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PHILOSOPHY

Each sta� member and student of  St. Charles Borromeo Catholic School recognizes that we are
fellow disciples of  Jesus, the unseen teacher present in every classroom.

MISSION STATEMENT

St. Charles Borromeo Catholic School nurtures unity between Faith and culture in our
students by providing academic excellence and a spiritual and intellectual encounter with Jesus
Christ, developing the whole person as a re�ection of  Jesus.

Catholic Schools 2019-2024 Strategic Plan Link
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ST. CHARLES BORROMEO CATHOLIC SCHOOL

ADMISSIONS/ENROLLMENT
St. Charles Borromeo School does not discriminate on the basis of  race, sex, or national origin. Registration is
initially open to current families that are in good �nancial standing. Catholics from other parishes and
non-Catholics, as space allows, are welcome to attend. Any family that is not currently enrolled will complete
an online application. These applications are time stamped and will be how the o�ce determines who receives
the open placements. St. Charles Borromeo strives to provide services and makes reasonable accommodations
for students with limitations. However, because of  the age and physical structure of  the building comprising
many sets of  stairs, students with physical handicaps might not be able to attend.St. Charles Borromeo
Catholic School provides education to preschool - 8th graders. Preschool begins at 36 months and is fully potty
trained. Fully potty trained means the child is able to use the restroom independently without assistance.

As a condition of  enrollment, parents will complete a general health statement including the notation of  any
medical conditions, especially allergies or medications that might a�ect the child in the school setting. (See also
“Medication”). Other requirements for enrollment include: copy of  original registered birth certi�cate, health
appraisal signed by a physician, record of  up-to-date immunizations, and proof of  residency for new families.

St. Charles Borromeo Catholic School does not provide special education or professional counseling services for
students who have learning or behavioral challenges.  However, the school does make referrals for special
education services through the local school district.  In cooperation with the school district, students are
released from classes for these services as needed. St. Charles works closely with the child’s professional
counselor/psychiatrist/psychologist to design an individual plan for the child.  If  the child is enrolled and has
an IEP from another school, St. Charles sta� will study the plan and make the necessary adjustments to meet
the child’s needs while at St. Charles Borromeo School, utilizing an adjusted education plan, not the IEP.

Due to our core values of  our school’s mission and our commitment to maintaining small class sizes, we have
enforced class size limitations.. We do cap classes in order to maintain our high academic standards at each
grade level. Each spring, we limit enrollment to current school families in good �nancial standing for one full
week before open enrollment will begin.  Once open enrollment starts for new families, enrollment is subject to
availability for each grade level.

ANIMALS
We love animals, but no animal, pet or otherwise, should be brought to school without the permission of  the
teacher and principal. Teachers will arrange for short-term visits to the school for educational purposes. This is
done out of  respect for the safety of  everyone as some students are highly allergic to animals.These visits will
remain outside on school grounds.

ARRIVAL/DISMISSAL PROCEDURES
The safe arrival and dismissal of  students is dependent upon a coordination of  e�orts between school personnel
and parents or guardians to establish a daily routine.
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● Parents are asked to have their child at school between 8:00 and 8:10 a.m. so classes can start
promptly at 8:15 a.m. Playground supervision runs from 7:45 to 8:10 a.m.  All children are to be
dropped o� on the school side of  Harrison Street because there is no morning crossing guard.
Parents should remain in a single �le car line. Cars should pull all the way up to the fence to
drop o�, not stopping at the entrance of  the school.  For the safety of  all students coming into
the building, please park in the parking lot, not on the street. Do not leave your car unattended
on the street. Leaving your car unattended, even for a few minutes, causes a serious risk to all of
the other families dropping o� students.  Our parking lot will only be accessible from Taylor St.
Parents are responsible for the safe arrival of  students. The �rst bell will ring at 8:10 a.m. and
students will begin entering classrooms from morning recess. Students arriving after 8:15 a.m.,
but before 9:30 a.m. will be marked tardy. Students who leave school at 2:00 p.m. or later will be
marked as Early Dismissal. 10 tardies and/or early dismissals will equal 1 day absence on child’s
records.  Punctuality is an important habit to cultivate and it is important for children to be
ready for the day and also not interrupt procedures and instruction after the day has begun.

● All K-8 students after 7:45AM will walk to the playground unless prior arrangements have been
made with a sta� member to enter the building.

● Children in the child care program or preschool do not need to be escorted by parents or
caregivers to and from the program. They may be dropped o� in the car rider line and enter the
school building. The sta� member will sign the child in and out when picked up.Please be
prompt in picking up your child at the end of  class time to assist our teachers in getting to their
next duty (P2/P3 - 11:15 am and P5 – 11:45 am). Preschool parents will follow the same as the
3:30 dismissal.

● Dismissal is at 3:30 p.m. Parents will line up on the South side of  Harrison St and the West side
of Pierson St in a car pick up line. Please do not park on the North side of  Harrison St. for pick
up.

● Any child not picked up by 3:40 p.m. will be placed in the Child Care program and parents will
be billed accordingly. Parents wishing to pick up their child prior to 3:30 p.m. must send in a
note or call the o�ce. Please call the school by 2:30 p.m. to inform sta� members of  changes in
the usual student pick-up routine to designated persons or a delay of  parental pick-up time. The
Coldwater Public Schools requires that parents contact the transportation o�ce at
517-279-5950 by 1:30 p.m. on days when children are not going to be riding the bus.

● Students are released by sta� members only to those persons that parents have identi�ed in
writing to have permission to escort their child. This includes release from the building
property, the parking lot, and extended day activities..
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For Drop O� of Walkers - If  you are going to walk your child please walk them to the building and release them
to enter on their own. Parents will be asked to follow the dismissal procedures and not park in neighboring
businesses to walk and get their child.

For Pick Up of  Walkers - For the safety of  all walkers, they will be released from class after the car pick up has
ended. Please wait at the gate between the school and activity building for your walker. If  you choose to have
your child walk home alone. The school must have a signed note stating the residence that the child is going,
along with the expected route annually. No student will be allowed to be released to a parking lot or business
that a parent does not work at.

ASBESTOS and HAZARDOUS MATERIALS Information
St. Charles Borromeo School is regularly inspected to insure student safety with regard to the use of  asbestos or
hazardous materials. Bi-annual inspections are completed locally by trained personnel, and tri-annual audits are
completed by certi�ed inspectors in cooperation with the Diocese of  Kalamazoo. Written records of
documentation are maintained in the school o�ce.  Precautions have been taken to bring up to code any
building areas suspected or found to contain building materials with asbestos. Parents will receive noti�cation
annually.

Safety Data Sheet (SDS) records are maintained on all materials used on the building premises to insure the
safety of  students, sta�, and visitors to the building.

The use of  insecticides or other chemical treatment follows state regulations for application. Noti�cation to
parents of  such use when children are present in school will be sent within 24 hrs.
Parents will be able to request prior noti�cation of  pesticide use on the pesticide noti�cation form which is sent
home annually.

ATTENDANCE/TARDINESS
Regular attendance, punctuality and participation are necessary for success in school. St. Charles Borromeo
Elementary School follows Michigan law regarding compulsory school attendance. Parents will be noti�ed
when the percentage of  absent days from school causes concern for sta� members. Local school district policy
has been developed and is administered through the Branch Intermediate School District. A countywide
attendance policy procedure requires the school principal to refer extended absences of  students from school to
the Branch Intermediate School District Truancy O�cer.

The school wishes to cooperate with parents regarding necessary delays in reporting an absence from school,
especially when due to medical care. For each absence the school must receive noti�cation from parents by
10:00 a.m.  If  a child is not present and the school is not noti�ed by 10:00 a.m., the o�ce will contact the
parent. When doctor’s appointments must be made within school hours, advance noti�cation is generally
su�cient.  In the case of  multiple appointments, medical veri�cation may be requested by the school o�ce.

It is recommended that vacations be scheduled on days when school is not in session. Please check the school
calendar for extended weekends, days o�, Christmas and Spring Break vacations. If  there is a need to remove a
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child from the school setting, other than emergency situations, the school should be noti�ed two weeks prior to
the extended absence from school.  Students are required to make up all missed assignments or complete
alternative assignments as prescribed by the child’s teacher. Teachers do their best to catch children up who
have missed school time; however, they cannot recreate the school experience and class participation time
missed by students. Consequently, parents must understand that student grades will likely be a�ected by being
absent from school. Students who are unexcused will not be able to participate in extracurricular events on the
missed day.

ATTIRE
St. Charles Borromeo Catholic School does not have a sta� dress code because all who are hired are expected to
be role models for students in every aspect. The same is true for volunteers. Whether it’s wearing jeans, skirts or
dress slacks, volunteers are to be examples to our youth that they are adults who respect themselves and others
and witness these values through their appearance. The only caution is that in wearing T-shirts, volunteers are
asked to guard against logos, cartoons, or sayings that might be inappropriate and send the wrong message to
our young children.

BAPTISMAL STATUS
The Diocese of  Kalamazoo requires that record of  baptismal status for all Catholic students be kept on �le in
the school o�ce. This information is recorded on the Diocesan Information Card at the time of  initial
registration.

BIRTH CERTIFICATES
Parents must present an o�cial birth certi�cate for each student upon enrollment at St. Charles Borromeo
School. Record of  live birth from the hospital, often with footprints, does not meet the requirement. The
school will gladly make copies of  original paperwork for the parents.

BIRTHDAYS
We are happy to celebrate student birthdays within the classroom. If  a student would like to bring in
individually wrapped store bought  treats they may do so. Pizza parties, cakes, or catered meals are not
considered snacks and will not be allowed for birthday celebrations.As a reminder cupcakes are not permitted.

CANCELLATION OF SCHOOL
St. Charles Borromeo School will follow the Coldwater Public Schools cancellation of  schools policy regarding
inclement weather or public crisis. Cancellation of  school takes place only during extraordinary circumstances
such as extreme weather, equipment failure, or public crisis. The school board and principal are aware of  the
hardship, which can be caused by an abrupt cancellation. Therefore, school will not be cancelled unless a
signi�cant safety risk has been created by unusual circumstances.

Every practical means is used to notify parents of  an impending cancellation, including School Messenger,
radio, email, and television. Contact is made with these speci�c stations: WTVB (1590 AM), WWMT Channel
3, and WOODTV8 television station, as well as our Facebook page.  In the unusual circumstance when school
must be cancelled during the school day, teachers will determine that all students have satisfactory
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transportation and supervision before releasing them from school. A student will not be released without
parental consent. Consequently, it is important for parents to keep the school o�ce informed of  changes in
contact information; and any additions or deletions to the list of  persons who may sign their child(ren) out of
school.

