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 SAINT JOHN THE EVANGELIST SCHOOL 

MISSION STATEMENT 
 

St. John the Evangelist School  
aims to create an environment that promotes academic excellence where all students learn 

and live through instruction, liturgy, and service in the tradition of the Catholic faith. 
     

 
Goals:   
 

 To continue to broaden each person’s faith experience through liturgy, service, and 
instruction 

 To promote positive learning opportunities 
 To facilitate a safe, open, and welcoming environment within the SJE community 
 To maintain a positive atmosphere through kind words and loving actions 

 
St. John’s and St. Luke’s Parishes 
Joint Parish Mission Statement 

 
We are a Eucharistic Community called together to celebrate our Catholic faith.  As a 
welcoming community of God, our mission is to provide an environment that enriches our 
spiritual, personal, and social growth through prayer, education, outreach and fellowship. 
 

St. John the Evangelist School Motto 
We’re more than a school … we’re a family! 

 
ADMISSIONS 
We welcome new students. All new families wishing to register their children should 
contact the principal or school secretary.  4K is open to all students who are four years of 
age by September 1.  Kindergarten is open to all students who are five years of age by 
September 1.  St. John the Evangelist School (SJE) does not discriminate against students 
on the basis of race, sex, religion, or national origin.   
 
If SJE cannot accommodate the needs of the child, a recommendation will be made for 
placement in a more appropriate setting.  We want to assist parents/guardians in providing 
the very best education possible for the child.    
 
 
 
ASSIGNMENT NOTEBOOKS 
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At the beginning of each school year, students in 3rd grade through 5th are required to 
purchase an assignment notebook from their teacher or the school office.  We also 
request that a parent or guardian initial the notebook nightly to let the teacher know that 
you are interested and involved with your child’s homework.     
 
ATTENDANCE 
Regular attendance is the responsibility of the students, parents, and the school and is 
necessary for consistent academic growth.  A parent/guardian must call or contact the 
office before 8:30 a.m. on the day of the absence.  If a call is not made by 9:00 a.m., the 
school office will attempt to call the parent at home or work.  The principal has discretion 
in determining excused absences.  
 
The following are acceptable reasons for absences:  personal illness; serious illness of a 
member of the immediate family; wedding or death in the family; medical, dental, and 
therapy appointments; and planned absences.  Administration reserves the right to require 
a note from the student’s health care provider for more than five days of absence in a 
semester. 
 
Please try to plan your family vacations during the school’s vacation times.  Here at 
St. John’s, we follow a curriculum, particularly in math, that does not repeat itself.  
Therefore, if a student is gone for more than a couple of days in a row, they will miss new 
concepts being taught and it is VERY hard to get caught up.  Students who are out of 
school for a planned absence are expected to notify the teacher and principal in advance in 
writing.   Please make arrangements with your child’s teacher to obtain the necessary 
assignments.  Homework requests for any upcoming planned absence may not automatically 
be honored.  Lessons fluctuate greatly from day to day, and it is not always possible to 
predict what will be covered when a child is absent.  If teachers feel they have material 
available to send along, they will do so, but are not required to provide work prior to a 
planned absence. 
 
In the event a student is absent due to illness or other reasons, it is the student’s 
responsibility to make up all work missed.  One day to complete make-up work for each day 
missed will be allowed. 
 
TARDY - School begins at 7:45 a.m.  Students are considered tardy if they arrive in their 
classroom after 7:50 a.m.  Students who are tardy should report to the office upon 
entering the school.  Our school day is marked by quarter absences.  A student will be 
marked absent accordingly.   IT IS VERY IMPORTANT THAT YOUR CHILD BE AT 
SCHOOL ON TIME! 
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ATTIRE                                                                                                             
Students should dress in clothes appropriate for the learning environment.  Students take 
pride in themselves when neatly dressed.  Teachers, with the principal’s agreement, will 
decide when clothing is inappropriate.  Students wearing clothing that could be disruptive 
to the job of learning will be asked to change, and parents will be called to bring a change 
of clothes. 
 
On days in which children attend Mass (every Friday during school) all students should 
wear their Lands End polo shirt and khaki, navy, or black pants.  A black, navy, or khaki 
skirt can also be worn or shorts, in those same colors, on hot days.  Both shorts and skirts 
should be the length of the child’s arm. 

 
Shorts of an appropriate length (the length of the child’s arm) may be worn during hot 
weather.  Clean and neat jeans and shirts may be worn. T-shirts may be worn as long as the 
message is appropriate for school.  Shirts should cover the mid-section of the body.  
Spaghetti strap and halter tops may be worn under another shirt but not by themselves.  
Pajama attire will be acceptable on “Pajama Day” only. 

 
Flip-flop or beach shoes may not be worn.  Shoes of this type do not adequately protect 
students' feet during regular daily activities, on field trips, or during emergency 
situations.  It is preferred that sandals have a back strap.  Athletic shoes or similar type 
shoes are recommended.  
 
Students should dress comfortably and appropriately for the weather.  When the ground 
is snow-covered or wet, students should wear boots.  Remember, students walk to lunch 
and church in all weather. 
 
BICYCLES & SCOOTERS 
We encourage students to walk or ride their bikes to school whenever feasible.  Helmets 
are encouraged when cycling.  Students are not permitted to ride their own, or any other, 
bike or scooter on the playground or on school sidewalks during the school day. A bicycle 
rack is provided at school, and students are encouraged to lock their bikes, as the school is 
not responsible if bikes are stolen.  Students should avoid playing near the bike racks.   
 
BIRTHDAY TREATS 
Birthday treats are allowed in all grades. Students with summer birthdays can celebrate 
their half-birthday by informing the teacher of their wish to celebrate during the school 
year. 
 
BOOK BAGS/BACKPACKS 
We have many wonderful textbooks.  It is extremely important that all 
books be carried home and returned in a book bag to preserve their use by 
other students.  
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BOOK ORDERS 
When ordering books from Scholastic Reading Club, make your check payable to 
Scholastic.  
 
BULLYING 
Everyone at St. John’s School is committed to making our school a safe and caring place 
for all students.  We will treat each other with respect, and we will refuse to tolerate 
bullying in any form at our school. 
 
Our school defines bullying as follows: 
 
 
 
 
 
Examples of bullying include: 

 Hurting someone physically by hitting, kicking, tripping, pushing, and so on. 
 Stealing or damaging another person’s things. 
 Teasing someone in a hurtful way. 
 Using put-downs, such as insulting someone’s race or gender. 
 Leaving someone out on purpose or trying to get other kids not to play with 

someone. 
 
Staff at our school will do the following things to prevent bullying and help children feel 
safe at school: 

 Closely supervise students in all areas of the school and playground. 
 Watch for signs of bullying and stop it when it happens. 
 Respond quickly and sensitively to reports of bullying. 
 Assign consequences for bullying based on the school discipline code. 

 
Students at our school will do the following things to prevent bullying: 

 Treat each other respectfully. 
 Refuse to bully others. 
 Refuse to let others be bullied. 
 Refuse to watch, laugh, or join in when someone is being bullied. 
 Try to include everyone in play, especially those who are often left out. 
 Report bullying to an adult. 

  

Bullying is unfair and one-sided.  It happens when someone keeps 
hurting, frightening, threatening, or leaving someone out on purpose. 
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BUS RIDING  
Bus transportation is provided by Lamers Bus Company through the River 
Valley School District.  A copy of the bus rules and regulations is available 
on-line on our website.  The rules and regulations also apply to field trips.  Because a bus 
is considered public transportation, everyone is required to wear a mask while on a bus. 
Lamers requests emergency information on all students. 
 

CALENDAR 
Our St. John’s School calendar is similar to the River Valley School District calendar.  We 
are required by our accrediting association to provide 1,050 hours of classes with 
students.  (DBS 6100) 
 

CELL PHONES 
Cell phones can be vital links of communication between parent and child.  Cell phones will 
remain turned off and in the students’ backpacks during school hours. 
 

CHILD ABUSE AND NEGLECT 
Recognizing that child abuse and neglect can have profound negative effects on a child’s 
intellectual, social, physical, and emotional growth, and that school employees are in an 
excellent position to identify abused or neglected children, it is the policy of the Diocese 
of Madison that employees of diocesan schools comply with the reporting procedures 
mandated by Wisconsin’s Child Abuse and Neglect Act.  (DBS 5400) (WI ACT 81)  
 

CLASSROOM VISITS 
To keep classroom interruptions and distractions to a minimum, parents/guardians are 
asked to stop in the office and ask the secretary to deliver treats, homework, or other 
items to their child’s room.  When a parent/guardian needs to take a student out of class, 
we ask that they wait in the office while the secretary visits or calls the classroom to get 
the student. 
 

