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Diocesan policies and regulations most relevant to parents, students, and personnel of St. Francis School have
been included in this handbook. A complete set of Diocesan policies is available for review in the school
office.
DSP = Diocesan School Policy
DSR = Diocesan School Regulation
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St. Francis School
P.O. Box 250
244 W. Woodworth Street
Ellsworth, WI 54011-0250
Telephone: 715-273-4391
Fax: 715-273-6374
Website: stfrancisellsworth.org

Dear Parents:
We at St. Francis are glad that you have decided to have your child(ren) attend our parish school. When parents
decide to send their children to a Catholic school, they are making a statement about their faith. They are
saying that formation in the faith is important. It is so important that they are willing to make the extra sacrifice
required. This attitude on the parents’ part certainly helps to create a healthy atmosphere for the growth of
Christian values.
The growth of Christian values in the young people of the parish is the reason for the very existence of our
school. There are many activities that go on in the course of the school year. In all of these activities, the
faculty and administration of St. Francis school are committed to the intellectual, social spiritual and moral
growth of the students. With parental support, our school can be a wholesome, well-rounded experience for the
children.
Again, I wish to thank you the parents for your unselfish dedication to your children and for your support of St.
Francis School.
Sincerely,
Father Eric Awortwe-Dodson
Pastor
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ST. FRANCIS SCHOOL PHILOSOPHY

St. Francis School is a Catholic school serving the community of St. Francis Parish. The school consists
of students, staff, and families who strive toward academic and spiritual growth. All are responsible for the
education of children.
We believe we participate in the Mission entrusted by Jesus to the people of God: to prepare its
members to proclaim the Good News as Jesus did, and to translate this proclamation into action. We believe in
educating the whole child in his/her relationships: to self, to neighbor, to God, and to the environment. As a
school we participate in the spiritual, emotional, physical, and cultural development of the children.
We believe that a Christian atmosphere must permeate the entire school day.
We believe that there must be an on-going educational process that emphasizes basic knowledge and
skills.
Instruction in the academics, as well as religious instruction, is part of the learning process.
We believe that students must experience the importance of self-worth, develop an awareness of social
justice, and value human dignity and need.

Revised: August 17, 2001
Revised: August 27, 2002
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(See Administrative Recourse DSR 1901)
(See Penalty Status During Administrative Recourse Procedure DSP 1902)
ACADEMICS
The following subjects are required for all students: religion, reading, math, english, science, social studies,
spelling, computer, handwriting, music, physical education, and art.
ACCIDENTS
Accidents that occur in the classroom or on the playground are to be reported to the teacher or the supervisor on
duty.
The school and parish do not provide any type of health or accident insurance for injuries incurred at school.
Parents are to have their own medical insurance to cover accidents. The student insurance program is no longer
available to offer to our school families.
ADMISSION REQUIREMENTS
St. Francis School follows state, diocesan, and local public school regulations that require a child to be four
years old by September 1 to enter 4YK (four year old kindergarten), five years old by September 1st to enter
kindergarten, and six years old by September 1st to enter first grade.
Early admission is accepted only after thorough screening and a conference with the teacher/child/parents and
administrator. The school administrator will make the final decision on early entrance and inform the parent in
writing of the decision.
All new students must show proof of proper immunization according to Wisconsin law. Forms are available
from the school or local health department.
4 Year Old Kindergarten Screening
Students must be screened before entering 4 year old kindergarten. Screening for St. Francis School is done in
conjunction with the Ellsworth Community School District in spring.
Enrollment of Students
Annual enrollment of in-school students will normally occur in January. Enrollment of new students may be
made at anytime during the school year by following the procedure below:
1.

Inquirers are referred to the school administrator.

2.

Tuition information, family information form, application for registration form,
and request for records form are sent or given to the parent for completion.

3.

Upon receipt back of the above mentioned forms, the school seeks information from
the previous school and the student's report card is requested from the parent.

4.

The school administrator calls for and conducts an interview with parent and student.

5.

When a decision has been reached, after past records have been received and
reviewed, the school administrator notifies parents. If enrollment is to follow,
then parents are given a school handbook and directed to make their choice of a
tuition payment plan.

6.

Upon enrollment, the parent is informed that if the student does not meet the school's
acceptable standards or if the school cannot meet the student's needs, the school
maintains the right to terminate enrollment
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If more children are potentially to be enrolled in the school than class size limits then St. Francis School gives
preference in enrollment in the following order:
1.

Students whose families currently have other family members in the school.

2.

Catholic students whose families are registered, active, supporting members of St. Francis
Parish as verified by the pastor of St. Francis Parish.

3.

Catholic students of a Catholic parish other than St. Francis Parish, whose families are
registered, active, supporting members of that Catholic parish as verified by the pastor
of that Catholic parish.

4. Other students who do not fit any of the above categories.
"Supporting member of the parish" may be defined as a family who has made some identifiable financial
contribution to the parish through the envelope or electronic transfer of funds (ETF) system.
Non-parish and non-Catholic students, once enrolled in St. Francis School, may not be barred enrollment the
following year to open space for another student.

AMENDMENT OF HANDBOOK
The school or the administrator retains the right to amend the handbook for a just cause. Parent/guardian and
students will be given proper notification if changes are made.
The administrator reserves the right to waive and/or deviate from any and all disciplinary regulations for just
cause at his or her discretion.