Occasionally during the school year, we experience a high number of  Acts of  God, and utilize all of  our allotted
days o� of  school.  Should we exceed our six allotted days, we will then enforce “E-Days” for additional
unexpected days o� school. Teachers (grades K-8) will send assignments out via email/ Google Classroom for
students to complete at home and expect to turn in when school resumes.  We understand that there will be a
variety of  situations in which the child will not be able to complete those assignments and we will make
accommodations on an individual basis for these communicated situations.

CELL PHONES/ELECTRONICS
Personal items are best left at home.  If  a child must have a cell phone for after school communication, it is to
be kept in a backpack and turned o� throughout the day.Apple Watches and other smart watches may be worn
unless they become a distraction to learning in the classroom.

CHILD CARE (LICENSED)
Licensed child care for St. Charles Borromeo students is provided before and after school for students whose
parents need to have a safe place for their children to go when parents must work. Child care is available in the
mornings from 7:00 - 8:10 a.m. and in the afternoon from 3:30 - 5:30 p.m. Enrichment is available in the
afternoon following preschool classes, for parents wanting a full day for their preschool children. Child care
contracts are required to be able to attend our child care program. Payment will be expected from parents
monthly. Families will be billed late fees if  students are not picked up by 5:30 p.m. closing time. The school has
the right to deny services if  charges become outstanding.

COMMUNICATIONS
According to guidelines expected to be followed to maintain school accreditation through the Michigan
Association of  Non-public Schools (MANS), the school o�ce must approve all notes and �yers sent home with
children prior to copy and distribution. Please give 48 hour notice for this to occur.

Parents and other volunteers having information to share with classroom parents should contact the teacher
and provide the information so that it may be included in the next weekly classroom communication.
Classroom information is sent home with children weekly in order to keep parents informed, unless other
arrangements for contact are made by the teacher.

A calendar containing items of  interest to students and parents will be distributed regularly. Lunch menus are
sent home monthly to allow for review by children and parents. The school o�ce will send home electronic
monthly newsletters or notes to parents.
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Please allow up to 48 hours for a sta� response to email. During the day instruction and student learning is the
focus. If  this is a time sensitive matter, please contact the o�ce to assist. School related communications should
come through email, phone calls, or classroom communication tools like Class Dojo.

St. Charles Borromeo has a website that is kept current with all the school information and classroom letters.
Please visit this website regularly: www.scbcatholicschool.org

It’s important to tell the teacher/school when…
• Your child has any allergies, especially to bee stings, peanuts, milk, or other sensitivities.
• Your child is on any kind of  medication, or your child has not been feeling well over the weekend or for

a period of  time.
• Your child is showing signs of  frustration or lack of  understanding of  expected learning outcomes in

school.
• Your child complains of  being mistreated by adults or bullied at school or on the bus by other students

or peers.
• A separation or divorce is pending and could a�ect your child’s behavior or performance. Remember

the school needs legal documentation of  restriction of  visitation of  non-custodial parents.
• A family member is seriously ill or a death occurs in the family.
• Your telephone number or address changes.
• Any event that seriously upsets your child (pet dies, etc.)
• Anything that you think is important.

COMPUTERS and TECHNOLOGICAL EQUIPMENT
St. Charles Borromeo students are privileged to have technology equipment and software to allow them to
become computer literate and use technology as a tool of  learning. Students are taught safe and appropriate use
of equipment to promote respect for rules and procedures when using equipment and completing research
activities. The various technologies will allow students the opportunity to work at their own pace for extra
review or curricular challenge.
The computer lab is equipped with computer stations for each child in the class, and a media projector. The
combined use of  technology and printed text materials o�ers children a rich learning environment. K-8th grade
students will be one to one with Chromebooks. In the event that the class/school must go virtual the
Chromebooks will be allowed to be taken home. The device should be protected and used for instructional
purposes while at home. If  the devices are sent home due to virtual learning an additional at home Acceptable
Use Policy (AUP) will need to be signed by student/parent prior to leaving the school grounds.

CONDUCT/BEHAVIOR
Discipline policies and procedures are established for the following reasons:
• to promote the Catholic faith-based standards for living within a community and providing service to

others;
• to create a safe and healthy environment;
• to promote a strong academic and social learning environment;
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• to support the development of  physical, social, intellectual, emotional, and spiritual growth of  each
student as an individual;

• to limit the opportunity for any individual student to interfere with the educational rights of  other
students.

A behavior rubric is below, which is used as a general guide when dealing with misbehavior of  our students.
We encourage positive behaviors through our moral virtues and the Disciple of  Christ, Education in Virtue
program.

Behavior Plan   Preschool - 2nd

BEHAVIOR First

Occurrence

Second
Occurrence

Third

Occurrence

Subsequent
Occurrences

Type A

Disrespect toward
others and teasing

Unkind gestures, Eye
Rolling, Horseplay,

Play �ghting, Teasing,
Unkind Gestures, Name

Calling, O�ensive
Language, Gossiping

Excessive Talking

15 Second
Intervention

Opportunity for
apology

15 Second
Intervention

Removal from
activity/area for 3

minutes to calm down

Opportunity for
apology

15 Second
Intervention

Removal from
activity/area for 5-7

minutes to calm down

Conduct
Communication

Opportunity for
apology

15 Second Intervention

Loss of  1 recess.

Re�ection of  action.

Conduct Communication

Opportunity for apology

Type B

Behavior that could
Injure others

Spitting, Hitting, Shoving,
Pushing, Tripping,
Pinching, Slapping,

Grabbing, Threatening,
Throwing objects with the
intent to hurt someone,

Excluding others

15 Second

Intervention

Removal from

activity/area for 3

minutes to calm down

Opportunity for

apology

15 Second

Intervention

Removal from

activity/area for 5-7

minutes to calm down

Conduct

Communication

Opportunity for

apology

15 Second

Intervention

Loss of 1 recess.

Reflection of actions.

Conduct

Communication

Opportunity for

apology

15 Second Intervention

Loss of 2 recesses.

Reflection of actions.

Conduct Communication

Teacher/ Principal Conference

with Parents

Opportunity for apology
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Type C

Purposeful behavior
causing injury or

damage

Punching/�ghting, Biting,
stealing, vandalism,

retaliation for someone
reporting, any other serious

form of aggression

15 Second
Intervention

Immediate removal
from area for 5-7

minutes to calm down

Conduct
Communication

Loss of  1 Recess

Student discusses with
principal

Principal
communicates with

parent

Opportunity for
apology

15 Second
Intervention

Immediate removal
from area for 5-7

minutes to calm down

Conduct
Communication

Loss of1 Recesses

Student discusses with
principal

Conference with
parents

Opportunity for
apology

15 Second
Intervention

Immediate removal
from area for 5-7

minutes to calm down

Conduct
Communication

Loss of  2 Recesses

Student discusses with
principal

Student calls parents

Opportunity for
apology

1-2 hour ISS at
principal’s
discretion

1 day ISS or OSS at
principal’s discretion

Principal conference with
parent

Make a positive behavior
plan with parents.

Behavior Plan   3-8

BEHAVIOR First

Occurrence

Second
Occurrence

Third

Occurrence

Subsequent
Occurrences

Type A

Eye Rolling, Horseplay,

Intimidating Stare, Leering,
Gossiping, Mean or Rude

Gestures, Aggressive or rude
comments, Gum, Excessive
Talking, Public Display of

A�ection, Electronic Devices,
Possession of  Potentially

Dangerous Objects,
Inappropriate Behavior,

Homework Inconsistency

15 Second
Intervention

15 Second
Intervention

Teacher
communication home

Removal from
activity for 10

minutes

15 Second
Intervention

Lose of  a Recess

Student
discusses w/

principal

Principal
communication

home

15 Second
Intervention

Teacher
communication home

30-minute after
school detention
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Type B

Spreading Rumors, Name
Calling, Teasing, Taunting,
Ridiculing, Humiliating,

Disrespect,
Disruptive/Disorderly

Behavior, Failure to Follow
Directions, Pushing, Lying,

Obscene/Lewd/Vulgar/Abusi
ve Language, Forgery/False
Representation, Academic

Cheating

15 Second
Intervention

Teacher
communication

home

Removal from
activity for 10

minutes

15 Second
Intervention

Teacher
communication

home

Loss of  Recess

15 Second
Intervention

Student
discusses

behavior with
principal

30-minute after
school detention

Principal
communication

home

15 Second
Intervention

Teacher
communication

home

60-minute after
school detention

Parent Conference

Type C

Threatening, Stealing,
Gra�ti and Damaging

Property, Sexual, Racial,
Cultural Harassment,

Stalking, Intimidation,
Extortion, Pushing, Fighting

that includes: Hitting,
Punching, Kicking, Use of  or
Purported Use of  Potentially

Dangerous
Objects/Substances,
Vandalism, Misuse of

Computers, Retaliation for
someone reporting

15 Second Intervention

30-minute after school
detention

Immediate removal to
the o�ce

Student discusses
behavior with principal

Principal
communications

behavior to the parents

15 Second Intervention

60-minute after school
detention

Immediate removal to
the o�ce

Student discusses
behavior with principal

Principal
communications

behavior to the parents

Behavior plan
conference

15 Second
Intervention

1-2 days ISS

Parent
communication
about behavior

15 Second Intervention

1 – 3 days OSS

Parent conference and
return to school

communication plan

Type D

Making a Bomb Threat,
Flashing a Weapon,
Stabbing, Shooting,

Alcohol, Tobacco, and
other Substances, False
Fire Alarms, False 911

Calls, Extortion/Blackmail,
Physical Assault, Striking

or Threatening School
Personnel, Destruction of

Computers,
Lighters/Combustibles

Conduct

Communication

3 – 5 days OSS

Principal

communication home

Parent Conference

Return to school plan

if it follows state and

federal laws.

Recommendation for Expulsion

*St. Charles’ School will uphold all state and federal laws

regarding Type D behavior violations and proper authorities will

be notified.

Consequences may be more severe in any category based on the seriousness of  the action.
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CONFERENCES

Formal parent-teacher conferences are scheduled after the �rst marking period. Parents are asked to attend
scheduled meetings with teachers of  each of  their children, regardless of  the child’s level of  progress, to
reinforce the importance of  the school experience and build a supportive relationship between the home and
school as seen by the child.

