education Amendments of 1972
to the extent that no person on the basis of sex, race, or national origin, may be excluded from
participation under any educational program or activity, nor shall there be discrimination by sex,
race, or national origin in the employment of personnel.

Unless a child was baptized at St. Mary or St. Michael Parish, a baptismal record must be
obtained from the parish where the child was baptized before the reception of sacraments.

Alcohol/Drugs
The possession, sale, or use of alcohol, drugs, or any other controlled substance on the school
campus is strictly forbidden.  Violations will be reported to appropriate law enforcement
agencies and school policy will be followed when determining consequences.

 Arrival/Dismissal
The school assumes responsibility for the students who ride buses from the time they arrive in
the morning until they leave on the bus at the close of the school day.  All other students are not
to arrive at school before 7:45 a.m.
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Students are dismissed at 3:00 p.m. and are to leave the school grounds promptly when school is
dismissed.

 Athletics
Objectives of athletic participation:

● To recognize the role of students in athletics as participation in a Christian
setting.

● To underscore athletic participation as a part of the total educational program
while learning to compete fairly as a team member.

● To develop good citizenship, justice, fair play, positive sportsmanship and to
provide the opportunity to learn to align individual roles and expectations
with team goals.

● To promote and contribute to the goals of the total educational program
through encouragement of physical fitness and understanding of the
importance of a healthy body.

● To provide the opportunity to develop leadership skills.

To accomplish these objectives, it is necessary to develop and maintain a positive team spirit.
Team discipline cannot be maintained in the absence of rules.  Benefits gained in the
development of character, initiative and teamwork will outweigh any perceived impediment of
students’ rights.

Purposes for athletics include enjoyment, entertainment, exercise, physical fitness, competition
and camaraderie.  We value the benefits of athletics and a student’s athletic experience in our
school should be a positive one.  Students do not develop into stars overnight.  They must learn
the value of patience.  It takes time, effort and practice to develop skills.  Our most important
task is to teach young people the basic skills of the game.  Winning at all costs is not God’s way.

Any violation of school rules will result in non-participation in upcoming practice and games.
The principal will notify the student, parents/guardian and coach involved.

St. Mary/St. Michael School athletics follow the regulations of co-curricular activities adopted
by the Diocesan Board of Education. St. Mary/St. Michael School utilizes volunteer coaches for
all athletics it offers.

Attendance
Each student must be present in school by 8:05 a.m. Regular attendance is essential to a student's
success in school.  Most subjects are taught in sequence, requiring the understanding of each
concept in the order of its presentation.  Chronic absenteeism creates a hardship for a student and
is a serious problem.  It is expected that all schoolwork missed during a time of absence will be
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made up.  Students have two days to make up work for each individual day that they were
absent.

 Bicycles
Bicycles may be ridden to school, but must be walked on the school grounds.  Bicycles are to be
parked in the racks and locked.  School staff is NOT responsible for damage to or theft of
bicycles.

 Birthday Treats
The children celebrating birthdays may bring treats.  Please do not bring gum.  Students with
summer birthdays are invited to celebrate their special day during the school year.

 Book Clubs
Teachers may send home flyers to make students and parents/guardians aware of an opportunity
to purchase inexpensive paperback books.  Participation is optional.  When paying for Book
Club orders, please make a check payable to the specific club. (Example: Troll, Scholastic, etc).

Boots and Winter Apparel
Everyone is expected to wear boots and appropriate winter apparel when the weather warrants it.
An extra pair of shoes may be kept at school to change into after recess.

 Bus
Students riding the bus are expected to comply with the rules established by the Valders Area
School District.  (For more information, consult the Bus Rider Conduct policy on our website.)
Parents/guardians will be notified of any misconduct and the offending student will not be
allowed to ride the bus per the rules of the bus company.

A non-bus student will be allowed to ride home on the bus with a bus student only if the student
has written permission from his/her parent/guardian which is approved in writing by the St.
Mary/St. Michael School principal or designee and presented to the bus driver.

Cell Phones
 All student cell phones must be turned off during the school day (7:45 a.m.-3:00 p.m.).  Any
violation of this rule will result in the cell phone being confiscated and kept in the office until
picked up by a parent/guardian.
 
 Child Abuse
Wisconsin law provides that all school personnel are mandated reporters of suspected child abuse
and/or neglect. If there is reasonable suspicion that a child has been abused and/or neglected, or
has been threatened with injury or other harm, the following procedures will be followed:
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1. The principal or designee will be notified as soon as possible.
2. The principal or designee will report the suspicion to the Manitowoc County

Department of Social Services or law enforcement.
3. The principal or designee may notify the parents/guardians that a report has been

made.  If the suspected abuser is a parent/guardian, discretion should be used.