ARRIVAL/DEPARTURE
The school day begins at 8:05 a.m., and ends at 3:25 p.m.. No student should arrive before 7:45 a.m. After 7:45
a.m., students should go directly to their classroom. Students are expected to leave the school premises at
dismissal time, unless arrangements have been made with the classroom teacher. “Parent Pick Up” will begin at
3:15 each school day.
ASBESTOS
St. Francis School is in compliance with federal and state laws regarding asbestos. A copy of the management
plan can be found in the school office.
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ATTENDANCE
Regular attendance is necessary at school. Children should be kept home only in case of illness. Children should
be kept home for 24 hours following the presence of a fever of 100 degrees or more, or if the child has vomited
during the night or in the morning before school.
Students are considered tardy if they are not in their classroom when school begins at 8:05 a.m. Any student
arriving after 8:05 a.m. must be signed in by parent/guardian in the school office. A written excuse
explaining the tardiness needs to be provided to the administrative secretary at the time of arrival.
If a child is absent, the school is to be called before 8:00 a.m. The school will call the home if a child has not
reported to class and no phone call has been received from the parent/guardian indicating the absence. After each
absence, a child is to also bring a written, dated excuse signed by the parent or guardian. These notes are sent to
the office, and will be kept on file. The administrator should always be given the reason for a student’s absence
or tardiness. Otherwise, a child may be regarded as truant.
As a courtesy to teachers, parents are asked to send advance notice with their children indicating dental, doctor,
and other professional appointments. No child will be permitted to leave school for any reason without the
permission of the parent/guardian. If possible, doctor, dentist, and other appointments should be made after
school. Parents/guardians should not expect an early dismissal of a child on a regular basis.
If a child becomes ill or is injured at school, the parent/guardian will be contacted. The child must be picked up
and signed out in the office by the parent or by a person designated by the parent or guardian.
Notification will be made by the school to parents of students who have acquired absences (excused and
unexcused) for the school year totaling all or parts of 5 days, 10 days, and 15 days. All absences after the 15th day
(excused or unexcused) not verified by a M.D., chiropractor, or Christian Science practitioner will be unexcused.
Referral will be made to the Pierce County Truancy Officer for any student who has an unexcused absence for
part or all of 5 or more days on which school is held during a school semester.
Excused absences require parent/guardian/legal custodian written verification which is to be submitted to the
school office in advance of the absence or prior to remittance to school. Acceptable excused absences include:
illness, medical, dental, chiropractic, optometric, or other valid professional appointments, a death in the
immediate family or funerals for close relatives, a court appearance, or special circumstances which are approved
in advance by the school principal.

BLOODBORNE PATHOGENS
St. Francis School complies with OSHA's Bloodborne Pathogens Standard, 29 CRF 1910.1030 and has a written
bloodborne pathogens exposure plan. This plan is reviewed annually and employees receive annual training. The
plan is located and available for review in the school office.

Page 8

BREAKFAST AND LUNCH PROGRAM - FOOD SERVICE POLICIES
SPECIAL DIETARY NEEDS
Students with special dietary needs will be accommodated according to USDA Regulation 7 CFR Part 15b, which
states that schools are required to make food substitutions or modifications for children whose disabilities restrict
their diets. These substitutions and/or modifications shall be accommodated by the Food Service staff on a caseby-case basis. Requests must be made directly to the Food Service Manager, and the Food Service Manager has
the final authority in determining whether or not the request will be accommodated. Any request that would
require alterations resulting in a non-reimbursable meal (according to the State Meal Plan) MUST BE
SUPPORTED BY A WRITTEN STATEMENT FROM A STATE LICENSED MEDICAL PRACTITIONER*.
This statement must include: 1) an explanation of how the child’s physical or mental impairment restricts the
child’s diet; 2) the food(s) to be avoided; and 3) the food or choice of foods that must be substituted.
*Practitioner, for the purposes of this policy, is defined by Wisconsin State Statute 118.29(1)(e) as: any physician,
dentist, optometrist, physician assistant, advanced practice nurse prescriber, or podiatrist licensed in any state.
(i.e. practitioners who have the authorization to write prescriptions. Note: chiropractors are not included in this
definition.)
It is the policy of St. Francis School to accommodate parental requests for medical dietary adjustments whenever
possible and within reason. Requests must be submitted in writing and once approved and implemented by the
Food Service Manager, will remain in effect until revocation or adjustment is received in writing from parents.
**Under no circumstances will student requests or cancellations be accommodated.** Individual Education
Plans (IEPs) indicating the need for diet alterations or adjustments will be followed and will not require additional
medical direction.
St. Francis Food Service participates in “Offer vs. Serve,” which assures that students will have at least five
choices from which to choose the three required meal components. Therefore, special accommodation for food
preferences (non-medical) will not be accommodated.
For more information or for clarification on this topic, see Wisconsin Department of Public Instruction’s
publication: Children with Disabilities and Special Dietary Restrictions, which is included in this Food Service
Policies Manual, and a copy of which is available on the WI DPI website or from the Food Service manager upon
request.
All requests and records pertaining to a student’s special dietary needs and restrictions will be kept confidential.
The parent or guardian retains specific procedural rights, which include the right to:
• File a grievance if they believe a violation has occurred regarding the request for a reasonable modification;
• Receive a prompt and equitable resolution of the grievance;
• Request and participate in an impartial hearing to resolve their grievances;
• Be represented by counsel at the hearing;
• Examine the record; and
• Receive notice of the final decision and a procedure for review, i.e., right to appeal the
hearing’s decision.
LOW LUNCH ACCOUNT BALANCES
It is recommended that student/family lunch account balances be maintained at a level equivalent to one week’s
student lunch and/or breakfast and/or 4YK/K snack charges per student. Student/family lunch account balances
that fall below $14.00 (the cost of 5 lunches) during the school year will generate a “Low Balance Notice” that
will be sent home with the student. It is the responsibility of the parent to make a deposit to the account in a
timely manner and to avoid future low balance notices.
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ZERO LUNCH ACCOUNT BALANCES
When a lunch account balance falls below zero during the school year, it is considered to be delinquent debt. The
Wisconsin Department of Public Instruction requires School Food Authorities to create and maintain an Unpaid
Meal Charges policy in order to appropriately and consistently address the issue of delinquent debt and to prevent
confusion and ensure a shared understanding of expectations should delinquent debt occur.
It is understood that when a family lunch account balance falls below zero, a deposit must immediately be made
in an amount large enough to bring the balance above zero. If no deposit is made, and the parent/guardian fails to
provide the student with a meal, the school will continue to serve the student, and the family account will be
charged accordingly. Parents/guardians with negative account balances for over 10 days will be contacted in
writing by the food service manager or by the principal. Parents/guardians with a negative account balance for
over 15 days will receive a personal phone call from the food service manager or the school principal to
determine if further intervention or assistance is required. If the parent/guardian thereafter fails to provide the
student with a cold lunch or lunch money, school personnel shall intercede on behalf of the student(s) by filling a
report with the Department of Human Services.
NEGATIVE END-OF-THE-YEAR BALANCES
All lunch account balances must be paid in full on or before the last day of school. Failure to bring family lunch
account balances to $0 or above, will result in holding final student report cards and other student papers.
END-OF-THE-YEAR BALANCES FOR NON-RETURNING FAMILIES
At the end of the school year, or when a family withdraws from St. Francis School, funds remaining unused in
excess of $5.00 in a family lunch account will be returned via check sent in the mail, no request needed. Requests
for the refund of amounts under $5.00 will be honored, as long as the request is received by the Food Service
Manager prior to the last day of school. Amounts under $5.00 that are not requested will not be returned.
END-OF-THE-YEAR BALANCES FOR RETURNING FAMILIES
Family lunch account balances for those with students planning to return the following school year will be held in
the Food Services account and will be available for use beginning the first day of school food service. Request
may be made at any time for the return of any positive balance in a school food service account. Please allow 10
business days to process the request. Contact the Food Service Manager for more information about returning
funds.

