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Welcome to St. Casimir’s School!
This handbook is intended to help answer many of the questions both students and parents
may have about St. Casimir’s School. It contains general information about the school, its
policies, rules and regulations and is reviewed each year to ensure accuracy of information .
The statements set forth in this handbook are designed to create and maintain a safe learning
environment for students and staff. It is understood that the policies are not all inclusive. It is
also understood that action may be taken with respect to any offense which interferes with the
appropriate education of students and the orderly conduct of the school regardless of the
existence, or nonexistence, of a policy covering the offense.
Thank you for your interest in the program offerings of St. Casimir’s School. If you have any
questions or concerns regarding this information, please do not hesitate to contact the school
office at 507-553-5822.

ST. CASIMIR’S SCHOOL MISSION STATEMENT
St. Casimir’s Catholic School is a Christ-centered faith community
where we pray, learn and celebrate together in an environment for
children of various Christian faiths.
Revised: April 2021

ST. CASIMIR’S SCHOOL PHILOSOPHY STATEMENT
With Christ as our model and guide, St. Casimir’s School strives to
develop academic excellence integrated with the truths and values of
the Gospels. With the belief that each child is special, their unique
talents and needs are recognized to develop in them a feeling of
dignity and self-worth.
Revised: April 2021
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ST. CASIMIR’S SCHOOL HANDBOOK OVERVIEW
In accordance to federal and state statutes, St. Casimir’s School complies (SCS) with all laws
prohibiting discrimination on the basis of race, color, creed, religion national origin, sex, marital
status, status with regard to public assistance, membership or activity in a local commission,
disability, sexual orientation or age. St. Casimir’s School is in compliance with the State of
Minnesota K-12 Compulsory Law through their accreditation status with the Minnesota
Nonpublic School Accreditation Association (MNSAA). St. Casimir’s School is also a member of
the National Catholic Education Association (NCEA) and the Minnesota Catholic ConferenceDepartment of Education (MCC).
The principal is the final recourse and reserves the right to amend this handbook. Parents will
be given prompt notification.