If the alleged offender is an employee or volunteer of the school/parish, the principal or designee
will first notify the County Department of Social Service or law enforcement and then the
Diocesan Department of Education.

Co-curricular Programs
Our students are eligible to participate in co-curricular activities in Valders Area Schools
including athletic programs not available at St. Mary/St. Michael School.

Athletic team members must maintain an average of at least 4 points with no rounding to remain
eligible for participation. (See “Honor Roll” section of this handbook.)

Communications Between School and Home
Parents/guardians are encouraged to keep in close contact with teachers concerning the academic
progress of their child.  Contact can be made through notes to the teacher, email, personal
telephone calls or conferences with the teacher after school.  Do not wait for a problem to
develop to express concern or to seek advice or assistance.
A parent bulletin will be distributed on a weekly basis. All announcements to be made or to be
posted are done with the approval of the principal.  All enclosures or attachments to the
newsletter are reviewed and must be approved by the principal.

“GroupVine” is the email software used by the school. It allows two-way communication
between the school and home and is smartphone and tablet compatible. Teachers can set up
whole-classroom email communications through GroupVine.

The school maintains a website www.school.stmarystmichael.com that hosts the school calendar,
lunch menu, archived parent bulletins, and other important resources. The website is optimized
to be completely viewable from any web browser, including smartphones and tablets. Families
are encouraged to bookmark the website and refer to it frequently.

Conduct
The Christian behavior expected from students at school is a reflection of the values of common
courtesy and safety. Inappropriate language and behaviors, profanity, and bullying will not
be tolerated. Students are expected to:
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1. Respect the individual rights of others.
2. Maintain proper behavior during school-related activities.
3. Respect school and parish property.
4. Follow the directives of their teachers and all school personnel, including

volunteers.
Please refer to the Harassment and/or Bullying Prohibition Policy in the Policy Manual on the
school website www.school.stmarystmichael.com

Conferences, Parent/Teacher
The staff of St. Mary/St. Michael School and the Education Board agree that a student’s
academic progress is of the utmost importance.  Parents/Guardians are responsible for attention
to their child’s achievement.  If a student’s grades are of concern, the teacher may contact the
parent/guardian to raise awareness so that the parent/guardian can help their child to improve
achievement.  Cooperation between parents/guardians and the teacher will increase the
likelihood of the student’s success in academics. Meetings, both live and on-line, may be
scheduled at the request of the parent/guardian or the school at any point in the school year to
discuss strategies for improved academic performance.

Formal Parent/Teacher Conferences are available twice each year, in the fall and again in spring.
Conferences provide an excellent opportunity to achieve closer cooperation through deeper
understanding of each student’s needs and abilities.  Teachers will use Sign Up Genius, a
web-based tool, to sign up for conference spots.  Parents/Guardians will be notified by email to
sign up.  Fifteen (15) minutes are allowed for each conference.  Parents/Guardians are asked to
honor their scheduled time.  If additional time is needed, parents/guardians may schedule another
day and time.

Counseling
The Diocese of Green Bay also offers counseling through Catholic Social Services and their
satellite offices.

Curriculum
Religion is the core of our curriculum. Subjects are taught using the curriculum guidelines
provided by the Diocese of Green Bay and the State of Wisconsin.  The suggested Diocesan time
allotment for each subject is followed as closely as possible.

Desks and Other School Property
Students are expected to keep their desks orderly. The school is the rightful owner of the desks
and reserves the right to search this property when necessary.
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The school cannot be responsible for valuables left in classrooms/desks.  Damage to desks or
classroom property will be subject to fines and/or replacement costs.

Discipline
Catholic school discipline is considered an aspect of moral guidance.  Its purpose is to assure that
every student has a positive learning environment free of disruption.  We believe that all students
can choose appropriate behaviors and that no student’s choices should interfere with teaching or
learning.  Teachers handle routine student behavior issues and may involve the parent(s) if
deemed necessary.  If a serious circumstance should occur, the teacher will inform the principal
first and then the teacher and/or principal will notify the parents/guardians.

Dress Code
The clothing choices of young people affect their behavior and attitude.  It is the responsibility of
the parent/guardian to send their children to school dressed according to the following
expectations:

● Hair is to be neat, clean and of a style that is not distracting.
● Make-up may be used modestly.
● Earrings must be small.  Long dangling earrings are distracting and can be dangerous

during recess and Physical Education activities.
● Dresses, skirts and shorts are to be a reasonable length.
● Sundresses, tank tops, other tops with spaghetti straps, muscle shirts or net-type shirts

may not be worn.  Undergarments should not be visible. No shirts that are meant to be
underwear should be worn as a shirt or blouse.

● Clothing promoting alcohol, cigarettes, drugs or other illicit substances, sex, nudity, or
inappropriate images or slogans are not allowed.