CLOSING OF SCHOOL IN EMERGENCIES 
The Superintendent of the River Valley School District determines the necessity for 
emergency closing or delayed opening of school due to weather or other emergencies.  
Announcements regarding such closings are made over local radio and TV stations.  We will 
also send out a text message through Nixle regarding weather and other emergency alerts.  
Please contact the school office if you wish to receive these emergency text messages. 
 

When weather conditions deteriorate on regular school days, it is imperative that 
parents/guardians listen for early closing information on radio or TV stations.  We will also 
send out a text message through Nixle regarding early dismissals. We will attempt to 
follow the directions you provided on your child’s emergency card.  Please notify the school 
if and when emergency card information changes.  Additionally, on days when severe 
weather is predicted, it would be helpful for your child to have written instructions as to 
where to go and what to do in case of early dismissal.  
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COMMUNICATION 
Open and honest communication between individuals and groups is of paramount importance 
to the success of any endeavor.  Constructive communication involves being able to share, 
to listen, to empathize, to compromise, to trust, and to have faith. 
 

Regular parent/guardian communication with the teacher is encouraged; however, in 
consideration of the teacher’s schedule and preparation time, parents/guardians are asked 
to set an appointment before visiting with a child’s teacher.  Also realize that teachers do 
not always have the opportunity to read emails throughout the day.  Therefore, if the 
information is time sensitive, please call the school office. 
 

Problems are best solved at the level at which they arise.  Parents/guardians and 
parishioners are encouraged to contact the teacher before or after school when they have 
concerns, questions, suggestions, or positive things that should be discussed.  Again, out of 
consideration for the teacher’s schedule and preparation time, it is best to call for an 
appointment.  After discussion with the teacher, the principal will be happy to discuss the 
matter further, if needed.  As leader of the parish, the pastor retains final authority. 
 

The following is the proper line of communication: 
Student – Teacher – Principal – Pastor 

 

CRISIS POLICY 
St. John’s School has a crisis policy for emergency situations.  To ensure the safety of all 
students and staff, the school may implement a lock-down procedure during an emergency 
situation. 
 
CURRICULUM 
The curriculum at St. John’s School follows the guidelines 
established by the Department of Public Instruction, the Madison 
Diocese Office of Catholic Schools, and the River Valley School 
District, with our faith permeating the entire curriculum.  Curriculum areas and their 
accompanying texts are reviewed and updated.  The Diocese of Madison has established 
new curriculum standards which have been implemented into our St. John’s curriculum. 
 
Religion classes, liturgies, and prayer are a regular part of our students' day. 
 
Human growth and development is taught as part of the religion curriculum at all grade 
levels.  This component of religious education is highly recommended by the Madison 
Diocese and is usually taught in the spring at St. John’s.  Parents/guardians may choose to 
have their child exempted from any or all of this human growth and development 
instruction. 
We utilize a variety of emerging technologies, which when properly integrated into our 
curriculum, become valuable tools for communication and learning.  Our goal is to educate 
and empower students to become self-directed, continuous learners, and ethical, 
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responsible citizens prepared to meet the increasing challenges of a global, technological 
society. 
 

Please contact your child’s teacher if you have questions about curriculum.  
 

DISCIPLINE PROCEDURE 
When students exhibit behavior which interferes with the instructional process for 
themselves or other students, disciplinary actions will be taken.  The seriousness of the 
behavior will determine the consequence deemed appropriate by the teacher, principal, 
and/or pastor.  The discipline procedure may involve any or all of the following: 

1.) Additional disciplinary measures may be employed as necessary, according to the 
seriousness of the offense. 

2.) When additional disciplinary action is necessary, the school will always try to notify 
the parents/guardians either by phone, written note or citation. 

3.) A conference may be scheduled with parents/guardians, student, and teacher(s).  
When necessary, the principal and/or pastor may be included in the conference.  

4.) A one to three day in-school (or out-of-school) suspension may be appropriate for 
more serious offenses.  Actions by students, or their parents, for which suspension 
may be imposed include, but are not limited to, the following: 

a. Repeated profanity, violent language. 
b. Verbal abuse or harassment. 
c. Bringing a concealed weapon (knives, guns, etc.) to school. 
d. Repeated offenses of physical violence or fighting. 
e. Possession on school grounds of alcohol, tobacco, illegal drugs. 

5.) Psychological testing and/or counseling may be suggested. 
6.) In extreme cases, where the previous steps have failed to facilitate acceptable 

behavior, expulsion may be warranted. Actions by students, or their parents, for 
which expulsion may be imposed include, but are not limited to, the following: 

a. Violence with intent to cause severe harm. 
b. The use of or threatening the use of, a weapon. 
c. Extreme cases of repeated suspensions may lead to expulsion. 

A suspension/expulsion conference will be held with the pastor, principal, 
parents/guardians and child.  Following the conference, administration will follow up with 
all necessary parties involved to inform them of what action has been taken.  (DBS 5120) 
 
EDUCATION COMMISSION  
The role of St. John’s Education Commission is to collaborate with the principal and pastor 
in establishing policy and serving as an advisory council on education matters.  The 
Commission is made up of five members.  They are appointed by the pastor and principal; 
one is a representative from the Parish Council.  The pastor, the religious education 
coordinator, and the principal, serve as ex-officio members of the E.C.  A member of the 
Home & School Association is encouraged to serve as liaison. 
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E.C. meetings are held once a month excluding December, June, and July.  The E.C. chair 
may call additional meetings.  Notice of regular meetings will be listed in the parish 
bulletin as well as in family newsletters.   
 
Non-members are encouraged to submit their agenda requests to the E.C. chair no less 
than one week before the scheduled meeting.  An agenda item proposed less than one week 
before a meeting will be added to the agenda only at the discretion of the chair.  Please 
contact the school office for information at 588-2021 or call the E.C. Chair. 

ELECTRONIC EQUIPMENT 
In keeping with our school focus on student achievement and a safe and caring 
environment, we strive to keep the school and classroom free from outside distractions 
that may affect student learning and the orderly conduct of the school.    

Devices may be brought to school upon teacher’s permission.   If you would like your child 
to carry a cell phone for after school use, it must be kept in a backpack and be turned off 
during the school day. All classrooms and office areas have phones for student use at the 
discretion of the teacher. We will enable student-parent communication during the school 
day. 

FIELD TRIPS 
To supplement the curriculum and enhance the learning 
experience in a way that cannot be achieved in the classroom, 
student field trips may be taken during the school year.  The 
Home & School Association covers yearly field trip costs 
through its fundraising. 

 
Field trips are privileges afforded to students who exhibit responsible, courteous behavior 
on a regular basis.  Students participating in the field trip experience will be reminded 
that they are ambassadors of St. John’s and should display respect for people, animals and 
places they visit.  Parents/guardians ultimately remain responsible for the actions of their 
children, and parents/guardians must sign a permission slip for their child to be allowed to 
participate.  Telephone calls cannot be accepted in lieu of signed forms.   
 
Volunteer chaperones will be accommodated whenever possible.  Since this is an important 
responsibility, we ask that younger children do not accompany chaperones on the field trip.  
(DBS 6450) 
 
FINANCIAL RESPONSIBILITIES 

1. Parish and Church Support: All of our families are encouraged to enjoy the many 
benefits and responsibilities of parish membership.  Registered parishioners who 
have children attending St. John’s School are expected to pay church support in 
accordance with the latest guideline devised by the Parish Council. 
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2. Tuition: Tuition is part of the school budget and may be paid through the on-line 

FACTS Enrollment System. Tuition grants may be available.  Application process for 
tuition assistance is also done through the FACTS on-line registration process.  (DBS 
3220) (DBS 5100) 

NO STUDENT WILL BE DENIED A CATHOLIC SCHOOL EDUCATION BECAUSE OF 
INABILITY TO PAY.  
 