GENERAL INFORMATION
ADMISSION
St. Casimir’s School accepts students of various Christian faiths, while giving priority enrollment
to St. Casimir Church members, members of cluster parishes and non-members who are
already enrolled at SCS. In order to register, please note the following:
 Children entering Kindergarten must be five years of age by September 1st of the
upcoming school year.
 An up-to-date record of immunization history is required at enrollment.
 Students admitted to SCS must have all necessary records from any previous school, if
applicable, forwarded to the office.
While SCS welcomes and celebrates non-Catholic students, it should be noted that only the
Catholic faith and its teachings and practices are shared within the school through Masses,
classes and activities. In order to respect students of other faiths, a non-Catholic student is not
required to actively participate in such circumstances; however, their attendance with an
attitude of respect and cooperation is expected. If a parent requests that their child not attend
such events, it is understood that it is the parent’s responsibility to provide the child
supervision outside of SCS during the duration of the event or class. If not following the
school’s professed faith, parents are encouraged to discuss with their child at home the
differences in what is practiced at SCS and the strengths of their own family’s faith and
teachings.
ATTENDANCE, STUDENT ARRIVAL/DISMISSAL, VACATIONS
One of the most important things your child can do to achieve academic success is also one of
the most basic: going to school every day. In fact, research has shown that your child’s
attendance record may be the biggest factor influencing his or her academic success. Any
unexcused absences can negatively impact student learning.
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In the event a student does not attend school, the parent/guardian needs to contact the SCS
office by 8:15 AM and arrange to pick up missed classwork. No refund of session fees will be
available for these days of absence.
SCS follows the school attendance policy in the areas of tardiness, absenteeism, excessive
absenteeism and truancy as follows:
1. Student Arrival: The school day begins at 8:25 AM Monday through Friday according to
the annual school calendar. The back entryway doors to school will be opened at 8:00
AM when a faculty member comes on duty.
2. Student Dismissal: The school day ends at 2:50 PM. When picking up your student,
please use extreme caution in the streets and parking lot around the school building.
There is a staff member on duty for ten minutes after the final bell to allow for pick up.
Unless other arrangements have been made, any student not picked up by 3:00 PM will
be placed in the after school program and billed accordingly at the expense of the
parents of $1 per minute. The after school program is Kid Zone and is located in the
lower level of the school in Fr. Mikolai Hall. If you arrive after 3:00 PM, you will need to
come down to Fr. Mikolai Hall to pick up your child and sign them out.
3. Tardiness: The arrival of a student after the opening of class at 8:25 AM constitutes
tardiness, except in the case of a late bus. A student will be counted tardy if s/he arrives
at the school between 8:25-8:40 AM. A written excuse or phone call from a parent or
guardian is required in the event of repeated tardiness. Three or more tardies will
constitute one day of absence.
4. Absenteeism: Any student not present in the school is to be considered absent. Arrival
after 8:40 AM will be counted as half day or full day absence depending on the time of
arrival. Exceptions to this policy where the absence would not be recorded on the
student’s attendance record include:
a. Students leaving and returning to school during the lunch period with prior
parental approval.
b. A student’s absence of less than one hour caused by attending a medical
appointment.
5. Excessive Absenteeism: Unexcused absences throughout the year can be considered
educational neglect and, after seven (7) occurrences, it will be reported to the county.
Parents may be contacted by the school administration to discuss further action.
6. Truancy: Compulsory instruction laws require children between the ages of seven and
seventeen to attend a public or state-accredited private .
7. Vacations: Family vacations are a valuable part of our family structure. Please try to
schedule vacations during breaks so that your child does not fall behind with
schoolwork. At the age of our students, children need daily practice to acquire the
necessary skills for successful living. If a parent is taking a vacation with their child, the
classroom teacher must be made aware of it prior to your departure so arrangements
can be made for make-up work. While the teacher will do their best to prepare the
homework prior to the vacation days, it cannot be guaranteed that s/he will have time
to do so.
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AUTHORITY
All employees of SCS have the responsibility and obligation to enforce school regulations. The
tri-parish pastor, principal, teachers, office staff and custodian have the right to correct
students who are violating school rules and students have an obligation to do as requested.
Failure to comply with any reasonable request by an authority figure is insubordination.
Students who are insubordinate will be subject to additional consequences.
BIKE RIDERS
St. Casimir’s School is not responsible for stolen or damaged bikes.
BIRTHDAY TREATS
Each SCS student’s birthday will be celebrated in school. Summer birthdays will be celebrated
during the school year on the student’s half birthday. Students may bring commercially
prepared food for birthday treats.
CALENDAR
An annual school calendar is mailed to each family in their August 1st registration packet and is
posted on the school website (www.stcasimirsschool.net). An ongoing calendar may also be
found on the school’s website. The calendars serve as reminders of school activities. Although
the calendar is based on the ISD #2134 United South Central (USC) calendar, some attendance
and non-attendance days may differ. Additions or corrections to the annual calendar will be
announced in the school newsletter or email updates as necessary.
CHANGE OF TELEPHONE OR ADDRESS
All family information must be kept current with the SCS office. It is the responsibility of the
parent/guardian to inform SCS of changes to the following:
1. Home/mailing address
2. Home/work/cell phone numbers
3. Persons authorized or forbidden to pick up your child/ren
4. Persons to contact in an emergency if ta parent/guardian cannot be reached.
Should a student be moving to another school, please let us know as soon as possible so we
may prepare for the transfer of records.
CUSTODY ORDER/RELEASE OF STUDENT
In some family situations, a court has given one partner/guardian or another certain legal
rights. These rights most often delineate custody issues for minor children involved in the
family situation. When a court awards sole legal custody, sole physical custody or creates other
specific language that requires the school to limit normal family involvement, the school must
have appropriate copies of court papers. Without such information, the school will assume
joint legal custody and joint physical custody.
SCS will not release a student to any person without prior written consent from the
parent/guardian. If an unauthorized person arrives to pick up a student, the student’s
parent/guardian will be contacted.
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SCS cannot legally keep any parent/guardian (including step-parent) from picking up a student
from school without having a copy on file of a court order prohibiting the parent/guardian from
contact with the student. If an individual breaks a court order and attempts to take a student,
the authorized parent/guardian will be notified and the police will be called.
DRESS CODE
Since the way we dress affects our mood and attitude, a student’s clothing should be in good
taste and suitable for an educational atmosphere--clean, neat and modest. Clothing that
should NOT be worn to school includes, but is not limited to:
 Sun dresses, tank tops, tops with skinny straps
 Dresses, shorts, skorts that do not extend past the fingertips of the student when the
arms are at the sides.
 Clothing must be age-appropriate and hemmed.
 Leggings or body-hugging pants (If worn, they must be worn with a shirt long enough to
cover the student’s behind when arms are raised.)
 Clothing that is deemed by the staff as being too tight, short and/or too low cut.
 T-shirts imprinted with questionable messages (messages not in keeping with our school
philosophy and Mission Statement) that are sex-related or promote tobacco, alcohol,
violence, etc.
All children should come to school wearing shoes that are safe on stairways and safe for
playing in the gym and on the playground. Children are not permitted to wear footwear
during regular school days without backs or backstraps or other footwear unsafe or unsuitable.
If sandals or dress shoes are worn, they MAY NOT be worn for gym class. If other shoes are
worn to school, the student must have gym shoes and socks available to be changed into for
gym class. Children must wear shoes at all times in case of fire/tornado or other emergencies.
Mass attendance on designated days is a time when students are encouraged to present
themselves in the best possible manner for the Lord. Psalms 29 says, “Give to the Lord the
glory due His holy name. Worship the Lord in holy attire.” Therefore, all members of our SCS
family are asked to dress “above the average” and shorts are not allowed to be worn for Mass.
However, students may change into shorts or sleeveless tops following Mass.
Children must wear clothing suitable for all weather. This includes boots, gloves, caps or ear
muffs, and warm jackets for cold weather.
In addition, students may not wear cosmetics to school. However, clear lip gloss or lip balm is
permissible. For safety reasons, a child’s hair must be kept from hanging in his/her face.
EMERGENCIES & SCHOOL CLOSINGS
SCS strives to provide a safe, secure environment for student learning and will do everything in
its power to protect the students should a crisis occur. The school has developed a Crisis Plan
and Procedures manual which is designed to ensure the safety of all students, teachers and
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staff in the event of an emergency. Staff members have been trained in and are familiar with
the steps outlined in the guide. During any emergency—including a weather-related
occurrence—parents are asked to lend their help and cooperation to ensure that all involved
work as a team.
SCS is located within the USC School District, and our students participate in the USC
Transportation Program. Therefore, if the USC School District closes school for the day, begins
late or lets out early for any reason, SCS will follow the same schedule, and students will be sent
home via the emergency transportation arrangements indicated on the SCS Family Information
Form.
All SCS families are enrolled in the USC district-wide messaging service in which automated calls
and text messages are made to each parent/guardian in the event of an emergency situation.
In most emergencies, students will be released from school; however, in an emergency that
prohibits remaining in the school buildings (such as a broken gas/water main, a fire or sudden
loss of heat in bad weather), students and staff will be moved to the school’s alternate site at
the Good Shepherd Lutheran Church at 291 1st Street SW, Wells.
Other emergency-related information:
1. Fire, tornado and lock down drills are scheduled at regular intervals as a safety
precaution and to meet legal requirements.
2. In the case of a bomb threat originating at SCS, one day of school will be added to the
school year for each day involved in the threat.
3. If a day needs to be added to the school year and USC is not in session, student
transportation would be the responsibility of the parent.
4. Please note that in an actual emergency situation that requires emergency personnel,
the school administration may no longer serve as the directing force. In such a
situation, all information will be disseminated by the emergency personnel. Parents
should listen to local radio broadcasts or wait for other contact from emergency
authorities.
FLEXIBLE/DISTANCE LEARNING AND SNOW DAYS
Flexible learning and distance learning days minimize the disruptions to academic progress
caused by emergency school closures or “snow days” by making these out-of-school days as
educationally productive and engaging as possible. Flexible and distance learning days also aid
in limiting reinstated school days due to full day emergency closures.
Flexible learning and distance learning involve teacher-prepared assignments, or possible online
options, that students complete when away from the physical school building. Teachers are
available by email, phone and/or OptionC during those days so student education can continue
even when students and teachers are not in the same location. Along with emphasizing the
value of learning, flexible learning and distance learning encourage character growth in the
areas of self-sufficiency, adaptability and perseverance.
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FUNDING
Parents/Guardians of students attending SCS are given a tuition fee statement which has been
recommended by the SCS School Board and set by the canonical administrator. The amount
received from tuition is a small part of the total school budget. The remainder required to
meet the budget is from funds invested in Catholic education by the parishioners of St. Casimir
Church, other donations and fundraisers.
Funding is obtained from your state taxes for non-religious textbooks, instructional materials,
and some health services. In setting the tuition for the current school year, the finance board
relies on the provision of these state-provided funds to offset the expenses to the school. A
“Request Form for Nonpublic School Services” is to be completed by each family annually, and
it is assumed that every family will request these funds to keep tuition at a minimum. If a
family chooses not to request these funds, they will be billed for the amount that would have
been provided by the state.
Please note: No family is denied attendance in the SCS kindergarten through sixth grade
program due to lack of ability to pay. Please visit with the principal to make alternate
arrangements if this is a concern.
FUNDRAISING
As a Catholic, nonpublic school, St. Casimir’s is funded in several ways. Student tuition is kept
to a minimum through the items listed in the above “Funding”. The main fundraisers for the
school include the Knights of Columbus Marathon for Nonpublic Education, The Shoemaker’s
Appeal, and Home and School Association fundraisers. More information on these programs is
shared with our families as these events occur.
Scrip is a voluntary fundraising opportunity for the school families in which everyday shopping
expenses are turned into cash through the use of retail gift cards to pay for everyday purchases
(like gas and groceries) instead of the usual credit/debit card or other money. Through
individual participation in this program, families may receive a credit towards their family’s
tuition account. More information on this program is available through the St. Casimir parish
rectory office.
HOME AND SCHOOL ASSOCIATION (H & S)
This organization consists of two main groups of people: SCS parents and St. Casimir’s School
faculty. It was founded for the purpose of bringing together “home and school” for the benefit
of our children and parish. All school faculty and parents are members. Home and School
meetings are held four times a year with election of presiding council members at the spring
meeting for the following school year.
LUNCH
Students (K - 6) may bring a sack lunch or participate in the hot lunch program through the USC
Public School. Lunch is served in the St. Casimir Church Hall.
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USC mails the necessary lunch program forms to each family annually to allow them to sign up
for the program if they wish. USC also provides the application for the free or reduced price
lunch program. This form should be completed by all school families regardless of family
income status. Family acceptance into this program directly affects the amount of funding that
SCS receives in nonpublic aid. When applying for free or reduced lunch, forms are approved by
the public school. St. Casimir’s School is not made aware who receives free or reduced lunches.
This information is kept confidential by the USC lunch coordinator. Lunch money is paid online
through USC’s PayPams system or a check is written to “USC” and mailed to the USC High
School office.
Food for the lunch program is prepared in the USC kitchen, which is licensed through the State
of Minnesota. All hand washing food preparation, handling and serving of food is done in
accordance with the Minnesota State Health Department standards. The head of the USC lunch
program oversees the SCS lunch program to ensure all procedures are correctly executed.
MEDICATION: Over the Counter and Prescription
The following guidelines are strictly followed to ensure the safety of every student. These
practices are based on state recommended guidelines. SCS WILL NOT give your child ANY