BUSING PROCEDURES
Students are expected to follow the bus guidelines as published by the public school administration. They are
expected to respect the driver as well as other passengers on the bus. Students will board the bus at the officially
designated area in front of St. Francis School. As a safety precaution, St. Francis students are required to sit at or
near the front of the school bus.
The school is to be notified in writing by the parent/guardian of any change in the way a student is to leave school
or any change in the normal destination. If a student does not have a note, the student's parents will be contacted
by telephone to verify the change. If the parent cannot be contacted and/or the student consistently does not have
the required permission, he/she may be denied the change.
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CARE OF SCHOOL MATERIALS AND EQUIPMENT
Students are to be instructed in the proper and safe use of equipment and other classroom materials. Books must
be carried to and from school in a book bag. Students are not allowed in the teacher work room or storage room
unless accompanied by an adult.
(See Catholic Faith and Moral Standard DSP 5112)
CATHOLIC SCHOOLS WEEK
This annual event is observed at St. Francis School during the week that is recommended by the NCEA. It is
observed with a special liturgy and various other activities.
CHANGE OF ADDRESS OR TELEPHONE
The administrator should be contacted immediately in regard to a change of address or telephone. Whenever a
change in employment occurs, the new telephone number should also be reported to the administrator.

COMMUNICATIONS
Notices from the administrator will be sent home each Monday in a designated weekly envelope with the oldest
child in each family enrolled at St. Francis. The envelope should be signed by the parent/legal guardian, and
returned within two days. The envelope is re-used for the following week’s newsletter.
Parents/guardians are asked to use the following procedure if a problem should arise:
1. Talk with the child's teacher. This method should solve most problems so that parent and teacher
can arrive at an understanding. An appointment by telephone is to be made in advance with the
teacher. Spontaneous visits to the classroom for such conferences are discouraged as teachers may
have meetings and other appointments.
2. In the event that conditions do not improve, contact the head teacher setting up an appointment by
telephone. The situation will be discussed in the presence of the parent/guardian, student, teacher,
and head teacher.
3. In the event that conditions do not improve, contact the administrator setting up an appointment by
telephone. The situation will be discussed in the presence of the parent/guardian, student, teacher,
and administrator.
4. If necessary, consult the pastor.
5. Next, the area dean may be consulted.
6. In extreme cases, contact the diocesan office.

Page 11

CONFERENCES (See also Conferences DSP 5205)
Formal parent-teacher conferences are scheduled twice a year: at the end of the first quarter and at the end of the
second quarter. Conferences are required after the first quarter, and are optional after the second quarter, unless
requested by the student’s teacher. Parent-teacher conferences may be arranged at other times during the school
year, in addition to the above times, by contacting the teacher in advance to arrange for an appointment.
(See Confidentiality DSP 5310)
CRISIS PLAN
St. Francis School has developed a Crisis Plan in cooperation with local law enforcement and emergency
officials.
CURRICULUM
The curriculum at St. Francis will be developed in conformity with the approved diocesan curriculum handbook
and other curriculum resources.
DESKS AND LOCKERS
Desks and lockers are the property of the school. As such, school officials retain the right to inspect desks and
lockers.
DISCIPLINE
St. Francis Catholic School places a high value on respect, self-discipline, and good behavior. Therefore, the
school has established the following policies and guidelines in regard to discipline, all of which have been
established within the philosophy and objectives of the school.
The following are examples of behavior that are inappropriate:
1.

Verbal abuse.
A.
Verbal disruption in the classroom.
B.
Verbal disrespect for teachers and students.
1.
Talking back.
2.
Name calling and verbal harassment.
3.
Rude and discourteous language.
2. Inappropriate bodily contact.
A.
Pushing, shoving, or jumping on another person.
B.
Male/Female body contact.
C.
Tripping, pinching, kicking, biting, spitting.
D.
Fighting.
E.
Physical endangerment.
3. Disrespect for property.
A.
Removing without permission any items belonging to another.
B.
Stealing.
C.
Willful destruction of school or personal property.
4. Disobeying established classroom or school rules. (See School Rules).
5. Disobeying established bus rules. Students are subject to disciplinary action by school.
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6. Conduct, whether inside or outside school, that is detrimental to the reputation of the school.
The school adopts the following process for correcting inappropriate student behavior:
1. Teachers or other staff members may correct the student's behavior in a number of ways.
Correction may include verbal correction, detention or an assigned task appropriate to the
age and maturity of the student. Most cases of inappropriate behavior are handled in the
classroom. A teacher or administrator may remove a student from a class temporarily
when the severity of the offense, the persistence of the misbehavior, or the disruptive
effect of the violation makes his/her continued presence intolerable. The administrator is
to be consulted in each case. The student will report to the administrator. If a student is
sent to the office for behavioral reasons, the student is to be accompanied by another
student, and the teacher is to send a note along explaining the nature of the offense.
When a deed of serious misconduct occurs or repeated minor violations occur, the
parent will be contacted by the teacher or administrator to inform the parent of teacher
concerns. This contact is to alert the parents of a need to modify student behavior.
2. A conference will include the teacher and parent and may include the administrator and the
student. Conferences will proceed only after failure to resolve earlier conflicts. Several
conferences may be needed to resolve the conflict. If these conferences fail to modify
student behavior, the process continues with the following step.
3. Suspension or probation are the ext alternatives available in this process.
A.

B.

4.

Suspension must include a written notice given by the administrator to the
parent(s) stating reasons, effective date(s) and manner of re-entry which is not to
exceed three days. There are two types of suspension and in either case, all class
work assigned must be completed before re-admission.
1.

In-school suspension will be carried out under the supervision of school
personnel while the student is isolated from other students and school
activities.

2.

Out-of-school suspension involves temporary removal from school and
school activities.

