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About This Handbook 

This handbook is a living document.  All of the links within the document travel to the internet to retrieve the 
files from a remote server.  That said, one needs a connection to the internet in order to view the 
attachments and files in place.  This wasn’t done to cause frustration in times of inaccessibility to the internet, 
but rather so that the attachments could seamlessly be updated and uploaded to the server without having to 
change the policy handbook every year. 

The policies contained within are reviewed minimally once a year for clarity and purpose.  Although most 
policies are not drastically different than the preceding handbook, they do in fact supersede any former 
policy as to eliminate confusion. 

If at any time, if there are questions or concerns, please contact us. 

Introduction and Administrative Guidelines 

 

Mission Statement 

We the family of OLA School, 
guided by the gifts of the Holy Spirit, 

provide a quality education centered on Catholic values. 
Students are led to develop as a whole person, 
promoting respect and moral responsibility. 

Parents, parish, and staff 
provide the positive atmosphere 

that makes our school a center of continuing growth. 

Philosophy 
We, the faculty of OLA, a Catholic community, believe…  
 

● the purpose of this school is to stimulate students to grow spiritually, intellectually, emotionally, and 
socially. 

● the identity of the school is to develop an excellent Christian educational atmosphere based on God’s 
love for every individual. 

● that positive relationships between home, school, and community enhance the child’s development.  
● that appropriate management of children fosters Godly growth in self-reliance, self-discipline, and 

self-respect. 
● that the child’s education is best served when the curriculum links with the stages of child 

development. 
● that a variety of teaching techniques promotes interest, excitement, and success in the learner. 

 

Admission 
1.  Enrollment priorities are given in the following sequence: 

● families who have children already enrolled 
● parishioners 
● non parishioners 

2.  The following policy applies to students admitted to Our Lady of The Assumption School: 
● New students will be admitted on a 30 day trial period.  At the end of the trial period: 
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○ Parents and principal, if circumstances warrant, will meet to discuss whether or not OLA 
School is able to meet the needs of the student. 

○ Probationary period may be extended.  
○ If a student is asked to withdraw after the probationary period, any unused book and material 

fees will be refunded. 
● Ordinarily, students will be admitted whose academic, attendance and behavior records are in good 

standing.  There may be exceptions at the administration's discretion. 
● A child must be four years old by September 1 to enter 4K, five years old by September 1 to enter 5K, 

and six years old by September 1 to enter first grade.  A birth certificate and up-to-date immunization 
records must be provided for all students entering school. 

● All school parents are expected to participate in academic, financial, social and athletic development 
in OLA School. 

● 3.  Children are accepted without regard to race, gender, ethnicity, or national origin. 
 

Calendar 
A copy of the current school calendar can be found at olabeloit.com. 

 

School Day 
School Hours 
The school day normally begins with entry bell at 7:55 a.m. and lasts until 3:00 p.m.  As signified by  
the school calendar (see above), school may release at 11:30 a.m. for professional development  
and/or special events. 
 
School hours for 4K students are from 8:00 a.m. until 3:00 p.m. on days when 4K is in session 
(Monday, Wednesday, Friday). 

 
Before School 
Students are to arrive at school no sooner than 7:40 a.m.  The outdoor supervisors and safety  
patrols are not prepared prior to that time, and we are concerned about the safety of students who  
may be left alone.  Students who need to arrive earlier than the said time should register for and  
attend the OLA Child Care, which begins as early as 6:30 a.m.  In inclement weather, when school is  
in session, doors will open to let students in earlier as necessary.   
 
Drop-Off Procedure 
At all times, those driving on OLA campus must drive slowly and with caution to avoid accident or 
 injury.  This is paramount to student safety. 
 
Students are to be dropped off in the rear of the school by accessing Wirkus Drive, located east of the 
Administration Center.  Proceed past the rear of the church into the marked cone lane.  You may drop 
off your child at any point within the cone lane, but please stay in the lane and move accordingly with 
the line.  If you feel that your particular family and/or student needs additional time for any 
circumstance, please proceed through the line without dropping off until reaching the gymnasium, 
where you may park. 
 
Additionally, if the student is to arrive past the 8:00 a.m. start time, please use the front door for  
office check-in.  Students who arrive tardy, after 8:00 a.m., must be signed in by a parent or  
guardian. 
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Absences 
When a student will not be in school for any legitimate reason, the parent or guardian should call  
the attendance mailbox (x175) before 8:15 a.m. on the day of the absence.  If the school office has  
not been notified by 9:00 a.m., a phone call may be made to verify a child’s absence.  Chronic  
absenteeism may require verified excuses from appropriate parties such as a doctor, etc. 
 
While absences for family vacations are sometimes necessary due to scheduling conflicts, it is 
strongly preferred that families plan for time away during scheduled days off.  Most often, a large 
disruption in regular instruction leaves gaps and deficiencies in the knowledge attempted to be 
gained, and all parties must work extremely diligently to return the student to a proficient level. 
However, if a circumstance warrants an extended leave, kindly notify the office in writing seven (7) 
days prior to the absence so that arrangements can be made. 
 
Truancy 
A student is considered truant if he or she is absent for all, or part, of a school day and the school 
office has not been notified of the absence and/or cannot verify the absence.  A student is considered 
to be a habitual truant if he or she is absent from school without an acceptable excuse part, or all, of 
five (5) or more school days during a semester.  Parents or guardians of habitual truants will be 
contacted.  Habitual truants may be required to make up academic time. 
 
Tardiness 
Being on time to school and in the classroom is essential.  Students who are late have a hard time  
getting ready for classes and participating.  It is the parent's responsibility to get children to school  
on time.  If students arrive in the building after the second bell at 8:00 a.m., students are considered  
tardy. 
 