● Torn clothing or clothing with frayed hems is also not allowed.
● Blouses or shirts worn outside of slacks or skirts must be at least hip length.  No

midriffs are to show when sitting, standing or reaching. Shirts and blouses must be
modest and with sleeves.

● No hats, bandanas, hoods or other head coverings may be worn in the school building
during the school day.

● Pants must fit appropriately and be worn with the waistband at the waist.
● No flip-flops, clogs, slippers or sandals without a back or strap are allowed.
● Students should dress neatly on Mass days and are encouraged to “dress their best.”

They may bring a change of clothes to wear after Mass.

Students will be required to remove or cover clothing or make-up that school personnel deems
distracting or inappropriate for the learning environment. If the student is unable or unwilling to
take corrective action, parents will be notified. Parents will either have to pick up their child to
change or bring a change of clothes, etc. to correct the dress code violation.
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The principal or designee will have “the final say” in determining the appropriateness of student
dress and/or appearance.

Emergency Information
To help promptly address emergencies, every family is required to provide the school office with
the following information:

● Parent/guardian names
● Complete current address
● Home phone number and parent/guardian work phone and/or cell phone numbers
● Emergency phone number of relative or friend to act as emergency back-up for the

parents/guardians
● Physician’s name and phone
● Medical alert information

Keeping  your emergency information current is essential.  If you move, change telephone
numbers, jobs, doctors or choose different caregivers, please notify the office as soon as possible
with the updated information.

Parents/guardians should indicate the names of persons to whom their child/children will be
released.  Only parents/guardians will be allowed to make changes to the form.

Emergency Procedures
Emergency procedures for the following situations are on file in the office and in the Staff
Handbook:

● Fire
● Severe Weather, including threat of tornado
● Bomb Threat
● Hazardous Spills
● Crisis Situation
● Intruder

Evacuation procedures and routes are posted in every classroom.  Emergency drills are
conducted regularly throughout the school year.

Field Trips
Field trips are a part of the educational process and provide an invaluable experience for
students. (Note:  The eighth grade class trip is a field trip and will follow the field trip policy.)
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Field Trip Regulations:
1. Since field trips provide a unique learning opportunity, the teacher planning

the experience may conclude that a student remains at school based on their
recent behavior history or if they have incomplete/missing assignments and/or
failing grades.

2. All school rules apply during field trips, including while on the bus or other
transportation.

3. Parents/guardians must complete and return school-provided permission
forms prior to the trip for their child to be allowed to participate.

4. Reasonable care will be taken to ensure student safety.  Adult chaperones will
be briefed on their responsibilities and expectations.  All drivers will follow
the same route to and from the destination.  No additional stops will be
allowed.

5. Volunteers driving students on field trips must:
a. Complete VIRTUS training through the Green Bay Diocese.
b. Be at least 21 years of age and exhibit the responsibility and

concern needed to safely transport others.
c. Possess a valid, non-probationary driver’s license and have no

condition that may impair their ability to drive safely. (Copy of the
license must be provided to the school office.)

d. Be driving a vehicle with a valid registration. (Copy of registration
must be provided to the school office.)

e. The vehicle must be insured at current coverage standards. (Proof
of insurance must be provided to the school office.)

f. The vehicle must have an operable seat belt for each passenger to
use.

Financial Aid
No student will be denied an education at St. Mary/St. Michael School for financial reasons.
The purpose of tuition assistance is to help school families in times of financial need.  Financial
need is defined as “difficulty meeting financial obligations”. Applications are available in the
school office and should be returned  to the school principal/designee.  Applications are accepted
at any time during the school year. Criteria for financial aid includes the following areas of
information:

1. Reasons for requesting assistance
2. Amount of aid requested
3. Possibilities of compensation sharing through time and talent.

Within thirty (30) days of receiving a completed application, the applicant will meet with the
Pastor or designee to assess their needs. A financial plan will be developed at this time.  Funds
will be distributed to the school as outlined in the individual financial plan.  Distribution will
take place in a timely fashion. This process is to be held in strict confidence by all participants.
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The following guidelines will be used to determine the amount of tuition aid:
1. Applicant family’s financial need
2. Amount of tuition outstanding
3. Number of families and students in need of financial aid

Applicants will be informed in writing of the amount of financial aid to be paid to the school on
their behalf.  Funds will be disbursed as stated in an applicant’s financial plan.

Fines
Damage done by students to textbooks, equipment, bathrooms, classroom furniture and/or desks
will be subject to fines up to replacement cost as determined by the principal/designee.  Students
are expected to keep their books free from scribbling and protect them from excessive wear.

Firearms, Weapons, and Dangerous Objects
Firearms, weapons, and other dangerous objects are not permitted in school.  The possession or
use of such by employees, volunteers, or students is not permitted in the building or on the
playground.