It is not necessary to wait for the regular conference time if  a parent has a special concern as conferences can be
arranged at any time during the school year.  Likewise, school sta� members are encouraged to maintain
regular contact including holding parent-teacher conferences early to gain information to help sta� members
work successfully with the child and to inform parents of  concerns or possible issues in the learning process.
Early intervention is sought to prevent the development of  more serious academic, social or emotional
problems.

The school principal is available to meet with parents as needed. Parents are asked to discuss speci�c issues with
the classroom teacher to o�er the teacher opportunity for intervention before principal action is taken.
However, in the case of  a serious situation parents should know that they may contact the school principal
regarding any issue.  Any concerns about St. Charles Borromeo should be brought to the principal’s attention
so that they can be addressed appropriately.  These should not be posted on social media accounts or discussed
o� site with other parents.  We de�nitely take any concerns very seriously and they will be addressed in a
prompt manner.

CONFIDENTIALITY and PRIVACY of INFORMATION –
Compliance with Family Education Rights and Privacy Act of  1974 (FERPA)
Procedures and expectations are in place to be sure that sta� members and volunteers respect the
con�dentiality of  students. Discussion of  student information should re�ect only necessary information to be
shared in order to provide for the education needs of  the student. Casual discussion or relay of  information is
prohibited as it can lend itself  to developing into a rumor, and in the end a�ect the public relations and
marketing of  the school in a negative manner.

Procedures have been established and are followed to assure necessary access of  information for students and
parents while protecting the privacy of  such records. Educational records are kept secure in a locked �le.
Parents hold the right to review records and should contact the school o�ce if  so inclined. Requests for records
will be honored in a timely manner.
Directory information, including name, address, phone, dates of  attendance, extra-curricular and sport
involvement, etc., may be disclosed for speci�c school purposes, including news release, PTO events, promotion
of the school program, etc., under the direction of  the school principal.

Parents hold the right of  refusal by written request that the school not release any or all information for that
student. Parents are asked to do this by the �rst day of each school year, although requests givenduring the
school year will be honored.
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There are times when families must deal with separation issues. It is important that the school remain neutral
during times of  family strife. Parents need to understand that children look to the
safety of  school as place where they will engage in learning and be separate from home issues during the school
day. Sometimes during di�cult times, the custodial parent will request that the school restrict contact with the
non-custodial parent. The school is bound by laws that govern parental contact with the school. It is the
responsibility of  the parent to provide such documentation that is signed and dated by the court stating what
contact is, or is not allowed by one or more parties.

CURRICULUM
St Charles holds the highest standards in curriculum that is based upon educational research of  the best
practices in teaching children. In addition, through the support of  parents, parish membership, local
organizations, and grants the school holds state of  the art resources to provide sound instruction. Finally, the
extended school day activities sponsored by the Parent-Teacher Organization and the service groups of  the
parish provide an enriched environment that extends learning into community living and engagement.

St. Charles Borromeo School follows the guidelines set by the Diocese of  Kalamazoo and the State of  Michigan.
St. Charles Borromeo sta� members strive to meet and surpass the minimum goals and objectives to assure
academic excellence for all students. Teachers understand that instruction must be varied at times to meet the
needs of  the students who excel and those who have not yet developed expected levels of  pro�ciency in a given
area.  In addition to in class assessment tools, students at St. Charles takes part in some standardized tests,
including NWEA (grades K-8), to provide additional feedback for parents and teachers to mark progress of  the
students.

School administration and LCAB (Local Council Advisory Board) realize the importance of  continuous review
of curricular areas of  instruction and the need for sta� member training and professional development
opportunities. Every attempt is made to keep sta� members up to date with regard to research and what is
considered to be best practice within the educational �eld. In addition, diocesan sta� members will be
providing support to the school principal and sta� members to improve instructional leadership and classroom
practice as part of  the O�ce of  Schools strategic plan. A brief  overview of each curriculum area follows:

Theology
Students are taught the basic precepts and tenets of  the Roman Catholic Church. Students in preschool
through eighth grade engage in formal religious instruction as part of  the academic school day. In addition to
the Faith and Life Series, students in preschool through grade 1 engage in the Catechesis of  the Good Shepherd
program, enhancing their understanding of  our Catholic faith at the child’s level of  comfort. Students engage
in learning about the faith and are o�ered the Sacraments of  Reconciliation and First Holy Communion while
attending the second grade. Students attend Holy Mass on a weekly basis; with kindergarten students
attending 1-2 times per month with the student body. The student body prays the rosary at least once a month
and the Stations of  the Cross weekly during Lent.  Our families will have an active role in the growth of  our
students’ faith.  A Parent Guide for grades 1-4 and 5-8 will be assigned to parents (a complementary one is
provided from the school, but if  lost, parents will need to pay for a replacement).  These guides will be used
regularly throughout the year to enhance classroom instruction and expand to our domestic church.
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It is recognized that not all students and sta� members are Roman Catholic, yet we all are Christians in our
belief  systems. Non-Catholics are welcome and respected as a viable addition to the Christian Community at
St. Charles Borromeo School. Non-Catholics are invited and encouraged to engage in prayer and learning
activities. We always welcome our families to our school Masses on Wednesday mornings. If  Non-Catholics are
joining us for Mass, you are welcome to join the congregation in processing to the altar at time of  Communion,
but please cross your arms to receive a blessing; receiving the Eucharist is a special sacrament that Catholics
have been taught about and prepped for. A blessing from the priest is provided for those who have not had this
preparation.

Language Arts
Students are taught reading, writing, spelling, listening and other communication skills throughout the school
day. Materials include language arts and literature text from Pearson Journeys series, a wide variety of  trade
books, spelling workbooks, handwriting books, and teacher developed activities, which are adapted regularly to
meet the needs of  the students, with our faith at the heart of  decisions.  Teachers are trained in various areas,
such as:
• Fountas and Pinnell Benchmark Assessments
• Phonics through the Evidence Based Literacy Instruction
• Reading Workshop
• Write Steps Writing Program
• NWEA assessments- three times per year
• and various other researched-based methodology and strategies

Mathematics
Students learn basic skills, problem solving, and higher level mathematical concepts.  St. Charles Borromeo has
adopted the Big Ideas Math series, aligned with other Diocesan schools, in order to provide the most up-to-date
materials for student learning, including adopting the Common-Core Mathematics Standards. This program
allows teachers to integrate the use of  hands-on teaching with paper-pencil practice during the learning
process. Teachers improve their understanding and teaching of  mathematics through continuing education
classes and various workshops.

Science
Students are taught to think scienti�cally through the use of  TCI curriculum for grades K-8 and while using
our Diocesan curriculum document as our guide for appropriate science standards that are also tied to our
theology content standards.  The texts, as well as additional hands-on materials provided by the classroom
teachers, allow children the opportunity to study scienti�c concepts, predict outcomes, conduct experiments,
and re�ect upon their learning.

Social Studies
Students are taught a continuous curriculum helping them to understand themselves, family life, community
living and the connection between people and places within the world. Students are taught through unit study
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with a variety of  printed materials and activities organized by teachers.  A focus on Michigan history and
people occurs in grade 3.

Physical Education
Students are taught skills to enhance their physical development along a continuum of maturation. Students
engage in personal �tness and exercise activities, play games and learn to socialize (leadership, sportsmanship
and congeniality) through the physical education program. Laced shoes will be needed so they do not �y o�
during kicking activities.

Art
Students are taught to understand the process of  creating and appreciate the expression of  artistic abilities
along a continuum of personal development. Students will learn the basics of  art presentation, and about the
great artists throughout history. Students will have the opportunity to utilize a variety of  mediums to create as
part of  the art experience.

Music
Students are taught to appreciate and enjoy music as a lifelong in�uence in their lives. Students will learn basic
concepts allowing them to explore their individual talent, engage in performance, and enjoy a variety of  musical
experiences. The basic elements of  music are presented to students through various cycles of  experience
involving singing, playing instruments, listening, movement, and expression.  Middle school students also focus
on music appreciation.

Technology
Students are taught to respect and use technology to improve their understanding of  the world.  Teachers
promote the use of  technology in classroom learning activities and in student demonstration of  learned
material. Each classroom has a unit containing the latest technology with additional computer units. The
computer lab is equipped with computer stations for each child in the class, and a media projector.
Chromebooks and Google applications will be an important addition to our technology class this year.
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DRESS CODE
The dress code fosters a sense of  self-respect while keeping the focus on God and education, not clothing.
Students will be verbally noti�ed if  they are violating dress code. A second warning and communication to
parents will be used if  repeated, and students will be given clothing to change into from our uniform shop.

Boys
Dress Slacks

Navy blue or Khaki slacks are to be worn. Corduroy dress slacks are acceptable, but colored denim is not.  All
slacks must �t properly and a plain colored belt should be worn when necessary.

Dress Shorts
Navy blue or Khaki walking shorts, which come to the �ngertip length, may be worn from August through
October and after Spring Break, weather permitting.

Shirts
White, navy blue, or red shirts may have long or short sleeves, but must have a collar.
Traditional collars, turtlenecks, polo shirts, and oxfords are acceptable for style.  Shirts should be of  solid color
and free from logos or monograms.  Polo shirt with the St. Charles Borromeo logo is the only exception.

Sweaters
White, navy blue, or red cardigans, vests, pullovers, v-neck and crew neck sweaters are acceptable.  Sweaters
must have a collared shirt or turtleneck worn underneath. St. Charles Cougar spirit sweatshirts can be worn
throughout the year over a solid shirt.

Shoes
Shoes may be dress or athletic, however no open-heeled or open-toed shoes are allowed.   An extra pair of  tennis
shoes may be kept at school for wear during physical education games, or at recess play on blacktop areas when
wearing dress shoes to school.

Jewelry
No body piercing, and no tattoos of  any kind are allowed.  Jewelry that is heavy or loose and may cause injury
during physical education or recess play must be removed if  requested by the adult in charge.  Excessive wear of
jewelry items is not acceptable school attire.

Hair
Hair should be of  natural color, neat, clean and o� the collar. The style worn should re�ect commonality
among students and not draw excessive attention to one student over others. Students are expected to maintain
the style of  hair worn to school under parental supervision during morning routines and not change the style
during the school day.

Accessory Wear
Accessory wear may be worn to school and outside during recess play for protection from the sun and elements
of weather. Accessory wear is not to be worn inside the school building, church, during class sessions. Accessory
wear refers to hats, sunglasses, scarves, headbands with ears, mittens or gloves and other protective accessory
wear.