After a student has been tardy five times in a semester, a notice will be sent home to the parents.  The 
notice is to be signed by a parent or guardian and returned the next day. 
 
Dismissal (for appointments or otherwise) 
If a student must leave school before regular dismissal, parents should submit a written or e-mail  
request to the homeroom teacher and front office.  For the safety of the student, he or she must be  
checked out by a parent or guardian at the office prior to leaving the building (and checked in upon  
their return, if applicable).  Early dismissals and arrivals should enter through the front door and  
report to the office. 
 
Pick-up Procedure 
At the end of the day cars should form five lanes behind the school for picking up children.  If there  
is a need to enter the school building at the end of the day or to wait for a crossing guard you  
should park in the marked parking stalls, walk along the grass near the playground to the crosswalk  
before crossing.  Any children in grades 4K through third grade will be escorted to your car by a  
crossing guard.  All pedestrians -- parents, crossing guards, and students-- should use the  
crosswalks, turning between the lines to approach a car, never cutting between cars or across line  
of cars. 
 
Students should be picked up by 3:15 p.m. at the absolute latest.  If there is an emergency situation 
that prevents pick-up by this time, please contact the school office.  Additionally, if there is a need for 
later pick-up, please contact the Child Care center to register for after school care. 
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After School Activities 
Children may not be in the building unsupervised.  It is the responsibility of the parent to ensure  
adult supervision is present before their child is left at the school for any activity, whether  
school-related or otherwise.  Parents who are in the building for any function are responsible for  
their children.   
 
Staff members are responsible for supervision for scheduled school-related events or work sessions. 
 
Bus Service 
Bus service is currently provided at no cost to families who reside two or more miles in walking  
distance from the school and reside in the Beloit Turner School District (K-8).  Service is provided  
directly by the Beloit Turner School  District to and from the school on all OLA attendance days in  
accordance with OLA’s schedule. 
 
Beloit School District will not offer bus service to OLA students this year.  Instead they will provide a 
reimbursement to families who are eligible for bus services in June.  This reimbursement must be 
applied for at the end of the school year. 

 
Before and After School Childcare 
OLA Child Care (before and after school care) is available before school from 6:00 a.m. and after  
school until 6:00 p.m.  Call the Child Care office at 368.2835 for information. 
 
Hot Lunch and Milk Program 
All students in grades 4K-8 are afforded the opportunity to a healthy, balanced, hot meal at lunch.   
This meal is prepared on site in a licensed kitchen.  If students wish, they may also bring a sack  
lunch to be stored in the classroom and consumed at lunch time. 
 
The hot lunch system works much like a debit card.  Monetary deposits are made into individual 
student accounts prior to purchasing lunch.  This can be done by submitting money to the office in 
the morning, marked for “Hot Lunch”, or by electronically submitting payment through FACTS SIS via 
a credit or debit card.  The student indicates in the morning whether or not hot lunch will be ordered, 
at which time the teacher will communicate that to the kitchen.  When the student receives the food, 
he or she presents identification to the Hot Lunch Coordinator, who then processes the transaction 
electronically through FACTS SIS and auto debits the account. 
 
Additionally, all students may purchase milk on a daily basis.   All students in 4K receive milk as part 
of daily snack; this is available for purchase in semester duration only. 
 
Lunch & Milk Prices 
Hot Lunch Meal - $3.25 
Salad Bar Meal - $1.75 
Milk only - $0.50 
 
School Doors 
For safety purposes, all doors to the school remain locked.  Access to the school is only through the  
front door after verification of identity at the school office.  All visitors to the school are required to  
sign in before entry. 
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Emergency Plan 
Inclement Weather and/or Emergency Closing 

 
When school must be closed due to inclement weather conditions and/or other unforeseen 
circumstances, the following will be enacted in the order listed: 
 

● School-wide emergency calling/text system broadcast message 
● Posting to school social media sites, such as Facebook or Twitter 
● Television Media 

○ Channel 13 (Rockford) 
○ Channel 23 (Rockford) 
○ Channel 15 (Madison) 
○ Channel 3 (Madison) 

 
Evacuation and other Hazards (Fire, Tornado, Explosion Threat, etc.) 
OLA School will conduct unannounced fire, off-site evacuation, and tornado drills monthly under a  
breadth and depth of available circumstances.  An annual report of fire drills is required by State  
Statute to the Department of Public Instruction of the State of Wisconsin.   
 
If actual emergencies require locking down classrooms or evacuating students to different locations, 
the school will make every effort to advise parents of the situation as it occurs via the emergency 
calling and text messaging system.  If there is an evacuation of the entire facility, students will be 
directed to Berean Baptist Church, located just south of OLA on Shopiere Road. 
 
Parents should be aware that developing situations are often so fluid that little information can be 
provided.  Students will not be allowed to leave school during emergencies unless the parent is 
present to take the child.  That said, parents should not attempt to access the school if it means 
putting themselves or students at risk. 
 
All staff has been thoroughly trained in chain of command and/or projected procedures, and such 
plans are located in each classroom as well as common areas where teachers may find the need to 
access such plans. 
 
Lockdown, Intrusion, or Threat 
If an imminent threat either inside or outside the school requires a lockdown, all doors to the  
school will immediately be locked, both inside and out.  Students, if on the playground, will be  
brought inside to the nearest safe locked area.  Guests and visitors will not be allowed inside the  
school at this time.  If students are needed for appointments during lockdown, parents are asked to  
call the office and arrange for the student to be at the office.  If possible, parents will be granted  
access to the office area only. 
 
All staff has been thoroughly trained in chain of command and/or projected procedures, and such 
plans are located in each classroom as well as common areas where teachers may find the need to 
access such plans. 