medication unless ALL of the following guidelines are met:
1. A completed “Consent for Administration of Over the Counter and Prescription
Medication During the School Day” form must be received for each medication for each
student. This form will be kept active up to two weeks for the recommended over the
counter dosage or as recommended by the student’s physician for prescription
medications. If you wish your child to continue to use the medication after the first
authorization expires, you will need to send in a new authorization form for your child.
2. The medication may be brought to school by a PARENT ONLY and must be in the
original, unopened, sealed container. Any medication brought to the school office in
any other fashion will not be administered.
3. Only the recommended dosage listed on the package will be administered for over the
counter medications.
4. SCS reserves the right to limit the duration of time in which over-the-counter
medication is used at school.
5. Any unused medication must be picked up by the parent, or it will be disposed of after
an extended period. Parents will be contacted before medication is disposed.
A copy of this form can be accessed through our school website at www.stcasimirschool.net or
by contacting the school office.
MILK/SNACK BREAK
Kindergarten students will have a morning milk break paid through state funding. If parents
would like their kindergarten through sixth grade child to receive a morning snack, they may
send a daily snack with their child. Snacks will NOT be provided by SCS.
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PUBLICITY
From time to time, SCS publishes articles and photographs in the local papers regarding the
events happening through the school. These photographs may include students enrolled in the
school and may also be used on the school’s internet website, school’s Facebook page, local
billboards or any other form of advertisement available. Parent permission is acquired on the
annual enrollment contract. If a parent prefers that their child’s photograph NOT be taken for
publicity purposes, they should notify the school by August 15 th of the current school year.
SCHEDULED LATE STARTS AND EARLY OUTS
In order to meet the Minnesota mandated faculty training, quarterly two-hour late starts and
early outs have been scheduled in the annual school calendar. On the scheduled dates, classes
will begin two hours late or will be released two hours early. Refer to the SCS calendar for a list
of scheduled two-hour late start and early out dates.
SCHOOL BOARD
The mission of the SCS School Board is to advise and provide direction for the school. The
Board meets monthly to review the budget, make policies and advise the principal in the
general operation of the school.
SCHOOL BUILDING & PROPERTY
In respect to the care and provision of school buildings and structure:
 Students are responsible for the proper care of all books, supplies, furniture and
building structure.
 All students must have a backpack or book bag for their homework.
 Students who damage property or equipment will be expected to repair, replace or pay
for such items.
 Receptacles for recycled paper are available in every classroom. Students and teachers
are expected to recycle whenever possible.
 Student textbooks that leave school grounds need to be covered in a book cover—either
paper or cloth.
SCHOOL HOURS
The SCS entrance doors open at 8:00 AM and classes begin at 8:25 AM. At this time, the
students should be in the classroom, at their desks and ready to begin the school day. Students
in grades K - 4 have a 15 minute morning recess—time permitting. The lunch/recess period is
45 minutes long. Classes are dismissed at 2:50 PM. However, students riding the USC busses
will be dismissed at 2:40 PM or at a time set by the USC Transportation Director.
SCHOOL NEWSLETTER
A school newsletter is compiled on a monthly basis with the latest updates and school news. A
paper copy will be sent home to each family and it may also be accessed on the school’s
website at “www.stcasimirsschool.net”. Additional changes and updates are sent to parents by
email through OptionC as necessary.
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SCHOOL PICTURES
Individual student pictures are taken during the fall of the year by Lifetouch. The date for this
event will be listed on the school’s annual calendar. Every student will be photographed for
school record purposes. Parents may choose to purchase a photo package for their child if they
wish to do so.
SCHOOL SUPPLIES
Families are provided with a student supply list in their August information packet. The list may
also be found on the school’s website. Students are required to have only the supplies listed
for their grade level. No “gimmicky” school supplies are to be brought to school, as they
become playthings for some children and keep them from completing assigned tasks or from
paying attention to the teacher. If such items are brought to school, they will be removed from
the student’s possession. Supplies brought to school need to be labeled with the student’s
name or initials.
STUDENT HEALTH FORMS AND RECORDS
In accordance with state regulations, SCS requires parent/guardian information, emergency
authorization information, health care summary information and up-to-date immunization
record to be on file for each student before the student may begin school. These forms should
be updated annually.
In addition, SCS will keep on file a permanent record of a student’s cumulative report. The
school will collect, maintain and disseminate student records with great care and responsibility.
Parents or legal guardians may ask to review the contents of any records of their child. No one
but school personnel, parents/guardians of minors have access to individual pupil records.
Teachers may review the records of the students whom they teach at any time. These may
include any or all of the following:
 identifying data
 academic work completed
 achievement test scores and grades
 attendance data
 standardized test scores
 interest inventory results
 health data
 family background information
 teacher or counselor ratings and observations
 verified reports of serious or recurrent behavior patterns
Student Record Access Rights for Non-Custodial Parents: Under certain circumstances,
noncustodial parents have the right to copies of their child/ren’s report cards and educational
records. Educational conferences will only be scheduled with the non-custodial parent after
they have provided a copy of the court order granting them that right. The court order must be
signed and dated by a judge of the district court. SCS reserves the right to verify the accuracy of
the court order with the custodial parent or the court itself. School administration is provided a
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reasonable amount of time, not to exceed 15 calendar days, to review records and to reply to
requests. School administration will not release a student’s records (or a copy of those records)
without written consent of the parents. The only exception is in the case of a student
transferring to another school. Upon receipt of a completed records request form from the
student’s custodial parent/guardian, records will be transferred to the new school.
TUITION
The amount of tuition, as recommended yearly by the SCS School Board and set by the
canonical administrator, will be for all children attending SCS. A form is sent to each
parent/guardian prior to the opening of the school year requesting information on how and
when payments will be made. This form along with the specified tuition downpayment is due
by August 15th. In the event of a student transfer or withdrawal, this downpayment is
nonrefundable.
If a family has three or more children enrolled at SCS during the same academic year, the third
or more children will attend tuition free for that academic year for grades kindergarten through
sixth grade. If a current SCS family refers a new family, both the referring family and the
referred family will receive $50 off of their family tuition for that academic year. An Early Bird
Registration Discount of $50 will be given to families who enroll their child/ren for the
upcoming academic year by turning in all completed enrollment paperwork by the due date set
by the principal.
All tuition accounts are initially set up on a monthly payment basis. In order to help with
beginning of the school year expenses, SCS requires the first tuition payment be paid on or
before August 15th. Families have a choice of their payment plan for annual tuition, which will
be indicated on the annual Family Tuition Agreement Form. If no choice is selected, your family
will automatically be placed on a monthly payment schedule payable the 15th of each month of
the academic year.
No child is denied admission to SCS because of financial hardship. If tuition payments cannot
be met as scheduled, parents/guardians are asked to discuss the matter with the principal or
pastor to determine if other arrangements can be made. This information will be kept
confidential.
If tuition assistance is requested, SCS has the following options available:
1. Ben Bushlack Scholarship: Each year at least one scholarship is made available for any
SCS student to be applied toward the student’s tuition for the following year. To be
considered as a candidate for this scholarship, nominations are requested from staff
members on how well a student fits the stated qualifications.
2. Tuition Assistance Program: This program offers individuals an opportunity to make
donations to the school to sponsor a student’s full or partial tuition payment or to help
offset the actual cost to educate a child that is not covered by tuition. Donations are
accepted at any time. For a family to receive funds through this program, a Tuition
Assistance Program application must be completed and returned to the school office.
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3. Seeds of Faith: The Diocese of Winona-Rochester offers all families with students
enrolled in a diocesan parochial school the opportunity to apply for tuition assistance
when available. To apply, families must contact the school office for an application.
Once the application has been completed by parents, school and parish, the application
is submitted to the diocesan offices for acceptance.
VISITORS
Parents are encouraged to visit the school. When arriving at school, visitors must enter through
the main entrance doors located on the street side of the main building or the back parking lot
side of the main building. Once in either entrance, visitors use the intercom system to gain
entry. All classroom visitors are asked to make prior arrangements with the classroom teacher
so as not to disrupt the daily plan.
VOLUNTEERS
Our volunteer program is a very important part of our school. The contribution of volunteers
helps to enrich the curriculum by assisting students and teachers in a variety of ways.
The opportunities for volunteer service are many, including aides for classrooms, library, lunch,
etc. Teacher aides assist teachers by giving individual help to students, correcting papers,
listening to children read or other duties as needed. Library volunteers assist by reading to
students, helping them check out books, shelving books and doing general library maintenance.
Lunch volunteers assist by setting up, serving and cleaning up the lunch served to students.
Contact the SCS office for more information on volunteering.
Parents wishing to serve as volunteers will need to attend a Volunteer Orientation Training
Session and sign the Diocese of Winona-Rochester Code of Conduct form and the St. Casimir’s
School Confidentiality Statement. Interested volunteers will also need to attend a VIRTUS
Training “Protecting God’s Children” class required by the Diocese of Winona-Rochester, which
includes a background check. If a parent wishes to serve as a volunteer, they should request a
volunteer application from the school office.
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ACADEMIC INFORMATION
ACADEMIC ASSISTANCE
It is part of St. Casimir’s philosophy to help each child strive to develop academic excellence.
Assistance is based on one or all of the following.
1. Teacher recommendation
2. Parent concern or request
3. Student concern or request
It is the intention of the school to address a student’s needs through individual help,
modifications, parental involvement and/or other academic tools and strategies that will obtain
the goal of academic improvement.
Title Special Education Services are also available through the USC School District for students
attending SCS. If interested in this service for your child, please visit with your child’s classroom
teacher or principal for more details.
CURRICULUM
The curriculum guides for each grade level are available in the office. Guides contain all of the
curriculum information specific to your child’s grade level. The Diocese of Winona, in
conjunction with the University of Notre Dame, has begun the process of rewriting the
curriculum for all diocesan schools. Each subject matter will be reviewed and rewritten over
the next several years. The new curriculum was first implemented in the 2015-2016 school
year with the Social Studies program. Further subjects will be added to the diocesan school’s
curriculum as they are completed.
 Core Curriculum: The core curriculum includes Religion, Mathematics, Language Arts
(Reading, Grammar, Spelling), Science and Social Studies. Each core curriculum subject
is aligned with state standards in addition to being reviewed and updated.
 Physical Education: All students are to participate in physical education classes. Only
recommendations from medical personnel will exempt a student from class.
 Specialized Classes: Based on staffing and student enrollment numbers, SCS is also
prepared to offer Band, Art, Spanish and Computer classes. All specialized classes are
aligned with standards in addition by being reviewed and updated.
FAITH LIFE
Our Catholic faith is at the heart of SCS. We strive to incorporate faith formation, prayer, the
Sacraments and service into every day of our school year and into all areas of the curriculum.
Adoration: All students in Grades K-6 attend Adoration at St. Casimir Church as the church
season dictates.
Children’s Mass: All students participate in our Children’s Masses twice a week—usually on
Tuesdays and Fridays. Teachers and students plan the Masses with students, and students in
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Grades 4-6 volunteer as altar servers. There are special birthday liturgies, usually on the first
Friday of each month.
Classroom Prayer: Each day students and teachers will pray together offering petitions and
special intentions as well as prayer at lunch time.
Faith Formation: Each grade has Religion on a daily basis. Once a week, the tri-parish pastor is
scheduled to visit classrooms to support and help students learn more about the Catholic faith.
Reconciliation: The tri-parish pastor offers the Sacrament of Reconciliation to students in
grades 3-6 during Advent and Lent. The second grade students will participate after receiving
their First Reconciliation.
Sacramental Preparation (First Reconciliation and First Communion): The second grade
students prepare for these Sacraments with their Religion teacher. These students make their
First Reconciliation and First Communion with their parish community. Dates are determined
by the Tri-Parish Director of Religious Education and the tri-parish pastor.
School Prayer: Each morning the SCS family starts the day with prayer. Furthermore, prayer
continues to be an active element throughout the day. As a family, our students and faculty
will pray the Rosary, offer prayer intentions, participate in the Stations of the Cross and hold
prayer services throughout the school year.
Student Prayer: As a Catholic school, prayer is a cornerstone of the school’s existence and the
students’ education. The following listing provides the accurately-worded prayers that we ask
the students to learn at their age-appropriate levels. As always, a parent’s involvement is
encouraged in this area of education and faith development for your child. Please take time on
a daily basis to review these prayers within your family.
FIELD TRIPS
Field trips are a privilege and a component designed to support curriculum and introduce
students to community service and resources. Each student must have a signed
request/permission slip from their parent/guardian prior to accompanying his/her classmates
on an out-of-town trip. Special information will be sent home for each trip. In regards to field
trip arrangements, please note the following:
1. Students participating in field trips in the town of Wells may walk to the trip destination.
A parent permission form will not be sent home for in town field trips.
2. As the financial arrangements for any field trip are made with the total number of
participating students in mind, a refund of funds is not available in the event of a
student absence.
3. If a student is going on more than one trip, please issue separate checks for each trip—
do not add them together in one check. However, if you have two children attending
the same event, one check may be written for both children’s trip fee.
4. SCS utilizes USC busses for field trip transportation. Personal vehicles are not allowed to
transport students for school-related events.
13