Probation is a temporary plan to provide guidelines so the student may remain in
school and improve behavior. Failure to pass the probationary period will lead to
dismissal. The plan must include the following: previous conference, written
notice to parents, reasons for probation, specific behavior to be changed, specific
terms of probation (including time of review), consequences that will follow,
signature of at least: one parent, student, and administrator of the probation plan.
The pastor will be informed if terms are broken, and the process of permanent
dismissal will begin.

Immediate suspension is for actions which are seriously harmful to the health and life of
the students and to the orderly operation of the school and require immediate intervention
on the part of the administrator. Such actions may include but are not limited to:
possession or use of dangerous weapons on school property or at school activities, use,
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possession or sale of controlled substances (alcohol and other drugs), smoking on the
premises, buses, or during a school-related activity, serious bodily injury to staff or
student, serious disrespect of authority, theft, continued or extreme use of profanity or
foul language, fighting, vandalism, serious abuse (verbal or physical) of others. In such
cases, the administrator invokes an immediate suspension, informs parents and arranges a
conference with parent(s), student, and the administrator. Plans for correcting the
student's behavior are made. Those plans may include but are not limited to: suspension
from school, probation, involvement in counseling, or recommendation for permanent
dismissal.
5.

Expulsion refers to permanent dismissal from school. (See Expulsion).

The administrator reserves the right to waive and/or deviate from any and all disciplinary regulations for just
cause at his or her discretion.
DRESS CODE
Part of the learning process includes the development of good grooming habits. Good grooming is the first and
most evident mark of a student's self respect and training. Respect for oneself begins with proper hygiene.
Children should be taught to brush their teeth daily and bathe on a regular basis. Cleanliness and moderation in
clothing are expected of all. In addition, the following guidelines are to be followed:
Grades 4YK-5:

Children should dress in neat and appropriate clothing. Shorts may be worn
but the length must be at least fingertip length. Spaghetti straps may be worn if
a t-shirt or tank top is worn underneath. Clothing that requires bare shoulders may
not be worn to school or school events.

Shoes that tie or velcro are encouraged, and tennis shoes, with a closed back, that tie or fasten are required
for all recesses and phy-ed. Students will be allowed to change into tennis shoes before recesses and phy-ed, if
needed. Flip-flops, are not recommended for walking stairs, and are hazardous when running on the blacktop.
Unacceptable Dress for All: Bare midriffs, halter tops, excessively open tank tops, torn clothing, off the shoulder
tops, very tight clothing, clothing with a message (picture or words) promoting controlled substances (drugs,
alcohol, tobacco, etc.), music groups of any type, weapons, professional wrestling, or contrary to Catholic virtues.
Winter Dress: During the winter months when all students are required to participate in outdoor recesses, students
are expected to wear a warm coat, some type of ear covering, mittens or gloves, snow pants, and boots.
Special Event Dress: The dress code for special events, such as the Christmas Program, Spring Concert, class
Masses has the same expectations as usual school days. Strapless tops, spaghetti straps, bare shoulder(s) or
similar type clothing may not be worn for these events. The new style of open shoulder tops is acceptable so long
as there is a wide strap between the neck and shoulder.
THE FINAL DECISION IN REGARD TO ACCEPTABLE DRESS WILL BE MADE BY THE
ADMINISTRATOR.
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DRUG/MEDICATION ADMINISTRATION (See also Drug/Medication Admin. DSP 5505)
St. Francis School has a medication policy covering all prescriptive and nonprescriptive medications taken by
students during school hours. The party authorized to administer the drug and the school administrator are
immune from civil liability for their acts or omissions.
If it is necessary for a child to take prescriptive medication during the school day, an authorization form signed by
the physician and parent/guardian must be on file in the school office. Medication must be placed in a pharmacy
labeled container with the student's name, name of medication, and dosage. Copies may be made of the
Prescriptive Medication Form found in the Appendix. Similar authorization forms can be found at clinics,
hospital, pharmacies, and Ellsworth Public Schools.
Students taking non-prescriptive medication, such as aspirin, cough syrup or drops, throat lozenges, etc. during
school hours must have an authorization form signed by a parent/guardian on file in the school. (See Appendix Non-Prescriptive Medication Form) These non-prescriptive medications must be provided by the home.
Medications, prescription as well as non-prescription, will be kept in a secured storage area in the school office,
and dispensed in the school office by the school administrator or administrative secretary. Exceptions to this will
be inhalers, and cough drops, which may be kept in the classroom. Medications will not be dispensed unless the
correct procedure is followed. If at all possible, parental or guardian effort should be made to administer
medications before or after school.
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(See Drugs and Alcohol DSP 5508)
EARLY RELEASE
If a child is to be dismissed early (prior to 3:25 p.m.) for any reason, a written note from the parent/guardian must
be given to the teacher. The teacher will in turn give the note to the administrative assistant. The student must be
signed out in the school office by the parent/guardian.
The parent/guardian may also call the administrator, or administrative assistant, if a written note is not possible
prior to the appointment. The student is then required to bring a written note signed by the parent/guardian upon
his/her return to school.
EXPULSION (See also Expulsion DSP 5115)
Students at St. Francis School who are not benefitting from the curriculum and program offered, or who seriously
interfere with the learning activities of other students may be dismissed permanently. The case for a permanent
expulsion (dismissal) of a student may be any serious violations of school policy and regulations including, but
not limited to, the following.
A. Insubordination, evidenced by lack of change in behavior following parent and child
conferences with teacher and administrator.
B. Possession or use of dangerous weapons on school property or bus.
C. Possession, use or sale of a controlled substance (cigarettes, alcohol, other drugs)
on premises, buses, or during a school related activity.
D. Truancy.
E. Theft or destruction of property.
F. Injury to another student or staff member.
G. Conduct, whether inside or outside school, that is detrimental to the reputation of the school.
The school administrator will recommend permanent dismissal to the diocesan director of the Office for Catholic
School and the pastor. When a permanent dismissal is pending, parents shall be given the opportunity to
withdraw the student from St. Francis School.