 
GRADING 
Grading of students is accomplished in a variety of ways by individual 
teachers depending on the subject matter being taught.  All teachers 

consider the following when determining grades: individual strengths and 
challenges, class participation, daily work, cooperation, effort, projects, 

homework, tests, master of content covered, and curriculum objectives. An on-line student 
information system (FACTS) is used in recording grades and completing report cards.  
FACTS also provides information that is accessible to parents which includes grades, 
attendance, and lunch accounts.  (DBS 5200) 
 

SJE uses the following grading system: 
Grades K, 1, 2      Grades 3, 4, 5 
E Excellent      A+   100+% 
S  Satisfactory      A    92-99% 
D Developing      A-    91-90% 
N  Needs Improvement     B+  88-89%   
        B  82-87% 
        B-  80-81% 
        C+       78-79% 
                                                                                  C         72-77% 
                                                                                  C-        70-71% 
                                                                                  D+       68-69% 
                                                                                  D         62-67% 
                                                                                  D-        60-61% 
                                                                                  F          59 & Below 
 
HEALTH 
State law requires that all children entering Wisconsin schools at any grade level be 
immunized according to their age/grade level by the beginning of the school year, and a 
Student Immunization Record must be submitted through the FACTS 0n-line registration 
process within 30 days of the child entering school.  Immunizations are required against 
Measles, Mumps, Rubella, Polio, Diphtheria, Tetanus, Pertussis, Hepatitis B and Chicken 
Pox.  In addition, a booster dose of MMR (Measles-Mumps-Rubella) is required and a 
booster dose of DPT (Diphtheria-Tetanus-Pertussis) and Polio vaccines may be required.  
These requirements can only be waived if a medical, religious, or personal conviction 
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exemption is signed and filed with the school.  You are encouraged to have your child 
immunized well in advance of school opening to avoid the late summer rush at immunization 
clinics.  Parents are encouraged to take full advantage of the free inoculations provided by 
the Public Health Department. 
 
Students entering kindergarten are also required to submit forms indicating they had 
physical and dental exams, and a vision exam is encouraged.  Annual hearing and vision 
screening, at all grade levels, will be done at St. John’s by parent volunteers. (DBS 5310) 
 

Please see the Appendix for school policies regarding COVID 19. 
 

HOME AND SCHOOL ASSOCIATION 
St. John’s Home and School Association is a parent/guardian 
organization whose initial goal is fundraising.  All parents/guardians 
are expected to participate in Home and School activities, and other 
parishioners are invited to participate 

 
To avoid a tuition increase, each family needs to purchase at least $1,500 in Scrip gift 
cards throughout the year (June 1st to May 31st).  For families with more than one 
student they will need to purchase $1,500 in Scrip gift cards, plus $500 in Scrip for each 
additional child.  Purchasing Scrip gift cards does not cost you anything but brings in 
between 2% to 20% profit for the school.  A Scrip app can be downloaded on your phone 
making this school fundraiser very convenient.  If you choose not to purchase $1,500 in 
Scrip, you will need to make a payment of $150 to St. John’s Scrip account.  
 
Families may also be required to sell raffle tickets and volunteer their time for 
fundraising. 
 
Please contact the Home and School officers if you would like additional information.  

 
HOMEWORK    
All students should come to school prepared to learn and work.  
Assignments are to be completed and turned in on time.  
  
In general, we would suggest reading aloud, listening to your child read, independent 
reading, providing home drills on math and spelling, and having frequent discussions with 
your child about the day’s activities, current events, and classroom activities.  In addition, 
you could help your child learn research skills that could provide needed  
information and encourage writing, use written messages and expect a written response, 
and/or plan meaningful prayer experiences at home or on family trips.  
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Teachers anticipate homework will fall within the guidelines listed below if/when children 
stay on task.  (DBS 6460) 

  5-10 minutes for grade K 
15-20 minutes for grade 1 
20-30 minutes for grade 2 
30-45 minutes for grade 3 
45-60 minutes for grade 4 
60-75 minutes for grade 5 

 
ILLNESS 
In the event a child contracts a contagious illness and remains home for three days or 
more, a written statement from the doctor, stating the child can return to school without 
endangering other children, must be provided to the school principal by the 
parent/guardian.  
 
In the event a child becomes ill at school, we will make every effort to help the child.  The 
child’s temperature will be taken, and he/she will be questioned as to the length and 
severity of the complaint.  Suggestions may be offered to make the child more 
comfortable.  If the illness appears to be serious or persists, parents/guardians will be 
notified to make arrangements to pick up their child as soon as possible.  
 
Please see the Appendix for policies regarding illness due to COVID-19. 
 
PLEASE NOTE:  IF A CHILD HAS A MEDICAL OR OTHER PHYSICAL NEED THAT MAY 
CAUSE PROBLEMS OR HARDSHIP FOR THE CHILD IN SCHOOL, IT IS THE 
RESPONSIBILITY OF PARENTS/GUARDIANS TO NOTIFY THE PRINCIPAL OF SUCH 
CONDITION.  
 
Emergency Forms 
All parents/guardians have been asked to fill out forms on-line through the FACTS 
enrollment process with the necessary information for an emergency situation.  Please 
keep this information current and update any change of persons to contact, home and 
workplace addresses and phone numbers, as well as doctor and hospital preferences.  
 
INSURANCE 
St. John’s Home & School Association does provide Student Accident Insurance for all 
students in grades 4K through 5.  Information on this insurance will be sent home at the 
beginning of each school year in the family folder.  
 
INTERNET AND TECHNOLOGY USAGE 
The internet and technology are an important part of our lives and to the 
education of our students.  Safeguards are needed to protect all individuals.  
All staff, students and their families represent St. John’s School.  Therefore 
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all postings to public sites should be in compliance with our mission of “creating a Christian 
Environment.”  A complete internet and technology guide is found in the appendix of this 
handbook. 
 
LIBRARY 
Students are encouraged to check out books and other materials and are expected to be 
responsible for any and all materials while in their possession.  Students will be notified of 
any overdue materials, which must be returned, or fines paid, before they will receive 
their report card.    
SJE teachers and students also utilize the Spring Green Public Library on a regular basis.  
Parents/guardians signed a “blanket” permission slip during the on-line enrollment process 
allowing the children to accompany their class when walking to the library or other places 
within walking distance of school.   
(DBS 6560) 

 
LUNCH & MILK PROGRAM 

We have implemented our own school lunch program with meals prepared 
daily on site, and we encourage parents to take advantage of this 

nutritious program. We use the guidelines that have been provided 
through the Department of Public Instruction and the U.S. 

Department of Agriculture Child Nutrition Program as a basis for planning our menus. 
School lunch is priced at $3.25 and includes a choice of chocolate or white milk. Students 
who bring a sack lunch from home may supplement their lunch with a choice of milk at 50 
cents per half-pint carton.  Lunch and milk charges will be added to your FACTS account 
on a monthly basis. 
 
LUNCH – FREE AND REDUCED PRICE 
Once again, we would encourage any family whose economic status qualifies, or whose 
economic status changes within the school year, to apply for free or reduced price lunch.  
Application forms for free or reduced price lunches are sent home in the family folder at 
the beginning of the year and are always available in the school office.  Upon receipt of 
your family’s application, the principal will consult the qualifications charts and let you 
know if your family qualifies.  
 
MASS 
The school children will celebrate Mass every Friday.  Staff regularly 
plans the liturgy and students take turns reading.  Students will need to 
wear their Lands End polo shirt and black, navy, or khaki pants to Mass.  
Parents and other parishioners are invited to join us at the weekly Mass.  
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MEDICATION AT SCHOOL 
It is preferred that parents time the dispersal of medicines prior to school and upon 
dismissal.  School personnel cannot administer ANY medication(s) to students without 
written permission and instructions from parent/guardian (and from the doctor for 
prescribed medicines).  In most cases, parents/guardians and doctors can avoid sending 
medicine to school by planning to administer medicines with breakfast, at the evening meal, 
and before bed.  Please keep school personnel advised if there is a need to have medication 
administered at school.  Wisconsin statutes allow students to carry and self-administer 
inhalers of prescribed medication for asthma with doctor’s permission.  (DBS 5410) 
 
MEDICATION – NON-PRESCRIPTION 
When it becomes necessary for a student to take non-prescription medication during the 
school day, the parent/guardian MUST identify the medication and provide instruction and 
permission by submitting the following: 

1. The medicine in the original container with the following information printed on 
the container: 
a) Child’s full name 
b) Name of the drug 
c) Dosage to be administered 
d) Time to be administered 
e) Duration of medication 

2. The container must be accompanied with a completed and signed 
Parent/Guardian Medication Consent Form from the school office. 