5. In order to best serve our students and faculty while maintaining a safe educational
environment for all, each parent volunteer will need to complete the following forms
required by the Diocese of Winona-Rochester:
 Diocese of Winona-Rochester VIRTUS Training “Protecting God’s Children”:
Training which includes a background check.
 Diocese of Winona-Rochester Code of Conduct
 St. Casimir’s School Confidentiality Statement
GRADING SCALE
SCS uses the following grading scale:
KINDERGARTEN:
Academic Grading Scale:
E
Excellent Achievement
S
Satisfactory Achievement
NI Needs Improvement

Disciplinary Grading Scale:
+ Excellent
Acceptable
/ Occasionally Unacceptable
X Frequently Unacceptable

FIRST & SECOND GRADES:
Academic Grading Scale:
E
Excellent Achievement
S+ Above Average Achievement
S
Average Achievement
S- Below Average Achievement
NI Needs Improvement

Disciplinary Grading Scale:
+ Excellent
Acceptable
/ Occasionally Unacceptable
X Frequently Unacceptable

THIRD - SIXTH GRADES:
Academic Grading Scale:
A
Excellent Progress (94 - 100)
B
Above Average Progress (88 - 93)
C
Average Progress (76 - 87)
D
Needs Improvement (70 - 75)
F
Failure (69 or below)

Disciplinary Grading Scale:
+
Excellent
Acceptable
/
Occasionally Unacceptable
X
Frequently Unacceptable

HOMEWORK
Homework is an extension or reinforcement of classroom learning. Parents/Guardians are
encouraged to supervise their child’s homework and thereby share in his/her education. It is
the responsibility of each student to obtain make-up work upon returning to school after an
absence. Make-up work must be completed by a designated date given by the teacher.
Incomplete or late work will be handled by each individual teacher.
PARENT-TEACHER COMMUNICATION
To help with the lines of communication between teachers and parents/guardians, the
following options are available:
 Call the teacher--Parents may call before or after school or leave a message at the office
and calls will be returned as soon as possible.
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Email the teacher—Parents/Guardians may email teachers any time. Teachers are
asked to check school emails a minimum of one time per day.
OptionC—This online program is made available to all parents and faculty members.
Teachers use the program for a dual purpose—to communicate directly with parents
and to keep parents up-to-date on their child’s academic progress and homework
responsibilities. By accessing their child’s information online, parents have the ability to
keep in touch with their child’s teacher and to stay abreast of their child’s academic
successes and challenges. Parents/Guardians may message teachers any time.
Teachers are asked to check their OptionC messages a minimum of one time per day.