EXTRA-CURRICULAR ACTIVITIES
The public school provides an athletic program of football, wrestling, and basketball after school or on Saturdays
during the school term. Baseball is offered in the spring and summer.
Any hand-out material regarding extra-curricular activities must be cleared through the administrator before
distribution to students.
FAMILY INFORMATION FORM
Each year school parents will complete a family information form. Addresses and phone numbers for the
students and their parents and/or guardians are required. Names and phone numbers for doctors, dentists, people
designated to pick up children at school and people to notify in case of an emergency are also required.
Information regarding any health conditions or medications is to be written on the form as well. These forms are
kept in the school office.
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FIELD TRIPS
(See also Field Trips & Outings DSR 6325)
Teachers may arrange one or two out-of-town field trips per year, and one or two walking field trips within
Ellsworth per year for the class with the prior approval of the administrator. Adequate planning should be done
so that no more than one of each of these types of field trips, out-of-town, and within Ellsworth, occur during
each semester. Field trips should be of educational or cultural value. To insure the outcomes of such trips,
teachers should prepare students for the place that is to be visited and the things that are to be seen. Purpose and
goals of the trip should be discussed prior to the trip. Each student must have an approved, signed permission slip
before taking any field trip. All permission slips must be on file with the administrator before the group leaves
school. Telephone calls will not be accepted in lieu of proper forms. If a child forgets the approved permission
form, the field trip form found in the appendix may be used and the details filled in. When field trips occur on
school days, students are to return to school in time for buses.
Field trips are privileges afforded to students. No student has an absolute right to a field trip. The school reserves
the right to deny participation if a student fails to meet academic or behavior requirements. Parents/guardians
have the right to refuse to allow their child participation in a field trip. If this happens, the child is still expected
to attend school. Appropriate assignments will be given, and supervision provided.

FINES
Fines will result from the following activities by students: damage to school property, whether accidental or
willful, negligent treatment of textbooks and/or library books, lost books. Reimbursement for the full
replacement value of the book is required.

FIRE DRILLS
Fire drills are conducted at least once a month, except in inclement weather. An emergency exit route is posted in
each classroom. If a fire does occur, the students will be taken to the church where they will be housed until
they can be safely released.
FLAG
The flag is displayed in each classroom and the Pledge of Allegiance recited daily.

(See Grade School Dances and Parties - DSP 5790)
HANDBOOK
The parent/student handbook will be the primary means of communicating school policies and regulations to
parent/student. For your reference, our parent/student handbook is posted on our school website. Copies may be
made of any materials in the handbook. The forms in the Appendix are to be used as reference. All forms are
also available in the school office.
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HEALTH SERVICES
St. Francis School contracts with the Pierce County Department of Public Health for nursing services in the
following areas:
1. Immunization and communicable disease
2. Screening - vision, hearing
3. Records and critical health data
4. Emergency services
5. Consultation and health counseling
The administrator must exclude children from school with suspected communicable diseases. Such diseases are
to be reported to the Health Department.

HOMEWORK
Homework complements and continues work done in school. It is the student's responsibility to complete
homework. If parent/guardian notices extremes in homework, parent/guardian should check with the child's
teacher. The amount of homework increases with each grade level. The following is intended to be a guideline
for the amount of homework to expect at each grade:
Kindergarten - Grade One:

Little or none

Grade Two - Grade Three:

15 - 20 minutes per night

Grade Four - Grade Five:

30 - 60 minutes per night.

Homework will not be given in advance of a student’s planned absence. Time required to make up missed
work may necessitate the use of recess time to meet with the teacher for assistance and/or to complete
assignments, as well as additional time as homework.

INSURANCE (STUDENT)
The school and parish do not provide any type of health or accident insurance for injuries incurred at school.
Parents are to have their own medical insurance to cover accidents. The student insurance program is no longer
available to school families.
INSTRUCTION OF STUDENTS
Appropriate teaching methods may include: cooperative learning, discussion, lecture, small group instruction,
whole group instruction, and independent study. Teachers are expected to utilize a variety of methods on a
regular basis in order to meet the needs of different learning styles. Time for seat work or independent study may
not exceed 40% of class time on a regular basis for any subject.
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(See Internet Use DSP 6420)
LIBRARY
The library serves as a resource center where the student may look for informational materials as well as fiction
and biographical materials for their assignments or for pleasure reading. Each classroom has an opportunity each
week to check out books. Students in grades K-2 may check out books for one week at a time, and students in
grades 3 - 5 may check out books for a two week period. Encyclopedias and other reference materials may not be
checked out to be taken home. These materials will be used only in school.
MONEY COLLECTION
Money payments to the school must be enclosed in a separate envelope marked with the child's or family's name,
grade, and the reason for the payment. Checks should be made payable to St. Francis School, except for book
club orders which should be made payable directly to the book club. Money for many purposes, such as tuition,
hot lunch, etc., are not to be included in one check since these are each credited to separate accounts.
Students should never leave money in the classrooms overnight. Students are to take personal spending money
home with them at the end of the school day.
(See Non-Catholic Student Participation DSP 6225)
NON-CUSTODIAL PARENT
St. Francis School respects the rights of non-custodial parents. In the absence of a court order to the contrary, a
school will provide the non-custodial parent with access to the academic records and to other school-related
information regarding the child. If there is a court order specifying that no information is to be given, it is the
responsibility of the custodial parent to provide the school with an official copy of the court order.
(See Non-Discrimination DSP 5101)

PARENT-TEACHER ORGANIZATIONS
School personnel and parents/guardians are involved in a collaborative ministry of educating children. To foster
this ministry, a Home-School Association has been established at St. Francis Parish. It is intended to be a vehicle
by which parents or legal guardians, teachers, pastor, and school administrator are able to collaborate and enable
one another to develop a faith community and teach children by living witness. Four meetings are scheduled a
year. Teacher representatives will attend all meetings.
PARTIES
Birthday treats and simple classroom parties for special occasions are permitted. These should be held in the
classroom. Parties should be planned with the advance approval of the administrator.
To avoid hurt feelings, parents are asked not to have children give out invitations to private parties at
school unless everyone in the class (boys or girls, or both) is invited. Parents are encouraged to provide the
classroom teacher with a list of invited students in order for permission slips to be confirmed.
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(See Proof of Custody DSP 5302)
PROGRESS/REPORTING/RECORDKEEPING
The report cards used have been approved by the Diocese of La Crosse. Report cards are issued quarterly.
Written mid-term progress reports are sent home to all students in Grades 3-5 at the midpoint of the last three
quarters.
Report cards grades are determined using a combination of the following: tests, homework, class work and class
participation. Any request for consideration for a grade change must be made within 3 days after the reception of
the report card.