Winter Wear
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Students will engage in outdoor recess play, weather permitting.  Students need to dress for cold weather
including the use of  snow pants, boots, hats, mittens or gloves.  This is true for older students as well as
younger students.  Older students often have the opportunity to play more physical games including modi�ed
football; soccer and tag that require outerwear to keep clothing dry.  If  for some reason a child is not able to
wear boots, they must bring an additional pair of  shoes that can withstand the wet weather.  They will be
expected to change into dry footwear, including dry socks as necessary.

Girls
Dress Slacks

Navy blue or Khaki dress slacks are to be worn (no logos or designs). Corduroy dress slacks are acceptable, but
colored denim is not.  All slacks must �t properly and a plain colored belt should be worn when necessary.
Proper �t refers to slacks that do not draw excessive attention to one student over others. Tight sweatpants,
yoga pants, or leggings, even that mimic dress pants styles are not permitted for dress code pants (these are also
not permitted on out of  dress code days).  Modesty is the best policy.

Dress Shorts/Skirts/Skorts (combination of  shorts and skirt panel)
Navy blue or Khaki walking shorts, which come to �ngertip length, may be worn from August through
October and after Spring Break, weather permitting. Plaid skirts/jumpers (of  primary colors) may be worn as
well, with colors matching the white/navy/red shirts. Plaid shorts or skirts should only be
red/navy/green/white- plaid colors that include pink, purples, glitter, etc. are not in uniform. Skirts/skorts
need to come to �ngertip length or leggings (of  matching solid dress code colors) need to be worn below.
Leggings should be solid color, red, navy, white, or black with no designs or pictures.

Jumpers/Skirts
Navy blue or Khaki jumpers and skirts (no logos or designs), which come to the knee in length, may be worn
throughout the school year.  (Girls must wear shorts under jumpers and skirts during recess play to purport
modesty.  Tights and knee socks
-of  matching solid dress code colors- should be worn during cold weather, as students will engage in outdoor
recess play whenever possible.) Tights should be solid color with no designs or pictures.

Blouses/Shirts
White,  navy blue, or red blouses and shirts may have long or short sleeves, but must have a collar. Traditional
round collared, turtlenecks, polo shirts, and oxfords are acceptable for style. Blouses and shirts should be of
solid color and free from logos or monograms. Polo shirt with the St. Charles Borromeo logo is the only
exception. All blouses and shirts must be worn tucked inside of  pants or skirts.

Sweaters
White, navy blue, or red cardigans, vests, pullovers, v-neck and crew neck sweaters are acceptable.  Sweaters
must have a collared shirt or turtleneck worn underneath. St. Charles Cougar spirit sweatshirts can be worn
throughout the year over a solid shirt.

Shoes
Shoes may be dress or athletic, however no open-heeled or open-toed shoes are allowed.  Platform shoes and
heels are not acceptable daily wear, for the safety of  our children.  The school administration may allow
exceptions for footwear for special occasions.  An extra pair of  tennis shoes may be kept at school for wear
during physical education games, or at recess play on blacktop areas when wearing dress shoes to school.

Jewelry
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No body piercing or tattoos of  any kind are allowed.  Jewelry that is heavy or loose and may cause injury during
physical education or recess play must be removed if  requested by the adult in charge. Excessive wear of  jewelry
items is not acceptable school attire.  Earrings for pierced ears should be small and not dangle.

Hair
Hair should be of  natural color, neat, clean and o� the face. The style worn should re�ect commonality among
students and not draw excessive attention to one student over others.  Students are expected to maintain the
style of  hair worn to school under parental supervision during morning routines and not change the style
during the school day.

Accessory Wear
Accessory wear may be worn to school and outside during recess play for protection from the sun and elements
of weather.  Accessory wear is not to be worn inside the school building, church, during class sessions.
Accessory wear refers to hats, sunglasses, scarves, headbands with ears, mittens or gloves and other protective
accessory wear.

Make-up
Make-up is not to be worn to school; nail polish is permitted in any color.

Winter Wear
Students will engage in outdoor recess play, weather permitting.  Students need to dress for cold weather
including the use of  snow pants, boots, hats, mittens or gloves.  This is true for older students as well as
younger students.  Older students often have the opportunity to play more physical games including modi�ed
football; soccer and tag that require outerwear to keep clothing dry.  If  for some reason a child is not able to
wear boots, they must bring an additional pair of  shoes that can withstand the wet weather.  They will be
expected to change into dry footwear, including dry socks as necessary.

Special Out of  Dress Code Days- Throughout the year, there are special scheduled spirit and out of  dress code
days.  Please use modesty and appropriate logos and wording when choosing out of  dress code clothing,
including, but not limited to the same guidelines with tops and shorts as outlined above, avoid tights/tight
yoga pants/leggings (unless bottoms are covered with shirt/sweater).  These guidelines also apply for our older
students who change clothing for PE classes. Out of Dress Code passes are to be used by the end of  the year
unless otherwise stated. They should also be used only by the individual who received it.

ELECTRONIC DEVICES
We request that students not bring these items to school. If  they are broken or stolen, the school cannot be held
liable.

EMERGENCY DRILLS AND POLICIES
Emergency drills are conducted regularly in compliance with state and diocesan guidelines.

Fire drills are conducted a minimum of �ve (5) times per year. The signal for �re is a solid, very loud blast given
from tripping a �re alarm. Each class has an escape route to an outside area a safe distance from the building.
Children are led to these designated areas in a safe, quiet and orderly manner.
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Tornado drills are conducted a minimum of once a semester. The new PA system will announce a severe
weather signal for tornado or threatening thunderstorms. During tornado drills each classroom goes to a
designated area within the building. Additional drills will be conducted for childcare programs in accordance
with state licensing regulations.

Children’s safety and care is the top priority. When an actual severe weather/tornado warning is in e�ect
extending beyond the school day, students will remain in the designated area unless/until an all clear is given.

Safety drills: St. Charles Borromeo, in cooperation with local police, is prepared for other potential emergencies
or man-made disasters. All K-12 schools are now required by law to conduct three “safety” drills in which
occupants of  the school are restricted in the interior of  the building and the building is secured in an
appropriate manner. This plan includes the need for parent cooperation in disasters.

Emergency Communication Policy During School Time
St. Charles Borromeo School has a detailed plan of  action that may include, depending on the emergency, an
evacuation site where students can be reunited with their parents. Should there ever be a situation or disasters
occurring at or near the school, parents are urged not to rush to the building. They must trust the school sta�
and public safety responders to do everything in their power to protect the children. In most emergencies
parents will not be allowed near or in the school building, but will be directed to the evacuation site to be
reunited with their child. In an emergency, listen to Coldwater’s local radio station, WTVB 1590AM for
further information and instructions. We will use School Messenger to also communicate important
information. This is an important part of  the plan to notify the community of  what is occurring at the school
and where to pick up children. Parents calling or rushing to the school in the event of  an emergency will only
hamper critical incident operations and response by police, �re and medical personnel.

Emergency Communication Policy Outside of  School Time
In the event that an emergency situation arises in the school or community outside of  the school day which
requires contacting all St. Charles faculty, sta� and families, the following will apply:
-The school o�ce contacts the families via email, phone, School Messenger, as well as WTVB 1590 AM

Building Security
A security system has been installed and all school doors are kept locked. Anyone entering the building must
press the buzzer to the right of  the front door in order to be admitted. Identi�cation will be requested of  all
visitors to our school.  Please be prepared to state your name and reason for entering our school each time that
you buzz in. Thank you for partnering in our children’s safety!

EMERGENCY INFORMATION
Each student is required to have on �le at the school o�ce the following information:
1. Parent(s) or guardian(s) name(s).
2. Complete and up-to-date address.
3. Home phone and parent(s) work phone.
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4. Emergency phone number(s) of  friend or relative who also serve as designated persons to sign-out
students and/or transport them home.

5. Statement of  physical health including physician information.
6. Medical alert information.
7. Permission for child to be treated in case of  emergency.

Every change of  address, phone number, or emergency contact must be reported to the o�ce as up-to-date
records are essential in handling emergency situations. Changes in emergency contact persons must be in
writing (letter, fax, e-mail), and phone calls cannot be accepted.

FIELD TRIPS
Field trips within our city and to nearby points of  interest are scheduled by various classroom teachers
throughout the school year. These trips are a privilege, not a right and are designed to supplement di�erent
aspects of  the classroom curriculum introducing students to the resources of  the community.

Please allow the teachers to plan driver arrangements, groups, and the activities for the day, in order to best
align our �eld trips to our curriculum needs.  Students may be asked to stay at the school or stay at home for
�eld trips due to behavior concerns, should that need arise.

Parents will receive notices of  �eld trips in advance of  the scheduled trip date and may be asked to assist with
chaperone duties.  Parents or family members over the age of  18 who are attending �eld trips must be VIRTUS
trained. The school will not extend deadlines on permission slip dues dates for chaperones. These need to be
done in advance to verify all Diocese chaperone guidelines have been followed.

The sta� has worked to correlate a plan for �eld trips to occur throughout the St. Charles school experience to
supplement the curriculum. We ask that siblings do not attend �eld trips so that students, parents, and sta� are
able to receive all of  the bene�ts that the teacher has planned on for each event and time can be spent with the
child that is focused on that particular �eld trip. Use of  electronic cigarettes, vaping pens, or smoking is not
permitted on any school �eld trip by adults or children.

Teachers will have speci�c permission slips for all trips. These must be �lled out by the deadline for the student
to attend.

St. Charles Borromeo Catholic must comply with Michigan Law requiring booster seats for children under 8
yrs or not yet 4’9”. Any child �tting this restriction and without a booster seat will not be permitted to go on a
�eld trip unless the parents drives them separately.

FOOD SERVICES
Children may bring their own lunches or purchase hot lunch at a cost of  $3.00 per day. Milk will be available
for $0.50. Parents are encouraged to apply for free and reduced lunch status annually, which is a con�dential
matter and will be strictly anonymous. Students receiving free or reduced cost lunches will have accounts as
other children so that there is no identi�able means of  knowing who those children are in the school.
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Every child is assigned a lunch account in which automatic deductions are made for food items ordered in the
classroom on a daily basis. It is recommended parents prepay $25.00 per child using our FACTS system to cover
just over a two-week period. Students holding free or reduced lunch accounts will need to deposit additional
money into their account to purchase any extra food items or extra milk. An electronic notice to the parent will
be sent when the account needs replenishing. It is important to keep your email up to date with the school and
FACTS system to receive these noti�cations.

Although children may order “extra” food items, it is not generally recommended especially for the younger
students. From previous experience it has been noted that when children order extras of  one particular food
group, other food items go uneaten and wasted.