In utilizing the above-mentioned options, each teacher has created individual teacher/parent
communication practices. These practices will outline the expectations of the teacher
regarding:
 How they will communicate regularly with parents regarding their child’s performance.
 How they will communicate with the students the classroom performance expectations.
PARENT-TEACHER CONFERENCES
Conferences are held midway during the first and third quarters of school. The dates are listed
on the annual calendar. The first conference is a time for parents and teachers to get to know
each other, to discuss philosophy, expectations, anxieties, concerns and goals for the year. The
second is a time to follow up on discussion from the previous conference, report progress and
redefine goals. If any notable changes occur at any time with the student during the school
year, the parent/guardian will be notified. Parents/Guardians should feel free to request a
conference at any time during the school year if they have a concern.
REPORT CARDS/PROGRESS REPORTS
Report cards are issued at the end of each quarter. SCS utilizes a School Management System
(SMS) to track all student data. SCS uses OptionC as their SMS. Assignments, grades and report
cards are managed through OptionC. Progress reports are given twice a year at parent-teacher
conferences. Parent-Teacher Conferences are scheduled twice a year.
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STUDENT SERVICES
BUS TRANSPORTATION
Bus transportation for SCS students is provided through participation with the United South
Central Transportation Department. SCS students may use the USC Transportation Program;
however, parents/guardians need to contact the USC Transportation Supervisor at (507)5533134 to be placed on a bus route. Routes and times for student pick up and drop off are
determined by USC. To maintain the safety and well-being of everyone riding the bus, it is
necessary that the driver be alert and in full command of the bus and its occupants. Therefore,
please review the following safety rules with your child:
1. Immediately follow the directions of the driver.
2. Sit in your seat facing forward.
3. Talk quietly and use appropriate language.
4. Keep all parts of your body inside the bus.
5. Keep your arms, legs and belongings to yourself.
6. No fighting, harassment, intimidation or horseplay.
7. Do not throw any object.
8. No use of tobacco or drugs.
9. Do not bring any weapon or dangerous objects on the school bus.
10. Do not damage the school bus.
Students in violation of bus rules will receive a bus violation. This form is completed by the bus
driver and sent to the USC transportation director. The director will then send notice of the
violation to the SCS principal who will visit with the student and contact the student’s
parent/guardian.
EDUCATION AID TO NONPUBLIC STUDENTS
The Legislature of the State of Minnesota provides for the distribution of educational aids,
namely textbooks, standardized tests and individualized instructional materials so that every
school pupil in the State will share equitably in education benefits.
HEALTH/MEDICAL SERVICES
Although certain health services are offered by the USC Health Services, SCS does not have a
nurse on staff monitoring daily health situations that may arise.
In the event of a medical emergency or accident, SCS staff will administer first aid. When
necessary, 9-1-1 will be called, and the student will be transferred by ambulance to the nearest
medical facility. SCS staff will make every effort to notify the parent/guardian or emergency
contacts of the medical emergency. Each family is responsible for all medical charges. In
regards to specific medical situations, please not the following:
 Allergies: Student allergies and/or food intolerances need to be communicated to SCS
by the parent/guardian and supported by a signed physician statement. SCS will be
notified of any allergy and/or food intolerance information, and foods that cause allergic
reactions will not be served.
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Health Screens: Annual screening services for vision, hearing and scoliosis Health
services are provided by the USC school nurse. The nurse also visits annually with the
students in the current fifth grade on the subject of “Our Changing Bodies”. Prior to
meeting with the students, a letter is sent home to all parents of fifth grade students
inviting them to attend this session if they wish.
Student Illness and/or Emergency: If a student becomes ill during school hours, the
student will be isolated from other students whenever possible. Parents/Guardians will
be notified to pick up their child immediately. In the event that a parent cannot be
reached, the school will notify the parent-designated emergency contact as listed on the
annual “Family Update Form”.
If a student is diagnosed with a contagious or reportable illness, the parent/guardian
needs to inform SCS immediately so other families in the program may be properly
notified. Details of the student will not be shared, only information about the illness or
condition and steps parents/guardians may need to take will be shared. For a complete
list of contagious or reportable illnesses, contact the SCS office.

SCS asks that parents follow the following health guidelines:
1. If a child has a fever of 100 degrees or more, s/he is not allowed to return to school until
they have been fever-free for 24 hours without the aid of medication.
2. If a child has vomited or has diarrhea, s/he is not allowed to return to school until 24
hours after the last episode.
SPECIAL EDUCATION
Special education classes are provided through the public school based on assessed need.
Students qualifying for special education are required to receive scheduled services at the
public school. Parents who feel their child has a need for special education services should
contact their child’s classroom teacher. If a student needs to be referred for Special Services,
the following steps should be taken:
1. Pre-referral interventions are performed and recorded by the teacher.
2. If success is achieved with interventions, the interventions will be continued. If student
fails to achieve success with interventions, a referral to USC Special Services will be
made by the school personnel.
3. Upon reception of the SCS referral, USC will set up a child study meeting to discuss
concerns and determine a plan of action.
SPEECH
Students who require speech therapy receive scheduled services at the public school. Speech
classes are provided when necessary.
TITLE I PROGRAM
St. Casimir’s School participates in the Title I Program through USC School. Title I services are
available at any time for all qualifying students in kindergarten through sixth grade in the areas
of Reading and Math. To qualify for services, a student must meet certain guidelines.

17

If a parent feels that their child would benefit from this program, they should contact their
child’s teacher or principal. St. Casimir’s School also offers one-to-one help through a volunteer
aide when available. Teacher recommendation and parent permission for these services are
required.
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SCHOOL POLICIES & PROCEDURES
ASBESTOS
Asbestos is present in the original school building in various locations. As the presence of
asbestos presents a possible health issue, the following material is provided for your
information:
 The Institute for Environmental Assessment was requested by SCS to review and
prepare an asbestos management plan identifying the presence of asbestos within
parochial school buildings. The Institute’s federally certified inspectors, planners, public
health and engineering consultants worked in conjunction with school administrative
personnel to identify asbestos-containing building products. In addition, the Institute
for Environmental Assessment performs a reinspection every three years as required by
the AHERA regulations and may be reinspected during the that time period. Asbestos is
a mineral fiber associated with increased levels of disease when inhaled. The risk rating
procedures which the Institute used in commenting on the asbestos were developed in
conjunction with national experts in the area of industrial medicine, toxicology,
industrial hygiene and engineering. After reviewing the characteristics of parochial
school buildings during the reinspection, we prepared an updated management plan for
each building, a copy of which is maintained along with the initial plan at the school
office describing the asbestos plan and the intended response.
 Asbestos is dangerous only when it is broken loose from building material into fine,
dust-like fibers and inhaled. In the last inspection, no situations were found to be
hazardous.
 SCS implemented its management plan as of July 9, 1989, and has been conducting a
monthly surveillance of all asbestos-containing building materials. This periodic
surveillance and the reinspection are conducted to provide a continuous assessment to
assure safety conscious management of asbestos-containing materials.
 The detailed plan and updated information for each building is open to public review. If
you have any questions, please contact SCS at 553-5822.
ASSESSMENT POLICY
(Adopted April 2014)
Assessment is the act of evaluating, appraising and/or estimating the features, qualities,
performances and needs of individuals, programs and institutions. Educational assessment at
SCS shall embrace the following principles and values:
1. The ultimate purpose of assessment is to support and enhance student learning.
2. Every student is a complex individual with a broad spectrum of abilities, skills and
knowledge.
3. Assessment shall focus on all key areas of student learning and development: core
academics, intellectual ability, the arts, social/moral responsibility and physical fitness.
4. Assessment shall consider a wide range of relevant performance information, formal
and informal, standardized and non-standardized.
5. Assessment shall be based on valid standards such as grade level expectations,
appropriate reference groups and individual aptitudes.
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6. Assessment shall be systematically linked to analyses of teacher and school system
performance and instructional improvement.
7. Assessment data shall be communicated to students, parents and community on a
timely basis.
8. Information on how to understand and use assessment data shall be provided regularly
to the appropriate parties.
St. Casimir’s teaching staff will compare NWEA spring results with the current fall results
looking for consistent scores that are at or below the average norm. As one assessment isn’t
always a clear picture of an individual student’s knowledge of a certain area, the following
criteria is utilized to assess identified area(s) of concern for an individual student:
1. Participation (classroom, student effort, collaborative learning): Is student able to apply
concepts? Does student show pertinent participation and remain on task? Does
student regularly attend class?
2. Daily work
3. Individual student/class goals
4. Standardized test scores
5. Chapter tests
6. Individual considerations
BACKGROUND CHECK PROCEDURE
All employees as well as all school volunteers who have regular or unsupervised contact with
minors at SCS are subject to background checks. The school may decide not to conduct criminal
background checks on school volunteers who do not have regular or unsupervised contact with
minors, as well as vendors or independent contractors.
The following positions are subject to a mandatory background check:
 Principal
 Office staff