RADIOS, HEADSETS, BOOMBOXES, SKATEBOARDS, SCOOTERS, ROLLER BLADES, REMOTECONTROL TOYS, HAND-HELD VIDEO GAMES, TRADING CARDS
The above are not permitted at school unless the student is requested by the teacher to bring it to school for a
special reason. These items are not to be used on the playground.

RECORDS (STUDENT)
Parent/guardian may view his/her child's school records after sending a written request and giving the school
twenty-four hours notice.
RELIGIOUS DEVELOPMENT
Religion is at the very heart of all that is done at St. Francis. It permeates the curriculum. In addition, formal
religion classes are taught daily, and students are given frequent opportunities for prayer. Each school day is to
begin and end with prayer, as well as include the meal prayer before lunch.
Students participate in the liturgy of the Mass once a week. Students assist as servers, readers, cantors, greeters,
gift bearers, etc. Students in kindergarten usually participate at Mass beginning a few weeks after the start of
school. Students in second grade receive the Sacraments of Reconciliation and Eucharist for the first time.
Students in grades 3-5 are given the opportunity to receive the Sacrament of Reconciliation during school hours
during Advent and Lent. Students participate in the Stations of the Cross devotions during Lent.

(See Retention/Acceleration DSP 5210)
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SCHOOL RULES
In addition to the behavior expected of students outlined in the school discipline code, there are a number of
specific indoor and outdoor rules students must follow.
Tennis shoes, with closed heel, that tie or fasten are required for all recesses and phy-ed classes. Students
may leave tennis shoes at school, and may change into them before recesses and phy-ed.
1. Stay on assigned playground. Do not play on or outside the fences, the tree boundary, or on the
landscape rocks around the building or bushes.
2. Use playground equipment properly. It may only be used by grades K-2.
A.
Slide - students should always sit down, and slide feet first.
B.
Swings - students should not jump off them or twist them.
C.
Jump ropes are to be used as they are intended, with a hand on each handle.
D.
Chase games may only be played on the ground.
3. Soccer balls may not be used for kickback, and no playing of soccer on the blacktop.
Rubber balls, wooden, and aluminum bats are allowed during noon recess, and during
the afternoon recess for grade two. Plastic bats may be used by grade one during the
noon and afternoon recesses. Playing catch with rubber balls is allowed at all
recesses, but should take place in the middle area of the blacktop. Regulation softballs
may be used during physical education classes or noon recess for grades three through
five. Regulation softballs may not be used during first recess. Regulation baseballs
may never be used. Overhand pitching to a batter is not allowed at any time.
4. Football: touch, tackle, or playing catch, is not allowed during any recess or school
activity. The exception is touch football which may be played during physical
education classes under the direct supervision of the classroom teacher.
5. Candy, food, beverages, or gum chewing are not permitted on the playground.
6. Tennis shoes are to be worn for all recesses and physical education classes. Students may
change into tennis shoes prior to recesses or phy-ed classes.
7. There is to be no screaming on the playground.
8. Snowball throwing is not permitted on school property. Snow pants must be worn in order
to play on the snow hills. Students may not be on any snow hill near the playground
fences.
9. Problems, injuries, and other questions on the playground should be reported immediately to the
playground supervisor. The playground supervisor is in charge and has the authority to
correct. Respect and courtesy is expected at all times.
10. Stay away from the bike racks. Walk bikes on school property.
11. Radios, headsets, boomboxes, skateboards, scooters, roller blades, remote-control toys, handheld video games, and trading cards may not be used at school unless their use is for a preapprove activity. These items may not be used on the playground.
12. Students must ask permission of the playground supervisor or teacher to re-enter the building
during recess or physical ed.
13. When strangers pass by the playground, students are not to visit with them. Students are to
report to the playground supervisor any attempt by the stranger to get them over to, or into,the
stranger's vehicle.
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14. Grade 5 will set up orange safety cones at the parking lot entrances at the beginning of the first
recess. Grade K-2 supervisors will bring these cones inside after the last recess. If there is a
phy-ed class after last recess, the classroom teacher will take responsibility for the cones
during phy-ed class.
15. Students are to line up immediately and quietly when the bell rings. They are to walk quietly
into the building when their teacher arrives to escort them into the building.
16. Playing fields for grades 3-5 during the noon recess shall be assigned according to a rotating
schedule.
17. The soccer field may be used by grades 3-5 during the a.m. recess. At noon recess, the grade
assigned to the field according to the schedule in rule #15 may use it.

Indoor Rules
1.
There is to be no running in the building.
2.
Dispose of scrap paper in proper containers and pick up any litter in school or play areas.
3.
Gum chewing is not permitted during school hours, unless for a pre-approved school
activity.
4.
All food should be eaten in the lunch room or under the supervision of a teacher
in the classroom.
4.
Avoid disrupting any class with unnecessary noise or unacceptable behavior.
5.
Leave a classroom or school premises only with permission of a supervisory adult
or teacher.
6.
Observe quiet in the halls and bathrooms.
Failure to follow these rules will result in the consequences listed in the Discipline procedure. Classroom rules
are established yearly by the teacher and the classroom students. The agreed upon regulations are posted along
with the agreed upon rewards and consequences.

SCHOOL TELEPHONE
Students and teachers will not be called from class except in the case of an emergency. Students will not be
allowed to call their parent to bring in homework, boots or shoes. Students needing to make a phone call are to
be sent to the administrator.
It is strongly recommended that student cell phones not be brought to school. If brought, phones may not
be used during the school day, must be turned off, and kept in the student’s book bag.
SECURITY
All school personnel are required to visibly wear the photo identification badge provided by the school.
During school hours (8:05 a.m. - 3:25 p.m.) only school personnel and students are allowed in classroom areas.
Students leaving school early will be called to the office for pick-up. All non-employees must report to the
office upon entering the building.
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(See Sexual Harassment DSP 5512)
(See Speakers, Outside Programs, AV Materials (Including Movies and Videos), and Literature DSP 6410)