Food programs must be self-funding and operate on a cash-only basis. Once hot lunch is ordered, refunds are
not possible. We must pay for whatever is ordered regardless of  absences from school, or a child choosing not to
eat their food on a particular day. Please note the students do not have the use of  a microwave available to them.

Please be considerate of  items that are packed in cold lunches.  Items should be easily opened by your child to
ensure that lunchroom supervision is available for all students and not limited by assisting with items in cold
lunches. For those students who consistently bring a cold lunch, it is bene�cial for you to work with your child
on personal responsibilities of  opening their own lunch items, or providing packaging that is easy for them to
do so.

FUNDRAISING
Our sta� appreciates our students considering us in fundraisers that they are completing with their outside
activities and enrichments.   However, in order to be least disruptive to class time, and be fair with all students,
we ask that parents/students bring the fundraiser forms into our main o�ce.   The forms can then be shared
with the teachers and returned.

HALLWAY PROCEDURES
1. Students are not allowed to go into classrooms or use lockers before the beginning of  the school day.
2. On days when the weather is poor, students will be allowed to gather inside the lower level of  the

building, or be taken to the activity building to wait for the start of  the school day.  Students are
expected to talk in a quiet voice and act in a responsible manner while waiting.

HARASSMENT
Harassment does not refer to behavior or occasional compliments of  a socially acceptable nature. Rather, it
refers to a speci�c action which is unwelcome, personally o�ensive, fails to respect the rights of  others, or
otherwise creates an intimidating, hostile, or o�ensive educational environment. Harassment of  a student(s) by
other students or any member of  the sta� is contrary to the School Board’s commitment to provide a physically
and psychologically safe environment in which to learn and may be a violation of  Federal and State Law. In
addition to sexual harassment, which includes unwelcome sexual advances or any form of improper physical
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contact or sexual remark, harassment shall also include any speech or action that creates a hostile, intimidating,
or o�ensive learning environment.

The intent of  this explanation is to ensure that the Student Handbook prohibits any form of sexual harassment
and any use of  racial, ethnic, or other verbal or physical harassment. It also provides a means for a student to
report any incidence of  harassing behavior from a fellow student, sta� member, or a school visitor, in a way that
avoids embarrassment and protects the con�dentiality of  the student. Any sta� member observing or made
aware of  a harassment concern by a student, parent, sta� member or community member shall be responsible
for initiating a formal complaint.

HARASSMENT INVESTIGATIVE PROCEDURES
A complaint of  alleged harassment by others occurring on the premises of  the school property shall follow the
following steps to seek resolution:

• STEP ONE: The complaint must be presented to the school principal or a designee who is directed to
make an immediate contact with the principal. If  the complaint is presented orally it should be followed
with a written statement which must include the speci�c nature of  the harassment and corresponding
dates.

• STEP TWO: The school principal shall thoroughly investigate the complaint, notify the person who
has been accused of  harassment, permit a response to the allegation and arrange a meeting of  all parties
concerned within ten (10) days from the receipt of  the complaint. The principal will give a written
answer to the complainant with �fteen (15) working days after the receipt of  the complaint.

• STEP THREE: If  the complainant is not satis�ed with the answer of  the principal, he/she may submit a
written appeal to the School Board resolution committee, or their designee indicating the nature of
his/her disagreement with the answer and the reasons underlying such disagreement. Such appeal must
be �led within ten (10) working days after receipt of  the complaint o�cer’s answer. The Board’s
designee shall arrange a meeting with the complainant and other a�ected parties, if  requested by the
complainant. After receiving all information available, the Board’s designee will give a written answer to
the complainant within ten (10) working days.

• STEP FOUR:  If  the complainant is still not satis�ed with the Board designee’s answer, he/she may �le
an appeal to the Board within ten (10) working days of  receiving the Step Three answer. The Board
will, within twenty (20) working days, conduct a hearing at which the complainant will be given the
opportunity to present the complaint. The Board will hear testimony from the complainant, the
accused person and witnesses, which may be presented by either party. Counsel may represent both
parties if  they choose. The Board will give a written answer to the complainant within ten (10) working
days following the completion of  the hearing. The hearing may be open or closed at the option of  the
person complained against.
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HEALTH POLICIES
Communicable Diseases and Other Health Risks

Following the State of  Michigan Health guidelines and directives from the local Health Department, St.
Charles Borromeo School makes daily reports regarding cases of  various illnesses among the student body such
as strep throat, pink eye, lice, etc. Parents are asked to call or email the o�ce if  a child is home because of
sickness and report the nature of  the illness by 10:00 a.m. so that the school’s reporting can be as accurate as
possible.

If  a child gets sick in school with a temperature 100 or more, vomiting, or diarrhea, parents will be called
immediately to come for the child. The general policy is that the child does not return to school until 24 hours
after treatment has begun, fever has returned to normal (without the use of  fever reducing medication) and
other symptoms have been relieved. Periodically, the school will send parents information on health issues and
how to help prevent the spread of  disease germs. Teachers and support sta� participate in mandatory training
such as CPR, AED, First Aid and Blood-Borne Pathogens.

ChapStick, Cough Drops, & Lotion
Students may have hygiene products, however, they must be cautioned not to share items with anyone. Students
needing cough drops must keep them in the school o�ce and have a written note on �le from a parent (6th - 8th
grade students may self possess cough drops as long as they are used responsibly). Lotion and chapstick may be
left in back packs if  the o�ce has a note from the parent on �le.

Illness or Injury
In case of  illness or injury a member of  the school sta� will care for a child temporarily. School personnel will
render basic �rst aid treatment only. In accordance with state and diocesan policies sta� members are limited to
the use of  soap and water for cleaning minor cuts or abrasions, and the application of  non-medicated bandage
materials. Sta� members are not allowed to remove slivers or use appliances such as tweezers or nail clippers to
attend to students.

If  emergency or medical treatment is necessary, attempts will be made to contact the parents �rst. If  parents are
not available the child will be taken to the Emergency Room generally by ambulance. It is imperative that
emergency telephone numbers of  family and family physicians be on �le at school.Your emergency wishes are
�lled out in your enrollment packet. Please make sure we have the correct information for emergency
personnel.

Immunizations and Vaccinations
As a condition of  enrollment, for new students and all students annually in preschool, K, and 7th grade, a
document verifying that the student has up-to-date immunizations in accordance with the State of  Michigan
guidelines must be presented to the o�ce before enrollment can be accepted. If  a parent declines a vaccination
for their child, they must complete a WAIVER form which comes from the Health Department directly.
Parents need to contact them for this form.
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Medications – PLEASE READ CAREFULLY!

In accordance with state and diocesan policies….Parents of  any student who needs to take medication of  any
kind (even over-the-counter medications) during school time must
1) Obtain a Medication form from the school, complete the bottom half  and sign it;
2) Take the Authorization Form directly to the doctor for completion. They may fax a completed form to us at
517-278-0505.

Prescription and Non-Prescription
Parents have the right to come to the school o�ce to administer medication to their child at anytime. A
prescription form will be �lled out when this occurs. If  medication is to be left at the school o�ce the
following is to be followed:
1. All medication must be clearly identi�ed with name and dosage.
2. All medication must be in its original container.
3. All medication must carry a prescription label with the child’s name, drug identity, dosage instructions,

doctor’s name, and expiration date.
4. The prescription must be current.
5. The parent is responsible for arranging for any training of  sta� members in dispensing medication or

providing medical treatment. Such training may require highly trained medical personnel to be secured
by the parent.

6. Only trained personnel at the school are permitted to administer medication to a student.
7. No medications of  any kind are to be in the student’s possession on school grounds.
8. All medications must be given directly to the school o�ce sta�. These medications must be signed o�

on by both the parent and school o�ce sta� member. No medication should be transported by the
student.

Sunscreen
The school is aware of  UV e�ects on children and, therefore, parents are encouraged to apply sunscreen that has
a long duration period on their child before coming to school or complete a general permission form if  it is
necessary for the child to apply it in school. Children are to understand that, when bringing sunscreen to
school, they are to turn it in with their name on it to their teacher and are not to share it with anyone else.
Teachers will not be responsible for applying sunscreen on any child.

HOMEWORK
Homework is important.  It is an extension of  the learning that takes place in school. Homework provides
practice that reinforces classroom learning and provides opportunities for independent study, research, and
creative thinking, as well as connect our parents to work that is being done on a daily basis in the classroom!
Parents can help their children by arranging a quiet, comfortable place for the student to work and by seeing
that assignments are completed. If  the homework load becomes an issue for your child, please do not hesitate to
contact the classroom teacher. Communication about incomplete homework assignments will be provided to
parents of  grades 3-8. FACTS, our online grading system, will assist parents in being up-to-date on grades and
assignments for all grades. Access is provided to parents through the family portal on RenWeb. If  a child has no
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assigned homework, it is suggested that the allotted time be spent reading, doing math facts, or related
educational activities as part of  the evening at home routine.

LABELING OF POSSESSIONS
Items brought to school need to be labeled with the child’s full name in permanent marker.  Attempts are made
to locate the owner of  lost items including the use of  a Lost and Found box outside the school o�ce. The school
is not responsible for the replacement of  items that are lost, stolen, or broken. Children should be directed by
parents to give money or items of  value to the teacher for safe-keeping.

LEAVING SCHOOL GROUNDS
Students are not allowed to leave the school grounds during school hours for any reason without the knowledge
and consent of  their teacher and school o�ce personnel. Permission to leave the grounds will only be granted
upon written or verbal request from the student’s parent or guardian. Students leaving for appointments will
be picked up at the front door of  the school. The school sta� will monitor the student until they reaching the
parent or guardian picking them up.

LIBRARY
The library is well stocked with a variety of  books and support materials. Students are allowed to check-out a
limited number of  books or resources under the guidance of  the classroom teacher. Students who fail to return
items, or return damaged items will lose borrowing privileges and are expected to pay for lost or damaged
items.

LOST AND FOUND
Lost and Found articles are kept near the school o�ce. Articles bearing the student’s name will be returned to
him/her. Unmarked articles will be kept for one month. If  unclaimed, they will be given to a charitable
organization.

LUNCH ROOM
Each child is expected to follow the procedures outlined below:
1. Use a quiet voice at all times.
2. Manners are important.
3. Keep food, drink, straw, etc. on the tray.
4. Clean up personal space. Do not play with food items.
5. Walk at all times, watch out for others.
6. Do not buy, sell, trade, give away, ask for, or purchase items from or for others. Food cannot be shared

with others, to protect the safety of  all students in the case of  allergies.