 
MEDICATION – PRESCRIPTION 
When it becomes necessary for a student to take prescription medication during 
the school day, the parent/guardian MUST identify the medication and provide 
the physician’s signed instructions along with parent/guardian’s permission by 

submitting the following: 
1. The medicine in the original container with the following information:  

a. Child’s full name 
b. Physician’s name 
c. Date of prescription 
d. The frequency of the dose 
e. Instructions for taking medication 
f. Time and dose to be administered 

2. The original container must be accompanied with a completed and signed                 
Parent/Guardian Medication Consent Form from the school office. 

3. The original container must be further accompanied with a completed and 
signed Physician’s Order for Medication Administration from the school office.  

 
It is the responsibility of the parents/guardians to provide needed medication in 
appropriately labeled containers.  ALL MEDICINE IS TO BE TAKEN DIRECTLY TO THE 
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OFFICE AND WILL BE ADMINISTERED BY THE SCHOOL SECRETARY (or other 
designated administrators) IF THE ABOVE CRITERIA HAVE BEEN MET.  It is the 
responsibility of the student to report to the office to take the medication at the 
designated time. 
 
When time does not allow for the above medical forms to be completed, an alternative to 
having school personnel administer medication is for the parent/guardian to administer 
medication to the child at the school office.  In such cases, the parents will need to stop in 
the office and have the secretary call the child to the office for parent/guardian 
administration of medication.  
 
It is the responsibility of the parent/guardian to pick up any unused medication at the end 
of the duration period or at the end of the school year. Any medication left in the school 
office beyond one week will be discarded or destroyed. 
 
MESSAGES – FORGOTTEN ITEMS 
We encourage respect for the flow of instruction.  Please feel free to call the school 
office whenever necessary.  Messages for students will be delivered in a timely manner; 
however, please call early when there is a change in plans for after school 
transportation.  Your calls to staff will be returned as soon as possible. 
 
Bring forgotten items to the office to be delivered to your student.  To encourage our 
students to become more responsible, we ask that they NOT call parents/guardians to 
bring items they have forgotten unless absolutely necessary.  
 
MORNING SNACK & MILK BREAK 
Children may purchase skim milk or low-fat chocolate milk at 50 cents per 
half-pint for morning break.  Students will each need to bring their own 
healthy snack for morning milk break. Our school lunch program includes a choice of white 
or chocolate milk as part of the lunch.  Students who bring a sack lunch may purchase milk 
at the same rate as morning milk. 
 
MOVIES 
Movies or videos shown during school hours with other than a G or PG rating will require 
advanced parental notice of the title and rating.  
NON-DISCRIMINATION STATEMENT 
St. John the Evangelist School admits students of any race, color, national and ethnic 
origins to all the rights, privileges, programs, and activities generally accorded or made 
available to students at the school.  It does not discriminate on the basis of race, color, 
national and ethnic origin in administration of its educational policies, admissions policies, 
scholarship and financial aid programs, and athletic and other school-administered 
programs. 
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PARENT/GUARDIAN CONFERENCES 
Student/Teacher/Parent/Guardian conferences are scheduled for all grades in the fall.  
The dates of the conferences can be found on the school calendar on our web site.  
Additional conferences may be scheduled during the school year as needed.   
 
In addition to these scheduled conferences, parents/guardians are encouraged to contact 
their child’s teacher at any time if they feel a conference is necessary.  The principal 
encourages teachers to do the same if/when they feel a conference is necessary. 
The principal is available for a parent/guardian conference at any appointed time if the 
proper line of communication has been followed.  See COMMUNICATION. 
 
PARENT/GUARDIAN INFORMATION & RIGHTS TO INFORMATION 
Notices and announcements from the principal and school staff will be sent home with the 
students, using the following procedure. 

1. On each Thursday, family newsletters, information and updates will be sent home in 
an email. 

2. Teachers will also send class news home regularly to keep parents/guardians aware 
of grade-level events. 

Notes to parents/guardians from teachers, concerning individual students, will be sent 
home promptly. 
 
If student reports and family folders are to be provided to parents/guardians with legal 
custody at two different addresses, verification of custody must be provided to the 
school office.  If/when a non-custodial parent/guardian has lost their rights to see their 
child, the school must receive a copy of the court order so stipulating.  Usually, the family 
folder will be sent with the oldest child each Thursday.  It is the responsibility of the 
parent/guardian who does not have custody of the child on that day to pick up their family 
folder from the school office.  If a parent/guardian desires to have the family folder 
mailed, the parent/guardian must notify the school with their request for mailing and 
submit costs of postage.  
 
PARTIES 
We ask that invitations to private parties NOT be distributed on school grounds (birthday, 
slumber parties, etc.).  It can be extremely devastating for students who are not invited 
to a classmate’s party. 
 

PICTURES                                                                                                            
Pictures are taken in the fall.  Students will bring information home concerning 
dates, package prices, etc.    

 
PLAYGROUND/RECESS RULES 
Playground supervisors are requested to use common sense when dealing with situations 
that may arise on the playground.  They MUST be the first person out on the playground, 
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they need to be constantly rotating to different play areas, and their first priority must 
always be supervision of our students.    
 
 If a child is seriously injured, notify the school office and/or send two older students 
into the school to alert office personnel that assistance is needed.   When sending a 
student for help or back to school for something, NEVER send a child unaccompanied.  
ALWAYS be sure two students are sent on errands; preferably an older student will be 
available to accompany other students.  Please do not bring the child to school/parish 
center yourself unless there is a second adult supervisor to remain with students. PLEASE 
NEVER LEAVE OUR STUDENTS UNSUPERVISED! 
 

1. Students should respect other children and adults.  
2. Students should respect school and play equipment and property.  When swinging, 

students should not be ducking under or running in or out near swings as this is 
considered dangerous behavior.  Allow only one person sliding at a time, in a seated 
position.  Walking back up the slide is NOT allowed.   

3. The students themselves should always handle minor disputes or annoyances.  Ask 
those involved to move to a quiet area and take a “time out” to discuss the problem.  
When two or more students disagree about who or what the problem is, again 
suggest a “time out” for them to discuss the problem and clear up any 
misconceptions before returning to the supervisor to share their story.  For 
students who have forgotten to follow rules one or two, or any rule, again suggest a 
“time out” where they must sit at a designated spot that you assign until the 
supervisor returns to signal them to resume playing. (This is effective when used 
often on your first day.  Students then know you will be expecting them to listen to 
you and will respect you for it.) 

4. Throwing of snowballs, rocks or other dangerous objects is NEVER allowed!  We 
encourage students to leave snow on the ground so no one mistakenly accuses them 
of throwing a snowball or snow.  Students may roll large piles of snow for forts or 
snowmen.  Students should be discouraged from sliding on ice, as this could also be 
dangerous.  Students are not allowed to climb on any large piles of snow, or to play 
“King of the Mountain”. 

5. Stay within the recess area boundaries and always respect private property. 
6. Students should be dressed appropriately.  Winter weather calls for coats, hats, 

mittens or gloves, and boots.  No boots means children stay on dry pavement.  
7. Tag or similar games are NOT allowed while on or around equipment or other games 

in progress.  Use of bicycles, skateboard, skates and/or roller blades is prohibited 
during recess. 

8. Ring the bell and students should begin lining up immediately.  If a class or student 
lags behind, report it to the Safety Patrol, secretary or principal.  If it continues 
to be a problem, let students know YOU will be ringing the bell 5 minutes early for 
that particular person or group until they are able to answer the regular bell. 
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9. The playground bag contains any first aid supplies we felt might be needed.  ALL 
PERSONNEL ARE REQUIRED TO WEAR RUBBER GLOVES WHEN DEALING 
WITH ANY BODILY FLUIDS.  LARGE PADS ARE INCLUDED TO KEEP OPEN 
WOUNDS OFF THE GROUND.  If the last of any item is used, please inform the 
school secretary so she can replace it. 

10. Respect safety patrollers and follow any suggestions they make. 
11. Use sidewalks when walking back to school. 
12. Students should line up by grade in front, or on the side, of the school keeping 

hands and feet to themselves.  
 