Fundraising
We have one of the lowest tuition rates in the Diocese. To help defray the total cost of education,
the school, the Home and School Association and the 8 th grade class sponsor fundraisers each
year.  Your participation and support of these fundraisers is highly important and appreciated.

Grievance Procedure
If a parent expresses dissatisfaction with some aspect of the school, the following procedure
should be followed:

1. The parent will share their concern with the teacher or staff person(s) directly
involved.

2. If the concern is not resolved in a manner satisfactory to the parent, the parent
should speak with the principal.

3. If the concern is not resolved in a manner satisfactory to the parent, the parent
should provide a written statement to the Education Board.

4. If the concern is not resolved in a manner satisfactory to the parent, the parent
should provide a written statement to the Pastor. The Pastor has “the final say”
after all previous steps have been followed.

Guest Speakers/Programs
Guest speakers and programs enhance the curriculum at St. Mary/St. Michael School.  All guest
speakers and programs will be arranged with the approval of the principal/designee.
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Health and Immunizations
St. Mary/St. Michael School takes advantage of health services offered by the Manitowoc
County Public Health Office.  These may include hearing, vision, and scoliosis screening.  The
school coordinates these screening activities with the help of volunteers.  Individual health
records are kept on file for each student.  Information to update individual records is requested
prior to the start of each school year.  Emergency health and contact information are kept readily
available near the office phone.

Homework
Homework provides a link between home and school.  It gives the parent/guardian an
opportunity to get involved in their child’s education.  You can encourage and support your
child’s homework efforts by:

● Proving a quiet, well-lit area for homework
● Scheduling a consistent time for homework to be completed
● Limiting distractions, including electronics
● Being available for questions, but remembering that the homework is your child’s

responsibility
● Making sure all homework is finished
● Having your child assume responsibility for bringing and returning homework
● Praising your child for a job well done.  Never miss an opportunity to compliment a

child. A loving and nurturing atmosphere is key for developmental growth.

If no homework is given, time should be spent on reading and writing for pleasure, reviewing
previous work or an upcoming assignment.  This needs to be a regular practice.

 Honor Roll Medals and Certificates
Beginning in 4th grade, St. Mary/St. Michael School calculates “Honor Roll” at the end of each
academic quarter. To determine Honor Roll, the quarter grade from each of the following “Core
Courses” is used: Religion, Reading, Science, Social Studies, English, Spelling, and Math. The
letter grade, with + or - as appropriate, for each Core Course receives the point value shown
below. The points for all seven Core Courses are added together. That total is then divided by the
number of Core Courses. This will result in the average grade earned by the student.

A+ 12 points
A 11 points
A- 10 Points
B + 9 points
B 8 points
B- 7 points
C+ 6 points
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C 5 points
C- 4 points
D+ 3 points
D 2 points
D- 1 points
F 0 points

“A Honor Roll” for each quarter is an earned average of at least 10 points with no rounding.
“B Honor Roll” is an earned average between 7 and 9.99 points with no rounding.

Honor roll certificates or medals will be given at the end of the school year to those students who
have been on the honor roll at least three of the four quarters.

Illness
It is the school's right to send home any child whom we identify as too ill or too symptomatic to
be in attendance. The principal or designee will contact home. The student will be isolated while
they wait for a ride. Parents/guardians will be notified and will arrange for the student’s travel
home.  Parents/guardians must sign their child in or out whenever leaving or entering the
building.  The Sign-In/Out Log is located in the school office.

Students who show symptoms of illness should not come to school.

Legal Rights
Parents/guardians have the legal right to challenge the accuracy of the child’s record or to deny
the release of that record to a third party.

Liturgy/Religious Instruction
As liturgy is central to our Catholic faith, our students and faculty participate in liturgies once a
week.  Students and teachers plan and participate in liturgy.  Family members are invited and
encouraged to participate in the liturgy with their children.

Religion is taught in each classroom. Preparation for First Eucharist and First Reconciliation
takes place in Grade 2.  Sacramental preparation is a parish responsibility and is coordinated with
the parish religious education coordinator with active parent/guardian involvement.

The Sacrament of Reconciliation is conducted twice a year, during Advent and again during
Lent, at the discretion of the Pastor.  Parents/guardians are responsible for more frequent
reception of this sacrament by their children.
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Daily prayer, scripture reading, and prayer services are part of the religious education program
for all students.

Lost or Stolen Items
The school will not be held accountable for items lost or stolen.  Students should not bring any
items of value to school, since the items may be broken or lost by accident.

Clothing items should be labeled with your child’s name.  Items found will be placed in the
lost-and-found area of the school office.

School personnel are NOT responsible for missing money, clothing or toys.