MASS
Students take an active part in their school liturgies. Students participate by composing and reading the
petitions, presenting the gifts to Father, singing and being altar servers. Parents, grandparents, and friends are
always welcome to worship with us. We ask families to sit with their children separate from the class. Please
check your parent newsletter calendar for Mass schedules.
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Those students eligible may receive Holy Communion as part of  the celebration of  Mass. Students not receiving
Holy Communion receive a special blessing by crossing their arms as they approach the altar with their class.

We always welcome our families to our school Masses on their scheduled day. If  Non-Catholics are joining us
for Mass, you are welcome to join the congregation in processing to the altar at time of  Communion, but please
cross your arms to receive a blessing; receiving the Eucharist is a special sacrament that Catholics have been
taught about and prepped for. A blessing from the priest is provided for those who have not had this
preparation.

MIDDLE SCHOOL ACADEMIC ELIGIBILITY

Extracurricular activities
Middle school students have the opportunity to participate in several extracurricular activities at St. Charles.

Academic Eligibility:
St. Charles Middle School has decided to initiate academic eligibility standards for extracurricular activities.
Student participation in extracurricular activities are viewed as an integral component of  the learning process,
and for this reason our eligibility policy is intended to be motivational in design rather than disciplinary.

Eligibility Requirements:
Students must maintain a course average of  60% or better in their core classes (math, science, language arts,
reading, social studies and theology) in order to participate in extracurricular activities. This is determined on a
weekly basis. Eligibility is checked every Tuesday morning at 8:00 a.m. by administration.

● Any written behavior referral will also result in ineligibility for the week.

o   Allowances may be made for students who have special needs or accommodations.

Parameters of  Ineligibility
Students who are ineligible may not participate in games and scrimmages.

Length of  Ineligibility
Eligibility will run from Tuesday to Tuesday to determine if  students are eligible to participate in athletic
scrimmages or games for that week.  Students are expected to complete and hand in missing assignments, tests,
retakes and late work by 3:00 p.m. the Friday before the eligibility report is generated to allow teachers time for
grading. Eligibility will start on the third Tuesday of  each quarter.

Communication
● Administration shall be responsible for ensuring that accurate, up-to-date information concerning

the academic eligibility policy is communicated to coaches, activity advisors, teachers, and students.
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OFF-LIMIT AREAS
Our school is maintained and operated for the bene�t of  our students. However, common sense and safety
considerations dictate the designation of  a few o�-limit areas where students are not permitted. These areas
include the boiler room, storage areas, teachers’ lounge and workroom, maintenance areas, and the trash
collection area. Students must cooperate and refrain from playing or visiting in these areas.

PARISHIONER STATUS (2021)
A parishioner is de�ned as the student’s legal guardian who is baptized Catholic, is registered at St. Charles
Borromeo Parish, Our Lady of  Fatima Parish, or an additional Catholic Church; worships regularly,
participates in parish activities, and supports the parish through regular contributions. Tuition rates vary for
parishioner and non-parishioner status families. There may be some reciprocity for tuition reduction between
area parishes. The school principal and pastor assist in making that determination.

PHOTOS / SCHOOL PUBLICATIONS DIRECTORY INFORMATION
(In compliance with U.S. Family Educational Rights and Privacy Act)
From time to time, photos are taken of  students during student activities. The school reserves the right to use
these photos and students’ names for news releases, the school’s website, the year book, school-related video and
slide presentations, and marketing publications. Photos that parents have taken at a school function (class
trips, enrichment activities, etc.) should be shared with the school in order to be published within our website,
or protected photo sharing site. Parents are asked not to publish photos of  children outside of  their own family,
from a school function, on any social media, such as Facebook. Any concerns about St. Charles Borromeo
should be brought to the principal’s attention so that they can be addressed appropriately. These should not be
posted on social media accounts.

At the beginning of  the year during re-enrollment, a notice of  the school’s use of  photos is available to give
parents the opportunity to decline having any photo of  their child released. This annual release will be kept on
�le at the school o�ce.

The school will allow members of  the media to take pictures of  students participating in various school
activities for publication. At times, photographers will take photos for resale and make them available to
students and parents.

The school feels that these are legitimate opportunities for students to be in the “lime light” and also promote
the school in our advertising brochures and our website.

PLAGIARISM
Plagiarism will be de�ned as intentionally using someone else’s words, ideas, or organizational structure and
claiming it for one’s own. A violation of  intentionally trying to deceive the school or classroom teacher will
result in loss of  credit for the assignment, a parent contact, Plagiarism is easily avoidable with proper MLA
citation and use of  your own original work; consult your English teacher if  you need professional guidance.If  a
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student has multiple o�enses of  plagiarism, it may result in failure of  the class and documentation being noted
on the students’ behavioral record.

PLAYGROUND EQUIPMENT
According to Licensing Rule 400.5117(14), school-age child care centers operating in school buildings
approved by the Michigan Department of  Education shall be exempt from securing a separate State Inspection
of playground equipment as long as parents are informed.

St. Charles Borromeo Catholic School meets the standards of  the Michigan Department of  Education. The
school has a designated playground area with play equipment which is inspected on a regular basis by the
school’s maintenance director so as not to compromise the health, welfare and safety of  the children.

PLAYGROUND RULES
Respect for authority and other students is always the #1 rule!
• Students are to listen to and follow the directions of  the playground supervisors.
• There will be:

-no kicking of  balls at the school or activity building
-no climbing or sitting on top of  the monkey bars
-no hanging upside down on or jumping o� any equipment
-no o�ensive language, name-calling, or teasing
-no food, drinks, or gum on the playground
-no tackling, or pulling on others
-no digging or movement of  rocks, mulch, or any playground surface.

• Children will play in safe ways avoiding injury to self  and others. Activities which, because of  their
nature, have the potential to cause injury to oneself  or others are prohibited.

• Students need to learn to advocate for themselves or others and inform the supervisor when a situation
occurs that causes real or potential harm to others.

• Games are to be open to all students and should allow for shared leadership and rotation of  players
during the game.

• Tag may only be played on the mulch area and not on or under any of  the equipment. A light tap is to
be used when tagging another student. Students should be on their feet at all times.

• Swings are to be used in a safe and appropriate manner.
• Students must get a recess supervisor when a ball goes over the fence.
• Students must ask permission before entering the building to use the restroom or drinking fountain.

Especially during hot days, students may bring their water bottles out to stay hydrated.
• If  there is a discipline problem, the supervisor may place the child by the “wall” for a length of  time

decided by the supervisor.

PLAYGROUND SUPERVISION
During the school day the students will be supervised by a recess monitor or teacher. The playground is not
supervised after school and students are expected to leave for home immediately following dismissal. Children
in the child care program use the playground facilities under the supervision of  the care provider. Children not
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in the child care program cannot be allowed to use the playground facilities during program hours as
supervisors are not responsible for students not enrolled in the program.

PTO
St. Charles Borromeo PTO (Parent Teacher Organization) has been highly involved in improving our school.
All parents are considered to be members and parental help is necessary to the success of  events. Meetings are
held monthly.

Every year the PTO sponsors several fundraising projects. Each classroom group of  parents is assigned a speci�c
project to be completed during the school year so that no one person or group of  individuals is expected to do
all of  the work. With the help of  all parents, these projects can be very successful. They allow the PTO to fund
many important activities at the school including special programs, �eld trips, enrichment, honors, awards, and
treats for students. In addition, the PTO provides teachers with funds to purchase classroom items and Mardi
Gras class projects. Follow the PTO Facebook page and monthly o�ce news for current PTO information.

RECESS

Weather permitting; students have recesses each day. Decisions to have outside recess during cold weather
depend upon the temperature and the wind chill factor. Generally, if  the wind chill factor is less than 15
degrees, students will have indoor recess. Shorter outside recess times may be scheduled on very cold days.
Children must have appropriate clothing for outside recess. All students remain on the playground during
outside recess. Only students with medical excuses will be allowed to stay in the building during recess.
Students will have supervised free time in the classroom or gym on days when inclement weather prevents
outside recess. Until the weather is consistently above 55 degrees Fahrenheit your child will be expected to wear
long sleeves on the playground. The school provides equipment for recess, so personal equipment should
remain at home.

RELIGIOUS EDUCATION

The freedom to share, learn, and practice our Catholic religion on a daily basis is the primary reason for the
existence of  St. Charles Borromeo School. All students receive instruction in the Catholic faith and participate
in liturgical celebrations. In addition, depending on age, Catholic students have opportunities to receive the
sacraments. St. Charles Borromeo School was founded on the beliefs of  mission, service, community and
worship of  the Roman Catholic Church as supported by the Diocese of  Kalamazoo.

REPORT CARDS / GRADING
St. Charles Borromeo uses the Diocesan progress reporting system, K-5 uses a standards based system, which
describes what the child knows and should know at that grade level.Middle School is percentage based that
calculates a GPA.

Preschool students receive Diocesan report cards at the semester change, with quarterly progress reports.
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Report cards are issued following the completion of  each marking period. These progress reports are to be
reviewed carefully. Instances of  accelerated promotions or retention are serious decisions reached after careful
consultation between parents, teachers and the principal.

FACTS, our online grading system for grades 3-8, will assist parents in being up-to-date on grades and
assignments.

Local School Advisory Board (LCAB)
St. Charles Borromeo School is governed through the cooperation of  the pastor and school administration,
along with advice of  the local school advisory board (LCAB). Membership positions are �lled on a rotating
basis to allow for new membership and continuity through a parish election process. Quali�cations include
parish membership, a desire to serve the school, and personal qualities or characteristics that will compliment
the work to be done.

LCAB meetings are held monthly with the exception of  holidays. These meetings are open to all who are
interested in attending.

SCRIP PROGRAM
The Scrip Program is a way to help the school �nancially as well as saving on your tuition costs. Scrip is a gift
certi�cate or cash card that is used like cash. Each participating merchant pays a percentage of  their choosing to
the school in order to receive your patronage. All families are encouraged to participate. More information is
available at the school o�ce.

SHOW AND TELL
Show and tell opportunities are meant to enhance students’ learning, build con�dence and expose children to
public speaking. Parents are asked to scrutinize carefully the items children choose to bring to school. Anything
that could be misinterpreted as condoning harmful or violent behavior or that is of  an adult nature is not
allowed (examples: weapons, pocket knives, drugs/medications, ammunition, alcohol, inappropriate
posters/comics, etc.)

SPEECH THERAPY
If any parent feels their child may need help in the area of  speech development, they should contact their child’s
teacher to see about obtaining an evaluation from the therapist.