 Teachers
 Janitorial service

personnel
 Substitute teachers

Athletic coaches
Volunteers

NOTIFICATION FOR CHILDREN AND YOUTH ATTENDING CLASS/ES, ACTIVITIES, TUTORING AT
A NON-DIOCESAN/PAROCHICAL FACILTY, AND/OR INSTRUCTED/SUPERVISED BY A NONDIOCESAN/PAROCHICAL EMPLOYEE/VOLUNTEER, OR RIDING A SCHOOL BUS:
As part of the ongoing effort in the Diocese of Winona and at SCS to provide a safe and secure
environment for your child, we hereby inform you of the following when your child
attends/participates in a non-Diocesan/Parochial class, activity, tutoring, or riding a school bus:
The Diocese of Winona and St. Casimir’s School holds no real or implied legal responsibility or
jurisdiction over the employees/volunteers of United South Central School District. Therefore,
United South Central School District is responsible for the conduct of its employees/volunteers,
and in all cases where the conduct of an employee/volunteer of that school is in question,
United South Central School District shall be liable. While public school employees are bound
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by Minnesota law to have a recent criminal background check on file at the public school, their
employees are not subject to the requirements of the Diocesan Safe Environment Program.”
Please note: This statement includes, but is not limited to, students participating in USC
activities and classes such as Title I services as well as programs including special services,
transportation and sports.
BULLYING PREVENTION POLICY
(School Board Policy #5144.1)
St. Casimir’s Catholic School provides an environment dedicated to protecting and fostering the
development of dignity. At SCS bullying and retaliation are not tolerated. This policy serves as
a guide for when expectations of respect are not met.
Definitions:
 “Aggressor” means a student who engages in bullying or retaliation.
 “Bullying” is the repeated use by one or more students of a written, verbal, or electronic
expression, or a physical act or gesture, or any combination thereof, that is objectively
offensive, is directed at a targeted Student, and that:
o causes physical harm or emotional harm that results in clearly identifiable physical
symptoms to the targeted student or places the targeted student in reasonable fear
of such harm;
o causes damage to the targeted student’s property;
o places the targeted student in reasonable fear of harm to him/herself, or of damage
to his/her property;
o creates a hostile environment at school for the targeted student;
o infringes on the rights of the targeted student at school, including defamation and
invasion of privacy; or
o materially and substantially disrupts the education process or the orderly operation
at SCS.
 “Cyber-bullying” means bullying through the use of technology or any electronic
communication, which shall include, but shall not be limited to, any transfer of signs,
signals, writings, images, sounds, photographs, data or intelligence of any nature,
including a post on a social network, internet web site or forum, transmitted through a
computer, cell phone, or other electronic device.
 “Hostile environment” means a situation in which bullying causes the school
environment to be permeated with intimidation, isolation/exclusion, ridicule, or insult
that is sufficiently severe or pervasive to materially and substantially alter the conditions
of the student's education.
 “Retaliation” means any form of intimidation, reprisal, or harassment directed against
any person who reports bullying, provides information during an investigation of
bullying or witnesses or has reliable information about bullying.
 “School grounds” means property on which a school building or facility is located or
property that is owned, leased or used by SCS for a school-sponsored activity, function,
program, instruction, or training.
 “Staff” includes, but is not limited to, educators, faculty, administrators, counselors,
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school nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to
extracurricular activities, support staff, and paraprofessionals.
“Targeted student” is a student who was bullied or retaliated against.

Prohibition Against Bullying and Retaliation:
SCS expressly prohibits bullying in all forms, either by an individual or group of aggressors.
Bullying, including cyber-bullying, is prohibited:
 on school grounds owned, leased or used by SCS;
 at any school-sponsored or school-related activity, function or program whether on or
off school grounds;
 at a school bus stop;
 on a school bus or any other vehicle owned, leased or used by SCS; or
 through the use of technology or an electronic device owned, leased or used by SCS.
The use of technology or an electronic device that is not owned, leased or used by SCS to
commit an act or acts of bullying that materially and substantially disrupt the education process
or the orderly operation of SCS is also prohibited.
Reporting:
Any staff or volunteer who has witnessed or become aware of any instance of bullying or
retaliation that fits within this policy must report that act to the principal. Any student or
parent/guardian of a student is strongly encouraged to report all acts of bullying or retaliation.
Reports can be made to the student’s teacher, who must then report it to the principal. Anyone
with general questions or concerns about SCS’s Bullying Prevention Policy should address those
questions or concerns to the principal or SCS School Board member.
Reports are confidential unless legal action is required. Reports may be made anonymously.
The anonymous nature of the report may make it difficult to investigate or corroborate the
alleged bullying. No disciplinary action may be taken against a student solely on the basis of an
anonymous report.
False accusations of bullying are absolutely prohibited and may result in discipline in
accordance with SCS’s discipline policy.
Retaliation:
Retaliation against a targeted student, witness of bullying, a person who makes a good faith
reporting of bullying or who provides information during an investigation of bullying is
prohibited. Every effort will be made to keep the identity of the reporter confidential.
Response and Investigation:
St. Casimir’s School takes seriously all reports of bullying. Upon receipt of a report of bullying,
the classroom teacher and/or principal will conduct an investigation. When possible, the
investigation will begin within two school days of the report of bullying. Due to unforeseen
circumstances, if two schools days is not feasible to investigate, the targeted student must be
provided a time-line when the investigation will take place.
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St. Casimir’s School reserves the sole discretion to determine the scope and adequacy of the
investigation. The investigation may be reported to local law enforcement.
Anyone with questions about the investigation should direct those questions to the principal.
Violations:
A student who violates this policy shall be subject to discipline in accordance with SCS’s
disciplinary policy. SCS retains the sole discretion to determine whether bullying has occurred
and what the response should be. Depending on the circumstances, SCS’s response could
include:
 taking appropriate disciplinary and remedial action;
 notifying the parents or guardians of the aggressor of the investigation findings;
 notifying the parents or guardians of the targeted student, the aggressor and any other
affected person(s) about available community resources; or
 notify law enforcement if circumstances warrant notification.
Training:
All staff will receive initial training of this policy followed by an annual review here after. At the
discretion of the principal, volunteers who have significant contact with students will receive
training of this policy.
Publication and Notice:
The principal shall provide written or electronic notice of this policy to the staff and include this
policy in the SCS Employee Handbook. Written or electronic notice of the plan shall be
provided to students and their parents or guardians, in age-appropriate terms and in languages
which are most prevalent among the students, parents or guardians. This policy shall be
available in the SCS Student Handbook and/or in the SCS administrative office.
GRIEVANCE PROCEDURE
Whenever a parent is dissatisfied with the actions of a teacher or with the administration of the
school and wishes to file a complaint it is important to recognize that, in justice, the teachers
and the administration have a right to defend themselves. It is impossible to defend oneself in
the case of an anonymous complaint.
Standard procedure for a parent/guardian to follow when bringing a complaint against the
school is:
a. Bring the complaint to the individual concerned.
b. Refer the complaint to the principal.
c. If no satisfaction is received from the school staff, refer the complaint to the triparish pastor.
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ILLEGAL OR INAPPROPRIATE MATERIALS POLICY
At no time will alcohol, illegal drugs, drug paraphernalia, pornographic materials or other
hazardous items be allowed on school property. The exception is if it is used for demonstration
purposes by an adult or for classroom discussion under the supervision of an adult and with
prior approval by the administrator.
The penalty for such an offense is as follows:
1. The materials will immediately be confiscated.
2. In the case of an adult other than a police officer, the person shall be asked to leave the
premises.
3. In the case of a student, the parents and/or the police shall be notified immediately.
4. The offense shall result in disciplinary action by the principal and tri-parish pastor.
MANDATED REPORTING POLICY
By law, school personnel are mandatory reporters and are required to report any maltreatment
or suspicion of maltreatment of minors. Child abuse and neglect means the physical or mental
injury, sexual abuse, negligent treatment or maltreatment of a child under the circumstances
which indicate that the child’s health or welfare is harmed or threatened. For more
information on Minnesota Mandated Reporting Laws refer to MN State Statute §626.556.
PLAGIARISM/CHEATING DISCIPLINARY PROCEDURE
St. Casimir’s School defines plagiarism/cheating as using someone else’s words, work, test
answers and/or ideas and claiming them as your own. Cheating also includes allowing someone
else to use/copy your work and/or using unauthorized materials, whether through written or
electronic means. Plagiarism/cheating offenses will result in the following consequences:
1. First Offense:
 Student earns a ZERO for the work in question
 Student has a conference with instructor and/or an administrator
 Parents are notified of student’s plagiarism/cheating
2. Second Offense:
 Student earns a ZERO for the work in question
 Parents are notified of student’s plagiarism/cheating
 A required parent conference is held
3. Third Offense:
 Student earns a ZERO for the work in question
 Student earns in school suspension
 Parents are notified of student’s plagiarism/cheating and suspension
 A required parent conference is held to determine future consequences
SEXUAL HARASSMENT & MISCONDUCT POLICY
(School Board Policy #4116)
The Supreme Court Title IX legislation against sexual discrimination makes schools legally and
financially liable for failing to identify and take action against sexual harassment. Under Title IX
legislation, sexual harassment is unwanted or unwelcome sexual behavior. Common examples
of this behavior are:
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 sexual advances
 pressure for sexual favors
 touching of a sexual nature
 displaying or distributing sexually explicit graffiti, drawings, pictures or written materials
 sexual gestures, sexual or “dirty” jokes
 touching oneself sexually
 talking about one’s sexual activity in front of others
 spreading rumors about or rating others’ sexual activity or performance
It is important to remember that this list is not complete. Anyone can be reported by another if
they find their behavior unwelcome and/or uncomfortable.
ANY PERSON WHO BELIEVES THEY HAVE BEEN THE VICTIM OF SEXUAL HARASSMENT BY A
STUDENT OR EMPLOYEE OF ST. CASIMIR’S CATHOLIC SCHOOL SHOULD REPORT THE ALLEGED
VIOLATION IMMEDIATELY TO THE PRINCIPAL AND/OR THE PARISH PASTOR.
Steps Taken in Cases of Sexual Harassment Allegations:
1. The principal will immediately inform the tri-pastor and vice versa.
2. The principal and pastor or other significant adult will, together, talk with the alleged
victim to determine the nature and extent of the allegations. They may also talk to
persons reported to have witnessed the violation or to have information concerning the
violation. The complaint must be documented and will be read back to the alleged
victim to make sure the details are accurate.
3. The principal and pastor or other significant adult will, together, talk with the alleged
perpetrator to determine his/her version of the alleged incident.
4. If at any time during the investigation the administration deems it necessary, convenient
or appropriate, the alleged perpetrator may be suspended.
5. If the allegations are found to be true or a violation of this policy is found to have
occurred, the administration shall take such disciplinary action as is determined by the
Diocesan Sexual Misconduct Policy. Such action may include suspension or expulsion in
the case of a student or suspension or termination in the case of an employee. Also, in
appropriate circumstances, the matter shall be reported to the appropriate authorities.
6. All reports of sexual harassment--whether or not they result in formal complaints--must
be documented and kept on file.
STUDENT BEHAVIOR POLICY
(School Board Policy #5144)
At SCS, a Christian faith community, each person must be willing to accept responsibility for
creating an atmosphere for teaching and learning. It is the right of every individual to develop
his/her potential as a human person. It is likewise the responsibility of every individual to
respect this right in others. The teaching and example of Jesus is a role model for our behavior.
It becomes necessary however, to establish some rules to allow faculty and students to live and
work together effectively and to promote the well-being of every person. When a member of
St. Casimir’s School community fails to show respect for self, for others, or for property, some
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action may be necessary in order to remind the offender that such behavior violates the rights
and well-being of others.
Rationale: Respect for authority, respect for fellow students and respect for property should
govern pupil behavior at all times.
Behaviors which constitute a violation and require some disciplinary action are:
1. A pattern of consistent disrespect for teachers, school staff, aides or classmates.
2. Use of inappropriate language, gestures, and written messages.
3. Insubordination or lack of cooperation.
4. Disruptive behavior.
5. Aggressive behavior.
6. Willful damage of property.
7. Consistent failure to complete assignments.
Procedure for disciplinary action:
1. Teacher discusses inappropriate behavior with student on a one-to-one basis and
suggests positive behavior changes.
2. Teacher, student and principal meet to discuss the problem and suggest changes.
3. The teacher and/or principal notify the parent/guardian (by phone or in writing) and
may request a conference.
4. If behavior continues, the student will serve at least one day in in-school suspension.
5. Suspension and/or expulsion are the responsibility and decision of the principal in
consultation with the tri-parish pastor, teacher and the parent/guardian.
Positive Behavior Intervention Strategies (PBIS):
Teachers must use the lesson plans located in the PBIS binder to instruct the students in their
classroom on the expectations for each physical area of the school, home and broader
community as shown in the matrix below. Teachers must ensure that students are able to
identify the different areas, know appropriate behavior expectations and understand the
consequences of following or not following the matrix guidelines.
The PBIS matrix is shown on the following page.
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PBIS Matrix
AREA
All Settings