Lunch
Hot lunch is provided through the federal hot lunch program.  A nutritious meal is prepared each
day.  Students are encouraged to take advantage of this service.  Milk is included in the price of
hot lunch.  Students may also choose to bring a cold lunch from home.  Students who eat cold
lunch may purchase milk for that day or bring a juice box from home.  Soda is NOT allowed.

Menus are sent home each month and are posted on the school website.  Meals may be purchased
for the month by sending checks payable to “St. Mary/St. Michael School''.  Meals must be
purchased in advance. Parents/guardians will be contacted about outstanding lunch balances to
make arrangements to resolve the issue.

Parents/guardians are invited to have lunch with their children whenever they are able.  Please
contact the school in advance if you would like to join us so that the extra meals are prepared.
The school food service director will be in the cafeteria during lunchtime to collect payment for
visitor meals.

Free or reduced lunches are available to students who qualify under USDA guidelines.
Applications are included in the annual registration packet and are available in the school office.

Medication
Parents/guardians must bring in and pick up all medications, including prescriptions and
over-the-counter medications and complete the school medication form. All medications,
prescriptions and over-the-counter, will be administered through the office. Written instructions
from the prescribing physician must accompany prescription medication.  All medication must
be given to the school office in its original container with the child’s name on it. All medications
will be kept in a locked cabinet in  the office.

The principal will designate a school employee authorized to administer medication as defined in
the Wisconsin Administrative Code.6.01 and DPI training guidance. (See Medication
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Administration to Students Policy in the Policy Manual on the school website). The designated
person administering the medication will record the information in the medical logbook.

Morning Snack
Chocolate and white milk are available for morning break and noon lunch for all students.  Milk
for break can be ordered by the semester or for the school year.  There are no refunds for
absences or school days that do not allow for a break.  Healthy snacks, such as crackers, fruit,
raw vegetables and popcorn, etc. are recommended for snacks.

Parties
The staff will schedule parties for special occasions and holidays.  Parents/guardians may be
asked to assist at these celebrations.

Pets
Teachers may give special permission for pets to be brought to school as part of a special
program or activity providing that no child’s health is endangered by the presence of that pet,
including allergies, etc.  Under no circumstance is a potentially dangerous pet to be brought to
school.

Physical Education
All students are required to participate in Physical Education. A doctor’s note and/or written
request from the parent/guardian is required for a student to be excused from participation for a
specific period of time.  Athletic shoes are required for class.  An extra pair of shoes labeled with
the child's name can be left at school for the days when he/she is not already wearing appropriate
footwear. Students in grades 5-8 are encouraged to bring a change of clothes for Physical
Education class.

Promotion and Retention
Promotion and retention decisions are based on each student’s academic, physical, social, and
emotional growth and involve consultation with parents/guardians, teacher(s), principal, and any
other personnel involved with students.

Recess
All students need regularly-scheduled recess periods to provide them with fresh air and exercise.
A traditionally-scheduled school day at St. Mary/St. Michael School includes a 30-minute recess
twice each day. All students are expected to go outside when the weather permits.  Recess will be
held indoors if the temperature or wind chill is 0 degrees Fahrenheit or lower locally. If a child
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needs to stay in at recess, the classroom teacher should be notified in writing by the parent. (See
Playground Procedures and Rules Policy in the Policy Manual on the school website).

Records
Each student’s official file is kept in the school office.  This file contains the student’s
registration form, diocesan progress reports and/or public school report cards, attendance
records, kindergarten screening, standardized test results and other information specific to that
child.  A parent/guardian wishing to review their child’s file must provide a written request in
advance and set up an appointment with the principal/designee.

The school abides by the provisions of the Buckley Amendment with respect to the rights of
non-custodial parents/guardians.  It is the responsibility of the custodial parent/guardian to
provide the school with an official copy of the court order signed by a county judge. In the
absence of a court order, the school will provide the non-custodial parent/guardian with access to
the academic records and to other school-related information regarding the child.

Report Cards and Academic Progress
Student academic progress will be formally shared with parents/guardians through end-of-quarter
report cards that are sent home. Parents/guardians are invited and strongly encouraged to monitor
their child’s academic progress and attendance through PowerSchool. Contact the school office
for assistance with accessing the PowerSchool software from your computer or mobile device.

School Closings and Virtual Learning Days
Generally, St. Mary/St. Michael School will follow when Valders Area School District closes for
weather-related reasons. School closings or early dismissal of school due to inclement weather
will be announced using one or more of the following communication methods:

● school website: www.school.stmarystmichael.com
● emails through GroupVine
● telephone calls to parents/guardians
● radio and television announcements

When school must be canceled during the school day, school personnel will ensure that all
students have satisfactory transportation and supervision at their home before releasing them.

Some days of weather-related school closings may become “Virtual Learning Days” where
teaching occurs via various remote learning opportunities. This may include internet-based
instruction, whole class online meetings, work assigned in advance, etc.