RECORDS 
Student records will be maintained in the school office.  Upon transfer to another school, 
the records will be transferred to the new school upon receipt of a transfer request from 
that school.  Parents/guardians may request an appointment with the principal to review 
their child’s records.  After reviewing the records with the principal, the parent/guardian 
may request a copy be made of the records at a cost of 10 cents per page. (DBS 5300) 
 

RELEASE OF STUDENTS FROM SCHOOL 
No student will be released to anyone other than parent/guardian without written notice.  
When plans change unexpectedly and it becomes necessary for parents/guardians to pick 
up a child from school, the parent/guardian should first contact the school’s office.  The 
teacher and child will be notified. Parents/guardians are encouraged to schedule medical 
and dental appointments outside of school hours whenever possible.  
 

RELIGION CURRICULUM 
Students in all grades participate in daily religious instruction.  The religion curriculum 
examines Jesus’ teachings, the Bible and Catholic history, the Sacraments, and Catholic-
Christian living.  These four strands are woven throughout all grades so that students grow 
in faith and their faith development grows with them.  For information detailing exactly 
what is studied at each grade level, parents/guardians may request a copy of the religion 
curriculum. 
REPORT CARDS 
Report cards will be sent home at the end of the second, third and fourth quarter.  
Student effort and improvement is the key to understanding the report card.  A 
parent/guardian should sign the report card (or envelope) and return it to school.  (DBS 
5200)  
 
SACRAMENTS 
Second grade is a very special year.  These young people will participate in two sacraments:  
Reconciliation and First Communion.  Reconciliation will be celebrated prior to First 
Communion.  There is a sacramental fee to help cover the materials that are needed for 
these programs.  First Communion is usually celebrated on the first Sunday of May by the 
second grade class.  
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Students in grades 3-5 will receive the Sacrament of Reconciliation at least twice a year.    
 
SAFETY 
Children’s safety is a major concern of the school, and parental cooperation is necessary to 
build good habits.  Parents/guardians should discuss basic safety rules with their children 
such as crossing the street properly, not talking to strangers, and establishing a safe 
route to and from school as well as safety procedures on the bus.  To help ensure student 
safety at school, faculty, staff and parent volunteers provide supervision for students 
throughout the school day. 
 
A Safe Environment curriculum is presented to students each year.  The curriculum may be 
viewed on the Diocese of Madison website or by contacting the principal. 
 
Fire drills are conducted monthly.  Tornado drills are conducted twice each year.  Lock 
down and evacuation drills are reviewed yearly and revised as need arises at school and at 
church.  Diocesan Standards are followed in these circumstances. 
 
SAFETY PATROL 
All students in our advanced grades rotate safety patrol duty.  They assist students as 
they cross the street. Safety Patrol students may also be asked to assist an adult or 
fellow student at various times throughout the school day.   
 
SCHOOL SCHEDULE (DAILY) 
  7:50 a.m.   School day begins 
  9:30-9:45 a.m.  Morning recess  
  11:30 a.m.-12:25 p.m.  Lunch/recess  
  3:05 p.m.   Dismissal  
                    
SELLING 
Many of our students are involved in organizations that are sponsored, in part, by 
fundraisers.  Our policy prohibits the sale of ANY items by students on school grounds. 
 
SPECIAL CLASSES 
We aim to challenge our students in all areas in order to promote growth physically, 
musically, creatively through the arts, and cultural understanding through foreign 
language.  
 
All students have the benefit of physical education, and foreign language twice a week, 
taught by certified teachers.  Gym shoes are required for physical education class.  Music 
is also offered twice each week and taught by an experienced instructor. 
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SPECIAL NEEDS 
St. John’s School strives to meet the individual needs of all students to the extent 
resources are available.  We cooperate with River Valley School District to assess 
students’ special educational needs utilizing River Valley’s specialists.  We also participate 
in the federal Title I program for remediation, and the IDEA program for special 
education, which includes speech therapy.  These programs, when appropriate, are 
provided to help meet individual student’s needs. 
 

STUDENT RESPONSIBILITIES 
In order to assist in carrying out the philosophy of St. John’s 
School, students have an obligation to the school community in many 
ways.  
 

Students will: 
a. Show respect for all members of the school community, i.e., teachers, principal, 

pastor, parents, and fellow students. 
b. Respect the property of others, i.e., students, adults, faculty, staff, school, parish 

and community.  Students should NOT bring personal valuables, toys, games or 
other equipment to school without the permission of parent/guardian, teacher or 
the principal.  The student is responsible for bringing any valuables to the office 
for safekeeping.  The school cannot be responsible for personal possessions of the 
students. 

c. Use appropriate language at all times and respects the school dress code. 
d. Act appropriately on school buses.  
e. Complete homework assignments, and be responsible for all school materials in their 

care including textbooks, library books, desks, computers, etc. 
f. Follow playground rules, and respect life by not endangering one’s self or others.   
g. Respect the student attendance laws of the State of Wisconsin as well as the 

Wisconsin Religious & Independent Schools Accreditation (WRISA - our school’s 
accrediting association). 

h. Show pride in our school building by helping to care for our school facilities and 
grounds, bathrooms, classrooms, and other rooms, as well as our library, parish 
center and church. 

 
When student obligations are not met, appropriate actions will be taken to insure that the 
learning environment remains a safe, positive one for all of our students.  In some cases, 
consequences will be implemented to reinforce these obligations.  See DISCIPLINE 
PROCEDURE. 
 
SUPERVISION 
For personal safety, please see that your child does not arrive at school prior to 7:35 a.m.  
If a student does arrive earlier than 7:35 they will be invited to join our Before School 
Program at a cost of $4.00 each morning.  Faculty and staff provide supervision for 
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students throughout the school day.  No supervision is available before 7:35 or after 3:10. 
St. John’s After School Program is also available at a cost of $8.00 each afternoon. 
 
TESTING 
Students in grades 1 through 6 will take quarterly take an on-line math and reading test 
through the STAR Assessment Program.  The STAR Assessment Program is used 
throughout the River Valley School District and is the recommend assessment tool of the 
Diocese of Madison.  Students in kindergarten will take a mid-year and end of the year 
early literacy test through STAR.  Testing provides the professional staff, 
parents/guardians, and students with a wealth of information to assess the educational 
needs of students and to act on those needs immediately.   
 
TEXTBOOK CARE 
A fine is charged at the end of the year if usage of books results in 
damage greater than normal “wear and tear.”  Report cards will be 
withheld until the fine is paid. 
 
TRANSFERRING NEW STUDENTS 
Transferring students are accepted on a probationary basis.  The student’s progress will 
be evaluated to determine a permanent placement after a review of records and 
teacher/principal evaluation.  If St. John’s School cannot accommodate the needs of the 
child, a recommendation will be made for placement with the public school system. 
 
VACATIONS           
We believe that family time in today’s world is an essential ingredient in the formation of 
the whole child, and vacation time can be a wonderful time to grow in love and appreciation 
of each other.  However, please make special note of our school vacation dates and plan 
to schedule family vacation accordingly; even the best students have difficulty making up 
work and getting “back on track” after missing school.  Even more vital are the discussions 
within the classroom, which the child cannot “make up.”   Please see the Appendix 
regarding vacations during the pandemic. 
 
VOLUNTEERS 
Volunteers provide an important and necessary service to St. John’s School.  Volunteers 
perform duties such as librarian, individual student helper, copier duties, and recess duty.  
If you would like more information on the volunteer program, please contact the principal 
at 588-2021.  (Due to Covid concerns, parent volunteers will be restricted this year.) 

 
St. John’s School endorses a volunteer code of ethics to protect each student’s self-
esteem.  This code of ethics and a volunteer job description will be distributed to all 
volunteers.  All volunteers are expected to support the mission of St. John’s School and 
will be required to complete a background check and participate in an on-line class, 
Protecting God’s Children.  (DBA 4115) 
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WEATHER EXTREMES 
During extreme weather conditions, we follow the same general policy as the local public 
school.  

1. Indoor recess will occur for all students when dangerous weather conditions exist 
or temperatures with a wind chill factor fall below zero degrees.  Children are to 
have appropriate clothing, including appropriate footwear. 

2. Students with special health concerns should dress carefully (wearing a scarf over 
nose and mouth or earmuffs and hat).  Children do go outside for morning recess, 
noon recess and lunch, to church for mass, and to the parish center for physical 
education.  

3. Recess is part of a student’s total program, and students are expected to go 
outside unless a doctor, teacher or principal instructs them otherwise.  Please keep 
students home if/when they are too ill to go outdoors.  