SELF

 Arrive on time
 Keep hands, feet, &
objects to self.
 Cooperate.
 Dress appropriately.
 Wash hands after use.

Classroom
Hallway

Lunchroom

Playground
Bus

SCHOOL

 Use Christ-like manners.
 Respect others space,
feelings & property.
 Line Basics

 Keep it clean!
 Think Green!

 Flush toilet. (Hush, rush &
flush!)
 Respect others privacy.
 Use only when needed.
 Wait your turn.
 Enter quietly & reverently.
 Be a good example.
 Be a prayerful example.
 Exit quietly & reverently.

 Keep it clean!
 Think Green!

 Be positive to others.
 Raise hand and wait to be
recognized.
 Follow directions.
 Be on task.
 Walk to the right.
 Walk safely.
 Walk directly to
destination.

 Use materials for
intended purpose.
 Maintain property in
original condition.

 Wash hands.
 Eat own food.
 Use good table
manners.
 Make good food
choices.
 Remember lunch
money

 Be polite to others.
 Practice good table
manners
 Follow line basics
 Stay seated until dismissed

 Clean area.
 Follow lunchroom
rules
 Think Green!

 Play safely.
 Follow playground
rules.
 Be Prepared.

 Play cooperatively.
 Utilize Rock, Paper,
Scissors to resolve
differences.
 Be a good role model.
 Be a good listener
 Take Turns
 Quiet
 Use appropriate language
 Feet and hands to self

 Use and return
equipment properly.

Bathroom
Church

RESPECT
COMMUNITY

 Participate.
 Bless yourself.
 Genuflect to sanctuary
when entering and
exiting.
 Follow directions.
 Be prepared.
 Accept consequences.
 Be on task.
 Walk safely.
 Walk quietly.






Remember belongings
Know bus safety rules
Stay in seat
Follow directions
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 Use church property
responsibly and
reverently.

 Hands and feet off
walls.
 Keep it Clean.

 Pick up garbage
 Face forward with feet
on the floor.

Additional information regarding playground behavior:
1. Students are to play in the areas designated and may not leave the school yard without
a written note from parent/guardian.
2. Throwing of any objects such as sticks, stones, snowballs, etc. is forbidden at all times.
No hard balls are allowed. Rough play, i.e. throwing anyone to the ground, jumping on
another’s back, tackle football or other play that can lead to bodily injury or torn clothes
is not tolerated.
3. No one is to bring play equipment from home without permission. The school will not
be responsible for damage or loss of any equipment brought from home.
4. Playing is not permitted on or in the area of the dumpster.
5. When using the slides, children must be sitting down.
6. Children are expected to spend recess outdoors, weather permitting. If a child needs to
remain indoors for recess or noon hour, prior arrangements with the teacher and/or
principal must be made by the parent.
7. Playground rules are posted throughout the school and described in our PBIS Matrix.
TELECOMMUNICATION RESOURCES POLICY (Student portion of School Board Policy #3516.5)
St. Casimir’s School continues to integrate network technology into its educational and
professional environments. As part of that effort, this policy and supporting guidelines are to
provide direction and safety to our technology users, as well as to protect our technology
assets.
General Statement of Policy:
 All technology equipment will be used in a manner that is consistent with the mission
and philosophy of SCS.
 The use of computer and network equipment is integral to a quality education and
working environment.
 Inappropriate use will result in disciplinary or law enforcement action.
 St. Casimir’s School employees, students, and volunteers shall abide by the Guidelines
established to support this policy.
Types of Technology: Desktop computer, laptop computers, tablet computers, LAN
telephones, pagers, cell and/or smart phones, personal digital assistants (PDAs), televisions,
audio players (AM/FM or satellite stereo, CD, mp3, Ipod, etc.), video players (VCR, DVD, CD,
etc.), projectors, PA systems, speakers, video equipment, cameras, video games (Gameboys,
PSPs, etc.), printers, interactive whiteboard, copier, any network attached and wireless
equipment and all software.
Scope: This policy covers all computers and technology equipment owned by SCS, both on and
off site. It also refers to personal technology equipment used at SCS, where applicable rules
apply.
Computer Use Agreement: All employees, students grades Pre-K through 8, and volunteers
using SCS technology must sign the St. Casimir’s School Technology Use Agreement before using
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SCS technology. The purpose of this agreement is to ensure that SCS employees, students, and
volunteers using SCS technology have read, understand and agree to the Technology Use Policy
for SCS.
1. General Rules:
a. Only authorized individuals may use SCS technology. SCS technology includes any
or all technology owned by SCS as defined as Types of Technology section above.
b. SCS employees, volunteers, and enrolled students are allowed to use SCS technology
in a manner that is consistent with the rules outlined in this document and their
employee or parent/student handbook.
c. Visitors, employee spouses and children, as well as other non-enrolled or nonemployed individuals, may not use SCS technology without the expressed consent
and guidance of the principal.
d. No SCS technology (equipment and/or software) may be removed from SCS
premises without the express consent of the principal.
e. Personal technology is not allowed on any individual student during school hours and
must remain in backpacks at all times. Personal use may only be used with expressed
and/or written permission from the principal unless prior approval has been obtained
by the classroom teacher. The following steps apply for personal technology use by
students in the classroom:
i. The classroom teacher must submit a written plan outlining how they will utilize
and monitor personal technology in the classroom.
ii. Submitted plan must receive written permission from the principal and be on file
prior to classroom use.
iii. Any changes to the original plan on file must receive prior approval from the
principal before implementation.
iv. SCS employees and volunteers are allowed to use personal technology on site
provided it does not interfere with their roles and responsibilities.
v. SCS students and volunteers are allowed to use SCS technology under the direct
supervision of an SCS employee. The supervising employee is partially
responsible for the student’s actions while using the technology.
vi. SCS employees, students, and volunteers using SCS technology are responsible
for reviewing and understanding the Technology Use Policy.
2. Hardware:
a. Computer parts, components and peripherals may not be added to, disconnected or
removed without permission or assistance from the principal for SCS owned
technology. This includes, but is not limited to, monitors, cables, speakers, CPU’s,
memory, and peripheral devices both attached and wireless.
b. Computer users are not permitted to have food or beverages on or near SCS computer
equipment, computer stations, or computer labs.
c. Hardware problems should be reported to the principal, through proper support
channels.
3. Software:
a. SCS owned and licensed software may be used only on SCS owned computers.
b. SCS employees needing to add or install additional software shall contact the
principal for approval and/or assistance.
c. Students and SCS volunteers may not download, install, or modify any software on
SCS owned technology. This includes, but is not limited to programs, screen savers
and games.
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4.