 

Field Trips and Travel 
Class trips to cultural or educational places give enrichment to the lessons in the classroom. 
Whenever possible, bus transportation will be provided.  If a private vehicle is used, the driver must 
sign a volunteer driver information/insurance sheet to be submitted to the principal and be VIRTUS 
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certified.  
 

An official written parental consent form for such trips is always required.  Permission slips will 
inform parents of the location, time and mode of transportation, as well as the fee required.  A field 
trip permission form will be sent home from the child’s teacher prior to the event.  A general 
permission form may be found on the school website if the original is unavailable.  A permission 
form must be returned to the classroom teacher prior to the field trip. 

 
If students fail to meet academic or behavioral requirements, field trip privileges may be denied. 

 
For extracurricular activity-related travel, each child must have a permission slip signed by his/her 
parents giving permission for the student to travel to and from scheduled events by whatever 
transportation that has been arranged by the coach or responsible party. This procedure must be 
done at the beginning of each new extracurricular activity and is kept on file with the coach. 

 

Fundraising 
It must be recognized that one of the primary burdens placed on a church is the need to rely on its 
parishioner base for funding through a variety of avenues and sources.  As OLA School is a mission of 
the parish, it would inevitably be detrimental to the overall fundraising ability of the parish if the 
school is continually fundraising for its own efforts.  The school holds fundraisers each year that 
require mandatory family participation for financial support as part of the budgeting process. 

 
If individual groups and/or classes feel the need to hold a fundraising campaign for any reason, the 
request must first go through the Principal to verify that the funds could not be attained in a less 
taxing capacity, and/or that the fundraising campaign is also related to the Mission of the School and 
Church by way of stewardship. 

 

Handling of Monies 
OLA School adheres to the following OLA Parish policy when it comes to the handling of all monies: 

● All monies collected for special parish fundraising events must remain on parish 
property until counted and then delivered to the bank for deposit.   

● The safe in the sacristy should be utilized for all collections taken on any particular 
weekend.  The money collected should be placed in a bag and marked as such. 

● Any (person) handling any outside collections must always have another person 
present when: 

○ Counting the money 
○ Collecting the money 

● Checks received for specific collections / fundraisers issued to OLA must be deposited 
as soon as counted and recorded within a specific period of time.  Checks should not 
remain with any volunteer longer than five (5) business days. 

● For accounting and tracking purposes, all collections will be deposited by parish 
personnel or their appointed designee.  All collections delivered to the bank will be 
deposited with a specific parish deposit slip.  A check for the total of that particular 
collection will be mailed to the respective agency.  Checks issued from donors to any 
agency should be mailed directly to that respective agency immediately. 

 

Helpful Tips 
E-mail Announcements 
Periodically, when a lengthy or timely announcement / message needs to be broadcast, every effort 
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will be made to do so electronically instead of via paper.  Please be mindful to check email frequently 
for these communications. 

 
Lost and Found 
The “lost and found” collection of goods is located in the alcove south of the library.  It should be 
checked frequently for lost items.  At the conclusion of each semester, remaining goods are donated 
to the appropriate agency such as Caritas, Salvation Army, Goodwill, etc.as deemed necessary. 
 
Newsletter 
A weekly school newsletter is sent home in the Friday Folder each week.  It is also available 
electronically.  This important bulletin includes announcements, clarifications, and important dates. 
Look for this every Friday. 
 
School Visitors 
All visitors must enter through the front doors and report to the office upon entering the school 
building.  It is assumed that visitors to the school have made reasonable accommodations with the 
classroom teacher (in consultation with the Principal) or are meeting directly with a staff member for 
the betterment of the educational environment as a whole. 
 
Student Information System 
OLA School utilizes FACTS SIS, a student information system that assists with the databasing of 
grading, lesson planning, curriculum mapping, and personal information of all students and families. 
Each family is provided login information so that they can monitor student progress and 
achievement, keep track of attendance and discipline, and communicate with appropriate staff 
members.  Parents are encouraged to check this system daily by accessing the website and using the 
login information provided.  Likewise, teachers are encouraged to update this database daily for the 
most current student progress.   
 
Telephone 
Any cellular devices should preferably remain at home. However, if a student must bring such a 
device to school, that device will be collected by the student’s homeroom teacher when a student 
arrives at school.  Students who do not turn in their cellular device will be given demerits and device 
will be confiscated until the end of the day.  
 
OLA School and Staff are not responsible for broken or damaged cellular devices. 
 
 
There is a public telephone in the front office that students may use to contact a parent or guardian 
upon permission from the teacher or office staff. 
  
 
Friday Folders 
At the beginning of the year, each family will be issued an envelope that is utilized for sending 
artifacts and forms home.  One child per family, the youngest student, will receive this envelope.  The 
envelopes are filled every Friday at school and sent home with the expectation that students will 
empty the envelopes and return them to school the following Monday.  If the school does not receive 
the envelope, it is not able to be updated with the most current/pertinent forms and information! 
Lost envelopes can be replaced for $1.00, payable to the school office. 
 
Website 
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OLA School maintains an active website at olabeloit.com that contains a wealth of information to all 
constituents.  If you’re looking for information, forms, announcements, or backlogs of published 
documents, check here first. 
 
Families will receive an email with the login information to access the secure parent portion of the 
website. 
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Curriculum 

 

Curriculum Development 
OLA School curriculum is mapped based on the standards and benchmarks provided by the Diocese 
of Madison as adapted from the State of Wisconsin Department of Public Instruction.  The 
curriculum is continually revised and mapped based on current instructional materials and/or 
technologies, and the most current curriculum map can be found in the OLA School office.   