SNACKS/TREATS
We are continually making updates to our building, including new carpet. Please do not send in cupcakes for
any celebration, as well as only provide water in water bottles for students to have access to throughout the
day. Water should be clear and noncarbonated. This will ensure that our building is able to stay up to date,
clean, and the students can help be good stewards. We also have multiple allergies/health concerns in our
building with sta� and students. All treats must be individually wrapped and store bought. This will also
reduce the amount of  instructional time lost when having a celebration.
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TELEPHONE
The o�ce telephone is a business phone and is not to be used by students, except in an emergency. Permission
from a sta� member is needed for student use of  the telephone. Phones have been installed in classrooms for the
safety of  students and sta� members; and to handle internal needs for communication. Use of  intercom and
conference call features will allow for improved phone contact with parents and others for school project work.
All outside calls come through the school o�ce where theo�ce sta� will take a message or direct thecall to the
teacher’s voicemail.

TEST-TAKING TIPS
• Help the student understand that a test is only one way to determine knowledge gained in school. It is
an indicator to the teacher of  what knowledge is understood and what concepts or learning is in need for
additional review by the teacher. Encourage student relax and accept the challenge of  assessment as a means to
share their understanding and mastery of  content.
• Make sure the student studies before the test. Research shows that shorter time periods, but more
frequent study sessions result in better scores than single long enduring study sessions.
• Make sure the student gets a good night’s sleep and a good breakfast on the day of  the exam.
• Make sure the student knows the material being tested and the type of  test administered. If  he/she
doesn’t understand these things, make sure he/she asks the teacher.
• Students should read test directions carefully
• Encourage students to look over the entire test quickly before beginning the test. It will help the
students to pace themselves throughout the test.

TEXTBOOKS
All students are assessed a book fee at the time of  registration to help cover the cost of  purchasing textbooks,
workbooks, and other materials for the classroom. If  a textbook is lost, or damaged beyond reasonable wear, the
student shall be responsible for replacement.

TITLE IX-  The local coordinator for Title services is Brandon K. Smith, Principal.   Please see the principal for
any questions or concerns related to Title IX.

TOYS
Students should not bring toys to school without the permission of  their teacher. Many toys are expensive as
well as meaningful and if  brought for “Show & Tell” should not be taken out of  the classroom. Please keep in
mind that though parents may deem an item appropriate for use at home, some items are not appropriate for
school. Among these items are toy guns, radios, skateboards, roller blades, and radio-controlled cars. Toys may
be taken away from your child should they be brought to school. Fidget spinners or devices are not permitted at
our school, unless arrangements have been made through the parents and classroom teacher. We recognize the
therapeutic bene�ts to using a �dget device, but often they become more of  a distraction to the entire class.
Students in some grades have use of  yoga balls for chairs, as well as stretchy desk bands for movement.
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TUITION AND FEES
Parents have the option of  either paying the tuition in full at time of  registration or making the minimum
deposit and enrolling in the FACTS tuition monthly payment plan for the balance. Non-refundable enrollment
costs are: Registration fee and Tech/Book fee. Parents are responsible for the semester tuition payment for
students attending even one day during a semester of  school. The o�ce must be noti�ed in writing of  any
family withdrawal from the school by a student’s legal guardian.

Tuition must be paid from past school year, before a family can register for the new school year.

Tuition assistance is available through grants, foundations and parish contributions. Parents should contact the
school principal for information about tuition assistance.

VIRTUS / VOLUNTEERS / TOUCHING SAFETY
The Catholic Diocese of  Kalamazoo has provided a program for all Catholic churches, parishes, and schools in
the diocese to ensure the safety of  all children. This program is called VIRTUS. Its mission is two-fold:
1) to train and instruct volunteers, parents, and all adult leaders about how to safeguard children against
abusive situations and
2) to provide a curriculum that will teach the children how to recognize signs of  abuse and be able to protect
themselves.
St. Charles Borromeo requires that all teachers, support sta�, and anyone volunteering in the school be trained
in VIRTUS and have criminal background checks completed.  Volunteering includes:  attending classroom
parties or assisting in the classroom, attending enrichment events after school, attending �eld trips, assisting at
lunch hour/recess, etc. The school encourages every parent to take this problem seriously by also taking
advantage of  these training opportunities to help them as parents learn more about the issues of  abuse,
recognizing signs of  abuse and what measures to take in protecting their family from abusive situations. (See
“VOLUNTEERS’ section)

VISITOR POLICY (Approved 2011)
The school welcomes all parents/legal guardians and encourages their participation in their child’s activities.
Other visitors are also very welcome to tour our school, obtain information at the o�ce and speak with the
principal. However, to insure the safety of  our children and allow for them to reap the bene�ts of  their
education without disruption in the classroom, the school has speci�c policies in place:

A.  All visitors/volunteers/parents
1. must be virtus trained, including to eat lunch with students.
2. must report to the o�ce when entering the building.  Please be prepared to state your name and reason

for entering our school at time of  arrival.
3. are to sign in stating the time of  arrival, purpose of  their visit, the company they represent, etc.
4. are never to be left alone with a child unless the situation is a parent with their own child.
5. are to make prior arrangements before visiting or volunteering in the classroom.
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6. For the safety of  all students, visitors for lunch will not be allowed to follow the classes out to the
playground. The playground supervisor needs to be focused on the students not with an adult on the
playground

B.  New visitors
1. First time visitors to the school must present ID at the o�ce. This includes  repair/service people,

salespersons, school district personnel,  etc.

2. The school has a security system with surveillance cameras, o�ce monitors, and a lock system. If  a
person is not recognized on the monitor or by name, the o�ce sta� will personally go to the door to see
ID through the window before allowing the person entrance.

C.  Other guidelines regarding persons coming to the school:
1. The teacher’s time belongs to the students during school hours and, therefore, the teacher cannot be

expected to leave the classroom while class is in session or answer the phone in order to confer with
parents.

2. Parents are asked to make arrangements with the teacher prior to visiting the classroom to insure
appropriate timing and engagement, especially when volunteering in the room.

3. Telephone messages will be relayed to the teachers who will call back as soon as they are able to do so.
Emailing the teacher may be the fastest and most direct way of  communication.

4. Any adult who needs to take a child from school for an appointment must email the teacher, send a
note, or call the o�ce ahead of  time whenever possible. A child will never be allowed to leave the
premises with anyone unless the parent has noti�ed the o�ce in advance. If  the party picking up the
child is not listed on the emergency form, then the o�ce needs authorization in writing by note, fax, or
email from the parent.

VOLUNTEER GUIDELINES
INTRODUCTION

St. Charles Borromeo School considers its volunteers to be a very special resource. Parents, grandparents, and
others are encouraged to help in the classrooms, with programs, and extracurricular activities. Please contact
the child’s teacher or the o�ce if  you have time or skills you can donate to make our school a better place for
students to learn and grow.

In order to provide for the safety of  all students, all volunteers are screened prior to being accepted to provide
service to the school. If  there are any indicators of  concern during the volunteer clearance process, the school
retains the right of  refusal to anyone to volunteer.
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Volunteers are expected to maintain the same standards as sta� members with regard to dealing with children
and upholding con�dentiality. Volunteers faced with questionable situations or possible concerns with regard
to student safety or programming are expected to report such concern to the school o�ce sta� members so that
a determination of  the need for further action can be made. Volunteers will not discipline students but rather
must refer problematic situations to the teacher or other sta� member.

Our children bene�t greatly from the experience of  good and generous volunteers who have the best interest of
children at heart. Parents and others in the community are encouraged to help in many ways throughout the
school year.  We are asking each family to complete a minimum of twenty volunteer hours for the course of  the
school year.

The following guidelines o�er volunteers a basis for understanding their role. For the safety of  our students, all
volunteers are screened and approved before they can volunteer. If  there are any concerns, the school retains the
right of  refusal.

ELIGIBILITY
All school volunteers must complete the following requirements:
1.  Complete a criminal record’s check form (ICHAT).
2.  Attend a Virtus training entitled “Protecting all God’s Children” which addresses issues of  child sexual
abuse and provides training in how to prevent or report suspected occurrences.
3.  Sign in and sign out at the school o�ce when entering/leaving the building.
4.   Participate in simple sta�-directed training regarding volunteer use of  equipment, management of  children,
and expected learning outcomes of  �eld trip activities.
5.  Volunteer drivers must sign and complete a driver and vehicle information  form, including valid insurance
policy information.

St. Charles Borromeo requires that all teachers, support sta�, and anyone volunteering in the school be trained
in VIRTUS and have criminal background checks completed.  Volunteering includes:  attending classroom
parties or assisting in the classroom, attending enrichment events after school, attending �eld trips, assisting at
lunch hour/recess, etc.    The school encourages every parent to take this problem seriously by also taking
advantage of  these training opportunities to help them as parents learn more about the issues of  abuse,
recognizing signs of  abuse and what measures to take in protecting their family from abusive situations. (See
“VOLUNTEERS’ section)

CONFIDENTIALITY AND THE TREATMENT OF OTHERS
Students are the primary focus of  all decision making and actions taken by sta� and volunteers working under
their guidance at St. Charles Borromeo Catholic School. All sta� and volunteers are expected to act in a manner
that supports and promotes the mission of  our faith-based school. By living in accordance with the Ten
Commandments, adults will act as role models to students, other parents and community members. All persons
are to be treated with dignity and respect.
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Volunteers are expected to uphold the same standards as sta� in maintaining con�dentiality when dealing with
students and parents within the school setting. Situations or events that occur in school are not to be discussed
casually even with names left out as often times such discussion lends itself  to identi�cation of  the person(s)
involved and supports the development of  rumors or gossip. Anyone found to break the trust of  con�dentiality
or expected behaviors will not be allowed to volunteer. Volunteers faced with questionable situations or
possible concerns with regard to student safety or programming are expected to report such concerns to the
school o�ce sta� so that a determination of  the need for further action can be made.

DISCIPLINE
At times, volunteers may need to guide students with gentle reminders of  school rules and policies. However,
volunteers will not discipline students but will refer any problems directly to the teacher or o�ce.

MONITORING CHILDREN
Our school is maintained and operated for the bene�t of  our students. However, common sense and safety
dictate the designation of  a few o�-limit areas where students are not allowed. These areas include the boiler
room, storage rooms, sta� lounge, kitchens, maintenance rooms and the trash collection area. Likewise,
children are never to leave the school building or playground unless accompanied by sta� or parents. Children
are never to be left unattended.

ACCIDENTS
General Note
Accidents and injuries often occur without warning. Therefore, sta� and volunteers must remain calm in order
to assess a situation and decide how to proceed. Accidents involving students, sta� or volunteers, no matter
how slight, are to be reported to the o�ce immediately. An accident form must be completed.