School Hours
Office:  7:30 a.m. – 3:00 p.m.
School:  7:45 a.m. – 3:00 p.m.
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3K:  8:00 - 11:00 a.m. on Mondays and Wednesdays

School Organizations

Education Board
St. Mary/St. Michael Education Board is the policy-making body responsible for the
oversight of the education programs in the parish.  The Board is accountable to the
Ordinary of the Diocese of Green Bay, the Diocesan Board of Total Catholic Education,
and the St. Mary and St. Michael Parish Councils.  The Board meets monthly.  All
meetings of the Education Board are “open” except those designated as Executive
Sessions.  To be placed on the agenda, submit a request to the board president.

Home and School Association
The purpose of the Home and School Association is to support and promote St. Mary/St.
Michael School, its families, and its mission.  All school parents/guardians belong to the
Home and School Association.  This is a family-focused organization.

The Home and School Association reports to the principal/designee and the Education
Board.  All fundraising activities must be approved by the Education Board.  The
principal/designee will have final approval of all decisions involving major expenditures.

School Pictures
Individual photos are taken in the fall of each school year.  No family is obligated to purchase
picture packages.

Eighth grade class pictures are taken at the Graduation Mass.  There is no obligation for families
to purchase photos.

School Supplies
The current supply list is posted on the school website
www.school.stmarystmichael.com/school-supply-list. A supply list for the next year will be
mailed home with the 4th quarter report card.

SCRIP
SCRIP is an ongoing fundraiser for St. Mary/St. Michael School.  Purchasing SCRIP for use at
area businesses generates income for our school.  Each vendor participating in SCRIP rebates a
specific percentage of the purchase to our school. SCRIP is available for purchase at the school
during school hours, after weekend Masses, or by sending a complete SCRIP order form with
payment to the school.  Your order will be filled and sent home with your student.
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Unlike other fundraising programs that rely on families to become salespeople, SCRIP raises
money simply by modifying your method of payment while shopping. You won't be spending
extra time, energy, or money when joining this fundraiser. SCRIP becomes a part of your regular
routine while buying gas, groceries, and everyday purchases.

When families buy SCRIP at St. Michael’s, they can have the option to gift the purchase credit to
a family at St. Mary/St. Michael School to use toward their tuition. Each month, purchase
information from St. Michael’s Parish is shared with the school.

Search and Seizure
The school reserves the right to search anything brought onto school property, including jackets
and backpacks. Desks, textbooks and other materials or supplies loaned by the school to students
remain the property of the school, and may be opened by school employees for cleaning,
maintenance or searches. When prohibited items are found in the course of routine cleaning or
maintenance, or in the case of emergency, they will be confiscated and a report will be made to
the principal who will determine whether further investigation is warranted. The
principal/designee shall have the right to access any content, including text messages, photos, or
address books on cell phones or other electronic devices confiscated from students. Illegal or
contraband materials found during a search shall be turned over to law enforcement officials.

Service Hours
To fulfill our school Mission Statement of “contributing to our community,” students entering 7th

grade have two school years (7th & 8th) to record a minimum of twenty (20) service hours. To be
granted credit for community service hours, the student must not receive payment or other
tangible reward for their work.  Service hours are documented by project description, dates,
number of hours and supervisor’s signature and turned in along with a Service Hours Report by
May 1st of the student’s graduating year.

Special Needs Scholarship Program (SNSP)
Speech therapy and other special needs programming is available for St. Mary/St. Michael
School students. Students suspected of having an exceptional learning need may be tested upon
request of a teacher or parent/guardian. Once an Individual Education Plan (IEP) or other special
learning need is determined, services can be offered either at our school through the SNSP or
through a local public school district.

Standardized Testing
Students in grades 1-8 take the Measure of Academic Progress (MAP) assessment. This online
standardized test is administered three times each school year to measure each student's progress
in Reading and Math. Teachers use the MAP results to plan for students' individualized learning
needs.
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Students in Grades 5 and 8 are given the ACRE test each year in March. The ACRE measures
the students’ knowledge of the Church and of the Catholic teachings.

Student Learning Support Services
St. Mary/St. Michael School offers its students/families services to meet their academic, social,
behavioral, emotional, and spiritual needs. St. Mary/St. Michael School recognizes current
research and public school laws require students to be placed in the most conducive (least
restrictive) environment to promote learning, this being, for most, in the regular educational
classroom along with their peers. Furthermore, SM/SM teachers realize that their instruction
requires differentiation to meet the needs of all students. To best meet students’ needs, teachers
will communicate with parents any concerns and areas for improvement or celebrations of
success as they occur. Teachers will also provide re-teaching, remediation, and enrichment of
content within the classroom as needed. When modifications may be needed to accommodate a
specific student’s needs the following procedures will be followed:

1. The student’s needs are addressed in an Accommodation Plan. All teachers that work
with a student will receive a copy of the plan and be responsible to provide the
accommodations listed. Parent input on these plans can be added as well. New plans may
be developed and current plans may be adjusted during the school year if teachers or
parents feel this will assist in student success. Services are available through the Valders
Area School District for Early Childhood (social relations Pre-K), Title 1 (Reading gr.
1-3), Speech (gr. K-8), and Occupational Therapy (gr. K-8) if teachers observe a student’s
social, reading, speaking or motor skills below age level expectations.

