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GREETINGS STAA FAMILIES AND FRIENDS
Welcome new and returning families to the 2016-2017 school year at St. Thomas
Aquinas Academy!
I look forward to working with our students, parents, and dedicated group of teachers
and staff to continue providing our children with a high quality, Catholic education in a
safe and positive environment.
I am happy to introduce our new 1st and 2nd grade Reading and Math Teacher, Ms.
Katherine Mullahy. Ms. Mullahy is going to make an excellent addition to our staff. I am
very confident in what she will bring to our school and to her students. We also welcome
Ms. Michelle Miller on who will be serving as our 6th grade homeroom and middle school
Social Studies teacher. We are very happy to have her experience and dedication to the
students and families of STAA. Another teacher new to our staff is Ms. Angela Gutierrez.
We are excited to have a regular staff member on board teaching Spanish. She is
bringing strong Spanish skills and knowledge of the language to our students. We also
welcome Mrs. Janine Hubbell as our new Office Manager to STAA. We are excited to
have her representing our school in the school office. Welcome to All!!
In order to provide the many programs and activities we offer at STAA, it is important for
all parents and family members to take an active role in these programs. I encourage
everyone to offer their gifts and talents to our Advisory Board, Home and School,
Communications, and Development committees in order to ensure the educational and
financial growth and viability of our school.
As part of Cohort 1 for the Seton Catholic Schools initiative we will continue to undergo
growth changes throughout the year. Please have patience and understanding as we
continue to move the school in a positive direction. Your feedback is always appreciated,
however, please know that we are constantly working to ensure a strong communication
of what is happening in school. Thank you!
Please remember that you are responsible for visiting Power School to check on your
student’s progress regularly. I pray that this year is one of success, collaboration,
stewardship and achievement. Let us continue to make STAA the best and strongest
school in our area.
Yours in Christ,
Dan Heding
Principal

WELCOME TO ST. THOMAS AQUINAS ACADEMY
This parent/student handbook is designed to help make this a happy, safe, rewarding
and successful year for families of St. Thomas Aquinas Academy. Please read through
the handbook so you will be familiar with what’s covered. Although every effort is made
to include all pertinent information, the principal together with the pastor designate and
the school advisory board reserves the right to amend or clarify this handbook should it
become necessary. For more information, visit our website at
www.thomasaquinasacademy.com, or call the school office at 744-1214. Note: In this
handbook, the word “parent” refers to a student’s parent(s) or legal guardian(s),
whichever is applicable.

MISSION OF ST. THOMAS AQUINAS ACADEMY
St. Thomas Aquinas Academy is a vibrant Catholic learning community, empowering
and preparing future leaders for lifelong stewardship through an academically
challenging and faith-centered environment.

OUR PHILOSOPHY
St. Thomas Aquinas Academy provides a child-centered, Christian setting dedicated to
the spiritual, intellectual, physical, social and psychological growth of each student.
Acting in partnership with parents and guardians, valuing their vital role in the
educational process, we strive to offer an academic program which encourages each
student to perform at his/her personal best by utilizing a strong core curriculum that is
values-driven and standards-based.
We will enhance our core curriculum with support from technology, foreign language
instruction, physical development, music and art.
We will work together to maintain a faith community in which our students can observe,
learn, and internalize the values we model, and in which they can grow and mature in
faith and morals. We will live our Catholic faith daily, in lessons, actions, and example,
integrating our religion and its values into all areas of our program and through
respectful interactions with all of God’s creation.
We will aim to provide the student with an understanding of his/her responsibility in the
community and beyond by promoting generous service to others. Students will recognize
their call to be a light to the world, leaders who bring Christian morals and value to the
society in which they live.
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OUR LOGO

SYMBOLISM: Our logo draws on the essence of the children, the environment and the
tools to create a mark that our school alone can embrace. See within our logo the
opening of books, the graceful arch of the wings, and the strata of windows.
COLOR: Green is the color of knowledge, growth and life. Silver complements green,
as both offer similar attitudes – “polished” and “refined” to suggest excellence in
education.
CHARACTER: Archangels are high-ranking angels, protectors of faith.
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2016-2017 SCHOOL CALENDAR
August 2016
8/6: All School Welcome Back Picnic
8/29: First day of school (students will bring supplies on first day of school)
September 2016
9/2: 11:30 dismissal. Teacher In-Service
9/5: No School. Labor Day
9/7: Curriculum Night/Parent Meeting. Mandatory for all families. Time 6:30pm – 7:30
p.m.
October 2016
10/13: No School. Teacher In-service
10/14: No School. Teacher In-service
10/15: Catholic Schools Walk
10/31: Book Fair
November 2016
11/1: Book Fair
11/2: Book Fair
11/3: Book Fair
11/3: 11:30 dismissal. Parent Conferences
11/4: No School. Parent Conferences
11/18: 11:30 dismissal: Teacher In-service; End of first trimester
11/23-25: No School. Thanksgiving Break
December 2016
12/21: Christmas Program at St. Veronica Church
12/23-31: No School. Christmas Break
January 2017
1/2: No School. Christmas Break
1/3: Return to School
1/16: Teacher In-Service – No School
1/27: Teacher In-Service – 11:30 a.m. dismissal
1/29: STAA Open House: 9:00 a.m. – 12:00 p.m.
1/31-2/5: Catholic Schools Week

February 2017
2/1-2/3: Catholic Schools Week
2/16: Spring Conference – 11:30 a.m. dismissal
2/17: No School. Teacher In-Service
March 2017
3/2: End of 2nd Trimester
3/3: 11:30 dismissal. Teacher In-Service
3/17: Seton Day
3/23-26 School Play
April 2017
4/5: No School. Teacher In-Service
4/13: 11:30 dismissal. Holy Thursday – Easter Break
4/14 Good Friday – No School
4/17-4/21: No School. Easter Break
4/21-24: School Play
May 2017
5/1-5/4 Book Fair
5/1-5/5 Teacher Appreciation Week
5/26: Field Day
5/29: No School. Memorial Day
June 2016
6/7: Last Day of School
Dates to be determined for next year:
Standardized Testing
STAA Auction
The standardized test for the state of Wisconsin is still yet to be determined for next year
and will be added to the calendar once that has been made clear to the schools.
**Any date may be changed for a particular reason with notice.
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SCHOOL ADVISORY BOARD
The School Advisory Board’s purpose is to advise the pastor designate and principal on
a variety of matters related to the school’s mission, policies and operations. The Board
consists of the six cluster priests, the principal and two elected/appointed
representatives from each parish. The School Advisory Board includes the following
standing committees: Executive, Communications, Development, Finance, Endowment,
and Policy.
According to Article VIII, paragraph 7 of the Statutes of St. Thomas Aquinas Academy,
parishioners/parents ("guests") who wish to address the Board will submit the request in
writing to the Chairperson at least one week prior to the Board meeting. At the
discretion of the Chairperson, any guests in attendance at a Board meeting may be
given the chance to address the full and will be given no more than 15 minutes of time
on the agenda. The Chairperson in consultation with the Executive Committee may
allow for more time for any particular matter if necessary and if such matter does not
detract from the normal business of the Board.
2016-2017 School Advisory Board Members
Reverend Carmelo Giuffre, Pastor Designate (St. Veronica) 482-2920, frcarmelo@stvmke.org
Dan Heding, School Principal (ex officio member) 744-1214, hedingd@staamke.org
Rachel Arndt, Chair (At Large member) 333-1033, rullenbe27@yahoo.com
Matt Kuspa, Vice Chair (Sacred Heart of Jesus) 255-8555, mkuspa2@yahoo.com
Brian McManus, Secretary (St. Veronica) bmmcmanus@wi.rr.com
Immaculate Conception Parish
Reverend Philip Schumaker 769-2480,
fr.schumaker@gmail.com
Patti Szymanski
pattiszymanski@hotmail.com

St. Augustine Parish
Reverend Philip Schumaker 744-0808
Kristine Fleis 916-5592,
kfleis.pt@gmail.com

Nativity of the Lord Parish
Reverend Carmelo Giuffre, 744-6622
frcarmelo@stvmke.org

St. Paul Parish
Reverend Arul Ponnaiyan 482-3510,
aponnaiyan@sacredheartwi.org
Kathy Butch
ktbhr@yahoo.com

Sacred Heart of Jesus Parish
Reverend Arul Ponnaiyan 489-2806
Matt Kuspa 255-8555
Mkuspa2@yahoo.com

St. Veronica Parish
Reverend Carmelo Giuffre 482-2920
Brian McManus
bmmcmanus@wi.rr.com

Other ex officio members: two teachers, one Home & School representative and one Athletic
Association representative. Note: ex officio members do not have voting rights on the Board.
At Large Members
Rachel Arndt
Juan Hernandez, jth.schoolinfo@gmail.com
Jessica Sierszen, jsierszen@wi.rr.com

ADMISSIONS
From Archdiocese of Milwaukee Policy 5110
The cluster parishes and school respect the dignity of the child. Neither race, nationality,
nor other forms of discrimination will prevent a child from being accepted into the
Catholic school or religious education programs. Children of other religions may be
accepted on a seat-available basis unless attendance would cause conflict for the child
because of the unique religious philosophy of these education programs.
In the admission of students, priority consideration is given to these criteria in the
following order:
1.
2.
3.
4.
5.

To all children currently enrolled
To children of families with siblings currently enrolled in school
To children of our cluster parishioners
To children from other Catholic parishes
To children of other religious/non-religious affiliations

In addition, in accordance with Wis. Stat. §118.14(1)(a), to be eligible for 4-year-old
kindergarten, a child must be 4 by September 1 of the school year; to be eligible for 5year-old kindergarten, a child must be 5 by September 1 of the school year. Exceptions
to these guidelines will be evaluated by the Principal in accordance with guidelines
established by the Milwaukee Archdiocese and the School District.

Probation Period for New Students
All students are on probation during the first year of their attendance at St. Thomas
Aquinas Academy. Any student being transferred from another school will undergo an
academic and interview screening process before enrollment. Any student with a history
of behavior or academic problems may be enrolled with a contract containing
contingencies for performance. Failure to meet those contingencies at any time during
the year may result in dismissal from STAA or will not be permitted to re-enroll for the
following school year. Students on probation may be asked to leave for issues regarding
physical aggression, obscene language, or inappropriate behavior that violates the moral
expectations of STAA at any point during their probation period. The decision of the
principal and/or pastor designate is final.

TUITION AND FUNDRAISING
St. Thomas Aquinas Academy is established and subsidized by the members of
Immaculate Conception, Nativity of the Lord, Sacred Heart of Jesus, St. Augustine, St.
Paul and St. Veronica parishes – known as the “cluster” parishes – to assist parents in
fulfilling their responsibility to raise their children in the Catholic faith. While parish
membership is not a requirement for the tuition rates, St. Thomas Aquinas Academy
encourages that a family is an active and participating member of one of the six cluster
parishes. Tuition rates include, but are not limited to: textbooks, consumables, a gym
shirt, and most standard field trip fees.
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Tuition Rates* for the
2016-2017 School Year
1st child
$2,550
nd
2 child
$2,150
3rd child
$1,850
th
4 child
$1,650
th
5 child
$1,250
Registration Fee: $100 per student
(nonrefundable, counts toward tuition)
*By law, the registration fee is waived for
Choice students, and their place will be held
once the registration form and all other
required forms (properly completed) have
been received by the school.