 

Co-Curricular and Extra-Curricular Activities 
OLA School is proud to offer a breadth of co- and extracurricular activities for student involvement 
and/or advocacy.  We particularly offer activities in light of service to ourselves, each other, our 
community and God.  A student must be enrolled in school and present on the day of activity in order 
to participate.  If a student is absent from school on any given day, he or she is not allowed to 
participate in activities on the same day.  Behavioral guidelines contained within the student 
discipline section of this handbook apply to all activities and may be expanded based on the need(s) 
of the activity sponsor.  Additionally, academic guidelines set by the sponsor and Principal apply for 
participation. 

 
Activity procedures, including payment and/or other requirements, differ from one activity to the 
other.  Please consult the individual activity sponsor with questions and/or concerns. 

 
OLA offers many activities, not limited to the following: 

 
● Boy and Girl Scouts 
● Band 
● Book Quest 
● Safety Patrol 
● Student Council 

 

Athletics 
OLA School, in partnership with the Southern Wisconsin Catholic Grade School athletic League have 
developed and adopted a complete handbook, which may be found by clicking here.  This handbook 
contains policies regarding philosophy, responsibilities, participation, absences, coaching, 
procedures, and rules for each sport offered. 

 
Additionally, OLA currently offers participation in Soccer for all students in grades 5-8 and football 
for boys in grades 6-8.  Expectations as outlined in the above handbook apply to these sports as well.  

 
In addition to the guidelines in the handbook, OLA-specific policies are as follows: 

 
Eligibility 
Every student who desires to participate in the sports program will be allowed to, but must meet the 
following requirements:  
 

● Physical:  Each student who participates in athletics must have a physical every two years (a 
white card filed in the office).  On alternate years a yellow permit card must be signed by the 
parents.  All white and yellow cards must be filed in the office prior to participation in sports. 
If the child is withheld from practices and/or games because of injury, the parents must send a 
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note to the coach informing him/her that the child is once again able to participate. 
● Insurance:  Insurance coverage for the student athlete is the responsibility of the parent. 

 
Academic Guidelines 
A participant must be doing well (working at his/her level of ability) in all subjects before he/she may 
participate.  To remain eligible, a student must maintain his/her level of ability in tests, homework 
assignments and/or class work.  A student doing unsatisfactory work in any subject shall be 
suspended for a minimum of one calendar week. 

 
Teachers will turn in reports to the principal for students who are consistently working below their 
level of ability.  A student and parent shall receive a warning prior to possible ineligibility.  If after the 
warning a student continues to work below his/her level of ability, a sports ineligibility report will be 
given to the parents and coaches, and the student will not participate in that sport until sufficient 
progress has been made.  It is the student’s responsibility to check with the teacher after 7 days have 
passed.   

 
At such time the teacher and principal will re-evaluate, and if sufficient progress has been made, 
he/she will be reinstated in that sport.  If such procedures fail, or are completely ignored, the 
suspension will continue indefinitely. 

 
Students who are suspended may not participate in practices or games for the duration of their 
suspension. 

 
Behavioral Guidelines 

 
All students must adhere to the Discipline Policy of OLA in addition to the guidelines set forth in the 
SWCGRL Handbook. 

 

Special Needs 
 

OLA School has systems for remedial intervention by the faculty when students have special needs. 
Any teacher or parent may refer a student for evaluation to the “BAT” (Building Assistance Team), a 
group of intervention specialists led by the Principal.  This team evaluates student progress and 
identifies intervention strategies that can be provided as services in the regular classroom.  The goal is 
to remove students as little as possible from the regular environment, as doing so disrupts the 
learning process and is not socially just for students with additional needs. 
 
If the above strategies are insufficient, a second evaluation may be requested through the Beloit 
Public School District for potential services supported by the public District to be offered at OLA. 
These services include Title I interventions for reading and math, and speech service.  These services 
are provided at no cost to the parent. 
 
All children learn differently; OLA teachers are committed to providing the highest level of education 
to each student to promote progress and growth regardless of individual needs. 

 
 

 
Grading 

The school year is divided into three twelve-week periods, non-cumulative.   
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At the end of each trimester, students receive a report card which shows their progress during that 
period.  Teachers communicate students’ progress by contacting the parents verbally or in written 
form.  Besides achievement grades, students are also graded on study habits and personal attributes.  

 
OLA school encourages academic excellence using the following grading scale: 

 
Grading Scale 

 
O or A 93-100  99-100    A+ 83-84    C+ 
V or B 92-85 95-98      A 79-82    C 
S or C 84-77 93-94      A- 77-78    C- 
N or D  76-70 91-92      B+ 75-76    D+ 
U or F  69 or below 87-90      B 72-74    D 

  85-86      B- 70-71    D- 
69 or below     F 

 
At any time, students and parents may check progress by viewing individual and overall grades on 
FACTS SIS.   

 

Homework 
Class work and homework are necessary components of our curriculum and are to be completed on 
time.  Individual grade levels will communicate specific guidelines as appropriate for that level. 

 
After absences, all make-up work must be completed within the allotted time established by each 
grade level.  Because of differences in expectations as students get older, individual units and grades 
determine the time involved in make-up work. 

 
It is the responsibility of the student and parent to arrange all make-up work and seek time from the 
teacher to review missed work.  Parents may call for assignments to have them picked up by the end 
of the day at school. 

 
The calendar is posted on the OLA School website.  Students should go on vacation only during those 
times of the year that the school has scheduled vacations.  The school is not obligated to offer makeup 
work, additional instructional time, or missed tests if students leave at times other than the scheduled 
vacations.  Parents should not expect that students will be given the missed assignments before 
leaving on a vacation. 