5.

6.

7.

d. With the exception of educational material, students, volunteers, and employees shall
not access or download audio and video media files, such as MPEG, AVI, MP3, etc.
without approval from the principal.
e. No personal software may be installed and used on SCS owned computer equipment.
f. All software media, manuals, and licenses are to remain on the building premises.
g. Computer users may not use SCS software with malicious intent.
h. Software problems should be reported to the principal, through proper support
channels.
Network and Internet:
a. St. Casimir’s School students may use network resources (both attached and
wireless_ and the Internet only under the supervision of an SCS employee.
Employees are responsible for supervising and guiding student Internet use, and shall
not leave students unattended while working on computers.
b. Employees may not attach (physically or via wireless) personal technology to the
SCS network without permission or assistance from the principal.
c. All access to the Internet and to SCS network resources must be for education or SCS
work related purposes.
d. Information on the Internet that is considered obscene, offensive, and questionable in
nature shall not be accessed anywhere using SCS technology.
Internet Content Filtering: SCS has hardware and software that prevents access to
inappropriate Internet information.
a. If a valid web site cannot be accessed, a report may be filed through the appropriate
technical support channels.
b. If an inappropriate web site has been accessed freely, the web sites’ complete address
should be reported to the principal for further action.
Privacy and Security
a. No computer user may access information or systems to an extent beyond that which
has been explicitly designated to them by the principal.
b. Network users shall not log onto an SCS workstation using someone else’s user name
and password.
c. Network users will be required to change their password periodically. The principal
determines the frequency of change, minimum password length and complexity.
d. Network users must not share their passwords with other users.
e. Network users must not make a written record or reminder of their password.
f. Network users must log off or lock their workstation before leaving it unattended for
more than ten minutes.
St. Casimir’s School Employee Email and Messaging:
a. All email in the SCS email system is subject to monitoring; any email with purposes
not related to SCS business and education must be limited as to not interfere with the
employees’ roles and responsibilities.
b. St. Casimir’s School employees are asked not to provide their SCS email address for
non-work related issues.
c. Any personal email in the SCS email system shall reflect an ethical and professional
image that is consistent with SCS standards.
d. Personal use of SCS email for the purpose of forwarding spam, jokes, chain letters
and third-party solicitations to SCS or external email recipients is discouraged.
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e. Submitting solicitations, public announcements or invitations to personal sales events,
such as Pampered Chef, etc, is subject to approval by the principal (and shall not be
sent system-wide, or to major SCS mailing lists).
f. The use of Instant Messenger (IM) software, such an AOL Instant Messenger and
Microsoft Instant Messenger, is limited to professional and internal communication
only. SCS is not responsible for, and will not facilitate access to, external IM
networks.
g. Personal web-based email accounts shall be used only when appropriate. SCS is not
responsible for, and will not facilitate access to, external email networks.
8. Etiquette and Protocol:
a. St. Casimir’s School employees, volunteers, and students should not change computer
settings and configurations that affect all users of a computer.
b. St. Casimir’s School employees are responsible for securing a backup of their
important computer work through the use of CD ROM, flash drive or network folder.
c. Transmission of any material that is in violation of U.S. or state codes is prohibited.
This includes, but is not limited to, copyrighted, threatening or obscene material.
d. Personal information about yourself or others, such as addresses and phone numbers,
should never be given to anyone online.
e. Proper citing is required for all media information.
f. Inappropriate use of computer equipment should be reported immediately to the
principal.
9. Professional Communications:
a. All SCS employees who have access to SCS technology, and have been provided an
email address, shall check their email account at least once per working day for
bulletins and pertinent information.
b. Faculty and support staff that are required to maintain a webpage must review their
online content and make necessary updates at least once per week.
10. Consequences of Technology Misuse:
a. St. Casimir’s School employees misusing SCS technology or personal technology on
or off campus are subject to disciplinary measures deemed appropriate by the
principal.
b. Students may lose computer privileges from one week to a year, depending on the
severity of the infraction. If student computer privileges are lost or restricted, it is the
student’s responsibility to make arrangements to complete assignments outside of
school or in a highly supervised environment. Students may also be required to pay
the cost of repairing or replacing damaged software and/or hardware due to the
infraction.
c. St. Casimir’s School employees, volunteers, and students found using SCS
technology in a criminal manner will be immediately reported to the appropriate law
enforcement agency. Parents of students will be notified as well, and suspension or
expulsion from school may result depending on the severity.
11. Disclaimer:
a. St. Casimir’s School cannot be held accountable for any information that is retrieved
via the Internet.
b. These guidelines do not supersede or act in lieu of state and federal law.
All technology users are solely responsible for their lawful conduct.
c. Pursuant to the Electronic Communications Privacy Act of 1986 (18 USC 2510 et
seq.), notice is hereby given that there are no facilities provided by SCS for sending
31

or receiving private or confidential electronic communications. System
administrators have access to all mail and network resources, and may monitor
content. Information relating to or in support of illegal activities will be reported to
the appropriate authorities.
d. SCS will not be responsible for any damages suffered by a user, including loss of data
resulting from equipment failure, delays, non-deliveries, or service interruptions
caused by our own negligence or user errors or omissions. Use of any information
obtained is at the user’s own risk.
e. SCS makes no warranties (expressed or implied) with respect to:
i. The content of any advice or information received by a user, or any costs or
charges incurred as a result of seeing or accepting any information;
ii. Any costs, liability or damages caused by the way the user chooses to use his or
her access to the network.
f. SCS reserves the right to change its Technology Use Policy and rules at any time.
12. Exceptions: Any exception to this policy will require advance approval from the
principal.
WEAPONS POLICY
(School Board Policy #5142.1)
At no time will firearms, live ammunition, explosives or other hazardous items or look alike
guns/weapons be allowed on school property. The exception is if it is used for demonstration
purposes by an adult or for classroom discussion under the supervision of an adult and with
prior approval by the administrator.
The penalty for such an offense is as follows:
1. The hazardous materials will immediately be confiscated.
2. In the case of an adult other than a police officer, the person shall be asked to leave the
premises.
3. In the case of a student, the parents and/or the police shall be notified immediately.
4. The offense shall result in disciplinary action by the principal and tri-parish pastor.
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