Tuition Payment Options
Except for Choice participants, all tuition being paid in full or through installment
payments are handled through PowerSchool or the Business office directly. For more
information about tuition payment, contact our Office Manager, Janine Hubbell, via
email: hubbellj@staamke.org.
Payments other than tuition, such as lunch and field trips, may be paid through
PowerSchool.

Tuition and Fee Contracts
All families (tuition or choice) will be required to sign a tuition and fee contract prior to the
beginning of each school year. This contract will lay out a payment schedule, what is
owed, and when it must be paid along with any criteria surrounding the payment of
monies to St. Thomas Aquinas Academy.

Milwaukee Archdiocese Guidelines for Non-Payment
According to Milwaukee Archdiocese Policy 3240, tuition installments are to be paid by
the due dates, and as required by the contract signed in the school registration form. If
parents meet a financial crisis that causes late payment, they are to discuss the problem
with school administration or the Business office. No student shall be terminated during
the first semester for non-payment of tuition. However, enrollment for that student may
be terminated for non-payment during the second semester. Any student dismissed due
to non-payment will be allowed to complete all academic work in progress before
termination of enrollment. Non-payment of a prior year’s tuition may result in nonadmission for the following school year.

Financial Assistance with Tuition
PARISH ASSISTANCE
Several of the cluster parishes offer scholarships or other forms of tuition assistance for
families of St. Thomas Aquinas Academy students. For more information, contact your
parish office.
CHOICE
The Milwaukee Parental Choice Program (Choice) allows students from families who
reside in the City of Milwaukee to attend any participating private school located in the
city at no charge if certain eligibility criteria are met. For details, visit the Choice
homepage at http://dpi.wi.gov/sms/choice.html or contact the school office.
ST. GERARD SCHOLARSHIP
The St. Gerard Fund was established in 1997 with the proceeds from the sale of the St.
Gerard property and the closing of the parish. The parishioners of St. Gerard
established the fund to provide grade school scholarships for Catholic school students in
a defined area surrounding the St. Gerard facility.
The scholarships will be awarded based primarily on three criteria:
•
•
•

Volunteerism in the parish, school or community, on behalf of the student or
immediate family;
Demonstrated academic achievement or demonstrated effort by the student; and
Special financial needs of the student's family.

Each year, the St. Gerard Scholarship Fund awards $500 to selected students in grades
1 through 8. Applications are accepted during the spring, so watch for announcements
at that time. Students receiving Choice funds are not eligible for the St. Gerard
scholarships.
GEORGE AND MARY KREMER FOUNDATION GRANTS
STAA has been the recipient of a grant from the George and Mary Kremer Foundation in
Naples, Florida for the past few years. The Kremer family is a strong supporter of
Catholic education in the United States, and we are fortunate to be one of only 318
schools selected to receive this grant. The grant is open to all of registered school
families who meet the income criteria as stated on the application. Applications are
accepted during the spring, so watch for announcements at that time.

Agreement to Parental Commitments
By signing an agreement like the following sample form, parents agree to accept all the
commitments and terms as previously stated. Parents also agree that their compliance
with these terms will be monitored throughout the year and, if at any time they fail to
meet these obligations, a reassessment of the student’s attendance at St. Thomas
Aquinas Academy will be undertaken.
A parental commitment form will be sent home. Please complete the actual form at
the back of the handbook and return it to school by Friday, December 2, 2016. As
of December 3, 2016, if you have not returned the signed Agreement, and your child is
ST. THOMAS AQUINAS ACADEMY
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enrolled at St. Thomas Aquinas Academy, it will be presumed that you agree to these
commitments.

Fund Raising and Money Handling
There is a policy in place, on file in the school office, for all fundraising and money
handling, that is to be followed by all project coordinators, including Home & School
fundraisers, class projects and in-school fundraisers.
Only Seton Catholic Schools is authorized to sign vendor contracts on behalf of the
Academy, and only Seton Catholic Schools has authority to enter into a multiple year
contract or exclusive service agreement with any fundraising vendor.

FAMILY VOLUNTEER PROGRAM
The STAA Family Volunteer Program exists to provide families with the opportunity to
offer their gifts and talents to support the children and the school. As Catholics we are
called to serve, whether it be the poor, our parish, our school, or others in our world. Our
school's mission is to provide a high quality, Catholic education to your children and so
we ask that parents serve with us to help fulfill that mission. A child's experience at
school does not end in the classroom. We are dedicated to providing activities and
programs that will engage and build a strong sense of community among the students
and their families. We have developed a program with collaboration from school parents
that provides an opportunity to fulfill a need to achieve our mission.
There are two ways to volunteer: directly volunteering with the students and students’
activities, and non-direct volunteering, such as fundraising, bake sales and other
activities. If you are directly volunteering with or around children, you will need to submit
to a background check, which is completed in the school office, and to complete the
Safeguarding all of God's Family class (see our website for information). For non-direct
volunteering these qualifications are not necessary, but anyone who has not completed
these requirements will not be able to participate in ANY activity where students or
children are involved.
~ Some examples of volunteer opportunities: chaperone field trips, participate on a
school committee, help a teacher classroom, assist with a fundraiser, participate in
Home and School or Development activities, bake for a bake sale, or help with the
school play. If you are a parent with children in Athletics, you must fulfill your Athletic
volunteer requirement of 2 shifts per sport your child is in.
The following list includes examples, but is subject to change depending on volunteer
availability:
•
•
•

•

Auction
Working as an unpaid library, classroom, lunchroom or playground volunteer
Chaperoning field trips, dances or other school events. SEE (Safe Environment
Education) training (noted above) is required before you may chaperone more
than one event
Providing other approved forms of assistance in the school office or classroom

•
•
•
•
•
•
•
•

Participation on the School Advisory Board or one of its standing committees
Participation on Home & School or Room Parents
Coordinating programs such as Campbell’s labels and Box Tops for Education
Membership on the school’s athletic board
Coaching a school-sponsored athletic team
Other forms of volunteer service as approved by the school
Working at parish-run fundraisers, such as dinners, fish fries, dances, festivals,
auctions, etc.
Serving as a Boy Scout or Girl Scout leader

The parents of the 7th grade class are responsible for organizing and funding for the 8th
grade graduation celebration. See Graduation section.
Parish ministries and activities not directly related to the operation of the school, such as
participation in liturgical, catechetical and social ministries, would not qualify.

Safe Environment Education
(Safeguarding All of God’s Family)
Formerly known as VIRTUS training.
In keeping with Archdiocese requirements, all adults who chaperone must go through
SEE training and have a criminal background check. SEE is designed to assist the
Church in being a safe haven for children. A major goal of the SEE program is to
educate adults to understand and recognize the warning signs of abuse, help control
access to our children, and speak responsibly about their concerns. For more
information or to register, go to www.archmil.org/safeguarding.

Room Parents
Under the coordination of the Home and School Association, the primary purpose of
Room Parents is to assist with school activities throughout the year, including planning
classroom activities at the teacher’s invitation, helping with all-school activities, assisting
with special projects, etc.
We encourage your support in helping make your child's school experience a positive
one. To find out how you can participate, contact your child’s teacher.

Home and School Committee
St. Thomas Aquinas Academy Home and School Committee bridges school and families
together by organizing fun family events to promote a sense of community, reinforce our
Catholic values, and serve as a resource of stewardship and communication to families
by holding informative meetings throughout the year.
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COMMUNICATION
To assure the best possible educational experience for all students, it is very important
that parents, teachers and the principal maintain open and ongoing communication.
Good communication creates an atmosphere in which success and achievement can be
fostered and recognized, and difficulties resolved. Good communication also helps to
minimize inefficiency and misunderstandings.

PowerSchool
PowerSchool is a school management system. Our parents have access to hot lunch
information, updated attendance and grade progress reports from teachers and email
communication.
PowerSchool includes the following information important to the family’s experience at
STAA:
•
•
•
•

All-School Announcements
Class Roster
Student Gradebook
Hot Lunch

Any information that cannot be placed on the website will be sent home through the
classrooms on the last day of the current school week, which may change based on the
events of the week.
• Parents should review the website regularly.
• Any correspondence requiring a response should be completed and returned or
acknowledged through PowerSchool.
• Any school organization wishing to send materials home via family folders must
submit the material to the school office electronically or deliver it before the last
day of the week.
• Anyone wishing to distribute parish or community inserts through PowerSchool
must deliver them electronically or deliver them before the last day of that week.
• The principal must approve any information before it is sent to families.

Voicing Concerns
The student’s teacher is the first point of contact for parents who have questions or
concerns about their child’s academic progress, behavior, attitude, or another schoolrelated matter. If you feel the matter is still not resolved through discussions with the
teacher, the next point of contact is the school principal, followed by the pastor
designate.
Parents may contact a teacher or the principal:
• By phone. When the principal or a teacher is unavailable for a phone call, it will
be returned as soon as schedules permit but within 24 hours. Teachers also have

voicemail available, which can be reached via the ‘dial by name directory’ through
the school’s main line.
• In person. It is best to prearrange a before-school or after-school conference at
a time that’s mutually agreeable with a teacher and/or principal.
• By personal note. Ordinarily, a response to a personal note will be sent home
the same day it is received.
• By email. Teacher email addresses are available on the About Us page on the
school’s website at www.thomasaquinasacademy.com.

Student Volunteer Service Commitment
Service Hours for Students in grades 1-8th:
In striving to develop well-rounded students the following policy has been developed.
In addition to the 20 hours of volunteer service required by each family, each student in
grades 1-8th is required to serve their own service hours for the betterment of the school,
church and community. The hours served must match or exceed the grade number,
until 6th grade, where the service hours required are doubled.
1st grade: 1 required hour
2nd grade: 2 required hours
3rd grade: 3 required hours
4th grade: 4 required hours
5th grade: 5 required hours
6th grade: 12 required hours
7th grade: 14 required hours
8th grade: 16 required hours
The requirement may be met at any of the six cluster parishes through a variety of
activities, events and fund-raising efforts, at the school or in the community as listed
below. Students may select which events and activities in which they want to
participate.
•
•
•
•
•
•
•

Working at parish-run fundraisers, such as breakfasts, dinners, fish fries,
festivals, etc.
Helping with meal program.
Being a cadet.
Being a study buddy.
Serving mass at school mass or at own parish.
Helping a neighbor with raking/shoveling (without being paid)
Other forms of volunteer service as approved by the school

Student service hours will be recorded quarterly, and will affect fourth quarter Religion
grade (1/3 of grade). A buy-out option is not available. We strongly encourage all
students in grades 1-8 to also be involved in at least one extracurricular activity.
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Classroom Visits
Parents/guardians are always welcome to visit the school. Classroom visitations must be
scheduled at least 24 hours in advance of the visit for consideration of teacher lesson
planning. All visitors must sign in at the main office upon entering the building and must
wear the visitor’s pass in a visible location during their visit.