4. During extremely cold or wet weather; students may wait indoors for classes to 
begin.  They will be expected to behave in an orderly fashion, or they will be asked 
to wait outside.  The building is open to students at 7:40 a.m. each school day.   
(DBS 6123) 

                                                                                                                                  
WELLNESS POLICY 
St. John’s School is aware of the importance of healthy schools by promoting wellness, 
proper nutrition, and regular physical activity as part of the whole learning environment.   
Our school meals will comply with USDA regulations.  Our school will provide a clean, safe 
meal environment for all students including adequate time for students to eat. 
 

See more policies regarding the health and safety of our students, families, and staff in 
the appendix. 
 

WITHDRAWALS 
The office should be notified in advance if you plan to transfer your child to a different 
school or are planning to move.  You must provide St. John’s School with your forwarding 
address and the last day your child will be attending.  A transfer slip and current report 
card will be sent with your child if/when all fines and charges have been cleared with the 
office.  Official school records are forwarded directly to the new school when requested.   
 

Student Arrival 
 Students can be dropped off between 7:35 and 7:45 on the school side of 

Washington St.   Diagonally park starting where the grass starts between the curb 
and sidewalk to the stop sign on Daley Street. Do not stop in the yellow curb area in 
front of the school.  Busses need to have this area available to drop-off students. 

 Students will always use the front entrance for entering and exiting the building. 
 The bell will ring and students may enter the building at 7:45 and classes will start 

at 7:50. Students will be marked tardy if they are not in their classroom by 7:50. 
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 Do not drop your child off before 7:35. There will not be any outside supervision 
before this time.  If your child is dropped off before 7:35, they may be asked to 
join our Before School Program and you will be charged $4.00 for this service. 

 

Student Dismissal 
 Students will be dismissed at 3:05. Students riding the bus will stay in front of the 

building. Students that are being picked up will stay with their teacher on the 
blacktop beside the school. All parents must come and get their child from this 
area.  If your child is not outside when you arrive, please wait on the sidewalk or on 
the grass by this blacktop area next to the side of the building. 

 Parents may park on the school side of Washington Street beyond the yellow zone. 
Buses need the yellow area for loading students. Parents may also park on Monroe 
Street for pick up purposes only between 3:00 and 3:15 p.m. 

 Due to the number of buses and high traffic during dismissal time, parking on the 
residential side of Washington Street is strongly discouraged. 

 Before & After School Care drop off and pick-up will be on the Monroe side of the 
building and students will use the Monroe St. Entrance. 

All issues not included in this handbook are decided at the discretion of the 
principal. The principal also retains the right to amend the handbook when 
necessary. Parents/guardians will be notified of the changes made. 
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APPENDIX 
 
STAFF MEMBERS 
 Pastor Fr. Garrett Kau 
 Principal Mrs. Terrie Feigl 
 4K Teacher Mrs. Lori Wade 
 Teacher’s Assistant Mrs. Cheryl Limmex 
 Kindergarten Teacher                            Mrs. Amanda Lundin   
 First Grade Teacher Mrs. Jeanna Haas 
 Second Grade Teacher Mrs. Amanda Olson 
 Third Grade Teacher Mrs. Leah Bayer 
 Fourth Grade Teacher Miss Lauren Haas 
 Fifth Grade Teacher Miss Melissa Acker 
 Spanish Teacher Mrs. Laura Druckrey 
 Music Teacher Mrs. Susan Greenwood 
 Physical Education Teacher Miss Alina Pena 
 Before-After School Care Mrs. Megan Beauchesne 
 Secretary                                      Mrs. Casey Ferguson 
 Cook Ms. Melody Wells  
 Custodian/Maintenance Mr. Karl Nelson 
 Parish Bookkeeper & Secretary Mrs. Sondra Anliker 
 
EDUCATION COMMISSION  
Members:      
 Mike Fredrick   Carolyn Hunter 

Mary Gust    Barb Louis 
 
Alex Stanek – Parish Council Representative 
       

Ex-Officio Members: 
Fr. Garrett Kau      Terrie Feigl, Principal       
Ann Yanke and Meg Aspinwall, Rel. Ed. Coordinators 

 
HOME & SCHOOL OFFICERS 
Chair:   Trena Alt 
Vice Chair: Amy Stoddard 
Secretary: Carolyn Hunter 
Treasurer:    Mike Makarowski 
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St. John’s School Cleaning Policy 
 
St. John’s School is fully committed to safeguarding the health and safety of all employees and students. 
For this reason, effective immediately, all St. John’s School employees, regardless of position or 
authority, must comply with the following facility cleaning policy:  
 
St. John’s School is responsible for explaining to all employees the cleaning protocols and frequency of 
cleaning all common areas.  
  
St. John’s School is responsible for explaining to all employees the proper use of cleaning supplies and 
safety concerns of products used.  
 
St. John’s School is responsible for explaining to all employees how to clean and disinfect after persons 
suspected/confirmed to have COVID-19 have been in the facility. 
 
St. John’s School is responsible for providing a cleaning schedule to all employees. 
 

 All employees understand facility cleaning and hygiene procedures. 
 Bathrooms will be sanitized before each school day begins, and throughout the day as 

needed. 
 High-touch surfaces (keypads, pens, counters, etc.) are disinfected multiple times a day. 
 Only EPA approved disinfectants effective against COVID-19 are used. 
 Ensure hand-washing sinks in restrooms are always stocked with soap and paper towel. 
 Hand sanitizer will be provided in the entrance area of each classroom. 
 All water fountains will be turned off except for the bottle filler. 
 Students will need to bring their own water bottle labeled with their name. 
 Where possible, provide sanitizer wipes to employees for wiping baskets, door handles, 

and other frequently touched areas. 
 Microfiber cloths and spray bottles filled with EPA approved disinfectant will be 

provided to each employee for the purpose of cleaning all counters, desktops, chairs, 
and other frequently touched areas daily. 

 
Employees are responsible for: 

 Replenishing or letting the person-in-charge know when cleaning supplies are low. 
 Performing cleaning as scheduled. 
 Using proper disinfecting supplies. 
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ST. JOHN’S PROTECTIVE MEASURES POLICY 
St. John’s School is fully committed to safeguarding the health and safety of all employees and students. 
For this reason, effective immediately, St. John’s School enacts the following policy applicable to all 
employees and students:  
 

 Maintain three feet physical distancing from others whenever possible. 
 Students will be seated in their classrooms three feet apart. 
 Demonstrate to students how to extend their arms (like an airplane) when walking or waiting in line. 

 

 Employees and students are strongly encouraged to wear face coverings as recommended by the CDC. 
 Employees and students will not have to wear masks outside. 
 There may be times when teachers will strongly encourage their students to wear masks (such as 

church, small group work, free play, etc). This will allow us once again enjoy these activities that we 
missed out on last year.  

 Masks are mandated on all public transportation including school buses.   
 

 Other protective measures: 
 We encourage no direct person-to-person contact (i.e., no handshaking, no high fives, no hugs). 
 Limit in-person meetings and use other means of communication, such as Zoom or email. 
 Restrict parents and visitors from entering the school. 
 Lunch will still be served in the Parish Center while maintaining social distancing.   

o The school chef will be behind Plexiglas wearing a mask and gloves to serve food.   
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St. John’s School Hygiene Policy 
Hand washing, Cough, & Sneeze Etiquette 

St. John’s School is fully committed to safeguarding the health and safety of all employees and 
students. For this reason, effective immediately, all St. John’s School employees and students 
must comply with the following personal hygiene policy:  
 
Hand washing Policy 
St. John’s School is responsible for explaining to all employees and students how to hand wash: 
Wash hands with soap and water for at least 20 seconds as frequently as possible, or use hand 
sanitizer.  
 
St. John’s School is responsible for explaining to all employees and students when to hand 
wash. Employees and students must wash hands, at a minimum: 

 At the beginning of each school day, 
 Hand sanitizer should be used when entering and exiting a classroom 
 Between working with individual students, 
 Before interacting with other students, 
 After using the restroom, after recess, before lunch, and when hands are visibly 

soiled hands should be washed with soap and water for 20 sec. 
 After sneezing, coughing, or blowing nose 
 Prior to leaving school. 

 

Employees are responsible for replenishing or letting the person-in-charge know when hand 
washing supplies or hand sanitizer are low. 
 