 
Classroom instruction is so valuable in a child’s education, and homework assignments cannot 
replace, but only reinforce, classroom instruction.  Individual teachers may use some discretionary 
latitude given a minimum of one week advance notice. 

 

Communication 
Parents are encouraged to be in touch with school and their child’s teacher for a variety of reasons. 
An appointment should be made if a parent wishes to visit with faculty or staff prior to arrival.  All 
staff members can easily be reached by email or phone.  Additionally, parents can contact the 
individual staff member through the communication module in FACTS SIS if an immediate need 
arises while navigating the information system.  Additional contact information can be gathered via 
the school website. 
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In addition, parent/teacher conferences are held in October of the school year.  These conferences 
help to strengthen the cooperative relationships between home and school and to build a support 
system for education and growth of the child as a whole.  Information regarding conference 
scheduling will be sent home by early October. 

 

Health and Safety 

 

Illness 
 

Participation in School 
If students are sick in the morning, they should remain home for the day.  If a student becomes sick 
during school hours or suffers an injury, parents will be contacted.  A student who has a fever or 
exhibits vomiting, diarrhea, or nausea during the night or in the morning of a school day should not 
attend school that entire day.   
 
After an illness, a student should be symptom-free for 24 hours before returning to school.  If 
medication is required to prevent your child from running a fever, please do not send your child to 
school. 
 
No student is allowed to leave the school building because of sickness or injury without first reporting 
to the school office. 
 
Participation in Physical Education, Recess, or related activity 
Students are expected to be able to fully participate in the above activities unless a written note from 
a parent is received in the office and/or appropriate teacher.  Alternate activities may be assigned to 
best accommodate the student in the given situation. 
 

Necessary School , City, & State Forms 
 

● Emergency Information Card (filled out in office) 
● Health Exam Form (provided to all new families and athletes) 
● Student Immunization Record 
● Emergency Medical and Dental Authorization 
● Over-the-Counter Medication Consent Form 
● Physician Prescription Medication Consent Form 

 

Administration of Medication to Students 
 

Term Definitions 
● Prescription Medication: Those medications that can be obtained only with the written 

prescription of a licensed physician or health care professional. 
● Non-prescription: Those medications that can be obtained over-the-counter. 

Intent of the Policy 
This policy is required to help schools meet their obligations under the Wisconsin Statutes. 
Policy 
All schools in the Diocese of Madison shall adopt a written policy governing the administration of 
drugs and prescription drugs to students as required by Section 118.29 Administration of drugs to 
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pupils and emergency care of the Wisconsin Statutes.  The policy and its procedures for 
implementation shall include the norms accompanying this policy. 
 
Norms and Regulations 

● Policies and Procedures applicable to ALL MEDICINES: 
○ Consent Forms.  No medications, prescription or non-prescription including Tylenol 

(acetaminophen), Advil (ibuprofen), or similar pain reliever, shall be administered by 
the school personnel or their agents to a student unless and until a Medication Consent 
Form has been completed by the student’s parent or guardian and returned to the 
school office. 

○ Employees Designated to Administer Medication.  Medication shall be administered 
only by the principal or by personnel designated by the principal, except where an 
emergency is believed to exist.   

○ Student’s Responsibility.  It is the responsibility of the student, if appropriate, to get his 
or her medication at the designated time. 

○ Storage of Medications.  Only limited quantities of any medication are to be kept at 
school.  Said medications are to be kept in a secure location, to be checked out only by 
a school employee or agent designated to administer the medication.  Medications that 
require refrigeration shall be pre-approved before they will be accepted for storage. 

○ Changes in Administration.  Any change in the dosage, the time, or the quantity of the 
medication to be administered, or when the administration of the medication shall be 
terminated must be in writing.  These changes are to be at the request of the 
prescribing physician or the parent or guardian 

○ Maintenance of Medication Records.  Accurate and confidential written records shall 
be established and maintained for each student receiving medication.  

■ The principal or designated personnel shall maintain up-to-date record of the 
students in the school who are receiving medications during school hours.  The 
record shall include each student’s name, type of medication, dosage, time to be 
given, the parent or guardian’s name and phone number, and physician’s name 
and phone number, as well as the names of the individuals designated for 
administering medication. The records shall be reviewed annually and every 
time the medication is changed.  

■ Upon discontinuance of the medication or at the end of the school year, the 
medication consent forms and written instructions are to be filed with the 
student’s health profile or file. 

● Procedures for NON-PRESCRIPTION MEDICINES: 
○ Written Instructions.  No non-prescription medication shall be administered by 

designated school personnel to a student unless and until written instructions 
explaining the administration of the medication from the student’s parent or guardian 
has been received by the principal.  If previous dosage cannot be determined, an 
attempt to contact the parent/guardian will be made prior to administration. 

○ Medication Information.  Non-prescription medication to be administered at school 
must be accompanied by the following information on the container: 

■ the student’s full name; 
■ the name and dosage of the medication; 
■ the quantity of the medication to be administered at one time; 
■ the time of the administration of the medication; and 
■ the duration of the administration of the medication. 

● Procedures for PRESCRIPTION MEDICINES: 
○ Written Instructions.  No prescription medication shall be administered by designated 
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school personnel to a student unless and until written instructions explaining the 
administration of the medication from the student’s physician, dentist, or podiatrist has 
been received by the principal.  Such instruction shall include the conditions, 
circumstances, and reactions of the student to the medication when such physician, 
dentist or podiatrist should be contacted. 

○ Medication Information.  Prescription medication to be administered at school must 
have the following information printed in language understandable to the lay person 
on the container: 

■ the student’s full name; 
■ the name and dosage of the medication; 
■ the quantity of the medication to be administered at one time; 
■ the time of the administration of the medication; 
■ the duration of the administration of the medication; and, 
■ the physician, dentist, or podiatrist’s name and phone number. 