SCHOOL IN SESSION
School Hours
Grades K4-3 - 7:50 a.m. to 2:55 p.m.
Grades 4-8 - 7:50 a.m. to 3:00 p.m.
All siblings in a family will dismiss with the youngest child.
On days with early dismissal, the school day ends at 11:30 a.m.
• 7:45 a.m. – First bell; students enter the building. In bad weather, students may
be allowed to enter the building at 7:30 a.m.
• 7:50 a.m. – Second bell; students are to be in their classrooms. Any student not
in class by this time is considered tardy.

ATTENDANCE – STUDENT
St. Thomas Aquinas Academy, in accordance with state law, requires that all students
between six and eighteen years of age (and those students enrolled in 5-year-old
kindergarten) attend school regularly during the full period and hours, religious holidays
excepted, that the school in which the child is enrolled is in session until the end of the
school term, quarter or semester of the school year in which the student becomes 18
years of age, unless they have an acceptable excuse, meet attendance exceptions
outlined in state law, or have graduated from high school.
Students in grades K4-8 are to be in their classrooms by 7:50am. Students enter the
building at 7:45. In bad weather, students may be allowed to enter the building at
7:30am if there is bad weather.
A written/verbal communication is required for any absence, stating the reason and
signed/approved by the parent/guardian.
Arrangements should be made for the child to make up work missed during his/her
absence. Parents assume responsibility if a pupil falls behind in academic achievement
due to extended absence for trips, illness, etc.
If students go home sick, they are not to return nor participate in extra-curricular
activities in the evening.

Tardiness/Late Arrival
Students who arrive late – regardless of the reason – should report to the school office
for a pass before going to class. A parent should accompany the student to the office,
send a note, or phone the office to acknowledge the late arrival. If a student arrives late
due to a health appointment and brings a note from the parent, it is considered an
excused tardy. A tardy is marked if a student is not in the classroom when the bell rings
at 7:50am. Time of arrival will be marked in PowerSchool. Tardiness will be reflected on
the student’s permanent record.
Any student arriving after 10:00 a.m. or leaving before 1:00 p.m. will be assessed a halfday absence.
The following consequence will be followed for all students: For each quarter, after three
tardies, each tardy will result in a school detention held during lunch recess. At the
beginning of each quarter, this process will start over again.

Truancy
Schools are required by State Statutes (S. 118.15 & 118.16) to observe the compulsory
education law which requires all students to attend school regularly until the end of the
school term, quarter, or semester of the school year in which the child becomes 18 years
of age. Regular attendance is an important element for success and is the responsibility
of parents/guardians and the students. Consistent and persistent willful violation of the
school attendance policy will result in appropriate disciplinary action and possible legal
referral.
A student may be excused in writing by the parent/guardian prior to an absence
occurring. A student will be considered excused for school attendance if the student is
considered temporarily not in proper physical or mental condition to attend school, but
can be expected to return upon termination or abatement of the illness or condition. The
school office may request that the parent/guardian obtain a written statement
documenting the existing condition. Under this provision, absences through prior parent
request cannot exceed 10 days in a school year.
1. “Truant” means a pupil who is absent from school without an acceptable excuse
for part or all of any day on which school is held during a school semester.
2. “Habitual Truant” means a pupil who is absent from school without an acceptable
excuse for part or all of 5 or more days on which school is held during a school
semester. The law provides options to the court, which result in significant
consequences to the truant individual. These can include monetary forfeitures,
up to $500.00 (plus court costs, referral to the County Social Service, and/or an
order for the student to attend school.
3. Consequences for “Unexcused Absences”
Students with any unexcused absences within the five before becoming
“habitually truant” will make up schoolwork during lunch periods over the course
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of a week. Students who meet the above criteria for “Habitual Truant” will have
their information and records handed over to local truancy officers.

Arrivals and Departures
For the safety of the students, the school issues specific procedures for dropping off and
picking up children at school. These procedures address traffic flow and parking in the
school parking lot and surrounding streets. Procedures may be revised from time to
time, in response to safety issues that may arise. All parents and students are expected
to follow these procedures as communicated by the school.
All students will be dismissed from the parking lot side of school only (please see
attached diagrams for normal conditions and inclement weather). All siblings in a family
will dismiss with youngest child.
•
•

•
•

•

•
•

•

•
•

All students must be dropped off and picked up from the back parking lot.
There is no stopping/parking on Norwich Avenue before or after school. This
area is reserved for day care vans, which need close access to the building for
safely picking up and dropping off children.
There is no parking on the main parking lot at any time.
If you want to accompany your child on the playground, you may park on the
small lot, south of the driveway and cross at the safety cadet posts. All students
crossing the driveway must be accompanied by an adult, both before and after
school.
The entrance and exit driveways are for cars only; please use the church
walkway or the side drive west of school if you are walking to and from the
parking lot
The parking lot is one-way, entering off Whitnall and exiting onto Austin.
When dropping off your child, please form a single line in the right lane and pull
up as far as possible before letting your child out of the car. You can then exit
using left lane.
When picking up your child, please follow the same procedure as in the morning,
pulling up as far as possible, forming single line in right lane. Once your child has
entered the car, you can then exit using left lane.
Please pull forward as the cars in front of you exit.
Parents may not leave a car unattended while in drop off/pick up lane.

Non-Motorized Transportation
Students who ride bicycles, scooters, skateboards or rollerblades to or from school must
follow these safety rules:
•
•
•
•
•
•

Bikes and scooters must be walked anywhere on school or parish property.
Bikes and scooters must be locked up at the racks provided.
Skateboards and rollerblades must be carried anywhere on school or parish
property.
No riding is allowed during recess.
The school takes no responsibility for any stolen personal property of students or
parents.
All rules stated above for arrival and departure also apply here, as applicable.

Student Walkers / Bus Riders
Students who walk home or take a city bus from school must have a signed permission
slip on file in the school office. Please complete the form at the back of this handbook.

Inclement Weather
In inclement weather, students may be allowed to enter the building beginning at 7:30am
at which time a staff member will be present to supervise students in the building.
Students should be suitably dressed for inclement weather, as they will be going
outdoors for a short period each day, weather permitting. When there is rain or severe
cold weather, children will stay inside for recess. The decision for indoor recess will be
at the discretion of the principal.

Late Arrival
Students who arrive late – regardless of the reason – should report to the school office
for a pass before going to class. A parent should accompany the student to the office,
send a note, or phone the office to acknowledge the late arrival.

Emergency School Closing
School closings due to heavy snowfall, extreme cold or any other emergency will be
announced over AM Radio 620, FM Radio 94.5, and television channels 4 and 12. In
any case, St. Thomas Aquinas Academy will always close when Milwaukee Public
Schools close for inclement weather.
In the event of an emergency, school closing or early dismissal (school closing prior to
3:00) due to some unforeseen circumstances such as snowstorm, fire, break in the
water pipe, etc., every attempt will be made to notify every parent. If the school is
unable to reach a parent or emergency contact person, a member of the staff will stay
with the student(s) in the school or church until someone can pick them up.
In the case of an emergency school closing, all other extra curricular activities
associated with the school will automatically be cancelled.

School Crisis / Evacuation
The school has a “emergency/lockdown” crisis plan in place for each classroom. In the
event that the school needs to be closed while classes are in session, the school staff
will make the necessary phone calls to start a phone tree with the room parents. A
member of the school will stay with any students not picked up until a family member
can be contacted.
If the students have to leave the school building due to some unforeseen problem, they
will be sent to St. Veronica Church to wait. If the students must evacuate the area of the
school and church, the designated place for the students will be Howard Montessori
School located at 357 E. Howard Ave, Milwaukee. If the school is closed, the students
will be moved to the Tippecanoe Library until picked up by parents/guardian or can
return safely to school.
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The school has a “code blue” crisis plan in place for the entire building. In the event
that the school‘s phone lines go dead, code blue is put into effect. This prompts
designated teachers to report to the office with their cell phones to follow procedures set
forth.

ATTENDANCE
Parents are responsible for reporting student absences to the office before 8:30 a.m.,
giving the student’s name and grade. If a student has not arrived by 8:30 a.m., and the
school has not received a phone call, the administrative assistant will phone the home or
work place to inquire as to the student’s whereabouts.
•
•

•

•

Students that are absent or leave school early for more than half of school day
will not be allowed to participate in extra-curricular activities on the same day.
Upon returning to school after any absence, a child must give the homeroom
teacher a note written and dated by his or her parent, stating the reason for the
absence.
After an absence, schoolwork must be completed promptly. For every school
day missed, the student will have one school day to make up schoolwork. After
that time, the student will receive an incomplete for any work not completed.
Special circumstances due to extended illness or a death in the family will be
handled on an individual basis.
If a parent wishes to pick up a child’s homework during an absence, the parent
should make arrangements with the school office before 9:00 a.m. for pick-up at
the end of the school day.

In case of absence due to a family trip, parents should notify the school office and staff
at least one week in advance. In keeping with school policy, teachers will not give out
homework early, so students should be prepared to make up missed work upon their
return.

Early Dismissal for Health Appointments
Any student requiring early dismissal in order to keep a health appointment must have a
written note from the parent. The note will be signed by the homeroom teacher and sent
to the office.
•
•

•

A parent collecting a child early must meet the child in the school office and sign
the logbook. Children are not allowed to leave school early unaccompanied.
If a child is to leave school with someone other than a parent, the parent is to
notify the office. The person picking up the child must then come to the office
and supply some form of identification before the child is allowed to leave the
building. This person must also sign the child out in the logbook.
A parent returning the child to school after an appointment must accompany the
child to the office and sign the logbook. It is not acceptable to just drop off your
child outside the building.

No student will be sent home for any reason unless parents have been notified and the
permission of the principal is secured. A parent will be called at home or at work should
the need arise.

EXTENDED CARE
Extended Care is available for school students. The cost is $5.00 per hour per child.
Any portion of an hour will be charged as a full hour. Extended Care is located in the
school library accessible from the main entrance, on Norwich. Please use designated
doorbell. For more information or to sign up for Extended Care, call Katie Janiszewski
at 414-316-3186.
Parents will sign their child(ren) into Extended Care in the morning and sign them out in
the afternoon. The sign-in/sign-out sheet is available at Extended Care.

Rules of Behavior
All children are expected to behave in a respectful manner and to listen to staff. Any
child that is disrespectful or disruptive repeatedly will be asked not to attend Extended
Care for one week. Cell phones can only be used with permission and only for calls to
and from parents or guardians.