2. Students begin within the classroom participating in regular learning activities with their
accommodations in place. Any students who already have Service Plans for EC, Speech,
or OT will have schedules planned by the specialists who provide those services. Any
student in Gr. 1 or 2 who received services the previous year for Title 1 will be
re-assessed in September to check present eligibility. Teachers can refer new students for
EC, Title 1, Speech and OT by completing a referral form, which provides specific
information about the students and interventions requested. Teachers can request EC and
Speech specialists to informally observe students within the classroom. If formal
assessments are required to determine eligibility, parent notification and permission are
needed to conduct one-on-one assessments.

3. If the regular classroom teacher feels that a student requires additional academic
interventions that cannot be met within the regular classroom, they will contact the
principal and the learning support teacher. Information will be shared regarding the
child’s strengths, needs, accommodations already being used, use of Title  services, and
provide documentation of the child’s progress or lack thereof. Teachers then identify the
intervention they feel is needed.
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4. The learning support teacher reviews the information and performs assessments on both
struggling and accelerated students to confirm the child’s level of performance and areas
of need.

5. If a child’s need(s) can be met with additional help from the learning support teacher
within the classroom, a schedule will then be created to meet those needs.

6. If a child’s needs require limited one-on-one or small group remediation or enrichment (1
hour or less a week), a schedule will be created by the learning support teacher. This
learning support will not interfere with content area instruction and learning.

7. If a child’s needs require more intense one-on-one intervention that will affect their
academic courses, there may be a meeting that would include the classroom teacher(s)
parents, student, principal, learning support teacher, and any specialists to discuss
additional accommodations.

8. If additional testing is required to determine if a Learning Disability is affecting a child’s
learning, a psychologist from the Valders Public School District attends a second meeting
to arrange assessments. Teachers and parents are asked to complete Rating Scale
Checklist Forms that help identify problem areas. If a child is identified with a Specific
Learning Disability, a Service Plan is created by Special Education teachers, which lists
additional interventions that can be followed.

If a teacher or parent feels that a child requires social, behavioral, emotional, or spiritual
interventions that cannot be met in the classroom, the school counselor and/or principal will be
contacted and meet with the teachers or parent to discuss the matter. The counselor/principal can
then meet with the child to discuss the matter. The counselor and/or principal are also available
to informally meet with students during the school day when issues may arise

Suspension/Expulsion
Suspension is of a temporary nature. Expulsion is permanent and must be reported to the local
public school district administrator.

The reasons justifying suspension or expulsion from a Catholic school in the Diocese of Green
Bay should be serious.  Even when such reasons exist, other avenues must be explored before the
decision to suspend or expel is reached.

There are two general situations which lead to suspension or expulsion; both must be verified by
evidence:

● When the moral or physical well-being of a student or adult is endangered.
● When there is prolonged and open disregard for school authority.

Suspension
Suspensions may be recommended by teachers, but is the decision of the
principal/designee after conferring with the teacher directly involved.
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A student may be suspended for no more than three school days for a specific offense or
if a notice of an expulsion hearing has been sent, for not more than a total of five
consecutive school days.

Suspension Procedure
To suspend a student, the principal/designee will:

1. Advise the student of the reason(s) for the impending suspension.
2. Based on collected evidence, make a determination that the student is indeed

guilty of the alleged rule infraction and that the suspension is reasonably
justified.

3. Give prompt notice to the parent/legal guardian of the suspension and the
reason(s for it.

4. Provide the student with an opportunity to take any examination or complete
any work that will be missed during the period of suspension

5. Offer the student and parent/legal guardian an opportunity for a conference
with the principal within five school days following the start of the
suspension.

Due Process for Student Suspension
The student will be made aware of school rules and regulations and will be told of the
offense for which he/she is being disciplined.  All school rules will be shared and the
student and parents/guardians will have the opportunity to be aware of the published
rules.
The procedure for due process is:

1. The student will be told what he/she is accused of doing.
2. The student will be given an explanation of the evidence that was used to

make the determination for the suspension.  The student is entitled to know
the basis for the accusation.

3. The student must be given an opportunity to present his/her side of the story
prior to the suspension being issued.

The Pastor and the Education Board, or the administrative body responsible for handling appeals,
as applicable, must be informed in confidence of all suspension actions, including an explanation
of charges.