Cough & Sneeze Etiquette  
St. John’s School is responsible for providing tissues in each classroom.  
St. John’s School is responsible for explaining cough and sneeze etiquette to all employees and 
students. To help stop the spread of germs employees and students should: 

 Cover mouth and nose with a tissue when coughing or sneezing 
 Throw used tissues in the trash 
 If you don’t have a tissue, cough or sneeze into elbow, not hand 
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St. John’s School 
Staff, Student, and Family  

Policy and Procedures Related to COVID-19 
 

St. John’s School is fully committed to safeguarding the health and safety of all students, employees, 
and families.  For this reason, the following policy and procedures are applicable to all students and 
families.  All plans on this document are subject to change. 
  

Daily Health Check  
*If a child exhibits any of the following symptoms related to COVID-19, they must stay home: 

1. Fever of 100 degrees F or higher, now or in the preceding 24 hours. 
2. Cough 
3. Sore Throat 
4. Muscle Aches 
5. Shortness of Breath 

*Call a medical professional if symptomatic. 
*We need all families to support our efforts on pre-screening. 
  
Health & Wellness 

1. Any student with a fever of 100 F or higher during the day, will need to go home. 
2. Students and staff need to be fever-free and symptom-free without the use of fever-

reducing medication for 24 hours before returning to school after illness. 

COVID-19 Exposure and Symptoms Guidance 

The following are guidelines for staff and students who are experiencing symptoms. 

1. If a student or staff member is experiencing symptoms they are encouraged to seek COVID 
testing.  For testing, contact your physician or the Sauk County Health Dept. at 608-355-3290 or 
www.co.sauk.wi/public health/coronavirus. 

2. If a student or staff member receives a positive test result, they should stay home for at least 10-
14 days.  (Depending on recommendations from Sauk County Health or your physician.) Must be 
fever free without the use of fever-reducing medication for 24 hours. 

3. If a vaccinated staff member has symptoms, they are to stay home until symptoms cease.  

Symptoms at School 
The following are guidelines for a student who is exhibiting two or more symptoms of COVID-19 
while at school. 

● Student reports symptoms to staff member or staff member observes symptoms, 
student will be sent to the office upstairs to be placed in the health isolation room. 

● Parent/guardian will be notified and should arrive to pick up student within 1 hour of 
receiving the call. 

● Student will stay home to wait for test results or until they are symptom free for 10-14 
days (if not tested) depending on guidance from Sauk County Health recommendations 
or your physician. 
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Exposed to Positive COVID-19 
The following are guidelines for students and staff who has been exposed to someone with a 
positive COVID-19 test.   

● If a student has come in close contact with someone who has tested positive, they 
should quarantine for 10-14 days, starting from the date of their last contact, depending 
on guidance from Sauk County Health recommendations or your physician.  As the 
school does not always receive notice from the Sauk County Health Department 
regarding close contacts, it is up to the parent to determine if their child was in close 
contact with someone who has tested positive.  If a student is in school and has later 
been determined by Sauk County or parent to be a close contact or tests positive for 
Covid, the school will notify parents of the students in that classroom, but the school 
will not require the classmates to quarantine.  That will be a parent’s decision.  The 
parents will be asked to closely monitor their child for symptoms. 

● If someone in the student’s home tests positive, the student should quarantine while 
the family member is sick and continue for 10-14 days (depending on guidance from 
Sauk County Health recommendations or your physician). After the quarantine period, 
the student can return to school as long as they have no fever and are symptom free. 

● Definition from the CDC:  Close Contact through proximity and duration of 
exposure: Someone who was less than 6 feet away from infected person (laboratory-
confirmed or a clinical diagnosis) for a cumulative total of 15 minutes or more over a 24-
hour period (for example, three individual 5-minute exposures for a total of 15 
minutes). An infected person can spread SARS-CoV-2 starting from 2 days before they 
have any symptoms (or, for asymptomatic patients, 2 days before the positive specimen 
collection date), until they meet the criteria for ending isolation. 

● A vaccinated household member who can return to school, but mask for 14 days, with 
testing recommended on day 3-5. 
 

Student with Positive Covid Case 
 If a student or staff member has tested positive for covid, they will be asked to quarantine for 

10-14 days and be symptom free before returning to school.  No negative test will be required. 
 If there is a positive covid case at St. John’s, we will not quarantine a class.  We will advise 

parents of that class of the situation so they can be mindful to watch for symptoms in their 
child.  If the parent feels their child should be quarantined, they can choose to do so.   

 All students and staff will mask for 10 days. 

Wearing a mask 
 Wearing a mask while in the school building is highly recommended, but not required. 
 Everyone in school will be required to wear a mask if a student has been in close contact of a 

positive family member, masking will be required for 10 days.  It is up to the discretion of the 
principal to require masking for other close contact situations (i.e., sleepover, birthday party, 
etc.) If the student tests negative after the required wait period for testing, all required masking 
will be cancelled. 

 Entire school will be required to wear a mask for 10 days from last exposure if a student or staff 
member at St. John’s School tests positive for Covid 19. 
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Daily Snacks 
Each child will need to bring their own healthy daily snack.  All of the classrooms will have a designated 
morning snack time in which milk can be purchased and charged to your families FACTS account.  Any 
birthday treats must be prepackaged items.  They cannot be homemade. 
 
Student Arrival 

 Students can be dropped off between 7:35 and 7:45 on the school side of Washington St.   
Diagonally park starting where the grass starts between the curb and sidewalk to the stop sign 
on Daley Street. Do not stop in the yellow curb area in front of the school.  Busses will need to 
have this area available to drop-off students. 

 Students will always use the front entrance for entering and exiting the building. 
 The bell will ring and students may enter the building at 7:45 and classes will start at 7:50. 

Students will be marked tardy if they are not in their classroom by 7:50. 
 Do not drop your child off before 7:35. There will not be any outside supervision before this 

time.  If your child is dropped off before 7:35, they may be asked to join our Before School 
Program and you will be charged $4.00 for this service. 

 
Student Dismissal 

 Students will be dismissed at 3:05. Students riding the bus will stay in front of the building. 
Students that are being picked up will stay with their teacher on the blacktop beside the school. 
All parents must make contact with the teacher before their child is dismissed.  If your child is 
not outside when you arrive, please wait on the sidewalk or on the grass by the blacktop area 
next to the side of the building. 

 Parents may park on the school side of Washington Street beyond the yellow zone. Buses need 
the yellow area for loading students. Parents may also park on Monroe Street for pick up 
purposes only between 3:00 and 3:15 p.m. 

Due to the number of buses and high traffic during dismissal time, parking on the residential 
side of Washington Street is strongly discouraged. 
 
 
 
 
 
Bus Transportation 

Families are encouraged to transport students to and from school and follow the school's 
specific drop-off/pick- up zones and regulations.  If a family requires bus transportation, the bus 
regulations will need to be followed that have been put in place by Lamer’s Bus Company. 

1. Hand sanitizer will be used upon bus entry.   
2. Windows will be opened on buses to offer air circulation and ventilation.   
3. Students will be assigned seats to promote sitting in family units.   
4. Face coverings will be required for ridership.   
5. Buses will be loaded from the back to the front and unloaded from the front to the back. 
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Bus Rules: 

*Students must follow the same designated route each day.  They cannot switch between 
daycare and home. 

*Students must be wearing face coverings correctly (covering both nose and mouth) prior to boarding 
the bus. 

* Food may not be eaten on the bus. 

* Students will be assigned seats based on the order they are picked up. 

* Students that do not follow these rules will lose their riding privileges and will need to find alternative 
transportation. 

Lamers will be providing bus service for the River Valley School District. 