Extended Care Schedule
Extended Care is available on regular school days from 6:00 a.m. until school begins
and from 3:00-6:00 p.m.
EARLY DISMISSAL DAYS
On days when school is dismissed early, Extended Care is available from 11:30 a.m.–
6:00 p.m. Your child must be signed up in advance on these days to ensure the
necessary staff is on duty.
Children should bring their own lunch from home. A snack and beverage will be
provided.
FULL-DAY HOLIDAYS
No day care is available on any school day off connected to a holiday or holiday break,
such as Christmas vacation, Easter vacation, or Thanksgiving.

Extended Care Billing Procedures
•
•
•

Invoices for the actual hours of Extended Care provided through PowerSchool.
Unpaid balances may result in denial of Extended Care services, following a twoweek notice.
No student will be accepted into the Extended Care program for the following
school year until any unpaid balances are paid in full.
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CURRICULUM
St. Thomas Aquinas Academy is accredited by the Archdiocese of Milwaukee and the
Wisconsin Religious and Independent Schools Accreditation. Teachers are qualified,
dedicated, and either licensed or working toward their license. Our curriculum is
standards-based according to the Department of Public Instruction for the State of
Wisconsin. All subject areas include implementation of Catholic teaching themes.
Several instructional strategies are used as well as a variety of ways to assess student
performance. Our Language Arts curriculum has a strong writing component, which is
integrated into all subject areas.
•

•

•

•

•

•

•
•

Religion: Religion is taught to all grade levels. It is a journey of faith, leading
towards a deeper understanding of our religious beliefs and traditions. The
religion curriculum is also supported by a Family Life Program.
Science: In science, we strive to encourage discovery and respect for nature
and the earth as God’s creation. We promote questioning, exploring techniques
to learn about life systems, and how to conserve and respect them.
Language Arts and Reading: We strive to create an opportunity to develop
strategic readers and writers while developing a life-long interest in reading for
both pleasure and seeking information.
Social Studies: In Social Studies, we try to develop an awareness and
appreciation for our families, communities, nation and the world. We strive to
become individuals with knowledge, skills, and civic values.
Mathematics: We encourage students to use math as a form of communication
for problem solving, reasoning, and making connections. We help students
understand that math plays a valuable role in their daily lives.
Physical Education, Art and Music: In P.E., students receive a holistic
approach, which looks at the body and its connection with the mind and spirit. In
Music, students learn to understand and appreciate music as a gift. They learn
that music is an expression of their spiritual nature, and as prayer it leads us
closer to God. In Art, students develop an appreciation for the beauty of their
surroundings and learn to express themselves creatively through various forms
of media.
Spanish: Students learn language, grammar rules and culture.
Forgiveness Program: This provides students with learning tools for conflict
resolution.

As part of our on-going commitment to quality education, we have implemented Project
Lead the Way’s “Gateway to Technology” program. By engaging in hands-on, real-world
projects, students understand how the skills they are learning in the classroom can be
applied in everyday life. The program is taught to all middle school students as part of
our math, science and computer curriculum.
To recognize student achievement, the following honor roll requirements apply to grades
4-8:
• Honor roll: grade point average from 3.0 – 3.69.
• High honors: grade point average from 3.7 – 4.0.

Standardized Testing
Iowa Test of Basic Skills and Wisconsin Knowledge and Concepts Examinations
(WKCE) tests are given yearly to help assess performance at each grade level. Grades
1 through 8 are tested and scores are compared with the previous year on a longitudinal
data score sheet. Tests include the Cognitive Ability Test and the Iowa Test of Basic
Skills. A Reading Readiness Test is given to the K4, and students in grades 4 and 8
take the WKCE test.
We strive for students to fall between the 25-75 percentiles, which is considered “on or
above grade level.” Overall, our students in grades 2-7 have tested on or above level in
all areas of the Iowa Basics. Our 8th graders have scored “high proficient” or “advanced”
in reading, language arts, mathematics, science, social studies; and “above the state
average” in writing on the WKCE.

Homework
Homework refers to assignments that require individual work for reinforcement,
enrichment or completion class-time work. Assignment notebooks are to be used every
day by students in grades 2 through 8.
Archdiocesan guidelines for duration of daily homework are as follows:
•
•
•
•

K4 and K5: None
Primary (Grades 1-3): 15-30 minutes
Intermediate (Grades 4-5): 30-60 minutes
Middle School (Grades 6-8): 60-90 minutes

No teachers will give out homework early to students who will be leaving for a vacation
that is taken during in-school time.
Homework is a responsibility of the student to be done on time (barring reasons such as
sickness or vacation). If a student continues to abuse this responsibility, then he or she
will be required to stay in to complete the work at recess and lunch, and after school in a
homework lab. This lab will be staffed and monitored by teachers. A permission slip to
stay in the lab will go home to be signed by a parent prior to the designated lab day. One
week prior to the end of each marking period, all missing work will be recorded as a
zero. This will give chronic abusers of missing assignments a fresh start at the
beginning of each quarter. The zero will be formulated into the student’s grade point,
and may prevent a student from progressing to the next grade.
Teachers will inform parents if missing assignments are becoming a problem. Parents
can also check on their children’s academic progress at any time through PowerSchool.
If you do not have Internet access, please let the school know so we can ensure
you receive all parent communications through other means.
In case of absence due to a family trip, parents should notify the school office and staff
at least one week in advance. In keeping with school policy, teachers will not give out
homework early to students before a vacation, so students should be prepared to make
up missed work upon their return.
ST. THOMAS AQUINAS ACADEMY
www.thomasaquinasacademy.com

2016-2017 PARENT AND STUDENT HANDBOOK 27

STUDENT CODE OF CONDUCT
In order to provide a safe and productive school environment, certain rules and
regulations have been developed for all students. At St. Thomas Aquinas Academy, we
expect students to show respect and courtesy toward other students and all school staff.
Students should conduct themselves in a respectful, orderly way that does not interfere
with learning or safety (their own or anyone else’s). The code of conduct applies
anywhere on school property, while attending school-sponsored events, and while going
to and from school.

As a student of St. Thomas Aquinas Academy:
•
•
•
•
•
•
•

•

I will take responsibility for my own actions.
I will respect the rights, property and ideas of others.
I will use appropriate language.
I will listen to and show respect for all adults and my peers.
I will be a good friend and a good sport.
I will be a good role model for others, especially for children younger than I am.
I understand the following behavior is never permissible:
o Lying, cheating, fighting, stealing, and acts of vandalism
o Threatening behavior, derogatory comments, racial insults, sexual jokes,
comments, or advances
o Verbal, nonverbal, or physical harassment
o Bullying
I understand the following things are not allowed: chewing gum, electronic
games, tobacco, alcohol, drugs, real weapons, fake or look-alike weapons,
chains and other dangerous objects.

Below is a sample commitment form for the Commitment to Student Code of Conduct.
Parents and all students in the family should sign the actual form at the back of this
handbook and return it to school by October 30, 2016, where it will be kept on file. As of
December 1, 2016, if you have still not returned the signed Commitment to Student
Code of Conduct, and your child is enrolled at St. Thomas Aquinas Academy, it will be
presumed that you agree to this commitment.

(SAMPLE FORM)

St. Thomas Aquinas Academy
Commitment to Student Code of Conduct

I have read the Student Code of Conduct in the 2016-2017 Handbook for Our Parents &
Students, and I agree to follow it at all times.
Student(s) Signature(s) ____________________________________________________
Parent/Guardian Signature__________________________________________________

Date__________________________________________________________________
__

Vandalism
From Archdiocese of Milwaukee Policy 5131.5
Vandalism against parish or school property caused by students must be dealt with
appropriately by the administration.
The administration is directed to:

• Identify the student(s) involved.
• Call together persons, including the parents, needed to study the causes.
• Decide upon disciplinary action and/or upon assessment of costs against the
student’s parents.
• Take any constructive actions needed to prevent future vandalism.

Harassment (including Bullying)
St. Thomas Aquinas Academy students are expected to do their part to create an
atmosphere of mutual respect and concern for one another – an atmosphere that does
not accept, condone or encourage bullying, intimidation or harassment.
Harassment could be a single incident or a pattern of behaviors, whose purpose or effect
is to create a hostile, offensive or intimidating environment. Harassment encompasses a
broad range of physical or verbal behavior, which can include, but is not limited to, the
following:

• Bullying or physical or mental abuse. (See the additional information on bullying
that follows).

• Words, gestures or actions that threaten physical harm.
• Derogatory comments based on appearance, gender, disabilities or racial/ethnic
•
•
•
•
•

heritage
Inappropriate gestures, touching or grabbing.
Sexual jokes, comments or advances.
Display of sexually explicit or offensive materials.
Any other behavior that school officials consider to be harassment
Harassment can be in-person or on-line.
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Any student who believes that he or she has been harassed by any student, school
employee or volunteer should immediately report the matter to the teacher or principal.
St. Thomas Aquinas Academy forbids retaliation against anyone for reporting
harassment or otherwise assisting in the investigation of a harassment complaint.
It is the policy of St. Thomas Aquinas Academy to investigate all complaints of
harassment thoroughly and promptly. The school will take all reasonable measures to
maintain the confidentiality of those involved in the investigation. If the investigation
confirms that harassment has occurred, the school will take appropriate disciplinary
action. This could include detention, suspension, probation, expulsion and/or
involvement of the police. St. Thomas Aquinas Academy forbids retaliation against
anyone for reporting harassment or otherwise assisting in the investigation of a
harassment complaint.

Bullying Prevention Policy
Note: Parents and students must sign and return the Anti-Bullying Pledge form at
the back of this handbook.
Students at St. Thomas Aquinas Academy will follow specific procedures to prevent
bullying:
Treat others respectfully.
Refuse to bully others.
Take a stand and refuse to let individuals be bullied.
Refrain from observing, laughing, or joining in a situation when another student is
being bullied.
• Make an effort to include everyone in play, especially those who are frequently left
out of daily activities.
• Act responsibly and report any episodes of bullying to an adult.

•
•
•
•

Parents will conduct themselves in the following manner to prevent and respond to
incidents of bullying:

• Be alert and sensitive to bullying occurrences and communicate accordingly with
•
•
•
•
•
•

the school faculty and staff.
Collaborate with school faculty and staff members to resolve student conflicts
before such occurrences escalate into bullying.
Maintain an open-minded attitude when reports of bullying involve their own
children and take accusation seriously.
Support investigations of bullying incidents.
Avoid gossip and model Christian behavior.
Work diligently with their children to reinforce the Bullying Prevention Policy.
Read and sign with their child(ren) the Anti-Bullying Pledge form at the back
of this handbook, and return it to the school office.

The consequences of bullying will be grade-appropriate and may differ based on
whether the bullying is verbal or physical (see chart on next page).