STUDENTS WITH SPECIAL NEEDS
St. Francis School works closely with the public school district in serving the exceptional educational needs of
students. Children may be referred for exceptional educational needs by classroom teachers or by the parents.
The possibility of referral is first discussed with the parents. Blank copies of the referral form are kept in the
school office.
The referral is first made to the school administrator. The school administrator sends the referral to the district
screening committee. the screening committee is composed of a public school psychologist and director of
special education or an elementary school administrator. The screening committee sends the referral to the case
manager. The case manager is the school psychologist who establishes the multi-disciplinary team. A multidisciplinary team is composed of specialists, the case manager, the student's teacher, and the school
administrator who observe and test the student and make a recommendation about the child's education. Parents
are notified of all steps throughout the referral process and the process does not proceed without parental
consent.
Speech therapy programs are available to St. Francis students and are conducted at the Ellsworth Elementary
School. St. Francis students walk to the Ellsworth Elementary School to receive services. All other special
education programs are not available to St. Francis students.
A parent handbook with information of exceptional needs students is available in the school office or may be
obtained from the public school Department of Special Education and Student Services.
Attention Deficit Disorder (ADD) and Attention Deficit Hyperactivity Disorder (ADHD) are not currently
classified as exceptional educational needs. These disorders require a medical or educational diagnosis.
However, students with these needs are commonly served in the regular classroom.
Title1 Services
Title1 remedial reading and math programs are available through the public school system. Services may be
provided at St. Francis School. If a child is achieving below average, he/she may be eligible.
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TESTING
All schools in the Diocese of La Crosse participate in the standardized testing program. The testing is done in
the fall within dates established by the Catholic Schools Office annually.
Results of the testing are reported back to the parents or legal guardian. Copies of the test results are retained in
the school office.

TEXTBOOKS
The care of books and other materials is the responsibility of the student. All books and materials are to be
carried in a book bag.
If a book is damaged, the student will be charged full replacement cost.
TORNADO DRILLS
Tornado drills will be announced via the public address (PA) system. Each classroom should move to its
assigned area. All students, teachers, and adults should sit down with heads resting in the lap and arms covering
the head.
(See Transportation of Students from Extra-Curricular Activities DSP 5410)

TUITION
Tuition is to be paid according to one of three tuition payment plans selected at the beginning of the school
year. All tuition is to be paid in full by April 15 of each school year.
VISITORS
Parents, legal guardians, and visitors (including volunteers) at school are to report first to the office before
going anywhere else in the building. During school hours (8:05 a.m. - 3:25 p.m.) only school personnel and
students are allowed in classroom areas. Teachers should refer any unrecognizable or unauthorized persons to
the administrator immediately.
VOLUNTEER PROGRAM
St. Francis has a volunteer program in which parents or legal guardians are invited to assist with the library,
copying and collating classroom materials, and participate in other activities. At the beginning of the school
year, parents or legal guardians are given the opportunity to sign up for any service they would care to give to
the school. A background check is required of all volunteers.
WEATHER RELATED CLOSINGS
St. Francis School will follow the same school closings as the Ellsworth Community School District.
Notifications will be sent out from our St. Francis JMC Program. Also, local television and radio stations will
announce school closing.
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St. Francis School Wellness Policy (8/27/06)
[This school wellness policy has been created out of support of our school philosophy of developing the whole child, along with the federal
requirement of the establishment of a local school wellness policy by the beginning of the 2006-2007 school year, according to the provisions
included in the Child Nutrition and WIC Reauthorization Act of 2004.]

Spiritual growth, emotional well-being, physical health, and intellectual development are each
critical components of our mission as a Catholic school, and our larger mission as Christians. This school-wide
wellness policy encourages all members of our school community to help create an environment that supports
and encourages spiritual growth, emotional well-being, life-long healthy eating habits, regular physical activity,
and optimal intellectual development.
We foster spiritual growth through the teaching of Scripture and our Catholic tradition. Children
learn to live in the ways of Christ and to follow His example. By providing an atmosphere of Christian love,
support, and acceptance, in partnership with the family, St. Francis School encourages children to develop
healthy concepts of self-worth as well as an awareness of the dignity and needs of others.
Intellectual development is encouraged through an on-going educational process that emphasizes
basic knowledge and skills. Instruction in the academics is part of the learning process.
Physical health includes life-long healthy eating habits, based on sound nutrition education, and
regular physical activity. The support and promotion of good nutrition and physical activity contributes to the
basic health status of our children and assists in optimizing academic performance. Physical wellness is
addressed at St. Francis school in three components: nutrition offered during the school day, health and nutrition
education, and physical activity.

Nutrition
Students who practice good nutrition attend school more regularly with minds and bodies ready to take
advantage of their learning environment.
$
$
$
$
$
$
$
$
$
$
$
$
$

St. Francis Foodservice National Hot Lunch/Breakfast Program
U.S. Government Nutritional Standards are met or exceeded.
All foods meet or exceed the nutrition guidelines and derive no more than
30% of their total calories from fat over a weekly period as mandated
by the federal government.
A variety of 100% fruit juice is offered at breakfast every morning.
Milk is promoted during all meals and is also available to students carrying lunch.
Non-fat skim chocolate, 2 % white, and non-fat skim milk are offered.
A variety of fresh vegetables is offered every day.
White and wheat breads are offered.
Meals are available at reasonable cost to students and staff.
Free or reduced prices are available to lower income families.
Eating environment is pleasant, orderly and well-supervised.
Serving lines are short and orderly.
Twenty-plus minutes eating time is allowed after students are seated.
There is convenient access to hand washing facilities before and after meals..
There is no competition from vending, ala carte, or fundraisers during meals.
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(Wellness Policy continued)

$

$

$
$

$
$

Classroom Practices
Water consumption is encouraged.
Grades K-2 have water fountains in classrooms.
Grades 3-5 have hallway fountains and students may have water bottles in
their classroom during warm weather.
Student Incentives.
The use of foods of minimal nutritional value as learning incentives will be
kept to a minimum, and healthy food choices or non-food items should be
substituted.
Students are encouraged to bring a daily nutritional morning snack.
It is recognized that there may be special occasions when the school principal may allow
a school group to deviate from these guidelines.
Use of Food in Fundraising
Encourage healthy foods in fundraising.
Food items being sold during school hours are limited in frequency of sales and in the
number of items available to each student.

Health and Nutrition Education
The federally mandated school wellness policy compels the offering of suggestions for healthy snack options for functions
held at school. Please note that it is the goal of our local wellness policy to promote healthy food choices, and not to dictate
to school families what items may be brought to school functions.