● Emergency administration of medications by means other than ingestion 
○ School personnel designated to administer medications are not required to administer 

medications by means other than ingestion. 
○ School personnel designated to administer medications may indicate a willingness to 

provide medications in an emergency by means other than ingestion. 
○ School personnel indicating a willingness to provide medications in an emergency by 

means other than ingestion shall receive appropriate instruction in administering 
medications by parental means. 

● Student self-administration of medication 
○ Students in grades 6-8 may self-administer oral non-prescription medications while at 

school, provided the student’s parent or guardian consents in writing.  Such 
medications must be kept by the individual student.  The student’s parent or guardian 
may request that the school staff monitor or assist the student while the student is 
administering the medication.  In such cases, a Medication Consent Form shall be 
completed by the student’s parent or guardian. 

○ Students in K-5 may not self-administer oral non-prescription medications while in 
school. 

○ Students in grades 6-8 may self-administer certain emergency prescription 
medications such as inhalers and glucagon while at school with the consent of the 
student’s parent or guardian.  Such medications may be kept in a secure place by the 
student.  The student’s parent or guardian may request that the school staff monitor or 
assist the student while the student is administering the medication.  In such cases, a 
Medication Consent Form shall be completed by the student’s parent or guardian and 
written instructions from the child’s physician, dentist, or podiatrist shall be delivered 
to the principal. 

○ Students in grades K-5 may self-administer certain emergency prescription 
medications such as inhalers and glucagon while at school only under the supervision 
of school staff.  In such cases, a Medication Consent Form shall be completed by the 
student’s parent or guardian and written instructions from the child’s physician, 
dentist, or podiatrist shall be delivered to the principal.  Such medications may be kept 
in a secure place by the student only if deemed appropriate by the student’s teacher, 
principal, or health services supervisor.  In such cases where it is not deemed 
appropriate for the student to store the medication, the emergency medication shall be 
kept in a secure place by the teacher or principal, taking into consideration the need 
for emergency access to medication. 
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Communicable Diseases 
Report the following diseases to the City Health Department at 364-6630, as well as to the school the 
pupil attends. A permit for return to school will be mailed from the Health Department. 

 
● Chicken Pox  
● Rubella or German Measles 
● Mumps  
● Red Measles  
● Whooping Cough 

 
Must be reported to the school and treated by your physician:  

 
● Strep Throat or Scarlet Fever 
● Pinworms 
● Impetigo  
● Ringworm 
● Scabies 
● Pink eye 

 
Head Lice - Report to school.  Proof of treatment must be sent with student when he/she returns to school 
along with a statement saying the student was treated. 
 

Immunization Law 
 
Click here for the current State of Wisconsin Immunization Law. 
 

Asthma/Respiratory Illness Inhalers 
Wisconsin law enables students with asthma and other respiratory illnesses to carry their inhalers 
with them at school and during school-related activities.  The required permission form signed by 
both the physician and parent must indicate if the student is authorized to carry and self-administer 
inhaled asthma medications.  No record will be kept as the student will not be required to go to the 
school office.  In the case that the physician or parent does not want the student to self-administer 
unsupervised, the inhaler will be kept in the school office and be available upon request. 

 

Alcohol and Drug Abuse 
In accordance with appropriate Christian values and foundation of those values in all school 
operations, Our Lady of the Assumption School prohibits the distribution, dispensing, manufacture, 
possession, use or being under the influence of beer, wine, alcohol, tobacco, other controlled 
substances or “look alike” substances by students while on school property or while attending or 
engaged in school activities.  Doing so is inappropriate to the mission of the School and Church. 

  
Students who violate this policy may be required to satisfactorily complete a substance abuse or 
rehabilitation program. Students who violate this policy may also be subject to suspension or 
expulsion.  Violations may also be reported to the proper legal authorities. 

Dangerous Materials and Weapons 
Students may not have any materials, in their possession or in lockers or desks, that may cause harm 
to themselves or to others.  Students found in possession of harmful substances, or what may be 
deemed a weapon, may be suspended immediately, pending a hearing. 
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Child Abuse and Neglect 
It is the policy of the Diocese of Madison that abuse of minors, including sexual abuse of minors, by 
priests, deacons, seminarians, women or men religious, or by laypersons employed by or 
volunteering services to the parishes, schools, institutions, offices, and programs of the Diocese is not 
to be tolerated.  Such activity is contrary to basic Christian ethical principles and is a violation of the 
ministerial relationship of trust between clerics, church workers, and volunteers and those in their 
care.  All clerics, church workers, and volunteers must comply with applicable state and local laws 
regarding incidents of actual or suspected abuse of a minor, and the procedures outlined within the 
document entitled “A Safe Environment for All: The Policy Regarding Abuse of Minors, Sexual 
Misconduct, and Sexual Harassment:” published by the Diocese of Madison. 

 
All employees and volunteers working with students in our classrooms as aides, chaperones, or 
providing clerical help must read and adhere to the above document, undergo a background check, 
and take a “VIRTUS: A Safe Environment for All” in-service session before being in a school or 
working with students as an employee, volunteer, aide, or coach. 