• Bullying behavior will be addressed immediately. Bullying complaints may be

presented verbally or in written form. A copy of the student report on bullying is
available in the school office upon request.
• Following procedure, school staff members will gather information, review the
situation, and determine the necessary consequences.
• Disciplinary actions may include: verbal reprimand, notification and/or meeting
with parents, detention, potential suspension from school and/or athletic activities,
possible expulsion from school, and/or involvement of the police.
Faculty and staff will enact the following measures to prevent bullying and help create a
safe environment for children:

•
•
•
•
•
•
•

Closely supervise students in all areas of the school and playground.
Watch for signs of bullying and put an end to this type of behavior.
Respond in a prompt, sensitive, and discreet manner to reports of bullying.
Realize the serious nature of bullying, and respect the parents’ concerns.
Investigate and record in writing all incidents regarding bullying.
Assign and implement consequences for bullying.
Provide follow-up and closure for students and parents.

MOVIE POLICY
Films and videos shown during the school day will have an educational value and
genuinely fit into the lesson plan. Teachers will be aware of the ratings established by
the Motion Picture industry. Parents must sign a permission slip for their child(ren) to
view a movie with a PG 13 or higher rating. Movies with no educational value may be
shown only for parties or earned rewards.

DANCES /EVENTS
As previously noted, St. Thomas Aquinas Academy’s Home & School Association will
sponsor special activities, which may include dances and other similar celebratory
events. As with other activities, it is desired that these events are organized and carried
out with the ideals of St. Thomas Aquinas Academy in mind. Decorations and music
should be carefully considered to uphold the Academy’s ideals, and must be reviewed
prior to the event by the Principal.

DISCIPLINARY ACTION
St. Thomas Aquinas Academy is committed to providing an environment that:
•
•
•

Delivers excellence in education,
Fosters excellence of character, and
Promotes the care and respect of others in keeping with our Christian faith.
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The administration and faculty will strive to create teaching and learning situations – as
well as an overall atmosphere – based on these values. Students, parents and teachers
must work together as partners to build and maintain a high-quality learning
environment. Open communication is essential. As a community we will seek to
develop students’ social skills, personal initiative and self-confidence along with a sense
of responsibility, self-control, and Christian conduct.
Ultimately, it is the goal of St. Thomas Aquinas Academy to help each student grow in
understanding of how to live a principled life. We aim to help each student achieve
success – academically, personally and spiritually. To accomplish this, we believe
students need to develop self-discipline and awareness of their role in the learning
community.
In keeping with the philosophy described above, St. Thomas Aquinas Academy has
established basic expectations regarding discipline that are reflected in the Student
Code of Conduct.

Classroom Discipline Procedures
Each teacher will set the discipline policy within his or her classroom. Rules will be
posted in the classroom and sent home, stating consequences for infractions
(“infraction” means breaking a rule), as well as rewards for good conduct. Please
contact your child’s teacher with any questions about his or her classroom disciplinary
procedures. Teachers will communicate positive interactions and behavior infractions
through the conduct report feature on PowerSchool. Parents will receive an email
regarding the incident immediately. Grades 3-4 use the following behavior card, which is
sent home weekly and requires a parent signature.

BEHAVIOR CARD
Name __________________________ Grade ________ Quarter _____
New card issued every quarter
1. Classroom disruption
6. Disrespect for others/property
2. Dress code violation
7. Chewing gum/eating
3. Use of electronic devices
8. Unprepared for class
4. Behavior card not signed
9. Test not signed
5. Cheating
10. Excessive talking
16. Other _________________________

11. Wasting time
12. Profane language
13. Misbehavior in Church
14. No parent signature
15. Misuse hallway privileges

1st row filled – 30 min. detention during lunch
2nd row filled – 30 min. detention during lunch
3rd row filled – principal/parent/teacher conference; 30 min. detention during lunch
4th row filled – 3 day in-school suspension
5th row filled – 3 day in-school suspension, parent/principal/teacher conference to discuss
possible out-of-school suspension. Refusal to obey school rules may result in expulsion
from St. Thomas Aquinas Academy or not permitted to return the next school year.

Weekly parent signatures:
1. _______________________date 6. _______________________date
2. _______________________date 7. ________________________date
3. _______________________date 8. ________________________date
4. _______________________date 9. ________________________date
5. _______________________date 10. _______________________ date
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Probation, Suspension, and Expulsion
From Archdiocese of Milwaukee Policy 5144(c)
Infractions of the Student Code of Conduct will be reviewed on a case-by-case basis.
Teachers and/or the administration (as appropriate) will determine consequences for
infractions. Depending on the severity of the infraction, a student may be issued a
verbal or written warning. In keeping with the Catholic teachings, students are expected
to apologize for their misbehavior.
Whenever a student’s conduct is such that it demonstrates refusal to obey school rules;
endangers the property, health or safety of others; or consistently disrupts the learning
environment, action may be taken to restrict the student’s privileges and rights of school
attendance. Such action may be of three kinds: probation, suspension or expulsion.
Action taken to suspend or expel students must be preceded by internal school
procedures and supported by defensible records. Final decision to expel an elementary
school student rests with the elementary school pastor designate.
SUSPENSION
1. Prior to any suspension, the student must be advised of the reason for the
proposed suspension. The parent or guardian of a suspended student is given
prompt notice of the suspension and the reasons for the action.
2. In-school suspension can be directed for varying lengths of time as decided by
the principal but should not exceed five days. In-school suspension conditions
are to be determined by the principal. In-school suspension students remain the
responsibility of the school.
3. Out-of-school suspension is considered a rarity and is the responsibility of the
principal. A maximum of five days can be imposed unless a written notice of an
expulsion hearing is scheduled. Such notice shall allow not more than a total of
15 consecutive school days to be served in suspension until the expulsion
hearing is held. Out-of-school suspension may be given by the principal
immediately following a serious disciplinary offense. Such a suspension is for
investigative purposes.
EXPULSION
As a definition, expulsion is considered a termination of enrollment, permanently or for
an extended period of time. Expulsion shall be considered as a rarity and used only as a
very last measure.
Expulsion results from repeated refusal to obey school rules or from conduct which
endangers property, health or safety of others, and is deemed to be in the best interest
of the school. An extremely serious single offense may also be cause for expulsion.
Students asked not to return the following year for behavior reasons are considered to
be expelled. Students not allowed to return, due to failure to meet required academic
standards, are not considered to be expelled.

The Archdiocesan Superintendent of Schools/designee is to be informed before any
action leading to expulsion is taken.
Expulsion Procedures
1. The actions and procedures for probations, suspensions or expulsion shall be
published in the school handbook.
2. Actions taken to suspend or expel students shall be preceded by internal school
procedures and supported by defensible records.
3. Expulsion can take place only after an expulsion hearing has been held.
Parents/legal guardians shall be notified in writing as least five days before the
hearing is to take place; this notification period can be waived by mutual consent
of the parents and the school if an expedited hearing date is advisable. If the
expulsion hearing follows an out-of-school suspension, the hearing must be held
after no more that 15 consecutive school days of suspension. The hearing
committee composition should be such as to ensure objectivity and procedures
should be clearly identified in the school handbook.
4. The hearing committee makes a recommendation to the elementary school
pastor designate. The recommendation will be to:
a. Expel,
b. Suggest other disciplinary actions in lieu of expulsion, or
c. Exonerate the student of any wrongdoing.
5. Before the hearing is held, the parents and student are informed that the student
may be voluntarily withdrawn up until the time that the final disciplinary action
that is approved takes effect.
6. If the decision to expel the student is made, parents are notified in writing of the
action. The right to appeal is made known to the parents.
APPEAL
The student, or his/her parent or guardian, may within five school days following the
notification of the expulsion, appeal to the Superintendent of Schools in writing with
rationale for appeal. The Superintendent will investigate that correct procedures were
followed as defined by Archdiocesan policy 5144; F, G and H. If they were not followed,
the Superintendent will refer the issue back to the pastor designate with a
recommendation about which step of the procedure needs to be further processed.

GRIEVANCE PROCEDURES FOR PARENTS
The student’s teacher is the first point of contact for parents who have questions or
concerns about their child’s academic progress, behavior, attitude or other schoolrelated matters. If you feel the matter is still not resolved through discussions with the
teacher, the next point of contact is the school principal, followed by the pastor
designate.
From Archdiocese of Milwaukee Policy 1312(a), 4135.4
In the Archdiocese of Milwaukee, a parental grievance occurs when there is a
disagreement between the parent(s) or guardian(s) of a student enrolled in our schools
or parish religious education programs and an employee (e.g. Principal, Teacher, DRE,
Youth Minister, Catechist) of the parish/school. Before any formal grievance can be
initiated, the parent(s) or guardians(s) must meet with the employee with whom there is
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an issue to see if reconciliation or meeting of the minds can occur, consistent with the
philosophy of the Archdiocese. If resolution occurs, there is no need to proceed. Any
grievance not raised in a timely manner (generally not to exceed ten days) shall be
considered to be waived.
STEP 1
If there is no resolution, the parent(s)/guardian(s) can initiate the formal grievance
process by providing a letter to the employee’s supervisor no later than ten (10) working
days after the informal meeting noted above. The letter must contain the following:
• The date/time/place of the informal meeting,
• The name and position of the employee with whom the disagreement exists,
• Factual information and background regarding the disagreement, and
• Specific recommendations for resolution of the issue.
After receipt of the letter, the supervisor will provide the employee five (5) workdays to
respond and then schedule a meeting of all parties within ten (10) days to work through
conciliation toward resolution. Should resolution occur, the process is concluded.
If resolution does not occur and the potential concern involves secondary schools,
please go to Step 3. If resolution does not occur and the potential concern involves
elementary schools or parish programs, proceed to Step 2.
STEP 2
If resolution does not occur in the informal meeting or in Step 1 and the concern involves
elementary schools or parish programs, the parent(s)/guardian(s) will provide the pastor
designate with a copy of the letter noted in Step 1 within five (5) working days of the
completion of Step 1.
The pastor designate will immediately call on the employee for his/her response and
attempt to resolve the situation in one of the following manners:
1. The pastor designate will convene the parties in an attempt to reach mutual
agreement. (Disputes in which the pastor is the immediate supervisor begin
here.)
2. The pastor designate may contact the Archdiocese Office for Schools, Child, and
Youth Ministry for assistance in resolving the matter. If agreement is reached,
the process is concluded.
3. The pastor designate may direct the local grievance committee to proceed with a
review of all details and submit a recommendation to him. See Step 3.
STEP3
If there is no resolution through Step 2, issues of concern will be heard by the local
grievance committee. The local committee of three to five members will hear all sides of
the dispute no later than thirty (30) days after the parent(s)/guardian(s) forwards a copy
of the letter noted in Step 1 to the committee. The committee, appointed by the pastor
(principal, or president in a secondary school) and drawn from a pool of candidates who
possess qualifications that would allow them to discern impartially the issues at hand,
will render a decision to all parties. If there is consensus of all parties, the process is
concluded. If resolution does not occur a final Step 4 may be initiated.