$

School Families
Information available to families and staff regarding healthy snack suggestions.
Raw vegetable sticks/slices with low-fat dressing or yogurt dip
Frozen fruit juice pops
Dried fruits (raisins, bananas chips, etc.)
Trail mix (dried fruits and nuts)
Dry roasted peanuts, tree nuts, and soy nuts
Low-fat meats and cheese sandwiches
Party mix (variety of cereals, nuts, pretzels, etc.)
Low-sodium crackers
Baked corn chips and fat-free potato chips with salsa and low-fat dips
Low-fat muffins, granola bars, and cookies
Angel food and sponge cakes
Flavored yogurt and fruit parfaits
Jell-O and low-fat pudding cups
Low-fat ice creams, frozen yogurt, sherbets
Low-fat and skim milk products
Fresh fruit and 100% fruit juices
Water
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$

Students
Health and nutrition education integrated in the science curriculum.
Topics covered in Grades K-2:

Food pyramid and nutrition
Exercise
Sleep and rest
Personal hygiene
Teeth
Personal safety
Basic bodily functions

Topics covered in Grades 3-5:

Food pyramid
Basic bodily functions
Exercise
Sleep and Rest
Personal hygiene
Germs and disease
Body systems
Substance use and abuse
Personal safety
Healthy lifestyles (includes D.A.R.E. program)

Students and Families
$
$

Use of educational resources such as speakers, health-care professionals, educational
materials and programs.
Classroom and parent education related to limited use of media in order to maximize
cognitive development.

Physical Activity
Within the School Day
$
Established diocesan physical education curriculum.
$
Daily recess (45 minutes Grades 3-5, 60 minutes Grades K-2).
$
Annual St. Francis School Walk for Virtues.
$
Annual school roller skating field trip.

$
$
$
$
$

Available local extra-curricular athletic activities
Klaas-Jonas Swimming Pool - all ages.
Ellsworth Football Association - grades K-6.
Ellsworth Basketball Association - grades 1-6.
Ellsworth Wrestling Association - grades P-5.
Ellsworth Baseball Association - grades P-5.

$
$
$
$
$
$
$

Available other local activities
Various local camps.
4-H youth softball.
Church softball league.
YMCA - Red Wing or River Falls.
Open gym - Ellsworth Middle and High Schools.
All-weather walking in area public schools
Helmer Dance Studio.
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____

(Wellness Policy continued)

Plan for Measuring Implementation
Monitoring
$

The school principal will ensure compliance with the school nutrition and physical activity
wellness policy.

$

The school food service staff will ensure compliance with nutrition policies within school food
service areas and will report on this matter annually to the school principal.

$

The school will report on the most recent USDA Critical Review Evaluation (CRE) findings and
any resulting changes. If the school has not received a CRE from the state agency withing the
past five years, the school will request from the state agency that a CRE be scheduled as soon as
possible.

$

The school principal will develop a summary report every three years on school-wide
compliance with the school’s established nutrition and physical activity wellness policy.
The report will be provided to the parish education committee, the parent-teacher
organization, and school health services personnel.

Policy Review
To help with the initial development of the school’s wellness policy, the school wellness committee conducted a
baseline assessment of the school’s existing nutrition and physical activity environment and policies. The
results of this assessment helped identify and prioritize needs.
Assessments will be repeated every three years to help review policy compliance, assess progress and determine
areas in need of improvement. As part of this study, the school will review the nutrition and physical activity
wellness policy, the environment for healthy eating and physical activity, nutrition and physical activity
education practices, and program elements. The policy will be revised as necessary, and work plans will be
developed to facilitate the implementation of policy revisions.

Wellness Policy Committee Members:
Terri Wagner, Food Service Manger
Donna Place, Food Service Employee
Mary Gardas, St. Francis School Head Teacher
Jim Streifel, St. Francis School Administrator

Policy Approval:
Date: 10/08/15
Father Eric Dadson, Pastor
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St. Francis School
P.O. Box 250
244 W. Woodworth Street
Ellsworth, WI 54011-0250
Telephone: 715-273-4391
Fax: 715-273-6374
Website:stfrancisellsworth.org

PRESCRIPTION MEDICATION FORM

Name of Child: ___________________________________________________________
Name of Medication: ______________________________________________________
Dosage: _________________________________________________________________
Hours Medication Should Be Given: __________________________________________
Number of Days: __________________________________________________________
Special Concerns: _________________________________________________________
________________________________________________________________________
________________________________________________________________________

I agree to retain the power to direct, supervise, decide, inspect, and oversee the
administration of such medication(s). Direct contact shall be made with me at any time you should have
questions.
Physician Signature: _________________________________________ Date: ___________

*************************************************************************
The above medication may be given to my child.
Parent/Guardian Signature: ___________________________________ Date: ____________
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St. Francis School
P.O. Box 250
244 W. Woodworth Street
Ellsworth, WI 54011-0250
Telephone: 715-273-4391
Fax: 715-273-6374
Website:stfrancisellsworth.org

NON-PRESCRIPTION MEDICATION FORM

Name of Child: ___________________________________________________________
Name of Medication: ______________________________________________________
Dosage: _________________________________________________________________
Hours Medication Should Be Given: __________________________________________
Number of Days: __________________________________________________________
Special Concerns: _________________________________________________________
________________________________________________________________________
________________________________________________________________________

The above medication may be given to my child.
Parent/Guardian Signature: ___________________________________ Date: ____________
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ST. FRANCIS SCHOOL, ELLSWORTH, WI
STATEMENT OF COMPLIANCE

I/We have read the Parent/Student Handbook posted on our school website www.stfrancisellsworth.org
and agree to uphold and abide by all policies, regulations, and procedures as stipulated in this handbook.

Parent/Guardian Signature: ________________________ Date: __________

Student Signature: ________________________________ Date: __________
Student Signature: ________________________________ Date: __________
Student Signature: ________________________________ Date: __________
Student Signature: ________________________________ Date: __________

In addition I acknowledge that I have reviewed the (red book), On Sexual Misconduct for the Diocese of
La Crosse, and (green book), Child Sexual Abuse Policy and Procedures of the Diocese of La Crosse,
on the Diocesan website: www.dioceseoflacrosse.com
I have also had a chance to view the save environment training video on the Diocesan website:
www.dioceseoflacrosse.com
Parent/Guardian Signature: ________________________ Date: __________

I do not have access to the internet or would like to come to school and receive the above books in hard copy
and see the video.
Parent/Guardian Signature: ________________________ Date: __________

This page should be signed and returned to the school office no later than
Wednesday, September 12, 2018.
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DIOCESAN POLICIES
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