 
 

In addition, OLA School will follow: 
● Procedures as outlined under state law and diocesan policies regarding child abuse, including 

mandatory reporting by staff. 
● All parent volunteers or coaches shall report any suspected child abuse or neglect to their 

supervising teacher or Administrator 
● Any staff reporting suspected child abuse will also immediately inform the Administration that 

a report has been filed 
● Subsequent to the report being filed, all communication concerning the report will be shared 

with the Administration 
 

Student-Focused Policies 

Behavioral Expectations 
 
Classroom 

Each teacher will establish written expectations to achieve acceptable student behavior in his or her 
classroom.  When in the hallway, students are asked to abide by these expectations as if they were in 
the classroom.  Individuals who must leave the classroom must be accompanied by a hall pass. 
Students from another class are not to interrupt a class in session without permission from the 
teacher in charge. 
 
Students’ belongings will be kept in order.  Students are responsible for keeping desks, lockers, and 
cubbies neat.  Textbooks are to be covered.  If books (including library books) are lost or damaged, a 
fine will be assessed to cover current replacement cost. 
 
Lunch Room 
General classroom expectations also apply to the lunchroom.  Additionally, a list of 
lunchroom-specific expectations (such as when to be dismissed, appropriate eating behaviors, etc.) 
will be posted in the lunchroom and enforced by the lunchroom supervisor(s) and classroom 
teachers.   
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Playground 
All students will show respect at all times toward each other and the adult supervisors and 
volunteers.  Games should be played with fairness and support for each other, and students who 
bring personal items with which to play do so at their own risk.  Anything deemed “rough play” is not 
permitted, including activities such as piggy-back rides.  Students may not leave school grounds and 
re-enter the school only with permission from a supervisor, volunteer, or teacher.  Food products are 
not permitted on the playground. 
 
In addition, playground appropriateness and safety will be discussed in-class and general 
expectations appropriate per grade level will be established and expected. 
 

Bullying 
Our Lady of the Assumption School defines bullying as any abuse of power by an individual or group 
that deliberately targets others for repeated physical or psychological abuse.  Examples of bullying 
behaviors include, but are not limited to, a pattern of intimidation, threats, menacing, taunts, teasing, 
the spreading of rumors, and other psychological abuse; and/or physical contact aimed at either 
provoking a defensive or aggressive response, or – in the extreme – causing injury.  Bullying can also 
include a pattern of deliberate isolation or exclusion of another with intent to be hurtful.  Our Lady of 
the Assumption School will not accept such behaviors. 
 
Parents or Students should contact the classroom teacher or building Principal if there is suspicion of 
bullying.  All reports will be taken seriously and steps will be taken to obtain confidential information 
from teachers, individual students, and witnesses in order to root out the problem, identify a solution, 
and eliminate retaliation. 

 
Academic Honesty 

Students are charged at all times with creating and completing work that is entirely their own, even as 
contributions in group settings.  Non-authentic student work will not be accepted. 

 

Responsible Use of Technology 
Our Lady of the Assumption School maintains a comprehensive, but not exhaustive, Acceptable Use 
Policy for Students and Staff in order to guide the responsible use(s) of technology.  Additionally, 
complimentary wireless internet access is provided throughout the campus for any visitors and 
guests to use.  It is assumed that this cost-free internet access will be used appropriately and guests 
who are in violation of such use will be automatically terminated from use. 

 
Students and parents are asked to sign the Acceptable Use Policy as receipt of awareness. 

 

Dress Code 
A copy of the current dress code can be found at olabeloit.com. 

 

Rain, Snow, and Cold Weather 
Students will be kept indoors for all recesses and other activities if it is raining.  However, if it is not 
currently raining but is wet conditions remain, school personnel may restrict student activity to 
blacktopped areas only.  If snow is currently on the ground surface, students will only be allowed to 
travel off blacktopped areas only with proper snow pants and boots.  During extremely cold weather 
conditions, students will be kept indoors at the discretion of the Principal or designee. 

 

 

18 Our Lady of the Assumption Catholic School  
 Parent & Student Handbook 

 



Disciplinary Guidelines 
While there is no certain way of predicting and / or responding to human interaction, behavior, and 
the psychological implications that go along with such actions, there are still reasonable guidelines 
that should be followed in all circumstances.  Generally, disciplinary actions are first handled at the 
classroom level and proceed to the Administrative level unless reasonable circumstances warrant 
otherwise.  All situations are handled on a case-by-case basis, but are treated fairly in a consistent and 
ethical manner. 
 
The disciplinary committee, in conjunction with the policy committee, has adopted a list of potential 
consequences based on inappropriate actions that may be viewed here.  While not exhaustive, this 
list does outline levels of inappropriate actions and potential actions as a redirection of efforts.  

 
Parent-Focused Policies 

Commitment to School 
Parents are an essential component of our church and school community.  Without collaboration 
between parish, school, students, and parents, we cannot achieve our mission, that in part states, 
“Parents, parish, and staff provide the positive atmosphere that makes our school a center of 
continuing growth”.  We rely on parents for feedback, ideas, volunteerism, and support of our goals 
and policies.  Furthermore, we enjoy financial success in part to the fundraising efforts led and 
achieved by all parents.  Parents should feel connected to the activities of the school and empowered 
to help make this community a success. 

 

School Organizations 
School Commission 
The school commission is an advisory board that oversees the articulation and development of all 
education-related activities within the OLA School Community.  
 
Parent Teacher Organization (PTO) 
The PTO exists as an organization that helps in supporting and developing the activities, funding, and 
awareness of the school.  They are the parent organization for all clubs and activities.  Through their 
efforts they help to foster community within the school family, help to fund small projects, and 
provide financial assistance when special needs arise.  PTO also helps to offset costs of activities in 
which students participate. 
 
Officers include President, Vice-President, and Secretary. 
 
Athletic Association 
The Athletic Association is charged with overseeing the various athletic offerings at OLA.  Through 
fundraising efforts, leadership, and coordination, parents take on an active role in maintaining the 
athletic department as an ongoing presence at OLA. 
 