STEP 4
Should resolution not occur through Steps 1, 2, and 3, the parent(s)/guardian(s) can
submit, within ten (10) working days, a written appeal to the Archdiocese. Should an
appeal not occur within the time period, the issue is considered closed.
The request for a hearing with the grievance committee shall be made through the
Superintendent’s Office. It shall contain the statements of the parties concerned. The
Delegate for parishes will convene the grievance committee and chair its proceedings.
Upon receipt of the written statement, the grievance committee will set up a hearing, at a
mutually convenient time and place, for discussion of the concern with all parties
involved.
The findings of the grievance committee will be communicated to all parties involved.
Upon such communication the work of the grievance committee will be closed.

CHILD ABUSE AND NEGLECT
From Archdiocese of Milwaukee Policy 5140.1
Under Wisconsin Statute §48.981 (2) and Archdiocesan Policy 5140.1, school personnel
who have reason to suspect that a child has been or will be abused or neglected must
report the facts and circumstances of the situation to the County Department of Health
and Social Services or to the Sheriff or City Police Department.
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WELLNESS POLICY
In keeping with Milwaukee Archdiocese policy 5410, St. Thomas Aquinas Academy has
adopted a wellness policy.

School Nutrition Education and Guidelines
Our goal is to influence students’ eating behaviors. Nutrition influences a child’s
development, health, well-being and potential for learning. To afford the students the
opportunity to participate fully in the educational process, students must attend school
with minds and bodies ready to take advantage of their learning environment. This
nutrition policy encourages all members of the school community to create an
environment that supports lifelong healthy eating habits. Decisions made in all school
programming need to reflect and encourage positive nutrition messages and healthy
food choices.
The policy of our school is to:
• Ensure that all students have access to healthy food choices during school and
at school functions.
• Provide a pleasant eating environment for students and staff.
• Allow a minimum of 20 minutes for students to eat lunch and socialize in the
designated area.
• Classroom activities will incorporate appropriate lessons in nutrition through
Family Life and Health/Physical Education units.
• Students will receive nutrition education that is interactive and teaches the skills
they need to adopt healthy food choices and eating behaviors for a lifetime.

Nutrition Standards for Food/Beverages at School
Our goal will be to set policies and standards that recognize the need for healthy choices
during lunch. We will work on maximizing nutritional value, decrease sodium, fat, and
sugar content in foods and beverages provided for children, and monitor portion size.
• The first place for this education will be in the lunchroom. Our policies for hot
lunches will emphasize and foster healthy food choices. We will provide a
pleasant eating environment for students and staff. Students will be allowed
frequent drink breaks and/or the choice of using a water bottle during the day in
their classroom.
• When using food as a part of class or student incentive programs, staff and
students will be encouraged to utilize healthy, nutritious food choices.
• When curricular-based food experiences are planned, staff and students are
encouraged to seek out good nutrition choices whenever appropriate.
• We will reduce student access to foods of minimal nutritional value and ensure
the integrity of the school lunch program by prohibiting food and beverage sales
that are in direct conflict with the lunch program.
• Fresh fruits and vegetables will be offered regularly. Portion sizes will be
accurate for age of child. We will cut back on fried foods and fat content, and our
desserts will incorporate fruit to help decrease the sugar content.

•

•

During school hours, students will not be allowed to drink soda. Parents will also
be asked not to include soda in cold lunches or lunches purchased from fast-food
restaurants. For special occasions, soda during the school day may be allowed
only with the principal’s advance approval, but 100% juice or Gatorade is
preferred.
We will set guidelines that are sensible for foods served at parties and events,
keeping in mind the need for policies for peanut and other allergies present in the
school. Some students at our school have a dangerous allergy to peanuts, and
for this reason, we are a Peanut Aware environment. We ask all families to
consider this in preparing lunches. In allergic student’s grade levels we will
request that snacks and class treats be totally peanut-product-free. For other
grades, if a peanut product is sent, the student(s) should be instructed to wash
up carefully after eating to avoid contaminating any surface.

Physical Activity
Our goal will be to provide physical activity opportunities for students to develop the
knowledge and skills for specific physical activities, to maintain physical fitness, to
ensure students’ regular participation in physical activity, and to teach short- and longterm benefits of a physically active and healthful lifestyle.
• Our Extended Care program will also allow for physical activities after school for
students participating in the Extended Care program.
• We will foster and communicate all available opportunities for community,
private, and school-based physical activity, such as teams, events, camps,
programs, etc.
• The Physical Education curriculum will emphasize lifelong fitness and wellness
as a personal goal for each student.
• Students will be given opportunities for physical activity during the school day
through physical education (PE) classes, daily recess/free-time, and the
integration of physical activity into the academic curriculum.
• We will encourage parents and guardians to support their children’s participation
in physical activity, to be physically active role models, and to include physical
activity in family events.

Non-Smoking
All Catholic schools shall be 100% tobacco-free and smoke free in accordance with
Wisconsin Statute 101.123(2)(a). The use and/or possession of all tobacco products or
paraphernalia by students, staff, and visitors are prohibited within school facilities,
vehicles, grounds, and at all school sponsored events. Tobacco use prevention
programs shall be an integral part of the school’s substance abuse prevention efforts
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LUNCH TIME
St. Thomas Aquinas Academy offers a hot lunch program as an option for all students
and staff. The program is run by our own trained food service personnel. They prepare
the meals fresh daily on-site following ServSafe standards. Free or reduced fee lunches
are also available to qualifying families through a state-sponsored program. Nutritional
meals are served, and healthy eating habits are encouraged. The Food Service
Manager is also aware of a number of children with food allergies. She accommodates
these students as much as possible, for example: serving egg/dairy free breads, and
storing and serving lactose-free milk as provided by parents. We are also inspected
regularly by the City of Milwaukee Health Department to ensure that all food and health
codes are being followed.
Students must remain on school premises during the entire school day, including the
lunch period. Students have the option of buying hot lunch (see below) or bringing a
cold lunch from home. Students bringing a cold lunch have the opportunity to purchase
milk any day that a hot lunch is offered. We also offer students the opportunity to order
a cold bag lunch or milk when a class has a field trip scheduled.
All students are expected to follow mealtime etiquette and abide by the following
lunchroom rules:
•
•
•
•
•
•

Enter and leave the cafeteria in an orderly fashion. No running.
Remain seated at their table until dismissed to return trays and throw away
garbage.
Talk with an “inside voice”.
Finish eating before going outside for recess.
Clean up tables and floor areas and, if applicable, push chairs under the table
before leaving.
Get permission to use the restrooms.

Hot Lunch Program
The price for hot lunch is $2.90. A carton of milk is included with every lunch. Extra
entrees and milk can be ordered when teachers take attendance at the beginning of
each school day, or families can pre-order through School Speak. Each extra entrée will
cost $1.25. The price of milk separately is $ .50. Each month a hot lunch menu will be
sent home and posted on School Speak.
Lunches, extra entrees, and milks can be ordered on a daily, weekly, or monthly basis
through School Speak. Payments to lunch accounts can be made through School
Speak via Vanco. Cash, and checks made payable to STAA Hot Lunch, are accepted
as well. Payments sent through school should be inserted in a sealed envelope with the
student’s name, grade, and payment amount enclosed. If a balance is owed to lunch
accounts, families will automatically receive weekly email messages stating what is
owed. When a student’s hot lunch account has been exhausted, IOU’s WILL NOT be
issued. If a lunch is ordered with no money in a student’s account, a phone call will be

made to parents requesting that you bring a lunch for your child or make arrangements
with our Food Service Manager, Jennifer Dolata.
Feel free to come in and have lunch with your child/grandchild any day. The cost for an
adult hot lunch is $3.50. If you plan to come in for hot lunch, please notify the school
office by 8:30 a.m. so you can be included in the lunch count for the day. If you have
any questions regarding our hot lunch program please do not hesitate to contact Jennifer
Dolata, our Food Service Manager at 414-744-1120.

Soda Policy
Students are not allowed to drink soda during school hours, including lunch time. This
applies to lunches brought from home and during field trips as well. For special
occasions, exceptions may be allowed only with the principal’s advance approval.

Free or Reduced-Fee Lunch Program
The price for a reduced lunch is $ .40. If you are eligible for free lunch, there is no cost.
Both reduced and free lunches include milk. To apply for reduced-fee or free meals, a
parent must complete an application form each year. Forms will be sent to each
registered school family before the beginning of the school year or can be obtained from
the Food Service Manager upon request. The information provided on the application
will be used to determine eligibility and may be verified at any time during the school
year by school officials. If at any time during the school year your family has a change in
financial status, applications for free/reduced lunch can be submitted.

Have Lunch with the Kids!
Feel free to come in and have lunch with your child/grandchild any day. The cost for an
adult hot lunch is $3.50. If you plan to come in for hot lunch, please notify the school
office by 8:30 a.m. so you can be included in the lunch count for the day. If you have
any questions regarding our hot lunch program, please do not hesitate to contact our
food service manager, Jennifer Dolata at 414-744-1120.

PLAYGROUND / RECESS
Recess, during normal school hours, is supervised by adults. Frisbees, hardballs and
any other equipment or toys that might cause injury to self or others are not permitted on
the playground and should not be brought to school. Students who ride bikes, scooters,
skateboards or rollerblades to and from school may not use those items during school
hours, including recess.
Students will be responsible for the care and return of any school property used during
recess. Students will also be responsible for their personal play property. The school is
not responsible for any personal play property lost or damaged.
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ATHLETIC PROGRAM
As part of the athletic program at St. Thomas Aquinas Academy, we all have obligations
to take an active role in our children’s sports-related experiences. The Athletic
Committee has published by-laws to guide and manage the program. Key guidelines
include:
•

Children’s health is a priority. All children in grades 5-8 who participate in
sports need to have a completed physical exam form on file with the Athletic
Director, reporting on an examination from no more than two years prior. Anyone
without the proper form on file will not be allowed to participate in practices,
league and/or tournament games.

•

Academics come first at St. Thomas Aquinas Academy. A student must
maintain a grade-point average (GPA) of 2.0 or better to participate in school
sports. If the GPA falls below 2.0, the student will be suspended from sports
(practices and games) for 10 consecutive school days. During the suspension,
the student will be monitored and required to bring the GPA up to a passing level
in order to become reinstated on his or her team. The school principal will inform
the Athletic Director of required suspensions, and any reinstatement to the
athletic program requires the principal’s approval. Special circumstances may be
addressed on a case-by-case basis.

•

Archdiocese regulations will be followed. Archdiocese of Milwaukee
regulation #3 states that "A student-athlete may compete concurrently in only one
sport, in only one league, during the sport season. No dual participation in the
same sport is permitted." Note: this regulation applies to grades 5, 6, 7 and 8 per
regulation #10. In addition, students who do not attend St. Thomas Aquinas
Academy but who regularly attend religious education classes at any of the
cluster parishes may participate in the sports program, provided they meet all
other requirements that apply to student athletes.