 
Family Vacations 
*If your family has plans to take a family vacation, please contact the school office.  If the destination is 
deemed a “hot spot” by the administration, the student may be asked to quarantine for 14 days upon 
return. 
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PHYSICIAN’S ORDER FOR MEDICATION ADMINISTRATION 
To be completed by physician 

To:  ___________________________________________________________________ 
(Person designated to administer medication at school) 

 
Name of Student ______________________________   Phone Number______________ 
 
Address   _______________________________________________________________ 
 
School   _____________________________________   Grade ____________________ 
 
Physician’s Name   ______________________________   Phone Number ___________ 
 
Physician’s Address ______________________________________________________ 
 

Diagnosis  ________________________________________________________ 
  
Medication/dose/route/frequency/duration  _____________________ 
 
Medication/dose/route/frequency/duration  _______________________ 

  
 Check one:  Short Term  __________      Long Term  __________ 
 
 PRN (as the situation demands) Medications  _______________________ 
 

Medication/dose/route/frequency/duration  _______________________ 
 
Medication/dose/route/frequency/duration  _______________________ 

 
If a PRN medication, the conditions under which medication is to be given are as follows:  
________________________________________________________ 
 
_______________________________________________________________ 
 

 Check One:     Short Term   __________    Long Term  __________ 
 

The specific conditions under which contact should be made with me in relation to the 
condition or reactions of the student receiving the medication are as follows:   
 
______________________________________________________________ 
 
______________________________________________________________ 
 

Physician’s Signature   ________________________________  Date  _____________ 
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ST. JOHN’S SCHOOL’S REQUEST FOR 

PHYSICIAN’S ORDER FOR MEDICATION ADMINISTRATION 

 

Date: ______________________________ 

 

To: ______________________________  

  (student’s physician) 

 

Re:  Administration of Medication to _________________________________________ 

       (student) 

Pursuant to the request of __________________________________________________, 

     (parent or guardian of above named student) 

The following individuals have been named to administer medication to the above named student 

in the school setting:  

______________________________________________________________________________

_________________________________________________________________. 

 

In order to proceed with the administration of the medication you have prescribed, and to ensure 

that you retain the power to direct, supervise, decide, inspect, and oversee the administration of 

this medication, please complete the form on the back of this page.  Direct and address this 

information to the individuals identified above. 

 

Please note that your signature on this document attests to your willingness and intent to direct, 

supervise, decide, inspect, and oversee the administration of the medication by the non-medically 

trained designees specified on this form, and that you will accept direct communications from 

them regarding the administration of the medication.  We urge that all instructions be stated in 

language of the lay person.  Please call 608-588-2021 if you have questions. 

 

_______________________________________ 

School Principal 
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PARENT/GUARDIAN MEDICATION CONSENT FORM 

(Please type or print) 
 
Full name of child to be medicated_______________________________________________ 
 
Name of drug and dosage ______________________________________________________ 
 
Hour(s) medication to be given _________________________ Number of days __________ 
 
Name of Student's Physician ____________________________Phone __________________ 
 
Reason for medication_________________________________________________________ 

(if applicable) 
 
Name of person(s) authorized to give medication during school hours ___________________ 
 
___________________________________________________________________________ 

(to be filled out by school principal or program administrator other designee) 
 
 My child has permission to self-administer the medication, but I request school 
 staff monitor or assist my child when he/she self-administers medication on the 
 following basis: ________________________________________________ 
 ______________________________________________________________ 

(indicate if not applicable) 
 I hereby give permission to the above named person(s) to give the medication(s) 
 to my child according to the directions stated above and further authorize them 
 to contact the child’s physician, if necessary. I agree to hold the school, its 
 employees and agents who are acting within the scope of their duties harmless in 
 any and all claims arising from the administration of medication at school. 
  
 I agree to notify the school in writing at the termination of this request 
 or when any change in the above order is necessary. 
 
 
__________________________________________________ ____________________ 
Signature of Parent/Legal Guardian      Date 
 
________________________________________________________________________ 
Address 
 

NOTE 
Before a prescription drug(s) or medication(s) will be administered by the school or an agent 
thereof, a PHYSICIAN ORDER FOR MEDICATION ADMINISTRATION shall be completed and 
returned to the school principal. This completed form shall be accompanied by the 
PARENT/GUARDIAN MEDICATION CONSENT FORM.  
 
This form (Parent/Guardian Medication Consent) must also be completed for the administration of 
non-prescription (over-the-counter) drug(s) or medication(s) which do not require the Physician 
Order. 
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St. John the Evangelist Internet Guidelines for Students and Staff                                                                 
It is the belief of St. John’s School, that the use of technology for the purpose of information acquisition, retrieval, 
manipulation, distribution and storage is an important part of preparing children to live in the 21st century. We 
believe that a "technology rich" classroom can significantly enhance both the teaching and learning process. This 
technology includes computer hardware, software, local and wide area networks and access to the Internet. It 
must also be understood that the Internet is a global, fluid community, which remains largely unregulated. While it 
is an extremely valuable tool for educational research, there are sections that are not commensurate with 
community, school, or family standards. Due to the complex nature of these systems and the magnitude of 
information available via the Internet, St. John’s believes guidelines regarding acceptable and appropriate use are 
warranted in order to serve the educational needs of students.  Students will be educated about appropriate 
online behavior including interacting with other individuals on social networking websites and in chat rooms and 
cyberbullying awareness and response. 
Internet Responsible Use Policy 

o Individuals shall not create, display, transmit or make accessible any threatening, racist, sexist, 
obscene, annoying or harassing language and/or material, including broadcasting unsolicited 
messages and sending unwanted mail. 

o The primary purpose of the Internet at St. John’s is to support research, education, and life-long 
learning.  Technology protection measures (or “Internet filters”) are used to block or filter 
Internet, or other forms of electronic communications, access to inappropriate information.   

o Use of the Internet for illegal, criminal, or commercial purposes is prohibited. 
o Any online communication should always be at the direction and with the supervision of a 

teacher. 
o Students will be provided with what constitutes as unauthorized disclosure, use and 

dissemination of personal information. 
 Never provide last name, address, telephone number, or school name online. 
 Never respond to, and always report to the teacher or parent, any messages that make 

you feel uncomfortable or that are from an unknown origin. 
 Never send a photo of yourself or anyone else. 
 Never arrange a face-to-face meeting with someone you met online. 
 Never open attachments or files from unknown senders. 
 Always report to a teacher any inappropriate sites that you observe being accessed by 

another user or that you browse to accidentally. 
o St. John’s shall not be liable for any damages of any kind as a result of the Internet. 

Computer Use 
o Users are not to tamper with computer hardware or software.  Copying, installing or 

downloading any files unrelated to classes to the hard drive without permission is prohibited. 
o Copyright laws are to be complied with. 
o Students shall not misuse system resources.  Users will not interfere with the network.  

Possessing or accessing information on school property related to "hacking," or altering, or 
bypassing network security or policies is prohibited.  Users shall not engage in activities which 
damage or disrupt hardware or communication such as virus propagation or overloading the 
system with excessive data. 

o Misuse of the computer will result in the loss of privileges.  Misuse includes: banging on the 
keyboard, tampering with the files, saving data to the hard drive, or accessing pornography or 
sexually explicit materials. 

o Students are to be supervised during computer use at all times.  Participating on message boards 
without teacher direction, or in live chat using but not limited to AIM, Yahoo, or MSN Messenger 
is prohibited. 
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o All students must use the computers responsibly, respecting the staff and the school.  Students 
may use the school computer system only for legitimate educational purposes, which include 
class work and independent research that is similar to the subjects studied in school. Students 
shall not access entertainment sites, such as social networking sites or gaming sites, except for 
legitimate educational purposes under the supervision of a teacher or other professional. 

o Respect the privacy and usage privileges of others.  Students maintaining or posting material to a 
Web site or blog that threatens a likelihood of substantial disruption in school, including harming 
or interfering with the rights of other students to participate fully in school or extracurricular 
activities is a violation of the Appropriate Use Policy and can subject the student to appropriate 
penalties and disciplinary action.  

 
Off-Campus Internet Expression -- Students may be disciplined for expression on off-campus networks or websites 
only if the expression is deemed to cause a substantial disruption in school, or collide or interfere with the rights of 
other students, staff, or employees. 
 
Students may not bring personal computers or hand-held computing devices and connect them to the school 
network or Internet connection (including connecting to wireless access points) without using the appropriate 
password and access control.    

           • What qualifies as an electronic communication device? Cell phones, computers, pagers, and any device 
that allows direct electronic communication or communication via social networking. 

            • When do school electronic communication device rules apply? During school activities on school time and 
during school-endorsed activities outside of school hours. 

            • What constitutes misuse of an electronic communication device? Refusal to turn off a device when told; 
damaging school-owned devices; causing an in-school disruption; using the device for cheating, cyberbullying, or 
sexting.  

            • When can schools punish a student for misuse outside of school? When misuse causes school disruptions 
or harms students, teachers, or other school personnel in a manner that the offending student should have 
expected. 

            • What are acceptable consequences for misuse? Device searches; verbal and written warnings; 
confiscations; notices to parents or law-enforcement authorities; extracurricular restrictions; and suspensions or 
expulsions.  

Access to the Internet and computer resources is a privilege, not a right.   Failure to follow the Acceptable Use 
Guidelines will result in the suspension or revocation of computer privileges and/or other disciplinary action. 
 

 
 