Immediate response �rst aid supplies (gloves, band aids) accompany the playground supervisor and are available
in the parish hall kitchen, preschool room, and Cougar Care areas and o�ce. The school has a policy for
handling bodily �uids (blood, vomit, saliva, urine and nasal or other bodily discharges). Sta� and volunteers are
required to wear disposable gloves before making contact with any bodily �uids. Gloves must be discarded after
use and hands are to be washed after handling �uids and contaminated articles. All �rst aid treatment measures
are to be documented on the accident form.

The only First-Aid treatment measures allowed per the Diocese of  Kalamazoo policy are as follows:
• Cleansing of  the area with soap and water,
• Application of  band-aids, sterile (untreated) gauze and �rst-aid tape,
• Use of  cold packs only; warm compresses are not allowed,
• Application of  pressure to reduce bleeding (nose bleeds and small cuts),
• Prolonged or continued seepage of  bodily �uid requires parental noti�cation.

Sta� members are directed to call 911 for support in case of  a life-threatening situation. It is better to error on
the side of  safety than to delay assistance when needed.
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The o�ce will notify the parent when an injury needs to be evaluated by a physician or requires monitoring:
head injuries, prolonged heavy bleeding, swelling, etc. When in doubt, if  the injury is not a 911 emergency, it’s
always better to contact the parent, explain the situation, and have them decide the course of  action.

More Serious Injuries
Sta� or volunteers in charge at the time of  injury are required to document accidents by completing an accident
form available in the school o�ce. Documentation must be completed for injury that results in obvious
bruising, breaking of  the skin by more serious cuts or areas of  abrasion, bodily collision and those involving
possible injury to muscle, ligaments or bone.

In case of  a serious injury, sta� or volunteers are to keep other students away from the injured person or area.
Initial assessment will determine if  the injured person is able to move on their own or if  they are in need of
further assistance. In the case of  immobility, call 911 to request assistance by trained Emergency Medical
Technicians, who will determine the manner in which movement or transport should safely occur.

In case of  an injury requiring �rst aid, send someone to the o�ce for assistance if  a walkie talkie is not available.
Do not move an injured child or adult; unless in imminent danger (i.e. possible broken leg, but within a
burning building). Someone must remain with the victim and attempt to provide verbal comfort by taking
note of  the person’s ability to breath normally, engage in logical conversation, identify any location and amount
of pain, and other uncontrolled body movement. A blanket or covering may be used to reduce the threat of
shock or hypothermia in cold weather. Do not give the victim food or beverage.

CRISIS SITUATIONS
In case of  a potential or real crisis situation including �re, severe weather threat, tornado, intruder to the
building that causes disruption in the school operation, or other abnormal events, sta� members and
volunteers need to remain calm in order to assess a situation and decide how to proceed. St. Charles Borromeo
School has a Crisis Plan that is being further developed. This plan has been reviewed by the sta� and includes
on-going training.

FIRE
Several �re alarms are located throughout the school building and activity building on every �oor and near
exits. Pulling down on the handle will trigger in the building you are in. This will alert anyone to the
possibility of  �re on or near the premises. Everyone in both buildings is to evacuate immediately following the
evacuation routes posted in every room.  It is the responsibility of  each volunteer to know the location of  the
alarms and study the evacuation routes.

SEVERE WEATHER ALERT
The intercom will alert students to severe weather. This will continue for  at least one (1) minute or until
everyone is safely gathered downstairs.
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MEDICATIONS
Volunteers are not to be assigned the duty of  dispensing medication. Should medication be required, only a
trained sta� member will be allowed to dispense medication and document the action in accordance with
diocesan and school policy. Volunteers must refer all requests for medication to a school sta� member for
assistance.

CONCLUSION
St. Charles Borromeo Catholic School believes that…

Volunteers are the backbone of  our school.
Volunteers are role models for our children who dream of the kind of  person they hope to be when they
grow up.
Volunteers are an inspiration to all because of  their commitment and spirit of  giving.
Volunteers are a necessary component in the quality and success of  our school.

Volunteers are God’s gift
to
St. Charles Borromeo Catholic School.

WEAPONS
The State of  Michigan is continually concerned about the safety and welfare of  school students and sta�;
therefore, St. Charles Borromeo Catholic School will not tolerate behavior that creates an unsafe environment
or a threat to safety.   St. Charles Borromeo has a gun free campus.

In compliance with State law, the School Board will permanently expel for 180 days, any student who possesses
a dangerous weapon in a weapon-free school zone or commits either arson or rape in a school building or on
school property, including school buses and other school transportation.  Non-student violators will be subject
to State and Federal Laws.

The Board need NOT EXPEL if  the student can establish to the satisfaction of  the Board that:
• The object or instrument was not possessed for use as a weapon, for the direct or indirect delivery to
another person for use as a weapon.
• The weapon was not knowingly possessed.
• The student did not know or have reason to know that the object or instrument possessed constituted a
dangerous weapon.
• The weapon was possessed at the suggestion, request, or direction of, or with the express permission of
a school administrator or the police.
Disabled students under IDEA or Section 504 shall be expelled only in accordance with State and Federal due
process rights appropriate to these students.  (THIS ABOVE SECTION APPLIES TO PUBLIC SCHOOLS
ONLY.)  See how students may continue to stay in the public school after being allegedly charged.  ST.
CHARLES BORROMEO CATHOLIC SCHOOL WILL PERMANENTLY EXPEL STUDENTS AND
THEY WILL NOT RETURN TO THIS SCHOOL.
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WELLNESS POLICY
The St. Charles Borromeo Catholic School is committed to creating a healthy school environment that
enhances the development of  lifelong wellness practices to promote healthy eating and physical activities that
support student achievement.

Wellness Committee and Policy Leadership

Committee Role and Membership
The building administrator will convene a representative wellness committee to establish goals for and oversee
school health policies and programs, including development, implementation, and periodic review and update
of this local wellness policy.

The committee will represent all school building levels where appropriate (elementary and secondary schools)
and include to the extent possible, but not be limited to: parents and caregivers, students, representatives of  the
school nutrition program, physical education teachers, health education teachers, school health professionals
(e.g., nurses, physicians, dentists, health educators, and other allied health personnel who provide school health
services), mental health and social services sta� (e.g., school counselors, psychologists, social workers, or
psychiatrists), school administrators, school board members, health professionals (e.g., dietitians, doctors,
nurses, dentists). When possible, membership will also include Supplemental Nutrition Assistance Program
Education (SNAP-Ed) coordinators.

Wellness Policy Leadership
The O�ce of  Schools will establish wellness policy leadership of  one or more o�cial(s) (e.g., superintendent,
building principals) who have the authority and responsibility to ensure each school building complies with
this policy.

Nutrition

Nutrition Education
Every year, all students, Pre-K-12, shall receive nutrition education that teaches the knowledge, skills, and
values needed to adopt healthy eating behaviors and shall be integrated into the curriculum. Nutrition
education information shall be o�ered throughout the school campus including, but not limited to, school
dining areas and classrooms.

Nutrition Promotion
The school will promote healthy food and beverage choices for all students throughout the school campus (as
well as encourage participation in school meal programs). Nutrition promotion and education positively
in�uence lifelong eating behaviors by using evidence-based techniques and nutrition messages, and by creating
food environments that encourage healthy nutrition choices (and participation in school meal programs).
Students and sta� will receive consistent nutrition messages throughout school buildings, classrooms,
gymnasiums, and cafeterias.
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Standards and Nutrition Guidelines for all Foods and Beverages
The school will establish nutrition standards for all foods and beverages provided, but not sold, to students
during the school day (e.g., classroom parties, classroom snacks provided by parents, or other foods used as
incentives).
The school shall encourage students to make nutritious food choices and ensure that all foods and beverages
sold to students on the school campus during the school day are consistent with federal and state regulations.

Reimbursable school meals must meet requirements found in United States Department of  Agriculture
(USDA)’s Nutrition Standards for School Meals. All foods and beverages sold to students outside the federally
regulated child nutrition programs (referred to as “competitive” foods and beverages) should be consistent with
USDA’s Smart Snacks in School nutrition standards.
https://fns-prod.azureedge.net/sites/default/�les/allfoods_fundraisers.pdf

Food and Beverage Marketing
The building administrator will review existing contracts and when considering new contracts, equipment
and/or product purchasing and replacement, decisions will re�ect these marketing guidelines.
Food and beverage marketing is de�ned as advertising and other promotions in schools. Food and beverage
marketing often includes oral, written, or graphic statements made for the purpose of  promoting the sale of  a
food or beverage product made by the producer, manufacturer, seller, or any other entity with a commercial
interest in the product.

It is the intent of  the school to protect and promote student’s health and to provide consistent health-related
messaging. Any foods and beverages marketed or promoted to students on the school campus during the school
day should meet the USDA Smart Snacks in School nutrition standards.

Physical Activity and Physical Education

The school shall o�er physical education opportunities that include the components of  a quality physical
education program. Physical education shall equip students with the knowledge, skills, and values necessary for
lifelong physical activity.
Students, Pre-K-12, shall have the opportunity to participate regularly in supervised physical activities, either
organized or unstructured, intended to maintain physical �tness and to understand the short- and long-term
bene�ts of  a physically active and healthy lifestyle.

Implementation, Assessment, Documentation, and Updates

Implementation
The school will develop and maintain a plan to manage and coordinate the implementation of  this wellness
policy. The plan will delineate roles, responsibilities, actions, and timelines speci�c to each school building. It is
recommended that school buildings use the Healthy School Action Tool (HSAT)24 to complete a school-level
assessment and create an evidence-based action plan that fosters implementation.
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Assessment
The Wellness Policy Leadership (O�ce of  Schools) will conduct an assessment of  the wellness policy every three
years, at a minimum. The assessment will determine: building level compliance with the wellness policy, how
the wellness policy compares to model wellness policies, and progress made in attaining the goals of  the wellness
policy.

Documentation
The building administrator will retain records to document compliance with the wellness policy requirements.
Documentation maintained will include: a copy or web address of  the current wellness policy, documentation
on how the policy and assessments are made available to the community, and the most recent assessment of
implementation of  the policy.

Policy Updates
The building administrator will update or modify the wellness policy as appropriate, including as school
priorities change; community needs change; wellness goals are met; new health science, information, and
technology emerges; and new federal or state guidance or standards are issued.

Public Updates
The building administrator will inform the community annually about the local wellness policy, including its
content and any updates to and about the policy.
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