•

Families need to help raise the needed funds. For each child participating in
school-sponsored sports, each family will pay a one-time fee of $60 per child per
sport, with a maximum payment of $250 per family per year.

•

Gym service commitments are required for each family that participates in
any sport. This includes Fall or Spring co-ed soccer, volleyball, basketball. A
parent (or adult age 18 or older) from each family will be required to fulfill
mandatory gym service time during either the volleyball or basketball season and
tournament games during the year. As shown in the following chart, the number
of shifts required varies based on the particular sport and the number of children
in the family who are participating in that sport. After committing, it is the parent’s
responsibility to arrange a substitute if unable to show up at the scheduled time.
If the replacement does not show up, the parent will be billed $100.00 and risk
having his or her child suspended from sports. The only exemptions from the
gym service commitment are for head coaches and one assistant coach per
team (one exemption for each sport coached), and for Athletic Committee
members.

GYM SERVICE COMMITMENT
Shifts Required by Sport and Number of Children Participating
Sport
Shifts (1
Shifts (2+
Add’l Shifts for STAA
Child)
Children)
Tournament
Volleyball
2
3
Add 1 shift per child
Soccer
2
3
N/A
Basketball
3
4
Add 1 shift per child
In addition, students involved in athletics must sign and abide by the Archdiocesan
Student-Athlete Sportsmanship Pledge. This pledge form will be distributed to athletes
by their coaches.

INJURIES AND ACCIDENTS
Any injuries that happen on school premises are to be reported to the school office.
Teachers have basic first aid kits in their classrooms to care for minor injuries. If an
injury appears to be serious, a school staff member will contact the parent, and together
they will determine whether paramedics should be called. If a parent cannot be reached
immediately, a school staff member will determine whether paramedics are called.
Parents will always be called in the event of a known head injury.
If the school principal or his designee in charge is unable to reach the parent or
emergency contact, and paramedics recommend that the child be brought to a hospital,
he or she will be transported to the hospital listed on the Emergency Contact Information
Form. Parents will be liable for any fees or other expenses associated with transporting
their children to the hospital. An accident report must be filled out for all accidents
occurring on school property or during school-sponsored events. Accident reports are to
be kept on file in the school office.

ILLNESS
PARENTS, PLEASE DO NOT SEND SICK CHILDREN TO SCHOOL.
Fever, sore throat, nausea, rashes and earaches are all symptoms that warrant keeping
your child home. The school cannot be responsible for determining a child’s illness.
Except for basic first aid, school personnel are not authorized to provide medical
treatment. If children come to school, they are presumed to be well and are expected to
participate fully in all school activities, both indoor and outdoor (unless the student has a
doctor’s order for restricted activities).
Get well soon. At home.
Sick children should not come to school. If children come to school, they are presumed
to be well and are expected to participate fully in all school activities.
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Please assist us in keeping our students healthy and safe by:
•

•
•
•

•

Keeping your child home when he/she has a fever or feels ill in the morning.
Children should be fever-free for 24 hours without the aid of medication before
returning to school.
Providing written instructions from a physician if your child’s activities need to be
curtailed due to special medical considerations.
In the event of an extended absence, please notify the school office of the
expected date of the return.
If your child has been under the care of a doctor, please provide a note from the
doctor stating that he/she is allowed to return to school and any activity
restrictions. In addition, if your child has been absent more than 3 days, please
provide a note.
Following return to school from the absences, a note stating the reason for
the absence should be provided to the school office by the parent/guardian.
Please state or identify the reason for the absence. If you do not send a note
regarding your child’s absence, the child will be marked as having an unexcused
absence.

If a student becomes ill at school, the office must be notified and will then contact the
parent or emergency contact listed on the Emergency Information Contact Form. The
parent or emergency contact MUST come into school to pick up the child and sign the
logbook in the office. Under no circumstances will an ill student be allowed to leave
school without first contacting the office, nor will the student be sent out to
parents/contacts waiting outside.
Students are not expected to do assignments while home sick. Upon returning to
school, students should make arrangements with their teachers to complete missed
assignments. After an absence, schoolwork must be completed promptly. For every
school day missed, the student will have one school day to make up schoolwork. (Also
see Attendance.) If a parent wishes to pick up homework during an absence, the parent
should make arrangements with the school office before 9:00 a.m. to pick up the work at
the end of the school day.
Students that are absent or leave school early for more than half of school day will not
be allowed to participate in extra-curricular activities on the same day.

Communicable Diseases
Any student suspected of having chicken pox, whooping cough, pinkeye, impetigo or
another communicable (highly contagious) problem will be sent home immediately for
care. Students with communicable diseases may not return to school until the
quarantine period is over. Contact your doctor or health department with any questions
about the quarantine period.

MEDICATION FOR STUDENTS
PLEASE NOTE: It is required that BOTH the parent AND the physician signatures
are on file before any prescription OR non-prescription medication is
administered.
If a child must take a prescription drug during the school day, the following two forms
(available from the school office or on the website) must be completed:
•

•

Physician’s form authorizing administration of the medication, completed
and signed by the child’s physician. The physician form must include all dosage
instructions and specify the time period for which the drug is to be administered.
The physician should also list any side effects of the medication. A new form is
required every school year. Physician forms may be faxed to the school (the
school’s fax number appears at the top of the form). See the sample form at the
back of this handbook.
Parent’s form authorizing school personnel to administer the medication.
See the sample form at the back of this handbook.

No medication will be dispensed at school until both forms are completed and on file with
the office. Students are not permitted to carry medication to school. Parents must bring
the medication to the school office, where it will be kept in a locked cabinet. All
medications must be in their original container with a prescription label having the
following information:
•
•
•
•

Child’s full name.
Name of drug and dosage.
Time(s) to be given.
Physician’s name and phone number.

To the extent it is age-appropriate; students are responsible for reporting to the office for
their medication at the designated time(s) rather than relying on school personnel to
watch the clock.
If the drug is to be discontinued or the dosage changed from the original instructions, the
school requires written notification from the physician. Parents will be notified at the end
of the school year to pick up any remaining medications. Any medication not picked up
within one week after the school year ends will be properly disposed of.

Non-Prescription Medications
Parents must supply their own over-the-counter medications labeled with the child’s
name and specific dosage instructions. Just like prescription medications, nonprescription medications supplied by the parent will be kept in a locked cabinet in the
school office. A parent and physician consent form must also be completed for over-thecounter medication. In addition, parents will be notified each time their child requests
medication, unless the parents have indicated on the form that they do not need to be
notified. See the sample form at the end of this handbook.
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Inhalers
Students may self-administer inhalers while at school only under the supervision of
school personnel. A student who carries an inhaler on his or her person must have an
Archdiocese of Milwaukee Release Form for Student Inhaler Use, completed and signed
by the student’s physician, parent, principal, and homeroom teacher. See the sample
form at the end of this handbook. The parent should provide a second inhaler to be kept
in the school office in case the child misplaces or loses the original inhaler.
The form states that the student understands the purpose of the inhaler and has been
instructed in how to use it appropriately, including how often. The school is not
responsible for safeguarding the student’s inhaler.

DRESS CODE
It is the policy of St. Thomas Aquinas Academy to have a dress code that reflects an
attitude of respect. The way we dress reflects our respect for ourselves, for our school
community and for the educational goals of our school. Cooperation in wearing a
uniform encourages responsibility and self-discipline on the part of the student. All
students are expected to be neat, clean and appropriately dressed for their learning
environment.
Uniform clothing is available at Sunrise Clothiers, The Uniform Place, Target, Kohl’s and
online at www.frenchtoast.com. In addition, the school may arrange a resale of uniforms
at the end of the school year so that families have an opportunity to buy and sell used
uniform clothing.
Parents are responsible for ensuring the uniform policy is followed so teachers do not
need to take class time to enforce the policy.

Colors
The uniform top colors are:
• Green (hunter or forest), Gray (must be ordered through PowerSchool), and
White
The uniform bottom colors are:
• Khaki (tan) or Navy blue
TOPS
• Polo shirts, dress shirts/blouses, turtlenecks or mock turtlenecks all in solid green
(hunter or forest) or solid white. All tops must be tucked in at all times.
• Tops can be either short-sleeved or long-sleeved.
• Plain white or plain green sweaters, as well as the green sweater with the school
logo that is available for purchase through school. Sweaters in any other color
may be worn as outerwear but must be removed when in school. *Navy sweaters
may be worn but must be cardigan (zipper or button-up) style.
• Only sweatshirts with the school logo are acceptable as part of the uniform.
They will be available for purchase through the school.

•

St. Thomas Aquinas Academy T-shirts may be worn only on announced “Spirit
Wear” days. They are not part of the regular dress code.

BOTTOMS
• Boys and girls: Twill or corduroy uniform/dress pants in either navy blue or
khaki (tan). Uniform pants are defined as having one zipper, two front slash
pockets and up to two back pockets. Pant cuffs must be able to cover any
footwear worn in the school. Painter’s pants, cargo pants and skinny pants are
not part of the dress code.
• Girls: In addition to the pants described above, girls may wear twill or corduroy
skirts or jumpers in either navy blue or khaki. The skirts and jumpers may be
pleated or straight, ranging from 1” above the knee to mid-calf. Leggings may be
worn, but are limited to solid white, hunter green, navy blue, gray, or khaki only.
WARM WEATHER
• Twill uniform/dress shorts in navy blue or khaki may be worn only in August,
September, May and June – but no shorts on church days.
• The length of the shorts can range from 1” above the knee, to mid-calf.
• Girls: In addition to the shorts described above, girls may wear skorts (shorts
with a front flap) and capri pants in navy blue or khaki only in September, May
and June.
GYM CLOTHING FOR BOYS AND GIRLS GRADES 3-8
• All students in grades 3-8 must wear gym uniforms and gym shoes for gym class.
• One gym uniform shirt imprinted with the school logo will be supplied by school.
Additional gym shirts are available for purchase through school.
• Gym shorts may be any athletic shorts that are green, black, blue or grey. Gym
shorts are also available for purchase through the school.
• Students in grades 4-8 must bring stick or roll-on deodorant (no sprays).
OUTDOOR WEAR
• Parents are responsible for making sure their children are dressed appropriately
for the weather conditions, including hats and mittens.
• Grades K4-3: Students in grades K4 to 3 must wear boots and bring a pair of
shoes to change into when there is snow on the ground.
• Grades 4-8: Students must wear boots or have an extra pair of shoes to change
into when there is snow on the ground.

General Dress Requirements
• Shirts must be tucked in at all times.
• Only plain, short sleeved white T-shirts may be worn under uniform shirts.
• Only solid uniform top colors (forest green, gray or white) for tank tops or

camisoles may be worn under uniform shirts.
• A forest green, gray, or white collared shirt must be worn under school
sweatshirts and sweaters.
• Skinny style or low-rise pants are not allowed.
• Shoes must be appropriate for the school setting and not pose any safety issues.
Shoes must have a closed toe and closed back. Shoe laces must be tied.
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• Students must wear socks or stockings. Socks are limited to solid white, gray,
black, or navy blue. No bare feet inside shoes.