Officers include President, Vice-President,  Secretary, and Concession Coordinator. 
 

Parental Involvement 
General Opportunities 
We are thankful for the tremendous support of parent and community volunteers to ensure the 
success of OLA School and its opportunities.  In general, volunteers are to: 
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● Arrive on time 
● Respect and enforce school rules and philosophy 
● Remember that our school exists for our students 
● Ask for assistance and instructions, if needed 
● Observe confidentiality in all matters related to students and the school 
● Be clear about the discipline code, but please refer all disciplinary matters to school 

personnel who deal with situations on a more regular basis 
 

Staff members will be in contact with any volunteer to provide specific instructions, 
recommendations, and procedures of any activity.  Year-round supervisors will be trained at the 
beginning of the year. 

 
Lunchroom Supervisors 
This paid position includes supervising the lunchroom for proper behavior and eating habits.  These 
individuals also escort the children from the lunchroom to the recess area.  This is a daily position 
(one can sign up for M-T-W-Th-F or any combination of such that remains consistent throughout the 
year).  Duties run from 10:45-12:30 (approx).  Supervisors must find their own substitute if the need 
arises and report that change to the school secretary. 
 
Playground Supervisors 
This paid position includes the supervision of children at play.  These volunteers ensure the safety of 
all students on the playground and transition into the classroom environment.  This is a daily position 
(one can sign up for M-T-W-Th-F or any combination of such that remains consistent throughout the 
year).  Duties run from 11:15-12:45 (approx).  Supervisors must find their own substitute if the need 
arises and report that change to the school secretary. 
 
Classroom Volunteers 
Volunteers are needed in the classroom for a variety of reasons.  From grading to supervising 
activities, each teacher has his or her individual needs that vary among grade levels.  Please contact 
your child’s homeroom teacher if you are interested in helping in any capacity, and he/she can work 
with you to find the best fit. 
 
Coaches 
All of our coaches are volunteer positions that share a passion and interest in the athletic offerings at 
OLA.  They have a knowledge of the sport and ability to coach young athletes of all abilities.  Any 
individual who is willing and able to coach in the spirit and philosophy of OLA School should contact 
the school office, which will then forward the resume to the Athletic Association. 
 
Room Parents 
A room parent is considered the “head parent” of the classroom that helps with coordination and 
special activities.  Some classroom teachers ask room parents to find volunteers to chaperone; others 
ask for coordination in conjunction with a project or initiative.  The needs vary among classroom and 
age level.  If you are interested in a leadership position in this capacity, please contact your child’s 
homeroom teacher.   
 
Field Trip Chaperones 
Field trips are unique experiences that the school offers to enhance the curriculum.  We could not 
offer these experiences without parents and volunteers acting as chaperones.  It is important to have 
many parents on hand to break down the class sizes into more manageable groups.  We generally 
recommend one chaperone per ten students, although that number changes per age level and trip 
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destination.  In most cases, buses are chartered, although there are circumstances when parents are 
asked to drive.  In those instances, vehicle insurance information must be provided to the school. 
 
Please contact the sponsoring teacher with questions or clarifications needed surrounding the field 
trip.  We adhere to the following soft rules, which may be adapted per individual field trip situation: 
 

● All school rules are in force, unless school personnel has explicitly stated otherwise 
● Chaperones are asked to stay with their assigned group 
● Supervision is both mental and physical, keeping attention is always on the students 
● Children of chaperones must not be treated differently than any other child 
● We hope that you enjoy the outing, but please remember that your first responsibility is the 

safety of the students 
● Younger children should preferably not attend field trips, as they will tend to take the 

chaperone’s attention or focus away from the class 
● Students are to return to campus via the same vehicle in which they arrived unless 

parent/teacher arrangement has been made for otherwise 
 

Screening of Volunteers 
A policy by the Diocese of Madison takes every precaution to ensure the safety and security of all of 
those entrusted to its care, with a special emphasis on the protection of children.  All adults who 
volunteer and work with children will receive the policy and attend the “VIRTUS: Protecting God’s 
Children” workshop. 
 
As part of the process for determining an individual’s qualifications and suitability for any paid or 
volunteer position, background checks will be required of all persons working with the children. 

 

Parent Rights 
 

Student Records 
The school keeps full and accurate records of each child’s attendance, academic progress, and other 
related records.  The confidentiality of all records will be strictly maintained.   
 
Parents and guardians have the right to examine their child(ren)’s student records.  Examination of the 
records requires: 

● Notice by a parent or guardian that a record is desired (48 hours advance notice is required 
under normal circumstances) 

● The presence of a school official while the record is being examined 
● Records may not be removed from school premises 
● Nothing is to be removed or added to a student’s record without the Principal’s approval 

 
Concern 
We encourage proactive communication to ensure the success of every child.  All concerns are to be 
handled by all parties in a productive, responsible, and adult manner that exemplifies mutual respect. 
 
The following guidelines are in place for individuals with concerns: 

● Individuals should contact the teacher or staff person involved to discuss the concern(s) as 
soon as possible.   

● If the individual does not feel that the concern was satisfactorily addressed, please contact the 
Principal. 
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● If after contacting the Principal the individual feels that their concern has not been 
satisfactorily addressed, and the issue is not a policy issue, they should set up an appointment 
with the Pastor.  If the concern is in reference to a policy issue, the concern should be 
submitted in writing to the Policy Committee. 

 
Keep in mind that while concerns cannot be addressed to tailor to every individual need or desire, 
concerns will be addressed to benefit the school as a whole and ensure a fair and consistent 
environment that is safe and enjoyable for learning. 

 
 

Contact us 

olaschool@olaschool.ws  

608.365.4014 
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