Expulsion
Expulsion proceedings begin with suspension by the principal/designee with a
recommendation for expulsion.  This removes the student from school until the
recommendation to expel is acted upon.
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1. The principal/designee notifies the student and parent/guardian of the suspension
with recommendation for expulsion and the specific charges in writing.

2. The student and parent/guardian are also notified of their right to appeal to the
Education Board in writing within five days of the recommendation for expulsion.

3. The period of five days may be extended at the discretion of the
principal/designee or  Education Board based on the inability to successfully
contact the parent/guardian during those five days.

4. If the parent/guardian fails to appeal the recommendation of expulsion, it is
considered a withdrawal from the school and the local public school administrator
will be notified that the expulsion will take place automatically.

5. The principal/designee informs the Pastor and Education Board of the suspension
with recommendation for expulsion.

6. If the parent/guardian files a petition for a hearing within the prescribed five days,
the hearing shall be set as soon as possible. The Education Board or designated
representatives shall conduct the hearing.

7. The parent/guardian is informed of the date, time and place of the hearing and of
their right to be represented by counsel and of their right to an open or closed
hearing.

Expulsion Procedure
At the hearing, the following procedures will be used:

1. The principal/designee states the reason(s) for recommendation for expulsion and
provides the documentation.

2. The student and/or parent/guardian present their case.
3. The Education Board or designated representatives serving as the hearing panel

then ask those questions necessary to establish the facts and circumstances.  Cross
examination is also allowed.

4. When the hearing panel decides it has enough information to make a decision, the
panel goes into Executive Session to render a decision.

5. The student and parent/guardian and the principal/designee are informed of their
decision in writing.

Tardiness
Arriving at school on time is the best way to get the day off to a good start.  Late arrivals are a
distraction for everyone.  Any child who arrives at school after 8:05 a.m. is considered tardy.

Technology/Office Fee
The technology/office fee charged at the time of registration is used for textbook and technology
purchases at the discretion of the principal/designee.
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Telephone Calls
Parent communication with the principal and/or teachers is encouraged. In certain circumstances,
a telephone call may be the best available form of communication. Teachers are teaching
between 8:00 a.m. and 3:00 p.m.  They may not leave their classroom unattended to take phone
calls. If you would like to talk to a teacher by telephone, please call the school and leave a
message or contact the teacher via email. The teacher will return your call or email at his/her
convenience.

Only extremely important messages are delivered to a student during school hours.  Students will
be allowed to use the telephone with permission from the secretary, principal or designee.
Permission to go to a friend’s house, go to a game, etc. does not constitute an emergency.
Permission should be given BEFORE the student leaves for school in the morning.

Textbooks
Students are responsible for loss, damage and undue carelessness to their books.  Textbooks must
be covered.  All books and supplies should be carried home in a backpack or book bag.  Families
are responsible to pay for materials that need to be replaced and are charged the publisher’s price
or the used book supplier’s price.

Transfer of Records
When a student transfers to another school, their grades and attendance records will be
forwarded upon written request from the new school.

Vacations
We strongly suggest parents/guardians plan vacations when school is not in session.  However,
when this is not possible, we ask that the family discuss the matter with the principal and the
child’s teacher as far in advance as possible.  A written note or direct communication must be
sent to the office and the classroom teacher to verify the dates that the students will miss school.

Vandalism
Willful damage or destruction of school and/or parish property is cause for immediate suspension
and possible expulsion.  The school requires that the student(s) and his/her family, according to
the terms determined by the principal/designee, make restitution.

VIRTUS – Protecting God’s Children
The following persons are required to complete a VIRTUS Protecting God’s Children Awareness
Session:
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a. All school employees, full or part-time
b. All volunteers, age 18 and over, who have direct contact children, youth, vulnerable
adults and,

1. Encounters said person(s) more than four (4) times in a school year,
2. Acts as a chaperone on an overnight event,
3. Is the sole adult driver in a vehicle transporting said person(s),
4. Spends an average of one (1) or more hour(s) per week in any given four (4)

week period with said person(s)
5. Is not under the direct/immediate supervision of a school or parish employee.

Any person refusing to complete a VIRTUS-Protecting God’s Children training will be ineligible
for service as an employee or volunteer for the school.

All full and part-time school and parish employees are required to complete the monthly
VIRTUS online training bulletins to remain “trained”.

Visitors
Anyone entering the St. Mary/St. Michael School building during school hours MUST first
report to the office to obtain permission from the principal or secretary.  This is to ensure the
safety of the children and to keep classroom disturbances to a minimum.

Volunteers
Service from parent volunteers will be requested at various times throughout the year to help
with specific events.  Please be as generous as you can when called upon to help out.
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