• Crocs, clogs, flip-flops, Heelys, high heels, platform shoes and sandals are not
•
•
•
•
•
•
•
•
•

allowed.
Coats, hats and hooded sweatshirts (other than approved school sweatshirts on
Spirit Days) may not be worn during class time.
Scouts may wear their Scout uniforms on the day of their meetings.
Hair may not be cut in a drastic style (no mohawks) or dyed as determined at the
discretion of school officials.
Only stud-type earrings may be worn, no other facial/body-piercing jewelry may
be worn.
No tattoos may be displayed.
Only single-strand necklaces and bracelets may be worn.
No nail polish or false fingernails.
No perfume, lipstick, blush, eye shadow, glitter, or other makeup may be worn.
7th and 8th grade girls only may wear light mascara and skin-toned acne
medication or concealer. Students with heavy mascara will be asked to wash it
off. This will be at the discretion of the school administrator.

Spirit Days and Other Out-of-Uniform Days
On occasion, students will be allowed out-of-uniform days. These are called Spirit Wear
Days and Generous Jean Days.
Spirit Wear Days: On these days, blue jeans (only) are allowed if free of holes, rips and
tears. Shirts must be official school spirit wear, which may include t-shirts or sweatshirts
purchased from the school. Please do not wear STAA athletic jerseys. In August,
September, May, and June shorts may be worn including cargo shorts. Skirt length rules
still apply.
Generous Jean Day: On these days, blue jeans (only) are allowed if free of holes, rips
and tears. Shirts must be appropriate for a Catholic school setting. This will be at the
discretion of the school administrator. Students with questionable attire will be required
to call home and different clothing will need to be brought to school.
Interpretation and implementation of any part of this school uniform/dress code policy
will be at the discretion of the principal in consultation with the teachers. Examples of
adjustments to these days may include themes of the day (e.g., Brewers Day, Patriotic
Day, etc.) On these special days, all other dress code guidelines (see above) will still
apply.
Parents will be notified when their child does not meet the guidelines or is out of uniform,
and if necessary, will be called to bring appropriate clothes for the student to wear.

FIELD TRIPS
Field trips are intended to enhance the curriculum and enrich students’ educational
experience. With the approval of the principal, teachers may plan several field trips for
their classes during the course of the school year. When planning field trips, teachers
take into consideration cost, distance, and timing in relation to other school events.
The cost of most day trips in which the whole class is expected to participate is included
in tuition. Some field trips, however, do require additional payment. In those cases, field
trip money constitutes a commitment on the part of the parent and the student to pay
their share of the cost of the trip as a whole, and as such cannot be refunded.
The classroom teacher will send parents advance information about any planned field
trip, along with a permission slip to sign and return to school. Teachers are given
discretion to decide whether school uniforms are worn on a field trip. Legal
responsibilities warrant that a child may not participate in a field trip unless a signed
permission slip is returned to the school for that particular trip. A child who does not
return a signed permission slip will have to stay in school with supervised study.
Ordinarily, field trip transportation is by school bus. Parents may not transport their
children directly to or from the field trip location without first obtaining permission from a
school official and providing a written release form.

Chaperones
Parents are often recruited to assist as chaperones on field trips. Chaperones must
complete Safeguarding All of God’s Family training and have a criminal background
check.
We ask that all chaperones follow these guidelines:
Please arrive on time and check in at the school office.
Smoking and alcohol consumption during the field trip is prohibited.
Help the teacher to maintain order during the trip.
Please do not purchase gifts or food for students (especially small groups
assigned only to you) without consulting the teacher.
• Please do not bring younger children along, since your focus must be on the
safety and well being of the school children.

•
•
•
•

COMPUTER TECHNOLOGY
The school provides computer and network resources for use by students, faculty, and
others affiliated with the school. Computer, data-storage and information-retrieval
systems are designed to serve the students and faculty of the school. Internet access is
provided to further the legitimate educational goals of this school. The equipment,
software and network capabilities provided by the school are the property of the school.
Email and other network communication resources are provided to enhance the learning
environment and may not be used in a way that is disruptive to the work or educational
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environment. Emails to school are not a substitute for written parental permission when
required.
Use of the school’s computer resources is a privilege, and all users are expected to
conduct their on-line activities in an ethical and legal fashion. Users should not view or
transmit threatening, harassing, pornographic and obscene material. In addition, users
must be careful to make sure that they do not use or transmit copyrighted or
trademarked materials without first obtaining appropriate permission with the assistance
of school officials.
Use of copyrighted or trademarked materials without appropriate permission may
violate state or federal law and may also violate Archdiocese policy (Archdiocesan
Policy 6161.2). Misuse of these resources may result in disciplinary action,
including the suspension or revocation of these privileges.

ELECTRONIC DEVICES
Mobile Devices and Pagers
The school recognizes many families use cell phones and pagers as a convenient way
to keep in touch. Still, these devices will not be allowed to disrupt the classroom or
normal school operations.

• Cell phones and pagers should be turned off and kept in the student’s backpack
•
•
•
•

or locker – not on the student’s person or in a desk. Students must have
permission from a faculty or staff member to use the phone.
If a student does have permission to use a device, it should only be used in an
area where others will not be disturbed.
These restrictions apply during normal school operating times (including recess)
as well as during school-sponsored activities, whether on or off school property,
including travel to and from those activities in a school-sponsored vehicle.
The school is not responsible if a cell phone or any other electronic device that a
student brings to school is lost, stolen or damaged.
Disregarding these rules as stated will result in the school administration
confiscating the cell phone, which will be released only to the parent(s).

The rules above also apply to any other communication device that makes a sound,
vibrates, displays a message, or otherwise summons or delivers a communication to the
processor (for example, a walkie-talkie).
Any and all electronic devices must be stored away from the moment students step on
campus to the moment students step off campus. If any staff member finds a student
using an electronic device (including but not limited to headphones, cell phone, iPad or
tablet, iPod, game system) it will be confiscated immediately and must be picked up by
the parents at their next convenience.

SACRAMENTS
Study of sacraments is done within the school classroom. Actual preparation for
sacraments is done within the parish.

Christian Formation Policy
Every child is expected to participate in ongoing Religious Education instruction, Grades
1 to 12, either through a Catholic School or a parish Religious Education Program. A
broad religious education curriculum is achieved provided a student attends consecutive
years of instruction.
To prepare for the celebration of the Sacraments of First Reconciliation (Confession),
First Eucharist (Communion), or Confirmation of Youth:

• A family must be registered members of a Catholic parish
• Be active and participating in Sunday Mass
• Participate in adult and child Sacramental Preparation sessions provided by the
parish of which they are a registered member

According to the Sacramental Guidelines of the Archdiocese, established since 1986,
each parish must offer education for families and candidates to facilitate preparation of
Sacraments. Please contact your Pastor or Director of Religious Education for any
details you may wish to query.

Preparation for the Sacraments
In short, the Sacramental Guidelines set forth by the Archdiocese of Milwaukee are as
follows:
FIRST RECONCILIATION (first offered in Grade 2)

• As a child reaches the age of reason, generally around the age of 7, the

opportunity can be extended to prepare for and receive First Reconciliation.
However, no obligation to approach the Sacrament may be imposed on a child,
other than that which binds all Catholics, namely a consciousness of personal
serious sin (i.e. mortal sin).
• The parish where one is a registered member offers a process for parents to
renew their understanding of the Sacrament and carry out their rights and
responsibilities of guiding their own child. Parishes are recommended to offer
three parent meetings in the course of the preparation period and no less than
one to cover prescribed topics.
FIRST EUCHARIST (first offered in Grade 2)
• It is readiness, rather than age, that is the crucial factor in determining when a
child should receive Communion.
• Children commonly participate in ongoing catechesis for at least one year (either
in a Catholic Day School or parish Religious Education Program) prior to entrance
into a parish process for the celebration of the Sacrament. This together with the
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formation parents are providing in the home forms the foundation for the
immediate catechesis for First Eucharist.
• Parent programs are to be offered by all parishes to assist parents to grow in their
own understanding and appreciation of the Eucharist, as well as to enable them to
catechize their children. To do this parishes are recommended to offer three
parent meetings in the course of the preparation period and no less than one to
cover prescribed topics.
• A child’s celebration of First Communion is to take place at a weekend Liturgy in
the parish church, which provides the context of the worshipping community.
There should not be two separate celebrations of First Communion, one for
children attending Catholic Day School and one for those who do not.
• Contact the Director of Religious Education of the parish where you are a
registered member for information and schedules for Sacrament Preparation.
YOUTH CONFIRMATION
Endorsed by the Archbishop at this time, the Sacrament of Confirmation is open to
Candidates of age 16. Preparation of youth for the Sacrament of Confirmation is
generally a three-year process:

• Two years of remote preparation can be accomplished through attendance at a

Catholic High School or parish Youth Religious Education Program (i.e.
Freshman/Sophomore years or Sophomore/Junior years).
• One year immediate preparation (i.e. Junior or Senior year) for the celebration
of the Sacrament is solely conducted through the parish where the family is a
registered member and includes these components: Instruction; Retreat/Service
Experience; Association with a Sponsor; Interview; and Request for Confirmation
to the Bishop (Letter of Intent).
• If you have further questions or want to know about how confirmation is handled
in your parish, call your parish’s Director of Religious Education or Youth Minister.

GRADUATION
The eighth grade graduation and reception will be held each year at St. Veronica’s
parish. This is the church physically connected to our school, where all students
celebrate weekly mass and are familiar. Its location makes the graduation practices and
preparations convenient for all those involved. It is handicapped accessible, if needed,
for the families of our graduates.
It is tradition that the 7th grade parents work together to prepare the parish hall for an
after graduation reception with decorations and a light menu in honor of the graduating
class. t is also their responsibility to cover the finances for this event. The collected
amount from each 7th grade family is generally $20-25, depending on the class size.

CHILD CUSTODY
From Archdiocese of Milwaukee Policy 5124.2
When a student is the subject of a court order that restricts the placement or contact of
either parent with the child, the parent with primary physical placement of the child must
submit a copy of the court order. This is especially important so that school officials can
ensure emergency contact information remains current.
If a court has issued an order affecting the physical placement of a child pursuant to
Wisconsin Statute §767.24 (or a comparable statute of another state), all information
regarding the student shall be available to both parents in conformity with Wisconsin
Statute §118.125(2) unless one parent has been denied periods of physical placement
with the child by the court under Wisconsin Statute §767.24(4). In that case, no student
information will provided to the parent who has been denied periods of physical
placement, in conformity with Wisconsin Statue §118.125(2)(m).

FORMS
The following section includes forms that families are required to complete each school
year. Electronic copies of these forms are available within the Parent Resources section
of our website at www.thomasaquinasacademy.com.
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